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[bookmark: _bookmark0]PART 1 – INTRODUCTION	
The Village of Belledune (hereinafter the “Village”) is currently seeking proposals from qualified proponents to provide Janitorial Services to the Village owned Facilities that will meet the needs of the  Village as defined in this Request for Proposals.

Proponents are requested to supply Janitorial Services as detailed in the Request for Proposals (RFP).

Specifications and Request for Proposal documents will be distributed at a scheduled onsite walk through of all the facilities owned and operated by the Village.

Proposals must be delivered to the Village office located at 2471 Main St. Belledune NB, no later than, 2:00 p.m., Atlantic Standard Time:  November 8, 2021

Contact:

Scott Ferguson CAO
Phone: (506)522- 3700
Email:cao@belledune.com

Some of the key benefits expected from the implementation of the janitorial services include:

· Clean buildings
[bookmark: _bookmark1]                                    Safe buildings

PART 2 – RFP SCHEDULE	
Proponents are advised of the following timetable, instructions and requirements in relation to the submission of proposals.

	RFP Issue Date
	Oct. 20, 2021

	Pre-bid meeting and walk through
	Oct. 29, 2021

	Deadline for Questions
	Nov. 5, 2021

	Deadline for Issuing Addendums
	Nov. 5, 2021

	RFP Closing Date
	Nov.8,2021 @ 2:00 PM Atlantic Standard
Time




The above dates are subject to change at the discretion of the Village.




Mandatory Meetings

1. Pre-Site Visit
1.1. A Pre-Site visit shall be held on October 29, 2021 at 10:00 A.M. at the Village Office, located at 2471 Main St., Belledune, NB to allow Proponents to address contract specifications and any other applicable questions.
1.2. This is a mandatory meeting. All interested Proponents must confirm their attendance at the site visit by emailing Scott Ferguson cao@belledune.com, on or before, Oct. 28, 2021

1.3. [bookmark: 2._Pre-Bid_Site_Visit]Each Proponent, before submitting any proposal for the work, shall visit the assigned sites and examine the surroundings in order to become familiar with the existing conditions under which the work shall be done and to include in his proposal for all conditions relevant to the proper execution of the work. 

1.4. The site visit schedule shall be as follows:

	10:00 am
	Village Hall
	2471 Main St.

	  After Village Hall visit
	Recreation & Cultural Centre
	2404 Main St






[bookmark: _bookmark2]1.   RFP Package Format
PART 3 - SUBMISSION INSTRUCTIONS

Responsibility for the submission of a proposal at the proper location within the proper times is that of    the Bidder submitting the proposal and the Village assumes no responsibility.

A. Included one (2) original copies of the complete proposal, must be received no later than 2:00 p.m., Atlantic Standard Time, November 8, 2021 at the following address:

2471 Main St.
Belledune, NB E8G 2X9
Attention: Scott Ferguson CAO

B. All proposals shall include the signed Submission Form (included as Appendix A) showing the full name of the Proponent, the Conflict of Interest Form (Appendix B) ,the Detailed Requirements and bid Form (Appendix D)  and  the Financial Proposal Form (Appendix C) as part of their proposal.
C. The Proposal must be firmly sealed in an envelope clearly marked on the outside, Janitorial Services and RFP #21-01 along with the Bidder’s name and address.
D. Proposals sent by facsimile may not be accepted. Proposals submitted in the electronic format only may not be considered. The Village assumes no responsibility for improperly addressed or delivered proposals.
Proponents to Review RFP
Proponents shall promptly examine all of the documents comprising the RFP including, but not limited  to, all sections, clauses and appendices which form an integral part of the RFP, and
i. shall report any errors, omissions or ambiguities; and
ii. may direct questions or seek additional information to the RFP Contact via email by no later than the “Deadline for Questions” as specified in the RFP. No such communications are to be directed to anyone other than the RFP contact. The Village is under no obligation to provide additional information.

It is the responsibility of the Bidder to seek clarification from the RFP contact on any matter it considers to be unclear. The Village shall not be responsible for any misunderstanding on the part of the proponent concerning the RFP or its process.

2. Inquiries and RFP Contact	 
All requests for additional information or clarifications regarding the Request for Proposals shall be sent via e-mail only to the attention of Scott Ferguson CAO Email: cao@belledune.com 
3. RFP Submission Checklist	 
Please review and ensure you have completed the following items prior to submitting your RFP response.

· Included one (2) originals of the complete  proposal.
· Included the signed Submission Form (included as Appendix A) showing the full name of the Bidder.
· Included the signed Conflict of Interest Form (Appendix B).
· Included the Detailed Requirements and Proponent Form (Appendix D).
· The Proposal is firmly sealed in an envelope clearly marked on the outside with, ‘’name of RFP and number’’ along with the Proponent’s name and address.
· Include a copy of the financial proposal Form with each proposal (Appendix C)
· Provided answers to all of the Yes / No Mandatory Requirements within Appendix D, Detailed Requirements and Bidders Response.
· Provided answers for all the Graded Requirements within the “Graded Requirements and Response section of the document.

THIS CHECKLIST IS PROVIDED FOR YOUR CONVENIENCE ONLY AS A REMINDER OF THE MAJOR REQUIREMENTS FOR THE SUBMISSION OF YOUR PROPOSAL. IT IN NO WAY RELIEVES PROPONENTS FROM THE OBLIGATION TO READ AND BECOME THOROUGHLY FAMILIAR WITH ALL REQUIREMENTS AND PROCEDURES OUTLINED IN THE RFP DOCUMENT.




[bookmark: PART_4_–_RFP_EVALUATION,_SELECTION_PROCE][bookmark: _bookmark3]PART 4 – RFP EVALUATION, SELECTION PROCESS, NEGOTIATIONS, AMENDMENTS

1. Opening	
The internal opening of RFP’s will occur following the RFP closing date. Proposal submissions remain confidential and are subject to evaluation in private before award of contract.

The award of the RFP will take places after a thorough evaluation of the RFP evaluation committee.

2. Rejection of Proposal Submissions	 
No proposal or amendment of a proposal shall be considered if received on a date or at a time later than specified in the Request for Proposals. Late proposals will be returned unopened.

A proposal submitted in response to this Request for Proposals may be rejected and the proposal not considered if:

· They are unclear, ambiguous or unreadable;
· The mandatory site visits have not been completed;
· The proposal submissions are incomplete; or
· The proposal is not signed by an authorized official.
3. Evaluation Criteria	Each response to this Request for Proposal shall be evaluated by the Village based on the following criteria:

	Criteria
	Percentage

	List of references
	10%

	Response Time for urgent clean ups
	25%

	Company Profile and Prior Work Experience
	25%

	Equipment, janitorial supplies and cleaning products
	20%

	Price
	20%




 Stages of Proposal Evaluation	
The Village will conduct the evaluation of proposals in the following three (3) stages:

Stage I

Stage I will consist of a review to determine which proposals comply with all of the mandatory requirements, including, without limiting the generality of the foregoing, all mandatory requirements contained within this RFP.



Village’s Discretion to accept or reject any or All Proposals

Proponents acknowledge that the Village has the right to reject any, or all, proposals for any reason without creating a right to legal recourse by any proponent.

Proponents also acknowledge that the Village has the right to accept any proposal for any reason without creating a right to legal recourse by any proponent.

For greater certainty, the Village shall have the unfettered right to:

(a) accept a proposal which is not the lowest priced proposal;

(b) waive formalities and accept proposals which substantially comply with the requirements of this RFP;

(c) waive minor formalities that do not constitute mandatory submission requirements or mandatory technical requirements;

(d) per section 120(1) of the Procurement Act waive minor non-compliance where such non- compliance is not of a material nature in its sole and absolute discretion, or to accept or reject in whole or in part any or all proposal submissions, with or without giving notice. Such minor non- compliance will be deemed substantial compliance and capable of acceptance. The Village will be the sole judge of whether a proposal is accepted or rejected.

