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RFP#201809181
Building Management Services at the Capital Judicial Center
	RFP Coordinator
	All communication regarding this RFP must be made through the RFP Coordinator identified below.

Name: Ryan Bell Title: Facilities Engineer
Contact Information: ryan.bell@courts.maine.gov 

	Mandatory Bidders Conference
	Date: October 4th, 2018 Time: 8:15 a.m., local time
Location: First Floor lobby at the Capital Judicial Center, 1 Court St., Augusta, ME 04330 

	Submitted Questions Due
	All questions must be received by the RFP Coordinator identified above by:
Date October 18th, 2018, no later than 4:00 p.m., local time

	Proposal Submission
	Proposals must be received by the Division of Procurement Services by:

Submission Deadline: November 8th, 2018 no later than 4:00 p.m., local time.
Proposals must be submitted electronically to the following address:

Electronic (email) Submission Address: Proposals@maine.gov
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PUBLIC NOTICE
*************************************************

State of Maine

Judicial Branch Office of Court Facilities
RFP#201809181
Building Management Services at the Capital Judicial Center
The State of Maine is seeking proposals for building management services at the Capital Judicial Center
A copy of the RFP, as well as the Question & Answer Summary and all amendments related to this RFP, can be obtained at the following website: https://www.maine.gov/dafs/procurementservices/vendors/rfps
A Mandatory Bidders Conference will be held on October 4th, 2018 at 8:15 am at the following location: First floor lobby at the Capital Judicial Center, 1 Court St, Augusta, Maine.
Proposals must be submitted to the State of Maine Division of Procurement Services, via e-mail, to the following email address: Proposals@maine.gov.  Proposal submissions must be received no later than 4:00 pm, local time, on November 8th, 2018 when they will be opened.  Proposals will be opened at the Burton M. Cross Office Building, 111 Sewall Street - 4th Floor, Augusta, Maine. Proposals not submitted to the Division of Procurement Services’ aforementioned email address by the aforementioned deadline will not be considered for contract award.
*************************************************

RFP DEFINITIONS/ACRONYMS
The following terms and acronyms shall have the meaning indicated below as referenced in this RFP:
1. RFP: Request for Proposals
2. State: State of Maine
3. Department: Judicial Branch Office of Court Facilities
State of Maine – Judicial Branch
Office of Court Facilities
RFP#201809181
Building Management Services at the Capital Judicial Center
PART I
INTRODUCTION

A.
Purpose and Background
The Judicial Branch Office of Court Facilities (Department) is seeking proposals to provide building managements services at the Capital Judicial Center, 1 Court St., Augusta as defined in this Request for Proposals (RFP) document.  This document provides instructions for submitting proposals, the procedure and criteria by which the Provider(s) will be selected and the contractual terms which will govern the relationship between the State of Maine (State) and the awarded Bidder(s).
State-owned courthouses contract outside companies that provide property management services to ensure that our facilities are properly maintained.
B.
General Provisions

1. From the time this RFP is issued until award notification is made, all contact with the State regarding this RFP must be made through the aforementioned RFP Coordinator.  No other person/ State employee is empowered to make binding statements regarding this RFP.  Violation of this provision may lead to disqualification from the bidding process, at the State’s discretion.

2. Issuance of this RFP does not commit the Department to issue an award or to pay expenses incurred by a Bidder in the preparation of a response to this RFP.  This includes attendance at personal interviews or other meetings and software or system demonstrations, where applicable.

3. All proposals should adhere to the instructions and format requirements outlined in this RFP and all written supplements and amendments (such as the Summary of Questions and Answers), issued by the Department.  Proposals are to follow the format and respond to all questions and instructions specified below in the “Proposal Submission Requirements” section of this RFP.
4. Bidders shall take careful note that in evaluating a proposal submitted in response to this RFP, the Department will consider materials provided in the proposal, information obtained through interviews/presentations (if any), and internal Departmental information of previous contract history with the Bidder (if any).  The Department also reserves the right to consider other reliable references and publicly available information in evaluating a Bidder’s experience and capabilities.

5. The proposal shall be signed by a person authorized to legally bind the Bidder and shall contain a statement that the proposal and the pricing contained therein will remain valid and binding for a period of 180 days from the date and time of the bid opening.

6. The RFP and the selected Bidder’s proposal, including all appendices or attachments, shall be the basis for the final contract, as determined by the Department.
7. Following announcement of an award decision, all submissions in response to this RFP will be considered public records available for public inspection pursuant to the State of Maine Freedom of Access Act (FOAA) (1 M.R.S. §§ 401 et seq.).
http://www.mainelegislature.org/legis/statutes/1/title1sec401.html 

8. The Department, at its sole discretion, reserves the right to recognize and waive minor informalities and irregularities found in proposals received in response to this RFP.
9. The State of Maine Division of Procurement Services reserves the right to authorize other Departments to use the contract(s) resulting from this RFP, if it is deemed to be beneficial for the State to do so.
10. All applicable laws, whether or not herein contained, shall be included by this reference.  It shall be the Bidder’s responsibility to determine the applicability and requirements of any such laws and to abide by them.
C.
Eligibility to Submit Bids
All interested parties are invited to submit bids in response to this Request for Proposals.
D.
Contract Term
The Department is seeking a cost-efficient proposal(s) to provide services, as defined in this RFP, for the anticipated contract period defined in the table below.  Please note that the dates below are estimated and may be adjusted, as necessary, in order to comply with all procedural requirements associated with this RFP and the contracting process.  The actual contract start date will be established by a completed and approved contract.
Contract Renewal:  Following the initial term of the contract, the Department may opt to renew the contract for four (4) one-year renewal periods, as shown in the table below, and subject to continued availability of funding and satisfactory performance.

The term of the anticipated contract, resulting from this RFP, is defined as follows:

	Period
	Start Date
	End Date

	Initial Period of Performance
	February 1st, 2019
	January 31st, 2020

	Renewal Period #1
	February 1st, 2020
	January 31st, 2021

	Renewal Period #2
	February 1st, 2021
	January 31st, 2022

	Renewal Period #3
	February 1st, 2022
	January 31st, 2023

	Renewal Period #4
	February 1st, 2023
	January 31st, 2024


E.
Number of Awards

The Department anticipates making one award as a result of this RFP process.

