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LOGOHERE
Request for Bids
# 9999
Furnish and Install Office Furniture
Month Day, Year

Mandatory/Optional Pre-offer Conference Date:
Month Day, Year
9:45 am check-in, 10:00 am conference, no late arrivals, no exceptions
Facility, Floor, Room
Address, NNNN, California ZIP

Question Deadline:
Month Day, Year, 2:00 pm, PST

Offer Due Date:
Month Day, Year, 2:00 pm, PST

Submit offer online at:
WebAddressHere

Procurement Contact:
First Last, Title
EmailAddress
Area-PRE-0000
RFB # 9999	Furnish and Install Office Furniture	Month Year
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Overview, Project Location, Schedule, Conference, Qualifications, Definitions
Overview of Requirements
City desires the services of a qualified professional D-34 Contractor to furnish and install office furniture at location per Exhibit A-Specifications and Scope of Work.
Contractor must provide everything necessary at contractor’s expense including, but not limited to all labor, prep work, materials, supplies, parts, tools, equipment, and the like required to perform and complete the required work.
Project Location & Project Schedule
Location: location.
Schedule: Work to begin within 7 calendar days after receipt of all materials and be completed within 14 calendar days of commencement. 
Work is to be performed during regular business hours; however, some work may need to be performed after regular business hours.
Bidder Qualifications
License and Certification Requirements
Have valid California Contractor License D-34 for the required work.
Be certified by the manufacturer as an authorized installer.
References
Have at least three satisfactory references for whom bidder has provided similar services within the past three years OR
Have performed satisfactory work for the City within the past three years.
Prevailing Wages
Contractor and any subcontractors must be registered and qualified by California Department of Industrial Relations (DIR) in order to submit an Offer, be listed in the Offer for, or engage in performance of this contract for a public work; and comply with all DIR requirements related to such registration and qualification to work on public works.
Contractor and any subcontractors must pay prevailing wages for this work.
Pre-Offer Conference:
[X. delete paragraph if attendance is not mandatory]
Attend the Pre-Offer Conference.
[bookmark: _Toc368921153][bookmark: _Toc369076334][bookmark: _Toc370391750]Intended Awardee Requirements
Submit a City Business License and Insurance Certificates and Policies per General Terms and Conditions section.
Provide any additional items required by CR or elsewhere in the Specifications.
(CONTINUED ON NEXT PAGE)

Mandatory/Optional Pre-Offer Conference Instructions
[X. delete this subsection if there will NOT be a Pre-Offer Conference]
Review entire Solicitation package prior to attending conference.
Formulate your questions, submit prior to, and bring a list of those questions with you to the conference. Cite the page number, section, and paragraph number to permit it to be found quickly.
Arrive early. Check-in begins at 9:45 am.
The conference is on Day, Month Day, Year (+7dys), at 10:00 am.
It is expected to last about 90-minutes, but you will want to allow more time depending on the questions posed and answered.
Attend the entire conference. Proposers who abandon the conference prior to dismissal will be deemed to have not attended the entire conference and will not have their proposal considered. [X. delete paragraph if attendance is not mandatory]
Be aware this is an open meeting; any information conveyed is NOT confidential.
Note that information exchanged during the conference does not alter any of the Solicitation requirements; only a duly authorized written addendum posted to this Solicitation will alter its requirements. Transcripts will not be made of the conversations and minutes will not be provided.
Note that City will not entertain additional questions after the dismissal has begun. You will need to submit additional questions through the Q&A tab for this Solicitation at WebAddressHere no later than three business days after Pre-Offer Conference.
Tentative Schedule of Important Dates
This section provides a tentative schedule of the important milestone dates. Examine these dates carefully and plan accordingly. All times are 5:00pm unless stated otherwise [1. delete this sentence if not applicable or if there are numerous variances in times].
	
