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1. Office, Classroom and Vocational Furniture

2. A Card-Based Fleet Management Service for Fuel, Qil,
Lubricants and Maintenance Services

3. Hand and Power Tools
4. Janitorial Services

5. Security Systems Monitoring Service and Security
Personnel

6. Instructional and Classroom Equipment, Supplies
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Location/ Mail Address:

Directions:

RFP 2004-012

Cooperative Educationa Services
4216 Balloon Park Road NE
Albuguerque, NM 87109-5801

In Albuquerque, take 1-25 North. Take Exit 229,
Jefferson and proceed 4/10" of a mile west. Turn left
on Balloon Park Road NE. The CES offices will be the
third building on the left. The office manager will
receive proposals.
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RFP Contents Overview

I.  Instruction to Offerors
I1.  Scope of Work and Specifications
1. Conditions Leading to and Including Contract Award

IV. Proposa Forms

Note: The RFP has been divided into four (4) sections.

Section | Outlines the RFP; indicates how to prepare a response; and states the
General Terms and Conditions.

Section Il Lists the various commodity titles and, for each, states the Special Terms
and Conditions, the Scope of Work and Required Additional Responses.

Section 1l Indicates how the proposals will be evaluated and how the awards will be
made.

Section IV Incorporates the forms used in the proposal response.
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L egal Advertisement

ADVERTISEMENT FOR PROPOSAL

Cooperative Educational Services, 4216 Balloon Park Road NE, Albuquerque, NM 87109, will
receive sealed proposals until 1:30 p.m. local time, May 14, 2004, for: 1. Office, Classroom and
Vocationa Furniture; 2. A Card-Based Fleet Management Service for Fuel, Qil, Lubricants and
Maintenance Services; 3. Hand and Power Tools; 4. Janitorial Services; 5. Security Systems
Monitoring Service and Security Personnel; and 6. Instructional and Classroom Equipment,
Supplies and Materials.

All proposals must be submitted in a sealed envelope marked “SEALED PROPOSAL — RFP
2004-012" on the front of the envelope. A list of qualifications and specifications, instructions to
bidders and bid forms can be obtained upon request by fax (505-344-9343), mail, e-mail
(bids@nmedu.org) or by telephone (505 344-5470) from 8:30 am. to 4:30 p.m., Monday-Friday,
except holidays.

Cooperative Educational Services reserves the express right to accept or reject any or al bids.

/sl Max Luft,
Executive Director

PUBLISH:  Sunday, April 4, 2004
Sunday, April 11, 2004

The Albuguerque Journal
Farmington Daily News
Las Cruces Sun

Roswell Daily Record

The Santa Fe New Mexican
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SECTION | INSTRUCTIONS TO OFFERORS

A.

INTRODUCTION

Parties to the Joint Powers Agreement to Establish an Educational Cooperative through its
administering agency, Cooperative Educational Services (CES), invites experienced vendors
to submit proposals in accordance with the outlines and specifications contained herein.
Proposals are requested from qualified respondents to provide products and services for one
or more member education ingtitutions in the state. Selection for award will go to the
responsive offeror whose proposal is most advantageous to CES. The method by which the
offeror will be selected is detailed further in the evaluation section.

EXAMINATION OF DOCUMENTS

Offeror will carefully examine the Request for Proposals, which includes Instructions to
Offerors, Scope of Work and Specifications, Conditions Leading To and Including Contract
Award and Proposal Forms.

QUESTIONS

Submit all questions about the Request for Proposals (RFP) in writing to Cooperative
Educational Services, Max Luft, Executive Director. Replies will be made via the website
(www.nmedu.or g//ced/jobrfp/rfprfb_lst.asp) as addenda and will become part of the
proposal documents. Those not having access to the Internet may call CES either to
determine if addenda have been issued or to request to CES by phone or fax that copies of the
addenda be mailed. Questions received less than seven (7) days prior to proposal due date
will not be arswered.

PROPOSAL SUBMISSION

1. Preparation of the Proposal
a. Proposaswill be submitted on either unaltered proposal forms furnished by CES or a
reasonable facsimile thereof. Telegraphic offers, electronic mailgrams or facsimile
machine offers will not be considered.

b. The Offer, Acceptance of Offer and Contract Award document must be submitted
with original ink signature by the person authorized to sign the same. If a company
or corporation submits the proposal, an official or duly authorized agent will sgn the
proposal. Powers of Attorney, which authorize agents or others to sign proposal,
must be properly certified by resolution of the board of directors, attested to by the
secretary of the corporation, and attached to the proposal. Mistakes can be corrected
prior to opening but shall be initialed by the person signing the proposal. Corrections
and modifications received after the opening time will not be accepted.

In case of an error in extension of pricesin the offer, unit prices will govern.

Periods of time stated as a number of days will be in calendar days, not business days.

e. It is the responsibility of al offerors to examine the entire RFP package and seek
clarification of any item or requirement that may not be clear, and to check al
responses for accuracy before submitting an offer. Negligence in preparing an offer
confers no right of withdrawal after due time and date.

f. The offeror’s ability to follow the proposal preparation instructions set forth in this
solicitation will also be considered to be an indicator of the offeror’ s ability to follow
instructions, should they receive an award as a result of this solicitation. Any contract

oo
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between CES and a vendor requires the delivery of information and data. The quality
of organization and writing reflected in the proposal will be considered to be an
indication of the quality of organization and writing which would be prevalent, if a
contract is awarded. As a result, the proposal will be evaluated as a sample of data
submission. Subjective judgment on the part of CES evaluators is implicit in this
process.

. Format of the Proposal

a

One (1) original of the proposal will be submitted on the forms and in the format
contained in the RFP. If you choose to extend your offer to schools in Colorado
and/or Texas (see Section Il H. and 1.), include an additional original proposal, with
original signatures for each state selected. The proposa will contain al descriptive
literature, specifications, samples, etc. All proposals will be submitted in three-ring
binders.

The forms as contained in and format as requested in the RFP will be used. Offerors
can reproduce the forms and retype the information but al of the required information
must be presented in the order requested. All proposals must be completed in ink, on
a computer or typewritten. Forms can be filled in by hand, but must be printed.

In preparing a proposal, a vendor must present a point-by-point response to each
relevant term, special consideration, or specification. A response that says “See
Appendix,” “Acknowledge,” or “Understood” is not acceptable and may be sufficient
to render the proposal as nonresponsive. Usually, on aterm or condition, either the
word “Accept” is appropriate or the word “Exception” with a clarification. Should
the offeror take any “exceptions’ to this RFP, a summary of those items must be
included in the response to be considered valid. Exceptions can be accepted,
negotiated, or rejected by CES.

. Contents of the Proposal

In order to insurethat every proposal receives a fair evaluation, it is required that
each offeror organizeits proposal in the following manner:

Step One: Obtain athree-ring binder and a set of 10 index dividers.
Step Two: Prepare your Table of Contents with the tabs in this order:

Tab 1: The Offer
= Signed Offer (page 100)
= The RFP Affidavit, notarized signature required (page
101)
= Offerors Declaration Form (page 98)
Tab 2: Introduction
= Executive Summary (a one page description of what
you are proposing on this contract)
Tab 3: General Terms and Conditions
= Terms and Conditions (copy of each page in order)
= Acceptance of Terms and Conditions (first line must be
signed RFP page 100)
Tab 4: Vendor Qualifications
= Answersto Questions & (pages 8 - 10)
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Tab 5: Category
= Acceptance of Categorical Terms and Conditions
* Include a copy of the Categorical Terms and Conditions
page(s) only for your category
» Required Categorical Responses for your category
(written response to every part)
Tab 6: Cost Quotation
= Pricesfor category
= Additional price information, price sheets from RFP
Tab 7: Required Forms
= Offeror’s Support for CES Prices (page 105)
=  Questionnaire for Offeror (pages 106)
= Support and Maintenance Plans (page 104)
= Manufacturer’s Representative Form (page 108)
Tab 8: Additiona Information
= Additional information that you wish to include
= Additional support pages requested in each specific
category
Tab 9: Submission Check-off Form
= Make certain everything is included, and then sign form

(page 111)
Tab 10: Literature, dicks, samples and supporting printed material

Step Three:  Go to the last page of this RFP and prepare the Submission Check-off
Form. Sign it and place it after Tab 9. Send your proposa to CES so
that it arrives on or before Friday, May 14, 2004, at 1:30 p.m. local
time,

Proposals must be submitted in a sealed envelope/package with the
proposal number, date and time of proposal opening clearly
mar ked on the outside.

Step Four: Before you seal your proposal, ask yourself this question, “Did | really
give my best prices to the schools?” Be sure the Offer is signed and
that all forms are enclosed. After verifying this has been done, make a
copy of the proposal for yourself. Submit your proposal to CES.

4. Vendor Qualifications

All proposals must contain answers or responses to the 10 items listed below. Any
offeror failing to answer these questions completely may be considered non-responsive.
Please arrange your responses by placing them after Tab 4. One essentia part of the
evaluation process is for the evaluators to have information about the company being
evauated. For the evaluators to know if the proposal being read is within the capability
of the offeror, factual information about the offeror is vital. After the evaluation process
is finished and a contract is awarded, the information may be provided to the CES
members considering the purchase. This is your opportunity to present your company to
those interested evaluators or, if awarded, member staff.
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Write a brief history of your company that includes its philosophy of doing business.
Generally, CES will not accept an offer from a business less than three (3) years old
or which has failed to establish a proven record of business. If the offeror has
recently purchased an established business or has proof of prior success in this
business or a closely related business, please provide written verification. CES
reserves the right to accept or regect newly formed companies solely based on
information provided in this response and from its own investigation of the company.
Since any contract awarded by CES is a recommendation to members to do business
with the vendor, organizations with little or no demonstrated ability to perform may
be placing members at risk.

. Where are the headquarters of the company located? Provide address, city, and state,
and if there are branch offices in New Mexico please also supply those. How long
has your company provided these services/products in New Mexico? If you are
offering after-sales services to CES members, what are the qualifications of your
service staff? Provide the name, title, qualifications and experience of the key people
who will support this contract. Describe your service facilities in terms of square
feet, service equipment, number of technicians, inventory in stock, and service
response time.

. Almost every business has professional organizations and associations that provide
standards and/or produce evaluations/comparisons for sales use and for other
competitive purposes. Have any of the products/services you are offering received an
evaluation by any of these groups, and have they issued a report of their findings or
any awards or nominations for excellence? Will the products you offer in this
contract meet or exceed industry standards if submitted for evaluation? If so, please
submit copies of the reports and a written narrative describing the standards and/or
awards your products/services or company has received. Also, place copies of
articles, sales dicks, catalogs, news clippings, or news bulletins that describe these
awards and standards after Tab 10.

. Vendors for products and services offered on this contract must be factory authorized
dealers, distributors or agents with the ability to offer products and services in New
Mexico. Include written evidence of factory authorization, either by letter from the
manufacturer stating the terms, conditions and authority to speak for him/her/them, or
by a copy of your franchise/contractual agreement. If you are a manufacturer,
describe who, from where, if or how, you will provide and support your dealer
network with this contract, or if you will sell directly to CES.

. A major problem often facing companies awarded a CES contract is rapid growth
followed by cash flow difficulties. For purposes of evaluation, attach a letter from
your financia ingtitution that indicates the line of credit available to you. This letter
does not need to identify a dollar amount. Instead, a credit range should be indicated.
(For example, “credit in the low six figures’ or “a credit line exceeding five figures.”)
Will you assign payments to financial institutions? If so, please name any financial
ingtitutions that you may use for assignments or for factoring. If you enter into any
assignmert agreements, will you sign a notarized power of attorney that grants the
company receiving the assignment the right to endorse payments from CES? Please
attach a sample assignment or factoring agreement with your proposal if you intend to
use these finarcial services. The fact that a company uses these services will not
reflect on the credit stature of the CES vendor. Since CES requires a 45 day term
rather than the more traditional 30 days, such payment arrangements may be

necessary.
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f. Describe your company’s policies and procedures in regards to complying with the
New Mexico State mandated security and background checks for individuals working
and providing services within public school buildings. Please provide a sample of the
type of background check that you are willing to perform for these purposes.

0. Unfortunately, the United States of America is now a very litigious society. Provide
with this RFP, a certificate of verification of insurance listing minimum and
maximum coverage for liability, vehicle and property damage. CES is not asking you
to acquire additional or special insurance for this contract. CES needs proof that you
are insured. Before any work can commence, you must provide a certificate that
names CES as a certificate holder. Normally, this is a free service provided by an
insurance company.

h. CES is the administrative agency of the Joint Powers Agreement to Establish an
Educational Cooperative. Its members are the public educationa institutions in New
Mexico. Our sole purpose is to support these ingtitutions in their day-to-day
procurement. Describe in writing your ability, willingness and means to sell, deliver
and provide support to the educational agencies in New Mexico. No offeror will be
denied a contract simply because sales are limited to New Mexico. However, CES
will not enter into a contract with a vendor who has an existing contract that would be
more advantageous than a CES contract to sell/provide goods/services to New
Mexico agencies. Do you currently have or plan to have such state contracts, that is,
SPD with the State Procurement Division? If so, why do you wish to secure a CES
contract, and how would the CES contract be more advantageous in pricing or other
services over other cooperative contracts?

i. It has been CES experience that a gap exists between the management (those who
respond to RFP's) and sales staff (those who contact the schools and political
subdivisions) which results in problems. Will your sales staff sell a product or
service to a CES rmember that it knows will not meet the member’s needs? What
training does your sales staff have that gives you confidence in their ability to serve
the needs identified in RFP 2004-012? Name your key sales people who will be
assigned this contract; provide a brief description of each person’s qualifications that
includes title, work experience, educational background and related skills.

J. Although CES is not required to base an award strictly on the lowest price, any time
one vendor charges more than another for a product or service, justification is needed.
Every CES contract must be for the public good, not for the benefit of a vendor.
Having said that however, CES is totally committed to two basics in the American
way of business, profit and competition. Please provide, in writing, reasons why your
products and goods are worth the prices or fees you are charging. Is there “added
value” received by the customer when purchasing through you rather than a
competitor, or is your mgor benefit price alone?

E. LISTING OF GENERAL TERMS AND CONDITIONS:

For the purposes of this REQUEST FOR PROPOSALS, the following terms shall be
defined as indicated below.

Acceptable Quality Level (AQL): CES expects that manufacturers in today’ s competitive

market strive for zero (0) defects per hundred (100) units. The AQL for this contract is zero
(O) defects per hundred (100) units. If the quality level falls below three (3) defective units
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per hundred delivered/installed, CES reserves the right to cancel the contract following the
procedures described in this RFP (caveat venditor).

Acceptance of Delivered Services. CES will be the sole determining judge of whether
materials and services delivered under the contract satisfy the requirements as identified in
the contract order.

Accounts Payable: Vendor agrees not to contact the accounts payable department, business
manager, or superintendent of a school or agency which owes CES payment for a product or
service delivered to the school or agercy by the contractor as a result of a contract through
this RFP, unless CES has specifically requested assistance in collecting a past due payment.

Advertising: Vendor will not advertise or publish information concerning this contract prior
to the award being announced by CES. Once the award is made, CES encourages the vendor
to advertise to CES members that products/services are available.

Amendment of Offer: An offer can be amended up to the time of opening by submitting a
sealed |etter to the place indicated on the front of the response to this RFP.

Announcement of Successful Vendors: Sdection will be made via written communication
to successful offerors.

Applicable Law: This contract will be governed by the laws of the State of New Mexico,
both as to interpretation and performance. Suits pertaining to this contract can be brought
only in courts in the State of New Mexico. Offerors doing business with CES must be in
compliance with the Federa Civil Rights Acts of 1964 and Title VII of that Act, Rev. 1979.
All work under this contract will be done in strict accordance with the most recent edition of
any relevant regulation, standard, document or code that relate to these laws. Where conflict
among the requirements or with these specifications exists, the most stringent requirement
will be used.

Arbitration: This contract is subject to arbitration to the extent required by the New Mexico
Procurement Code.

Assignment: No right or interest in this contract will be assigned or transferred by the
offeror without prior written permission by CES, and no delegation of any duty of the offeror
will be made without prior written permission by CES. CES will not unreasonably withhold
approval and will notify the contractor within 15 days of receipt of written notice by the
contractor.

Audit Rights: In accordance with applicable New Mexico law, the contractor’s books and
records related to this contract may be audited at a reasonable time and place.

Authority: This RFP, as well as any resultant agreement, is issued under the New Mexico
Procurement Code, CES Board Policies and CES Procurement Guidelines.

Awarding of Contract: CES reserves the right to make multiple awards, to award the entire
contract to one responsible offeror, or to reject one or all proposals. A response to the RFP is
an offer to contract with CES based upon the terms, conditions, scope of work and
RFP 2004-012 Page 11 of 111 Due Date: May 14, 2004



specifications contained in this request for proposa. An RFP does not become a contract
unless, and until, CES signs the Acceptance of Offer and Contract Award document,
eliminating the need for aformal signing of a separate contract.

Best and Final Offer: After initial receipt of proposals, CES reserves the right to conduct
discussions with responsible offerors who submit responsive proposals.