PART II
SCOPE OF SERVICES TO BE PROVIDED


The Property Management Company agrees to provide the work described below at the Capital Judicial Center, 1 Court St., Augusta, ME, in accordance with these specifications and conditions: 

A. GENERAL RELATIONSHIP: The Contract Manager will submit supplemental hourly labor rates and material markup for work above and beyond the scope of these specifications. 

The Contract Manager will screen all personnel to ensure assure that all employees are of good character, and specially qualified for this position. Background checks can only be submitted for employees that are already working for the Building Management Company.  The Building Management Company will have all potential employees screened and approved by the Office of Court Security prior to assigning them to work in the building. Judicial Branch Background Check Form will be provided in Appendix G.  It will be necessary to allow a week for the processing of these background checks and the original of the form must be provided.   The Building Management Company shall employ only personnel skilled in general maintenance work. 

Any employee of the Building Management company who may, in any manner, be unsatisfactly to the court (either because of dress, performance, mannerisms, crude habits, criminal record, or other reasons) shall immediately be replaced by another employee upon request of the Owner, Owner's Rep, or Director of Facilities. 

If, in the judgment of the Owner's representative the services provided under the awarded contract do not meet the standards as set forth herein, it will be the Contract Managers responsibility to get the Building Manager to take immediate corrective action, and all regular payments for services shall cease until the level of service required has been attained. The Building Manager will notify the Facility Engineer of inoperative equipment such as water fixtures, heating or air conditioning equipment, elevators, etc, or of any vermin such as cockroaches, silver fish, mice, fleas, bed bugs, etc. immediately.

The Director of Court Facilities will designate the Owner’s Representative (Facilities Engineer).

B. INSPECTION BY THE COURT:  The Facilities Engineer will make periodic inspections of the building managers work.  The Facilities Engineer has the authority to point out to the Building Manager (or their personnel) incomplete or defective work and necessary corrective measures and has the authority to alter the terms and conditions of the awarded contract.  No payment shall be made for services, which are not performed in accordance with the specifications.  The Facilities Engineer will utilize progressive discipline guidelines when dealing with unsatisfactory services (oral warning, written warning, suspension of services, termination).  These guidelines do not apply to situations involving serious misconduct, misappropriation of funds, harassment and discrimination.

C. LIABILITY:  The Building Manager will not be liable for any loss, delay, injury or damage, (whether direct, indirect or consequential), that may be caused by conditions beyond the direct control of the Building Manager, including but not limited to: acts of government, strikes, lockouts, fire, theft, explosion, riot, civil commotions, war, malicious mischief, floods or acts of God.

D. DESCRIPTION OF WORK:
1. The work to be accomplished consists of performing quality building management services at the above-named facility site as outlined below.  Terms and Conditions of the work may be altered by mutual written agreement between the Building Manager and the Facilities Engineer.  The successful Bidder will provide one (1) on-site Building Manager who will work forty (40) hours a week, at all times during the course of the awarded contract, who will have all the responsibilities associated with being a successful building manager.  Flex schedule will be necessary during certain times, other than that it will this person will be available during normal business hours of the court. All of the below specified maintenance tasks will be provided, but service will not be limited to those.  Any work requested of the Facilities Engineer or emergency work (responding to HVAC alarms), beyond the forty hours a week would be billable by the Building Management Company at the specified hourly rate. 

2. The successful Bidder will also provide an off-site contract manager that will assist the owner’s representative in purchasing or inventory.  The contract manager will also learn the building systems so that they can assist in the training and supervision of the building manager if necessary or provide backup services when the building manager is out.  This contract manager will make a quarterly site visit, lasting at least three (3) hours, to check on the building manager and meet with the facilities engineer, verifying that all maintenance items outlined below are taken care of in a timely manner.

3. The contract manager will also provide coverage for an off-site employee with a vehicle for twenty (20) hours a month to move inventory to and from the site, other courthouses, and State Surplus.  Mileage for these trips will be billable at $.60 per mile and any additional labor above and beyond the 20 hours will be billable at the specified rate in the awarded contract.  The days when this moving is necessary will be directed by the Facilities Engineer.

4. The Building Management company will have to respond to the building within one half (1/2) hour (on a 24-hour 7-day basis) to any building emergency call or HVAC alarm, notifying the facilities engineer as to the nature of the emergency. Documentation will need to be provided to the Facilities Engineer monthly of the clock in times of employees utilized at the facility.

5. The Building Manager will only be allowed what storage and supply areas are now available and the court will in no way be responsible for lost, damaged, stolen equipment and materials.

6. The Building Management company will supply the Building Manager with an iPhone, which is necessary for completing job tasks.   The Building Manager will need to be available on this line 24/7. Any calls from the Facilities Engineer will be returned within ten minutes.  The State has purchased many tools that will be available for the Building Managers use, but it will be the responsibility of the Building Management Company for any liability involved and to make sure that their employees are properly trained in their use.  A computer, which is also necessary, will be supplied by the Judicial Branch.

7. Miscellaneous off-hours maintenance / repair projects undertaken directly by the property management company will be in addition to the awarded contract, authorized by the Facilities Engineer, and will be authorized in advance by the Director of Court Facilities.

8. Coordinate and manage contractor work for building repairs and maintenance (warranty and non-warranty work).  Non-warranty work to be approved by the Facilities Engineer unless work is of emergency nature requiring immediate response.  The Facilities Engineer will be notified to the nature of the emergency. 

9. The Building Manager will be given access to “as built” drawings and owner manuals, maintain logs of building maintenance activity.  Access to copies of floor plans, construction specifications, maintenance manuals, service contracts and any other building documents for reference by building service personnel.  The Facilities Engineer will provide a workstation and record storage space.

