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BID No. 06/14
REQUEST FOR PROPOSALS

(RFP)

FOR

JANITORIAL SERVICES

AT THE FACILITIES OF THE GENERAL SECRETARIAT OF THE

 ORGANIZATION OF AMERICAN STATES

 IN WASHINGTON, DC

DEPARTMENT OF GENERAL SERVICES (DGS)

SECRETARIAT FOR ADMINISTRATION AND FINANCE (SAF)

1. BACKGROUND
1.1
The Organization of American States (OAS) brings together the nations of the Western hemisphere to promote democracy, strengthen human rights, foster peace, security and cooperation and advance common interests.  

The origins of the Organization date back to 1890 when nations of the region formed the Pan American Union to forge closer hemispheric relations. This union later evolved into the OAS and in 1948, 21 nations signed its governing charter. Since then, the OAS has expanded to include the nations of the English-speaking Caribbean and Canada, and today all of the independent nations of North, Central and South America and the Caribbean make up its 35 member states.

1.2
The General Secretariat of the Organization of American States (GS/OAS) is the central and permanent organ of the OAS with headquarters in Washington, D.C., United States of America.
2. OBJECTIVE

2.1 The purpose of this Request for Proposals (RFP) is to select the Contractor that will provide Janitorial Services at the various facilities of the GS/OAS located in Washington, D.C. 
2.2 The financial proposal shall be for a period of six (6) years, starting January 1st, 2015. The resulting contract will be for one (1) year and may be renewed and extended thereafter for successive (twelve) months period, up to six (6) years; based on the results of yearly vendor performance assessment by  the Director of the Department of General Services.

2.3 This RFP does not in any manner whatsoever constitute a commitment or obligation on the part of GS/OAS to accept any Proposal, in whole or in part, received in response to this RFP, nor does it constitute any obligation by GS/OAS to acquire any goods or services.  
3. TERMS OF REFERENCE

The Terms of Reference (TOR) for the Janitorial Services at the facilities of the GS/OAS are outlined in Appendix 1 of this RFP, and, therefore, become part of it.

4. GOVERNING LAW


The selection process of the firm to provide Janitorial Services is regulated by:

4.1 This RFP.

4.2 The Procurement Contract Rules of the GS/OAS, approved by Executive Order No. 00-1.

4.3 The Performance Contract Rules, approved by Executive Order No. 05-04, Corr. No. 1.

4.4 The Executive Orders, memoranda and other dispositions and official documents of the GS/OAS applicable to this process.

5. Walk-Thru Inspections and Pre-Bid Conference
5.1 Prospective Bidders interested in submitting a Proposal are required to attend a mandatory walk-thru inspection of the GS/OAS facilities with representatives of the GS/OAS on May 16, 2014, at 10:00 am.  Those firms interested will meet in the Lobby of the Main Building, located the corner of 17th & Constitution Avenue, N.W., Washington, DC. A mandatory pre-bid conference will be held immediately after the walk-thru.

5.2 Scheduling of an alternate walk-thru date may be considered by the GS/OAS on a case by case basis.  Firms that are unable to attend the May 16, 2014 walk-thru date may request an alternate walk-thru date, which the GS/OAS at its sole discretion may grant or deny.  The alternate walk-thru date may be requested by telephoning the Department of Procurement (DP) at 202-370-4891, Katia Eterovic, and by email to:  keterovic@oas.org with a copy to eparada@oas.org.  

5.3 The GS/OAS will not consider Proposals from any firm which has not participated in the walk-thru and the pre-bid conference.  Failure to inspect the GS/OAS facilities prior to bidding will result in the disqualification of any subsequent Proposal.

5.4 Attendance to the mandatory walk-thru and pre-bid conference is to be confirmed by telephoning DP at 202-370-4891, Katia Eterovic, and by e-mail to:  keterovic@oas.org with a copy to eparada@oas.org. 

5.5 The intent of the above-mentioned walk-thru inspection is to provide prospective Bidders with a full understanding and nature of the services required for the GS/OAS.  Prospective Bidders will also have the opportunity to discuss the TORs of the service and ask questions concerning the scope of the services required.

6. BIDDERS’ INQUIRIES

6.1 Bidders may submit any inquiry or request for more information and clarification regarding technical specifications in this RFP no later than five (5) business days prior to the bid closing date.

6.2 The requests must be submitted in a written format to the attention of Mr. Alex P. Grahammer, Director a.i. of the Department of Procurement (DP), by e-mail to: OASBIDSubmit@oas.org with copies to keterovic@oas.org and eparada@oas.org.
6.3 The responses to these requests will be submitted in written format to all Bidders no later than three (3) business days before the bid closing date.

7. PROPOSAL SUBMISSION 
7.1 Submittal Format

7.1.1 Proposals shall be submitted in 3 sealed envelopes. The first envelope will contain the Technical Proposal; the second envelope will contain the Price Proposal; and the third envelope will contain the legal documentation required in Section 7.2.3.

7.1.2 The Proposals shall be submitted in hard copy: one (1) original and two (2) copies.  The sealed envelope containing Bidder’s Proposal shall be labeled:

GS/OAS BID No. 06/14 – JANITORIAL SERVICES AT THE FACILITIES OF THE GENERAL SECRETARIAT OF THE ORGANIZATION OF AMERICAN STATES IN WASHINGTON, DC.

_______________________________ (Bidder’s Name)

7.1.3 The Proposals shall be delivered to:

The General Secretariat of the Organization of American States

Office of Procurement Services

1889 F Street, N.W., 4th Floor

Washington, DC 20006

USA

7.1.4 Additionally, the Proposals shall be submitted by e- mail to the attention of Mr. Alex P. Grahammer, Director a.i. of the Department of Procurement. Proposals sent by e-mail should be in PDF format and sent to OASBIDSubmit@oas.org with copies to keterovic@oas.org; cmiller@oas.org and eparada@oas.org. Each document, including attachments, that conforms the Proposal must not exceed 15 MB each.
7.1.5 The Proposals shall be signed by the Bidder’s authorized representative.

7.1.6 The Proposals shall remain valid and open for acceptance for a period of at least ninety (90) calendar days after date specified for receipt of proposals.  The term of validity of the Proposals must be expressly stated on the same Proposal.

7.1.7 By submitting a Proposal, the Bidder gives express warranty of its knowledge and acceptance of RFP and the rules and conditions that governs the bidding process. Likewise, the Bidders shall warrant the accuracy and reliability of all information they submit in this procurement process.

7.1.8 The Bidders shall bear any and all costs or expenses associated with or incurred in the formulation or development of a Proposal in response to this RFP.
7.2 Required Documents in the Proposals

7.2.1. Content of the Technical Proposal:

The Technical Proposal shall include the following information/documents:

Documents related to Contractor’s Experience

a) A minimum of five (5) references from Bidder’s clients to which similar or relevant services were provided during the last three (3) years. These references should include: the name of the client, contact person, telephone and fax numbers and e-mail address, and a description of the work performed and the duration of the project. Provision of this information authorizes the GS/OAS to contact for verification interviews.

b) A general description of the background of the bidding firm.

c) A detailed description of the Bidder’s work experience similar or relevant to this Contract. The description shall indicate what work it did, when and where it did it, whom it did it for, and any particular methods it used.  If the Bidder plans to perform the service with subcontractors and/or in joint venture with other firms, the Work Plan should address the interrelationship of the firms and how potential inefficiencies such as organization, communications, and process can be avoided.  If the form of a joint venture is considered to submit a Proposal, the Technical Proposal should additionally address joint and several liabilities for all partners.

Documents related to the Services Offered

d) Work Plan that describes in detail the service offered in accordance with the TORs. 
e) Green Cleaning Plan.

f) Quality Control Plan (QCP).

g) List and description of materials and supplies.

h) List of Equipment.
Other information

i) If the Bidder plans to perform the service with subcontractors and/or in joint venture with other firms, the Work Plan should address the interrelationship of the firms and how potential inefficiencies such as organization, communications, and process can be avoided.  If the form of a joint venture is considered to submit a Proposal, the Technical Proposal should additionally address joint and several liabilities for all partners.

j) Information of Bidder’s point(s) of contact.  Provide the name, position, telephone number, email and fax of the person or persons serving as coordinator or focal point of information of the Bidder concerning this bidding process. 

k) Other documentation and/or information that supports each of the technical evaluation factors as per Section 8.4.1, a) of this RFP.

7.2.2. Content of the Price Proposal:

The Bidders shall submit a Price Proposal expressed in US Dollars (US$), in numbers and in words, in accordance with the TOR, Appendix 1 of this RFP. The Price Proposal shall follow Appendix 4.
A Fixed Price Contract will be signed with the prospective Contractor, therefore Price Proposals shall include all anticipated expenses for rendering the services, including but not limited to, fees, taxes, and other costs associated with cost of executing the activities.