A failure to comply with the mandatory requirements of the RFP is a minor non-compliance if it:

· affects the form of the proposal, rather than its substance,
· does not affect the proposal’s price, delivery, quality or quantity, and
· if waived, would not give the prospective proponent an unfair advantage over other prospective proponents who submitted bids; and

(e) reject a proposal that is the lowest priced proposal even if it is the only proposal received.


Stage II

Stage II will consist of a scoring by the Village of each qualified proposal on the basis of the rated criteria.

The Village may establish a ranking of proponents to identify a pre-determined number of the highest ranked/evaluated submissions (referred to as Short Listed Suppliers).

During Stage II or following Stage lll, the Village may request that proponents make a presentation of their proposals to the Village. The Village will communicate with proponents in advance of the presentation and may indicate the matters it would like the Bidders to address. Bidders should note that a presentation may not be requested and should therefore ensure their proposals are fully complete and responsive to the requirements of an RFP. If a presentation is requested, Bidders will not be permitted to use that opportunity to correct, adjust or modify their proposals. The presentation will be limited to matters contained in the submitted proposals.

Stage III

Stage III will consist of a scoring of the pricing submitted and will be undertaken after the completion of Stages I and II.

The pricing evaluation may only be conducted on the Short-Listed Suppliers. The pricing evaluation may occur immediately following the initial review or may be conducted following a presentation.
Cumulative Score
At the conclusion of Stage III, all scores from Stage II and Stage III will be added and the highest-ranking proponent will be selected for proof of concept, if applicable, and contract negotiations. In the event of a tie score, the selected proponent will be determined based on the proposal that has the highest score in the category that was assigned the highest weight. In the event of a tie in this category, the same process will apply to the next most heavily weight category and so on until a selected proponent is identified.
Type of Contract for Deliverables
The selected Bidder will be requested to enter into negotiations for an agreement with the Village for the provision of the Deliverables as well as other terms, conditions and warranties proposed by either party during negotiations. The terms, conditions and warranty provisions contained in this RFP form the starting point of negotiations between the Village and the selected proponent. The Village's preference for all Service Contracts is 'fixed price' for the scope of work listed in the agreement. It is the Village’s intention      to enter into such an agreement with only one (1) legal entity.

The Village may consider additional phases or implementation of additional items related to this project if the initial set of deliverables provided by the successful proponent is acceptable to the Village. Additional phases should build upon or enhance the deliverables defined in this RFP.

The term of the agreement is to be for a period of two (2) years with an option in favour of the Village to extend the agreement on the same terms and conditions for one (1) additional two (2) year term.

4. No Guarantee of Volume of Work or Exclusivity of Contract	                                                             The Village makes no guarantee of the value or volume of work to be assigned to the successful Bidder. The Agreement to be negotiated with the selected Bidder will not be an exclusive contract for the provision of the described Deliverables. The Village may contract with others for the same or similar Deliverables to those described in the RFP or may obtain the same or similar Deliverables internally.  Should at any time a building or buildings are closed due to CoVid restriction the contract for that building(s) will be suspended until such time as the restrictions for use are lifted.

5. Negotiations, Notification and Debriefing	
Selection of Top-Ranked Bidder
The top-ranked Bidder, as established under Article 4 – Stages of Proposal Evaluation, will receive a written invitation to enter into direct contract with the Village. Selection of a Bidder’s RFP submission does not guarantee a contract with the Village. The selection of a Proponent’s RFP submission merely initiates the process which may lead to a contract.


Terms and Conditions
The terms and conditions found in the RFP are to form the starting point for negotiations between the Village and the selected Bidder.
Failure to Enter Into Agreement
Bidders should note that if the parties cannot execute a contract within a reasonable time, the Village may invite the next-best-ranked bidder to enter into negotiations. In accordance with the process rules in this RFP there will be no legally binding relationship created with any Bidder prior to the execution of a written agreement.

Notification to Other Proponents
Other Bidders that may become eligible for contract negotiations will be so notified at the commencement of the negotiation process. Once a contract is executed between the Village and a proponent, the other proponents will be notified in writing of the outcome of the procurement process and the award of the contract.

6. Procurement Process Non-binding	
No Contract A and No Claims
The procurement process is not intended to create and shall not create a formal legally binding bidding process and shall instead be governed by the law applicable to direct commercial negotiations. For greater certainty and without limitation: (i) the RFP shall not give rise to any Contract A based tendering law duties or any other legal obligations arising out of any process contract or collateral contract; and (ii) neither the Bidder the   nor the Village shall have the right to make any breach of contract, tort or other claims against the other with respect to this RFP and matters hereunder, the award of a contract, failure to award a contract or failure to honour a response to the RFP.

No Contract until Execution of Written Agreement
The RFP process is intended to identify prospective suppliers for the purposes of negotiating potential agreements. No legal relationship or obligation regarding the procurement of any good or service shall be created between the proponent and the Village by the RFP process until the successful negotiation and execution of a written agreement for the acquisition of such goods and/or services.

Non-binding Price Estimates
While the pricing information provided in responses will be non-binding prior to the execution of a written agreement, such information will be assessed during the evaluation of the responses and the ranking of the proponents. Any inaccurate, misleading or incomplete information, including withdrawn or altered pricing, could adversely impact any such evaluation, ranking or contract award.

Acknowledgement of Non-Binding Procurement Process
The Bidder acknowledges that the RFP process will be governed by the terms and conditions of the RFP, and that, among other things, such terms and conditions confirm that this procurement process does not constitute a formal legally binding bidding process, and that there will be no legal relationship or obligations created until the Village and the selected proponent have executed a written contract.

7. Amendments and Communication after Issuance of RFP	
All New Information to Proponents by Way of Amendment
The bid may be amended only by an amendment in accordance with this section. If the Village, for any reason, determines that it is necessary to provide additional information relating to the bid, such information will be communicated to all Bidders by amendment. Each amendment forms an integral part of the bid. Such amendments may contain important information, including significant changes to the bid. Bidders are responsible for obtaining all amendments issued by the Village.

Amending Proposals Following Final Closing Date
In the event that the Village determines that it is necessary to provide Bidders with additional information relating to this bid following the Closing Date, such information will be communicated by amendment to all proponents who submitted proposals. All such amendment will be prescriptive and proponents will be expected to amend only those portions of their proposals as specifically instructed, and to submit their amended proposals in the manner and within the timeframe specified. Any amendments that are not in accordance with the instructions accompanying the amendment will be set aside and may not be evaluated.
Post-Deadline Addendum and Extension of Closing Date
If any amendment is issued after the Deadline for Issuing Addendums, the Village may at its discretion extend the Closing Date for a reasonable amount of time.

Verify, Clarify and Supplement
When evaluating responses, the Village may request further information from the Bidder or third parties in order to verify, clarify or supplement the information provided in the proponent’s proposal without becoming obligated to clarify or seek further information from any or all other proponents. The Village may revisit and re-evaluate the Bidder’s response or ranking on the basis of any such information. Proponents are cautioned that any clarifications sought will not be an opportunity either to correct errors or change their proposals in any substantive manner.
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	1. Confidentiality


Confidential Information of the Village:

All information provided by or obtained from the Village in any form in connection with the bid either before or after the issuance of the bid:

i. is the sole property of the Village and must be treated as confidential;
ii. is not to be used for any purpose other than replying to the bid and the performance of any subsequent Contract;
iii. must not be disclosed without prior written authorization from the Village; and

iv. shall be returned by the Bidders to the Village immediately upon the request of the Village.

For greater certainty, proposals, information divulged by the Village during the performance of the services and any resulting deliverable are strictly confidential and may not be divulged or disclosed to anyone without the prior written consent of the Village. Bidders may be required to sign a confidentiality agreement in the format provided by the Village.
Confidential Information of Bidder

A Bidder should identify any information in its proposal or any accompanying documentation that is supplied on a confidential basis to the Village. Bidders are advised that their proposals will, as necessary, be disclosed on a confidential basis, to the Village’s advisers retained for the purpose of evaluating or participating in the evaluation of their proposals. If a proponent has any questions about the collection and use of personal information pursuant to the bid, questions are to be submitted to the RFP Contact.