E. MAINTENANCE ITEMS (awarded contract will not be limited to this list)
1. Daily 
a. Check e-mails for HVAC alarms and see that they are resolved within a reasonable amount of time.  Check e-mails for possible temp changes or requests, change on Building management system accordingly.  Temperatures will need to be adjusted based on preferences of Judicial personnel.

b. Send out a daily e-mail to the building during the spring, fall and winter season informing them if it’s an acceptable day to have the windows open based on guidelines outlined by Facilities Engineer.

c. Check work orders on the Judicial Branch Facilities Work Order System daily.  Work orders will need to be updated within the calendar day of being completed.

d. Complete any tasks that various employees around the building have asked of you after asking Facilities Engineer.

e. Check conference room and courtroom schedules, setting up conference rooms as specified.   Coordinate this with the head clerk or other staff having conferences.  Building manager will be independent in making sure conference rooms and courtrooms are set up like they need to be at least an hour before events.  All of the maximum room occupancy levels set by the Facilities Engineer will be communicated and used (i.e. 175 people with chairs, 80 people with tables in the multi-purpose room).

f. Meet and coordinate all contractors necessary to maintain facility. I.E. plumber, electrician, landscaper, HVAC tech, trash, sprinkler techs, elevator techs, etc., making sure that they all have background checks.  It is the building managers job to not only meet the contractors but to make sure that contractors do their job as contracted or as directed by facilities engineer.  The building manager will need to read all of the maintenance contracts at the site as a result of this.  All repairs above $500 will need to be approved by the facilities engineer first and bills will be sent directly to him.

· HVAC Preventative Maintenance – The building manager will manage all maintenance and control contracts and coordinate vendor and/or trade partner activities for projects that need to be completed as part of this section.

· Janitorial - Inspect the building before normal business hours, leaving notes for the janitorial supervisor.  Ensure that all periodical janitorial tasks are being completed throughout the year as well.  Report any areas of deficiency to the Facilities Engineer.

· Exterior Landscaping, Lawn maintenance and Snow Removal – The building manager will manage all maintenance contracts and coordinate any and / or all vender and trade partner activity for projects that need to be completed as part of this section.  Activity in this area includes managing the contract for the general upkeep of existing landscaping and common area maintenance including but not limited to: cleaning of sidewalks, mulching, pruning, trash removal, managing snow removal, etc.  The overall goal is to maintain or create the image that the court wishes to project as it relates to the exterior condition of the courthouse.  The building manager will make sure that the lawn contractor completes these tasks. The building manager will be responsible for touching base with the contracted snowplowing company at least two hours before operating hours on days when there is snow and making sure that the jobs is performed to the satisfaction of the Courts.  The parking lot is supposed to be clear of snow and ice by 7AM and the building manager will manage this contract so that this happens.  Snow Removal from the parking garage will need to be done by the building manager unless it’s a large amount of snow in the garage, taking more than a half an hour, and this arranged with the snow removal contractor.  Any and all responsibilities of the snow removal contract will be enforced by the building manager and any deficiencies will be reported to the Facilities Engineer.

g. Arrange for deliveries at the facility.

h. Check the level of the glycol feeder in the mechanical room to make sure there aren’t leaks and verify visible function of all other HVAC equipment.

i. Complete any other maintenance tasks as directed by the Facilities Engineer on the work order platform.  Any and all plumbing and electrical issues will be directed to an outside vendor by the building manager and will not be handled by himself.

j. Email the Facilities Engineer at the end of the day with what was accomplished/conversations during the course of the day.  All issues will be reported to the Facilities Engineer.

2. Weekly 
a. Inspect the roof and remove debris carefully.

b. Patch dings in hallways and color match at Sherwin Williams only if directed by facilities engineer.

c. Check the water softening system for salt level and fill if needed.  If salt is needed coordinate for the purchase of this.

d. Check the level of hydraulic fluid in elevators.

e. Check all lights to make sure there aren’t any that need to be changed and change them if needed.

f. Inspect that the lighting control system is operating as per design.

3. Monthly 
a. Inspect all fire extinguishers and eye wash stations.

b. Check the hardness levels in the domestic water supply.

c. Water Testing contractor– coordinate and manage

d. Elevator contractor– make sure that the elevator contractor shows up monthly and completes all of the tasks as laid out in the contract.

e. Monitor preventative maintenance tasks based on the level of frequency and update that these tasks are being completed on the work order system.

f. Make sure the Generator is coming on when scheduled and inspect the operation. Supply this record to the Facilities Engineer.

g. Painting projects as directed by Facilities Engineer

h. Keep records of HVAC issues and address these with the Controls technician.

i. Test and inspect that all point of use hot water heaters work.

j. Keep Storage areas neat and clean, so that when the building manager is on vacation this equipment will be accessible.

k. Maintain an up-to-date list of contractors (with contact information) identified as certified service technicians for each type of anticipated service needed.  An updated copy to be approved by the facilities engineer. 
l. Upon completing inspections or work in each area of the building, the building manager will assure that all windows are secured at the end of his day.
4. Quarterly
a. Sprinkler inspections – Coordinate and manage sprinkler inspections.  They should take place outside of operational hours.  The building manager will be responsible for making sure that the fire alarm system is disabled before this activity, notifying Norris and Augusta Fire Dispatch prior to silencing the strobes and speakers (this is also the case whenever the fire alarm needs to be disabled).

5. Bi-Annually
a. Inverter inspection– Coordinate and manage this activity as outlined in the contract.  The suggested maintenance checklist provided by the commissioning agency will be filled out and turned into the facilities engineer for all four inverters.

b. Generator preventative maintenance– Coordinate and manage this activity as outlined in the contract.

c. Call a vendor to perform maintenance to the mechanical lift.

d. Make sure that the exterior window contractor is properly managed, making sure that proper security protocol is followed and if a lift is utilized then the paver area needs plywood laid down before this happens.

6. Annually
a. Arrange for an inspection of the roof for deficiencies by an outside vendor.  This list of deficiencies will be provided to the Facilities Engineer.

b. Fire System Inspection (early December) – Coordinate and manage this activity with the Fire Alarm contractor.

c. Elevator Inspection (early December) – Coordinate and manage this activity with the vendor and the state inspector.

d. Backflow Preventer Inspection (June) – Coordinate and manage this activity with the Sprinkler Contractor.

e. Arrange for maintenance to the storm water treatment plant by an outside vendor.

f. Arrange for maintenance to the Water Softening system by the vendor as per the contract.