7.2.3. Legal Documentation:

a) A copy of the certificate of incorporation of the Bidder.

b) A copy of the Bidder’s bylaws.

c) A copy of the Bidder’s license to do business as a Janitorial Services company in the District of Columbia for at least ten (10) years.
d) A copy of the W-9 Form for US Companies and the Employer Identification Number for companies outside of the US.

e) Copies of Contractor’s Personnel licenses, where applicable, to perform the assigned duties in the District of Columbia.
f) A list of the directors, officers, and the names of any stockholder with more than 50% of the stock.

g) A statement where Bidder acknowledges that it has read and understood the terms and conditions of the Janitorial Services Contract as per Appendix 2 of this RFP.  The statement should follow Format 1 of Appendix 3. If the Bidder does not agree with any of the terms and conditions of the Janitorial Services Contract, it should expressly indicate so in its Proposal, offer alternative language, and present the rationale of its proposal.

l) A disclosure statement of conflict of interest. The statement should follow Format 2 of Appendix 3.

m) A copy of the Bidder’s latest general balance sheet of 2011 or 2012; and copy of the Bidder’s latest three (3) audited financial statements, for the years 2010, 2011, or 2012. These financial statements must be signed and/or appropriately certified by the Chief Financial Officer of the Bidder. In addition, the Bidder’s DUNS number, only if applicable.

7.3 Closing Date for Receipt of Proposals

6.3.1
Both the sealed and electronic proposals must be received by the GS/OAS no later than by close of business (COB), 5:30 p.m. EST, on June 9, 2014.
6.3.2 Proposals submitted after the deadline will not be considered.

7.4 Limited Use of Data

If the Proposal includes data that the Bidder does not want to disclose to the public for any purpose or used by the GS/OAS except for evaluation purposes, the Bidder shall include in its Proposal a statement signed by its legal representative with the following legend:

USE AND DISCLOSURE OF DATA

This Proposal includes data that shall not be disclosed outside the GS/OAS and shall not be duplicated, used, or disclosed— in whole or in part—for any purpose other than to evaluate this Proposal. If, however, a contract is awarded to this Bidder as a result of—or in connection with—the submission of this data, the GS/OAS shall have the right to duplicate, use, or disclose the data to the extent provided in the resulting contract. This restriction does not limit the GS/OAS' right to use information contained in this data if it is obtained from another source without restriction. The data subject to this restriction are contained in sheets [insert numbers or other identification of sheets].

8. EVALUATION 

8.1 Evaluation Authority

The Proposals will be evaluated by the Contract Awards Committee (CAC) of the GS/OAS.  

8.2 Requests for Clarifications

8.2.1 In order to enhance the CAC understanding of Proposals, allow reasonable interpretation of the Proposal, or facilitate the CAC’s evaluation process, the CAC may submit, in writing, any inquiry or request to the Bidders for explanation, substantiation or clarification of certain aspects of its Proposals. 

8.2.2 Likewise, during the evaluation process, the CAC may offer the Bidders an opportunity to eliminate minor irregularities, informalities, or apparent clerical mistakes in its Proposals.

8.2.3 Requests for clarifications shall not be used to cure Proposal deficiencies or material omissions that materially alter the technical or cost elements of the Proposal, and/or otherwise revise the Proposal.

8.2.4 Inquires or requests for clarification will be addressed to the point of contact indicated by the Bidders in its Proposal.
8.3 Evaluation Process

8.3.1 The evaluation of the Proposals will be performed as a whole, in two (2) phases: Technical Evaluation and Price Evaluation. The purpose of the Technical Evaluation is to analyze and evaluate the Technical Proposal, and the purpose of the Price Evaluation is to analyze and evaluate the price offered. 

8.3.2 Proposals will be admitted for evaluation only if they comply with the mandatory minimums contained in the TORs. Once admitted, the CAC shall analyze and rate those Proposals using the evaluation factors set forth in paragraph 8.4.

8.4 Award Criteria

8.4.1 The CAC will review, evaluate, and compare all Proposals according to, but not necessarily limited to, the following criteria:



a)  Technical Criteria:

1. Responsiveness. Whether the Bidder’s Technical Proposal conforms in all material respects to the RFP.

2. Financial Capability. Assesses the financial condition of the Bidder to perform the Contract through the review of the Bidder’s financial statements.

3. References Check. The GS/OAS will request performance information from Bidder’s previous clients.
4. Responsibility. Whether the Bidder’s Technical Proposal meets the RFP’s technical specifications in order to determine its capability, tenacity, and perseverance to perform the Contract.

5. Relevant Experience / Past Performance. Assesses Bidder’s capability, comprising of three elements: i) observation of the historical facts of Bidder’s work experience (what work it did, when and where it did it, whom it did it for, and what methods it used); ii) qualitative judgments about breadth, depth, and relevance of that experience based on those observations; and iii) qualitative judgments about how well the Bidder performed, also based on those observations.

Bidder’s relevant experience and past performance will be evaluated in respect to past or current efforts similar or relevant to this Bid. 

6. Key Personnel. Assesses the qualifications and relevant experience of the supervisors that the Bidder intends to use to perform the Contract, and the procedure that the Bidder intends to use for selecting its personnel.
7. Work Plan. Assesses the completeness of the Proposal in order to determine technical compliance. 
8. Innovation / Enhancements. Favorable consideration will be given to those Bidders that offer greater performance through enhancements to the work called by the TORs, such as new technology and additional services that will enhance and improve the maintenance, messenger and other general services. 



b)  Price Criteria:
1.
Price Proposal.

8.5 Discussions and Negotiations

Before awarding the Contract, the GS/OAS may choose to negotiate the terms, conditions and deliverables of the Contract with the Bidders that, in the opinion of GS/OAS, are within the competitive range. After the negotiations, the GS/OAS will issue a request for Best and Final Offer (BAFO) so those Bidders will have the opportunity to revise or modify its initial Proposal.  The CAC shall analyze and rate those BAFOs using the evaluation factors set forth in paragraph 8.4.

9. AWARD

9.1 The tradeoff analysis decisional rule will be applied for the evaluation of the Proposals. Under this rule, the GS/OAS will evaluate both price and non-price factors and will award the Contract to the Bidder proposing the combination of factors which offers best value to the GS/OAS. Therefore, the GS/OAS reserves the right to consider award to other than the lowest price bidder or the highest technically rated bidder. 

9.2 All technical evaluation factors, when combined, have the same level of importance than cost or price. 

9.3 The GS/OAS reserves the right to award the contract to multiple contractors rather than a single contractor.

9.4 The GS/OAS reserves the right to reject any or all Proposals, and to partially award the Contract.

9.5 The award will be notified to the winning Bidder. Such communication shall not be construed as a Contract with the GS/OAS. The award is contingent upon the winning Bidder’s acceptance of the terms and conditions of the proposed Contract, which will be drafted by the GS/OAS based on this RFP and the winning Proposal.  Consequently, the Contract shall come into effect when signed by both GS/OAS and the duly authorized representative of the winning Bidder.
10. CONTRACTUAL TERMS AND CONDITIONS

10.1
Mistakes
Contractor takes full responsibility for any errors or mistakes with respect to its bid proposal. Contractor has used its best efforts to ensure the accuracy, reliability and completeness of its proposal, and agrees that that any cost of any modification of proposal or contract terms based on Contractor’s error in the information it has provided with its proposal shall be borne solely by Contractor.
10.2 Contract Sample
10.2.1 Appendix 2 of this RFP contains the sample of the Janitorial Services Contract between the GS/OAS and the Contractor.

10.2.2 No changes to the Janitorial Services Contract shall be accepted after the Contract award.  Once the Contract is awarded, the Contractor shall be bound by the Janitorial Services Contract either as stated herein in the RFP or as mutually modified by the Parties.
APPENDIX 1

TERMS OF REFERENCE

APPENDIX 1
TERMS OF REFERENCE
JANITORIAL SERVICES

AT THE FACILITIES OF THE GENERAL SECRETARIAT OF THE ORGANIZATION OF AMERICAN STATES
 IN WASHINGTON, D.C

1. PURPOSE OF THE SERVICES

1.1. The primary goal of the Contract is to provide the GS/OAS with labor, supplies and equipment necessary for the provision of Janitorial Services in a manner consistent with “Class A” or “Trophy” commercial office space in the District of Columbia.

1.2. The term of the Contract shall be for one (1) year, estimated to begin in January 1st, 2015, with an option to renew thereafter for successive (twelve) month periods, up to six (6) years. 
2. LOCATION AND HOURS OF OPERATION OF THE GS/OAS  
2.1. The Janitorial Services will be performed at the following GS/OAS facilities located in Washington D.C., 20006:
	Building Name and Code
	Cleaning Area (Sq. Ft)
	Locations in Washington, D.C.

	General Secretariat Building (GSB)  
	244,412
	1889 F St., N.W.

	Main Building (MNB)
	63,359
	17th St. & Constitution Av., N.W.

	Administration Building (ADM)
	51,307
	19th St. & Constitution Av., N.W.

	Casita
	2,353
	744 C Street, N.W.

	Art Museum of the Americas
	6,590
	201 18th Street, N.W.


2.2. Normal Operating Hours:  Monday through Friday, from 9:00 a.m. to 5:30 p.m.

2.3. Exceptions to Normal Hours: Occasionally the GS/OAS will dismiss GS/OAS staff early.  These dismissals generally occur prior to holidays or long weekends.  The early dismissals do not apply to Contractor’s personnel.
2.4. GS/OAS Observed Holidays:  The GS/OAS will be closed during the following observed holidays: 

a) New Year’s Day.

b) Martin Luther King Birthday.

c) Inauguration Day (Every four years).

d) Washington’s Birthday.

e) Good Friday.

f) Memorial Day.

g) Independence Day.

h) Labor Day.

i) Columbus Day.

j) Thanksgiving Day.

k) Friday after Thanksgiving Day.

l) Christmas Day.