	DATE
	EVENT

	1
	MM/DD/YY (+0dys)
	Solicitation issue date

	2
	MM/DD/YY (+14dys)
	Deadline to submit Pre-Offer Conference questions

	3
	MM/DD/YY (+7dys)
	Pre-Offer Conference (attendance is mandatory/optional [2. select one])

	4
	MM/DD/YY (+7dys)
	Final addendum issued

	5
	MM/DD/YY (+14dys)
	Offer due date 

	6
	MM/DD/YY (+7dys)
	Evaluation of Offers completed

	7
	MM/DD/YY (+7dys)
	Best and Final Offers due (if requested by City)

	8
	MM/DD/YY (+7dys)
	Selection of Contractor & contract preparation

	9
	MM/DD/YY (+7dys)
	Contract Award(s) (estimated)

	10
	MM/DD/YY (+30dys)
	Start of Service

	11
	MM/DD/YY (+nn dys)
	Completion of Services [delete if not applicable]


Definitions, Acronyms, and Abbreviations
Acronyms and Abbreviations
The following list is not all-inclusive; there may be additional and specific ones used elsewhere in the RFB.
City = City.
Contractor = the awarded Offeror.
CR = City Representative.
eOffer = electronic offer submitted by Offerors via WebAddressHere.
Offeror = the prospective or actual bidder, proposer, quoter, but not awarded.
Solicitation Documents = documents, forms, exhibits, etc. included in or attached to the eSolicitation.
Special definitions
Public Works
Labor Code § 1720 and § 1771 defines “public works” as construction, alteration, demolition, installation, or repair work (including maintenance), done under contract and paid for in whole, or in part, with public funds. 
Maintenance Work (CCR § 16000 and § 16001) is defined as: 
Routine, recurring and usual work for the preservation, protection and keeping of any publicly owned or publicly operated facility (plant, building, structure, ground facility, utility system or any real property) for its intended purposes in a safe and continually usable condition for which it has been designed, improved, constructed, altered or repaired. 
Exception 1: Janitorial or custodial services of a routine, recurring or usual nature is excluded. 
Exception 2: Protection of the sort provided by guards, watchmen, or other security forces is excluded. 
Carpentry, electrical, plumbing, glazing, (touchup painting), and other craft work designed to preserve the publicly owned or publicly operated facility in a safe, efficient and continuously usable condition for which it was intended, including repairs, cleaning and other operations on machinery and other equipment permanently attached to the building or realty as fixtures.
Landscape maintenance, including mowing, watering, trimming, pruning, planting, replacement of plants, and servicing of irrigation and sprinkler systems (PCC22002). 
Exception: Landscape maintenance work by “sheltered workshops” is excluded.
[Insert any special provisions here or delete this paragraph, as an example]: The City’s repair and maintenance contracts valued at $15,000 or greater are subject to the payment of prevailing wages, as established by the State Department of Industrial Relations.
In compliance with Senate Bill 854, the City is providing notice that:
No contractor or subcontractor may be listed on a bid proposal for a public works project (submitted on or after March 1, 2015) unless registered with the Department of Industrial Relations pursuant to Labor Code section 1725.5.
No contractor or subcontractor may be awarded a contract for work on a public works project (awarded on or after April 1, 2015) unless registered with the Department of Industrial Relations pursuant to Labor Code section 1725.5.
This project is subject to compliance monitoring and enforcement by the Department of Industrial Relations. The Contractor is required to submit electronic certified payroll to the DIR, and may be required to post job site notices.
Contractors must meet the following requirements to be registered as eligible to bid and perform work on public works projects:
Must have Workers Compensation Insurance & Contractors State License Board license if applicable to the trade.
Must not have delinquent unpaid wage or penalty assessments.
Must not be under federal or state debarment.
Must not be in prior violation of DIR registration requirement once it becomes effective.
(CONTINUED ON NEXT PAGE)

