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CITY OF COCONUT CREEK

FINANCE AND ADMINISTRATIVE SERVICES
KAREN M. BROOKS, DIRECTOR

4800 WEST COPANS ROAD
COCONUT CREEK, FLORIDA 33063

January 22, 2017

LEGAL NOTICE
REQUEST FOR PROPOSALS

The City of Coconut Creek, Florida is actively seeking proposals from qualified, licensed, and experienced
vendors to provide Heating, Ventilation, and Air Conditioning (HVAC) Systems services City-wide on an as-
needed basis. The work consists of furnishing all labor, equipment, materials, parts, service and supervision
necessary to provide routine and emergency repair and replacement services, in full accordance with the scope
of services, terms and conditions contained in this Request for Proposal (RFP).

RFP No: 02-15-17-10

RFP Name: HVAC SERVICES

Non-Mandatory Pre-Proposal Meeting: Thursday, January 26, 2017 at 10:00 A.M. EST
Due Date/Time: Wednesday, February 15, 2017 at 10:00 A.M. EST

A Cone of Silence is in effect with respect to this RFP. The Cone of Silence prohibits certain communications
between potential Respondents and/or Vendors and the City. All communication regarding this RFP shall be
directed to Lorie Messer, Purchasing Analyst at (954) 956-1584.

Proposer must be registered on the City’'s eBid System in order to respond to this RFP. A complete RFP
document may be downloaded for free from the eBid System as a pdf at: www.coconutcreek.net/purchasing.
The City is not responsible for the accuracy or completeness of any documentation the Proposer receives from
any source other than from the eBid System.

Sealed proposals shall be submitted electronically through the eBid System on or before the due date/time
stated above. Proposer is solely responsible for downloading all required documents. Responses will be
electronically unsealed in a public forum and read aloud. Any proposal received after the date and time specified
will not be considered. Any uncertainty regarding the time a proposal is received will be resolved against the
Proposer.

A non-mandatory pre-proposal meeting will be held at the Government Center. Proposers or their
representative(s) are strongly urged to attend. This information session presents an opportunity for the
Proposers to clarify any concerns regarding proposal requirements. Questions regarding the site and scope of
services will be answered and Proposers will be able to familiarize themselves with conditions that may affect
the proposal price.

Please be advised that City Hall is closed on Fridays and on holidays observed by the City. City Hall hours of
operation are 7:00 a.m. to 6:00 p.m. EST, Monday through Thursday.

Karen M. Brooks, Director
Finance and Administrative Services

Publish Dates: Sunday, January 22, 2017
Sunday, January 29, 2017

NTP
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SECTION |
GENERAL TERMS AND CONDITIONS

RFP NO. 02-15-17-10

THESE INSTRUCTIONS ARE STANDARD FOR ALL BID COMMODITIES/SERVICES ISSUED BY THE
CITY OF COCONUT CREEK. THE CITY OF COCONUT CREEK MAY DELETE, SUPERSEDE OR
MODIFY ANY OF THESE STANDARD INSTRUCTIONS FOR A PARTICULAR CONTRACT BY
INDICATING SUCH CHANGE IN SPECIAL INSTRUCTIONS TO BIDDERS OR IN THE BID SHEETS.
ANY AND ALL SPECIAL TERMS AND CONDITIONS THAT MAY VARY FROM THE GENERAL TERMS

AND CONDITIONS SHALL HAVE PRECEDENCE.

BIDDER AGREES THAT THE PROVISIONS

INCLUDED WITHIN THIS INVITATION FOR BIDS SHALL PREVAIL OVER ANY CONFLICTING
PROVISION WITHIN ANY STANDARD FORM CONTRACT OF THE BIDDER REGARDLESS OF ANY

LANGUAGE IN BIDDER’S CONTRACT TO THE CONTRARY.

INSTRUCTIONS TO BIDDERS:

1.