By submitting a bid response, Bidders acknowledge and agree that their proposals may be subject to disclosure under access to information legislation in New Brunswick.

2. Conflict of Interest, Prohibited Communications and Confidential Information	
Conflict of Interest
No employee of the Village or member of Council should have a direct or indirect interest in a company which delivers the service requested in this RFP to the Village without formal disclosure in writing by the Bidder, before the closing date. The Village will review a proposal and may reject it where, in the opinion of the Village, the Bidder could be in a conflict of interest or perceived conflict of interest, should the Bidder have the highest ranked proposal. Bidders should take note of the Conflict of Interest declaration set out in the “Conflict of Interest Form” (Appendix B) within the RFP which Bidders are obligated to complete.

Prohibited Bidder Communications
The Bidder shall not engage in any Conflict of Interest communications and should take note of the Conflict of Interest declaration set out in the “Conflict of Interest Form” (Appendix B) which is a separate attachment within the RFP.

Bidder Not to Communicate with Media
A Bidder may not at any time directly or indirectly communicate with the media in relation to the bid or any contract awarded pursuant to the bid without first obtaining the written permission of the RFP Contact.


3. Ownership of Responses	 All documents submitted to the Village by Bidders in response to this RFP become the property of the Village.

4. Insurance	 The successful Bidder shall be required to provide proof of Commercial General Liability (CGL) Insurance listing the Village as “Additional Insured”, and Automobile Liability Insurance (for all owned and non-owned vehicles), each in a minimum amount of two million dollars ($2,000,000) for each claim, which shall indemnify and save harmless the Village from all suits and actions for damages and costs to
which the Village may be put by reason of injury to or death of persons and damage to property resulting from negligence, carelessness or any other circumstances caused by the Consultant which may arise in the performance of this work.

In addition, the Bidder will carry Professional Liability Insurance in the amount of not less than Two Million Dollars ($2,000,000) per occurrence.

Proof of Insurances shall be provided to the Village prior to the commencement of the Contract. Such proof shall contain assurances that the policy cannot be cancelled during the term of the Contract. Written notification of any cancellation or changes in the Insurance Policy, Insurance Company, etc. must be given to the Town in writing, thirty (30) days prior to the date the change will take effect.

Insurance contracts shall be procured from a Canadian based Insurance Company licensed to do business in the Province of New Brunswick. Any and all claims shall be settled in Canadian Funds and must be stated on the policy. All insurances shall remain in effect until completion of the contract.

5. Worker’s Health & Safety	                                                                                                                              The Workers Compensation Act of New Brunswick requires employers who employ three (3) or more workers at any one time to register with WorkSafe NB. Therefore, if you employ three (3) or more workers, as stipulated under this Act, you are required to provide this office with a certificate which verifies registration in accordance with the Act (Regulation 82-13) under the Workers Compensation Act. If your
company is exempt under the Act, please provide the Village with a letter stating that your company is exempt under the Act.
The Occupational Health and Safety Act defines the minimum acceptable standard for health and safety to which the employers must comply. A copy of the Act and the Regulations can be obtained by contacting WorkSafe NB (Regulation 91-191). The Village requires that these minimum standards be respected.

6. Patents and Copyrights	
The successful Proponent shall be subject to the following clause:
“If any action is brought against the Village based on a claim that the Village’s use of this product infringes a patent or copyright, the Bidder shall defend such action at its expense and pay the cost and damages awarded in any such action and all prior claims relating to such action. In the event that an injunction shall have been obtained against the Village’s use of the product because of patent or copyright infringement, or, if such product is likely to become the subject of a claim of infringement, the Bidder shall replace the same, to the satisfaction of the Village, so that it becomes non-infringing, or grant the customer credit for such product, accepts its return and pay all costs of such of such replacement or return”
The successful Bidder is responsible for obtaining all approvals with regard to any existing copyright laws.

7. Resources	 The Bidder will be responsible for all costs associated with completing the full scope of the project work proposed in their proposal.

8. Responsibilities	 Should the Bidder fail or neglect to complete the required work to the Village’s satisfaction within the mutually agreed time frame the Village reserves the right to terminate the contract and the Bidder shall be responsible for all costs associated with same.

9. References and Past Performance	                                                                                                              The Village’s evaluation may include information provided by the proponent’s references and may also consider the Bidder’s past performance on previous contracts with the Town.

10. Termination	 Should any of the Village’s facilities cease to be able to receive janitorial services due to voluntary closure of a facility or catastrophic event such as fire, the portion of the agreement pertaining to the particular Facility shall automatically be terminated.

11. Inappropriate Conduct	                                                                                                                                    The Village may prohibit a proponent from participating in a procurement process based on past performance or based on inappropriate conduct in a prior procurement process, and such inappropriate conduct shall include but not be limited to the following: (a) the submission of quotations containing misrepresentations or any other inaccurate, misleading or incomplete information; (b) the refusal of the supplier to honour its pricing or other commitments made in its proposal; or (c) any other conduct, situation or circumstance, as solely determined by the Village, which constitutes a Conflict of Interest. For the purposes of this Article Conflict of Interest shall have the meaning ascribed to it in the “Conflict of Interest Form” (Appendix B).

12. Cancellation	
The Village may cancel or amend the bid process without liability at any time.

13. Governing Law, Trade Treaties and Policies	                                                                                            The terms and conditions in Part 5 – General Terms and Conditions of RFP Process (a) are included for greater certainty and are intended to be interpreted broadly and separately (with no particular provision intended to limit the scope of any other provision); (b) are non-exhaustive (and shall not be construed as intending to limit the pre-existing rights of the parties to engage in pre-contractual discussions in accordance with the common law governing direct commercial negotiations); and (c) are to be governed by and construed in accordance with the laws of the province of New Brunswick and the federal laws of Canada applicable therein.

This procurement is also subject to the following Policies, Legislation and Internal Trade Agreement(s) including:
· The Atlantic Procurement Agreement
· New Brunswick Procurement Act and Regulation 2014-93

14. No Incorporation by Reference	                                                                                                                    The entire content of the proponent’s proposal should be submitted in a fixed form, and the content of websites or other external documents referred to in the proponent’s proposal will not be considered to form part of its proposal.

15. Additional Documentation/Information to be Retained by the Town	
The Village will not return any accompanying documentation/information submitted by a proponent.

16. Additional Village’s Rights	
· The Village reserves the right to request and obtain additional information as required from Bidders in a reasonable length of time, in order to complete the RFP evaluation(s).
· The Village reserves the right to award based on the specified evaluation criteria and not necessarily pricing; however, available budget dollars shall be taken into consideration.
· The Village reserves the right to adjust the final quantity of requested products and/or services to  meet budgetary allocations.
· Based on available funding, the Village reserves the right to delete components from this RFP and  negotiate changes to more fully meet the Village’s needs.
· The Village reserves the right to award this RFP in whole, or in part to more than one (1) Bidder, as may be deemed to be in the Village’s best interest.
· The Village is neither bound to accept the lowest priced proposal, nor to accept any proposal which is submitted. The Village is not bound to justify its decision with respect to the selection or rejection of any proposal.
· The Village reserves the right to terminate a contract with the selected Bidder within thirty (30) calendar days written notice should ownership of the service provider change.
· The Village reserves the right to award in its best interest. Bids offering the lowest price or any price need not necessarily be accepted.
· The Village also reserves the right not to award this RFP due to budgetary or other considerations.

17. Payment Terms	 Payment terms will be considered twice monthly or (15) days following the submission of progress claim reports for each facility made semi- monthly for the work completed to that point with supporting documents attesting to the completeness of the work. No additional payments beyond the scope of this RFP will be considered unless authorized in writing by the Town.

18. Invoicing	
· Invoices shall be directed to:
Village of Belledune
2471 Main Street 
PO Box 1006
 Belledune, NB E8G 2X9

· Invoices are to be in Canadian dollars and in addition to the HST Registration Number; the Proponent is required to provide the amount of HST separately on all invoices.
· The Contract number must appear on all invoices.

