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MAINTENANCE, REPAIR & OPERATIONS (MRO) 

JANITORIAL SERVICES – STATEWIDE PRE-QUALIFICATION
Request For Qualifications No. 071I8200108 
Statewide (All Regions)

Attachment #3
Pre-Qualifications Technical Request Form  (REVISED 8/14/08)
BIDDER / COMPANY NAME:      
FEIN:       
· This Company agrees with all terms and conditions as listed in Article-2 of the RFQ.

· This Company acknowledges that a Certificate of Insurance will be provided as a condition of award (as required by §2.180 of the RFQ).

· Fill out this document and/or attach separate sheets as necessary.

COMPANY BACKGROUND AND CAPABILITIES

(BIDDER TO SUBMIT AS PART OF PROPOSAL
Use this form in preparing the PROPOSAL for TECHNICAL EVALUATION.
70 points are possible.)

1. COMPANY INFORMATION & CAPABILITIES / FINANCIAL STABILITY (25 POINTS)
Bidder Instructions:  

As part of your proposal, you will be required to submit company information and how your company (including subcontractors) is capable in performing the scope of work for the location(s) you are bidding on in response to this Regional Invitation to Bid (ITB).  This information along with your Work Plan will illustrate your company’s ability.   Be sure to respond to each category and item or you may not receive points as part of the evaluation.

A. COMPANY NAME & ADDRESS INFORMATION  (LEGAL ENTITY for CONTRACT)
Bidder Response (Expand Area as Needed):
	NAME:
	     

	MAIN OFFICE / HEADQUARTERS ADDRESS:
	     

	CITY, STATE, ZIP:
	                   

	PHONE:
	(     )      

	WEB PAGE:
	     


B. BRANCH OFFICE Location(S) (Address INFORMATION )

Bidder Response (Expand Area as Needed):
	OFFICE ADDRESS:
	     

	CITY, STATE, ZIP:
	     

	PHONE:
	(     )      


C. RFQ/RFP Contact 
Name, title, address, e-mail, telephone and facsimile numbers for Bidder’s RFQ/RFP Contact:
Bidder Response (Expand Area as Needed):
	CONTACT NAME:
	     

	OFFICE ADDRESS:
	     

	CITY, STATE, ZIP:
	     

	TELEPHONE NUMBER:
	(     )      


	FACSIMILE NUMBER:
	(     )      

	ELECTRONIC MAIL ADDRESS:
	     


Bidder Instructions:  

Person named above will be sole contact for your company to receive the Contract.  Include the name and telephone number of person(s) in your company authorized to expedite any proposed contract with the State.  If the contact person varies by locations for areas you are bidding, please provide contact information with corresponding location or region.

D. COMPANY BACKGROUND INFORMATION

Bidder Instructions:  

In addition to the following questions, prepare a brief description or overview of your company / organization.  Include a summary of your business history, the primary business focus, and significant changes or growth in the past five years and planned changes next five (5) years.

	1.     Stability and Viability:

	a.
	Year Company /Organization established?
	     

	b.
	Identify whether your company/organization operates as an individual, partnership, or corporation.

· If organization is a corporation, then indicate the state in which it is incorporated. 

· If organization is a subsidiary of a larger organization, information should be included for both the parent and offering entity.

· If organization is recognized as a Community Rehabilitation Organization (CRO)

· If organization is recognized as a Service Disabled Veteran Business Enterprise (SDVBE)



	
	Bidder Response (Complete Area Below):

     


	c.
	Include Sales Volumes for at least the past five (5) years Bidder Response (Complete Area Below):

	
	2003
	2004
	2005
	2006
	2007
	2008 YTD

	
	     
	     
	     
	     
	     
	     

	d.
	Provide evidence of your financial strength:  Include recent annual reports, income statement, balance statement, or equivalent information (independent statement of net worth).  

	
	Bidder Response  - - describe what documents are included (Expand Area as Needed):
     



	2.
	Company Capabilities

	a.
	List: 
· Any service related certifications your company /organization has obtained, and,

· Any professional associations or organizations related to the service(s) requested under this solicitation of which your company / organization is a member.  