General Requirements
1. Specific Terms and Conditions
City Provisions
Note that the City will provide access to all work areas.
Notify City if items, such as drawings, diagrams, manuals are required to perform the repair services, which City will promptly provide if available.
Coordinate with CR for special consideration as permits may be required.
Specifications Conflict
All applicable laws, ordinances, codes, and local building codes govern over any drawings, City written or referred to specifications.
Any issued addendums governs over its predecessor.
Any conflicts between the requirements of the specification, related specifications, addendums, purchase orders, master agreements, or drawings, shall be referred to City for clarification prior to proceeding with any work of the effected equipment or components thereof.
City will determine precedence in the event of any conflict or ambiguity.
Industry Standards, Legal and Best Practice Requirements
Ensure that all equipment, materials, supplies, and work meet or better all applicable manufacturer’s published specifications and industry standards.
Be self-informed, abide by, and comply with all applicable, local, state, federal or other legal requirements and best practices at all times.
Do not cause, allow to be caused, or permit the continuance of any violation of any legal requirements or best management practices.
Be responsible and bear all associated costs should any work be performed in contrary to any laws, ordinances, codes, rules, or regulations.
Environmental Requirements
Comply with all current applicable local, state, and federal requirements.
Supply trash container for non-hazardous materials only.
Take all appropriate measures to fully protect all persons, property, work, and adjacent areas that are in, near, or within possible sphere that could be affected by the work before, during, and after work.
Remove from work site and dispose of all spent materials, hazardous materials, debris, etc. according to all applicable legal requirements.
Do NOT accumulate waste materials unless CR so authorizes.
Do not reuse any removed materials unless CR so authorizes.
Noise Pollution and Dust Control
Comply with all local sound control and noise level regulations.
Provide dust control measures when dust is expected to be generated.
Site Conditions
Note the locations may be occupied by City employees and the Public.
Ensure that existing site conditions have been incorporated into prices.
Safety and Protection
Note it is Contractor’s responsibility to be fully self-informed regarding all legal and industry standard requirements regarding all applicable safety requirements.
Exercise all necessary and reasonable precautions regarding safety of persons and property in performance of the contract requirements and while on site.
Ensure that all Personal Protective Equipment (PPE) is provided as-needed for all persons engaged in work.
Ensure an adequate number of workers are onsite to ensure safety.
Ensure all safety requirements are exercised at all times during performance of work including any barricading, taping, coning, plating, etc.
Report, immediately, all safety concerns, incidents, or accidents to the CR.
Security
Provide temporary security measures for the work site, to secure all equipment and materials and discourage theft, vandalism, and unauthorized entry by public.
Do not admit any person into the work area who is not an employee of City, Contractor, or subcontractor.
Wear identification at all times, which shall be furnished by Contractor.
Turn off all inside lights, if working inside, except emergency lights, at the end of the working day.
Note that City may assess Contractor liquidated damages per Table 1: Liquidated Damages (not as a penalty) to accommodate the work time extension and for safety violations and damages.
Materials and Equipment
Furnish Original Equipment Manufacturer as specified in the eBid Line Items.
Furnish materials and supplies that meet or better all applicable specifications of the items being repaired.
Note that City may specify materials, manufacturer, grade, type, color, etc., which Contractor must utilize.
Delivering and Staging of Equipment and Materials
Deliver and store materials or equipment as CR directs.
Provide a secured container/area for any staged materials or equipment at Contractor’s sole expense; Contractor is responsible for any loss thereof.
Remove materials, tools, and equipment immediately after work is done.
Damages
Protect materials, products, and facilities against damage for project duration.
Make repairs, at Contractor’s sole expense, for Contractor-attributed damages within 5 days; Contractor’s failure to make repairs by required time may cause City to affect repairs and charge same to Contractor or deduct from invoices due, plus administrative costs.
Work Done by Others
Be solely responsible for any and all actions performed by Contractor and subcontractor workers.
Do not subcontract any work not listed in the Subcontractors List (attached) unless CR authorizes otherwise. All subcontracting must be done according to the laws of the State of California.
Work Schedules
Perform all work per an agreed-upon schedule with CR.
Coordinate schedule changes due to inclement weather or blackout dates.
Work Delays and Liquidated Damages
Note force majeure applies only when delays are clearly beyond control of or could not have been anticipated by Contractor. City will grant a time extension equivalent to exact number of working days as caused by the force majeure incident. City will not grant any monetary relief unless City caused the delay, then only for mobilizing and demobilizing costs, which shall be subject to negotiation.
Agree to liquidated damages for exact number of working days when delays are within the control of or could have been anticipated by Contractor.
Unsatisfactory Work
City will NOT pay for any unsatisfactory work.
City may utilize alternate sources to correct any Contractor-attributed deficiency that Contractor fails to correct within 5 calendar days of notice and City will deduct from Contractor’s payment the total cost including City overhead.
Deliverables
Provide a list of materials and specifications used in work and as-built drawings.
Note that additional deliverables may be required in the Scope of Work.
Warranty
Note some equipment may have warranties and all materials utilized and all work performed must be within manufacturer’s warranty requirements; City will provide any known warranty requirements.
Warrant, at Contractor’s sole expense, from date of acceptance: all work for sixty days.
Submit manufacturer’s warranty documentation to support replaced equipment.
Perform all in-warranty work, at no cost to City, within seven calendar days for routine requirements or within three business days of emergency after written notification from CR.
(CONTINUED ON NEXT PAGE)

Tables
Table 1: Holidays
Work that falls during holidays must still be performed by Contractor and is subject to any premium (overtime, etc.) rates.
	LN
	DATE
	EVENT