Billing: All invoices will be from the contractor to CES and will list the purchase order
number(s) issued by CES and CES member on the invoice. The vendor will not invoice a
member directly. CES will invoice the member with payment to be nade to CES. The
vendor will not accept a purchase order from a member or other procurement unit based on
this contract.

Brand Names. The use of the name of a manufacturer, brand name or catalog number does
not restrict the offer. Brand names are used b indicate the character, quality, and/or
performance equivalence of the commodity on which proposals are submitted. However,
CES reserves the right to decide if aternatives to the identified manufacturer and brand are,
in fact, equal to that described in the proposal.

Bribes, Gratuities and Kickbacks: Sections 13-1-191 and 13-1-198 Procurement Code,
NMSA, 1978 prohibits bribes, gratuities and kickbacks, and provides for criminal
prosecution for the violation thereof.

Cancellation: CES can, by written notice stating the extent and effective date, cancel the
contract issued as a result of this RFP for convenience in whole or in part, at any time. CES
shall pay offeror as full compensation for performance until such termination as follows:

1. Theunit or pro-rata order price for the delivered and accepted portion; and

2. A reasonable amount, not otherwise recoverable from other sources by offeror as
approved by CES with respect to the undelivered or unaccepted portion of the
service; provided compensation shell in no event exceed the total contract price.

CES reserves the right to cancel in whole or any part of the contract due to the failure of the
contractor to carry out any obligation, term or condition of the contract. CES may issue
written notice to the vendor for acting or failing to act under the following conditions.

1. The vendor provides material that does not meet the specifications of the contract.

2. The vendor falls to complete the services set forth in the specifications of the
contract.

3. The vendor fails to complete the work required or to furnish the materials required
within the specified time.

4. The vendor fails to make progress in the performance of the contract and/or gives
CES cause to believe that the vendor will not or cannot perform the requirements of
the contract.

5. The vendor fails to observe any or al the terms and conditions of the contract.

6. The vendor accepts purchase orders, based on this contract, directly from a CES
member and then invoices them directly.

7. Any other conditions that, in the opinion of CES, warrants such action.
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Upon receipt of a written Notice of Concern, the vendor will have 10 days to provide a
satisfactory response in writing to CES. Failure on the part of the vendor to satisfactorily
respond canresult in CES canceling the contract.

Cancellation of Contract by CES: CES can cancel any contract secured by solicitation
without any further obligation if any person significantly involved in initiating, negotiating,
securing, drafting, or creating the contract on behalf of CES is, or becomes, at any time,
while the contract or any extensions of the contract are in effect, an employee of or a
consultant to any other party to this contract with respect to the subject matter of the contract.
Such cancellation shall be effective when written notice from CES is received by the parties
to this contract, unless the notice specifies a later time.

Vendor can, by written notice at least 30 days in advance, terminate the contract issued as a
result of this RFP for convenience in whole or in part. CES reserves the right to cancel or
suspend the use thereof, of any contract resulting from this RFP if the contractor files for
bankruptcy protection or is acquired by an independent third party.

Captions, Headings, and Illustrations. The captions, headings and subheadings in this
RFP are for convenience, enjoyment, and ease of perusal only and in no way define, limit, or
describe the scope or intent of the request.

Certificate of Insurance: Prior to commencing services under this contract, the vendor
must furnish CES certification from insurer(s) for minimal coverage, to be maintained in full
effect during the term of this contract. The certificate will be issued by the vendor’'s
insurance company and name CES as the certificate holder. In addition, vendor must be
willing to provide, upon request, certification of insurance to any CES member using this
contact. If the vendor will use vehicles and workers at the member’s location, evidence of
workmen’s compensation and auto liability insurance must be provided.

Certification: By signature in the offer section of the offer page, the vendor certifies:

1. The submission of the offer did not involve collusion or other anti-competitive
practices.

2. The vendor will not discriminate against any employee, or applicant for employment
in violation of Federal and State L aws (see Federal Executive Order 11246).

3. The vendor has not given, offered to give, nor intends to give at any time hereafter
any economic opportunity, future employment, gratuity, special discount, trip, favor,
or service to a public servant in connection with the submitted offer.

4. The vendor agrees to promote and offer to members of CES only those materials,
and/or services allowed under resultant contract(s) as CES contract items.

Christian Doctrine: Any clause required by rule or regulation to be included in this contract
will be read as if in this contract, whether or not physically included.

Clarification: Asused in the RFP, clarification means communication with a vendor for the
sole purpose of éiminating minor irregularities, informalities, or apparent clerical mistakes
in the proposal. It is achieved by explanation or substantiation, either in response to an
inquiry by CES, or asinitiated by the vendor. Unlike “Discussion” (see below), clarification
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does not give the offeror an opportunity to revise or modify its proposal, except to the extent
that correction of apparent clerical mistakes resultsin arevision.

Competitive Range: Since CES often receives many proposals for one solicitation, it may
be necessary to establish, as part of the evaluation process, a competitive range of acceptable
proposals for the purpose of further discussions. Proposals not in the competitive range are
unacceptable and not considered further.

Competitive Sealed Proposals: As required in the Procurement Code, CES has determined
that competitive sealed bids are neither practical nor advantageous for this solicitation.
These CES contracts will be awarded through competitive sealed proposals for the following
reasons.

1. CES desires to conduct oral or written discussions with potential offerors prior to an
award,

2. CESdesiresto allow vendors to revise proposals,

3. CES wishes to award contracts on which price is only one of many determining
factors,

4. CESredlizesthat over the period of a multiyear contract, certain prices may change.

Confidential Information: If an offeror believes that any part of its proposal should be
withheld from public inspection, a statement advising CES of this fact will accompany the
submission. The CES Executive Director will review the statement and will determine in
writing whether the information will be withheld. If the Executive Director determines that
the information should be disclosed, the offeror will be informed in writing of such
determination, and should the offeror object in writing, within five (5) days after notification
thereof, no disclosure will be made and the proposal may be rejected.

Construction: Offerors can sell and install finished products, materials or articles of
merchandise, which are fabricated into, and become a permanent fixed part of a structure. |If
the remova of the finished products, materials or articles of merchandise would cause
damage to the structure or render the structure wnfit for its intended use, the offeror must
indicate this on its response. No construction activities will be permitted under this RFP.

Contract: Any agreement for the procurement of items of tangible persona property,
services or construction.

Contract Changes: CES can make changes within the general scope of this contract by
giving notice to the vendor, and subsequently confirming such changes in writing. If such
changes affect the cost and/or the time required for performance of this service, an equitable
adjustment in the price or delivery or both will be made. No change by the vendor will be
recognized without written approval of CES. Any claim of contractor for any adjustment
must be made in writing within 30 days from date of receipt by vendor of notification of such
change, unless CES waives this condition. Nothing in this section will excuse vendor from
proceeding with performance of the service as changed hereunder.

Contract Type: Indefinite quantity with:

1. Fixed discount off retail or off published education/catalog price list; or
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2. Fixed price with economic adjustment (offeror must identify in writing in this RFP
any contingencies prior to approval).

Note: A cost-plus-a percentage-of-cost contract is prohibited. Request for a price
adj ustment must be submitted 30 days prior to the yearly anniversary date of the contract
(first two years) and prior to the annual renewal date (remaining years). Justification for
any adjustment shall be in writing, and be accompanied by appropriate documentation.
Any escalation that exceeds the Consumer Price Index (CPl) per contract year may be
rejected unless insuperable market forces can be fully documented.

Cooperative Purchasing: This contract is based on the need for CES to provide the
economic benefits of volume purchasing, and reduction in administrative costs, through
cooperative purchasing for public educational institutions and other procurement units.
Although vendors can restrict sales to certain public units (for example, to state agencies or
local government units), any contract that restricts sales from being made to public
educational institutions will not be considered.

Cost of Proposal Preparation: CES will not reimburse the cost of developing, presenting,
or providing any response to this solicitation.

Credit Hold: The vendor must agree not to place CES on “credit hold” without 10 days
advanced notice in writing, either by letter or facsmile. Before CES can pay a vendor’'s
invoice, it must collect payment from the member or political subdivision that received the
product. CES believes it is better for the vendor if CES places the slow-paying agency on
“credit hold”. If a vendor places CES on credit hold, agencies that pay promptly are
penalized. If, on the other hand, CES places the offending agency on “credit hold”, payment
ismore likely to result and only the offender is punished.

Current Products: All offers will be for equipment, supplies, commodities and software in
current production and marketed to the general public ad educational/governmental
agencies.

Default in One Installment to Constitute Total Breach: Vendor will deliver conforming
materials in each installment, or lot of this contract, and may not substitute nonconforming
materials. CES reserves the right to declare a breach of contract if the vendor delivers
nonconforming materials to any member of CES under this contract.

Defective Goods: Vendor agrees to pay for return shipment on goods that arrive in a
defective or nonoperable condition. Vendor must agree to arrange for return shipment of
damaged goods.

Delivery: Deélivery is desired to be made within 30 days of receipt of the purchase order.
Vendor agrees to notify CES if an order cannot be processed and delivered within the 30 day
period. The school placing the order will then have the option of canceling the purchase
order. Ownership of goods occurs only upon receipt of delivery in good condition.

Descriptive Literature and Brand Names: All offers must include a complete set of the
manufacturer’s descriptive literature regarding the equipment and software offered. Brand
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names, trade names, and/or catalog numbers used in the RFP will be intended to describe and
identify equipment and software.

Disclosure: Offerors submitting proposals will disclose any and al owners, contractors or
employees, who are active employees of CES or are immediate relatives of an employee of
CES.

Discontinued Products: In the event that a product or model is discontinued by the
manufacturer, CES will allow the vendor to substitute a new product or model if the pricing
discount is equivalent to the discontinued product or model.

Discussions: Discussions occur, when oral or written communications between CES and the
offeror are conducted for the purpose of minor clarifications involving information essential
for determining the acceptability of a proposal or that provides the offeror an opportunity to
revise or modify its proposal. CES will not help an offeror bring its proposal up to the level
of other proposals through discussions. CES will not disclose technical information
pertaining to a competing proposal. CES will neither indicate to an offeror a cost nor price
that it must meet to obtain further consideration, nor will it provide any information about
other offerors proposals or prices. CES is willing to discuss with an dferor, having a
proposa in the competitive range, any weaknesses, excesses, or deficienciesin its proposal.

Eligible Agencies: Any CES member can use the services of Cooperative Educational
Services. CES reserves the right to reject any purchase authorizations it receives from New
Mexico schools and agencies, without cause.

Estimated Quantities: CES anticipates considerable activity resulting from this solicitation;
however, no commitment of any kind is made concerning quantities actually to be acquired.
CES does not guarantee usage. Usage depends on the actual needs of the CES membersand
on the marketing expertise of the vendor.

Exculpatory Provisions. All parties to this contract agree to save harmless one another
from ssimple negligence.

Federal Requirements. Vendor agrees, when working on any federally assisted projects
with more than $20,000 in labor costs, to comply with the Contract Work Hours and Safety
Standards Act, the Davis-Bacon Act (Section 29, CFR Part 5), the Copeland “Anti-
Kickback” Act, and the Equal Opportunity Employment requirements of Executive Order
11375. In such projects, the contractor agrees to post wage rates at the work site, and submit
a copy of ther payroll to the CES member for their files. In addition, to comply with the
Copeland Act, the contractor must keep records for three (3) years, and allow the federal
grantor agency access to these records, upon demand. All federally assisted contracts to CES
members that exceed $10,000 may be terminated by the federal grantee for noncompliance
by the contractor. In projects that are not federally funded, offeror must agree to meet any
federal, state or local requirements, as necessary. In addition, if compliance with the federal
regulations increases the contract costs beyond the agreed on costs in this solicitation, the
additional costs may only apply to the portion of the work paid by the federal grantee. On all
other projects, the prices must agree with this contract.
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Force Majeure: Except for payments of sums due, neither party shall be liable to the other
nor deemed in default under this contract, if and to the extent that such party’s performance
of this contract is prevented by reason of force majeure. The term “force majeure” means an
occurrence that is beyond the control of the party affected and occurs without its fault or
negligence, including, but not limited to, the following: acts of God; acts of the public
enemy; war; riots;, strikes; mobilization; labor disputes; civil disorders; fire; flood;
earthquakes; famine; volcanic eruptions, meteor strikes; lockouts; injunctions-intervention
acts or failures or refusals to act by government authority; and other similar occurrences
beyond the control of the party declaring force majeure which such party is unable to prevent
by exercising reasonable diligence. The force majeure shall be deemed to commence when
the party declaring force maeure notifies the other party of the existence of the force
majeure, and shall be deemed to continue as long as the results or effects of the force majeure
prevent the party from resuming performance in accordance with this agreement. Force
majeure shall not include late deliveries of software or materials caused by congestion at a
manufacturer’s plant or elsewhere, an over-sold condition of the market, inefficiencies and
poor management practices, or similar occurrences. |If either party is delayed at any time by
force majeure, then the delayed party shall notify the other party in writing of such delay
within 48 hours.

Fungible Goods: Title to an undivided share or quantity of an identified mass of fungible
goods will not pass to a buyer until a separation of the purchased share has been made,
delivered and received.

Gratuity: CES shall, by written notice, cancel this contract if it is found that gratuities, in
the form of entertainment, gifts or otherwise, were offered or given by the contractor or any
agent or representative of the contractor, to any employee of CES with a view toward
securing a contract or the respect to the performance of the contract. Paying the expenses of
norma business meals, which are generally made available to all eigible school and
government employees, shall not be prohibited by this paragraph. Samples of software,
equipment or hardware provided to CES for demonstration, evaluation, or loan purposes are
not considered gratuities.

Improper Delivery: Unless contrary to other parts of this solicitation, if the goods or the
tender of delivery fail in any respect to conform to this contract, the purchasing agency may:

1. Reject the whole; or
2. Accept the whole; or
3. Accept any unit or units and regject the rest.

Indemnification: Vendor shall indemnify, defend, and save harmless CES for any and all
claims, demands, suits, proceedings, loss, cost and damages of every kind and description,
including any attorney’s fees and/or litigation expenses, which may be brought or made
against or incurred by CES on account of loss or damage to any property or for injuries to or
death of any person, caused by, arising out of, or contributed to, in whole or in part, by
reasons of any act, omission, profession error, fault, mistake, or negligence of vendor, its
employees, agents, representative, or subcontractor, their employees, agents, or
representative in connection with or incident to the performance of thisagreement, or arising
out of Worker's Compensation claims, Unemployment Compensation claims, or
Unemployment Disability Compensation clams of employees of vendor, and/or its
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subcontractors or claims under similar such laws or obligations. Vendor’s obligation under
this section will not extend to any liability caused by the sole negligence of CES or its
employees.

Information Systems: All vendors of information systems must include information on the
total life cycle cost and application benefit to the district. An information system is a system
of hardware, software or contractor support that processes information or data by electronic
data processing methods and devices.

Inquiries; Any question related to the RFP will be directed to CES. Submit all questions
about the RFP in writing to Cooperative Educational Services, Max Luft, Executive Director.
Replies will be made to al who have received this RFP, as addenda, and will become part of
the proposal documents. CES may require any and all questions to be submitted in writing.
Any inquiries related to this RFP should not have the solicitation number on the envelope,
since it might then be confused with a sealed proposal response and not be opened until the
due time and date. Inquiries may be faxed or sent by e-mail to mluft@nmedu.org

Installation: Equipment that requires professional installation will be installed within two
(2) weeks of product delivery, unless CES or the CES member asks that installation be
delayed.

Insurance: On contract, the vendor will, a its own expense, purchase and maintain
insurance that will protect it from claims that may arise out of, or as a result from, activities
under this contract, where those activities are performed by it, or by any subcontractor or by
anyone directly or indirectly employed by any of the contractors, or by anyone for whose acts
may be liable during the entire performance period of this contract. The successful offeror
must furnish Certificate of Insurance to the CES procurement office prior to official award.
If policy changes occur during the life of the contract, it is the vendor’s responsibility to
provide updated proof of coverage to the CES procurement office. Offerors will submit
proof of coverage under the Workman's Compensation Insurance as required by the Labor
Laws and New Mexico Statutes. Offerors will submit a certificate of genera liability
insurance for the persona injury, occupational disease, sickness or death and property
damage. Insurance will include “occurrence” claim provisions. Minimum acceptable
coverage is $1,000,000 combined single limit for bodily injury and property damage or
$500,000 bodily injury and $250,000 property damage (each occurrence). The offeror will
name CES and the member as co-insured up to the limits of the Tort Claims Act. Additional
punitive damages liability to $500,000 will be provided naming CES as co-insured.

Late Offers. Late offers will not be considered and will be returned, upon request,
unopened.

Lease and Rentals: Offeror can allow CES members to enter into rent, lease or lease
purchase agreements, providing such agreements are in compliance with New Mexico
statutes and State Department of Education policies, rules and regulations. CES must receive
acopy of the executed leasing documents prior to processing a purchase order. CES will not
collect lease payments. Offeror agrees that leases will be in compliance with the Uniform
Commercial Code. All terms of leasing must be included in the proposal with interest rates
described as related to a government standard. Offeror must indicate in its response to this
solicitation if the shipping costs for the return of leased or rented equipment is the
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responsibility of the CES member, and what that cost will be. No sale of a contract to athird
party will be made without informing CES and the CES member of the transfer. If offeror
sells a lease contract to a third party, the cost of return must not be greater than the cost of
return to the original vendor.