· Any pricing for emergency callouts shall be supported with a Purchase Order and is to be invoiced separately.
	Payment terms shall be considered twice monthly or (15) days.
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(A) Bidder Information
	Please fill out the following form, and name one person to be the contact for your response to this RFP response and for any clarifications or amendments that might be necessary.

	Full Legal Name of Bidder:
	

	Any Other Relevant Name under Which the Bidder Carries on Business:
	

	Street Address:
	

	City, Province/State:
	

	Postal Code:
	

	Phone Number:
	

	Fax Number:
	

	Company Website (If Any):
	

	RFP Contact Person and Title:
	

	RFP Contact Phone:
	

	RFP Contact Facsimile:
	

	RFP Contact E-mail:
	



(B) Acknowledgment of Non-Binding Procurement Process
The Bidder acknowledges that the RFP process will be governed by the terms and conditions of this RFP, and that, among other things, such terms and conditions confirm that this procurement process does not constitute a formal legally binding bidding process, and that there will be no legal relationship or obligations created until the Village and the selected Bidder have executed the agreement.

3. Ability to Provide Deliverables
The Bidder has carefully examined this RFP documents and has a clear and comprehensive knowledge of the Deliverables required under this RFP. The proponent represents and warrants its ability to provide the Deliverables required under this RFP in accordance with the requirements of this RFP for the fees set out in the Pricing Form and has provided a list of any subcontractors to be used to complete the proposed contract.

4. Mandatory Forms

The Bidder encloses as part of the proposal the mandatory forms set out below:

	FORM
	INITIAL TO ACKNOWLEDGE

	Appendix A - Submission Form
	

	Appendix B - Conflict of Interest Form
	

	Appendix C - Pricing Form
	

	Appendix D - Detailed Requirements and Proponent Response
	




Notice to Bidders: There may be forms required in this RFP other than those set out above. See the Mandatory Requirements section of this RFP for a complete listing of mandatory forms.

5. Non-Binding Price Estimates
The proponent has submitted its fees in accordance with the instructions in this RFP and in the Pricing Form set out in Appendix C. The proponent confirms that the pricing information provided is accurate. The proponent acknowledges that any inaccurate, misleading or incomplete information, including withdrawn or altered pricing, could adversely impact the acceptance of its quotation or its eligibility for future work.

6. Addenda
The Bidder is deemed to have read and accepted all addenda issued by the Village prior to the Deadline for Issuing Addendums. The onus remains on proponents to make any necessary amendments to their proposal based on the addenda. The proponent confirms that it has received all addenda by listing the addenda numbers or, if no addenda were issued, by writing the word “None” on the following line:	. Bidders who fail to complete this section will be deemed to have received all posted addenda.

7. No Prohibited Conduct

The Bidder declares that it has not engaged in any conduct prohibited by this RFP.











8. Disclosure of Information
The Bidder hereby agrees that any information provided in this proposal, even if it is identified as being supplied in confidence, may be disclosed where required by law or if required by order of a court or tribunal. The proponent hereby consents to the disclosure, on a confidential basis, of this proposal by the Village to the Village’s advisers retained for the purpose of evaluating or participating in the evaluation of this proposal.


	
Signature of Witness	Signature of Proponent Representative



Name of Witness	Name


Title


Date


Person signing must be authorized to sign on behalf of the Company/Individual represented.
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For the purposes of this section, the term “Conflict of Interest” means

(a) in relation to the RFP process, the Bidder has an unfair advantage or engages in conduct, directly or indirectly, that may give it an unfair advantage, including but not limited to (i) having, or having access to, confidential information of the Village in the preparation of its proposal that is not available to other proponents, (ii) communicating with any person with a view to influencing preferred treatment in the RFP process (including but not limited to the lobbying of decision makers involved in the RFP process), or (iii) engaging in conduct that compromises, or could be seen to compromise, the integrity of the open and competitive Tender process or render that process noncompetitive or unfair; or

(b) in relation to the performance of its contractual obligations contemplated in the contract that is the subject of this procurement, the Bidder’s other commitments, relationships or financial interests (i) could, or could reasonably be seen to, exercise an improper influence over the objective, unbiased and impartial exercise of its independent judgement, or (ii) could, or could be reasonably seen to, compromise, impair or be incompatible with the effective performance of its contractual obligations.

If the box below is left blank, the Bidder will be deemed to declare that (a) there was no Conflict of Interest in preparing its proposal; and (b) there is no foreseeable Conflict of Interest in performing the contractual obligations contemplated in the RFP.

Otherwise, if the statement below applies, check the box.

· The Bidder declares that there is an actual or potential Conflict of Interest relating to the preparation of its proposal, and/or the proponent foresees an actual or potential Conflict of Interest in performing the contractual obligations contemplated in the RFP.

If the Bidder declares an actual or potential Conflict of Interest by marking the box above, the Bidder must set out below details of the actual or potential Conflict of Interest:






The following individuals, as employees, advisers, or in any other capacity (a) participated in the preparation of our proposal; AND (b) were employees of the Village and have ceased that employment within twelve (12) months prior to the Submission Date:


	Name of Individual:

	Job Classification:

	Department:

	Last Date of Employment with the Town:

	Name of Last Supervisor:

	Brief Description of Individual’s Job Functions:

	Brief Description of Nature of Individual’s Participation in the Preparation of the Proposal:


(Repeat above for each identified individual)

The Bidder agrees that, upon request, the Bidder shall provide the Village with additional  information from each individual identified above in the form prescribed by the Town.


Signature	Date

Printed Name:		Title:  	

[bookmark: _bookmark7]APPENDIX C	FINANCIAL PROPOSAL FORM FOR JANITORIAL SERVICES



We, the undersigned, hereby offer and agree to furnish all and every kind of labour, tools, implements, machinery and materials that may be required to execute and complete all work embraced in the provision of janitorial services to the Village of Belledune and in accordance with Schedule A in Appendix D and such revisions, further details and special plans as may be furnished from time to time during the progress of the work.

We have examined the specifications outlined in Appendix D, Schedule A Scope, Location and Frequency of Work, have visited all required sites and have ascertained all necessary particulars with regard to the work, and upon acceptance of this RFP, are prepared to enter into a contract to complete the work included in the contract, and every part thereof in strict accordance with the contract documents for the total pricing given in the Summary of Pricing and Separate Pricing attached.


SUB-TOTAL	$ 	

Plus 15% HST	$ 	

TOTAL PRICE BID $ 	

Submitted to the Village of Belledune
NAME OF COMPANY:  	

ADDRESS:  	

TOWN:	PROVINCE:	POSTAL CODE:  	

NAME OF SIGNING OFFICER:  	

TITLE:  	

AUTHORIZED SIGNATURE:  	

TELEPHONE:	FAX:  	

EMAIL ADDRESS:  	

HST REGISTRATION NO.:  	

Person signing must be authorized to sign on behalf of the Company/Individual represented. While the pricing information provided in responses will be non-binding prior to the execution of a written agreement, such information will be assessed during the evaluation of the responses and the ranking of the proponents. Any inaccurate, misleading or incomplete information, including withdrawn or altered pricing, could adversely impact any such evaluation, ranking or contract award.

2021
Summary of Pricing



	Building
Number
	Description and Address
	Monthly
Amount
	Yearly Amount
2021

	
1
	
Village Office
2471 Main St.
	
$
	
$

	
2
	
Recreation and Cultural Centre – 2404 Main St.
	
$
	
$

	
TOTAL (EXCLUDING HST)
	
$
	
$



Note:	Contractors shall note this amount is payable on a bi- monthly basis on the receipt of an invoice for the services supplied, for the period commencing ____________ , 2021 and terminating on __________________,2021.

2022 (Optional)
Summary of Pricing



	Building
Number
	Description and Address
	Monthly
Amount
	Yearly Amount
2022

	
1
	
Village Office
2471 Main St
	
$
	
$

	
2
	
Recreation and Cultural Centre – 2404 Main St.
	