	1
	January 1
	New Year’s Day

	2
	Third Monday in January
	Martin Luther King’s Birthday

	3
	Third Monday in February
	President’s Day

	4
	Last Monday in May
	Memorial Day

	5
	July 4
	Independence Day

	6
	First Monday in September
	Labor Day

	7
	November 11
	Veteran’s Day

	8
	Fourth Thursday in November
	Thanksgiving Day

	9
	Friday
	after Thanksgiving

	10
	December 25
	Christmas Day



Table 2: Labor Rates, Days, and Hours
Rates apply per the days and hours below regardless of Contractor’s normal hours of operations (only for City-required extra work beyond original SOW):
	[bookmark: _GoBack]LN
	DESCRIPTION
	DAYS
	HOURS

	1
	LABOR: REGULAR TIME
	M, T, W, Th, F
	7:00am to 4:00pm

	2
	LABOR: OVERTIME
	M, T, W, Th, F
	4:00pm to 9:00pm

	
	
	M, T, W, Th, F
	4:00am to 7:00am

	
	
	Sa
	7:00am to 4:00pm

	3
	LABOR: DOUBLE-TIME
	M, T, W, Th, F
	9:00pm to 4:00am

	
	
	Sa
	4:00pm to 7:00am

	
	
	Su, holidays
	ALL DAY



Table 3: Liquidated Damages
Note liquidated damages may be in addition to other assessments stated elsewhere in the bid request.
Failure to respond in the required time or the occurrence of a violation will result in liquidated damages as follows:
	LN
	VIOLATION
	Per Occurrence

	1
	Late Setup or Late Take down
	$500.00/day

	2
	Safety Violation
	$1,000.00/incident

	3
	Damages Violation
	$1,000.00/incident


(CONTINUED ON NEXT PAGE)

Exhibit A: Specifications and Scope of Work
1. Product Specifications
General
Ensure that all equipment, materials, supplies, and consumables meet or better all applicable manufacturer’s published specifications and industry standards for items being repaired or replaced.
Use only brand new, factory-sealed products unless CR authorizes otherwise.
Specified Manufacturers
Allsteel is required where stated in the eOffer Line Items.
Hon is required where stated in the eOffer Line Items.
No other manufacturers have been approved for this project.
Material Performance Requirements
Chairs = Grade 1 fabric
Edge = standard 3 mold
Fabric = Grade A
Laminate = Grade 1
Paint = Core or Select
Pulls = bevel/recessed
Veneer = Standard Grade
Colors
Colors will be decided by City within the Material Performance Requirements prior to finalizing the order placement.
Colors must be consistent for like items and like colors.
Scope of Work and Specifications
General
Note that per the Business and Professions Code s. 7059: “In no case shall the…[Contractor] whose classification constitutes less than a majority of the project [perform the project unless]…the performance of the work in the crafts or trades, other than in which [Contractor] is licensed, is incidental and supplemental to the performance of the work in the craft for which the [Contractor] is licensed.…All work to be performed outside of [Contractor’s] license specialty, except work authorized by [the aforementioned], shall be performed by a licensed subcontractor…”
Note that the majority of the work, as required herein and at the time the work is to be performed, must be done by the awarded Contractor.
Do not subcontract work or sublet to another contractor unless the contractor has been listed on the Subcontractor List or a substitution of that contractor has been approved by CR in advance of any scheduled or actual work.
Perform all work in accordance with the latest editions or addenda of the following applicable codes, standards and specifications.
Perform all work according to all applicable industry-standards and to the highest quality commensurate with the required work.
Ensure that all work is done only by experienced and professional personnel.
Provide everything necessary to complete the repairs and maintenance work including but not limited to labor, equipment, materials, consumables, etc.
Ensure that all work properly and neatly fits the adjacent existing materials.
Perform work according to any applicable manufacturer’s specifications.
Provide a 24/7 call number for emergency repair work.
Respond in the time required.
Remove and properly dispose of any to-be-replaced materials.
Provide, to the CR, all documentation, altered diagrams, updated or new manuals, and the like within 7 calendar days after the repairs have been affected.
Unforeseen Work in Addition to Scope of Work
Diagnose and recommend an appropriate solution to remedy the damage or defect according to all applicable manufacturers’ specifications, and industry standard practices.
Provide to the CR, an estimate of the costs at the hourly rates and materials plus markup percentage amounts as indicated in the eBid Line Items.
Complete work as soon as possible, but only after CR so authorizes.
Verify work has been completed properly and adjacent work is not affected.
Scope of Work Requirements: General
Mobilization
Schedule work in advance to ensure timely project start and completion times.
Ensure that all required tools and equipment are available to initiate the work.
Delivering and Staging of Equipment and Materials
Be responsible for all delivery arrangements of all material to the work site.
Promptly inspect shipments to ensure that products comply with requirements, quantities are correct, and products are undamaged.
Transport and handle products in accordance with manufacturer's instructions.
Coordinate delivery, storage, and handling requirements with CR to designated areas to minimize site storage time and potential damage to stored materials.
Utilize City facilities if available for storage of any tools, materials, or equipment required to perform the work as authorized by CR.
Restrict storage to materials and equipment related to the project only.
Stage the materials, if necessary, only in areas so designated by the CR.
Ensure that the staged items are fully protected and secured from adverse environmental conditions, damage, vandalism, theft, and the like.
Do not stage or store items in contradiction with the manufacturer’s or legal requirements.
Remove all equipment, excess materials, and debris from the work site as soon as possible.
Note that any damaged or missing items shall be replaced at Contractor’s sole expense.
Remove all materials, tools, and equipment immediately after project completion.
Removal and Disposal of Material
Remove and dispose of material according to all legal requirements.
Do not stockpile material, remove and dispose quickly.
Do not reuse any removed material unless CR so authorizes.
Container locations to be utilized must be coordinated and approved by CR. 
Site Preparation
Examine location thoroughly to determine its suitability for furniture installation.
Notify, immediately, the CR, upon discovery of any suspect condition that could potentially cause a faulty installation.
Do not proceed with installation unless CR has granted written permission to proceed regarding the suspect conditions.
Note that contractor is completely responsible for faulty installation.
Final Inspection
Perform a pre-final inspection before requesting final inspection with the CR.
Coordinate the final inspection with CR immediately after project completion.
Note that invoices may not be presented for work that has been completed that has not been inspected and approved by CR and if invoice is received prior to approval, then payment will be withheld until such approval has been granted.
Demobilization
Ensure that all waste materials are disposed of properly.
Deliver all materials per CR’s instructions.
Remove all tools and equipment promptly after completion of work.
(CONTINUED ON NEXT PAGE)