Legal Remedies: All clams and controversies will be subject to the New Mexico
Procurement Code.

Liability: The vendor will hold CES harmless from and will indemnify CES from and
against any and al claims, demands and causes of action of whatever kind or nature asserted
by any third party and occurring or in any way incident to, arising out of, or in connection
with the vendor’ s conduct of the contract awarded as a result of this procurement process, to
the extent the negligent act or failure to act or willful act of the vendor, its agents,
representatives or employees is deemed to be the cause of the resulting personal injury or
property damage claimed. It is expressly agreed that, to the extent it is determined that the
damage claimed was in part caused by the negligence of CES or other parties, the vendor’s
liability pursuant to thisindemnification provision will not be greater than that portion of the
total liability in the same proportion as vendor’s negligence bears to the entire negligence
giving rise to the liability.

Licenses: The vendor will maintain in current status all federal, state and local licenses,
bonds and permits required for the performance of the contract. Any offeror using
subcontractors must hold a current general contractor’s license, as required by law. A vendor
who offers to undertake, or purports to have the capacity to undertake, supervises others to
construct, ater, repair, add to, subtract from, improve, move, wreck or demolish any
building, highway, road, railroad, excavation, or to do any part thereof, including the erection
of scaffolding or any other structure or work in connection with a construction; to connect
such structures or improvements to utility service lines and metering devices and sewer lines;
to provide mechanical or structural service for a structure or improvement, shall have al
necessary New Mexico State licenses and posted bonds. Copies of licenses will be submitted
by the vendor with the response to the RFP. The vendor agrees to keep any required license
or bond current, and in compliance with the New Mexico rules and regulations.

Liens: All materials and services will be free of al liens.
Local Education Agency: The public school districts within the state of New Mexico.

Local Public Body: Every political subdivision of the state and the agencies and institutions
thereof.

Maintenance: Each potential vendor of high technology electrical/mechanical equipment
must have maintenance facilities and a maintenance support system available for servicing
unitsin al parts of New Mexico. If athird party is used to provide maintenance or warranty
work, vendor must include with the proposal details any such arrangement. Factory certified
and trained technicians shall be available to cover all parts of the state. Maintenance service
in metropolitan areas of New Mexico should be available within eight (8) hours, service in
rural areas within 24 hours, or next day. Any maintenance facility must have sufficient parts
inventory to provide quality service on units sold to CES members. On small pieces of
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equipment mail-in service may be offered by out-of-state manufacturers, if normal turn
around time is 48 hours.

Manufacturer’s Representative: Dealers of high technology electrical/mechanical
equipment, who, if permitted by the Scope of the Work, submit an offer as a manufacturer’s
representative must be able, if asked, to supplement the offer with a letter from the
manufacturer certifying that the vendor is a bona fide dealer for the specific equipment
presented, that the contractor is authorized to submit an offer on such equipment, and which
guarantees that should the dealer fail 1o satisfactorily fulfill any obligations established as a
result of the award of contract, the manufacturer will either assume and discharge such
obligations or provide for their competent assumption by one or more bona fide dealers for
the balance of the contract period. Dealers of software, mechanical devices, electronic goods
and other commodities must be able, upon request, to provide the same information from a
manufacturer.

Member: Any public educationa institution within the State of New Mexico that has, by
their board resolution, resolved to become a party of the Joint Powers Agreement and has
been approved for membership by CES' Board of Directors and the New Mexico Department
of Finance and Administration.

Money: All transactions are payable in U.S. currency only.

Most Favored Customer: Although CES expects vendors to offer its very best prices to
CES members; nothing in this contract established a most favored customer relationship
between CES and the vendor. The vendor can respond to any solicitation from any public
procurement unit without regard to this contract. If vendor offers lower prices to any of its
other customers, it can lower its prices to its CES customers at the same time by facsimile or
written notice.

Multiple Awards. CES has determined that often contracts awarded to more than one
supplier for comparable goods and services at various prices best meets the many needs of its
member districts. Hence, when an award to one supplier would be impractical or fail to meet
the total requirements of comparison or evaluation, multiple awards may be made.

Multi-Term Contract: A contract having a term longer than one (1) year.

Negotiations: Where there is not competition that would result in a better contract,
negotiation may be conducted until a detail agreement is reached.

New Technology and Products. New products announced by the manufacturer may be
added to the existing contract. Pricing shall be equivalent to the percentage discount of other
products. Deders may replace a add product lines to an existing contract, if the line is
replacing previous products; is substantially superior to the original products offered; is
discounted in a similar or to a greater degree; and if the products meet the requirements of
the original RFP. No products may be added to avoid competitive procurement procedures.
CES canrgect any additions, without cause.

No Replacement of Defective Tender: Every tender of materials must fully comply with all
provisons of this contract. If tender is made which does not fully conform, this will
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constitute a breach, and vendor will not have the right to substitute a conforming tender
without written consent of all partiesinvolved.

Non-Exclusive Contract: Any contract resulting from this solicitation will be awarded with
the understanding and agreement that it is for the sole convenience of local procurement units
in New Mexico. CES reserves the right to obtain like goods and services from another
source when necessary.

Non-Responsive Offer:  Any dfer that does not conform to the mandatory or essentia
terms, conditions and/or specified requirements for this solicitation is considered norn
responsive.

Notation: If the original vendor sells or transfers all assets or the entire portion of the assets
used to perform this contract, a successor in interest must guarantee to perform all
obligations under this contract. CES reserves the right to accept or object to the new party
with the original vendor being obligated if the new party fails to perform. A simple change
of name agreement will not change the contractual obligations of the vendor.

Notice: Notices under this contract will be in writing and will, for al purposes, be deemed
to have been fully given when sent by registered or certified mail, return receipt requested,
postage prepaid, properly addressed to the respective parties as specified herein, or at such
other address as may be specified by either party from time to time.

Offer Acceptance Period: In order to alow local educational agencies opportunity to
eval uate the proposals offered, CES requires that an offer in response to this solicitation to be
valid and irrevocable for 90 days after opening time and date.

Offeror Qualifications. The offeror must have extensive knowledge and experience with
the installation and maintenance of the equipment, service or software offered with at least
three (3) years experience.

Options. Optional equipment or products can be added to the contract at the time it becomes
available under the following conditions:

1. Theoptionis priced at a discount similar to other options, or
2. The option is an enhancement to the unit that improves performance or reliability.

Ordering Process. All orders accepted by the vendor must be issued by CES. CES
members will submit signed purchase orders to CES. CES will then issue a purchase order to
the vendor. When necessary, one or more orders may be combined. The vendor must agree
never to accept a purchase order based on this contract, unless the purchase order is issued by
CES.

Overcharges by Antitrust Violations: CES maintains that, in actual practice, overcharges
resulting from antitrust violations are borne by the purchaser. Therefore, to the extent
permitted by law, the vendor hereby assigns to CES any and al claims for overcharges as to
the goods or services used to fulfill the contract.
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Parol Evidence: This contract represents the final written expression of agreement. All
agreements are contained herein, and no other agreements or representations that materially
alter it are acceptable.

Past Performance Information (PPI): PPl is relevant information regarding a vendor’s
actions under previously awarded contracts to schools, local, state, or federal agencies. It
includes the vendor’'s record of conforming to specifications and to standards of good
workmanship; the vendor’s record of containing and forecasting costs on any previously
performed cost reimbursable contract schedules, including the administrative aspects of
performance; the vendor’s history for reasonable and cooperative behavior and commitment
to customer satisfaction; and generally, the vendor’ s business- like concern for the interests of
the customer.

Patent and Copyright Infringement: Vendor will, at its expense, defend CES and its
members against any claim that any equipment or software supplied hereunder (even if such
equipment or software are modified by CES or its members, subject to the last paragraph of
this section) infringe a patent or copyright in the United States, Puerto Rico, or a U.S.
territory, and will pay all costs, damages and attorney’s fees that a court finaly awards as a
result of such aclaim. To qualify for such a defense and payment, CES must:

1. Give vendor prompt written notice of any such claim after becoming aware of such
clam.

2. Allow vendor to control and fully cooperate with vendor in the defense and al related
settlement negotiations.

CES will be reimbursed for all expenses incurred by CES in fully cooperating with vendor as
specifically requested by contract. CES is not required to incur any expenses specified in this
paragraph, which are not reimbursable, by the vendor. If any CES member is involved by
any party in any way, the same provisions that apply to CES in this paragraph will apply to
the member. Vendor’s obligation under this section is conditioned on CES' agreement that if
the subject of such a claim, CES will permit the vendor, at its expense and option, either to
procure the right for CES and its members to continue using the equipment and/or software,
or to replace or so modify them with equipment or software which are functionaly
equivalent so that they become noninfringing. If neither of the foregoing aternatives is
available on terms, which are reasonable in vendor’s judgment and satisfactory to CES, CES
will request its members to return the equipment or software on written request by vendor at
vendor’s expense.

Vendor agrees to refund CES and/or its members a refund for returned equipment as
depreciated. The depreciation will be an equal amount per year over six (6) years. In the
event that vendor’s written request for return is made after full depreciation, the vendor will
pay CES, or its members who purchased the equipment, an amount equivalent to the fair
market value of the returned equipment. If CES, or any of its members, fails to return the
equipment, the vendor is not obligated to that member under this clause.

Vendor will have no obligation with respect to any such clam based upon a member’'s

modification of the equipment or software or combination, operation or use with apparatus,
data or programs not furnished by vendor. However, one school’s, or procurement unit’s
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action, will not preclude vendor’s obligation to others not having modified their equipment or
software.

Payment: CESwill make every effort to collect payment from members for the purchase of
goods and services within 30 days after the receipt of goods or services and a correct invoice
of amount due, unless a good faith dispute exists as to any obligation to pay all or a portion
of the account. Any offer that requires payment in less than 45 days shall not be considered.
CES must first receive payment from the schools in order to process payment to the vendor.
Any vendor, whose business would be in jeopardy due to slow payments, is encouraged not
to respond. It has been CES experience that schools aways pay, but many are slow in
processing payments.

Payment Discounts: Any payment discount offered must be made directly to CES, and not
to the member receiving the materials or services. Quick-payment discounts of 10 days are
normally impossible; 20, 30 and 45 days are more reasonable. Payment discounts of 45
calendar days or more shall be deducted from the proposal price to determine low price.

Peripheral Items:. Offerors may include various peripheral equipment and software that
function with the primary offering.

Price Reduction and Adjustment: A price reduction can be offered at any time, and will
become effective upon notice. Specia, time-limited reductions are permissible under the
following conditions:

The price reduction is available to al members equally.

The price reduction is for a specific time period.

The original price is not exceeded after the time limit.

CES is to be notified and have the new prices on record prior to any offer of the new
prices to a CES member.

el SN

Price increases (change in discount rate) will be considered at the time of a contract
extension, and will be afactor in renewal.

Pricing: Offeror will describe discounts and special pricing offered. Offeror must agree that
prices offered through this contract, while this contract is in effect, will be at least 2% below
the lowest offered by the offeror to New Mexico schools and local/state procurements units
for a gmilar volume. Should a lesser cost be provided to any other client, the preceding and
existing work through this contract will be reduced in price to meet that rate. A copy of the
current retail manufacturer’s price list will be included in the proposal. If the offeror has a
leasing department or aleasing company, the cost of leasing can be included in the proposal.
However, CES members reserve the right to choose a different leasing company. Leases
with options to purchase must be described. Renta plans should not contain end-of-rental-
term buy out information.

Prime Contractor: For the purpose of this solicitation, a contractor will be considered a
prime contractor and not a subcontractor. Any contractor paid directly by the buyer is a
prime contractor; a subcontractor is paid by another contractor. Prime contractors using
subcontractors are responsible for all actions of their subcontractors.
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Product Discontinuance: In the event that a product or model is discontinued by the
manufacturer, the vendor can substitute a new product or model, if the replacement product
meets or exceeds the performance of the discontinued model, and the discount from retail is
the same or greater than the discontinued model.

Product Line: Contracts will be awarded to offerors able to provide its complete product
line of equipment, software and services described in the specifications. Offerors with a
published catalog can submit the entire catalog; however, CES reserves the right to select
products within the catalog for award without having to award all the contents.

Progress Payments. CES will permit its members to make progress payments on a
purchased good or service under the following conditions:

1. The member and the vendor agree to the terms of the progress payments prior to
issuing a purchase order to CES.

2. The purchase order describes the amounts to be paid and the date of payment.

3. The member has a satisfactory method of verifying progress described in writing a
letter to CES or on the purchase order.

4. Payments will be made only after actual goods and/or services are verified/received.

5. Payments will be made in full compliance with members' local board rules and any
and all other applicable state rules and regulations.

Progress Paymentsfor Vendors: All progress payments must be invoiced through CES. It
is the responsibility of the CES member to review and approve any estimates of work
completed. If the CES member issues a written statement to the vendor that the estimate of
work is not approved and certified, the nember can withhold an amount from the progress
payment the member reasonably expects to incur in correcting the deficiency set forth in the
written finding. In such cases, the vendor agrees to hold CES harmless for any deficiency of
payment. If any payment is delayed beyond 45 days from the due date, the vendor agrees not
to charge CES interest on the late payment. Any late charges will be the total responsibility
of the CES member. The vendor can extend any due date to avoid the requirement to pay
interest. Acceptance of final payment is a waiver of al clams, except unsettled claims
previously made in writing.

Project Director: The vendor will assign a poject director to coordinate operational
activities with the Executive Director of CES and shall make monthly reports to the
Executive Director.

Protests: Protests will be filed and resolved in accordance with the State of New Mexico
Procurement Code. Venue for any and al legal actions regarding or arising out of the
transactions covered herein dhal be solely in the District Court in and for the County of
Berndlillo, State of New Mexico. The laws of the State of New Mexico will govern this RFP
and resulting transactions.

Provisions Required by Law: Each and every provision of law and any clause required by
law to be in the contract will be read and enforced as though it were included herein, and if
through mistake or otherwise any such provision is not inserted, or is not correctly inserted,
then upon application of either party, the contract will forthwith be physically amended to
make such insertion or correction.
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Public Record: All proposals submitted in response to this invitation will become the
property of CES and be a matter of public record available for review, subsequent to the
award notification, under the supervision of the Executive Director of CES from 9:00 am. to
4:00 p.m., Monday through Friday, at 4216 Baloon Park Road NE, Albuquerque, New
Mexico.

Qualifications: In order to qualify, an offeror must be licensed as required by the New
Mexico Regulation and Licensing Department. All work under this contract will be done in
strict accordance with the most recent edition of any relevant regulation, standard, document
or code in effect. Where conflict among the requirements, or with these specifications exists,
the most stringent requirements will be used.

Request for Proposals or RFP: All documents, including those attached or incorporated by
reference, which are used for soliciting proposals.

Responsible Offeror: An offeror who submits a responsive proposal and who has furnished,
when required, information and data to prove that his financial resources, production or
service facilities, personnel, service reputation, and experience are adequate to make
satisfactory delivery of the services or items of tangible personal property described in the
proposal.

Responsive Proposal: An offer which conforms in all materia respects to the requirements
set forth in the Request for Proposals. Material respects of a request for a proposal include,
but are not limited to, price, quality, quantity or delivery requirements.

Right to Assurance: Whenever one party to this contract in good faith has reason to
guestion the other party’ s intent to perform, it may demand that the other party give awritten
assurance of this intent to perform. In the event that a demand is made and no written
assurance is given within 10 days, the demanding party may treat this failure as an
anticipatory repudiation of the contract.

Safety Measures. Vendors will take al necessary precautions for the safety of employees
on the worksite and will erect and properly maintain at al times, as required by job
conditions and progress of the work, all necessary safeguards for the protection of the
workers and public. They will post danger-warning signs against the hazards created by their
operation and work in progress. Proper precautions will be taken pursuant to state law and
standard construction practices in order to protect workers, the general public and existing
sructures from injury or damage.

Safety Standards. All items supplied on this contract will comply with all current
applicable Occupational Safety and Health Standards, Nationa Electric Code, American
Refrigeration Ingtitute (ARI), National Electrical Manufacturers Association (NEMA),
American Society of Heating, Refrigeration, and Air Conditioning Engineers (ASHRAE),
American National Standards Institute (ANSI), and Nationa Fire Protection Association
Standards (NFPA).

Serial Numbers: Offers must be for equipment on which the original manufacturer’s seria
number has not been atered in any way.
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Severability: The provisions of this contract are severable to the extent that any provision or
application held to be invalid will not affect any other provision or application of the
contract, which may remain in effect without the invalid provision or application.

Shipment Under Reservation: Vendor is not authorized to ship materials under reservation
and no tender of abill of lading will operate as a tender of the materials.

Shipping Errors. Vendor agrees that shipping errors will be at the expense of the vendor.
For example, if a vendor ships a product to a member that was not ordered, it is the
responsibility of the vendor to pay for return nail or shipment, at the convenience of the
member.