Defined Terms

Terms used in this contract document are
defined and have the meaning assigned to
them. The City will use the following
definitions in its general terms and conditions,
special terms and conditions, technical
specifications, instructions to  bidders,
addenda and any other document used in the
bidding process. The terms may be used
interchangeably by the City: IFB or RFP; Bid
or Proposal; Bidder, Proposer, or Seller;
Contractor or Consultant; Contract, Award,
Agreement or Purchase Order.

Bid: A price and terms quote received in
response to an IFB.

Bidder: Person or firm submitting a bid
directly to the City as distinct from a sub-
contractor, who submits a bid to the Bidder.

City: Refers to the City of Coconut Creek, a
municipal corporation of the State of Florida.

Change Order: A written signed and
approved document by the City Manager or
designee ordering a change in the contract
price or contract time or a material change in
work.

Contractor: Successful Bidder or Proposer
who is awarded a purchase order, award
contract, blanket purchase order agreement,
or term contract to provide goods or services
to the City. Also referred to as the “Successful
Bidder”.

Contract: A deliberate verbal or written
agreement between two (2) or more

competent parties to perform or not to perform
a certain act or acts, including all types of
agreements, regardless of what they may be
called, for the procurement or disposal of
equipment, materials, supplies, services or
construction. Contract shall be inclusive of the
term “Agreement” unless stated otherwise.

Contract Administrator: The City will
designate a Contract Administrator whose
principle duties shall be liaison with awarded
Proposer, coordinate all work under the
contract, assure consistency and quality of
awarded Proposer's performance, and
schedule and conduct Contractor
performance evaluations, and review and
route for approval all invoices for work
performed or items delivered.

Consultant: Successful Bidder or Proposer
who is awarded a contract to provide
professional services to the City.

First Ranked Proposer: That Proposer,
responding to a City RFP, whose proposal is
deemed by the City, the most advantageous
to the City after applying the evaluation criteria
contained in the RFP.

Invitation for Bids (IFB): When the City is
requesting bids from qualified Bidders.

Proposer:  Person or firm submitting a
proposal.

Proposal: A proposal received in response to
an RFP.

Request for Proposals (RFP): When the
City is requesting proposals from qualified
Proposers.



Responsible Bidder: A person who has the
capability in all respects to perform in full the
contract requirements, as stated in the bid
document, and the integrity and reliability that
will assure good faith performance.

Responsive Bidder: A person whose bid
conforms in all material respects to the terms
and conditions included in the bid document.

Seller: Successful Bidder or Proposer who is
awarded a purchase order or contract to
provide goods or services to the City.
Successful Bidder: means the best,
qualified, responsible and responsive Bidder
to whom the City (on the basis of City's
evaluation as hereinafter provided) makes an
award

Cone of Silence

2.1 “Cone of Silence” means a prohibition
on any communication regarding a
particular Request for Proposals
(RFP), Request for Qualifications
(RFQ), Invitation for Bid (IFB), or
other competitive solicitation
between:

(&8 Any person who seeks an
award therefrom, including a
potential vendor or vendor’s
representative, and

(b) The City Commission, City
Attorney, City Manager, and
all City employees, and any
non-employees appointed to
evaluate or recommend
selection in such
procurement process.

The Cone of Silence shall not apply to
communications with the
Procurement  Official to obtain
clarification or information concerning
the subject solicitation. Any such
contact with anyone other than the
Procurement  Official may be
considered grounds for
disqualification. The City shall not be
responsible for oral interpretations
given by any City employee or its
representative. For purposes of this
section, “vendor’s representative”
means an employee, partner,
director, or officer of a potential
vendor, or consultant, lobbyist, or

2.2

2.3

2.4
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actual or potential subcontractor or
subconsultant of a vendor, or any
other individual acting through or on
behalf of any person seeking an
award.

The Cone of Silence shall be
applicable to each RFP, RFQ, IFB, or
other competitive solicitation during
the solicitation and review of
responses. At the time of issuance of
the solicitation, the Procurement
Official shall include in any
advertisement and public solicitation
for goods and services a statement
disclosing the requirements of this
section.

The Cone of Silence shall terminate at
the time the City awards or approves
a contract, votes to reject all bids or
responses, or otherwise takes action
which ends the solicitation and review
process.

