

Request for Proposals

McIntosh County Board of Commissioners




RFP 
CUSTODIAL SERVICES

Proposals must be received
No later than
____July 17th 2017 by 11:00 AM____

SPECIAL INSTRUCTIONS:

Place the signed Signature Affidavit as the first page of your proposal.

Label the lower left corner of your sealed submittal envelope as follows:

RFP McIntosh County
			    CUSTODIAL SERVICES
Mail or Deliver to:
SHAWN JORDAN
P.O BOX 584
1200 NORTHWAY
DARIEN, GA 31305


For further information regarding this proposal

Contact SHAWN JORDAN at (912) 437-6671

LATE PROPOSALS WILL BE REJECTED
1.0	GENERAL INFORMATION

1.1	Introduction and Background:

The purpose of this document is to provide interested parties with information to enable them to prepare and submit a proposal for the custodial services at five McIntosh County owned buildings. The County seeks the services of a person or entity with expertise in janitorial and other related custodial services for a one year period, with two one-year options.  

           

           1.2	Service provider is not responsible for removing materials from desks, shelves, counters, files, or any other areas, for cleaning purposes.  Service provider must not remove anything from premises except items in wastebaskets or items clearly marked Trash.  Service provider is responsible for any items not marked trash removed from premises, including items left next to wastebaskets or normal trash disposal areas.

          1.3	Doors:
County security personnel will ensure that all doors are locked when leaving, unless weekends or after 5pm, in which case the custodial personnel will be responsible for securing the premises.

         1.4	Reporting:
Service Provider will provide a representative to walk through the buildings with county management on a quarterly basis.  Problems and corrections will be reported to Service Provider by the County management in writing.

         1.5	Supplies:
Vendor will receive all expendable supplies: cleaning supplies (i.e. trash liners, toilet paper, towels, seat covers, etc.), from the County representative at an agreed upon schedule. Equipment such as : vacuums and floor scrubbers will be provided by Service provider and are to be clean and in good working condition.  Vacuums will have HEPA filters.  Equipment is to be maintained and cleaned as needed.  

          1.6	Background check:
	Proof of background check is required for any employee of the service provider who will either be permanently or substituted assigned as Custodial staff.  

          1.7 	Insurance Requirements:
	The vendor is to supply the County with a certificate of liability and/or workman’s compensations within two (2) weeks of the award of contract.

          1.8 	Work Hours and Holidays:
	To be agreed upon by Service vendor and County on a building by building basis.

          1.9	Attire:
	No open toed shoes.  No flip-flop/sandals shoes.  Tennis/work shoes preferred.  No cut off shorts or holey jeans/pants. While on premises, the Service provider must wear a shirt/apron with company logo for identification purposes.  


2.0		SCOPE OF PROJECT

The Service provider will provide for adequate personnel to ensure services five days a week, Monday through Friday with the exception of holidays. Downstairs and upstairs restrooms must not be closed for cleaning at the same time.  The following specifications shall cover and include the furnishing of all professional services, skilled services, labor, tools, equipment, insurance, permits and fees, if any, necessary to accomplish the custodial services required at: 



Building Inspector/ Elections office	HWY 17 & MADISON	 Darien, GA 31305	




Court House    310 NORTH WAY Darien, GA 31305












County Annex		1200 NORTH WAY   Darien, GA 31305



Tax Assessors		601 North Way, Darien, GA 31305



911 Center	1019 Production Row SW, Darien, GA 31305

[image: ]
		 
Leisure Services	900 PACK ST     LION'S CLUB PARK / BALLFIELD
		
		

		
2.1             General

Daily Service:

