Wis. Statutes s.16.75

DOA-3070 (R08/2003)
BIDS MUST BE SEALED AND ADDRESSED TO:
 FORMCHECKBOX 
 
Remove from bidder list for this commodity/service.  (Return this page only.)

AGENCY ADDRESS:

EMPLOYEE TRUST FUNDS

801 W BADGER RD

MADISON WI 53702-0011

     
Bid envelope must be sealed and plainly marked in lower corner with due date and Request for Bid # ETF0011.  Late bids will be rejected.  Bids MUST be date and time stamped by the soliciting purchasing office on or before the date and time that the bid is due.  Bids dated and time stamped in another office will be rejected.  Receipt of a bid by the mail system does not constitute receipt of a bid by the purchasing office.  Any bid which is inadvertently opened as a result of not being properly and clearly marked is subject to rejection.  Bids must be submitted separately, i.e., not included with sample packages or other bids.  Bid openings are public unless otherwise specified.  Records will be available for public inspection after issuance of the notice of intent to award or the award of the contract.  Bidder should contact person named below for an appointment to view the bid record.  Bids shall be firm for acceptance for sixty (60) days from date of bid opening, unless otherwise noted The attached terms and conditions apply to any subsequent award. 

REQUEST FOR SIMPLIFIED BID


THIS IS NOT AN ORDER
Bids MUST be in this office no later than 

June 28 2:00 PM CDT     

fillin "Date and time"

BIDDER (Name and Address)

     



Name (Contact for further information)

Mark W Blank


Phone  608-266-8989 mark.blank@etf.state.wi.us
Date:June 21, 2006
     

fillin "Phone"


fillin "Date"


Quote Price and Delivery FOB

Madison WI


 FORMCHECKBOX 
 Fax bids are accepted

x FORMCHECKBOX 
 Fax bids are not accepted

Item

No.
Quantity

and Unit
Description
Price

Per Unit
Total

     
     
         Simplified Bid     ETF0011 Courier Services 
     
     

     
     

     
     

     
     

     
     

     
     

     
     

     
     
RFB, amendments, questions and answers will be      
     
     

     
     
posted on the ETF Website at 
     
     

     
     
http://etfextranet.it.state.wi.us

     
     

     
     
And will not be mailed. 
     
     

     
     

     
     

     
     
     
     
     

     
     
     
     
     

     
     
Submit Bid on Attachment 5,  Bid Sheet
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

     
     
     
     
     

Payment Terms   30 days
Delivery Time  N/A     

 FORMCHECKBOX 

We claim minority bidder preference [Wis. Stats. s. 16.75(3m)].  Under Wisconsin Statutes, a 5% preference may be granted to CERTIFIED Minority Business Enterprises.  Bidder must be certified by the Wisconsin Department of Commerce.  If you have questions concerning the certification process, contact the Wisconsin Department of Commerce, 5th Floor, 201 W. Washington Ave., Madison, Wisconsin  53702, (608) 267-9550.  Does Not Apply to Printing Bids.

 FORMCHECKBOX 

We are a work center certified under Wis. Stats. s. 16.752 employing persons with severe disabilities.  Questions concerning the certification process should be addressed to the Work Center Program, State Bureau of Procurement, 6th Floor, 101 E. Wilson St., Madison, Wisconsin 53702, (608) 266-2605.

Wis. Stats. s. 16.754 directs the state to purchase materials which are manufactured to the greatest extent in the United States when all other factors are substantially equal.  Materials covered in our bid were manufactured in whole or in substantial part within the United States, or the majority of the component parts thereof were manufactured in whole or in substantial part in the United States.


 FORMCHECKBOX 
 Yes              FORMCHECKBOX 
 No            FORMCHECKBOX 
 Unknown

In signing this bid we also certify that we have not, either directly or indirectly, entered into any agreement or participated in any collusion or otherwise taken any action in restraint of free competition; that no attempt has been made to induce any other person or firm to submit or not to submit a bid; that this bid has been independently arrived at without collusion with any other bidder, competitor or potential competitor; that this bid has not been knowingly disclosed prior to the opening of bids to any other bidder or competitor; that the above statement is accurate under penalty of perjury.

We will comply with all terms, conditions and specifications required by the state in this Request for Bid and all terms of our bid.

Name of Authorized Company Representative (Type or Print)

     
Title

     
Phone
(       )      



Fax  
(       )      

Signature of Above


Date

     
Federal Employer Identification No.

     
Social Security No. if Sole

Proprietor (Voluntary)




     

This form can be made available in accessible formats upon request to qualified individuals with disabilities.
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1.0 GENERAL INFORMATION

1.1 Introduction and background


The Department of Employee Trust Funds (DETF) is soliciting bids to contract with a single vendor to provide courier services.  The contractor will provide courier service to deliver confidential financial documents between DETF's offices on West Badger Road and various downtown Madison locations. The well-defined services are to be provided each morning and afternoon Monday through Friday.  There may be occasional additional deliveries. Providing consistent secure service is of the utmost importance.

1.2 ETF Responsibilities

ETF will:







(1)
Perform all tasks, responsibilities and services identified in this RFB.