3. SCOPE OF WORK
3.1. The Scope of the Work consists of the provision of all necessary personnel, labor, material, equipment, tools, supplies, general supervision and training necessary to perform and provide the janitorial services as set forth below in these Terms of Reference (TOR) and in Annex 1 – Night Cleaning, Annex 2 – Day Cleaning, and Annex 3 – Window Cleaning.
3.2. Contractor’s services will normally be performed at, but are not limited to, the GS/OAS facilities listed in 2.1, above.
4. GREEN CLEANING
4.1. Green cleaning is a planned and organized approach to cleaning that is designed to protect the occupants and workers' health and reduce the impact on human health and the environment.
4.2. The Contractor shall use green cleaning products and processes, and shall demonstrate such capability by submitting a green cleaning plan to the GS/OAS that describes methods, materials, and equipment used under the contract.
4.3.  Green cleaning products and processes include, but are not limited to :
4.3.1.  Products containing recycled contents.
4.3.2.  Environmentally preferable products and services.
4.3.3.  Vacuum cleaners with HEPA filtration.
4.3.4.  Bio·based products. 
4.3.5.  Products and services that minimize the use of energy, water and other resources. 
4.4. The Contractor shall take every precaution to ensure that, if available, only environmentally safe products are used. Preference shall be given to cleaning products that meet the following:  

4.4.1.  United States Department of Agriculture (USDA) designated bio-based products.
4.4.2.  Green Seal certified (Standard GS-37 for Commercial and Institutional Cleaners).
4.5 The Contractor shall provide all documentation necessary to assist GS/OAS to obtain the Leadership in Energy and Environmental Design for Existing Buildings LEED (EB) or other “green building” certifications.

5. DUTIES AND SCHEDULE OF SERVICES
5.1. The janitorial services or “Night Cleaning” is to be provided as described in Annex 1, hereto, on a daily and periodic basis, at all GS/OAS locations listed in paragraph 2.1, above, as follows:

	Schedule
	Location

	Monday through Friday, from 6:00 p.m. to 10:00 p.m.
	General Secretariat Building (GSB), 

	Monday through Friday, from 6:00 p.m. to 11:00 p.m.
	Main Building (MNB), Administration Building (ADM), Casita and Art Museum of the Americas




5.2. The janitorial services or “Day Cleaning”, is to be provided as described in Annex 2, hereto, on a daily and periodic basis, at all GS/OAS locations listed in paragraph 2.1, above , as follows:
5.2.1. GSB - Monday through Friday from 7:30 a.m. to 4:00 p.m.

5.2.2. GSB garage cleaning - Saturdays form 9:00 am to 1:00 pm.

5.2.3. MNB, ADM, Museum and Casita - Monday through Friday from 8:00 am to 4:30 pm.

5.3. The “Window Cleaning” is to be provided as described in Annex 5, hereto, twice a year.
5.4. The schedule of services shall not be changed unless authorized by the GS/OAS.

5.5. The GS/OAS reserves the right to amend, modify and reissue shifts and scheduled hours and duties at any time, without increasing GS/OAS costs under the Contract.  Contractor shall be notified in writing of any such changes five (5) days in advance.
6. STANDARS OF PERFORMANCE  

The Contractor through innovation, technology, or other means shall perform the work to meet the quality and performance standards described in detail in paragraphs 6.1 through 6.20 below: 

6.1. High Cleaning: 
6.1.1. All surfaces and objects in the building approximately 72 inches or more from the floor shall be cleaned by dusting, damp wiping and/or vacuuming, to remove all dust, grease and/or other foreign matter, etc.
6.1.2. When hand dusting, a clean, treated dust cloth shall be used.
6.1.3. Dust falling from areas onto surrounding furniture, equipment, etc., shall be removed. 
6.1.4. Upon completion of cleaning, there shall be no dust, streaks, oils spots, smudges, etc., including, but not limited to, pipes, walls and ceiling areas adjacent to ventilation and air conditioning outlets.
6.2. Horizontal Surfaces:

All surfaces shall be free of dust, dirt, oil spots, or smudges.

6.3. Policing - Procedures include:
6.3.1. Picking up and removing from areas inside and outside the buildings all paper, trash, bottles and other discarded materials.
6.3.2. 
Empty and clean ash receptacles.

6.3.3.
Picking up and removing foreign substances from areas inside and outside the buildings.

6.1.4. Clean, polish and sanitize drinking fountains.

6.3.5. Mopping up wet areas caused by spillage or inclement weather.

6.4. Sweeping and Damp Mopping of Non-Carpeted Surfaces:  
6.4.1. All non-carpeted floor surfaces (including sidewalks, corners, and edges) shall be free of streaks, dust, marks, string, gum, grease, tar, chemical residue, and/or any foreign matter or spillages.  Contractor’s personnel shall remove all foreign material adhered to floor surfaces.  A treated dust mop shall be used.  Spillages shall be removed by damp mopping.  Special attention shall be given to floor areas underneath furniture, damp mopping and/or rinsing, along with appropriate cleaning solution. 
6.4.2. No dirt shall be left where sweepings were picked up.  Special attention shall be given to edges and corners to ensure that they are clean and free of marks, residue, etc., as a result of this process.
6.4.3.  All surfaces are to be dried.
6.5. Wet Mopping and Scrubbing of Non-Carpeted Surfaces:  
6.5.1. The floors shall be thoroughly swept to remove visible dirt, debris, and any adhered (stuck) materials before they are thoroughly wet mopped and scrubbed, when necessary.

6.5.2. Upon completion of the mopping and scrubbing, the floors shall be swept in areas not accessible to Contractor’s cleaning machines.  Special attention shall be given to edges and corners to ensure that they are clean.  
6.6. Buffing of Non-Carpeted Surfaces:  
6.6.1. Sweep floor thoroughly.  Damp mop.  

6.6.2. Spray buff floor using floor polishing machine and buff immediately to blend in to produce and maintain high, non-slip polished surface.  Special attention shall be given to edges and corners to ensure that they are clean and free of marks and residue from this operation.

6.7. Stripping and Finishing Non-Carpeted Surfaces:  
6.7.1. Remove furniture if necessary.

6.7.2. Floors shall first be swept thoroughly and all adhered materials removed.  Floors shall then be stripped to remove all old finish.  A concentrated solution of approved stripper shall be applied and scrubbed with an approved scrubbing pad.  Difficult spots shall be removed by hand.  Care shall be used so that baseboards, walls, and furniture shall not be splashed or damaged.  Special attention shall be given to edges and corners
6.7.3. Cleaning solution shall be taken up with a mop or a wet vacuum and the floor rinsed with clean water.  Floors shall be allowed to dry thoroughly after rinsing.  
6.7.4. A minimum of four coats of approved finish shall then be applied.  Sufficient drying time shall be allowed between each coat.  Only the last coat shall be applied up to but not touching baseboards.  All other coats shall be applied to within four inches of the baseboards. In the event baseboards, wall and/or corners are splashed during these procedures, they shall be immediately hand cleaned and restored to their former condition.

6.7.5. Relocate any moved furniture.

6.8. Vacuuming: 
6.8.1. All vacuuming shall be performed with vacuum cleaners using high efficiency air filters.
6.8.2. Carpeted areas shall be vacuumed.  Special attention shall be given to edges and corners.

6.8.3. Dirt and foreign matter shall be removed from all surfaces.
6.9. Spot Vacuuming and Stain Removing:
6.9.1. Carpeted areas shall be spot vacuumed assuring that all visible dirt and debris are removed.  
6.9.2. If the area being cleaned is visibly dirty, it must be vacuumed thoroughly.
6.9.3. Stains shall be removed with the appropriate machine.

6.9.4. Permanent stains or damages to the carpets are to be reported to the GS/OAS representative.

6.10. Thorough Dusting:  
6.10.1. A vacuum brush shall be used or hand dusting shall be done, whichever is most effective.  When hand dusting is performed, a clean, treated dust cloth shall be used.  After dusting there shall be no dust streaks, oil spots, smudges, etc., on dusted surfaces.  This includes all areas and objects to approximately 72 inches above the floor including light fixtures.  
6.10.2. Contractor’s personnel shall not disturb papers, files, books or any other materials on desks or cabinets.  In order to have desks dusted, building occupants must leave the surface cleared in the evening (specified executive areas are exempted from this particular requirement).
6.11. Damp Wiping:  
6.11.1. A clean damp cloth or sponge shall be used to remove all dirt, spots, splash marks, streaks and smudges from walls, glass and other surfaces.  Surfaces shall be dried to provide a polished appearance.  

6.11.2. When damp wiping in restroom areas, an approved disinfectant deodorant solution shall be used.

6.11.3. This includes all areas and objects up to approximately 72 inches above the floor.  However, the total surface will be damp-wiped when there is a noticeable difference between the areas below 72 inches and above 72 inches.