Shipping Terms: Prices that include shipping to any location in the State of New Mexico,
delivered to the specific receiving point as identified in the purchase order issued by CES to
the vendor, as preferred. Vendor will retain title and control of all goods until they are
delivered and received. All risk of transportation and all related charges will be the
responsibility of the vendor. All claims for the vendor will file visible or concealed damage.
CES, or the receiving agency, will notify the vendor and/or freight company promptly of any
damaged goods, and will assist the freight company/vendor in arranging for inspection. No
F.O.B. vessdl, car or other vehicle terms will be accepted.

Site Cleanup: Any successful vendor will clean up and remove al debris and rubbish
resulting from its work from time to time as required or directed by the agency securing the
materials or service. Upon completion of the work, the premises will be left in a nedt,
unobstructed condition with everything in good repair and order.

Site Preparation: No vendor will begin a project for which the site is not prepared by the
member, unless vendor decides to do the preparation work at no cost, or until the member has
included the cost of site preparation in a purchase order to CES. Site preparation includes
things like moving furniture, installing wiring for networks or power, and similar pre-
installation requirements.

Smoking: All vendors and subcontractors must adhere to local smoking policies when
inside a building working on this contract. Smoking will only be allowed in posted areas or
on premises where permitted.

Specifications: All Scope of Work specifications in this RFP are designed to enable a
vendor to satisfy a requirement for a product, material, process, or service. A specification
may be expressed as a standard, a part of a standard, or independent of a standard. No
specifications are intended to unnecessarily limit competition by eliminating items capable of
satisfactorily meeting the actual needs of the procurement. Any vendor believing a
specification is unnecessarily restrictive, and submits a proposal, must indicate such in its
initial response.

Suspension or Debarment Status. If any firm, business, person, or vendor submitting an
offer has been debarred, suspended or otherwise lawfully precluded from participating in any
public procurement activity with any federal, state or bcal government, the dferor must
include a letter with its response a offer setting forth the name and address of the public
procurement unit, the effective date of the suspension or debarment, the duration of the
RFP 2004-012 Page 26 of 111 Due Date: May 14, 2004



suspension or debarment, and the relevant circumstances relating to the suspension or
debarment. Any failure to supply such aletter, or to not disclose in the letter all the pertinent
information, shall result in the cancellation of any contract. By signing the offer section, the
offeror certifies that no suspension or debarment exists.

Tare: If the vendor requires the member to pay for shipping, the weight of the empty
container and any material used for packing will be of the lightest weight practical for safe
delivery of the contents.

Taxes: Prices offered will not include applicable state and local taxes. All applicable taxes
must be listed as a separate item on al invoices and will be paid by the educational agency
issuing the purchase order to CES. No gross receipts tax can be collected on delivery
charges to the member’s location.

Term of Contract and Extension: The term of the agreement will commence on award and
continue until June 24, 2005 unless terminated, canceled or extended. By mutual written
agreement, the contract may be extended for three (3), additiona 12-month periods ending
on June 24, 2006, Jure 24, 2007 and June 24, 2008. Since technology changes rapidly, CES
may require a vendor to respond to a new RFP rather than extend a contract secured under
this RFP.

Termination of RFP: The Request for Proposals (RFP) in no manner obligates CES to the
eventual purchase of any product or services described or which may be proposed, until
confirmed by a written Acceptance of Offer and Contract Award. Progress towards this end
is solely at the discretion of CES and can be terminated without penalty or obligation at any
time prior to the signing of a contract. CES reserves the right to cancel this RFP at any time
and for any reason and to reject any or all proposals.

Title and Risk of Loss: The title and risk of loss of material or service will not pass to the
procurement unit purchasing the material or services until it actually receives the materia or
service at the point of delivery, unless otherwise provided within this document.

Token Offer: If any offeror submits a perfunctory offer with no serious intent of being
accepted, CES reserves the right to remove the offeror from its potential vendor’s list. If an
offeror wishes to remain on the vendor’s list, either a no response or a request to remain on
the list is al that is needed.

Trade-In Equipment: Equipment for trade-in shall be dismantled by the vendor and
removed at the vendor’'s expense. The conditions of the trade-in equipment at the time it is
turned over to the vendor will be the same as when the original agreement was made, except
as affected by norma wear and tear from use between the time of the offer and the trade-in.
Values placed on trade-in products are between the member purchasing the new unit and the
vendor.

Vendor: Offeror who has been awarded contract for delivery of material goods or
completion of services in response to this document.

Vendor’s Price List: The vendor will furnish CES with copies of the approved price list to
facilitate eligible procurement agencies in placing orders. When vendor offers a discount off
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a retail price, the manufacturer’s Suggested Retail Price (SRP) must be included as printed
by the manufacturer.

Warranty: Vendor warrars that all equipment, software and services delivered under this
contract will conform to the specifications of this contract. All equipment must carry a
minimum twelve (12) month manufacturer’s warranty that includes parts and labor. The
manufacturer has the primary responsibility to honor a manufacturer’s warranty. A
distributor or dealer must agree to assist the purchaser in reaching a solution regarding a
dispute with the manufacturer over a warranty’ s terms.

Withdrawal of Offer: An offeror canwithdraw its proposal, provided such written notice is
received at the CES office prior to the specified due date and time.

Year End Procurement: For purchase orders (PO) issued to a vendor, goods must be
delivered and services must be completed five (5) days prior to the end of the school’s fiscal
year (June 30™). CES must receive al invoices dated for the prior school year by the 10" of
July. The member can cancel purchase orders not completed by June 25™. The member can
issue revised purchase orders dated after July 1% for any goods not delivered or services not
completed by June 25"
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SECTION I SCOPE OF WORK AND SPECIFICATIONS

A. SCOPE OF WORK

1.

Cooperative Educationa Services (CES), which is based in Albuguerque, New Mexico,
is composed of al of the 89 New Mexico public school districts and other public
educational institutions that are parties to the Joint Powers Agreement to Establish an
Educational Cooperative. CES was organized in 1979 as a direct response to the needs of
small and rural Local Education Agencies (LEA's). CES offers numerous programs and
services. Currently, 145 public educational institutions use one or more of the CES
provided programs or services each year.

It is important that all vendors realize that CES is not a sales agency or marketing firm.
If you are awarded a contract, you must work your contract. Some vendors with
powerful mail campaigns have been able to market to schools through CES, but normally
mail alone is not sufficient. Member buyers like to meet and talk with a sales agent when
making decisions on large orders.

When you respond, CES is asking you to become a partner in providing quality goods
and services to members at competitive prices. Partnership with a contract awarded
through competitive bidding saves school districts both time and money. Time is saved
by being able to purchase what is needed without having to wait through the solicitation
process (write solicitation, advertise proposal, open each response, evaluate and have the
board make a selection). Money is saved because each CES partner has already agreed
that our members have the lowest prices it will offer to procurement units in the state.

Read through the section that concerns you as an offeror. Next, prepare a rough draft of
your offer, fill out the forms necessary and gather all the advertising slicks you want to
send along with your proposal. Finaly, print a fina offer, write the executive summary
and organize everything into a three-ring binder.

B. DUTIES OF THE CONTRACTOR

Once the award is made to the offeror, the offeror, as vendor, shall assign a Project Director
to coordinate operational activities with the designated representative of CES and will make
monthly reports to this representative. It is the responsibility of the vendor to market the
products or services to the member.

C. DUTIES OF CES

The general duties of CES include:

agrODOE

Inform CES members of vendors and obtain participation of members.
Inform vendor of participating members.

Process pay requests for payment.

Follow up as needed on problems.

Periodic review with vendors as to projects and problems.

D. SPECIFICATIONS

CES has provided General Terms and Conditions. In the following part of this section, CES
is providing additional Categorical Terms and Conditions that apply. In case of conflict
between the Genera Terms and Conditions and Categorical Terms and Conditions, the latter
RFP 2004-012 Page 29 of 111 Due Date: May 14, 2004



will apply. Additional items may be requested in the specific Categorica Terms ard
Conditions.

Each category contains three areas that will be weighed in accordance with Evaluation
Factors. Not providing required items could classify the proposal as non-responsive.

E. LISTING OF CATEGORIES
CES has prepared one (1) RFP document that includes six (6) proposal requests. Select the
category that you choose to respond and prepare the response only for thet category. Y ou do
not need to respond to all categories. Each category is divided into sections, including:

Categorical Scope of Work
Categorica Definitions

Categorical Terms and Conditions
Categorical Specifications

Required Categorical Response
Categorical Price and Cost Submittal
Cost Evaluation Information

NoobkwdpE
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Category 1 Office, Classroom and Vocational Furniture

Categorical Scope of Work

During the past 10 years CES has had vendors under contract to provide their members with
furniture. With a membership of 145, these institutions have a variety of needs for furniture.
CES furniture contract will expire shortly, but through this contract during the past 12 months,
CES has purchased between two and three million dollars of furniture for its members.

For CES to continue to meet its members needs it is seeking an offeror(s) who possesses the
experience to provide an entire line of school related furniture. Included in the request is a
complete listing of classroom and instructional furniture; filing and storage cabinets; furniture
systems including workstations and partitions; executive and administrative wood furniture;
tables and related accessories; fully upholstered furniture; and a special category incorporating
library furniture, cafeteria furniture, science laboratory furniture, vocationally related furniture
and computer furniture. To better meet its member’s needs CES has established different lots of
furniture and has divided each lot into three brackets of quality. It is anticipated that no single
manufacturer can provide everything and multiple awards are anticipated.

Categorical Definitions

ADP — Adjustable Display Products

ANSI — American National Standards Institute
ASTM — American Society for Testing Materias
DOA — Defective on arrival

M SRP — Manufacturers Suggested Retail Price

UL — Underwriter Laboratories

Categorical Terms and Conditions

The following are in addition to the standard terms and conditions. Please review these and
indicate your acceptance on the Acceptance of Terms and Conditions (Form E).

1. For thisRFP CES has identified seven (7) basic groups (lots) of furniture items. The lots
are listed below and may include, but are not limited to:
a. Lot 1 — Classroom — Student desks, student chairs, stacking chairs and dollies or
trucks to support stacking chairs, multiple and single use seating, beam and platform
seating, including computer tablesand special shaped tables.
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b. Lot 2 — Filing and storage cabinets, shelves, mobile carts, dollies, racks and
accessories, ADP cabinets and accessories, latera files, storage racks, multimedia
cabinets and accessories, wardrobes, over files and accessories, blueprint filing,
storage cabinets for forms, high density movable filing systems and accessories.

c. Lot 3—Furniture systems and workstation clusters, demountable walls and partitions,
freestanding acoustical panels and accessories, floor to ceiling partitions, vertical
surface attachment panels and accessories, acoustical wall treatments, work surfaces,
workstations, computer furniture and accessories, display and communication boards,
wall stations and accessories.

d. Lot 4 — Executive wood furniture, including desks, freestanding credenzas,
bookcases, computer support furniture such as printer stands and monitor tables, work
tables and console tables, occasional tables, table and case pieces for conference
rooms, single item accent and specialty pieces.

e. Lot 5— Tables and accessories as nonfolding conference tables, folding or flip-top
tables, high pressure laminate tables, complementing tables including end, lamp,
corner, coffee, cigarette and console items, excluding computer tables.

f. Lot 6 — Fully upholstered furniture, sofas, loveseats, chairs and recliners intended for
office use, complementing benches and ottomans, dual purpose seating/seeping units,
upholstered recliners, replacement covers and cushions.

g. Lot 7— Special furniture, including cafeteria furniture (both folding and non-folding),
science classroom and laboratory furniture including fume hoods, vocational furniture
including shop and other vocational areas.

2. CES is seeking aproduct line of furniture which contains three (3) basic brackets of
quality. The brackets include premium/higher cost furniture, md-quality furniture and
economy/ lower cost furniture.

3. CES has established and identified the following matrix with specific manufacturers in
each lot. The offeror can place their manufacturer’s product lines in additional lots, as
needed. Manufacturers listed are provided to set a minimum standard. Offeror’'s
manufacturers not listed, but being submitting must be placed in the lot(s) in which their
products are equal to the named brand.
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Lots Premium/Higher Mid Quality Economy/L ower
Cost Cost Cost
1. Instructional . .
Furniture (Classroom) Capital or equal Royal or equal Virco or equal
2. Filing and Storage Smith Systems or .
Cabinets Honor equal equal Virco or equal
3. Furniture Systems,
Workstations, Steelcase or equal Hon or equal Buljjalget Penel or
Partitions, Walls €
4. Executiveand
Administrative Wood | Kimball or equal National or equal | Hon or equal
Office Furniture
5. Tablesand Herman Miller or .
A CCESSOries equal Hon or equal Allied or equal
6. Fqlly Uphol stered Herman Miller or United or equal Office Star or
Furniture equal equal
7. Cdfeteria, Library,
Science Laboratory, Palmer Schneider .
Vocationa Furniture SICO or equal or equal Midwest or equal
and Furnishings

4. The offeror must identify which lot (group and bracket) its furniture line resides. The
offeror can have multiple lines in different lots. The offeror can offer additional lines of
furniture in the same lot when the line offered meets or exceeds the specifications of the
brand named. (For example, East-Side Furniture Company can manufacture three lines
of workstations. Each line corresponds to ore of the brands named in lot three.)

5. CESreservestheright to review classification and compare specifications of the furniture
offered with the specifications of the brand named on the chart and make a determination
based on what it feels is in the best interest of itS members as to whether the
specifications are egual, the line in the lot, for that offeror will be defined acceptable or
non-acceptable for the lot. The overall cost of similar furniture in the same lot will be
compared during the review process. The offeror is encouraged to offer escalating
discounts based on quantity ordered.

6. In its response, the offeror must indicate the lot(s) where the majority of its product line
items belong.

7. As noted herein, CES has divided the state of New Mexico into seven (7) regions and the
offeror must indicate which of the regions it intends to provide its products (Form A).
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10.

11.

12.

The offeror is encouraged to maintain a broad based line of furniture inventory to
expedite delivery times.

The offeror must only offeror manufacturer’s product lines in which it is recognized by
the manufacturer as a supplier of its products.

The offeror agrees that a full refund, credit or exchange will be granted the CES member
for any defective-on-arrival (DOA) merchandise, if reported within 30 days of receipt
and acceptance of the order. If orders are received when school is not in session (spring
break, summer vacation, Christmas break, etc.), the 30 days will be extended for a
reasonable period of time but not to exceed 90 days.

If the offeror makes an error in pricing (typographical or photographic error, for
example), the CES member reserves the right to return the product. The offeror agrees to
pay for cost of any returned product due to a pricing error.

The offeror must be able to assist the CES member in unpacking and ingtalling its
products if requested by the member. In the cost section of its response, offeror will
clearly state the terms, conditions, stipulations, limitations and all associated costs
relating to these types of services.

Categorical Specifications

1.

The offeror must be able to demonstrate that its product lines of furniture proposed under

this solicitation comply with the following:

a. The American National Standards Institute (ANSI) standards for genera purpose
chairs, latera files, vertical files, lounge seating, desks and tables and panel systems.

b. The American Society for Testing Materials (ASTM) standards as appropriate, for
sound absorption, surface burning, and sound transmission

c. The Underwriter Laboratories Inc (UL) Standards for Office Furnishings (UL 1286).

d. The published manufacturer’s specifications of the products name listed under each
of the lots identified hereinto be considered “or equal”.

The offeror will provide a complete set of manufacturer's specifications for each product

line of furniture offered within itsresponse.

All furniture proposed must be designed, intended for and manufactured for use within a

commercial, public and/or education facility.

Furniture proposed must be durable and have a product life cycle (intended use) greater

than seven (7) years. The offeror will clearly identify and note any of itsproducts that do

not meet these requirements.

The offeror will provide detailed information for each of the furniture lines proposed and

will provide complete and detailed information relating to the following:

a. Availability of replacement parts so that the either the CES member or the offeror can
repair and maintain the furniture for extended periods of time.

b. Conditions, stipulations and requirements must be clearly stated for all manufacturer
and offeror warranties for each of the proposed product lines.

c. Theofferor’s policies regarding resolution of situations of damaged, defective and/or
unsuitable furniture.

Offeror must detail its' policy for furniture that is shipped unassembled and has to be

assembled. Prior to the member placing an order, the offeror must communicate and
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understand the member’s intent for assembly and installation of the furniture. If the
member is going to assemble or install the furniture, then the offeror must provide
complete and detailed information on what tools are required and instructions on how to
assemble the furniture.

Required Categorical Response

1. Offeror must, through written narrative and other documentation as needed, clearly
identify the type, kind, level of products and services it is proposing to provide CES
members under the various lot(s) of this category. For each lot include the following:

a The manufacturers’ names.

b. The products offered by each manufacturer.

c. Services offered and provided by each manufacturer.

d. The products and services to be offered by subcontractors.

2. Offeror must, through written documentation, demonstrate its ability and capacity to
provide those furniture products and perform the services offered herein. Provide the
firm's background and experience working with educational institution in meeting their
needs for each of the lots stated herein.

a. For each lot, list apublic institution that your firm has sold furniture to and that you
are proposing to provide the same product herein.