	
	Bidder Response (Expand Area as Needed):
     


	b.
	For 

1. General Liability

2. Automobile

3. Workers’ Compensation

Provide:

· Insurance company
· Agent name and telephone number 
[If you do not have insurance with an insurance company at this time, must provide an explanation or reason.] 

(Example:  General Liability; State Farm; Agent John Doe;  Telephone: 517-335-0000)



	
	Bidder Response (Expand Area as Needed):
     


	3.
	Depth of Resources:



	
	a.  Total # of Company Employees:       

	
	· % of Full-Time Employees:      
· % of Less than Full Time to Half-Time Employees:      
· % of Less than Half-Time Employees:      


	
	b.  Company-paid, Optional Fringe Benefits (non-scoring data), offered to: Note:  describe such optional fringes as health or life insurance, 401-K, pensions, tuition reimbursement, etc.:
· Full-Time Employees:
     
· Less than Full Time to Half-Time Employees:
     
· Less than Half-Time Employees:
     
If no company-paid, optional fringe benefits are offered to employees, then describe what is offered and who pays for the benefits:
     

	
	c. Average Retention Rate for all Employees for the last three years:       


2.
PRIOR EXPERIENCE & PAST PERFORMANCE (25 Points)
a.
Prior Experience

Reference prior experience related to the services described in this solicitation. 
Include square footage, surface type, and services provided for area cleaned:

Bidder Instructions:  

Provide a complete description of prior company experience as it relates to work described in this solicitation.  Provide a minimum of three (3) relevant business-related references which are similar to the service type in this solicitation contracts, NOT including any State of Michigan contracts, as part of proposal including project summary to illustrate the relevance of experience to the size and scope compared to the contract location(s) you will be submitting in response to this regional solicitation.  If you are referencing State of Michigan contract(s), then you must also include the contract or BPO number and location.  

BUSINESS REFERENCE INFORMATION #1
	COMPANY NAME:
	     

	OFFICE ADDRESS:
	     

	CITY, STATE, ZIP:
	     

	CONTACT NAME:
	     

	PHONE NUMBER:
	(     )     

	FAX NUMBER:
	(     )     

	E-MAIL ADDRESS:
	     

	PROJECT START DATE:
	     

	PROJECT END DATE:
	     

	PROJECT/CONTRACT VALUE:
	     

	PROJECT DESCRIPTION Bidder Response (Expand Area as Needed): 
     



BUSINESS REFERENCE INFORMATION # 2
	COMPANY NAME:
	     

	OFFICE ADDRESS:
	     

	CITY, STATE, ZIP:
	     

	CONTACT NAME:
	     

	PHONE NUMBER:
	(     )     

	FAX NUMBER:
	(     )     

	E-MAIL ADDRESS:
	     

	PROJECT START DATE:
	     

	PROJECT END DATE:
	     

	PROJECT/CONTRACT VALUE:
	     

	PROJECT DESCRIPTION Bidder Response (Expand Area as Needed):
     



BUSINESS REFERENCE INFORMATION # 3

	COMPANY NAME:
	     

	OFFICE ADDRESS:
	     

	CITY, STATE, ZIP:
	     

	CONTACT NAME:
	     

	PHONE NUMBER:
	(     )     

	FAX NUMBER:
	(     )     

	E-MAIL ADDRESS:
	     

	PROJECT START DATE:
	     

	PROJECT END DATE:
	     

	PROJECT/CONTRACT VALUE:
	     

	PROJECT DESCRIPTION Bidder Response (Expand Area as Needed):
     



B.
PAST PERFORMANCE 
Bidder Instructions:  

List any current and/or past State of Michigan contracts your company/organization has managed in the past five (5) years. (Add lines as Needed):
State of Michigan Contracts within the last three (3) years:

	CONTRACT / BPO #
	CONTRACT TERM
	DESCRIPTION & VALUE

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


C. CONTRACT TERMINATION
Bidder Instructions:  

Indicate if your company / organization has had a contract terminated for default in the last three (3) years. Termination for default is defined as notice to stop performance which was delivered to the Vendor due to the Vendor’s non-performance or poor performance or issue of performance was either (a) not litigated due to inaction on the part of the Vendor, or (b) litigated and determined that the Vendor was in default.  If no such terminations exist, the Vendor must affirmatively state this.
	Have any of your Contract(s)
been terminated in the past three (3) years?
	  FORMCHECKBOX 
 YES (or)   FORMCHECKBOX 
NO

	If, YES, provide details:
	Bidder Response (Expand Area as Needed):

     


[Note to Bidder:  If the Bidder has had a contract terminated for default in this period, the Bidder shall submit full details including the other party’s name, address, and phone number Acquisition Services will evaluate the facts and may, at its sole discretion, reject the proposal on the grounds of past experience.]