Nothing contained herein shall
prohibit any potential vendor or
vendor’s representative from:

(a) Making public presentations
at duly noticed pre-bid
conferences or at meetings
before a duly noticed
Selection Committee;

(b) Communicating with the City
Commission during any duly
noticed public meeting;

(©) Communicating verbally or in
writing  with  any  City
employee or official for the
limited purpose of seeking
clarification or additional
information, when  such
employee is  specifically
designated in the applicable
RFP, RFQ, IFB, or other

competitive solicitation
documents;
(d) Communicating in  writing

with the Procurement Official
or other staff person
specifically designated in the
procurement document.

The potential vendor or vendor’s
representative shall deliver a copy of
any such written communication to
the Office of the City Clerk, who shall
make copies available to the public



2.5

upon  request. The  written
communication shall include a
reference to the RFP, RFQ, IFB, or
other competitive bid document
number.

Any violation of this rule shall be
investigated by the Procurement
Official and the City Attorney’s Office
and/or the City Manager’s Office and
may result in any recommendation for
award, or any RFP award, or IFB
award to said potential vendor or
vendor’s representative being
deemed void or voidable. The
potential vendor or  vendor's
representative determined to have
violated this rule, shall be subject to
debarment. In addition, to any other
penalty provided by law, violation of
this rule by a City employee shall
subject the employee to disciplinary
action up to and including termination.

Bid Forms

3.1

3.2

3.3

3.4

3.5

Solicitations downloaded from the
eBid System shall not contain any
alteration to the document posted
other than entering data in spaces
provided or including attachments as
necessary. By submission of a
response, Bidder affirms that no
alteration of any kind has been made
to this solicitation.

The bid forms must be used by the
Bidder. Failure to do so may cause
the bid to be rejected. The forms shall
be submitted in good order and all
blanks must be completed.

The bid forms shall be signed by one
duly authorized to do so and in cases
where the bid is signed by a deputy or
subordinate, the principal’s proper
written authority to such deputy or
subordinate must accompany the bid.

Bids by corporations must be
executed in the corporate name by
the President or other corporate
officers accompanied by evidence of
authority to sign.

Bids by partnerships must be
executed in the partnership name and

RFP NO. 02-15-17-10

signed by a general partner whose
titte must appear under the signature.

Sub-Contractors

4.1

4.2

Sub-Contractors Terms

The Contractor agrees to bind
specifically every sub-contractor to
the applicable terms and conditions of
the contract documents for the benefit
of the City.

Sub-Contractors Agreement

All work performed for the Contractor
by a sub-contractor shall be pursuant
to an appropriate agreement between
the Contractor and the sub-
contractor.

Qualifications of Bidders

51

5.2

5.3

Bids will only be considered from
firms normally engaged in providing
the types of commodities/services
specified herein. The City reserves
the right to inspect the Bidder’s
facilities, equipment, personnel, and
organization at any time, or to take
any other action necessary to
determine Bidder’s ability to perform.
The Purchasing Official reserves the
right to reject bids where evidence or
evaluation is determined to indicate
inability to perform.

No bid will be accepted from, nor will
any contract be awarded to any
person who is in arrears to the City,
upon any debt or contract, or who is a
defaulter, as surety or otherwise,
upon any obligation to City, or who is
deemed responsible or unreliable by
the City.

As part of the bid evaluation process,
City may conduct a background
investigation including a record check
by the Coconut Creek Police
Department. Bidder's submission of
a bid constitutes acknowledgment of
the process and consent to such
investigation. City shall be the sole
judge in determining Bidder's
qualifications.



6.

Specifications

6.1

6.2

6.3

6.4

The apparent silence of the
Specifications as to any detail, or the
apparent  omission  from the
Specifications of a detailed
description concerning any point,
shall be regarded as meaning that
only material and workmanship of the
finest quality are to be used. All
interpretations of the Specifications
shall be made on the basis of this
statement.

