REQUEST FOR PROPOSAL
Furniture, Fixtures, and Equipment (FF&E)
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Southern Maine Community College 






       
Campus Center, South Portland  
Project Description

Southern Maine Community College (SMCC) is seeking furniture proposals for an 8,500 square foot Learning Commons space and a 6,500 square foot Student Services space, located at their South Portland campus.  The Learning Commons is an existing space that occupies the entire second floor of the Campus Center and an elevator is available.  Student Services will be a newly renovated area, located on the first floor in the same building.  Furnishings will include modular glass wall partitions, tables, various seating types, study carrels, computer stations, and systems workstations.  Scope of work shall include delivery and installation of all FF&E items.
Interested bidders should contact Laura Mynahan, Interior Designer, Oak Point Associates, to receive an electronic copy of the FF&E bid package (207-283-0193 / lmynahan@oakpoint.com).  Furniture plans, spreadsheets identifying furniture types, product descriptions, and quantities, as well as product specifications will be provided for each space.
Proposal Requirements
1. Please submit a proposal from your firm utilizing your pricing to provide furniture for the SMCC Campus Center.  Furniture installation is scheduled for completion no later than Monday, August 10, 2015, prior to the start of the fall semester.

2. Your cover letter shall include total product pricing, delivery and installation costs, and design/project management fees (as separate line items); delivery schedule; past related project experience, with references.

3. Proposals must include literature/cut sheets with images and descriptions of each item you are including.  Finishes are not required at this time as they will be selected at a later date.
4. Drawings and/or sketches of furnishing typicals are recommended to better visualize items in your proposal.

5. Bidders are required to provide a statement of relevant and recent experience, as well as their financial responsibility.

6. Bidders are responsible for any costs incurred during preparation of the Proposal or any pre-contract activity or future negotiations with the Owner.  These may include, but are not limited to, labor, administrative/supply costs, and travel by the Bidder’s personnel.
Submission of Proposals

1. Requests for information (RFIs) must be submitting in writing and are due no later than three (7) work days prior to the bid due date. They are to be sent via email to Laura Mynahan: lmynahan@oakpoint.com. If you have any questions, you are asked to contact:  Laura Mynahan, Interior Designer, Oak Point Associates – 231 Main Street, Biddeford, Maine 04005 / 207.283.0193.

2. Two (2) hardcopies and one (1) electronic copy (in PDF format) with all related information shall be delivered to the following address:


Southern Maine Community College 



Attention:  Mr. Scott Beatty, Dean of Administration



2 Fort Road



South Portland, Maine 04106-1698


Proposals shall be spiral bound, received by the due date, and must include a cover letter signed by 
the representative managing the account, as well as your firm's terms and conditions.
Submission of Proposals (cont.)
3. Pricing proposals are due by 2:30 p.m. on Tuesday, April 28, 2015.   Late proposals are subject to refusal by the Owner.
4. Evaluation factors will include price, comfort, functionality, product suitability, consistency of design intent, warranty, delivery terms, and dealer’s past performance.  The bidder with the best performance based on these evaluation factors, will be considered the best value vendor – even if the vendor’s total project cost was not the lowest.

5. Proposals shall not be withdrawn during a period of sixty (60) calendar days immediately following the opening.  Vendors are required to hold the unit price of products until the Learning Commons has been occupied.

6. No contract may be assigned or transferred without the written consent of the Owner.

7. Samples:  The Designer of Record reserves the right to request furniture and finish samples at the bidder’s expense (transportation and handling).

Dealer’s Responsibilities / Scope of Work

1. Produce furniture proposal and pricing based on information provided by Laura Mynahan, Interior Designer, Oak Point Associates.

2. Laura Mynahan, Oak Point Associates, will coordinate all furniture finish selections with existing building finishes; provide samples from which we may select.

3. Coordinate order entry, production, and shipping schedules with the Manufacturer.

4. Coordinate connection of electrical system with Owner; coordinate with SMCC IT personnel for running of data cabling by others at the second floor Learning Commons.
5. Coordinate connection of electrical and data systems with the General Contractor selected for the first floor Student Services areas and SMCC IT personnel.  Provide furniture layout drawings showing required power and data locations.
6. Conduct final walkthrough with Owner and Oak Point Associates to ensure accurate installation, as well as to address any discrepancies or damages.  Replacement parts shall be immediately available or ready to be ordered within five (5) days of walkthrough completion.

7. After occupancy, instruct End User and staff in the proper use and adjustment of products, correct deficiencies in installation, and coordinate replacement of defective product with the Manufacturer.

Installation / Site Instructions

1. Conduct site visit(s) to become familiar with site and to check for potential installation problems.  The SMCC Campus Center is an existing two-story building with an elevator and stairwells; typical hours for jobsite access is 8:00 a.m.–5:00 p.m.   
2. Coordinate installation dates and logistics with the Owner.  Vendor must provide an estimated Schedule of Delivery in their proposal.  Vendor shall provide the name and telephone number of the person(s) responsible for the coordination and installation to the Designer and Owner.
3. The vendor is responsible of storing all furniture and materials at their cost until approved for on-site delivery.  All materials shall remain the responsibility of the vendor until accepted by the Owner.
4. Deliver all furnishing items inside the facility, uncrate, and set up furniture and equipment items, as described in the specifications and drawings provided.
5. Coordinate installation and delivery dates with the selected General Contractor for the first floor Student Services renovations.
6. Sign off on the condition of the space at the start of the installation and be responsible for any damages incurred during installation.  Provide (and remove) proper temporary protection for the building during installation.
Installation / Site Instructions (cont.)
7. Each item shall be tagged to the location (building, room number) that it is to be delivered to.  Unmarked items may be refused by the Owner at the site.  There will be a single point for the delivery of all furnishing and equipment items.
8. Provide all labor, materials, and equipment needed to receive, unload, stage, and install furniture in accordance with the approved plan.
9. Remove debris and packaging materials from the site.
10. Upon completion of installation, inspect all products for proper operation/defects and perform a final cleaning.  Items are to be received by the Owner in perfect condition.  
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