a. WASTEBASKETS emptied and replaced with new liners if liner is soiled, ripped or torn.  Wastebaskets washed out as needed.  Exterior of wastebasket cleaned.
b. DUSTING all furniture, chair legs, both sides of entry window frames, partition/workstation tops, accessories, ledges and all horizontal surfaces, including desk tops, credenzas, file cabinets, window sills and bookcases using a dust cloth, only.  The dust cloth is to be clean with no chemicals used.  Spot clean any cup rings, fingerprints, splash marks and spills. Feather dusters are not to be used.  Papers, file folders and anything else belonging to tenants must not be disturbed.
c. FLOORS/CARPETS must be policed for scraps of paper, paper clips, etc. Swept and mopped removing all debris.  Carpeted areas vacuumed nightly with special attention to the stairways/stairwells.  Pile lifter used to remove all embedded dirt and grit, and restore pile to a uniformly upright condition. Carpets clean and free from dust balls dirt, and other debris. Carpet to be spot cleaned as needed. Special care must be taken when vacuuming and carpet cleaning so that walls, baseboards and furniture of any kind are not scratched or damaged. Dirt cleaned from corners and behind doors.  Tile/linoleum floors to be swept and/or dust mopped and wet mopped nightly.
d. Sinks cleaned with non-abrasive cleaner/polish.  Microwaves wiped inside and out. Exterior of refrigerators to be wiped down. Tabletops cleaned with disinfectant.  Chairs to be wiped off.  Base of tables to be cleaned.  Cabinets to be wiped down and free of marks.  Floor swept/mopped.
e. GENERAL cleaning: smudges and fingerprints on doors and light switches and walls around light switches spot cleaned with non-abrasive mild detergent cleaner.  Smudges and fingerprints on entry window, clerk’s reception area glass, and lobby glass partitions cleaned with window cleaner.  All doorplates kick plates, brass and metal fixtures, and other bright work wiped with a nonabrasive cleaner.




Quarterly Service – to be scheduled at start of contract:

f. CARPETS – Corners, baseboards of all carpeted floors vacuumed with detail tool.  High traffic, carpeted areas steam cleaned.
g. Refrigerators moved away from the wall and floor and wall behind cleaned.
h. DUSTING – High surfaces and objects 96 inches or more from the floor dusted or vacuumed.  Includes, but not limited to ledges, ceiling molding, file cases, bookcases, ledges, tops of drapes/blinds.  Performed on an as-needed basis, not less frequently than every 90 days.
i. UPHOLSTERED workstation partitions vacuumed with detail tool.
j. WOOD surfaces including, but not limited to, furniture, fixtures and wood doors cleaned using a clean dust cloth containing no cleaning agents.
k. PAINTED metal doors and jambs washed down with clean water using a mild cleaning agent, rinsed with clean water if necessary, and dried with no streaks, marks or smudges.

Yearly Service – to be scheduled at start of contract:

l. FLOORS – All carpeted floors steam cleaned using the extraction method.  Schedule to be coordinated with court management.

2.2            Restrooms

Daily Service:

a. DUSTING – behind doors, top ledges of all partitions, ledges, mirror tops, walls and all other horizontal surfaces.
b. FLOORS swept clean and wet-mopped using a germicidal detergent approved by court management.  Areas around urinals scrubbed.  Floors mopped dry and all watermarks dried from walls and partition bases to include hall floors and public entrance.
c. TOILET PARTITIONS damp wiped with approved germicidal solution.  All surfaces wiped dry, all wipe marks removed.  All surfaces maintained with uniformly bright appearance.
d. FIXTURES – Mirrors cleaned and polished with glass cleaner.  Shelves and sinks washed and polished with non-abrasive, non-acidic cleaner. Bright work (including exposed piping below wash basins and toilets), towel dispenser receptacles and any other metal accessories cleaned and polished.  All basins, bowls and urinals scoured, washed and disinfected with approved germicidal detergent solution including tile walls near and under urinals.  Areas of difficult access, such as the underside of the toilet bowl rings and urinals, inspected and cleaned of mineral deposits.  Both sides of all toilet seats washed with approved germicidal solution and wiped dry.  Toilet seats left in upright position.
e. RECEPTACLES – all receptacles (waste, sanitary napkins, etc.) emptied.  New liner/disposal bags placed in receptacles.
f. DISPENSERS – Toilet paper, toilet seat covers, hand towels, soap, sanitary napkins filled.  Toilet paper rolls replaced if less than 1/4 roll left.
g. ANY VANDALISM, missing equipment, graffiti, etc., to be reported to building security.

Weekly Service:

h. WATER poured down restroom floor drains/shower drains to prevent sewer gas leaks.
i. TILE WALLS damp wiped with approved germicidal solution.
j. ALL SURFACES wiped dry, all wipe marks removed, and leaving all surfaces with uniformly bright appearance and no water spots.

Quarterly Service – to be scheduled at start of contract:

k. TILE/LINOLEUM FLOORS stripped and re-waxed with buffing machine every 120 days.  Walls, baseboards and other surfaces free of “splash” or buffing marks.  Corners scoured.  Any dirt, wax, etc. buildup removed.  Baseboards and coving wiped free of “splash” marks, buffing marks and stains.