For the purpose of evaluation, the
Bidder must indicate any variance or
exceptions to the stated
Specifications no matter how slight.
Deviations should be explained in
detail. Absence of variations and/or
corrections will be interpreted to mean
that the Bidder meets all the
Specifications in every respect.

Any manufacturers’ names, trade
names, brand names, information
and/or catalog numbers used herein
are for the purpose of describing and
establishing a general standard of
quality, performance and
characteristics and are not intended
to limit or restrict competition. The
Bidder may offer any brand which
meets or exceeds the Specifications
for any item(s). If bids are based on
equivalent products, indicate on the
Bid Form the manufacturer's name
and catalog number. Bidder shall
submit with his bid complete and
descriptive literature and/or
specifications. The Bidder should
also explain in detail the reason(s)
why and submit proof that the
proposed equivalent will meet the
Specifications and not be considered
an exception thereto. The
determination of equivalency shall
rest solely with the City. If Bidder fails
to name a substitute, it will be
assumed that Bidder is bidding on
and will be required to furnish
commodities  identical to  bid
standards.

If the model number for the make
specified in the bid document is
incorrect, or no longer available and
replaced with an updated model with
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new specifications, the Bidder shall
enter the correct model number on
the bid form. In the case of an
updated model with new
specifications, Bidder shall provide
adequate information to allow the City
to determine if the model bid meets
the City’s requirements.

7. Addendum

7.1

7.2

If the Bidder should be in doubt as to
the meaning of any of the bid
documents, or is of the opinion that
the plans and/or specifications
contains errors, contradictions or
reflect omissions, Bidder shall submit
a written request directed to the
Purchasing Division to be forwarded
to the appropriate person or
department for interpretations or
clarification. Interpretations  or
clarifications deemed necessary by
the Purchasing Division in response
to such questions will be issued on
official addendum.

The issuance of written addendum is
the only official method whereby
interpretation, clarification, changes
or additional information can be given.
If any addendum is issued, the City
will attempt to notify all known
prospective Bidders. Addenda to the
solicitation will be posted on the eBid
System. It is the Bidders
responsibility to check the eBid
System or contact the Purchasing
Official prior to the bid submittal
deadline to ensure that the Bidder has
a complete, up-to-date package.

8. Prices Bid

8.1

8.2

Prices shall be shown in both unit
amounts and extensions whenever
applicable. In the event of
discrepancies existing between unit
amounts and extension or totals, unit
amounts shall govern.

Discrepancies in the multiplication of
units of work and unit prices will be
resolved in favor of the unit prices.
Discrepancies between the indicated
sum of any column of figures and the
correct sum thereof will be resolved in
favor of the correct sum.



8.3

8.4

8.5

8.6

8.7

All applicable discounts shall be
included in the bid price for materials
and services and will be considered
as determining factors in
recommending an award in case of tie
bids. Discounts extended to City shall
include but not be limited to those
discounts normally extended to
governmental agencies as well as the
private sector.

Chain discounts are not acceptable
and will not be considered in
determining an award. Bidders may
bid only one (1) discount for each item
on the bid form. Firm discounts and
prices are to be quoted for the term of
the contract.

Bidder warrants by virtue of bidding
that prices, terms and conditions in
the bid will be firm for acceptance for
a period of ninety (90) calendar days
from the date of bid opening unless
otherwise stated by the City.

The bid price shall include all permit
fees, royalties, license fees and other
costs arising from the use of such
design, device or materials in any way
involved in the work as well as all
costs of packaging, transporting and
delivery to the designated location
within the City of Coconut Creek.

All prices quoted shall be F.O.B.
destination, freight prepaid (Bidder
pays and bears freight charges,
Bidder own goods in transit and files
any claims), unless otherwise stated
in Special Conditions.

Examination of Bid Documents

9.1

Before submitting a bid, each Bidder
must (a) examine the bid documents
thoroughly; (b) consider federal,
state, county, and local Ilaws,
ordinances, rules and regulations that
may in any manner affect cost,
progress, performance, or provision
of the commodities and/or services;
(c) study and carefully correlate
Bidder's observations with the bid
documents, and (d) notify the
Purchasing Division of all conflicts,
errors, and discrepancies in the bid

9.2
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documents.  Failure to familiarize
himself/herself with applicable laws
will in no way relieve him/her from
responsibility.