7. Seasonal 

a. Be part of summer and winter party planning committees and assist with set up and take down for these parties.

b. Mark the drains on the roof with poles so they can be uncovered if necessary during the winter.

c. Paint manhole covers every year and hazard poles in parking lot if directed by Facilities Engineer.

d. Clean retaining wall, paver area, sally port and lower parking garage w/ pressure washer.

e. Fix heaved pavers in cement paver area, checking for tripping hazards.

f. Make sure that the paver area is completely free of debris/leaves before the first snowfall.

g. Raise and lower the flags as directed by the governor.

The Court will not be responsible in any way for damage to the building managers stored supplies, materials, equipment, or the building managers personal belongings brought into the building, occasioned by fire, theft, accident, flood or otherwise.

Supervision / Conduct/ Appearance:  The contract manager shall (at all times) provide adequate supervision of their employees to ensure complete and satisfactory performance of all work in accordance with the terms of the awarded contract.  The Building Manager will instruct the owners representative how the building manager can be contacted 24 hours a day/7 days a week (including holidays).  The Building Manager will ensure that all of their employees will conduct themselves in a professional manner at all times and that they will be dressed appropriately while working at the property (pants, collared shirt with company name/logo, etc.).  Excessive hair, facial hair, piercing, tattoos, etc. will be addressed immediately if brought to the building managers attention by the facilities engineer.  The Building Manager / Admin Assist will be issued I.D’s and keys by the Judicial Marshals.  Abuse of responsibility associated with the badge and keys, i.e. holding a secured door open for a member of the public, could result in termination.
PART III
KEY RFP EVENTS
A. Mandatory Bidders Conference

The Department will sponsor a Mandatory Bidders’ Conference concerning this RFP beginning at the date, time and location shown on the RFP cover page.  The purpose of the Bidders’ Conference is to answer and/or field questions, clarify for potential Bidders any aspect of the RFP requirements that may be necessary and provide supplemental information to assist potential Bidders in submitting responses to the RFP.  
B. Questions

1.
General Instructions


a.
It is the responsibility of all Bidders and other interested parties to examine the entire RFP and to seek clarification, in writing, if they do not understand any information or instructions.

b.
Bidders and other interested parties should use Appendix F – Submitted Questions Form – for submission of questions.

c. 
The Submitted Questions Form must be submitted by e-mail and received by the RFP Coordinator, identified on the cover page of this RFP, as soon as possible but no later than the date and time specified on the RFP cover page.

d.
Submitted Questions must include the RFP Number and Title in the subject line of the e-mail.  The Department assumes no liability for assuring accurate/complete/on time e-mail transmission and receipt.

2.
Question & Answer Summary: Responses to all questions will be compiled in writing and posted on the following website no later than seven (7) calendar days prior to the proposal due date: https://www.maine.gov/dafs/procurementservices/vendors/rfps.  It is the responsibility of all interested parties to go to this website to obtain a copy of the Question & Answer Summary.  Only those answers issued in writing on this website will be considered binding.

C. Amendments

All amendments released in regard to this RFP will also be posted on the following website: https://www.maine.gov/dafs/procurementservices/vendors/rfps.  It is the responsibility of all interested parties to go to this website to obtain amendments.  Only those amendments posted on this website are considered binding.

D. Submitting the Proposal
1. Proposals Due: Proposals must be received no later than 4:00 p.m. local time, on the date listed on the cover page of this RFP, at which point they will be opened.  Proposals received after the 4:00 p.m. deadline will be rejected without exception.
2. Delivery Instructions: Email proposal submissions are to be submitted to the State of Maine Division of Procurement Services, via email, to the email address provided on the RFP Cover Page.
a. Only proposals received by email will be considered.  The Department assumes no liability for assuring accurate/complete e-mail transmission and receipt.
b. Bidders are to insert the following into the subject line of their email submission:
“RFP#201809181 Proposal Submission”
c. Bidder’s proposals are to be broken down into multiple files, with each file named as it is titled in bold below, and include:
-
File #1: PDF format preferred


Completed - Proposal Cover Page (Appendix A)


Debarment, Performance and Non-Collusion Certification (Appendix B) 
-
File #2: PDF format preferred

Organization Qualifications and Experience (Appendix C and all related/required attachments stated in PART IV, B., Section I.)
-
File #3: PDF format preferred


Proposed Services (and all related/required attachments stated in PART IV, B., Section II.) 
-
File #4: Excel format preferred

Cost Proposal (Appendix D and all related/required attachments stated in PART IV, B., Section III.)
-
File #5: PDF format preferred


Maine Business and Economic Impact Consideration (Appendix E)
PART IV 
PROPOSAL SUBMISSION REQUIREMENTS
This section contains instructions for Bidders to use in preparing their proposals. The Bidder’s proposal must follow the outline used below, including the numbering and section and sub-section headings as they appear here.  Failure to use the outline specified in this section, or to respond to all questions and instructions throughout this document, may result in the proposal being disqualified as non-responsive or receiving a reduced score.  The Department, and its evaluation team for this RFP, has sole discretion to determine whether a variance from the RFP specifications should result in either disqualification or reduction in scoring of a proposal.  Rephrasing of the content provided in this RFP will, at best, be considered minimally responsive. The Department seeks detailed yet succinct responses that demonstrate the Bidder’s experience and ability to perform the requirements specified throughout this document.

A. Proposal Format
1. All pages of a Bidder’s proposal should be numbered consecutively beginning with number 1 on the first page of the narrative (this does not include the cover page or table of contents pages) through to the end, including all forms and attachments.  For clarity, the Bidder’s name should appear on every page, including Attachments.  Each Attachment must reference the section or subsection number to which it corresponds.

2. The Bidder is asked to be brief and concise in responding to the RFP questions and instructions.
3. All electronic documents should be formatted for printing as formatting will not be adjusted prior to printing and reviewing these documents.