6.12. Porcelain Ware Cleaning/Stainless or Stainless Steel:
6.12.1. Porcelain fixtures (drinking fountains, washbasins, urinals, toilets, etc.) shall be cleaned, disinfected, and polished.  There shall be no dust spots, stain, rust or encrustation.
6.12.2. Walls and floors adjacent to fixtures shall be free of spots, drippings and watermarks, and grouting shall be clean and free of any mold and/or dirt.  
6.12.3. All fixtures shall be maintained free of unpleasant odors at all times.
6.13. Woodwork surfaces: 
6.13.1. Including corners, crevices, moldings, ledges, handrails, grills, doors, door knobs, door frames, kick plates, etc., shall be free of dust, spots, hand marks, oil, smudges, dirt, soil substances, encrustation, and streaks.
6.14. Bright Work:  
6.14.1. Polishing of bright metal (brass, steel, etc.) shall be performed by damp wiping and drying with a clean cloth.
6.14.2. If a polished appearance cannot be produced, approved metal polish shall be applied to obtain the required finish.
6.15. Elevators:

6.15.1. Elevator door tracks shall be clean and free of dirt, debris, built-up grime, dust, smudges, and other foreign matter.
6.15.2. Exterior and interior elevator car surfaces shall be clean and free of finger marks, smudges, and spills. Carpets and floors shall be free of spots, dirt, and debris.  Floors requiring a finish shall be maintained at a high luster.
6.16. Glass:
6.16.1. All glass surfaces shall be cleaned until free of dirt, spots, splash marks, streaks and smudges.
6.17. Mats and Runners:
6.17.1.  All mats and runners shall be clean and free of spots, soiled traffic patterns, dirt, debris, gum, and crusted material.
6.18. Loading Dock Floors:
6.18.1. Spill residue and clean-up materials shall be disposed off in accordance with the Environmental Protection Agency (EPA) standards and/or State and local regulatory agency requirements
6.19. Blinds and Drapes:
6.19.1. All blinds and coverings, cord tapes, and valances shall be clean and free of dust and spots.
6.19.2. Blinds and coverings that are not operating properly shall be reported to the GS/OAS representative for repair.
6.20. Inside Window Cleaning:
6.20.1. All windows shall be cleaned inside and outside until they are free of dirt, spots, splash marks, streaks and smudges.  
7. QUALITY CONTROL PLAN (QCP)
7.1. Contractor shall develop and implement a complete Quality Assurance/Control Plan (QCP) to ensure the Janitorial Services provided to GS/OAS attains a consistently high level of performance, according to the TORs.  

7.2. The QCP is a system for identifying and correcting deficiencies in the quality of services before the level of performance becomes unacceptable.  The QCP shall be prepared by the Contractor and provided as part of the bid package for review and acceptance by GS/OAS

7.3. Contractor shall provide the GS/OAS representative on monthly basis regular reports on the performance of the services.  The type of each report shall be mutually agreed upon between the GS/OAS and the Contractor.  

7.4. In addition, a GS/OAS representative, together with the on-site supervisor, may perform random inspections.  These random inspections will be in addition to the regularly scheduled inspections throughout the Contract period.

8. GENERAL REQUIREMENTS
8.1. Contractor shall be licensed as a Janitorial Services company for at least ten (10) years in accordance with the requirements of the laws of the District of Columbia.   
8.2. Contractor shall maintain its materials and equipment in a clean and working condition which will be stored in areas designated by GS/OAS.  Storage of equipment, supplies, and materials shall be maintained in a neat and clean manner.
8.3. Contractor shall also supply:
8.3.1. Sanitary napkins.  Contractor shall collect and retain the proceeds from the sale. 
8.3.2.  Plastic liners for all waste baskets.  These shall be changed weekly. 
8.4. Contractor shall take proper precautions such as the placement of mats, caution signs and barriers to alert GS/OAS’ facilities occupants and visitors of wet hazardous areas.
8.5. Whenever furniture or other objects must be moved, Contractor shall return these items to their original placement upon completion of work.
8.6.  Contractor shall immediately report in writing to the GS/OAS representative all hazardous conditions, including any that may lead to fires; as well as items in need of repair, including lights, leaky faucets, toilet stoppages, etc. 

8.7. For the cleaning of all secured areas (Office of the Secretary General, Office of the Assistant Secretary General, Office of the Inspector General, Credit Union, internet room, computer room, mechanical room, and mail room) Contractor’s personnel shall request the security guard on duty to open the door and lock the secured area after the cleaning is completed. 
8.8. Contractor’s personnel shall be required to deliver immediately all lost and found articles to the OAS Security Officer on duty and a report of such articles shall be submitted by Contractor to the GS/OAS representative.

8.9. Contractor shall establish a mechanism for reporting the time and attendance of Contractor’s personnel.  The time and attendance reporting shall incorporate the following:
8.9.1. Contractor’s Night Time employees shall be required to punch a Time Card, and to sign a Time Worksheet at the start and end of each shift that shall be submitted to the GS/OAS representative on a daily basis.

8.9.2. A five (5) minute grace period will be given to all cleaning employees at the start of each shift without penalty.  Any employee who is six (6) minutes late or later will receive a deduction in pay. 

8.10. All materials and supplies furnished by the Contractor for the performance of the services will be at a fixed annual cost.  A list and description of all proposed materials and supplies is to be provided with the Contractor’s proposal.

8.11. When portions or entire blocks of space totaling 3,000 square feet or more are to remain unoccupied and otherwise inaccessible for cleaning for thirty (30) calendar days or longer, the associated cost paid to clean the unoccupied area shall be deducted from Contractor’s monthly invoice based on the following calculation:  the total square feet of the unoccupied space is multiplied by the applicable building square footage cost.  This amount is then deducted from the Contractor’s monthly invoice.
8.12. Upon completion of the daily work, the Contractor shall see that:
8.12.1. All slop sinks, locker areas, etc., are left in clean, neat and orderly condition.

8.12.2. All lights are extinguished. 

8.12.3. All windows are closed.
8.12.4. All blinds are lowered and so tilted as to keep out the sunlight.
8.12.5. All doors for entering and leaving the buildings are locked and all other doors are locked in accordance with more detailed instructions to be provided by the GS/OAS representative.
8.12.6. All malfunctioning and broken equipment (leaky faucets, stopped toilets, drains, etc.), breakage and unusual conditions are promptly reported in writing to GS/OAS representative.
8.13. Waste Management and Recycling Program   
The Contractor shall use the following guidelines for waste management and recycling of paper:
8.13.1 Office occupants use two plastic containers:  one container for trash and another for paper.
8.13.2 Contractor’s personnel shall be required to keep office trash separate by using two containers when extracting:  one for the recyclables, the other for non-recyclables.
8.13.3 Contractor’s personnel shall place the recyclables and non-recyclable trash in their appropriate containers at the loading dock.
8.13.4 When requested, Contractor shall search the waste/recycled container for lost valuables and classified material.
8.14. Special Events
8.14.1 GS/OAS buildings are used for ceremonial purposes and special events such as international meetings, receptions, cultural events, and art exhibits.  These events may last until 2:00 a.m. or later.  Additional janitorial services will be required to be performed during and after the event.

8.14.2 In case these requirements result in a modification to the Contract Price, Bidders are requested to indicate rate on a per event basis, or on a per man hour basis. 

8.15. Training:

8.15.1. Contractor shall provide, on an ongoing basis, general training and safety-related training, as well as follow-up training to its employees.  Training shall take place at least every six months, beginning on the effective date of this Contract, in a language and manner that each member of the janitorial staff can understand.  
8.15.2. At least every six months, Contractor shall report in writing to the GS/OAS representative the contents of the training, the names of the persons being trained, and the names of the trainers.  This ongoing training is to be monitored by a representative of the GS/OAS. 
8.15.3. Contractor shall notify GS/OAS in advance when and where such training is to take place.
8.16. GS/OAS shall have the option to request the removal from the premises of any of the Contractor's employees for incompetence, insubordination, or other objectionable behavior. Contractor shall immediately grant any such request from GS/OAS.  Contractor's collective bargaining agreement, if any, shall recognize the GS/OAS' options without any qualifications.
9. QUALIFICATION REQUIREMENTS OF CONTRACTOR’S PERSONNEL
9.1. General

9.1.1. Contractor’s personnel shall be qualified to perform the duties specified in Annexes 1, 2 and 3, efficient, and bonded.
9.1.2. Contractor’s personnel must have integrity, be courteous, respectful, attentive, and trustworthy.  
9.1.3. Contractor’s personnel must be free of criminal records, drug free and must not be facing criminal charges. 
9.1.4. Contractor’s personnel are required to have knowledge of two of the four official languages of the OAS (English, Spanish, Portuguese, and French), but preferably English and Spanish. 

9.1.5. Contractor’s personnel shall be in physical condition to be able to perform duties as required in Annexes 1, 2 and 3.
9.2. Legal Status
9.2.1. Contractor’s personnel shall be citizens of the U.S.A. or legal U.S.A. residents who have been lawfully admitted for permanent residence as evidenced by the Alien Registration Receipt Card Form 1‑151, or who present other evidence from the Immigration and Naturalization Service that he/she is authorized to engage in employment as a permit for work. 
9.2.2. Contractor shall be required to produce evidence of legal status of any of Contractor’s employees, if the GS/OAS so requests.
9.2.3. Contractor’s personnel shall have reached the age of 21 years at the time of employment under the Contract. 
10. APPEARANCE AND CONDUCT OF CONTRACTOR’S PERSONNEL
10.1. Appearance: Contractor’s personnel shall maintain a clean and neat appearance at all times.
10.2. Conduct:
10.2.1. Contractor’s personnel shall conduct themselves in accordance with the rules, regulations, and the demeanor expected and required of persons performing services in the GS/OAS environment. 
10.2.2. Inappropriate conduct includes, but is not limited to:
(a) Theft in any form.

(b) Offensive, profane, or inappropriate language; loud, boisterous conduct; and horseplay.
(c) Opening of desks, files and cabinet drawers.
(d) Any form of gambling.