The general scope of work for each

The manufacturer’s products used for each project listed.

Thetotal cost of each project.

The ingtitution’s name, address, phone number, contact person’s name and title for

each project.

Provide the ordering and delivery time line for each project listed and provide a brief

narrative of the pre-sale and follow-up consulting services offered to ensure

institution’s satisfaction.

3. Provide a narrative of your company’s policies, procedures and strategies to ensure
quality control, response to concerns before, during and after the project. Indicate what
follow-up, review and oversight process your management team has in place to ensure
member satisfaction.

©Poo T

o0

Categorical Price and Cost Submittal

1. The offeror must provide a complete listing of all furniture products and services that it is
proposing to offer CES members under this category. All prices submitted must be
separated by supplies, materials, reimbursables and labor as separate line items, unless
the item/service being priced is a per unit cost, which includes labor, equipment and
materials.

2. Offeror must base furniture prices submitted on a fixed discount off an MSRP or
published list price. If alist price or MSRP is not available, an aternative method of
costing for pricing will be used.

3. For labor costs not covered by other methods, offerors must provide hourly rates.
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4. Price sheets, catalogs and other pricing forms must clearly identify and describe the
supplies or materials, its unit of measure offered and its stated price. Within the terms of
this RFP, the response documents must indicate the CES discount off the price sheet,
catalog, etc.

5. All pricing information must be placed behind Tab 6 of the offeror’ s response.

Cost Evaluation I nfor mation

The following are common cost factors that are used by offerors to price the products and
services. Inits response, offeror must include any of these factors that apply.

1. Genera Cost Items

a

Travel Time — This represents any cost associated with employees and/or
subcontractors traveling to and from the project site from their home location.
Offeror is to indicate the percent of the individual’s regular hourly rate that is to be
charged for travel time. Example: If an individua is paid One Hundred Dollars
($100) per hour and you charge the customer Fifty Dollars ($50) an hour, the percent
of regular time would fifty percent (50%).

Per Diem — This represents the costs associated with housing and meals for
individuals who have to stay overnight while working on a project. Offeror is to
indicate the daily rate to be charged per man. Note: This does not cover
transportation costs.

Mileage Rate — This represents the per mile cost to the customer when a company
owned vehicle is used for transportation. Offeror is to indicate per mile charge, that
is Forty-Five Cents ($.45) per mile.

Alternative Methods of Costing — These methods include custom manufactured items
not covered by other methods and sole source. Offeror is to indicate the percent of
overhead and/or markup to be added to these costs to obtain the retail cost on which
the CES discount can be taken to achieve CES price.

Discount Provided on Alternative Costing Method Pricing — This represents the
discount provided by the offeror on alternative costing.

Discounts Provided on Price List and Catalogs — This represents the average discount
provided by the offeror on stated prices.

Installer — An individual who is qualified to perform work relating to a specialized
product and/or the install of the product.
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Category 2 A Card-Based Fleet M anagement Service for Fuel, Oil, Lubricants
and M aintenance Services

Categorical Scope of Work

In order to control the rising costs of the operation of school buses, school service pickups/trucks
and athletic/school event vehicles, CES is seeking a fleet management service provider that uses
card-based digital technology to provide operational control and management of vehicle
refueling and maintenance, receipts, invoices, regular reports and monitoring services. The Fleet
Management Service (FMS) must provide service in all areas of New Mexico, with fuel stations
available in nearby states (especialy Texas, Arizona and Colorado).

It has been the past experience of CES that the success of any new service or program deperds
on the marketing skills of the awardees. Therefore, it isthe goal of CES that a preponderance of
members participate in this program the first year, with an increasing participation in future
years.

Categorical Definitions

Butane — A gas, which liquefies with a relatively small increase in pressure or decrease in
temperature. Used for heating, as a petrochemical industry feedstock and as an additive in petrol
to enhance its vapor pressure.

Carbon Dioxide — Chemical formula CO.. A non-combustible, colorless greenhouse gas.

CNG — Compressed Natural Gas — international designation for lean (natural) gas stored in tanks
under pressure.

Diesel Oil — A motor fuel (gas oil) refined from crude oil, condensate or gas, used in diesd
engines.

FM S— Fleet Management Service.

Grades for Unleaded Fuel — Premium unleaded (PU), Mid-Grade unleaded (MU) and Regular
unleaded (RU).

Grades of Diesel Fudl Oils suitable for various types of diesel engines (ASTM standards): 1)
Grade Low Sulfur No. 1-D — A special-purpose, light distillate fuel for automotive diesel engines
requiring low sulfur fuel and requiring higher volatility than that provided by Grade Low Sulfur
No. 2-D; 2) Grade Low Sulfur No. 2-D — A general-purpose, middle distillate fuel for automotive
diesel engines requiring low sulfur fudl. It is aso suitable for use in norrautomotive applications,
especialy in conditions of varying speed and load; 3) Grade No. 1-D — A special-purpose, light
digtillate fuel for automotive diesel engines in applications requiring higher volatility than that
provided by Grade No. 2-D fuels; 4) Grade No. 2-D — A genera-purpose, middle distillate fuel
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for automotive diesel engines, which is also suitable for use in non-automotive applications,
especiadly in conditions of frequently varying speed and load; 5) Grade No. 4D — A heavy
distillate fuel, or a blend of distillate and residual oil, for low- and medium-speed diesel engines
in non-automotive applications involving predominantly constant speed and load.

Kerosene — A medium-light oil similar to paraffin but refined to a higher quality. Used as jet
fuel, where quality standards are high because its flow properties must remain very good even in
low temperatures.

Liquefied Natural Gas (LNG) — Lean gas, principaly methane, liquefied by cooling to -163°C
at atmospheric pressure. Oneton of LNG corresponds to roughly 1,400 cubic meters of gas.

Liquefied Petroleum Gases (LPG) — Primarily propane, butane or a blend of these, which are
liquefied by subjecting them to a pressure of six-seven atmospheres. Low viscosity fluids flow
easily (water); high viscosity fluids pour slowly (molasses).

Methane — A light, colorless gas which liquefies at -162°C. Forms the principal component in
natural gas.

Methanol — An acohol used as feedstock in alarge number of chemical processes, including the
production of acetic acid, plastic bottles and textiles.

Naphtha — Didtillate which is lighter than paraffin, used as a raw material in petrol production
and by the chemica industry.

Natural Gas Liquids (NGL) — Comprises various proportions of ethane, propane and butane
with small quantities of heavier hydrocarbons. Partialy liquid at atmospheric pressure, this
blend is shipped in specia carriers.

Natural Gas — A blend of gaseous hydrocarbons found below ground, which normally contains
60-95 per cent methane.

Octane — Any of various isomeric paraffin hydrocarbons with the formula C 8H18, found in
petroleum and used as a fuel and solvent.

Octane Number — A numerical representation of the antiknock properties of motor fuel,
compared with a standard reference fuel, such as isooctane, which has an octane number of 100.

Petroleum — A collective term for hydrocarbons, whether solid, liquid or gaseous.

Propane — A hydrocarbon (NGL) found blended in small quantities with natural gas. Liquefies
a -42°C. Applications include fuel for gas-powered cars, stoves and heaters.

Sour Crude Oil — Crude oil with high sulfur content.

Specific Gravity — A measure of the density of a material usually obtained by comparing it with
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water.

Sweet Crude Oil — Crude oil with low sulfur content.

Synfuels — Synthetically petroleum products produced from coal, or natural gas.

Viscosity — The measure of the interna friction or the resistance to flow aliquid.

Categorical Terms and Conditions

The offeror agrees to abide by and accept the following terms and conditions. If the offeror is
unable to agree to the terms or conditiors, or offers an alternative to the terms or conditiors, it
must be clearly identified by number in the response. If a numbered term or condition is not
mentioned or identified in the response, then the offeror agrees to the term or condition. (Note:
terms and conditions are not arranged by order of importance. Each is important.)

1
2.

3.

The FM S accepts the definitions referenced above, except as noted.

The FMS agrees to identify no fewer than 200 fuel sites in New Mexico with at least 50
stations in the Albuquerque area.

Each fud site identified for use under this contract must be able to accept a fleet purchase
card authorizing the credit purchase of diesel or unleaded fuel, and other services as
needed by the CES member.

Each FMS's fleet card must be customizable: it must be able to allow a user to purchase
any fuel, motor al and lubricant, or to limit the purchase to one grade of diesel or
unleaded gasoline; it must allow unlimited amounts of fuel to be purchased, or limit the
number of gallons, limit the number of times it may be used in a day or selected
timeframe, or the geographic location of the fuel purchase; the fleet card must be
protected with a user identity number. Each driver will only need one card.

In the event a card is stolen and an unauthorized user has the card’s user number, the
FMS computers will be able to immediately cancel the card and the user ID, upon
notification the card has been stolen. The member will not be responsible for any charges
made on a stolen card, regardless when the FM S was notified of the theft.

The FM'S will offer maintenance service to fleet owners that include lubrication and oil
changes, tire repair and rotation, vehicle washes and other minor maintenance including,
but not limited to wiper blades; headlights, turn signals, interior lights, or tall lamp
replacements; gluing on rear-view mirror when it falls off; replace burned out fuses.

The FMS will offer to CES members that have fuel storage facilities delivery of diesel
and unleaded fuels. Delivery trucks must be equipped with spill response equipment and
be able to deliver fuel within two (2) business days of request.

The FMS must be able to provide regular (weekly, bi-weekly, and/or monthly) fuel
management reports to the member. These reports must provide complete and accurate
information for the member’s use, including, but not limited to: fuel and maintenance
transactions listed separately by vehicle; place, date and time of each transaction; identity
of the person who made the transaction (by PIN); type of fuel purchased; odometer
reading for each transaction.

The FMS will invoice the CES member monthly based on the fuel management reports
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10.

11.

12.

13.

14.

submitted. Errors and credits will be reconciled in the invoice submitted the following
month, with a complete (in clear English) description of how the error was corrected or
credit was applied.

The FMS will provide at no cost to the member’'s office personnel training in reading
weekly reports and checking monthly billings. Member office personnel will understand
that the FMS fees and charges include a one percent (1%) administration fee that will be
reimbursed to CES by the FMS on aregular basis.

The FMS will reimburse quarterly CES one percent of the total billings collected from a
CES member using this contract. The one percent fee will include the costs of labor,
fuel, ail, lubricants, accessories and al other charges made to the member. The fee will
not include any local, state or federal taxes, US postage charges, UPS, Airborne, Federal
Express or other private carrier fees charged to the member. The one percent fee will be
collected on any fees or costs associated with the FM S s use of its own delivery trucks or
vans. Both parties understand and agree that the fee is not a rebate, but an administration
cost of CES in the support of the contract.

The FM S understands that CES depends on its administration fee to provide services to
its members, that CES is not a tax-based institution, and cannot spend in the deficit;
therefore, the FM'S agrees to submit all administration monies collected from members
within 10 days of the agreed upon due date, whether quarterly or monthly.

The member will be able to work with a customer service center, or at his’/her option,
perform the following functions online: report lost or stolen cards, issue new or
replacement cards, update driver/vehicle information; modify PIN numbers, update
organizational information such as names, descriptions, addresses, phone numbers.

The FMS will be able to receive payments from the members by check or by electronic
means.

Required Categorical Response

1.

o Uk

o N

The offeror must respond to each of the following with a written statement that either
answers the questions or provides the information requested. Refusal or neglect to
respond to any item may render the proposal nonresponsive.

Gasoline and diesel fuel are sold at neighborhood filling stations, freeway exit stations
and large truck stop and travel centers on interstates. How many fuel refill stations are
currently available to the driver with a FMS fleet card in New Mexico? In Texas? In
Arizona? In Colorado?

Fuel is normally sold under a brand name (Exxon, Phillips 66, Sinclair). What brand
name(s) will accept your FMS fleet card? Will every filling station of the brand(s)
named accept the fleet card? If not, how will a holder of the fleet card know which
station will accept the card?

Will three grades of unleaded fuel generally be available for purchase?

What is the octane rating for each grade?

Will the octane rating differ according to the season of the year, or the elevation of the
filling station?

Will it be possible to restrict a card to unleaded regular octane?

List the maintenance services that will be available on the contract. Identify the location
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10.

11.

12.
13.

of sites in New Mexico able to offer many or most of these services. (Site locations for
all services may be listed in an addendum.)

Fuel, oil and supplies delivered to a specified location must be delivered by a
professional driver. Describe your company’s definition of a “professional driver.”
What safety training is provided each driver? What safety equipment will be available as
standard equipment on each delivery truck? How many trucks will be available to fill
this contract? Identify the carrying capacity of the tractors, trailers and delivery vans.
Will the FMS be able to submit required reports using a secure Internet online source?
By email? On paper (US mail)? Diskette?

Will reports be able to calculate various tax exemptions tate and fderal) allowed by
law? Will the FM S be able to bill members net of the exempted taxes?

Isthe FMS able to receive ACH payments?

Fuel sales taxes are easy to identify and refund. However, laws that are complex and
vary within jurisdictions often hide excise taxes. Does your company have the expertise
to identify and recover federal and state excise taxes that the member may be exempt
from paying? If yes, will any refund be credited to the member?

Categorical Price and Cost Submittal

1.

Pump prices for fuel change often, frequently more than once a day. What discount will
be provided at the time of billing for fuel? For labor? For oils, lubricants and other
accessories? (Note: Member boards realize that some national credit cards provide fuel
discounts when its credit card is used at selected brand named fueling stations. For
example, American Express cards used at Mobil stations offer a 5% discount. The FMS
card being requested on this RFP offers much more than a typical credit card, but some
discounting is expected and should be offered.)

Discounts offered must be good for one year and can only be lowered at the time of
contract renewal, or on the yearly anniversary of the acceptance of an award. The level
of discount may be increased at any time, upon notification to CES. (For example, a 4%
discount could be increased to 4.5% without waiting till the yearly anniversary of the
contract.)

Lowering of discounts at the yearly anniversary of the contract may require CESto re-bid
the contract.

The FMS will include with its proposa an exact copy of any contract or agreement it
expects a CES member to sign. In the event any term, condition or requirement differs
from any term, condition or requirement in this RFP, the term, condition or requirement
of this RFP will have precedence.

The FMS agrees that payments to be received from school districts often depend on
school board approval of expenses, and that his process is timely and may not aways
correspond with the payment schedules requested by the FMS. The FMS agrees not to
charge late payment fees to any school district that makes payment within 60 days of
billing.

All accounts for a school district will be bill grouped electronically providing the school
district with a single invoice for the month, but with sufficient detail to permit the school
district to verify each item.
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Payments from CES members will go directly to the FMS.

CES will be allowed a any time direct electronic (Internet) access to all member
accounts.

The FMS will provide prompt payment to CES of the one percent administration fee on a
quarterly basis. In order to reduce the paperwork, the fee to CES will be paid in full each
quarter, regardless if some individua districts payments have not been processed by the
FMSor paid. For example, for the months of July, August and September, all activity by
school districts will be paid by the FMS. If an individual school district invoice is later
changed or corrected, the change will be noted in the quarterly payment for October,
November and December.

The FMS will name one individual in accounting or billing to work directly with CES.
This person will have read and be fully familiar with this contract, will have access to all
individual school district accounts, with his/her experience with the FM S described in the
proposal. CES will provide a single contact person to work with this named person.

Cost Evaluation I nformation

The following factors will be wsed to evaluate and award the category of the RFP. Please note
that these are only a few items selected to do the evaluation.

1.

General Cost Items

a. Discounts Provided on Price List and Posted Prices — This represents the average
discount provided by the offeror on stated/posted prices.

b. Offeror’s Support for CES Pricing.
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Category 3 Hand and Power Tools

Categorical Scope of Work

CES is seeking a source for mgor brand name automotive, general maintenance, industria
arts/shop tools and equipment. Most CES members maintain a fleet of vehicles, buildings,
facilities and gounds. The type of work can range from basic repairs and tune-ups of small
passenger cars to large trucks, tractors and school buses to repairing water leaks, bad electrical
plugs, to minor construction. This category includes but is not limited to mechanic tools, small
hand, garden, woodworking and welding tools, power tools such as drills, saws, air wrenches,
welders, jacks, testing meters, etc. During the last 12 months, CES has purchased approximately
aquarter million dollars in hand and power tools for its members. Provide in writing responses
to the following items:

Categorical Definitions

ANS| — American National Standards Institute

EPA — Environmental Protection Agency

M SRP — Manufacturers Suggested Retail Price

OSHA — Occupationa Safety and Health Administration

UL — Underwriters Laboratories

Categorical Termsand Conditions

1. The offeror must be able to provide high quality hand and power tools from nationa

manufacturers that are:

a. Designed for commercia and/or industrial use.

b. New and the most current production models.

c. Maintenance, spare and replacement parts are available.

2. All products, equipment, merchandise and miscellaneous materias offered under this
proposa must comply with applicable requirements and standards of the Occupational
Safety and Health Administration (OSHA), American National Standards Institute (ANSI),
Environmental Protection Agency (EPA), Underwriters Laboratories (UL) and other
applicable industry standards.