Scope of Work Requirements: Specific
Coordinate work with necessary personnel such as: electricians, voice and data to ensure full installation is complete; all work stations and offices are to be operable with full connection of data, electrical, and telephone communication.
Perform the installation in a logical sequence to ensure the least amount of interruptions, and most efficient and expeditious manner.
Furnish and install new furniture according to:
Attachment A – Drawing
Attachment B – Inventory List
Ensure Storage Shelves are installed and placed in Open Office Area behind Office No. 006547 identified per site drawing. Note: existing furniture in Director Office will remain.
(CONTINUED ON NEXT PAGE)

Exhibit B: Pricing
1. [bookmark: _Toc370465799]Quantities & Term
Quantities: are shown in Attachment B – Inventory List.
Term: is from the date work commences until the project is satisfactorily completed.
Pricing
Pricing Terms
Unit Price: provide price for each line item on Attachment B – Inventory List.
Miscellaneous Items: provide lump sum price for miscellaneous items required to complete installation, but not listed on Attachment B – Inventory List.
Delivery: provide a lump sum delivery price for all line items inclusive.
Sales Tax: include the current sales tax for the all line items including delivery if items are being delivered by vendor truck.
Installation: provide a lump sum installation price for all line items per Attachment B – Inventory List and Attachment A – Drawing.
Miscellaneous Services, Charges, and Fees: provide a lump sum price for fees disposals, environmental, government-mandated surcharges, and the like.
Fixed Prices: prices are fixed for each year of the agreement.
Unforeseen Work (for work outside of Scope of Work as authorized by CR)
Labor: hourly rates must be fully loaded including labor, tools, and equipment according to City’s operational hours referenced in Tables.
Trip Charge: flat rate charge for the round trip costs per day, per job.
Service Charge Minimum: minimum dollar amount for Contractor to come on-site to perform work; once actual amount of work exceeds this minimum, then above rates will apply instead of this minimum and not in addition to it.
Subcontractor/Rentals: Contractor’s cost plus a fixed markup percentage.
Materials: Contractor’s cost of materials plus a fixed markup percentage.
Additional
Permits, Licenses, and Fees: Obtain, at Contractor’s sole expense, all permits and licenses required in connection with the work and in Contractor’s name.
Additional Charges: not allowed: no fuel surcharges, no mileage rates
Prevailing Wages: are required for this work. Contractor will be required to submit electronic, certified payroll records to the DIR, in accordance with DIR compliance monitoring programs.
Offer Price Sheet
The award Offeror’s Price Sheet, as accepted by the City, will be incorporated as part of Exhibit B.
End of Exhibit B

Bid Terms and Conditions
[add your agency’s Bid Terms and Conditions here or add as a separate attachment]
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