RFB # 9999	Special Events Equipment Rentals and Setup Services	Month Year
[bookmark: _Toc533491486]City of NNNN
LOGOHERE
Request for Bids
# 9999
Special Events Equipment Rentals and Setup Services
Month Day, Year

Mandatory/Optional Pre-offer Conference Date:
None. See Map and Diagram exhibits. Visit site, which is public access
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 of Name desires the services of a qualified professional Contractor to provide delivery, installation, set up, takedowns, and removal of rental equipment and the related services for special events at various locations throughout the City on an as-needed basis per Exhibit A-Specifications and Scope of Work, the eBid Line Items and the City-accepted portions of the Contractor’s Supplemental Price Sheet.
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 for a given event.
Project Location & Project Schedule
Current Project Location & Project Schedule
Location:
Facility
StreetAddress, City CA ZipCode
Schedule:
Setup to begin 4:30am, DayOfWeek, Month DD, YYYY
Take down to begin 3:00pm, DayOfWeek, Month DD, YYYY
Future Project Locations & Project Schedules
Locations: as determined by City
Schedule: setups and take-downs must begin at the agreed-upon and scheduled times and dates
Bidder Qualifications
License and Certification Requirements
Have valid licenses for the required work which includes City Business License.
Have qualified personnel with prerequisite knowledge and experience and maintain the high professional standards in attire, decorum, and interactions.
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.
Pre-Bid Conference
[X. delete paragraph if attendance is not mandatory]
Attend the Pre-Offer Conference.
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I. Mandatory/Optional Pre-Offer Conference Instructions
[X. delete this subsection if there will NOT be a Pre-Offer Conference]
A. Review entire Solicitation package prior to attending conference.
B. 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.
C. 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.
D. 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]
E. Be aware this is an open meeting; any information conveyed is NOT confidential.
F. 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.
G. 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.
II. 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)
	Selection of Contractor & contract preparation

	8
	MM/DD/YY (+7dys)
	Contract Award(s) (estimated)

	9
	MM/DD/YY (+30dys)
	Start of Service

	10
	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; others may 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
Prevailing Wages (not applicable)
Substitutions or Alternates = are items that are not OEM, not an OEM-equivalent, or not the specified part number in the eBid Line Items. 
Unless stated specifically by City, substitutes of similar size, color, and features are allowable.
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.
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General Requirements
1. Specific Terms and Conditions
3. City Provisions
0. Note that the City will provide access to all work areas.
0. Notify City if items, such as drawings, diagrams, manuals are required to perform the repair services, which City will promptly provide if available.
0. Coordinate with CR for special consideration as permits may be required.
3. Specifications Conflict
1. All applicable laws, ordinances, codes, and local building codes govern over any drawings, City written or referred to specifications.
1. Any issued addendums governs over its predecessor.
1. 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.
1. City will determine precedence in the event of any conflict or ambiguity.
3. Legal and Best Practice Requirements
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.
Transport, store, apply, dispose of hazardous materials as required by law.
Supply, if necessary, a trash container, for non-hazardous materials only.
Remove from the work site and properly dispose of all spent materials, hazardous materials, debris, and the like on a daily basis. Do NOT accumulate waste materials unless CR otherwise allows.
Minimize contamination from materials, wastes, spills, or residues at the jobsite to street, drainage facilities, or adjoining property by wind or runoff.
Abide by all applicable federal, state, county, and city regulations and requirements including but not limited to the Clean Water Act, National Pollutant Discharge Elimination System (NPDES), California Stormwater Quality Association, and the Anaheim Municipal Code Section 10.09 in particular, no polluted discharge shall be allowed to reach or shall be washed to the street or storm drain system including the following: sidewalk or street wash-water, landscape materials or related debris, trash or litter, street sweeping debris or water.
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.
Traffic:
Perform all work according to most current WATCH manual.
Maintain clear ingress and egress areas, sidewalks, vehicle travel lanes, driveways, and the like at all times unless the immediate work prohibits it.
Do not block traffic lanes during blackout dates unless authorized by CR.
Do NOT delineate traffic and do NOT close any traffic lanes between the hours of 7:00am and 7:00pm without prior authorization by 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 anyone into the designated work areas who is not an employee of City, Contractor, or subcontractor.
Ensure that all workers wear Contractor-furnished identification at all times.
Turn off all inside lights, if working inside, except emergency lights, at the end of the working day.
Delivering, Staging, Removing of Materials and Equipment
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 at all times.
Make repairs, at Contractor’s sole expense, for Contractor-attributed damages within 5 calendar days. Contractor’s failure to make repairs within time allowance may cause City to make repairs and chargeback Contractor or deduct from invoices due Contractor.
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
Submit draft site diagrams to CR for review and consideration within two business days after initial rough draft has been completed. 
Submit the final site diagrams within one business day after draft has been approved by CR.
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Tables
Table: Holiday
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: 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):
	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: 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
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Exhibit A: Specifications and Scope of Work
1. General Equipment, Product, Materials Specifications
Ensure that all equipment, materials, supplies, and consumables meet or better all applicable manufacturer’s published specifications and industry standards corresponding to items being rented.
Use only items that are well-maintained, in good or excellent condition; show no visible damage, stains, discolorations; are sound and stable; and are suitable for the event and the event location.
[bookmark: _GoBack]Note that detailed product requirements may be stated throughout the Specifications and Scope of Work section or in the eBid Line Items.
Quality Assurance
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.
Replace, immediately and at Contractor’s sole expense, any item that does not meet with the General Equipment, Product, Materials Specifications section above according to CR’s determination.
Scope of Work
Summary
Note specific events may vary significantly in location, equipment, and labor.
Provide all materials, tools, equipment and everything else necessary to provide the special events rentals and setup services per as specified herein.
Include minor items, which are obliviously and reasonably necessary to complete events setup, and usually included in similar work even though not specifically mentioned in these specifications.
Note that no additional compensation will be allowed due to misunderstanding as to the amount of materials and work involved or lack of knowledge of any existing conditions that could have been discovered or reasonably anticipated prior to submitting bid. City requested additions and deletions of items or work after bid submission will be compensated accordingly.
Communications and Notifications
Provide communication devices to send and receive text messages and emails. Communicate in English. Provide contact name and numbers to CR.
Notify CR at least 30 minutes prior to scheduled arrival time at start of event and at least 15 minutes prior to expected time of departure after event take down.