2.3             Lobby and Entrances

Daily Service:

a. FLOOR/CARPET areas vacuumed or dust mopped. Move entry floor mats, sweep and deep vacuumed, mop mats and floor to be cleaned beneath the mats  according to Manufacturers/Contractors specifications and recommendations supplied by court management.
b. DUSTING of all window sills and baseboards.
c. GENERAL – all office entrance doors, doors to restrooms, elevator doors, and elevator cabs spot cleaned.  Interior and exterior doors’ glass wiped clean, using an approved glass cleaner and all glass left in a bright condition, free of streaks and dust.
d. All metalwork including, but not limited to, door hardware and frames, metal lettering, wiped clean and polished and left in a bright condition, free of all dust and streaks.
e. PAINTED metal doors and jambs washed down with clean water using a mild cleaning agent, rinsed with clean water if necessary, and dried with no streaks, marks or smudges.
f. All carpeted floors steam cleaned using the extraction method.  Schedule to be coordinated with court management.

2.4            Elevator

Daily Service:

a. INSIDE DOOR – inside painted elevator door cleaned with mild, non-abrasive detergent cleaner.  Left in bright, clean condition free of all dust, marks, stains and streaks.
b. OUTSIDE DOOR – outside painted elevator door cleaned with mild, non-abrasive detergent cleaner.  Left in bright, clean condition free of all dust, marks, stains and streaks.
c. DOOR TRACKS – all dirt and debris removed from door tracks using vacuum crevice tool. Smudges and spills removed and tracks left in bright, clean condition.
d. HANDRAILS wiped down and polished with non-abrasive metal cleaner/polish, and left in a bright, clean condition free of all dust, marks, stains and streaks.
e. WALLS spot cleaned with non-abrasive mild detergent cleaner to remove smudges and fingerprints.

2.5             Stairways

Daily Service:

a. All stairways and landings vacuumed.
b. All horizontal surfaces dusted including hand rails.




2.6            Common Areas

Including but not limited to elevator lobbies, corridors, and all heavy traffic areas.

Daily Service:

a. DUSTING – all horizontal surfaces, including but not limited to tops of baseboards and coving, and signage.
b. FLOORS – Carpets vacuumed completely using a pile lifter to remove all embedded dirt and grit and restore pile to a uniformly upright condition.  Carpet clean and free from dust balls, dirt and other debris. Corners and behind doors dirt free.  Carpets spot cleaned as required.
c. GENERAL – Drinking fountains cleaned and polished with non-abrasive, non-acidic cleaner.  Sides included.  Smudges and fingerprints on entry glass cleaned with window cleaner.  Smudges and fingerprints on elevator lobby signage glass cleaned with window cleaner.   Doorplates, brass and metal fixtures, and other bright work wiped with non-abrasive cleaner.
d. Janitorial closets left tidy.  Supplies organized.  No food, papers/cans, personal items, etc. left in closets. Floors swept sinks and drains left clean.  Mop strings, debris, and paper not left in drains.

Weekly Service:

c. FLOORS – corners, baseboards of all carpeted floors vacuumed with detail tool.
d. GENERAL – Water poured down drains in Janitorial closets to prevent sewer gas.  Housekeeper’s closet sinks scoured with non-abrasive cleaner.

Yearly Service – to be scheduled at start of contract:

a..FLOORS – All carpeted floors steam cleaned using the extraction method.  Schedule to be coordinated with county management.

	
NOTE:      SEE APPENDIX FOR A MORE DETAILED SCHEDULE FOR EACH BUILDING



3.0	PREPARING AND SUBMITTING A PROPOSAL:

3. 1	General Instructions

The evaluation and selection of a contractor will be based on the information submitted in the vendor’s proposal plus references and any required on-site visits or oral presentations. Failure to respond to each of the requirements in the RFP may be the basis for rejecting a response.

	3.2	Proprietary Information

All restrictions on the use of data contained within a proposal and all confidential
information must be clearly stated on the attached “Designation of Confidential and Proprietary Information” form. Proprietary information submitted in a proposal, or in response to the RFP, will be handled in accordance with the applicable Georgia State Statute(s).

3.3	Incurring Costs

The McIntosh County Board of Commissions is not liable for any cost incurred by proposers in replying to this RFP.

3.4	Submitting the Proposal

Proposers must submit an original and two (2) copies of all materials required for acceptance of their proposal by July 17th,  2017 by 11:00 AM to:

SHAWN JORDAN
 MCINTOSH COUNTY DEOUTY MANAGER
MCINTOSH COUNTY ANNEX
P.O BOX 584
1200 NORTHWAY
DARIEN, GA 31305

Proposals must be received in the above office by the specified time stated above.