$
	
$

	
TOTAL (EXCLUDING HST)
	
$
	
$



Note:	Contractors shall note this amount is payable on a monthly basis on the receipt of an invoice for the services supplied, for the period commencing January 1, 2022 and terminating on December 31, 2022.

Separate Pricing
Separate prices, shall not be included in the Summary of Pricing (Annual Lump Sum Price). Consistent with their acceptance or rejection by the Town of Riverview, they shall be carried in the Agreement as an amount separated from the contract amount. The required separate prices (excluding taxes) are:


1. Hourly rate per staff member for additional/emergency services:

$		for the year 2021 (Amount in addition to Annual Lump Sum Price)

$		for the year 2022 (Amount in addition to Annual Lump Sum Price)







[bookmark: _bookmark8]APPENDIX D	RFP #21-01 - DETAILED REQUIREMENTS & PROPONENT RESPONSE

.
1. The Deliverables	

	Title
	Deliverables Description

	Scope of Services
	The Village is seeking Supplier(s) who can provide Janitorial Services to the Village owned facilities.

a) The work under this Contract comprises the furnishing of all labour, materials, equipment and incidentals required for janitorial services for the Village of Belledune. The Contractor shall execute  and carry out all the work set out and described in Appendix D, Schedule A – Scope, Location and         Frequency of Work or implied by it.
b) On all annual services, the first time is to be six months after the award of the contract and every year thereafter.
c) On all twice per year services, the first time is to be six months after the award of the contract and every six months thereafter.
d) The Contractor shall obtain at their own expense, all permits, licenses, bonds and approvals necessary to satisfactorily supply janitorial services during the term of this contract.




2. Material Disclosures	

[bookmark: Schedule_A]Schedule A

1. [bookmark: 1.____Building_Security]Building Security
1.1. The Village shall provide the Contractor with the necessary keys or electronic pass cards and security codes required for access to each building. Under no circumstances are the Contractor or their employees to make duplicates of keys or to give keys, pass cards or security codes to unauthorized persons.
1.2. The Contractor shall be responsible to ensure that all exterior doors to the building are kept locked while cleaning is in progress and shall check to see that all doors are locked and security system is activated prior to vacating the building.
1.3. Before leaving the building, the Contractor is responsible to perform a cursory check. Any security breaches or emergency situations that arise should be reported during working hours to the Building Representative.
1.4. Should the Village advise the Contractor in writing that an officer, servant, agent, or other  person under his jurisdiction or supervision relative to this contract, is for any reason objectionable, unsatisfactory, or undesirable, the Contractor shall, within a reasonable time after receipt of the written notice from the Village, provide a satisfactory replacement.

2. [bookmark: 2._Responsibility_for_Scheduled_Work]Responsibility for Scheduled Work
2.1. Should the Contractor fail or neglect to complete the required work within the prescribed day or days hereinafter mentioned they shall be held responsible for the cost of janitorial work performed by others at their own expense
2.2. Should the contractor be in breach of any of its obligations within the agreement, the Village may give notice in writing of the breach to the Contractor and request the latter to remedy it. If the Contractor in breach fails to remedy the breach within 14 days after the date of delivery of such written notice, then the agreement may be terminated by further written notice of termination given by the Village.

3. [bookmark: 3._Responsibility_for_Damage]Responsibility for Damage
3.1. The Contractor shall repair and restore to its original condition any material or surface damaged by their operations.
3.2. All materials, supplies and equipment used by the Contractor shall be suitable and not harmful to the surfaces on which they are used.
3.3. No material shall be placed on the floors which cannot be readily stripped off.
3.4. The Contractor shall be entirely responsible for any loss or damage to his own materials, supplies, and equipment and to the personal property of their employees while they are in the building.
3.5. The Contractor shall be entirely responsible for any damage to the building or its contents; for any loss or damage to any property belonging to the Village or the Village’s employees when such loss or damage may be attributable to their actions or negligence or the actions or negligence of their employees.

4. [bookmark: 4._Fire_Safety]Fire Safety
4.1. Waxes, floor finishes, polishes and cleaning materials are very susceptible to spontaneous ignition/combustion. All such materials shall be stored in appropriate containers with tight-fitting lids until materials can be used or safely disposed of.
4.2. Janitor rooms and storage closets shall be kept clean, neat and tidy at all times.
4.3. All waxes, polishing oils, etc. shall be kept tightly sealed and stored on separate shelving from rags and other cleaning materials.
4.4. All floor mops shall be stored in a suspended position to allow free air circulation around heads of mops.
4.5. The use of any electrical utensils is prohibited in cleaning equipment rooms.
4.6. The services of the Village’s Fire Department are available for advice in relation  to fire safety at any time upon request by the Contractor.

5. [bookmark: 5._Sustainability]Sustainability
5.1. Contractors shall make every effort to reduce their environmental and human health impact with specific concentration on the following areas:
5.1.1. Use of environmentally certified cleaning products. A complete list of cleaning products that shall be onsite, including the brand name and type of cleaner, shall be provided in the answer sheet as per Schedule D.
5.1.2. Use of environmentally certified paper products. A complete list of paper products to be used on site, including the brand name, description and type of product, shall be provided in the answer sheet as per Schedule D.
5.1.3. Adherence to proper waste sorting and use of approved recycling practices ;

6. [bookmark: 6._Emergency_Callouts]Emergency Callouts
6.1. Emergency callouts are for cleanup after:
· Minor flooding
· Toilet overflows
· Minor drainage backup
· Spillage
· Roof leaks
· Window breakage
· Major events
· Clogged toilets

		
Scope, Location and Frequency of Work


[bookmark: Standards_of_Cleaning]Standards of Cleaning
The work shall be performed by fully-trained persons, competent in the particular operation assigned to them. The Contractor’s overall performance and the quality of the work shall be determined by using the following Standards of Cleaning. Any shortcomings shall be brought to the Contractor’s attention so that corrections may be made.
1. CARPETS & RUGS

Vacuuming:

a) Carpets and rugs shall be thoroughly clean and free from dust, dirt and other debris.
b) Chair mats shall be clean and flooring around and under mat shall be free of dust and dirt.
c) Floor area under immediate edge of rugs shall be free of dirt and dust.
d) Bare floors around rugs shall be clean. No dirt shall be left in corners, under furniture, behind doors or under radiators.
e) All furniture and equipment moved during the cleaning operation shall be returned to its original location.
f) Any spots that cannot be removed by normal means shall be reported to the Building Representative.
2. FLOOR MAINTENANCE

a) There shall not be any dirt left in corners, behind or under free standing radiators, under furniture or behind doors.
b) There shall not be a film of dust left on the floor due to dry or improperly treated dust mops or sweep cloths.
c) There shall not be any dirt left where sweepings were picked up.
d) There shall not trash or other matter under desks, tables, chairs, bookcases, between file cabinets, behind doors or under free-standing radiators.
e) Furniture and equipment moved during sweeping operations shall be returned to its original location.
Wet Mopping:

a) All mopped areas shall be clean and free from dirt, surface stains, mop streaks and loose mop strands.
b) In wet mopping, the floor shall have been rinsed and excess water removed.
c) Walls, baseboards and other surfaces shall be free of water marks and splashing.
d) Care shall have been taken throughout the mopping operation to prevent liquids from collecting under furniture legs and cabinets.

Spray Buffing:

a) There shall not be any dust or dirt left on the floor after spray buffing.
b) There shall not be any muddying or rippling effect as caused by over-spraying.
c) The floor shall present an overall appearance of cleanliness. Baseboards and equipment shall be free of spray residue.

Scrubbing:

a) All scrubbing operation shall have been performed in such a manner as to properly remove all dirt, wax build-up and stains.
b) Liquid or power cleaners shall be checked to ensure that they shall not damage the floor.
c) All areas, including areas inaccessible to the machine and which are cleaned by means of hand brushes, steel wool and/or mops, shall be clean and free of dirt, water streaks, mop marks and string.
d) The floor shall have been rinsed and mopped or vacuum dried to present an overall appearance of cleanliness.
e) Walls, baseboards and other surfaces shall be free of water marks, splashing and scars from equipment.
f) Terrazzo, marble and ceramic floors shall be refinished after scrubbing.