The submission of a bid will constitute
an incontrovertible representation by
Bidder that Bidder has complied with
every requirement of the bid
document, that without exception, the
bid is premised upon performing the
services and/or furnishing the
commodities and materials and such
means, methods, techniques,
sequences or procedures as may be
indicated in or required by the bid
documents, and that the bid
documents are sufficient in scope and
detail to indicate and convey
understanding of all terms and
conditions of performance and
furnishing of the goods and/or
services.

10. Modification and Withdrawal of Bids

10.1

10.2

10.3

Proposals may be modified or
withdrawn prior to the due date for
submitting  electronic  proposals.
Proposals may be retracted from the
eBid System. Retracting a response
allows the Bidder to change all or part
of the response that was previously
submitted. Retracting a response
does not delete the response
currently entered; however, by
retracting your response, it is no
longer submitted. You must click
“Submit Response” on the Response
Submission Tab for your retracted bid
to be submitted again.

Withdrawal of a proposal will not
prejudice the rights of a Bidder to
submit a new proposal prior to the
proposal opening date and time. No
proposal may be withdrawn or
modified after the date of proposal
opening has passed.

If within twenty-four (24) hours after
proposals are opened, and Bidder
files a duly signed, written notice with
the Purchasing Office, and within five
(5) calendar days thereafter
demonstrates to the reasonable
satisfaction of City, by clear and
convincing evidence, that there was a



11.

12.

material and substantial mistake in
the preparation of its proposal, or that
the mistake is clearly evident on the
face of the proposal, but the intended
correct proposal is not similarly
evident, Bidder may withdraw its
proposal and any bid security will be
returned, if applicable.

Submission and Receipt of Bids

To receive consideration, bids must be
received prior to the due date and time.
Unless otherwise specified, Bidders should
use the bid forms provided in the bid
document. Any erasures or corrections on the
bid must be initialed by Bidder. All information
submitted by the Bidder shall be printed,
typewritten or filled in with pen and ink before
electronic submission. Bids shall be signed in
ink. When a particular IFB or RFP requires
physical copies of bids or proposals they may
be included in a single envelope or package
properly sealed and identified. Bids will be
electronically unsealed in the presence of
Bidders, the public, and City staff. Bidders
and the public are invited and encouraged to
attend bid openings, but are not required.
Bids will be tabulated and made available on
the eBid System for review by Bidders and the
public in accordance with applicable
regulations.

Acceptance or Rejection of Bids

12.1  Bidder warrants, by virtue of bidding,
his bid and the prices quoted in his bid
will be firm for acceptance by the City
for a period of ninety (90) calendar
days from the date of bid opening,
unless otherwise stated in the bid
document. However, any bid may be
electronically retracted up until the
time set for bid opening. Any bids not
so electronically retracted shall upon
opening, constitute an irrevocable
offer for goods and services until
accepted by City Commission Award.

12.2 A Bidder may not withdraw his bid
before the expiration of ninety (90)
calendar days from the date of bid
opening. A Bidder may withdraw his
bid after the expiration of ninety (90)
calendar days from the date of bid
opening by delivering written notice of
withdrawal to the Purchasing Official
prior to award of contract by the City
of Coconut Creek.

13.

14.
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12.3  The City reserves the right to reject
the bid of any Bidder if the City
believes that it would not be in the
best interest of the City to make an
award to that Bidder, whether
because the bid is not responsive or
the Bidder is unqualified or fails to
meet any other pertinent standard or
criteria established by the City.

12.4  The City of Coconut Creek reserves
the right to waive formalities in any bid
and further reserves the right to take
any other action that may be
necessary in the best interest of the
City. The City further reserves the
right to reject any or all bids, with or
without cause, to waive technical
errors and informalities or to accept
the bid which in its judgment, best
serves the City of Coconut Creek.