All proposals must be packaged, sealed and show the following information on the outside of the package:

•	Proposer’s name and address
•	Request for proposal title, “Custodial Services.”


4.0	PROPOSAL SELECTION AND AWARD PROCESS:

4.1	Preliminary Evaluation

The proposals will first be reviewed to determine if requirements in Section 2.0 are met, and if additional mandatory requirements are met. Failure to meet mandatory requirements will result in the proposal being rejected. In the event that all vendors do not meet one or more of the mandatory requirements, the County reserves the right to continue the evaluation of the proposals and to select the proposal which most closely meets the requirements specified in this RFP.


42	Right to Reject Proposals and Negotiate Contract Terms

The County reserves the right to reject any and all proposals and to negotiate the terms of the contract, including the award amount, with the selected proposer prior to entering into a contract. 





5.0	GENERAL PROPOSAL REQUIREMENTS:


5.1	Organization Capabilities

Each proposal will consist of information that will be helpful in assisting McIntosh County in analyzing your proposal.  Items that must be included:
a. A description of the level of services that you intend to provide which demonstrates a clear understanding of the work to be performed.
	b. A description of your company including the organizational qualifications 	 	  	    addressing why your company is suited to provide services for McIntosh County.
[bookmark: _GoBack]	c. Contractor must provide (2) references for similar projects.
	d. A copy of all State and County Licenses.

	 
	5.2	Mandatory Requirements	

4.2.1	Must be licensed to do business in the State of Georgia and McIntosh County.
 
4.2.2 Contractor must have a valid E-Verify Number.


4.2.3 Proof of Liability Insurance in the amount of $500,000.

4.2.4 Valid Certificate of Worker’s Compensation Coverage
 

6.0	COST PROPOSAL:


 6.1 	Fixed Price Period.  Any change after contract has started shall be done as a change 	order and the approval of the County Manager is needed.

	

7.0	REQUIRED FORMS:

The following forms must be completed and submitted with the proposal.

Attachment A	Signature Affidavit
Attachment B	Vendor Data Sheet
Attachment C	E-Verify Affidavit


ATTACHMENT A

         SIGNATURE AFFIDAVIT

In signing this proposal, we also certify that we have not, either directly or indirectly, entered into any agreement or participated in any collusion or otherwise taken any action in restraint of free competition; that no attempt has been made to induce any other person or firm to submit or not to submit a proposal; that this proposal has been independently arrived at without collusion with any other proposer competitor or potential competitor; that this proposal has not been knowingly disclosed prior to the opening of proposals to any other proposer or competitor; that the above statement is accurate under penalty of perjury.

The undersigned, submitting this proposal, hereby agrees with all the terms, conditions, and specifications required by the County in this Request for Proposal, and declares that the attached proposal and pricing are in conformity therewith.


			
Name (Type or Print)		Title


			
Signature		Firm


	
Address: (Street, City, State, Zip	Code)


					
Telephone	Fax	           	E-Mail


	
Date
		















ATTACHMENT B

         VENDOR DATA SHEET

1. Proposing Company Name:	

Telephone:		Toll Free Telephone:		Fax:	

Address:	

City:		State:		Zip + Four:	

E-Verify #: _________________________

2.  Contact Persons in the event there are questions about your proposal

	Name:		Title:	

Telephone:		Toll Free Telephone:		

	Name:		Title:	

Telephone:		Toll Free Telephone:		

Address:	

City:		State:		Zip + Four:	

















Attachment C

Contractor Affidavit under O.C.G.A. § 13-10-91(b)(1)

	By executing this affidavit, the undersigned contractor verifies its compliance with O.C.G.A. § 13-10-91, stating affirmatively that the individual, firm or corporation which is engaged in the physical performance of services on behalf of McIntosh County Board of Commissioners has registered with, is authorized to use and uses the federal work authorization program commonly known as E-Verify, or any subsequent replacement program, in accordance with the applicable provisions and deadlines established in O.C.G.A. § 13-10-91.  Furthermore, the undersigned contractor will continue to use the federal work authorization program throughout the contract period and the undersigned contractor will contract for the physical performance of services in satisfaction of such contract only with subcontractors who present an affidavit to the contractor with the information required by O.C.G.A. § 13-10-91(b).  Contractor hereby attests that its federal work authorization user identification number and date of authorization are as follows: 


Federal Work Authorization User Identification Number_________________________________

Date of Authorization _________________________________

Name of Contractor  _____________________________________

Name of Project _________________________________

I hereby declare under penalty of perjury that the foregoing is true and correct.
Executed on ______, ___, 201__ in ______________(city), __________(state).