Waxing & Buffing:

a) The waxed areas shall be free of streaks, mop strand marks, skipped areas and other evidence of improper wax applications.
b) There shall be no heavy accumulation of wax along walls or fixtures.
c) Walls, baseboards, furniture and other surfaces shall be free of wax residue.
d) The finished area shall be buffed to a uniform sheen to eliminate heavy brush marks.
e) The floor shall be clean and bright-looking in corners and under furniture.
f) Baseboards, furniture and equipment shall not be marred or damaged during buffing operations.
g) Furniture and equipment, if moved, shall have been returned to their proper positions.

3. LOBBY, ENTRANCES AND CORRIDOR CLEANING

Sweeping, Mopping, Scrubbing & Vacuuming:

As outlined above
Dusting:

a) Lobby furniture shall be free of dust, finger marks and stains.
b) Baseboards, radiators, grills, window sills and other fixtures shall be free of dust.

Walls:

Walls shall be free of finger marks, smudges and any other dirt spots of any kind.
Glass Doors & Sidelights:

a) There shall be no streaks or unwashed places on glass and the door frame shall be clean.
b) There shall be no water spilled on the floor, sills or stools.

Polishing (where applicable)

Doorknobs, push bars, kick plates, railings, doors and other surfaces shall be clean and polished.
Miscellaneous:

a) Foot grills shall be cleaned as scheduled.
b) Rubber mats shall be clean on both sides.
c) Walk-off mats shall be clean and tidy.
d) Lobby and entrances shall be free of debris at all times.

4. ROOM CLEANING

Trash Removal:

a) All waste paper baskets shall be empty, clean and in place.
b) Trash shall not be left on the floor.
Sweeping & Vacuuming:

As outlined above.
Dusting:

a) There shall not be any dust or dirt on desks or other office furniture.
b) Glass tops on desks shall be clean and free of finger marks and stains.
c) All surfaces free of files, paper, etc. shall be free of dust.
d) All pictures, plaques, etc. that can be reached while standing on the floor shall be free of dust
e) Corners and crevices shall be free of dust.

Spot Cleaning:

Interior walls, door frames, door glass and partition glass to be cleaned of finger marks.

Damp Wiping:

Mirrors and all other glass that can be reached while standing on the floor, shall be clean and free of dust, dirt, streaks and spots.

5. WASHROOM CLEANING & SERVICING

Trash Removal:

a) All towel and garbage receptacles shall be empty and clean and towels replaced.
b) All garbage receptacles shall be emptied and cleaned, both inside and out.
Supplies (Paper & Soap):

All dispensers of supplies shall be clean and filled.
Fixtures:

a) All surfaces of wash basins, flush tanks, toilet seats, bowls, urinals and all exposed piping shall be free of dust, dirt spots, and stains and disinfected with a germicidal solution.
b) Plumbing fixtures shall be free of stains and green mould.

Dispensers, Walls, Stall Partitions, Doors, Shelves, Mirrors, Ledges:

a) All dispensers, shelves, shelf brackets and ledges shall be free of finger marks, dust, dirt and stains.
b) All mirrors shall be free of streaks, water spots, dust, lipstick smudges and should not be cloudy.
c) Walls, stall partitions and doors shall be free of dust, hand marks, lipstick smudges, pencil marks, water streaks, mop marks and fittings should be free of green mould.

Floors:

Floors, especially corners, shall be free of dirt, dust, black marks, and loose paper, mop strings, water and mop marks. Baseboards should be clean. Floor shall have been disinfected.
Sweeping, Mopping, Scrubbing:

As outlined above.


6. STAIRWAY CLEANING

Sweeping & Dusting:

a) Stair landings, steps and all corners of stair treads shall be free of dirt, dust streaks and debris.
b) Stair railings, door molding, ledges, radiators, window sills and grills shall be free of dust.
Cleaning, Polishing & Wall Spotting:

a) Glass, wood and metal surfaces shall be clean and free of any smudges, finger marks and dirt.
b) Handrails, doorknobs and other surfaces shall be clean and polished (where applicable).
c) Walls up to a standing height shall be free of finger marks and other dirt spots of any kind.

[bookmark: Scope_of_Work,_Location_&_Frequency]Location & Frequency
BELLEDUNE VILLAGE HALL – 2471 Main St.

Building Representative – Scott Ferguson
Janitorial services can be provided after regular hours of operation between the hours of 4:00 p.m. and 8:00 a.m. Sunday to Friday, except as otherwise identified.
Number of Staff – 5
Number of Visitors – 150/week (Town Hall)

	
VILLAGE HALL
	Twice Times per Week
	   Once Weekly
	Twice per Year
	
Annually

	WASHROOMS

	Clean and disinfect toilets, urinals, sinks, counters and mirrors
	
	
	
	

	Damp mop floors
	
	
	
	

	Replenish paper towels in staff washroom
	
	
	
	

	Wash down walls, partitions and fittings
	
	
	
	

	Refill all empty dispensers
	As Required

	Washrooms include the following:
· Public washrooms across from the power lifting club.
· Public washrooms near gymnasium.
· Washrooms across from council chambers.
· Washroom in staff lounge
	

	FLOORS 

	Dust mop
	
	
	
	

	Damp mop and spot clean stains and high traffic areas. To Include:
Reception hallway, Tenant hallway, Public hallway, Administration hallway, Administration area and offices, staff lunch room
	
	
	
	

	Vacuum Carpets as necessary to include the two main North entrances, one West entrance,
One South entrance. Winter months will require extra carpets and runners to be cleaned
	
	
	
	

	Vacuum ALL Carpeted areas
	
	
	
	

	Steam Clean Carpets1
	
	
	
	

	Clean Floor Runners as necessary
	
	
	
	

	Empty all waste baskets 
	
	
	
	

	Disinfect all door handles and panic bars
	
	
	
	

	Disinfect desks and countertops in administration area and offices.
	
	
	
	

	WASTE RECEPTACLES

	Empty & Dispose of Waste
	
	
	
	

	ENTRANCE LOBBY

	Remove fingerprints & clean entrance doors & vestibule glass.
	

	
	
	



	
VILLAGE HALL 
	Twice Times per Week
	Once weekly
	Twice per Year
	
Annually

	KITCHEN AREAS

	Clean tables, counter tops, sinks, fixtures and microwaves.
	
	
	
	

	Clean & disinfect the exterior of cupboards, and thoroughly clean stoves, dishwashers and refrigerators.1
	
	
	

	

	WINDOWS & DOORS

	Thoroughly clean and polish all metal handles & kick plates on all doors.
	
	
	
	

	Clean all windows; dust all window ledges
	
	
	
	

	Dust blinds
	
	
	
	

	Clean all interior glass doors and glass walls
	
	
	
	

	Clean all interior windows1
	
	
	
	

	Clean all exterior windows1
	
	
	
	

	Spot clean interior & exterior windows on as needed basis.
	As Required

	WALLS & CEILINGS

	Spot clean for fingerprints/smudges
	
	
	
	

	Dust pictures and frames
	
	
	
	

	Dust ledges, moldings, baseboards
	
	
	
	

	Keep baseboards free of mop streaks
	
	
	
	

	Ceilings and corners should be kept free of cobwebs
	
	
	
	

	Clean and dust air vents and air returns
	
	
	
	

	OFFICE AREAS

	Clean all surface areas that are free of paper
	
	
	
	

	Dust and clean equipment
	
	
	
	

	



	Council Chambers & Conference Board Room 
	Twice per Week
	Twice per Month
	Once per Month
	
Annually

	Dust and clean equipment
	
	
	
	

	Vacuum & damp mop floors
	
	
	
	

	Wash all baseboards and window sills
	
	
	
	

	MISCELLANEOUS

	Steam clean all chairs in Council Chamber 
	
	
	
	

	Steam clean all chairs in meeting rooms1
	
	
	
	

	Steam clean all office chairs1
	
	
	
	

	Disinfect all desks and chairs
	
	
	
	

	Remove and clean all light covers, fixtures and pot lights
	
	
	
	

	Clean refrigerator
	
	
	
	

	Clean windows in staff room
	
	
	
	

	Spot clean/wash all marks or dirt on interior walls.
	