4. The Bidder may not provide additional attachments beyond those specified in the RFP for the purpose of extending their response.  Additional materials not requested will not be considered part of the proposal and will not be evaluated.
5. Include any forms provided in the submission package or reproduce those forms as closely as possible.  All information should be presented in the same order and format as described in the RFP.
6. It is the responsibility of the Bidder to provide all information requested in the RFP package at the time of submission.  Failure to provide information requested in this RFP may, at the discretion of the Department’s evaluation review team, result in a lower rating for the incomplete sections and may result in the proposal being disqualified for consideration.
7. The Bidder should complete and submit the “Proposal Cover Page” provided in Appendix A of this RFP and provide it with the Bidder’s proposal.  It is important that the cover page show the specific information requested, including Bidder address(es) and other details listed.  The proposal cover page shall be dated and signed by a person authorized to enter into contracts on behalf of the Bidder.
8. The Bidder should complete and submit the “Debarment, Performance and Non-Collusion Certification Form” provided in Appendix B of this RFP.  Failure to provide this certification may result in the disqualification of the Bidder’s proposal, at the discretion of the Department.
B. Proposal Contents 
Section I   Organization Qualifications and Experience  

1. Overview of the Organization

The Bidder is to complete Appendix C (Qualifications and Experience Form) describing their qualifications and skills to provide the requested services in this RFP.  The Bidder is also to include three or more examples of buildings you manage similar in scope of services to this, which demonstrate their experience and expertise in performing these services as well as highlighting the Bidder’s stated qualifications and skills.  The Department prefers that the Bidder provide us with at least one example of a building you manage be of the same square footage as the Capital Judicial Center or more (125,000 sq. ft.).
2. Subcontractors 

If subcontractors are to be used, provide a list that specifies the name, address, phone number, contact person, and a brief description of the subcontractors’ organizational capacity and qualifications.  

3. Organizational Chart 

Provide an organizational chart of the bidder’s organization.  The organization chart must include the project being proposed.  Each position must be identified by position title and corresponding to the personnel job descriptions and the Staffing Plan provided.  Please include the resumes of the employees in the Staffing Plan.
4. Litigation 

Attach a list of all current litigation in which the Bidder is named and a list of all closed cases that have closed within the past five (5) years in which Bidder paid the claimant either as part of a settlement or by decree.  For each, list the entity bringing suit, the complaint, the accusation, amount, and outcome.  If no litigation will be included, write “none” on submitted attachment. 

5. Financial Viability
Provide the following financial information for each year for the past three calendar years:

a. Current Assets

b. Current Liabilities

c. Annualized Sales

d. Total Liabilities

e. Equity
6. Licensure/Certification

Provide documentation of any applicable licensure/certification or any specific credentials required to provide the proposed services.

7. Certificate of Insurance 

Provide a certificate of insurance on a standard Acord form (or the equivalent) evidencing the Bidder’s general liability, professional liability and any other relevant liability insurance policies that might be associated with the proposed services.
Section II   Proposed Services
8. Services to be Provided


Discuss the Scope of Services referenced above in Part II of this RFP and what the Bidder will offer.  Give particular attention to describing the methods and resources you will use and how you will accomplish the tasks involved.  Also, describe how you will ensure expectations and/or desired outcomes as a result of these services will be achieved.  If subcontractors are involved, clearly identify the work each will perform.
Section III   Cost Proposal
1. General Instructions

a. The Bidder must submit a cost proposal that covers the entire period of the initial contract and optional renewal periods.  Please use the expected “Period of Performance” dates stated in PART I, D.
b. The cost proposal shall include the costs necessary for the Bidder to fully comply with the contract terms and conditions and RFP requirements.
c. No costs related to the preparation of the proposal for this RFP or to the negotiation of the contract with the Department may be included in the proposal.  Only costs to be incurred after the contract effective date that are specifically related to the implementation or operation of contracted services may be included.

2. Cost Proposal Form Instructions
The Bidder should fill out Appendix D (Cost Proposal Form), following the instructions detailed here and in the form.   Failure to provide the requested information, and to follow the required cost proposal format provided, may result in the exclusion of the proposal from consideration, at the discretion of the Department.

Section IV   Maine Business and Economic Impact Consideration
Using Appendix E (Maine Business and Economic Impact Consideration Form), the Bidder (Bidder identified on the “Proposal Cover Page” of proposal submission - Appendix A) is required to describe the Bidder’s investment in the State of Maine.  Consideration of this information in making contract award decisions is required in accordance with Executive Order 2017-003, which states “Evaluators of competitive bids for goods and services shall give consideration to the investment in the State by business enterprises as a best-value criterion.”  The State reserves the right to verify this information at any time during the evaluation process or after.
PART V 
PROPOSAL EVALUATION AND SELECTION
Evaluation of the submitted proposals shall be accomplished as follows:

A. Evaluation Process - General Information

1. An evaluation team, comprised of qualified reviewers, will judge the merits of the proposals received in accordance with the criteria defined in the RFP, and in accordance with the most advantageous financial and economic impact considerations (where applicable) for the State.
2. Officials responsible for making decisions on the selection of a contractor shall ensure that the selection process accords equal opportunity and appropriate consideration to all who are capable of meeting the specifications.  The goals of the evaluation process are to ensure fairness and objectivity in review of the proposals and to ensure that the contract is awarded to the Bidder whose proposal provides the best value to the State of Maine.

3. The Department reserves the right to communicate and/or schedule interviews/presentations with Bidders if needed to obtain clarification of information contained in the proposals received, and the Department may revise the scores assigned in the initial evaluation to reflect those communications and/or interviews/presentations.  Interviews/presentations are not required, and changes to proposals will not be permitted during any interview/presentation process.  Therefore, Bidders should submit proposals that present their rates and other requested information as clearly and completely as possible.

B. Scoring Weights and Process

1. Scoring Weights: The score will be based on a 100-point scale and will measure the degree to which each proposal meets the following criteria.