(e) The consumption of intoxicating beverages while on duty or at any time on GS/OAS property.

(f) The use of illegal drugs or controlled substances.

(g) Sleeping while on duty.

(h) Damaging or misappropriating GS/OAS property.

(i) Submitting false official documents or false statements.

(j) Smoking in any smoking area not specifically authorized for vendor personnel.

(k) Any other act which has caused or could cause the GS/OAS embarrassment as determined by the GS/OAS.

(l) The opening of any envelopes or reading any material contained in publications marked "Confidential".

(m) The disclosure of confidential information that Contractor’s personnel may be made aware of as part of the job requirements.
(n) Sexual Harassment and Workplace Harassment as described in the GS/OAS Executive Order No 95-07 “Prohibitions Against Sexual Harassment” and GS/OAS Executive Order No 05-07 “Prohibition Against Workplace Harassment”. Both GS/OAS Executive Orders are readily available at http://www.oas.org/legal/intro.htm.  Contractor certifies he/she has read these GS/OAS Executive Orders and agrees to comply fully with them.

11. WAGES RATES AND OTHE LABOR STANDARDS 
11.1. By submitting its Bid Proposal, Contractor warrants that it fully complies with all labor and employment laws and legal requirements applicable to the provision of Janitorial Services as contemplated in this RFP, and specifically warrants full compliance with the labor and employment laws of the United States of America and the District of Columbia.  The statement should follow Appendix 4.
11.2. Contractor shall be responsible for withholding for social security, Medicare, Workmen’s Compensation benefits, and any other withholding required by law.
11.3. Workmen’s Compensation and Unemployment Insurance – For each of its employees assigned to work under this Contract, Contractor shall provide workmen’s compensation insurance and unemployment compensation in accordance with the laws of the District of Columbia, USA, and Contractor shall make the corresponding tax and/or premium payments to the appropriate authorities for that purpose.
11.4. Contractor shall offer to all its employees assigned to work under this Contract a Group Health Insurance Plan or Policy under which the Contractor shall pay a fixed percentage for the health insurance coverage and the employee shall pay the balance.  The balance paid by the employee for his/her contribution for insurance coverage shall be reasonably affordable to the employee in light of that employee’s earnings and current market conditions.  The Group Health Insurance Plan or Policy offered by Contractor shall be with a reputable and reliable health insurance provider and shall cover what are reasonably considered to be major medical expenses.  The Plan or Policy may, at Contractor’s option, include dental benefits.  Contractor shall enroll in the Plan or Policy all of those employees who accept the offer.  Upon GS/OAS’ request, Contractor shall provide GS/OAS with evidence acceptable to GS/OAS that Contractor is fully complying with this provision.  The Plan or Policy shall include dental benefits for full time employees. Please explain in detail your health insurance plan, medical and dental benefits, what percentage of the cost of the insurance is paid by Contractor, the difference between single and family benefits, the coverage, etc.
11.5. Vacation Benefits – The Contractor shall guarantee that its employees assigned to work under this Contract and working at a rate of at least 20 hours per week shall receive at least five (5) days paid vacation by Contractor after the first (1) year anniversary of their hire date by Contractor.  Contractor guarantees that its full-time employees (at least 40 hours per week) shall receive at least ten (10) days paid vacation by Contractor after second (2nd) year anniversary of their hire date.
11.6. Sick Leave Benefits – The Contractor shall comply with the “Accrued Sick and Safe Leave Act of 2008” requiring all employers to provide each employee with sick and/or safe leave.    
11.7. Contractor’s personnel who work in excess of 40 hours per week will be paid time and one‑half for those hours in excess of 40 hours per week.   

12. PROPERTY AND SERVICES TO BE FURNISHED BY THE GS/OAS FOR THE EXECUTION OF THE CONTRACT
12.1. GS/OAS will furnish at no cost to the Contractor the following:

12.1.1. Suitable toilet facilities for Contractor’s employees.

12.1.2. Storage space for Contractor’s supplies and equipment.

12.1.3. Utilities, such as electricity and water.

12.2. GS/OAS property furnished for the performance of the Contract shall remain GS/OAS’ property throughout the Contract term.

13. PROPERTY AND SERVICES TO BE FURNISHED BY CONTRACTOR FOR THE EXECUTION OF THE CONTRACT
Contractor shall furnish all Personnel assigned to the Contract with:

13.2. Uniforms:  On a yearly basis, all uniforms necessary for the performance of the assigned duties.  The uniforms shall be standard design and manufacture and include, if applicable, inclement and cold weather outer garments of a quality and appearance suitable to GS/OAS.  This includes seasonal uniforms.  
13.2.1. Contractor’s Day-Time employees shall be required to wear uniforms of a color, fabric, and style acceptable to the GS/OAS.  Uniforms shall have a cloth patch with Contractor’s organizational logo sewn above the left shirt pocket.  
13.2.2. Contractor’s Night-Time employees shall be required to wear smocks with a cloth patch depicting Contractor’s organizational logo.

13.3. Identification Badge: Contractor shall provide an appropriate name badge for each of its employees that shall always be worn while on duty.  All lettering, patches, and/or badges will be displayed on the uniform with GS/OAS’ authority.
14. GENERAL NOTES

14.1. Contractor will limit the use of the buildings for work and operations only.  Off-duty personnel are prohibited from loitering within GS/OAS space.  Telephones, computers, and other office equipment are for official use only.  Unofficial use of these items may result in the person’s removal from the facility.
14.2. Contractor’s personnel on break or at lunch are authorized to eat only in the designated break rooms.
14.3. Contractor will have unrestricted access to the common areas of the buildings.  Specific rules and procedures must be followed to enter restricted areas and access-controlled areas. 

14.4. Contractor will not be provided on-site parking facilities.  Consideration will be given to some Contractor’s personnel in emergencies and extreme weather conditions or during special events.  GS/OAS reserves the right to withdraw this privilege at any time.
14.5. Contractor’s personnel shall take proper precautions to alert GS/OAS occupants and visitors of wet and/or hazardous areas by placing protective mats, caution signs or barriers.
14.6. Contractor's employees shall be instructed not to carry packages or bags into or out of GS/OAS premises.  The GS/OAS Security Guard shall inspect any packages or bags that Contractor's employees find necessary to carry into or out of the premises in contravention of these instructions.  The GS/OAS Security Guard shall be physically present to sign‑out and check out Contractor's employees as they leave the premises at the conclusion of each night's work.
14.7. Contractor shall remind Contractor’s employees that all personnel, vehicles, and property entering or leaving the GS/OAS are subject to search.

15. ANNEXES

Annex 1
Night Cleaning 

Annex 2
Day Cleaning


Annex 3 
Window Cleaning

APPENDIX 2
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APPENDIX 2

JANITORIAL Services Contract

BETWEEN

__________________________

AND

THE GENERAL SECRETARIAT OF THE ORGANIZATION OF AMERICAN STATES
THIS CONTRACT, made this ____________________ day of ____________, 2014, between the General Secretariat of the Organization of American States, hereinafter referred as “GS/OAS” or “Owner”, a public international organization with headquarters in Washington, D.C., United States of America (“U.S.A.”), and ___________, hereinafter referred as “Contractor”, a corporation licensed to do business in  Washington, District of Columbia, U.S.A., with offices at __________________, ________________________ (collectively, “the Parties”).

WITNESSETH THAT:

WHEREAS, on May 9th, 2014, the Owner published a solicitation (Request for Proposals Bid No. 06/14) to purchase janitorial services for its facilities located at Washington, D.C.; 

WHEREAS, on __ ______, 2014, the Contractor submitted it’s technical and price proposal;

WHEREAS, on __ ______, 2014, Owner selected the Contractor as the successful bidder; 
NOW THEREFORE, subject to the terms and conditions hereinafter set forth, and in consideration of the mutual covenants contained herein, the Parties agree as follows:

ARTICLE I

DEFINITIONS AND GENERAL PROVISIONS

1.1 Definitions
1.1.1 Contract Documents: The Contract Documents consist of this Contract, the Owner's Request for Proposals and Terms of Reference of Bid No. 06/14; the Contractor’s Proposal submitted for Bid No. 06/14; negotiations and communications between the Contractor and the Owner during the bidding process; modifications issued after execution of this Contract; and, other documents listed in this Contract. 

1.1.2 The Contract: This Contract, which is sometimes referred to herein as the “Contract”, represents the entire integrated Contract between the Parties and supersedes all prior negotiations, representations, or agreements, either written or oral.  Nothing contained in the Contract Documents shall create any contractual relationship between any subcontractor, sub‑subcontractor, or third party.

1.1.3 
The GS/OAS Representative: Peter Quilter, Secretary for Administration and Finance or his delegated representatives:  Atilio Nieto, Director of the Department of General Services and/or Percy Hurtado, Chief Engineer.
1.2 General Provisions

1.2.1 Services:

Contractor shall provide janitorial services for the Owner’s facilities located at Washington, D.C., which consists on the provision of all labor, material, equipment, supervision, and training to accomplish all the services set forth in Appendix 1 - Terms of Reference of the Request for Proposals of Bid No. 06/14.

Contractor shall also provide and maintain insurance coverage as defined in Article VI below; and Contractor shall comply with all applicable Federal laws, including employment and tax payment laws.  

In providing the services required by this Contract, Contractor shall comply with the Appendix 1 - Terms of Reference of the Request of Proposals of Bid No. 06/14 and Contractor’s Proposal. Those specifications are a part of Contractor’s obligations under this Contract.