3. The offeror will warrantee all hand and power tools furnished, whether furnished by itself or
its suppliers, and will comply with all of the terms, conditions and specifications stated
herein.  All equipment offered will be equa to or better than what is described in this
proposal. All equipment will fit and sufficiently perform the purpose for which they are
intended and be of good material, design and workmanship and free from defects.
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4. The following nationally recognized brands are a general listing of the quality and grade
of hand tools and euipment product lines being requested: NAPA, G.E., Rockwell,
Sharpe, Black and Decker, American Tools, Peterson Tools, Master Tools, Craftsman
Tools, etc.

5. If any proprietary, trade, brand or manufacturers name or part number is used in describing
the requested equipment, it will be understood to indicate the minimum standard of
composition and quality desired, and will not be construed to exclude equipment that is
equal to or exceeds the capability and quality of the named equipment. If the offeror &
proposing an aternate based on equivalent equipment, give the manufacturer’ s name, model
and number for the equipment. Include any literature or other explanation of the
equipment’ s quality or performance.

6. The offeror must be able to demonstrate that it has the knowledge and experience to
provide a complete product line of hand and power tools, along with their accessories and
replacement parts.

7. The offeror must be able to provide a warranty of at least 120 days or the manufacturer’s
warranty, whichever is better.

8. CES s seeking an offeror to provide hand and power tools/equipment in one or more the
areas listed below.

a. Genera purpose hand tools — may include but is not limited to all kinds and sizes of
wrenches and wrench sets; driver sockets and ratchets; screwdrivers; pliers, hammers;
nut drivers; files and rasps; clamps and vises, taps and dies, measuring tools, punches,
chisels and pry bars; snips and bolt cutters; knives, ladders, etc.

b. Mechanics tools/equipment — specialty wrenches, drivers, sockets, ratchets, complete
tool sets; automotive test equipment, jacks, lefts and stands, protective gear and
devices; creepers and carts, measuring devices, storage and handling containers, etc.

c. Carpentry hand tools, staplers and accessories saws, clamps and vises, hammers; files,
rasps and scrapers; levels, measuring devices, work benches and accessories; chisels;
sawhorses; hand drills; augers and drills; tool aprons, pouches and accessories; safety
and protective gear and equipment; brushes etc.

d. Gardening hand tools — hoes, rakes, sovels, posthole diggers, trimmers, tap bars,
brooms, augers, wheelbarrows, spreaders, sprayers, etc.

e. Air, dectric, cordless hand powered tools and accessories — compressors; staplers and
nailers; screwdrivers and screwguns, hammers and tapers, circular and jig saws; saber
saws, chain saws; rotary, mini tools; riveters and fastners; drills; routers; sanders,
buffers and polishers; wet-dry shop vacuums; sprayers; trimmers and edgers; hand
mowers; blowers; combination tools, etc.

f. Bench or freestanding power tools — miter; band and table saws; joiners, planers and
routers; drill presses; sanders; lathes, etc.

g Metal working hand and powered tools — sheet metal cutters, benders/folders spot
welders and accessories; welding torches and accessories; arc welders; soldering kits
pipe cutters, saws and benders; lathes, etc.

h. Cement, masonry and brick laying tools — mixers; trowels and floats; edgers and
groovers; chisels, etc.

i. Work benches, storage chests and cabinets — clamping tables; workshop organizers,
tool storage chest and cabinets; portable workbenches, etc.
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Categorical Specifications

There are no specific specifications for this category.

Required Categorical Response

1. To better understand the offeror, CES is requesting that it provide awritten narrative
and/or other documentationwith responses to the following questions.

a. Inyour response you have indicated the regions of the State of New Mexico that you
desire to provide your product ine of hand and power tools. What do you fedl are
your firm’s characteristics, attributes and capacities that makes your firm the best
choice for CES to provide its members hand and power tools?

b. If awarded a contract under this solicitation what type of methods and/or promotional
items does your firm intend to use to communicate product lines of hand and power
tools you have to offer? What method do you intend to use to market those items,
that is, sales representatives, telemarketing, catalog(s), price list(s), fliers, website,
etc.?

c. CES members will need to obtain both warranty repair services and replacement
parts. How does your firm intend to handle these requests and what is the procedure
that the CES member will use? Other related questions that need to be addressed are:
1) All warranty communications and work done through the manufacturer only?

2) Items sent to the offeror and the offeror gets it repaired or replaced and returns it
to the member?

3) Are there authorized repair/services centers located in New Mexico? Where are
they?

4) Are there repair/replacement parts available if the member wants to make the
repairs? Where are the parts distribution centers located?

5) Areall these services available through you?

2. Describe how your sales staff will use a contract between CES and your company to
better serve their members. Some offerors request to use local sales representatives,
dealers and retail stores to represent them in a particular territory. CES has learned that
these methods of marketing and providing products have been very successful with other
CES vendors. If you have such marketing vehicles available, describe in detail how your
firm intends to administer a contract if awarded one.

3. Theofferor must, through written documentation, clearly identify the type, kind and level
of hand and power tools it proposes to provide CES members under this category. Please
include the following:

a.  The manufacturer(s)’s name.

b. The products offered from each manufacturer.

c. Services offered and provided by each manufacturer.

d. The products and services to be provided by subcontractorgsuppliers.

4. Provide a narrative of your firm’'s policies, procedures and strategies to ensure quality
control, response to concerns before, during and after the project. Indicate what follow
up, review and oversight process your management team has in place to ensure member
satisfaction.
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Categorical Price and Cost Submittal

1. The offeror must provide a complete listing of al products and services that it is
proposing to offer under this category. All prices submitted must be separate line items
for supplies, materials, freight and labor, unless the item/service being priced is a per unit
cost, which includes labor, equipment and materials.

2. Offeror nust base hand and power tool/equipment, accessories and repair part prices
submitted on afixed discount off an MSRP or published list price.

3. For labor costs, not covered by other methods, offeror must provide hourly rates.

4. Price sheets, catalogs and other pricing forms must clearly identify and describe the tools,
supplies or accessories, its unit of measure offered and its stated price. Within the terms
of this RFP, the response documents must indicate the CES discount off the price sheet,
catalog, etc.

5. All pricing information must be placed behind Tab 6 of the offeror’s response.

Cost Evaluation I nformation

1. Generd

a. Freight and Handling — This represents the cost to the customer when a company adds
freight and handling charges to their invoice for delivering ordered products to the
CES members site and any additional fees/cost charged for processing the paper
work. This is wually stated as a percent of the cost of the items or stated as actual
freight cost as a pass through invoiced item.

b. Alternative Methods of Costing — These methods include custom manufactured items
not covered by other methods and sole source. Offeror is to indicate the percent of
overhead and/or mark-up to be added to these costs to obtain the retail cost on which
the CES discount can be taken to achieve CES price.

c. Discount Provided on Alternative Costing Method Pricing — This represents the
discount provided by the offeror on alternative costing.

d. Discounts Provided on Price List and Catalogs — This represents the average discount
provided by the offeror on stated prices.
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Category 4 Janitorial Services

Categorical Scope of Work

CES members are dways looking for ways to cut costs, and many are consdering an outside source to
supplement their janitorid department. Likewise, member charter schools are aso looking at acquiring
janitoria services as a purchase service ingead of hiring their own work force. In an atempt to assist
its membersin acquiring these services, CESis seeking a vendor(s) who possesses the experience and
quaifications to provide janitoria services. This may include, but is not limited to providing labor,
equipment, materids and supplies to clean the facilities.

Categorical Definitions

ADA — Amaicans with Disabilities Act

EPA — Environmentd Protection Agency

| SO — Insurance Sarvices Office

M SDS — Materid Safety Data Sheets

OSHA — Occupationd Safety and Health Adminigtration

QCP — Qudlity Contral Program

Categorical Termsand Conditions

1.

2.

The offeror must demondtrate its ability to provide janitorid service with in-house daff as
described herein.

The offeror will complete each task in a professond, workmanlike manner, and will use qudity
equipment and materias that comply with al current regulations. The safety of workers,
passershby and the public shdl be paramount.

It is the ultimate responghility of the offeror to provide facilities that are uniformly clean,
hygienic, orderly and atractive, which will eflect favorably upon the CES member and the
offeror. The actud frequency that tasks are performed may vary depending on user traffic,
building renovation work, westher conditions and other uncontrollable and unpredictable
factors. Regardless of these factors, the offeror will maintain industry standards.

The CES member reserves the right to add or delete items or services specified within a project
if requirements change during the course of the project. Prices for items and services to be
added or deleted from the project will be agreed upon by the member and the offeror. Al
modifications of the project’s scope of work will bein writing and dearly identify any additions
or deletions.

The offeror will provide the labor, materids and equipment necessary to clean and provide
mai ntenance services, except as otherwise specified in any project’s scope of work. Tasks will
be performed with the highest of standards.
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6. All sarvices provided and materids used will be in accordance with acceptable industry
standards and dl federd, state and local guiddines, rules and codes. Products used will be
environmentaly safe, used in accordance with product directions and be subject to approva of
the CES member's representative(s).  The offeror will provide to the member's
representative(s) al materid safety data sheets (MSDS) for al products.

7. The offeror, or a designated representative, will be responsible for dl matters affecting work
hereunder. If this representative changes, the member’'s representative(s) must be notified in
writing within (5) days after the change.

8. The offeror acknowledges and recognizes that other program activities, repair and maintenance
operations may be conducted at the sites by CES member’s work forces and other parties
under contract with the member. The offeror may be required to modify or curtall certain tasks
and operations when this occurs.

9. Locksand Keys
a. Access to CES member’s fadilities will be in accordance with ingtructions, and keys and/or

security cards will be issued or provided by the member’'s representative(s). Access may
include specid ingructions about security systems indtdled at the facilities. The offeror will
take all reasonable precautions to ensure that security of the facilities and internd equipmernt,
furnishings and other items are maintained a dl times.

b. The offeror will be responsible for the keys assigned to it and will assign these keys to its
personnel for use in maintaining the facility. The offeror will be responsible for the proper
use and safe keeping of al keysissued by the member to the offeror.

c. When leaving the fadility, the offeror’s staff will ensure that al external windows and doors
are closed and secured.  If the offeror’s gt fails to properly secure afacility, the member
will deduct any resulting fees and/or the cost of member staff time required to correct the
Stuation from the offeror’s monthly payment.

d. The offeror will report dl st or stolen keys to the member’s representative(s) within 24
hours after discovery of the loss. The offeror will reimburse the member for the total cost,
as determined by member, of re-keying the facility or duplicating additiond keys.

e. Upon expiration or termination of individua projects performed under this solicitation, the
offeror will immediately return dl keys, cards, remote controls, etc., to the CES member.

10. Temporary Suspension of Work
a. The CES member's representative(s) will have the authority to suspend work by the

offeror, wholly or in part for such period as necessary due to unsuitable work conditions,
fallure of offeror to carry out directions, unsafe or hazardous conditions or fallure to perform
in accordance with this solicitation

b. The offeror will request permission of the CES member’s representative(s), during member
business hours, to temporarily suspend work wholly or in part for such period as necessary
due to unsuitable, unsafe, or hazardous work conditions or failure of CES member to notify
the offeror’'s representative(s) of changes in locks, security codes or access to facilities
being cleaned.

11. The offeror will be responsible for ensuring that al reasonable precautions are taken to protect
furnishings, fixtures, equipment, computers, telephones, copying machines, flooring, window
coverings, carpeting, fax machines, telecommunications and eectrica equipment and cables and
al other physica objects in facilities being cleaned. If offeror causes loss or damage, offeror
will pay the member to repair or replace the equipment.
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13.

14.

15.

16.

17.

18.

19.

2

©

At no cost to the CES member, the offeror will furmish dl supplies: dl trash receptacles, trash

receptacle liners, sanitary napkins, paper towels, toilet paper, toilet seat covers, hand soap and

al rdated dispensers. They include but are not limited to:

a. Toilet paper will be of 100% post consumer waste content, double ply, such as Fort
Howard or approved equivaent.

b. Paper towels will be of 100% post consumer waste content, semi-bleached, multi-fold,

such as Fort Howard or approved equivalent.

Wax, such as Able's Diamond Cote Premium Grand Floor Finish or equivaent.

Stripper and wax for wood floors.

Roll paper towds, when used, in kitchens and coffee stations.

Germicidd cleaner to be used in al child care aress.

0. Paper toilet seat covers.

At the option of the CES member, walk off mats will be provided at dl exterior entrances to the

building and in dl kitchen areas. Mas are to be a minimum of 18 linear feet by 3 feet wide.

Mats should be on a regular service/cleaning schedule to maintain a clean gppearance at dl

times. A minimum rotation of every two (2) weeks will be enforced.

No supplies will be used that the CES member or the manufacturer of the product determines

would be harmful to any other part of the buildings, occupants, contents or equipment. As part

of any proposd offered under this solicitation, the offeror will provide a“supply list” of products

and supplies with brand names and estimated quantities needed for the proposed project.

Upon receipt of the proposal, the CES member may require samples of the products offered to

determine if they meet their requirements. Prior to Starting a project, the offeror will provide the

member's representative(s) with product brochures and the materid safety data sheets

(MSDS).

The offeror is responsgible for conducting its own assessment and evauation of the facilitiesto be

sarviced to determine the paper goods, soaps, cleaners, etc., necessary to mantan the

building' s bathrooms, kitchens, etc.

The offeror will be respongble for refilling or restocking dispensers in accordance with the task

specifications established for each project. The offeror will also ensure proper distribution and

monitoring of these suppliesto prevent waste, theft or other abuse.

The offeror, as a component of the project's cost(s), will provide dl chemicds, deaning

agents, floor gripper, floor seder and finish, carpet shampoo and spotting agents, furniture

cleaner and polish, chrome or other metd polish, graffiti remover and other cleaning related

aupplies.  All deaning agents, finishes and polishes are subject to review and approvad by

member’s representative(s).

The CES member’s representative(s) will identify and authorize the offeror to use a designated

areafor storage as needed. If the designated areais shared with CES member’s personndl, the

offeror will clearly identify materids and supplies belonging to the offeror. The CES member

will gtrive to provide alocked storage area to the offeror.

Adequate paper supplies and hand soap will be stored in locked housekeeping closets on each

floor. Designated member employees will have keys to these closets in the event supplies need

to be replenished during the day.

Cleaning Equipment

a.  All deaning equipment, including power drive floor scrubbing machines, back pack vacuum,
high dugting equipment, waxing and polishing machines, industrid floor and upholstery
vacuum cleaners, and al motor trucks, etc. needed for the performance of the work of
individua projects, will be furnished by the offeror. Such equipment will be of the Sze and
type customarily used in work of this kind and no equipment will be used which is harmful to

~0 Qo0
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22.

23.

24,

25.

the buildings or their contents. The offeror will indicate within each project’s proposa an
“equipment lig” to include the amount of equipment to be provided and the manufacturer of
the same.

b. Equipment such as brooms, mops and vacuums will be avalable for use by the CES
member’s staff when needed. The CES member will assume full respongbility when using
the equipment.

c. Electricad power of 110 voltswill be furnished by the CES member a existing power outlets
for the offeror’s use to operate such equipment asis necessary in the operation of itswork.

The offeror will be respongible for any damage to the eectricad outlets and their covers
caused by the improper use of equipment. Member will dso provide hot and cold water for
use by the offeror.

The offeror will not use CES member’'s facilities, property or equipment, including copy
machines, telephones, fax machines, computers, caculators, typewriters and other items for
persond or company business, unless authorized inwriting by the member. Breaks and medl
times will be taken in the breek or lunch eating areas only. The offeror’ s telephones will be used
only for emergencies or to cal the member’ s representative(s).
The offeror will provide a method(s) to enable CES membe’s daff to contact the
representative of the offeror assgned to an individua project Site, who is proficient in English, to
take action regarding inquiries, complaints and emergencies. The offeror’s representative will
reply to the CES member’s representative(s) request within one hour after contact has been
made.
If, during members norma hours of operation, action is required to prevent impending injury,
degth or property damage, the CES member can, after attempting to notify the offeror’s
representative(s), cause such action to be taken by the member work force. The member can
then charge the offeror the cost thereof, or can deduct such cost from future monies due the
offeror.
All complaints will be resolved as soon as possble after notification, but in dl cases within the
next date of scheduled janitoria services, and to the satisfaction of the CES member's
representative(s). If any complaint is not resolved within this time, the member will be natified
immediately of the reason for not resolving the complaint, followed by a written report to the
member within five (5) days If the complant is not resolved to the satisfaction of CES
member, the member can take action to correct the complaint. The cost incurred by member
will be deducted from payments due the offeror.

Occupationd Safety and Health Administration (OSHA)) Guideline Compliance

a. Materid Safety Data Sheets — The offeror will furnish the CES member’ s representative(s)
copies of naterid safety data sheets (MSDS) for al products used prior to beginning
service in any fadlity. The offeror must update copies of the MSDS on an annud basis. In
addition, each time anew chemicd or cleaning product isintroduced into any facility, acopy
of that product’s MSDS must be provided to the member, prior to the product being used.

b. The materid safety data sheets must be in compliance with OSHA Regulation 1910.1200,
Paragraph g.