Section I.  Organization Qualifications and Experience (25 points)


Includes all elements addressed above in Part IV, B, Section I.
Section II.   Proposed Services (15 points)  

Includes all elements addressed above in Part IV, B, Section II.
Section III.  Cost Proposal (50 points) 

Includes all elements addressed above in Part IV, B, Section III.
Section IV.  Maine Business and Economic Impact Consideration (10 points)

Includes all elements addressed above in PART IV, B, Section IV.

2. Scoring Process:  The review team will use a consensus approach to evaluate and score Sections I & II above.  Members of the review team will not score those sections individually but, instead, will arrive at a consensus as to assignment of points for each of those sections.  Sections III & IV, the Cost Proposal and Maine Business and Economic Impact Consideration sections, will be scored as described below.  

3. Scoring the Cost Proposal: The total cost proposed for conducting all the functions specified in this RFP will be assigned a score according to a mathematical formula.  The lowest bid will be awarded points based on the point totals below.  Proposals with higher bids values will be awarded proportionately fewer points calculated in comparison with the lowest bid.

The scoring formula is:

(Lowest submitted Annual Rate / Annual Rate of proposal being scored) x 44 = pro-rated score

(Lowest submitted Hourly Rate / Hourly Rate of proposal being scored) x 3 = pro-rated score

(Lowest submitted Markup Rate / Markup Rate of proposal being scored) x 3 = pro-rated score
No Best and Final Offers: The State of Maine will not seek a best and final offer (BAFO) from any Bidder in this procurement process.  All Bidders are expected to provide their best value pricing with the submission of their proposal.

4. Scoring the Maine Business and Economic Impact Consideration: The Maine Business and Economic Impact Consideration for this RFP will be scored based on the information provided by Bidders in Appendix E (Maine Business and Economic Impact Consideration Form) compared to the point allocations below:
	Maine Business Analysis
	Points

	Average Percentage of Maine Business Impact - 1 to 74%
	 2 points

	Average Percentage of Maine Business Impact - 75 to 100%
	 4 points


	Maine Economic Impact
	Points

	Sum of Maine Economic Analysis - $1 to $1,000,000
	 2 points

	Sum of Maine Economic Analysis - $1,000,001 to $10,000,000
	4 points

	Sum of Maine Economic Analysis - over $10,000,000
	6 points


5. Negotiations:  The Department reserves the right to negotiate with the successful Bidder to finalize a contract at the same rate or cost of service as presented in the selected proposal.  Such negotiations may not significantly vary the content, nature or requirements of the proposal or the Department’s Request for Proposals to an extent that may affect the price of goods or services requested.  The Department reserves the right to terminate contract negotiations with a selected Bidder who submits a proposed contract significantly different from the proposal they submitted in response to the advertised RFP.  In the event that an acceptable contract cannot be negotiated with the highest ranked Bidder, the Department may withdraw its award and negotiate with the next-highest ranked Bidder, and so on, until an acceptable contract has been finalized.  Alternatively, the Department may cancel the RFP, at its sole discretion.
C. Selection and Award

1.
The final decision regarding the award of the contract will be made by representatives of the Department subject to approval by the State Procurement Review Committee.

2.
Notification of contractor selection or non-selection will be made in writing by the Department.

3.
Issuance of this RFP in no way constitutes a commitment by the State of Maine to award a contract, to pay costs incurred in the preparation of a response to this request, or to pay costs incurred in procuring or contracting for services, supplies, physical space, personnel or any other costs incurred by the Bidder. 

4.
The Department reserves the right to reject any and all proposals or to make multiple awards. 

D. Appeal of Contract Awards 

Any person aggrieved by the award decision that results from this RFP may appeal the decision to the Director of the Bureau of General Services in the manner prescribed in 5 MRSA § 1825-E and 18-554 Code of Maine Rules, Chapter 120 (found here: https://www.maine.gov/dafs/procurementservices/policies-procedures/chapter-120).  The appeal must be in writing and filed with the Director of the Bureau of General Services, 9 State House Station, Augusta, Maine, 04333-0009 within 15 calendar days of receipt of notification of contract award.

PART VI
CONTRACT ADMINISTRATION AND CONDITIONS
A. Contract Document
1.
The successful Bidder will be required to execute a contract in the form of a State of Maine Agreement to Purchase Services (BP54).  A list of applicable Riders is as follows:


Rider A: Specification of Work to be Performed


Rider B: Method of Payment and Other Provisions

Rider C: Exceptions to Rider B 


Rider D: (Optional; for use by Department) 

Rider E: (Optional; for use by Department)

Rider G: Identification of Country in Which Contracted Work Will Be Performed

The complete set of standard BP54 contract documents may be found on the Division of Procurement Services’ website at the following link: 

https://www.maine.gov/dafs/procurementservices/sites/maine.gov.dafs.procurementservices/files/inline-files/BP54revised1017.doc

Other forms and contract documents commonly used by the State can be found on the Division of Procurement Services’ website at the following link: https://www.maine.gov/dafs/procurementservices/forms
2.
Allocation of funds is final upon successful negotiation and execution of the contract, subject to the review and approval of the State Procurement Review Committee.  Contracts are not considered fully executed and valid until approved by the State Procurement Review Committee and funds are encumbered.  No contract will be approved based on an RFP which has an effective date less than fourteen (14) calendar days after award notification to Bidders.  (Referenced in the regulations of the Department of Administrative and Financial Services, Chapter 110, § 3(B)(i): 

https://www.maine.gov/dafs/procurementservices/policies-procedures/chapter-110)

This provision means that a contract cannot be effective until at least 14 calendar days after award notification.

3.
The State recognizes that the actual contract effective date depends upon completion of the RFP process, date of formal award notification, length of contract negotiation, and preparation and approval by the State Procurement Review Committee.  Any appeals to the Department’s award decision(s) may further postpone the actual contract effective date, depending upon the outcome.  The contract effective date listed in this RFP may need to be adjusted, if necessary, to comply with mandated requirements.