Opening of Bids

Responses will be electronically unsealed and
publicly read aloud on the date, time, and
location specified in the bid document. A
tabulation will be made available on the eBid
System in accordance with applicable
regulations.

Award of Contract

14.1  If the contract is to be awarded, it will
be awarded to the most responsible
and responsive Bidder for the base
bid whose evaluation by City indicates
to City that the award will be in the
best interests of the City and not
necessarily to the lowest Bidder.

14.2  Criteria utilized by City for determining
the most responsive Bidder includes,
but is not limited to the following:

€)) Ability of Bidder to meet
published specifications.

(b) Bidder's experience and
references including, but not
limited to, the reputation,

integrity, character,
efficiency, experience, skill,
ability, and business

judgment of the Bidder, the
quality of performance of
Bidder under previous
contracts, any subcontractors



15.

16.

and other persons providing
labor or materials to Bidder.

(c) Bidder's qualifications and
capabilities, including but not
limited to, the size, financial
history, strength and stability
of the business to perform the
work of the contract, the
possession of necessary
facilities and equipment and
the quality, availability and
adaptability thereof to the
particular use(s) required.

(d) Whether Bidder can perform
the contract promptly or with
the time specified without
delay or interference.

(e) Previous and existing
compliance by Bidder with
laws, ordinances, and
regulations relating to the
commodities or services.

)] Price.

14.3 If applicable, the Bidder to whom
award is made shall execute a written
contract prior to award by the City
Commission. If the Bidder to whom
the first award is made fails to enter
into a contract as herein provided, the
contract may be let to the next ranked
Bidder who is responsible and
responsive in the opinion of the City.

Contractual Agreement

The terms, conditions, and provisions in the
bid document shall be included and
incorporated in the final contract. The order of
precedence will be bid document and
response, contract, and general law. Any and
all legal action necessary to enforce a contract
will be interpreted according to the laws of
Florida.

Insurance

16.1  If the Contractor is required to go on
to City property to perform work or
services as a result of contract award,
the Contractor shall assume full
responsibility and expense to obtain
all necessary insurance as required
by City or specified in the Special
Terms and Conditions.

17.
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16.2 The Contractor shall provide the
Purchasing Division original
certificates of coverage prior to
engaging in any activities under this
contract. The Contractors insurance
is subject to the approval of the City’s
Risk Manager. The certificates must
list the City as ADDITIONAL
INSURED and shall have no less than
thirty (30) days written notice of
cancellation or material change.
Further modification of the insurance
requirements may be made at the
sole discretion of the City’'s Risk
Manager if circumstances change or
adequate protection of the City is not
presented. Bidder, by submitting his
bid, agrees to abide by such
modifications.

Taxes

The City of Coconut Creek is exempt from all
Federal Excise and Florida Sales Taxes on
direct purchase of tangible property. An
exemption certificate will be provided where
applicable upon request. Contractors doing
business with the City shall not be exempted
from paying sales tax to their suppliers for
materials to fulfill contractual obligations with
the City, nor shall a Contractor be authorized
to use the City’'s Tax Exemption Number in
securing such materials.

Estimated Quantities/Warranties of Usage
No warranty is given or implied by the City as
to any components listed in the bid document
and are considered to be estimates for the
purpose of information only. The City
reserves the right to accept all or any part of
the bid and to increase or decrease quantities
of Bidder’s bid to meet additional or reduced
requirements of the City.

Samples and Demonstrations

Samples or inspection of product may be
requested to determine suitability. Unless
otherwise specified in the Special Terms and
Conditions, samples shall be requested after
the date of bid opening, and if requested
should be received by the City within seven (7)
working days of request. Samples, when
requested, must be furnished free of expense
to the City and if not used in testing or
destroyed, will upon request of the Bidder, be
returned within thirty (30) days of bid award at
Bidder's expense. When required, the City
may request full demonstrations of units prior
to award. When such demonstrations are



20.

21.

22.

23.

24,

requested, the Bidder shall respond promptly
and arrange a demonstration at a convenient
location. Failure to provide samples or
demonstrations as specified by the City may
result in rejection of a bid.