C. Labding of hazardous materids — The offeror will comply with OSHA Regulaion
1919.1200, Paragraph f, concerning the labeling of al chemica containers.

d. Caution sgns — The offeror will use caution signs as required by OSHA Regulation
1910.144 and 1910.145 a no cost to member. Caution sgns will be on-ste on
commencement of the project.

e. OSHA guiddines of Hood pathogens — The offeror will comply with the OSHA Standard
29CFR1910.1030 Blood Borne Pethogens as it pertains to the training, safety and
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27.

28.

29.

30.

31

32.

equipment needed for dl employees engaged in janitorid service. The offeror will be
responsble for compliance on dart date of the individua project performed under this
solicitation, and will provide proof to the CES member’s representative(s).

f. Due to the nature of cugtodid work, proof of compliance with OSHA Regulaion
1920.1200, Hazard Communication, will be provided to the CES member prior to
commencement of the project.

g. Falure of the offeror or its employees to comply with al applicable laws, regulations and
rules will permit the CES and its member to immediatdy terminate the offeror’s contract
without licbility.

Labding of Suppliesand Chemicds — The offeror will purchase and issue dl chemicds in thar
origina containers. Precautionary warning labels will be affixed to al applicable containers as
prescribed by law, regulatory agencies or the CES member. Marking or labeling of materids
containing hazardous or toxic substance or wastes will be in accordance with dl federa, sate
and locdl laws, ordinances, rules and regulations.
Sip Resstance — The dferor will verify that dl floor finishes, seds spray buff solutions and
other such chemicals gpplied to non-carpeted floors provide adequate protection against
dippery floors. Any observed ingtances of dippery or dick floors will be corrected
immediaely.
Germicidd Properties — The offeror will use only germicidd disnfectants that bear an
Environrmentd Protection Agency (EPA) registration number.
Facility Checks — The offeror will perform daly on ste safety checks of both the interior and
exterior of the facility. The safety checks will be recorded on ste and be posted in each facility
office on aform provided by the facility manager.
Hours and Days of Custodial Srvices — The basic daily hours of janitorid service will be
established and agreed upon by the CES member and the offeror as part of the project
proposa process. Days of service may include but are not limited to Monday through Saturday
for a period of time set by the member. The offeror and the member will determine what
holidays will or will not be worked.  The member can request additiond days for specia
activities, that is, summer cleaning or ahletic events.
The offeror must notify the CES member's representative(s) of any problems or service
interruptions within 24 hours or next business day. Unavoidable service disruptions may be
made up, a the sole discretion of the member's iepresentative(s). Costs associated with
services that cannot be made up will be subject to action provided for herein. Repeated
cugtodid service interruptions without justification or gpproval of the member’ s representative(s)
will be subject to action provided for herein.

Day janitorid services can include but are not limited to:

a. The offeror will provide daily janitorid service Monday through Friday for the time period
identified within each individud project’s proposa. The work hours will be dlearly identified
and agreed upon, in writing, by the CES member’s representative and the offeror. If the
member requests that the hours be adjusted, it must be agreed upon by the offeror.

b. The man functions of the day janitor are to thoroughly cleen and restock Aal
bathrooms/classrooms in the building, to assst the CES member’ s staff in set up, take down
and moving furniture as needed and perform other cleaning duties as may be assgned by the
fadlity manager, that is, setting up and taking down lunch room furniture and cleaning the
aress, preparing for an assembly or athletic event. If these types of services are to be
provided, they must be listed as part of the project scope of work and their associated
costs included in the cost proposal.
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c. Theday janitorid gaff will meet and abide by al of the CES member’s locd policies and
dress codes, induding but not limited to fire drill and evacuation traning, uniforms,
identification, etc. The day janitors must be able to communicate in ord and written English.

No on-dte offeror supervisor is required, but there will be a supervisor or responsible
person available via telephone should it be necessary.  The on-Site supervisor will be the
CES member’ s representative(s).

d. The CES member, together with the offeror will determine the deaning and other support to
be provided, but they will not exceed the standards described and agreed upon in the
project’s proposal for daily housekeeping and related services.

33. Janitorid Service Schedules:

a.  Within 10 working days of receiving the CES purchase order, the offeror will submit awork
schedule to the member’s representative(s) for review and approval. Said work schedule
will be based on contract period identified in the offeror's proposa (that is, weekly,
monthly, semi-annud, and annud tasks).

b. The offeror will submit revised schedules to the CES member’s representative(s) when
actud peformance differs subgtantidly from planned performance. The member
representative(s) will accept or reject the revision within five (5) working days prior to
scheduled time for the work.

c. At the discretion of the CES member’s representative(s), monthly meetings between the
offeror's and the member’s representative(s) may be scheduled to review and determine
progress and address any changes in schedules, problem aress, etc.

d. Changes or variaions in scheduling may be necesstated by the CES member’'s specid
events, assemblies, athletic events, community activities, efc. The offeror will adapt to any
or al schedules to meet requests of the CES member’s needs. |If there are additional costs
to these requests, they must be identified in writing prior to the schedule being approved and
implemented.

34. Supervisor(s) — The offeror will provide necessary on-sSte supervison if requested by the
member. Offeror’s supervisor(s) will be literate and conversed in the English language.
Offeror's supervisor(s) will dso be cagpable of communicating fully with dl of the offeror's
employees in the event they do not speek English. The CES member’s authorized
representative will be the sole judge of the communicetion level. The daytime janitor will be
conversant in the English language. The offeror will provide documentation that the supervisor
has the experience and is paid at ahigher rate than the employees he or she supervises. If an
on-Ste supervisor is required, the supervisor will be on site during the entire shift, but may leave
to accomplish tasks related to the member’s project. Depending on the scope of the project,
the supervisor may be required to provide some of the services offered. If the regular
supervisor is absent, the offeror will provide a subgtitute of equd or greeter skills. The offeror
will be required to provide to the CES member the name, position and resume of the supervisor
prior to him/her beginning work. The offeror will provide and maintain telephone service to the
supervisor of each project and messaging services for the use of the supervisor for work-related
messages.

35. Mandatory Qudifications for Contractua Personnel
a. The buildings will be fully gaffed on the first day of work in accordance with the project

proposal. All personne will receive dose and continuing fird-line supervision as defined in
the offeror’ s proposed scope of work.

b. Janitors employed by the offeror will be fully trained and skilled in safe and proper
housekeeping techniques. The offeror will provide sufficient documentation to demonstrate
that adequate training has been provided. The offeror will submit documentation outlining
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its training program and method of verifying employee competency. Failure to do so may
be cause for CES to consgder the offeror to be in non-compliance of the requirements of
this solictaion. The use of janitors who are not adequately trained may be sufficient
grounds for termination of the offeror’s contract with CES.

The offeror will have crimind kackground checks done on al personnd assigned to an
project performed under this solicitation prior to the service provider starting work on the
project and at least once per year theresfter. The offeror will immediatdy inform the CES
member’ s representative(s), by certified mail, of any employee’ s criminal/sexud convictions.
Upon receipt of a CES purchase order, the offeror will supply the CES member's
representative with a complete list of dl employees who will work at the fadility. Each of
these employees will be adequately trained, have had a crimina background check and a
drug test. If the offeror uses employees not on the list, the CES member can order that
person(s) off the property and deduct the cost of a full eght (8) hours labor from the
monthly invoice. Repesated use of employees not on the lis may be grounds for termination
of the contract.

36. Employee Identification and Building Access

a

b.

All employees will wear uniforms with the company name/logo. Uniforms will be approved
by the CES member’ s representative and will not be dirty, stained or torn.

Identification badges will be furnished by the offeror and worn by dl offeror’s employees
while on CES member premises. The badge will have the employees picture, name,
signature and employee identification number.

Access to CES member's building(s) will be as directed by the CES member's
representative.  Offeror’'s employees will not leave the premises during working hours
except in cases of emergency, or with approval of the member’s representative or offeror’s
supervisor.

Prior to starting a project, member will furnish the offeror with a list of contacts and phone
numbers for each facility to be used in case of an emergency.

The offeror will inform its employees of restricted areas where their access is forbidden
Restricted areas will be designated by the authorized CES member’ s representative(s).
Access requirements to areas of a facility will be established by the CES member. The
offeror's employees will be responsble for controlling access to these areas by others
during the performance of their services. All doors which are locked before will be re-
locked upon completion of their cleaning activities.

37. Offeror's Quality Control Program (QCP)

a

The offeror will establish a complete QCP to ensure that the requirements of each project
performed under this solicitation are met as specified in the project proposa. A draft QCP
will be submitted as part of the offeror’s response. Place behind Tab 5. Likewise, prior to
the start of any project the offeror will submit to and receive approva from the member’s
representative(s) for the QCP. The QCP will be a system for identifying and correcting
deficiencies in the quality of services before the leve of performance becomes unacceptable
to the member.

The offeror will tailor an ingpection system for the facility and cover dl services dated in the
tasks and frequencies segment of the project proposa. The offeror will prepare a checklist
for use during the performance of the work. When an ingpection is completed by either the
member’s representative or offer’s representative, he/she will date and sign the ingpection

report.
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c. An on-gtefile of dl ingoections conducted by the member and/or offeror’s representative,
and the corrective action taken if deficiencies were noted, will be maintained. This file will
be made available to ether of the parties during the term of the project.

38 Daytime Emergency Housekeeping Service

a. The offeror will have anindividud available who can respond to day time housekeeping
emergencies. The person will be fully trained in safe and sanitary housekeeping procedures,
be an employee of the offeror and be familiar with the CES member’ s facilities

b. The offeror will provide an emergency day time telephone number to the CES member.

c. The offeror will respond on-site within two (2) hours after an emergency cal is made.

d. If daytime emergency services are to be provided as part of offeror’s proposal, outline dl
costs. Offeror will charge aminimum of two (2) hours for each emergency response.

39 It will be the respongibility of the offeror to ingpect, identify and report any condition(s) that

40.

41.

42.

43.

renders any portion of the dte(s) unsafe, as wel as any unsafe practices relaing to the
environment or the performance of the services offered. The member’s representative(s) will be
immediately notified of any unsafe condition. If needed, offeror will assst the member by
summoning emergency assstance while a the site(s).
The offeror's gaff will be informed of the project, together with its cleaning/maintenance
requirements and schedule(s). An outline of the task requirements and schedule for each facility
will be kept with each crew. If any task cannot be completed within the project deaning
schedule time line, the member will be immediatdy notified.
The services to be performed under each project through this solicitation will be subject to the
generd control and approval of the CES member. The offeror will not comply with requests
and/or ordersissued by anyone other than the CES member’ s representative or his designated
representative(s) acting for the member. Any change to the project must be agreed upon and
approved in writing by the member and the offeror.
Each project covered by this solicitation will have a project term that is requested by the CES
member and agreed upon by the offeror prior to the issuing of a CES purchase order. The
project term can vary from one week to one year and will depend upon the member’ s needs.
A project term can be extended and/or renewed based upon this solicitation’s terms and
conditions as long as any award under this solicitation has not expired. A project renewal
period can be up to one year and renewed annudly as long asthe award isin place. The CES
member will give its rotice of intent to renew inwriting to the offeror 90 days before the
expiration date of the current project period. This notice will not be deemed to commit the
member to renew the project for the renewal period, until such time as the offeror recaives a
CES purchase order for the extension period.
The offeror will purchase certificate of insurance naming the CES member as co-insurer prior to
the beginning of any project covered by this solicitation. In addition to those listed under the
“Genera Terms and Conditions’ section, the insurance coverage will include the llowing
provisons.
a. All deductibles or sdf-insured retention will appear on the certificate(s) of insurance issued.
b. The CES menmber, its officers, employees, agents and volunteers will be added as
“additiond insured” as ther interests may gppear. This provison does not gpply to
Professond Liability or Workers Compensation/Employers' Liahility.
c. The offer’s insurance will be primary over any applicable insurance or sdf-insurance
maintained by the CES member.
d. Will provide 30 days written notice to the CES member before any cancdldtion,
suspension, or void of coverage in whole or part, where such provison is reasonable.
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e. All coverage for subcontractors of the offeror will be subject to dl of the requirements
dated herein.

f.  All deductibles or sdf-insured retention will appear on the certificate(s) and will be subject
to gpprova by the CES member. At the option of the member, ether the insurer will
reduce or eiminate such deductible or sdf-insured retention, or the offeror will be required
to procure a bond guaranteeing payment of losses and related claims expenses.

g. Falure to comply with any reporting provisons of the policy(s) will not affect coverage
provided the member, its officers/officids, agents, employees and volunteers.

h. The insurer will agree to waive dl rights of subrogation againg the CES member, its
officerdofficiads, agents, employees or volunteers for any act, omisson or condition of
premises which the parties may be held ligble by reason of negligence.

i.  The offeror will furnish the CES member a certificate of insurance, including endorsements
affecting coverage. The certificate is to be signed by a person authorized by the insurance
company(s) b bind coverage on its behdf, if executed by a broker, notarized copy of
authorization to bind, or certify coverage must be attached.

. All insurance will be placed with insurers maintaining an A.M. Bedt rating of not lessthan an
A:VII. If AM. Bed rating is less than A:VII, gpproval must be received from member’s
risk officer.

k. All coverage designated herein will be as broad as the Insurance Services Office (1SO)
formsfiled for use with the State of New Mexico.

45. Individud project contracts entered into by the offeror and the CES member will contain a
“hold farmless clause’ that includes the bllowing. The offeror will, during the term of the
project, indemnify, defend and hold harmless the CES membser, its officias, employees, agents
and representatives thereof from al suits, actions, or dams of any kind, including atorney's
fees, brought on account of any persond injuries, damages or violaions of rights, sustained by
any person or property in consequence of any neglect in safeguarding project work or on
account of any act or omission by the offeror or itS employees, or from any clams or anounts
arigng from violation of any law, bylaw, ordinance, regulation or decree.

46. As part of any proposal, the offeror must dearly identify al personnd who will perform under
the project, who is the a relative of an employee and/or a board member of the CES member
and/or who him/hersdlf is an employee or a current sitting board member of the CES member.
This report process is intended to protect againgt conflict of interest and/or employment
discrimination dams.

47. Employment dscrimination by offeror is prohibited. The offeror accepts and agrees to the
following provisons as part of any project performance covered by this solicitation.

a. The contractor will not discriminate againgt any employee or gpplicant for employment
because of race, religion, color, sex, nationd origin, age or disability or any other basis
prohibited by federd and state law relaing to discrimination in employment, except where
there is a bona fide occupationa quaification reasonably necessary to the normal operation
of the offeror. The offeror agrees to post in conspicuous places, available to employees and
goplicants for employment, notices sdtting forth the provisons of this nondiscrimination
clause.

b. Theofferor, in al solicitations or advertisements for employees placed by or on behdf of the
offeror, will date that such offeror is an equa opportunity employer.  Notices,
advertisements and solicitations placed in accordance with federa law, rule or regulation will
be deemed sufficient to meet this requirement.

c. The offeror will require al subcontractors to adhere to and comply with the provisons as
described in paragraphs a and b above.
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Categorical Specifications

1. CleanHoors

a. Redlient Tile and Concrete — Daily: The offeror will begin cleaning operation by sweeping
floor with a trested dust-mop to remove dl dirt, dugt, trash, particles and other debris. The
offeror will use a mildly abrasve pad (or equivaent) to remove dl scuff marks, scars,
gresks, spills, stains, gum, tar and other foreign substances. The offeror will then wet mop
the floor. When wet mopping, the offeror will ensure that the floors, walls, baseboards,
corners, thresholds and adjacent surfaces are free of dirt, dust, marks, scars, streaks, spills,
gdans, gum, tar and other foreign substances, including those resulting from the cleaning
equipment and the splashing of deaning solution.  The offeror will ensure that dl deaning
solutions have been mixed according to manufacturer’s directions and are appropriate for
the floor surface. The offeror will take the necessary precautions, including the display of
“wet floor” sgns, to ensure that facility users are advised of wet/dippery floors. (Rest room
floors are addressed under “Rest Rooms’.)

b. Wood and Wood Parquet — Daily: The offeror will begin cleaning operation by removing
any and dl spills, standing water or moisture by using a wet/dry vacuum or dry mop. The
offeror will then sweep floor Lsing a properly treated dust mop to remove dirt, dust, trash,
particles and other debris, ensuring that no aily film exigts after completion. During the
cleaning operation, the offeror will inspect the flooring to ensure that there are no loose or
raised areas. If such areas are found, the offeror will immediady notify the member's
representative(s). The offeror will remove dl scuff marks, scars, streeks, spills, srains,
gum, tar and other foreign substances using an gpproved solution applied with a fine pad
and soft cloth; extendve areas can be removed by using a fine pad and a high speed floor
machine. The offeror will take the necessary precautions, including the display of “wet
floor” dgns, to ensure that facility users are advised of wet/dippery floors.  Upon
completion of the cleaning operation, the offeror will ensure that no area is more dippery
than another and, conversely, that no area has more drag than another.

c. Interlocking Floor Mats — Daily: Vacuum mat floor thoroughly. Wet mop with germicida
cleaner usng a well wrung mop to prevent moisture from permeeting the interlocking tiles.
Annudly lift interlocking tiles and clean both sides of tiles thoroughly with germicida cleaner.
Strip clean under floor and relay tiles.