4. In providing services and performing under the contract, the successful Bidder(s) shall act as an independent contractor and not as an agent of the State of Maine.
B. Standard State Agreement Provisions

1.
Agreement Administration
a.
Following the award, an Agreement Administrator from the Department will be appointed to assist with the development and administration of the contract and to act as administrator during the entire contract period.  Department staff will be available after the award to consult with the successful Bidder in the finalization of the contract. 

b.
In the event that an acceptable contract cannot be negotiated with the highest ranked Bidder, the Department may withdraw its award and negotiate with the next-highest ranked Bidder, and so on, until an acceptable contract has been finalized.  Alternatively, the Department may cancel the RFP, at its sole discretion.
2.  
Payments and Other Provisions
The State anticipates paying the Contractor on the basis of net 30 payment terms, upon the receipt of an accurate and acceptable invoice.  An invoice will be considered accurate and acceptable if it contains a reference to the State of Maine contract number, contains correct pricing information relative to the contract, and provides any required supporting documents, as applicable, and any other specific and agreed-upon requirements listed within the contract that results from this RFP.

PART VII
LIST OF RFP APPENDICES AND RELATED DOCUMENTS
1. Appendix A – Proposal Cover Page
2. Appendix B – Debarment, Performance and Non-Collusion Certification
3. Appendix C – Qualifications and Experience Form

4. Appendix D – Cost Proposal Form
5. Appendix E – Maine Business and Economic Impact Consideration
6. Appendix F – Submitted Question Form

7. Appendix G – Background Check Form
APPENDIX A

State of Maine 

Judicial Branch Office of Court Facilities
PROPOSAL COVER PAGE

RFP#201809181
Building Management Services at the Capital Judicial Center
	Bidder’s Organization Name:
	

	Chief Executive - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	

	(Provide information requested below if different from above)

	Lead Point of Contact for Proposal - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	


· This proposal and the pricing structure contained herein will remain firm for a period of 180 days from the date and time of the bid opening.

· No personnel currently employed by the Department or any other State agency participated, either directly or indirectly, in any activities relating to the preparation of the Bidder’s proposal.

· No attempt has been made, or will be made, by the Bidder to induce any other person or firm to submit or not to submit a proposal.

· The above-named organization is the legal entity entering into the resulting agreement with the Department should they be awarded the contract.
· The undersigned is authorized to enter contractual obligations on behalf of the above-named organization.

To the best of my knowledge, all information provided in the enclosed proposal, both programmatic and financial, is complete and accurate at the time of submission.

	Name (Print):


	Title:

	Authorized Signature:


	Date:


APPENDIX B

State of Maine 

Judicial Branch Office of Court Facilities
DEBARMENT, PERFORMANCE and NON-COLLUSION CERTIFICATION
RFP#201809181
Building Management Services at the Capital Judicial Center
	Bidder’s Organization Name:
	


By signing this document, I certify to the best of my knowledge and belief that the aforementioned organization, its principals and any subcontractors named in this proposal:

a. Are not presently debarred, suspended, proposed for debarment, and declared ineligible or voluntarily excluded from bidding or working on contracts issued by any governmental agency.

b. Have not within three years of submitting the proposal for this contract been convicted of or had a civil judgment rendered against them for:

i. Fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state or local government transaction or contract.

ii. Violating Federal or State antitrust statutes or committing embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property;

iii. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State or Local) with commission of any of the offenses enumerated in paragraph (b) of this certification; and

iv. Have not within a three (3) year period preceding this proposal had one or more federal, state or local government transactions terminated for cause or default.
c. Have not entered into a prior understanding, agreement, or connection with any corporation, firm, or person submitting a response for the same materials, supplies, equipment, or services and this proposal is in all respects fair and without collusion or fraud. The above-mentioned entities understand and agree that collusive bidding is a violation of state and federal law and can result in fines, prison sentences, and civil damage awards.
Failure to provide this certification may result in the disqualification of the Bidder’s proposal, at the discretion of the Department.
	Name (Print):


	Title:

	Authorized Signature:


	Date:


APPENDIX C

State of Maine 

Judicial Branch Office of Court Facilities
QUALIFICATIONS & EXPERIENCE FORM

RFP#201809181
Building Management Services at the Capital Judicial Center
	Bidder’s Organization Name:
	


	Present a brief statement of qualifications, including any applicable licensure and/or certification.  Describe the history of the Bidder’s organization, especially regarding skills pertinent to the specific work required by the RFP and any special or unique characteristics of the organization which would make it especially qualified to perform the required work activities.  You may expand this form and use additional pages to provide this information.

	


APPENDIX C (continued)

	Provide a description of projects that occurred within the past five years which reflect experience and expertise needed in performing the functions described in the “Scope of Services” portion of this RFP.  For each of the project examples provided, a contact person from the client organization involved should be listed, along with that person’s telephone number, email address and building square footage.  The Department prefers that the Bidder provide us with at least one example of a building you manage be of the same square footage as the Capital Judicial Center or more (125,000 square feet).  Please note that contract history with the State of Maine, whether positive or negative, may be considered in rating proposals even if not provided by the Bidder.

If the Bidder has not provided similar services, note this, and describe experience with projects that highlight the Bidder’s general capabilities. 



	Project One

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Building Square Footage:
	

	Brief Description of Project

	


	Project Two

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Building Square Footage:
	

	Brief Description of Project

	


APPENDIX C (continued)
	Project Three

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Building Square Footage:
	

	Brief Description of Project

	


APPENDIX D

State of Maine 

Judicial Branch Office of Court Facilities
COST PROPOSAL FORM
RFP#201809181
Building Management Services at the Capital Judicial Center
	Bidder’s Organization Name:
	

	Proposed Annual Rate:
	$ 

	Hourly Rate:
	$

	Markup Rate on Materials:
	______________%


Instructions:  Complete the table by providing a single proposed cost for each item listed.  Rates to be for the initial contract period and all optional renewal periods. Items include a proposed annual rate, an hourly rate for special projects, and the markup rate on materials for purchasing assistance and special projects.  
APPENDIX E

State of Maine 

Judicial Branch Office of Court Facilities
MAINE BUSINESS AND ECONOMIC IMPACT CONSIDERATION FORM
RFP#201809181
Building Management Services at the Capital Judicial Center
	Bidder’s Organization Name:
	


Instructions
Each Bidder is to complete the table in the excel spreadsheet below to quantify the Bidder’s investment in the State of Maine.  Consideration of this information in making contract award decisions is required in accordance with Executive Order 2017-003, which states “Evaluators of competitive bids for goods and services shall give consideration to the investment in the State by business enterprises as a best-value criterion.