3.
STAFF DEVELOPMENT & TRAINING (15 POINTS)
Bidder Instructions:  

As part of your proposal, provide a complete description of your company/organization’s Training and Development Plan including the following information:
Staff Retention History

Provide a schedule of the retention history of your workforce for the past 3-years:
	A.
	Health, Safety, & Environmental Protection Program:

· Does Company have a current Health, Safety, and Environmental Protection Plan in Place?  
· Provide a description of the company’s health, safety, and environmental program; 

· Provide a description of the company’s hazardous communications plan; 

· Indicate the company’s policies and practices for assuring that staff are aware of accident protocol, reporting, and safety measures while performing job duties; 

· Describe or indicate company disposal procedures for various materials; 

· Include copies of the company’s H, S, & EP reports, such as damage reports for customer property, incident or accident report forms; inspection forms; copy of annual audit(s) or inspection(s); etc. 


	
	Bidder Response (Expand Area as Needed):

     


	B.
	Pre-Employment Requirements:
Provide information about the company’s requirements before hiring employees 
(for example, whether the company requires:  

· GED or high-school diploma is required, or 

· Certain operator’s license(s) are needed; or 

· Equipment certification(s); or

· Minimum Past Experience; or

· Background checks (i.e., criminal history checks; arrest records; drug testing; etc.)



	
	Bidder Response (Expand Area as Needed):

     


	C.
	Staff Training

	
	1.
Staff Training:  Before Job Placement
a. Include a description of the subjects for the above-training (for example, indicate subjects such as safety; equipment & supplies usage; quality assurance reporting; etc.);
b. Describe and indicate the following for that training:

· Whether this is a formal or copyrighted training program or whether this is an informal training provided by the Company’s management through weekly or monthly staff meetings, etc.;

· How often the training is provided (e.g., before job placement requires one-week of training when hired, or verification of certifications held, etc.)

· Who delivers the training and briefly describe that individual’s qualifications;

· A brief summary of the content of the training;

· How the training is provided (e.g., seminar; company lecture or presentations at staff meetings; video(s); independent review; etc.); and,

· How competency is measured (e.g., pre and post-testing, etc.)

· Company practice or policy if competency is not attained by staff.


	
	Bidder Response (Expand Area as Needed):

     


	
	2.
Staff Training:  On-The-Job Training
a. Include a description of the subjects for the above-training (for example, indicate subjects such as safety; equipment & supplies usage; quality assurance reporting; etc.);
b. Describe and indicate the following for that training:

· Whether this is a formal or copyrighted training program or whether this is an informal training provided by the Company’s management through weekly or monthly staff meetings, etc.;

· How often the training is provided (e.g., On the Job requires one-week working with a supervisor, then one week working with team-lead, etc.); 

· Who delivers the training and briefly describe that individual’s qualifications;

· A brief summary of the content of the training;

· How the training is provided (e.g., seminar; company lecture or presentations at staff meetings; video(s); review with supervisor; etc.); and,
· How competency is measured (e.g., supervised while performing duties, then duties inspected, etc.);
· Company practice or policy if competency is not attained.


	
	Bidder Response (Expand Area as Needed):

     


	
	3.
Staff Training:  On-Going Training
a. Include a description of the subjects for the above-training (for example, indicate subjects such as safety; equipment & supplies usage; quality assurance reporting; etc.);
b. Describe and indicate the following for that training:

· Whether this is a formal or copyrighted training program or whether this is an informal training provided by the Company’s management through weekly or monthly staff meetings, etc.;

· How often the training is provided (e.g., On-Going requires monthly or quarterly or semi-annual training, attendance of (any) seminars; etc.)