__________________________________________ Signature of Authorized Officer or Agent

________________________________________ Printed Name and Title of Authorized Officer or Agent 

SUBSCRIBED AND SWORN BEFORE ME 

ON THIS THE ______ DAY OF ______________,201__. 	_________________________________


NOTARY PUBLIC

My Commission Expires:

_________________________________



APPENDIX

D= daily B= Bi weekly W=weekly M= monthly


Building Inspector / Elections
Empty trash cans and trash items left in hallways. W
Dust all ceramic tile floors with a treated dust mop W
Clean inside and outside of entrance doors M
Spot clean handprints on glass doors  W
Clean inside of all windows per schedule. M
Vacuum carpets in hallways and conference rooms W
Clean and sanitize restrooms, including toilets, toilet seats, sinks, mirrors and fixtures mop floors W
Refill restroom dispensers with materials W
Sweep stairwells, porches and walkways and collect sweepings for disposal in trash cans W
Damp mop all tile floors W
Wipe down baseboards. W

911 Center
Empty trash cans and trash items left in hallways. W 
Dust all ceramic tile floors with a treated dust mop W 
Clean inside and outside of entrance doors B 
Spot clean handprints on glass doors B 
Vacuum carpets in hallways and conference rooms B 
Clean and sanitize restrooms, including toilets, toilet seats, sinks, mirrors and fixtures mop floors W Refill restroom dispensers with materials W 
Clean and sanitize drinking fountains W 
Empty any ashtrays at any smoking areas Clean door mats B 
Sweep stairwells, porches and walkways and collect sweepings for disposal in trash cans B  
Damp mop all tile floors W 
Wipe down baseboards. B

Tax Assessors
Empty trash cans and trash items left in hallways. W
Dust all ceramic tile floors with a treated dust mop M
Clean inside and outside of entrance doors M
Spot clean handprints on glass doors M
Clean inside of all windows per schedule. M
Vacuum carpets in hallways and conference rooms W
Clean and sanitize restrooms, including toilets, toilet seats, sinks, mirrors and fixtures mop floors W
Refill restroom dispensers with materials W
Clean and sanitize drinking fountains W
Empty any ashtrays at any smoking areas W
Clean door mats W
Sweep stairwells, porches and walkways and collect sweepings for disposal in trash cans W
Damp mop all tile floors M
Wipe down baseboards. M



Court House
Empty trash cans and trash items left in hallways. D
Dust all ceramic tile floors with a treated dust mop D
Clean inside and outside of entrance doors D
Spot clean handprints on glass doors D
Clean inside of all windows per schedule. M
Vacuum carpets in hallways and conference rooms D
Clean Court House interior surfaces of elevator  W
Clean and sanitize restrooms, including toilets, toilet seats, sinks, mirrors and fixtures mop floors D
Refill restroom dispensers with materials D
Clean and sanitize drinking fountains D
Empty any ashtrays at any smoking areas W
Clean door mats W
Sweep stairwells, porches and walkways and collect sweepings for disposal in trash cans B
Damp mop all tile floors D
Wipe down baseboards. M

Leisure Services

Dust all ceramic tile floors with a treated dust mop M
Clean inside and outside of entrance doors M
Spot clean handprints on glass doors M
Clean inside of all windows per schedule. M
Vacuum carpets W
Clean and sanitize restrooms, including toilets, toilet seats, sinks, mirrors and fixtures mop floors W
Refill restroom dispensers with materials W
Clean and sanitize drinking fountains W
Sweep stairwells, porches and walkways and collect sweepings for disposal in trash cans W
Damp mop all tile floors M
Wipe down baseboards. M
















Total bid for yearly contract for custodial services at all five buildings    


$________________________





Name of Contractor  _________________________________________________________________

Name of Project _____________________________________________________________________

Name of Public Employer _____________________________________________________________


I hereby declare under penalty of perjury that the foregoing is true and correct.
Executed on ______, ___, 201__ in _____(city), ______(state).


_________________________________Signature of Authorized Officer or Agent

_______________________________  Printed Name and Title of Authorized Officer or Agent 


SUBSCRIBED AND SWORN BEFORE ME 

ON THIS THE ______ DAY OF ______________,201__. 	




			
_________________________________
NOTARY PUBLIC
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