2. Buff Floors

a. Redlient Tile and Concrete — Bi-Monthly: The offeror will damp mop and then spray buff
floor(s) with an approved floor wax and a high-gpeed polisher with an abrasve pad. This
operation will take place after the daily cleaning operation has been completed. Excessve
wax build-up will not be present on floors, corners or baseboards. The offeror will take the
necessary precautions, including the displaying of “wet floor” sgns to ensure tha facility
users are advised of wet/dippery floors. (Rest room floors are addressed under “Rest
Rooms’.)

b. Wood and Wood Parquet — Bi-Monthly: The offeror will damp mop floors with approved
neutra base cleaner and cool water, ensuring that the mop is damp and not overly wet.
This operation will take place after the daily cleaning operation has been completed. The
offeror will take the necessary precautions, including te dislay of “wet floor” dgns to
ensure that facility users are advised of wet/dippery floors.
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3. Strip and Wax Floors

a. Redlient Tile and Concrete — semi-annudly: The offeror will strip and wax floors with an
approved floor wax. The entire room or corridor will be completed in one operation and
will be in accordance with the manufacturer’s recommendation.  The offeror will take the
necessary precautions, including the display of “wet floor” sgns, to ensure that facility users
are advised of wet/dippery floors. (Rest Rooms floors are addressed under “Rest
Rooms’.)

b. Wood and Wood Parquet — Semi-Annudly:  The offeror will strip and wax floors with an
approved wax. Entire room will be completed in one operation and in accordance with the
manufacturer’ s recommendation. The offeror will screen/scrub floor until entire floor areais
uniformly dull, ensuring that the screen or floor pad is not so abrasive that it is removing
more than the exigting floor finish. The entire area will be vacuumed to remove finish dus.
A clean untreated dust mop or tack cloths will be used to remove any remaining dust. After
the entire areais uniformly dull and clean, and not before, the offeror will use alamb’swool
applicator to gpply two (2) coats of an agpproved water base finish, dlowing sufficient time
for drying between coats. The offeror will take the necessary precautions to secure the area
to dlow sufficient drying and curing time.

4. Clean Carpets and Floor Mats

a. Daly — The offeror will begin cleaning operation by removing al paper, gum, rubber bands,
staples, paper clips and other debris from the carpet.  The offeror will then use a carpet
vacuum to remove surface soil and embedded grit from al areas accessible to the carpet
vacuum. Chairs and trash receptacles will be moved to vacuum undernegth and then
replaced in their origind positions. The beater bars or brush of the vacuum will be adjusted
to correspond to the pile height of the carpet. A tank vacuum with a crevice tool and brush
attachment will be used to clean dl areas which are inaccessible to the carpet vacuum. The
offeror will aso spot clean the carpet to remove dl spots, stains, gum, tar and other foreign
substances. When spot cleaning carpet, the offeror will use a spray foam product and a soft
bristle brush to agitate the area; any dampness will be removed by blotting areawithaclean
soft cloth. The member’s iepresentative(s) will be notified if spot deaning effort is not
effective.

b. Clean Carpets by Extraction Method — Sem-Annudly: The offeror will thoroughly clean
carpeted area usng the water extraction method. The offeror will remove dl movable
furnishings from the carpeted area and place the furnishings in an gppropriate temporary
location. All paper, gum, rubber bands, staples, paper clips and other debris will be
removed from the carpeted area. The offeror will use a carpet vacuum to remove surface
s0il and embedded grit. All spots and stains will be treated with an approved spot cleaning
solution and a soft bristle brush. Spot cleaning should continue until as much of the spot or
gtain as possible has been removed. Water extraction equipment will be operated over the
entire carpeted area.  All indructions provided by the manufacturer of the water extraction
equipment and cleaning solutions will be followed. After dlowing sufficient drying time, the
offeror will vacuum the carpeted area following a pattern which will give the carpet pile a
uniform gppearance. The offeror will conclude the operation by replacing furnishings to
origind locations.

5. Clean Glass Doors, Partitions and Pands — Dally: The offeror will spot clean glass doors, glass

partitions and glass panels. The glass surfaces will be cleaned and dried and will present a

uniform appearance free of dl dirt, grime, smudges, stains, stresks and foreign substances.
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6. Weekly — The offeror will spot clean doors, including door glass, handles and door frames to
remove dl dirt, cobwebs, mold, graffiti, grease, marks, sains, smears and other foragn
substances.  The offeror will ensure that water/cleaning fluids are not spilled onto floors or
adjacent areas.

7. Clean Radiators — Semi-Annudly: The offeror will remove radiator covers and cleandl
radiators with a brush. While covers are removed, the surrounding floor area will be cleaned.
Replace radiator covers.

8. Clean Cealing Vents and Light Fixtures — Three (3) times per year: The offeror will dust and
goot dean the cealling vents and light fixtures to remove dl dirt, particles and cobwebs. The
offeror will notify the member representative(s) of burned out light bulbs and missing or
damaged calling tiles.

9. Clean Furnishings — Dally: The offeror will oot clean al furnishings such as desks, chairs,
cabinets, display cabinets, counters, tables and other furnishings, induding legs and bases as is
aoppropriate to type. Furnishings will be free of dud, particles, lint, litter, Stains, smudges,
fingerprints, gum, tar, grease, marks, siresks and foreign substances. Items on top of the
furnishings will not be disturbed during the cleaning procedure. All tables, counters and plastic
chairs in child care areas will be deaned with an gpproved germicida disinfectant. On wood
the offeror will use a soft clean cloth and an gpproved aerosol polish to clean surfaces. Wood
furnishings will not have an aily film when the surface is rubbed lightly with fingertips. For hard
surfaces, other than wood, the offeror will use a sponge, clean cloth and spray bottle of neutra
detergent or glass cleaner to clean washable surfaces. Glass cleaner will be used on dl glass
aurfaces.  After cleaning, these surfaces mus have a clean, uniform gppearance, free from
streaks, spots and other evidence of soil. For vinyl, the offeror will wipe surfaces with a cloth
or sponge with an appropriate cleanser, re-wipe with a clean damp cloth and dry with a clean
cloth. The offeror will use alightly treated dust cloth, tank vacuum with dugting attachment or a
combination thereof to clean surfaces. When spot cleaning cloth furnishings, the offeror will use
a spray foam product and a sponge to agitate the area; any dampness will be removed by
blotting area with a dean soft cloth. The offeror will notify the offeror representative(s) if spot
cleaning effort is not effective.

10. Dust Clocks, Lamps, Telephones, TV'Sand VCR’S — Bi-Weekly: The offeror will dust/polish,
with atreated cloth, the exterior surfaces of dl clocks, lamps, TVsand VCRs. Theseitems will
be free of dugt, dirt, smudges and fingerprints.

11. Dust Ledges, Shelves and Other High Surfaces— Weekly: The offeror will dust ledges, window
dlls, ar conditioner tops, shelves and other high surfaces. These items will be free of dugt, dirt,
cobwebs and other foreign substances.

12. Empty and Clean Trash Receptacles — Dally: The offeror will empty al trash receptacles.
Liners will be replaced daily. All trash must be bagged beforeit is placed in the dumpster. The
interiors and exteriors of trash receptacles will be free of trash, liquids, gum, grease and other
foreign substances. Those trash receptacles containing liquids or other substances which could
be the cause of odors will be washed out and dried before new liners are ingtaled. The offeror
will place the removed trash into the dumpster/container located outside the building. No trash
will be left onthe ground around the dumpster/container.
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13.

14.

15.

16.

17.

Clean Windows, Window Sills and Vendtian Blinds — Dally: The offeror will dust and spot
clean dl window frames below sx (6) feet so that they are free of dudt, dirt, grime, streeks,
graffiti and other foreign substances. The offeror will aso spot clean windows to remove dl
smudges, fingerprints, marks, stresks, graffiti or foreign substances discovered on interior
windows. Annually the offeror will thoroughly clean dl interior and exterior windows, screens
and Venetian blinds with a mild detergent so thet they are free of dugt, grime and other foreign
substances.

Clean Kitchen and Dining Areas — Daily: The offeror will dean with an gpproved germicida

disnfectant dl sinks, dispensers, cabinets, tables, chairs, countertops and the exterior surfaces

of refrigerator(s). All marks, sans, graffiti, dirt, dust, food particles and other foreign
substances will be removed. The offeror will fill al soap and paper dispensers to proper fill
levels

Clean Entrance Glass — Bi-Weekly: The offeror will clean the interior and exterior sides of the

entrance glass, entrance doors and adjacent windows. The surfaces will be completely cleaned,

dried and will present a uniform appearance free of dl dirt, grime, smudges, stains, stresks and
foreign substances.

Clean Drinking Fountains — Daily: The offeror will use an gpproved germicida disinfectant,

applied from a spray bottle, a clean sponge, smal brush or mildly abrasive pad to remove dl

hard water deposits, obvious soil, stresks, smudges and foreign substances from the drinking

fountain and cabinet.

Clean Restrooms — The following tasks will be completed daily:

a. Clean and Dignfect Sinks, Toilets, Urinas, Exposed Plumbing — The offeror will use a
germicidal detergent, a clean sponge, aorasive pad, toilet bowl mop, clean cloth and
cleanser to completely clean and disinfect dl exposed surfaces of snks, toilets and urinas.
The deaning will include the drying and polishing of dl exposed hardware. The interior of
toilets, toilet seats, and urinas will be scoured using abowl mop. After the interior has been
scoured, the fixture will be flushed to remove stains and chemicd rings. After cleaning, the
fixtures will present a clean, bright, shiny appearance. Fixtures will be free of adl visble soll,
scales, blood, feces, rust stains, scum, streeks, oily smudges, mineral deposits and other
foreign substances. All metd hardware, such as flush vaves, faucet vaves and faucets, will
be wiped dry and be free of stresks, spots, stains, etc. Inoperable or broken fixtures will
be immediately reported to the member’ s representative(s).

b. Clear Snk, Urind and Toilet Stoppages — The offeror will attempt to clear dl toilet and sink
stoppages by use of a plunger or other device. If the attempt to clear the stoppage(s) falls,
the offeror will post an “out of orde™ sgn on the snk, urind or toilet stal door and
immediatdy report the stoppage(s) to the member’s representative(s). Where main sewer
stoppages occur, the offeror will lock the rest room, post an “out of order” sgn on the rest
room door and immediately report the stoppage to the member’ s representative(s).

c. Clean Walls, Partitions, Door Frames and Door Handles — The offeror will spot clean wals,
partitions (including the interiors of toilet stals and doors), door frames and door handles to
remove al dirt, cobwebs, graffiti, grease, marks, blood, feces, stains, smears, mold and
other foreign substances. The offeror will ensure that water/ cleaning fluids are not spilled
onto floors or adjacent aress.

d. Clean and Didnfect Rest Room Foors — The offeror will begin deaning/disnfecting
operation by sweeping floor with a dust mop or broom to remove dl dirt, dudt, trash,
particles and other debris. The offeror will dso remove dl feces blood and vomit by
flushing it down the floor drain, by use of water blagter, if recessary. The offeror will then
thoroughly wet the entire floor using a wet mop, mop bucket and wringer and a germicida
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disnfectant solution. The solution must be dlowed to remain on the floor for three to four
minutes, and will then be agitated usng a scrub brush or an aorasve pad. The cleaning
solution will be removed using awell wrung mop, or it may be squeegeed to the floor drain.
After being mopped, the floor will have a uniform appearance with no sresks, film, swirl
marks, detergent residue, mop strings and grout should be free of mold or other evidence of
soil. The offeror will ensure that there are no splash marks or mop streeks left on fixtures,
walls, baseboards, trash receptacles, etc.

e. Enpty and Clean Trash Receptacles — The offeror will empty al trash receptacles. Liners
will be replaced daily. The interiors and exteriors of trash receptacies will be free of trash,
liquids, gum, grease and other foreign substances. Those trash receptacles containing
liquids or other substances which could be the cause of odors will be washed out and dried
before new liners are inddled. The offeror will place the removed trash into the
dumpster/container. No trash will be left onthe ground around the dumpster.

f. Clean Mirrors — The offeror will remove dl soil, dresks smudges, film and foreign
substances from the mirror surface and frame using glass cleaning solution (in a spray bottle)
and a cloth. Mirror surface will be polished with a clean, dry cloth so that it presents a
uniform, clean appearance. Adjacent shelves will be cleaned in the same manner.

g. Hll and Clean Paper Dispensers — The offeror will fill al paper towe, toilet tissue, sanitary
napkin and other paper dispensers to the proper fill leved. The offeror will aso wipe cean
the digpensers and adjacent surfaces with a germicida detergent to remove hand prints and
smudges.

h. RIl and Clean Soap Dispensers —The offeror will fill dl sogp dispensers to their proper fill
level, in accordance with manufacturer’s indructions.  The offeror will also wipe clean the
dispensers and adjacent surfaces, removing any spills created during the refilling process.
The offeror will check dl dispensers for proper operation and will report inoperative
devices to the member’ s representative(s).

18. Bathroom Floors— The following tasks will be completed three (3) times ayear:

a. Strip and Seal Hoors — The offeror will strip and sedl floors, with an gpproved seder. No
wax will be applied. The foor will be free of dirt, dust, mold, streaks, marks, stains,
cleaning gpplication resdue, watermarks, cleaning equipment marks, splashing, dissolved
and finished particles and other foreign substances. Wals, baseboards and other surfaces
will be clean and free of watermarks, cleaning equipment marks and splashing. The offeror
will ensure that baseboards, tile, fixtures and other equipment is not damaged, disfigured or
impaired. The offeror will take the necessary precautions, including the display of “wet
floor” signs, to ensure that facility users are advised of wet/dippery floors.

b. Clean Cdling Vents, and Light Fixtures — The offeror will thoroughly deen, usng a
germicidd disnfectant and sponge or clean cloth, the celling vent and light fixtures to remove
al dirt, grease, particles, cobwebs and other foreign substances. The offeror will not usea
hose or other means for this operation.

19. Clean Building Exterior Areas— The following tasks will be completed daily:

a. Remove Litter — The offeror will collect and remove al litter and debris from the parking
lots, driveways, shrub beds, entrances, stairways and patios. Litter and debris will be
placed in a dumpster.

b. Sweep Entryways, Walkways and Stairs— The offeror will sweep the entryways, wakways
(sidewalks) and dairs to remove dl dirt, debris and litter. The offeror will ensure that
sweeping operations do not pose a hazard to people using the facility.

RFP 2004-012 Page 60 of 111 DueDae May 14, 2004



c. Clean Handrails — The offeror will spot clean handrails, using a clean cloth and/or a sponge
and cleaning solution, to remove dl dugt, dirt, cobwebs, grease, aily film, fingerprints, stains,
soils and other foreign substances.

d. Empty and Clean Exterior Trash Receptacles — The offeror will empty dl exterior trash
receptacles and replace pladtic liners daily. The interiors and exteriors of trash receptacles
will be free of trash, liquids, gum, grease and other foreign substances. Those trash
receptacles containing liquids or other substances which could be the cause of odors will be
washed and dried before new liners are indtaled. The trash will be placed in a dumpster.

e. Wash Entryways — Monthly: The offeror will hose down and scrub, with a iff broom or
brush, dl entryways and the adjacent walkways within 25 feet of the building. Entryways
and adjacent walkways will be free of dirt, Sains, litter, debris, bird droppings and other
foreign substances. Work will be completed in one operation and yelow caution Sgns will
be placed at a suitable perimeter around the work site. “Wet floor” or caution signswill be
drategicaly placed.

20. Emergency Cudodid Services — Emergency services may include, but are not limited to,
cleaning up spills, legk, floods, sickness, animal wastes, breakage, clearing sdewaks for snow
and ice, etc. In the event an emergency Stuation is of such magnitude the regularly scheduled
tasks cannot be accomplished, the offeror’s representative and the member’ s representative(s)
will be s0 informed. Emergency services will be judged according to the nature of the
procedure (that is, separate standards apply to each function) and on the responsiveness to the
gtugion.

21. Sdfety
a. All offeror and subcontractors performing services under this solicitation will comply with dl

OSHA, EPA, ADA and any other gpplicable federal, state or loca rules and regulations
governing worker and workplace safety. Also, the offeror and subcontractors will be hed
respongble for the safety of their employees and any unsafe acts or conditions that may
cause injury or damage to any persons or property within and around the work Site area
under this solicitation

b. Notice of Required Disghility Legidaion Compliance — CES and its members are required
to comply with sate and federd disability legidation: The Rehabilitation Act of 1993
Section 504, The Americans with Disabilities Act (ADA) for 1990 Title Il and dl locd
policies adopted by the locd member's governing board. The offeror will be hed
respongible for obtaining and complying with locd policies.

c. Specificaly, CES members may not, through its contractual and/or financid arrangements,
directly or indirectly avoid compliance with Title I of the Americans with Disabilities Act,
Public Law 101-336, which prohibits disc