1.2.2 Locations:

Contractor shall provide janitorial services for the following buildings and accompanying grounds owned and/or occupied by Owner:

	Building Name and Code
	Location
	General Description

	General Secretariat Building (GSB)  
	1889 F St., N.W., Washington, D.C.
	Eight (8) floors and an underground, three-level parking garage totaling approximately 244,412 square feet of office space, conference rooms, storage areas, circulation space, mechanical areas, and parking space

	Main Building (MNB)

	17th St. & Constitution Av., N.W., Washington, D.C.
	Two (2) floors and a basement totaling approximately 63,359 square feet of office space, conference rooms, ceremonial space, storage areas, mechanical areas, and circulation space

	Administration Building (ADM)
	19th St. & Constitution Av., N.W., Washington, D.C.
	Three (3) floors and a basement totaling approximately 51,307 square feet of office space, library space, conference rooms, storage areas, circulation space, and mechanical areas

	Casita
	744 C Street, N.W., Washington, D.C.
	Two (2) floors and approximately 2,353 square feet of office space and work shop areas

	Art Museum of the Americas
	201 18th Street, N.W., Washington, D.C.
	Approximately 6,590 square feet of galleries, work shops and storage space


The MNB, the ADM, the Casita and the Museum are normally referred to collectively as the “Constitution Avenue Complex.”

ARTICLE II

COVERAGE
2.1 The daily “Night Cleaning” services at the set forth in Annex 1 & 3 of Appendix 1, hereto, shall be provided by Contractor at all GS/OAS locations listed in Subparagraph 1.2.2, above Monday through Friday, from 6:00 p.m. to 11:00 p.m. 
2.2 The daily “Day Cleaning” services set forth in Annex 2 & 4 of Appendix 1, hereto, shall be provided by Contractor at the GSB Monday through Friday from 7:30 a.m. to 4:00 p.m., and at the Constitution Avenue Complex (i.e. the “MNB, “ADM”, “Museum”, and “Casita”), Monday through Friday from 8:00 am to 4:30 pm. 
2.3 The window cleaning services set forth in Annex 5 of Appendix 1, hereto, shall be provided by Contractor at the GSB Monday through Friday from 7:30 a.m. to 4:00 p.m., and at the Constitution Avenue Complex (i.e. the “MNB, “ADM”, “Museum”, and “Casita”), Monday through Friday from 8:00 am to 4:30 pm. 
2.4 No cleaning services shall be performed by Contractor on the following GS/OAS’ official holidays:

New Year’s Day

Martin Luther King’s Birthday

Inauguration Day (every four years)

President’s Day

Good Friday

Memorial Day

Independence Day

Labor Day

Columbus Day

Thanksgiving Day

Friday after Thanksgiving Day

Christmas Day
2.5 The GS/OAS will notify Contractor in writing of any exception(s) to the holidays listed above. 
2.6 In case of extreme weather conditions, such as heavy snow days, GS/OAS will follow the Federal Government regarding the closing of operations.

ARTICLE III

CONTRACT COST

3.1 For the duration of this Contract, the complete cost of supplies, wages, taxes, insurance, overhead, subcontracts, any and all other charges and fringe benefits paid by Owner to Contractor shall not exceed:

3.1.1 The total of $____________ for Contractor supplied services detailed on the corresponding Bid Sheets A-D, which are hereby incorporated by reference into this Contract and are attached hereto as Annex IV. 

3.1.2 The rate of $______ per cleaner per hour and the rate of $______ per supervisor per hour for services requested by the Owner to accommodate its Special Events, as quoted on the Bid Sheet E, which is hereby incorporated by reference into this Contract and is attached hereto as Annex IV – E.

3.1.3 There will be no “holiday pay” or additional cost for services provided by Contractor on any day listed as a “holiday” in Article II, Paragraph 2.2, above.

ARTICLE IV

PAYMENTS

4.1 Terms of Payment
Owner shall make payments to Contractor for the services referenced in Article I, Section 1.2.1, above, on a fixed price basis, and in accordance with the limitations contained in this Contract.

4.2 Invoices

Payment will be made once each month upon submission of detailed invoices and/or vouchers for services authorized and provided for the preceding month.  

Contractor shall submit the original and one (1) copy of each invoice and/or voucher to the following address not later than the fifth working day of each month to assure payment not later than the fifteenth (15) working day of the month:

The General Secretariat of the Organization of American States

Department of Budgetary and Financial Services

Vouchers and Payables 

1889 F Street, N.W. ‑ 4th Floor

Washington, D.C. 20006 - 4499

Invoices are to include each of the following, as appropriate:

4.2.1 1/12th of the cost of the basic Contract.

4.2.2 the unit cost for such window cleaning as accomplished by Contractor during the 
 preceding month; and,

4.2.3 the cost of services for Special Events as authorized in writing by the Owner’s Representative during the preceding month

ARTICLE V

CONTRACTOR’S RESPONSIBILITIES

5.1 Technical Specifications

In providing janitorial services, Contractor shall strictly adhere to the Terms of Reference of the Request of Proposals of Bid No. 06/14.

5.2 Employee Benefits
5.2.1 Contractor warrants that it fully complies with all labor and employment laws and legal requirements applicable to the provision of Janitorial Services as contemplated in this RFP, and specifically warrants full compliance with the labor and employment laws of the United States of America and the District of Columbia.  
5.2.2 The Owner shall not be responsible for furnishing social security, workmen's compensation, health, accident and life insurance, vacation leave, sick leave, or any other such emoluments for the Contractor and its employees for the term of this Contract.  The Contractor bears the responsibility for providing all such emoluments.
5.2.3 No Retaliation – Contractor shall not punish or take any other retaliatory measure against any of its Employees who report to Owner any breach of Contractor’s obligations under this Contract or under the applicable law.

5.3 Employment of Aliens

Contractor shall employ only U.S. citizens and aliens who are legally permitted to hold employment in the United States.  In the event Contractor employs persons who are not citizens of the United States of America, Contractor shall take every reasonable effort to assure that the laws and regulations governing employment of aliens are complied with and that their visa status is in perfect order in accordance with the requirements of the Immigration and Naturalization Service of the U.S.A.

5.4 Nepotism and Conflict of Interest
Contractor shall not employ any full time employee of Owner to perform services under this Contract.  Contractor warrants that no official or staff member of Owner shall personally share in the proceeds from this Contract or derive any personal benefit there from.

5.5 Data Information Usage

Contractor shall be liable for improper or incorrect use of the data collected or information disclosed to Contractor by the Owner in connection with this Contract. 

The data and related information are legal documents and are intended to be used as such.  
5.6 Information System Security and Harassment 

Contractor has certified that it and its employees responsible for supervising this Contract have read and are familiar with Owner’s policies regarding Information System Security and Harassment established in GS/OAS Administrative Memorandum No. 90 "Information Systems Security Policy", GS/OAS Executive Order No. 95-07 "Prohibitions Against Sexual Harassment", and GS/OAS Executive Order No. 05-07 “Prohibition Against Workplace Harassment.”, and GS/OAS Executive Order 05-8 “Protection for Whistleblowers, Informants, and Witnesses;  
ARTICLE VI

INSURANCE AND PERFORMANCE BOND

6.1 Contractor's Liability Insurance
For the duration of this Contract, Contractor shall purchase and maintain in a company or companies authorized to do business in the District of Columbia, and to which the GS/OAS has no reasonable objection, such insurance as will protect the Contractor, the GS/OAS, the OAS, and their officers, employees, and agents from claims set forth below, which may arise from operations under this Contract by the Contractor or by a subcontractor of the Contractor or by anyone directly or indirectly employed by any of them, or by anyone for whose acts they may be liable.  The Contractor is required to carry insurance with limits equal to or greater than those set forth in the Table below:  
	Commercial General Liability
	$1,000,000 Personal/Bodily Injury

	
	$1,000,000 Each Occurrence

	
	$2,000,000 Products/Completed Operations Aggregate

	
	$2,000,000 General Aggregate, per premises aggregate 

	Business Automobile
	$1,000,000 Each Accident

	Worker's Compensation
	Statutory Limits or $500,000, whichever is greater, based on the benefits levels of the deemed state of hire

	Employer's Liability
	$1,000,000 Bodily Injury by Accident Per Employee

	
	$1,000,000 Bodily Injury by Disease Per Employee

	
	$1,000,000 Bodily Injury by Disease Policy Limit

	Umbrella/Excess Liability
	$10,000,000 Each Occurrence

	
	$10,000,000 Aggregate, per Project


Contractor shall name the GS/OAS as an additional insured under such policies, and shall provide the GS/OAS with a certificate evidencing the above insurance coverage. 

Contractor shall require all subcontractors to have insurance having the same or similar coverage as that specified above.  Contractor is required to provide GS/OAS with proof of these insurance policies on request.

Contractor’s liability insurance shall include contractual liability insurance sufficient to cover Contractor’s obligations under Article VII.

6.2 Owner's Liability Insurance
Owner shall be responsible for purchasing and maintaining, in a company or companies authorized to do business in the District of Columbia, Owner's liability insurance to protect Owner against claims which may arise from operations under this Contract.