· Who delivers the training and briefly describe that individual’s qualifications;

· A brief summary of the content of the training;

· How the training is provided (e.g., seminar; company lecture or presentations at staff meetings; video(s); independent review; etc.); and,

· How competency is measured (e.g., pre and post-testing, etc.)

· Company practice or policy if competency is not attained.


	
	Bidder Response (Expand Area as Needed):

     



4. QUALITY ASSURANCE PLAN / CUSTOMER SERVICE (20 POINTS)
Bidder Instructions:  

Submit a Quality Assurance Plan with the proposal including the following information:
	A.
	Quality Assurance:

	
	· Describe how company verifies that staff adequately perform work for delivery of the service(s) described under this solicitation.  

Bidder Response (Expand Area as Needed):

     


	
	· Indicate who, within the company, inspects, approves, and verifies delivery of the service(s). 

 Bidder Response (Expand Area as Needed):

     


	
	· Describe the inspections to be performed, frequency of those inspections, the acceptance/rejection criteria, and procedure or process for corrective action.

Bidder Response (Expand Area as Needed):

     


	
	· Describe company process for managing a file of all quality assurance inspections, inspection results, and any corrective actions required and/or performed for a customer?  

Bidder Response (Expand Area as Needed):

     


	
	· Describe how corrective actions with staff are implemented when deficiencies are noted.  

Bidder Response (Expand Area as Needed):

     


	B.
	Customer’s Security:



	
	· Describe company plan for overall customer security (i.e., employee background checks, drug testing, etc.);  

Bidder Response (Expand Area as Needed):

     


	
	· Describe specific plan for key-control or company employee access to the customer-location(s).
Bidder Response (Expand Area as Needed):

     


	C.
	Customer Service:



	
	· Describe a process for responding to customer complaint(s) regarding the service(s) delivered and for verifying customer satisfaction and acceptance of service delivery; 

Bidder Response (Expand Area as Needed):

     


	
	· Indicate company response standards (e.g., within two business days, supervisor makes contact with customer, etc.)

Bidder Response (Expand Area as Needed):

     


	
	· Describe company’s processes for detecting and correcting billing errors and resolving billing disputes.  The State requires that all errors be corrected prior to the next billing cycle.
Bidder Response (Expand Area as Needed):

     



[Note to Bidder: Acceptability.  For purposes of acceptance, the Contractor’s Quality Assurance Plan will be considered as work of service and shall be subject to acceptance throughout the term of the contract, to include any extensions of contract term.  The Contractor shall notify the Facility Manager in writing of any proposed change to the Contractor’s Quality Assurance Plan.  The Facility or Location Manager will implement no change prior to review and approval.]

5.
equipment & SUPPLIES (15 POINTS)

Vendor Instructions:  
Provide a complete list of all the equipment you will utilize to manage the scope of work for a State of Michigan, typical office environment (reference attached Sample Scope of Work & Deliverables).  List should include all equipment to be used during services and any other function(s) needed to perform general janitorial services.  Also indicate whether the equipment is owned or rented. 
Provide a list of supplies you will utilize to manage the scope of work for a State of Michigan, typical office environment.  Provide a list of “Green” environmentally friendly products you may utilize while servicing facilities specifying such a requirement.  (Expand the table if necessary or submit separate table of equipment/supplies with qualifications).  

EXAMPLE EQUIPMENT & SUPPLIES LIST FORMAT

	
EQUIPMENT and SUPPLIES

	
MAKE/MODEL/

BRAND
	MANUFACTURER
	APPROXIMATE AGE OF EQUIPMENT & OWNED OR RENTED

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	

	6. 
	
	
	

	7. 
	
	
	

	8. 
	
	
	

	9. 
	
	
	

	10. 
	
	
	


OTHER CONSIDERTATIONS


Each Bidder is required to list all benefit packages offered to employees (e.g. medical, dental, vision, and life insurances – and what percentage of insurances is the employee responsible for; 401(K) and/or other retirement plans, tuition reimbursement, vacation/holiday pay, etc.).  If no benefit package is offered, so indicate. 
List any current and/or past State of Michigan contracts your company/organization has managed in the past five (5) years. (Add lines as needed):
	CONTRACT / BPO #
	CONTRACT TERM
	DESCRIPTION 
	VALUE
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Bidder Name & FEIN:  