Drawings
Note that where drawings may be provided they are essentially diagrammatic; verify all information at the work site and work site conditions and requirements.
Examination
Schedule a date to examine existing site conditions with CR, before start of work.
Do not proceed with work until unacceptable conditions have been corrected.
Cleaning
Maintain areas free of waste materials, debris, and rubbish.
Maintain site in a clean and orderly condition.
Clean all work areas at least 30 minutes prior to scheduled event time and within 30 minutes after take downs have been completed before final inspection.
Preparation
Coordinate pedestrian and vehicular traffic at all times during operations.
Provide all necessary barricades, warning tape, and signage as required to protect walking and vehicular traffic from work area and work area equipment.
Provide scaffolding, bracing, or supports as required.
Do not damage anything that is intended to remain.
Protect all existing adjacent facilities.
Setup
Stage all equipment and materials only in the areas designated by CR.
Assemble or erect equipment and materials in locations based on diagrams, or drawings, or as directed by CR.
Verify that all equipment and materials are in perfect working order, secured, and aligned according to the diagrams. Keep in mind that environmental conditions may impact the setup and condition of the equipment; take necessary measures to ensure that those conditions have been factored into the setup of equipment.
Complete setup at least 45 minutes prior to scheduled event start time unless CR authorizes otherwise.
Accompany CR on inspections to review work and establish punch-list items.
Correct punch-list items at least 30 minutes prior to scheduled event start time and notify CR of corrections.
Take Downs
Take down all equipment and materials in an orderly fashion
Complete take down in not more than 45 minutes prior to scheduled event end time unless CR authorizes otherwise.
Correct punch-list items at least 30 minutes prior to scheduled event time and notify CR of corrections.
Event Closeout Procedures
Notify CR, in writing, that take downs and cleanings have been completed and are ready for CR’s final review.
Note that CR alone will determine project completion status.
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Exhibit B: Pricing
1. [bookmark: _Toc370465799]Current Project
Items and Quantities shown in the Required Section eBid Line Items are specific quantities of items used to evaluate bid results based on the stated event. Actual quantities may vary for this event, in both material and labor requirements based on up to last minute changes and the Contractor’s eBid Price Sheets.
Future Projects
Optional Items
City makes no commitment of any specific quantities during the term of the agreement; quantities will vary significantly for a given event. Attach your Supplemental Price Sheet for additional items not listed in the eBid Line Items.
Term
The term of the agreement will be for a one-year base period with up to four one-year optional renewals.
Price changes after the base period shall be negotiated, but shall not exceed the most recent available month for the Los Angeles-Riverside-Orange County, CA Consumer Price Index (CPI) for All Urban Consumers for non-labor, and Urban Wage Earners and Clerical Workers for labor. If Contractor employees are being paid less than any future enacted government-mandated changes in labor rates (proof required), then Hourly Rates will be changed by exact dollar amount.
Pricing
Pricing Terms
Line Items: quantities, unit of measures, etc. are shown in eBid Line Items.
Labor: hourly rates for work authorized by CR must be fully loaded including labor, tools, and equipment according to City’s operational hours.
Trip Charge: flat rate charge for the round trip costs per day, per event.
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.
Government-Mandated Taxes and Fees: will be added to each delivery order.
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
Bid Results Price Sheet
The award bidder’s Bid Results Price Sheet, as accepted by the City, will be incorporated as part 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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