6.3 Performance Bond

Contractor shall furnish to GS/OAS within fifteen (15) days of signing this Contract the following bond, which shall become binding on the Contractor:

Contractor shall furnish and maintain in full force and effect a performance bond from a surety or sureties acceptable to GS/OAS for US$60,000.00 to cover the cost of faithful performance and completion of the services specified under this Contract and all obligations arising there under through the warranty period.  The performance bond shall be in the form of a firm commitment, such as a performance bond, certified check, irrevocable letter of credit, or in accordance with Treasury Department regulations, certain assignable bonds or notes of the United States.  This firm commitment shall name the GS/OAS an obligee thereof.

The Performance Bond or letter of credit must include the following language:
"Nothing in this Performance Bond or letter of credit shall be construed as a waiver by the General Secretariat of the Organization of American States (“GS/OAS”) of its privileges and immunities under the OAS Charter and the laws of the United States."

ARTICLE VII

TAX EXEMPTION

7.1 The GS/OAS, as a public international organization, is exempt from all sales and use taxes imposed by the United States Federal Government, the District of Columbia, the Commonwealth of Virginia, the State of Maryland, and all other states in the USA, and therefore, the sale and provision of goods and services to GS/OAS under this Contract are exempt from sales and use tax.  Nonetheless, Contractor is not entitled to GS/OAS’ sales and use tax exemptions on the goods and services it purchases to comply with this contract, and Contractor shall pay all sales, consumer, use, and similar taxes it incurs in the performance of this Contract.   

7.2 Provided, however, that, if at any time Contractor has authority to purchase goods for Client’s account as Client’s agent, then Contractor shall claim exemption to said taxes based on GS/OAS' status and on GS/OAS' tax exemption certificates provided to Contractor by GS/OAS, and pursuant to other documentation provided by GS/OAS.  Contractor shall credit to GS/OAS' account the full amount of taxes not owed and not paid. 

ARTICLE VIII

INDEMNITIES AND LIABILITIES

8.1 To the fullest extent permitted by law, Contractor shall indemnify and hold harmless Owner, and Owner’s officers, directors, shareholders, partners, joint ventures, employees, agents, affiliates, successors and assigns from and against all claims, damages, liabilities, losses, fines and penalties, and expenses, including but not limited to attorneys' fees, arising out of or resulting from Contractor’s performance of the services in connection with this Contract, provided that any such claim, damage, loss, liability, fine, penalty, or expense:  (1) is attributable to bodily injury, personal injury, sickness, disease, or death, or to injury to or destruction of tangible property, including loss of use resulting there from, but only to the extent caused in whole or in part by negligent or deliberate acts or omissions of Contractor, Contractor's subcontractors, sub‑subcontractors, anyone directly or indirectly employed by any of them or anyone for whose acts any of them may be liable, regardless of whether or not it is caused in part by a party indemnified hereunder; and (2) breach by Contractor of its obligations, representations or warranties under the Contract Documents. Such obligations shall not be construed to negate, abridge, or otherwise reduce any other right or obligation of indemnity which would otherwise exist as to a party or person described in this Article VIII in addition to all rights and remedies available at law or in equity.

8.2 In any and all claims against Owner or any of Owner’s agents or employees by any employee of Contractor, any subcontractor, any sub‑subcontractor, anyone directly or indirectly employed by any of them or anyone for whose acts any of them may be liable, the Contractor's indemnification obligation under Article VIII shall not be limited in any way by any limitation on the amount or type of damages, compensation, or benefits payable by or for Contractor, any subcontractor, or any sub‑subcontractor, under worker's or workmen's compensation acts, disability benefit acts, or other employee benefit acts.

8.3 Contractor shall be notified as soon as reasonably practicable after any claim covered by this Article is made against any entity to be indemnified there under and shall be given such reasonable information, authority and assistance as may be requested by it to enable it to perform its undertakings.

8.4 Contractor is liable to Owner for losses to Owner's property sustained through any fraudulent or dishonest act or acts committed by Contractor's employees and/or subcontractors acting alone or in collusion.  Such acts include, but are not limited to, actual destruction, disappearance, or wrongful abstraction of property, money, or securities.

8.5 This Article shall not be so construed as to affect any waiver of subrogation rights on the part of any insurance company, as provided in any policy of insurance covering Owner.

8.6 It is also understood by Contractor that he is not entitled to any of the exemptions or immunities which Owner may enjoy in its character as a public international organization.

ARTICLE IX

SETTLEMENT OF DISPUTES

9.1 If any controversy, claim or dispute arises between the Parties which is related in any way to the performance or interpretation of this Contract, or any breach thereof, or concerns any other matter in connection with this Contract which cannot be settled by amicable agreement, then upon either Party giving written notice of the difference or dispute to the other, the matter shall be resolved by submitting the matter to the American Arbitration Association for final and binding arbitration in accordance with the rules and procedures of the Inter-American Commercial Arbitration Commission and the law applicable to the substance of the dispute which shall be the law of the District of Columbia, U.S.A. The language of the arbitral proceedings shall be English, and the place of arbitration shall be Washington, D.C., U.S.A.  The award rendered by the arbitration shall be final and binding upon the parties. Provided, however, that the Parties will first attempt to settle disputes by mediation before resorting to arbitration.  When a dispute is taken to mediation, both Parties shall make a good faith effort to settle the dispute.

9.2 The arbitration demand shall be made within a reasonable time after the controversy, claim, dispute or other matter in question has arisen.  In no event shall the demand for arbitration be made after the date when the institution of legal or equitable proceedings based on such claim, dispute or other matter in question would be barred by the applicable statutes of limitation. 

9.3 Unless otherwise agreed in writing, Contractor shall perform under the terms of the Contract during any arbitration proceedings, and Owner shall continue to make payments to Contractor in accordance with the Contract documents.

9.4 This Article shall survive completion or termination of this Contract.

ARTICLE X

QUALITY OF PERFORMANCE

10.1 The Contractor agrees that the performance of work and services pursuant to the requirements of this Contract shall conform to the highest professional standards.  The Contractor and his employees shall conform to all applicable laws, regulations and ordinances promulgated by legally constituted authorities of the United States Government and of the District of Columbia.  All personnel furnished by Contractor for the performance of services hereunder shall at all times be solely in the employment of Contractor.  Owner shall retain the right to approve all personnel hired in connection with this Contract.

10.2 Permits and Licenses

The Contractor shall be licensed as a qualified janitorial services company for at least ten (10) years in accordance with the requirements of the laws of the District of Columbia, and must maintain such licensing throughout the term of this Contract.  The Contractor shall comply with all applicable federal and local laws in obtaining any necessary permits and licenses.

ARTICLE XI

CONTRACTOR’S PERSONNEL

11.1 The Officer in Charge of Owner’s Department of General Services may request in writing, with or without cause, the immediate removal of any of Contractor’s employees.  Upon receipt of any such request, Contractor shall immediately remove the employee(s) named therein.

11.2 The personnel listed in the Contractor’s Proposal are considered essential to the work being performed under this Contract. Before removing, replacing, or diverting any of the specified personnel, the Contractor shall (1) notify the GS/OAS reasonably in advance and (2) submit justification (including proposed substitutions) in sufficient detail to permit evaluation of the impact on this Contract.
11.3 The Contractor shall make no diversion without the GS/OAS' written consent; provided, that the GS/OAS may ratify in writing the proposed change, and that ratification shall constitute the GS/OAS' consent required by this Article.
ARTICLE XII

SUBCONTRACTORS

12.1 No work performed under this Contract shall be subcontracted by Contractor without the prior written approval of Peter Quilter, Secretary for Administration and Finance.  Similarly, no claim arising out of this Contract may be assigned absent such written approval. Owner reserves the right to approve and designate all subcontractors providing services specified under this Contract.

12.2 Contractor shall notify Owner in writing of the name and business address of any subcontractor that Contractor intends to use to perform its obligations under this Contract at least thirty (30) days prior to the date said subcontractor is to begin to perform those obligations.

12.3 The Contractor may enter into a contract or contractual action for the purpose of obtaining supplies, materials, equipment, or services under the Contract.

12.4 GS/OAS’ written consent is required for the Contractor to enter into a particular subcontract.  

12.5 Contractor is fully responsible for Contract performance, regardless of any team arrangement between the Contractor and its subcontractors.
ARTICLE XIII

CONTRACT TERM AND RENEWAL

13.1 The term of this Contract shall be for one (1) year beginning on January 1st, 2015, and terminating at midnight on December 31st, 2015, with an option to renew thereafter for successive twelve (12) month periods, up to six (6) years; based on the results of yearly vendor performance assessment by the Director of the Department of General Services unless terminated as provided in Article XVII below.  If the Owner decides to exercise the option to renew, it shall be in written form to Contractor, thirty (30) days prior to the expiration of the Contract. In the event that the Contract is renewed, the terms and conditions will remain unchanged except as changed under Article XV below.

13.2 Escalation Clause

Upon the anniversary date of this Contract, the terms and conditions of the Contract regarding pay rates may be modified by the Parties. The modification will be proportional to the increase of a reasonable index that both Parties agree to use.
ARTICLE XIV

PENALTIES

14.1 Due to Termination under Article 17.1.

In the event of such termination, Owner may procure or furnish, upon such terms and in such manner as the Secretary for Administration and Finance may deem appropriate, services similar to those so terminated, and if, the cost of the services to Owner exceed what their cost would have been had there been no termination, Contractor shall be liable to Owner for the excess cost.

