	GROUNDS MAINTENANCE SERVICES

Instructions for Establishing Contracts Within Delegated Authority (<$25,000.00)


A.
Things to Consider Before Selecting a Vendor:

· Determine what services are needed and the frequency in which they are needed

· Solicit information such as the following from vendor(s), in writing:

· Ability to meet service requirements identified

· Proximity of company to the facility

· Where hauled yard waste will be disposed (unless specified by agency)

· Equipment and staffing information

· Prior experience (references)

· Pricing

· Choose vendor that offers the best combination of the above.  If only considering a single vendor, verify that they can perform as needed based on their response to the above.  This includes determining whether pricing submitted is reasonable (may want to benchmark with other similar size facilities, especially if only requesting information from a single vendor).

B.
Things to Obtain After Selecting a Vendor and Before Executing a Contract:

· Meet with vendor prior to finalizing Contract

· Obtain a copy of the vendor’s Contractors Liability Insurance certificate (ACCORD)

C.
Developing Contract:

· Modify the attached Work Statement Template and Pricing Sheet to specifically meet your needs (BLUE areas on attached document need to be tailored)

· Print a copy of the General Contract Provisions Template

· Complete a copy of the Contract Cover Sheet Template

· Execute contract:

· Prepare three (3) copies of the Contract (1 master, 2 for signature)

· Have vendor sign two (2) copies of the Contract

· Agency should then sign both copies of the Contract

· Return one (1) copy to the vendor and retain one (1) copy

D.
Contract Management Considerations:

· Regularly meet with contractor throughout the contract period to discuss performance and provide feedback.  Communication should be two-way.  Make sure to develop formal Vendor Performance records in MAIN, when appropriate.

GROUNDS MAINTENANCE SERVICES

Work Statement

A.
INTRODUCTION

This contract is for Grounds Maintenance Services.  This section is designed to provide the Contractor with information on requirements associated with this contract.  Quantities specified, if any, are estimates.  The State is not obligated to purchase in these or any other quantities.
B.
SPECIFIC REQUIREMENTS

This contractual agreement is required to provide for grounds maintenance for the State of Michigan (INSERT SPECIFIC AGENCY and LOCATION OF SERVICES) located at (INSERT ADDRESS OF LOCATION).

Contractor MUST meet with agency contact person at the start of each season prioror to starting grounds maintenance services.

DESCRIPTION OF AREA TO BE SERVICED:  (INSERT DESCRIPTION OF LOCATIONS TO BE SERVICED)
C.
SERVICE SPECIFICATIONS (INSERT SPECIFICATIONS PROVIDED BY AGENCY or make adjustments to the standard language below)
1. Contractor to provide all necessary equipment to maintain grounds.  Hours of service are between 8:00 a.m. and darkness.  Approximately 35 weeks per cutting season.

2. The number of weekly services needed are unknown and weather dependent.  Weekly service may be skipped or rescheduled periodically at the discretion of the Contract Administrator if deemed necessary due to weather conditions.  The Contract Administrator will notify Contractor if scheduled service is not needed or should be rescheduled that week.

3. Contractor shall contact Contract Administrator to arrange service schedule upon award of the Contract and prior to each grounds maintenance season.  Monthly invoices are to be submitted listing only the exact services performed in the specified month.  All work must be performed to the satisfaction of the Contract Administrator or payment will not be authorized.

4. Contractor must provide the agency location a ’Notice of Service Provided Slip’.  This slip shall be left with the receptionist to the attention of the contract administrator within 24 hours of each service call, in order to verify service was in fact performed.

5. Contractor will complete spring clean up between (INSERT DATE) and (INSERT DATE) depending on weather conditions.  Fall cleanup will begin no earlier than (INSERT DATE) and be completed no later than (INSERT DATE) depending on weather conditions.

6. Contractor shall have insurance coverage as outlined in state’s General Contract Provisions, for injury to or destruction of property including loss of use therefrom, and carry automobile hazard insurance as required by law.  The Contractor shall produce copies of these insurance policies upon award of the Contract to the buyer as stated in the contract General Contract Provisions.

7. The Contractor performing the work on State property shall immediately report all accidents and/or injuries to the agency contact person or designee.  Contractor is responsible for any damage done to any property while performing grounds maintenance services and will be required to make repairs accordingly.

8. Contractor must comply with all regulations pertaining to yard clippings and their disposal according to State and Federal Guidelines.

D.
CONTRACT PERIOD

The term of this Contract is (INSERT LENGTH OF CONTRACT PERIOD) years and will commence with the issuance of the Contract.  This will be (INSERT DATE) through (INSERT DATE).
E.
MINIMUM EQUIPMENT REQUIRED

The Contractor must have equipment and staff to adequately perform the specified services, and in the event of mechanical breakdown of trucks or equipment, will be expected to provide backup service so that grounds maintenance services are performed as requested.