	
	
	

	Wash all exterior windows
	
	
	
	

	Wash all interior walls
	
	
	
	


1) All large semi-annual and annual cleaning shall be scheduled in advance with the building representative and shall be performed outside regular working hours.
2) Garbage to be disposed in appropriate waste containers.

RECREATION & CULTURAL CENTRE – OFFICE & PROGRAM AREA – 2404 Main Street

Building Representative – Scott Ferguson
Important: Additionally it will be the responsibility of the successful bidder to open and close the Centre for special occasions that occur after regular business hours and on weekends. This responsibility will form part of the contract and will not incur any additional costs to the Village.


	
OFFICE & PROGRAM AREA
	Two Times per Week
	Once per Month
	Twice per Year
	
Annually

	WASHROOMS

	Clean and disinfect toilets, urinals, sinks, counters and mirrors
	
	
	
	

	Damp mop floors
	
	
	
	

	Wash down walls, partitions and fittings
	
	
	
	

	Refill empty dispensers
	As Required

	FLOORS & STAIRCASES

	Dust mop
	
	
	
	

	Damp mop and spot clean stains and high traffic areas
	
	
	
	

	Spot Vacuum Carpets as necessary
	
	
	
	

	Vacuum ALL Carpeted areas
	
	
	
	

	Steam Clean Carpets1
	
	
	
	

	Clean Floor Runners as necessary
	
	
	
	

	WASTE RECEPTACLES

	Empty & Dispose of Waste
	
	
	
	

	ENTRANCE LOBBY

	Remove fingerprints & clean entrance doors & vestibule glass.
	
	
	
	

	Vacuum Mats
	
	
	
	

	Spot Clean all cubicles as necessary
	
	
	
	

	
	
	
	
	




	
OFFICE & PROGRAM AREA
	Twice  per Week
	Twice per Month
	Twice per Year
	
Annually

	KITCHEN AREAS

	Clean tables, counter tops, sinks, fixtures and microwaves.
	
	
	
	

	Clean & disinfect the exterior of cupboards, and thoroughly clean stove and refrigerators.1
	
	
	

	

	WINDOWS & DOORS

	Thoroughly clean, disinfect and polish all metal handles & kick plates on all doors.
	
	
	
	

	Clean all windows; dust all window ledges
	
	
	
	

	Dust blinds
	
	
	
	

	Clean all interior glass doors and glass walls
	
	
	
	

	Clean all interior windows1
	
	
	
	

	Clean all exterior windows1
	
	
	
	

	Spot clean interior & exterior windows on as needed basis.
	As Required

	WALLS & CEILINGS

	Spot clean for fingerprints/smudges
	
	
	
	

	Dust pictures and frames
	
	
	
	

	Dust ledges, moldings, baseboards
	
	
	
	

	Keep baseboards free of mop streaks
	
	
	
	

	Ceilings and corners should be kept free of cobwebs
	
	
	
	

	Clean and dust air vents and air returns1
	
	
	
	

	Clean and dust fans and light fixtures1,2
	
	
	
	

	OFFICE AREAS

	Clean and disinfect all surface areas that are free of paper
	
	
	
	

	Dust and clean equipment
	
	
	
	

	MISCELLANEOUS

	Steam clean all chairs in meeting rooms1
	
	
	
	

	Steam clean all office chairs1
	
	
	
	




Building square footage (approximate) and flooring:



	Location
	Square Footage
	Types of Flooring

	Village Hall
	11,445
	carpet, ceramic tile & concrete

	Recreation & Cultural Centre
	11,825
	carpet & ceramic tile




3.	Mandatory Requirements


	Requirement
	Supplier
Response

	Ability to Provide Deliverables

The Bidder has carefully examined the complete RFP documentation RFP and has a clear and comprehensive knowledge of the Deliverables required under the RFP. The proponent represents and warrants its ability to provide the Deliverables required under the RFP in accordance with the requirements of the RFP and for the Pricing set out in the response.
	

Yes No

	Disclosure of Information

The Bidder hereby agrees that any information provided in this proposal, even if it is identified as being supplied in confidence, may be disclosed where required by law or if required by order of a court or tribunal. The proponent hereby consents to the disclosure, on a confidential basis, of this proposal by the Village to the Village’s employees and advisers retained for the purpose of evaluating or participating in the evaluation of this proposal.
	

Yes No

	Pre-Bid Meeting & Site Visits

The Bidder has attended the mandatory pre-bid meeting along with the pre-bid site visit of each facility.
	
Yes No

	Work Experience

Project team has completed other municipal projects of this nature.
	Yes No

	Checklist Reports
Bidders are advised that they will be required to complete a checklist of work completed for each facility.  Completed checklist must accompany all bi-monthly invoices

	Yes
No

	Insurance

The successful Bidder shall be required to provide proof of Commercial General Liability (CGL) Insurance listing the Village as “Additional Insured”, and Automobile Liability Insurance (for all owned and non-owned vehicles), each in a minimum amount of two million dollars ($2,000,000) for each claim, which shall indemnify and save harmless the Village from all suits and actions for damages and costs to which the Town may be put by reason of injury to or death of persons and damage to property resulting from negligence, carelessness or any other circumstances caused by the Consultant which may arise in the performance of this work.
	

Yes No



	In addition, the successful Bidder will carry Professional Liability Insurance in the amount of not less than Two Million Dollars ($2,000,000) per occurrence.

Proof of Insurances shall be provided to the Village prior to the commencement of the Contract. Such proof shall contain assurances that the policy cannot be cancelled during the term of the Contract. Written notification of any cancellation or changes in the Insurance Policy, Insurance Company, etc. must be given to the Village in writing, thirty
(30) days prior to the date the change will take effect.

Insurance contracts shall be procured from a Canadian based Insurance Company licensed to do business in the Province of New Brunswick. Any and all claims shall be settled in Canadian Funds and must be stated on the policy. All insurances shall remain in effect until completion of the contract.
	

	Workers Health & Safety

The Workers Compensation Act of New Brunswick requires employers who employ three
(3) or more workers at any one time to register with WorkSafe NB. Therefore, if you employ three (3) or more workers, as stipulated under this Act, you are required to provide this office with a certificate which verifies registration in accordance with the Act (Regulation 82-13) under the Workers Compensation Act. If your company is exempt under the Act, please provide the Village with a letter stating that your company is exempt under the Act.

The Occupational Health and Safety Act defines the minimum acceptable standard for health and safety to which the employers must comply. A copy of the Act and the Regulations can be obtained by contacting WorkSafe NB (Regulation 91-191). The Village  requires that these minimum standards be respected.
	

Yes No

	Criminal Records Check

All individuals utilized by the Village will require a clear criminal records check for the country of residency (equivalent to CPIC in Canada), performed at a national level within the past 6 months.
	
Yes No



4.	Evaluation Criteria - Graded Requirements

Each response to this Request for Proposal shall be evaluated by the Village based on the following criteria:

	Graded Criteria
	Percentage
Breakdown

	List of references
	10%

	Response Time for urgent clean ups
	25%

	Company Profile and Prior Work Experience
	25%

	Equipment, janitorial supplies and cleaning products
	20%

	Price
	20%


5.	Graded Requirements and Proponent Response


Proponents are requested to respond to the Graded Requirements using the information, table format and numbering sequence provided below. The completed information can then be attached or inserted into your response submission.

All additional information relevant to the RFP response (attachments or appendices) should be contained in the Graded Requirements and Proponent Response section of your proposal. This section should also include a header or footer containing your company name, RFP #, RFP Name and page numbers. If the answer to a Requirement contains information found in an attachment or appendix within your response, please reference the corresponding attachment/appendix name and page number.


	Graded Requirements
	Proponent Response

	Section 1: Client References (10%)

	Please provide a list of 3 references including; name of organization, contact name and address.
	
Please provide answer in Schedule B

	Section 2: Response Time for urgent clean ups (25%)

	Please provide a time frame for urgent clean ups.
	