[image: image2.emf]MBEIC-RFP  5-17-18.xlsx


 APPENDIX F
State of Maine 
Judicial Branch Office of Court Facilities
SUBMITTED QUESTIONS FORM

RFP#201809181
Building Management Services at the Capital Judicial Center
	Organization Name:
	


	RFP Section & Page Number
	Question

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


* If a question is not related to any section of the RFP, state “N/A” under “RFP Section & Page Number”.

** Add additional rows, if necessary.
APPENDIX G
State of Maine 
Judicial Branch Office of Court Facilities
BACKGROUND CHECK FORM
RFP#201809181
Building Management Services at the Capital Judicial Center

[image: image3.emf]Background Form  2013.pdf
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		Bidder Name: 

		RFP # 				201809181

		MAINE BUSINESS ANALYSIS

				Total				Maine Resident 				Maine Impact

		Number of FTE* Employees: 		1.		0.0		2.		0.0		0%

		Payroll: 		3.		$0		4.		$0		0%



		Average percent of MAINE BUSINESS ANALYSIS: 										0%



		1-74%: 		2 points

		75-100%: 		4 points

				Maine Business Analysis Points:								0



		MAINE ECONOMIC IMPACT

								Total amount in Maine

		Income Taxes Paid (State): 						5.		$0

		Property Taxes Paid (Local): 						6.		$0

		Wages to Maine Residents: 						7.		$0

		Payments to Maine Subcontractors Estimated: 						8.		$0



		Sum of MAINE ECONOMIC IMPACT: 								$0



		$1 - $1,000,000: 		2 points

		$1,000,001 - $10,000,000: 		4 points

		>$10,000,000: 		6 points

				Maine Economic Impact Points:								0



				Total Points:								0



		Instructions:

		Bidder Name is the legal entity identified on the RFP Proposal Cover Page (Appendix A).

		Box 1.  Enter the total number of Bidder employees.

		Box 2.  Enter the total number of Bidder employees whose primary residence is located within the State of Maine.

		Box 3.  Enter the total dollar value of the Bidder's entire payroll

		Box 4.  Enter the total dollar value of the Bidder's payroll for employees whose primary residence is located within the State of Maine.

		Box 5.  Enter the total dollar value of Income Taxes paid to the State of Maine by the Bidder based on the most recently completed applicable IRS form.

		Box 6.  Enter the total dollar value of Local Property Taxes the Provider paid in the State of Maine this past year.

		Box 7.  Bidder is not required to enter information as the information provided in Box 4 will be pulled into this section automatically

		Box 8.  Enter the total estimated dollar value of payments the Bidder made to Maine Subcontractors this past year.



		Notes:

		* FTE:  Full Time Equivalent



		To the best of my knowledge, all information provided is complete and accurate at the time of submission.



		Name (Print):								Title:





		Authorized Signature:								Date:
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Number of FTE* Employees: 


1.


0.0
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0.0
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State of Maine Judicial Branch 
BACKGROUND  INVESTIGATION INFORMATION 


 
Instructions:  You may complete this form electronically or by handwriting the information.  If you complete it electronically, 
you must then print and sign the form.  An original signature is required. 
Acknowledgement:   By completing and signing this document, I understand that to work in the Judicial Branch, a background 
investigation must be conducted by the Maine Judicial Branch Office of State Judicial Marshals. This background investigation 
will include, but is not limited to, an inquiry and documentation of any criminal conviction, arrest and conviction records, also 
any motor vehicle offense or convictions.  I understand that my status as an applicant with the Judicial Branch is contingent on the 
results of this investigation.  I hereby consent to a background investigation and give permission to the Office of State Judicial 
Marshals to examine any criminal and motor vehicle arrest and conviction records, or other regulatory agency records that 
pertain to me. 
 
Have you ever been convicted of any criminal offense, not including non-criminal traffic offenses?   No  ____   Yes ____ 
If yes, Please explain:   
 
 
 


Maiden or previous 
names used:  (list all) 


 


Date of birth: Social Security Number: 


Current driver’s license number: State: 


Prior state driver’s license number: State: 


Current Address:            (Street)                                      (City)                                                (State)                           (Zip) 


From: To:  Present: 


I have lived at this address for the past 10 years or more.  No _____   Yes ____ 
If no, see page 2 for additional information. 
 
I declare that the information provided herein is true, accurate, and complete to the best of my knowledge. 
 
 
Signature of Applicant                                                                                                               Date 
 
Administrative Section 
For internal Judicial Branch use only:  
Print name of HR Rep/Program Mgr. 
 
Signature                                                                                         Office                                                                  Date 
 
Investigation for HR Department:    Employee _____ Volunteer _____   Manpower _____  Contractor ____  Intern ____   
Extern ____  Law Clerk ____ 
 
Supervisor:  _________________________________            Location:  ____________________________________ 
 
Investigation for Program Manager:   LEP ____  CADRES ____ CASA____  GALS ____  FDP ____  Bail Commissioner ____ 
 
Supervisor:  _________________________________             Location: ______________________________________ 
 


Name:   
(please print) 


(First) (Middle) (Last) 







full name:







 
 


BACKGROUND  INVESTIGATION INFORMATION 
 
Pleas list your former addresses and dates at those addresses for the past full 10 years, including temporary addresses, such as college 
dormitories, etc.  If you do not know the exact dates, give an approximate date.  Be sure to include the full address – street, city , State, 
and zip code.  
This section must be complete or your application cannot be processed.  
Former address 1:    


From:  To:  


Former address 2:  


From:  To:  


Former address 3:  


From:  To:  


Former address 4:  


From:  To:  


Former address 5:  


From:  To:  


Former address 6:  


From:  To:  


Former address 7:  


From  To:  


Former address 8:  


From:  To:  


Former address 9:  


From  To:  


Former address 10:  


From  To:  


 