F.
PRICE ADJUSTMENTS

Prices quoted are the maximum for a period of 365 days (NUMBER OF DAYS CAN BE CHANGED) from the date the Contract becomes effective.

Prices are subject to change at the end of each 365 day period.  Such changes shall be based on changes in actual costs incurred.  Documentation of such changes must be provided with the request for price change in order to substantiate any requested change.  (INSERT SPECIFIC AGENCY) reserves the right to consider various pertinent information sources to evaluate price increase requests (such as the CPI and PPI, US City Average, as published by the US Department of Labor, Bureau of Labor Statistics).  (INSERT SPECIFIC AGENCY) also reserves the right to consider other information related to special economic and/or industry circumstances, when evaluating a price change request.  Changes may be either increases or decreases, and may be requested by either party.  Approved changes shall be firm for the remainder of the contract period unless further revised at the end of the next 365 day period.

Requests for price changes shall be RECEIVED IN WRITING AT LEAST TEN DAYS PRIOR TO THEIR EFFECTIVE DATE, and are subject to written acceptance before becoming effective.  In the event new prices are not acceptable, the CONTRACT may be cancelled.  The continued payment of any charges due after September 30th of any fiscal year will be subject to the availability of an appropriation for this purpose.

G.
EXCERPTS FROM NATURAL RESOURCES & ENVIRONMENTAL PROTECTION ACT 451 OF 1994

324.11521  YARD CLIPPINGS.

Sec 11521.  (1) If the owner or operator of a landfill or a municipal solid waste incinerator knows or should know that solid waste to be disposed of includes yard clippings that are generated or collected, or both, on land that is owned by a county, municipality, or a state facility, the owner or operator of the landfill or municipal solid waste incinerator shall not accept the solid waste for disposal.

(2)  Beginning on March 28, 1995, if the owner or operator of a landfill or a municipal solid waste incinerator know or should know that solid waste to be disposed of includes yard clippings from any source, the owner or operator of the landfill or municipal solid waste incinerator shall not accept the solid waste for disposal.

(3)  This section does not apply to yard clippings that are diseased or infested.

324.11522  OPEN BURNING OF GRASS CLIPPING OR LEAVES.

Sec.  11522.  (1)  Beginning on March 28, 1995, the open burning of grass clippings or leaves, or both, is, prohibited in any municipality having a population of 7,500 or more, unless specifically authorized by local ordinance, which ordinance shall be reported to the department of natural resources within 30 days of enactment.

(2)  This section does not allow a county or municipality to permit open burning of grass clippings or leaves, or both, by an ordinance that would otherwise be prohibited under part 55 or rules promulgated under that part.

GROUNDS MAINTENANCE SERVICES

Pricing Sheet

The ‘Unit Price’ is the price per occasion.

The ‘Amount’ is the unit price multiplied by estimated occasions per season.

PRICES INCLUDE ALL DISPOSAL COSTS.

(from the below examples, choose the applicable lines necessary for this specific project)

	Description
	Unit Price
	Amount

	Weekly lawn maintenance.  Mow and trim lawn every seven (7) days or as requested by the Contract Administrator, collecting grass clippings only as necessary.  Estimated thirty-five (35) occasions per season.


	
	

	Edge walks and driveways one (1) time per month.  Estimated six (6) occasions per season.


	
	

	Apply granular fertilizer (16-8-8), broad leaf weed killer and grub control two (2) times per season; one (1) application at the appropriate time in early spring and one (1) application at the appropriate time in late summer.  Estimated two (2) occasions per season.


	
	

	Pick up litter, debris, etc. as directed from parking lot, sidewalk and specified lawn area.   Apply weed killer to weeds growing between cracks in parking lot and sidewalks.  One (1) time per month.  Estimated eight (8) occasions per season.


	
	

	Maintain parking lot islands (total of four (4) islands).  This includes weeding and topping off with cyprus mulch, as needed.  Estimated two (2) occasions per season.


	
	

	Provide Spring and Fall clean-up of leaves, brush, etc. to include trimming of shrubs and trees.  One (1) in the Spring and one (1) in the Fall of each year.  Collect trimmings as necessary.  Estimated two (2) occasions per season.


	
	


TOTAL PER SEASON:     $_________________

TOTAL CONTRACT (     (insert contract length in years)):    $____________________

Agency Location (Name and Address):

Agency Contact Person:
NAME:     

TITLE:     

PHONE:  

Agency Contract Administrator (Agency Procurement Office):
NAME:     

TITLE:     

PHONE:  

Contractor’s contact person responsible for administering this Contract:
NAME:     

TITLE:     

PHONE:  