14.2 Due to Lack of Performance
If Contractor fails to cover any/or all posts and positions that are scheduled to be manned, Contractor shall be subject to a penalty fine.  The fine shall be the amount of money that is three (3) times the wages of the unmanned position for the period of time the position is unmanned.  If a break-in occurs at the unmanned position, Contractor shall be liable for all damages and losses occurred.

ARTICLE XV

MODIFICATION AND REPORTING
15.1 Modification

This Contract may be modified in whole or in part, at any time, by mutual agreement provided such agreement is in writing, signed by the duly authorized representatives of both parties, dated, and attached hereto.

15.2 Notice
Any notice or request required to be given or made under this Contract shall be deemed to have been duly made or given when delivered by hand or sent by Registered Mail Return Receipt Requested, to the party to which it is required to be given or made at that Party’s address as specified below:

The General Secretariat of the Organization of American States

1889 F Street, N.W. ‑ 4th Floor

Washington, D.C. 20006 - 4499

Attn:  Peter Quilter, Secretary for Administration and Finance

(Contractor

Address

Representative)

15.3 Reporting
In addition to the reports and notification defined in the Terms of Reference, the Contractor and the GS/OAS shall mutually agree to the frequency of meetings and reports required to monitor and track the activities of this Contract, however it shall be Contractor’s responsibility for ensuring that such meetings are conducted and such reports are submitted to the GS/OAS.

Daily Operations contacts are as follows:

For GS/OAS:  
Atilio Nieto- Director, Department of General Services, Telephone Number 202-370-9709, e-mail: Anieto@oas.org and Phurtado@oas.org .

For Contractor:


ARTICLE XVI
MISCELLANEOUS PROVISIONS

16.1 Applicable Law

This Contract shall be governed by the laws of the District of Columbia, U.S.A.

16.2 Validity of Agreement Notwithstanding Invalidity of Particular Provisions 

In case a provision of this Agreement is held to be invalid, illegal, or unenforceable, the validity, legality, and enforceability of remaining provisions shall not be affected.

16.3 Owner’s Privileges and Immunities 

Nothing in this Contract shall constitute an express or implied agreement or waiver by the OAS, the GS/OAS, or their personnel of their Privileges and Immunities under the OAS Charter, the laws of the United States of America, or international law.

Contractor is not entitled to any of the exemptions, privileges or immunities, which the GS/OAS may enjoy arising from GS/OAS’ status as a Public International Organization.

16.4 Independent Contractor Status 

Nothing contained in the entire Contract between Owner and Contractor shall be construed as the establishment or creation of a relationship of master and servant or principal and agent between Owner and Contractor, it being agreed that the position of Contractor and anyone else performing any services under the Contract is that of an independent contractor.  

16.5 Extent of Contract
This Contract, including the Technical Specifications in Attachment A, hereto, constitutes the entire Contract, and no representation or statement which is not expressly contained in this Contract, incorporated herein by reference, or appropriately amended in accordance with Article XV above, shall be binding upon the Parties.

16.6 Consent or Waiver 

No consent or waiver, express or implied, by Owner, to or of, any breach of any covenant, condition or duty of Contractor shall be construed as consent to waiver of any other breach of the same or any other covenant, condition or duty.

16.7 Rights and Remedies
No action or failure to act by Owner, or Contractor shall constitute a waiver of any right or duty afforded any of them under this Contract; nor shall any such action or failure to act constitute an approval of or acquiescence in any breach there under, except as may be specifically agreed to in writing. 

ARTICLE XVII

TERMINATION OF THE CONTRACT

17.1 Termination by Owner
The Owner may terminate this Contract for cause with five (5) days notice in writing to the Contractor.  Cause for termination of this Contract includes, but is not limited to: (i) failure to perform the service in accordance with professional standards; (ii) failure to meet deadlines; (iii) failure to meet or maintain the requirements specified in Appendix 1-Terms of Reference of the Request of Proposals of BID No. 06/14; (iv) conduct which damages or could damage relations between the Owner and a Member or Observer State of the Organization of American States; (v) fraudulent misrepresentation; (vi) bankruptcy of Contractor; and (vii) breach of any of the provisions of this Contract. 
17.2 Termination by Contractor
If Owner fails to make payments when due, the Contractor may give written notice of Contractor’s intention to terminate this Contract.  If Contractor fails to receive payment within seven (7) days after receipt of such notice by Owner, Contractor may give a second written notice, and seven (7) days after receipt of such second written notice by Owner, Contractor may terminate this Contract and recover from Owner payment for services performed, including reasonable profit and applicable damages. 

Either party may terminate this Contract without cause with no penalty, provided written notice is given at least sixty (60) calendar days prior to the intended date of such termination; provided, however, that no such notice under this Paragraph 17.3 may be given prior to the expiration of the first six (6) months of this Contract. 

17.3 Termination because of Bankruptcy
The bankruptcy of either party is grounds for termination for cause under this Contract.

17.4 Budgetary Emergency
Any change in the Program-Budget of the Owner, as well as any other limitation or unforeseen financial circumstance shall relieve Owner of un-incurred obligations under this Contract.  Stop work or partial termination shall become effective at the time notice is given to Contractor in writing.

FOR
General Secretariat of the 


FOR
Contractor:


Organization of American States:


By:
_________________________

By:
__________________________
Title:
_________________________

Title:
__________________________

Date:
_________________________ 

Date:
__________________________       

APPENDIX 3

FORMATS
FORMAT 1
ACCEPTANCE OF THE CONTRACTUAL TERMS AND CONDITIONS statement

General Secretariat of the Organization of American States

1889 F Street, N.W., 4th Floor,
Washington, D.C. 20006

USA




Attention: 
DEPARTMENT OF PROCUREMENT
Subject: 
GS/OAS BID No. 06/14 – janitorial SERVICES AT THE FACILITIES OF THE GENERAL SECRETARIAT OF THE ORGANIZATION OF AMERICAN STATES IN WASHINGTON, DC


I ____________________, representative of ___________________ (Bidder’s name), declare that ______________ (Bidder’s name) has read, understood and accepted the terms and conditions of the Janitorial Services Contract as per Appendix 2 of the Request of Proposals of the Bid 06/14.  

Sincerely,

________________

FORMAT 2

Conflict of Interest statement

General Secretariat of the Organization of American States

1889 F Street, N.W., 4th Floor,
Washington, D.C. 20006

USA




Attention: 
DEPARTMENT OF PROCUREMENT
Subject: 
GS/OAS BID No. 06/14 – JANITORIAL SERVICES AT THE FACILITIES OF THE GENERAL SECRETARIAT OF THE ORGANIZATION OF AMERICAN STATES IN WASHINGTON, DC

I ____________________, representative of ___________________ (Bidder’s name), declare that that ______________ (Bidder’s name) is not under the following prohibitions:  

1. A staff member of the General Secretariat;

2. Any person who has held the post of Secretary General or Assistant Secretary General, or a position of trust, unless he/she has ceased to hold such post for at least two years;

3. Any delegate, diplomatic representative or other governmental employee of a Member State;

4. Any relative of a senior GS/OAS staff member (P-4 or higher), any relative of a representative or delegate of a Member State, or any relative of any other person involved directly in the execution, evaluation, or direct supervision of the program or project funding the contract;

5. Any person, corporation, partnership, association or other business entity, which has entered into a performance or procurement contract which was terminated by the GS/OAS for cause;

6. Any person legally incompetent, under indictment for a serious crime, on trial for and/or convicted of a serious crime;

7. Any person, corporation, partnership, association, or other business entity, which has defaulted on and/or failed to perform satisfactorily an existing or previous performance or procurement contract of any kind;

8. Any person, corporation, partnership, association or other business entity which under the laws of the Member State where the contract is to be performed is not authorized to provide the goods and/or services covered by the contract;

9. A corporation or other business entity in which any of the persons mentioned in Subsections 1 through 8, above, has more than a 25% ownership interest, or which would involve by employment or otherwise any of the persons or entities described in Subsections 1 through 8, above, in performance of the work covered by a contract; 

10. A former staff member of the General Secretariat who signed a currently valid agreement with GS/OAS which provides that the former staff member is ineligible to enter into any form of contract for remuneration with GS/OAS; and

11. A person who is not a national of an OAS Member State.

Sincerely,

________________

FORMAT 3
COMPLIANCE WITH ALL U.S. EMPLOYMENT AND LABOR LAWS statement

General Secretariat of the Organization of American States

1889 F Street, N.W., 4th Floor,
Washington, D.C. 20006

USA




Attention: 
DEPARTMENT OF PROCUREMENT
Subject: 
GS/OAS BID No. 06/14 – janitorial SERVICES AT THE FACILITIES OF THE GENERAL SECRETARIAT OF THE ORGANIZATION OF AMERICAN STATES IN WASHINGTON, DC


I ____________________, representative of ___________________ (Bidder’s name), declare that ______________ (Bidder’s name) by submitting this Bid Proposal, warrants that it fully complies with all labor and employment laws and legal requirements applicable to the provision of janitorial services as contemplated in this the Request of Proposals of the Bid 06/14, and specifically warrants full compliance with the labor and employment laws of the United States of America and the District of Columbia.  

Sincerely,

________________

� A serious crime is defined as a felony and/or a crime in which a conviction carries a minimum sentence of one year in jail. However, a conviction for a serious crime in the past will not preclude a person from bidding on/and possibly being awarded a contract if, after a review of the circumstances, the Department of Legal Services concludes that the person is presently qualified to do business with the GS/OAS.
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