	Company Profile and Experience (25%)

	Please provide a description of your company’s business history, number of years in operation, experience, membership / affiliation with professional associations which promote ethical principles and practices, number of personnel employed, and any notable awards or recognition achieved by the firm.
	

Please provide answer in Schedule C or attach to Schedule C

	
Equipment, janitorial supplies and cleaning products (20%)

	Please provide the list of equipment, janitorial supplies and cleaning products that will be used at each facility.
	
Please provide answer in Schedule D

	
Price (20%)

	Please provide a list of pricing for each facility along with separate pricing for the hourly rate for additional/emergency services as per Appendix C.
	
Please provide answer in Appendix C





	Schedule B
	
	

	
References
	
	

	Name of Organization
	Contact Name
	Address

	
	
	

	
	
	

	
	
	



















Schedule C: Company Profile & Experience
Answer:



Schedule D


Equipment, janitorial supplies and cleaning products

	Equipment

	Equipment Name
	Equipment Use
	Location of Use

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






Janitorial Checklist
BELLEDUNE VILLAGE HALL – 2471 Main St.

Janitorial services can be provided after regular hours of operation between the hours of 4:00 p.m. and 8:00 a.m. Sunday to Friday, except as otherwise identified.
Note: Checklist are to be completed on the schedule attached and must accompany bi-weekly invoices.

	
VILLAGE HALL
	Twice Times per Week
	   Once Weekly
	Twice per Year
	
Annually

	WASHROOMS

	Clean and disinfect toilets, urinals, sinks, counters and mirrors
	
	
	
	

	Damp mop floors
	
	
	
	

	Replenish paper towels in staff washroom
	
	
	
	

	Wash down walls, partitions and fittings
	
	
	
	

	Refill all empty dispensers
	As Required

	Washrooms include the following:
· Public washrooms across from the power lifting club.
· Public washrooms near gymnasium.
· Washrooms across from council chambers.
· Washroom in staff lounge
	

	FLOORS 

	Dust mop
	
	
	
	

	Damp mop and spot clean stains and high traffic areas. To Include:
Reception hallway, Tenant hallway, Public hallway, Administration hallway, Administration area and offices, staff lunch room
	
	
	
	

	Vacuum Carpets as necessary to include the two main North entrances, one West entrance,
One South entrance. Winter months will require extra carpets and runners to be cleaned
	
	
	
	

	Vacuum ALL Carpeted areas
	
	
	
	

	Steam Clean Carpets1
	
	
	
	

	Clean Floor Runners as necessary
	
	
	
	

	Empty all waste baskets 
	
	
	
	

	Disinfect all door handles and panic bars
	
	
	
	

	Disinfect desks and countertops in administration area and offices.
	
	
	
	

	WASTE RECEPTACLES

	Empty & Dispose of Waste
	
	
	
	

	ENTRANCE LOBBY

	Remove fingerprints & clean entrance doors & vestibule glass.
	

	
	
	



	
VILLAGE HALL 
	Twice Times per Week
	Once weekly
	Twice per Year
	
Annually

	KITCHEN AREAS

	Clean tables, counter tops, sinks, fixtures and microwaves.
	
	
	
	

	Clean & disinfect the exterior of cupboards, and thoroughly clean stoves, dishwashers and refrigerators.1
	
	
	

	

	WINDOWS & DOORS

	Thoroughly clean and polish all metal handles & kick plates on all doors.
	
	
	
	

	Clean all windows; dust all window ledges
	
	
	
	

	Dust blinds
	
	
	
	

	Clean all interior glass doors and glass walls
	
	
	
	

	Clean all interior windows1
	
	
	
	

	Clean all exterior windows1
	
	
	
	

	Spot clean interior & exterior windows on as needed basis.
	As Required

	WALLS & CEILINGS

	Spot clean for fingerprints/smudges
	
	
	
	

	Dust pictures and frames
	
	
	
	

	Dust ledges, moldings, baseboards
	
	
	
	

	Keep baseboards free of mop streaks
	
	
	
	

	Ceilings and corners should be kept free of cobwebs
	
	
	
	

	Clean and dust air vents and air returns
	
	
	
	

	OFFICE AREAS

	Clean all surface areas that are free of paper
	
	
	
	

	Dust and clean equipment
	
	
	
	

	



	Council Chambers & Conference Board Room 
	Twice per Week
	Twice per Month
	Once per Month
	
Annually

	Dust and clean equipment
	
	
	
	

	Vacuum & damp mop floors
	
	
	
	

	Wash all baseboards and window sills
	
	
	
	

	MISCELLANEOUS

	Steam clean all chairs in Council Chamber 
	
	
	
	

	Steam clean all chairs in meeting rooms1
	
	
	
	

	Steam clean all office chairs1
	
	
	
	

	Disinfect all desks and chairs
	
	
	
	

	Remove and clean all light covers, fixtures and pot lights
	
	
	
	

	Clean refrigerator
	
	
	
	

	Clean windows in staff room
	
	
	
	

	Spot clean/wash all marks or dirt on interior walls.
	
	
	
	

	Wash all exterior windows
	
	
	
	

	Wash all interior walls
	
	
	
	




Janitorial Checklist
RECREATION & CULTURAL CENTRE – OFFICE & PROGRAM AREA – 2404 Main Street

Note: Checklist are to be completed on the schedule attached and must accompany bi-weekly invoices.

	
OFFICE & PROGRAM AREA
	Two Times per Week
	Once per Month
	Twice per Year
	
Annually

	WASHROOMS

	Clean and disinfect toilets, urinals, sinks, counters and mirrors
	
	
	
	

	Damp mop floors
	
	
	
	

	Wash down walls, partitions and fittings
	
	
	
	

	Refill empty dispensers
	

	FLOORS & STAIRCASES

	Dust mop
	
	
	
	

	Damp mop and spot clean stains and high traffic areas
	
	
	
	

	Spot Vacuum Carpets as necessary
	
	
	
	

	Vacuum ALL Carpeted areas
	
	
	
	

	Steam Clean Carpets1
	
	
	
	

	Clean Floor Runners as necessary
	
	
	
	

	WASTE RECEPTACLES

	Empty & Dispose of Waste
	
	
	
	

	ENTRANCE LOBBY

	Remove fingerprints & clean entrance doors & vestibule glass.
	
	
	
	

	Vacuum Mats
	
	
	
	

	Spot Clean all cubicles as necessary
	
	
	
	




	
OFFICE & PROGRAM AREA
	Twice  per Week
	Twice per Month
	Twice per Year
	
Annually

	KITCHEN AREAS

	Clean tables, counter tops, sinks, fixtures and microwaves.
	
	
	
	

	Clean & disinfect the exterior of cupboards, and thoroughly clean stove and refrigerators.1
	
	
	
	

	WINDOWS & DOORS

	Thoroughly clean, disinfect and polish all metal handles & kick plates on all doors.
	
	
	
	

	Clean all windows; dust all window ledges
	
	
	
	

	Dust blinds
	
	
	
	

	Clean all interior glass doors and glass walls
	
	
	
	

	Clean all interior windows1
	
	
	
	

	Clean all exterior windows1
	
	
	
	

	Spot clean interior & exterior windows on as needed basis.
	As Required

	WALLS & CEILINGS

	Spot clean for fingerprints/smudges
	
	
	
	

	Dust pictures and frames
	
	
	
	

	Dust ledges, moldings, baseboards
	
	
	
	

	Keep baseboards free of mop streaks
	
	
	
	

	Ceilings and corners should be kept free of cobwebs
	
	
	
	

	Clean and dust air vents and air returns1
	
	
	
	

	Clean and dust fans and light fixtures1,2
	
	
	
	

	OFFICE AREAS

	Clean and disinfect all surface areas that are free of paper
	
	
	
	

	Dust and clean equipment
	
	
	
	

	MISCELLANEOUS

	Steam clean all chairs in meeting rooms1
	
	
	
	

	Steam clean all office chairs1
	
	
	
	



image1.wmf