1.3 Procuring and contracting agency

This RFB is issued by ETF, which is the sole point of contact for the State of Wisconsin during the selection process.  The person responsible for managing the procurement process is Mark Blank, purchasing officer.



            Mark Blank, Purchasing Officer



Department of Employee Trust Funds



801 W. Badger Road



Madison, WI 53702-0011



608-266-8989 Voice



608-267-0633 Fax



608-267-0676 TTY



mark.blank@etf.state.wi.us  E-mail

1.4 Definitions



The following definitions are used throughout the RFB.



ETF/ department means the Wisconsin Department of Employee Trust Funds.



Bidder/vendor/proposer means a firm submitting a bid in response to this RFB.



State means State of Wisconsin.

WRS means Wisconsin Retirement System

1.5 Clarification of the specifications and requirements

Any questions concerning this RFB must be submitted in writing (e-mail) on or before June 26, 2006 to the purchasing officer identified in section 1.3. 

Vendors are expected to raise any questions they have concerning the RFB at this point in the RFB process.  If a vendor discovers any significant ambiguity, error, conflict, discrepancy, omission, or other deficiency in this RFB, the vendor should immediately notify the above named individual of such error and request modification or clarification of this RFB document.

In the event that it becomes necessary to provide additional clarifying data or information, or to revise any part of this RFB, supplements or revisions will be provided to all bidders via ETF Website at http://etfextranet.it.state.wi.us
1.6 Reasonable accommodations

ETF will provide reasonable accommodation, including the provision of informational material in an alternative format, for qualified individuals with disabilities upon request.  

1.7 Calendar of events

Listed below are important dates and times by which actions related to this RFB must be completed.  In the event that ETF finds it necessary to change any of these dates and times, it will do so by issuing a supplement to this RFB.

DATE

EVENT

June 21, 2006

Issue RFB

June 28, 2006

Bids due from vendors no later than 2:00 PM CDT

July 6, 2006 (est.)

Notice of Award

August 1, 2006 (est.) 

Contract Start Date

1.8   Contract term and funding

The contract shall be effective on the date indicated on the purchase order or the contract execution date and shall run through June 30, 2007 with an option, by mutual agreement of ETF and the selected vendor, to renew for two (2) additional one-year periods.  Cost increases for any contract renewals will be capped at the rate of inflation from the contract effective date to the renewal date as measured by the National (U.S. City Average) consumer price index for all urban consumers (CPI-U). Gasoline surcharges may be considered based on Madison terminal base price of @$2.23 per gallon June 03, 2006. Based on actual fuel used; not to exceed 40 gallons per month. Negotiations of surcharges or reductions will not take place until there is a deviation (increase or decrease) of $0.50/per gallon at the Madison terminal.    

2.0 PREPARING AND SUBMITTING A BID

2.1 General instructions

The evaluation and selection of a vendor will be based on meeting the bid specifications, references, and requested clarifications by ETF. Failure to demonstrate ability to meet specifications May result in the bid being rejected.  Failure to respond to each requirement in this RFB May be the basis for rejecting a response.  

2.2 Incurring costs

ETF or the State of Wisconsin is not liable for any cost incurred by bidders in replying to this RFB.

2.3 Submitting the bid



Vendors must submit the original bid (Bid cover page, and Attachments 2,3 & 5) by the date and time in section 1.7 to the address in section 1.3.




All bids must be packaged, sealed, and show the following information on the outside of the package:




-
Vendor's Name and Address




-
Request for Bid Title




-
Request for Bid Number




-
Bid Due Date

3.0 BID SELECTION AND AWARD PROCESS

3.1 Evaluation 

ETF's evaluation team will consist of members selected because of their special expertise in procurement of the product(s) and/or service(s) that are the subject of this RFB, and because of their knowledge of ETF's requirements for these product(s) and/or service(s). Vendors May not contact members of the evaluation team except at ETF’s request.

3.2 Bid review



The bids will be reviewed to determine if specifications and performance measures identified in sections 4.0, and Attachment 1 can be met. Failure to demonstrate ability to meet specifications May result in the bid being rejected.

3.3 Award and final offers

Award shall be made to the lowest responsible bidder that can meet specifications and performance measures as defined in section 4.0 General Bid Requirements and Attachment 1 ETF Outside Runs. Vendor references, Attachment 3 will be an important consideration.  

3.4 Right to reject bids and negotiate contract terms



ETF reserves the right to reject any and all bids and to negotiate the terms of the contract, including the award amount, with the selected bidder prior to entering into a contract.  If contract negotiations cannot be concluded successfully, ETF may negotiate a contract with another bidder.

3.5 Notice of award



Any vendors who respond to this RFB will be notified of ETF’s Notice of award.



After Notice of award is made, and under the supervision of ETF staff, copies of bids will be available for public inspection.  Vendors are encouraged to make appointments to ensure that space is available for the review.

4.0 GENERAL BID REQUIREMENTS


Vendors must respond to the general bid requirements in this section in accordance with the instructions given in section 2.0. 

4.1 Organization capabilities & key contacts

Describe experience and capabilities in providing similar services in this RFB.  Response should identify resources and staff information.

Limit your response to this item to no more than one page.

Complete Attachment 2 - Vendor Information  DOA –3477 (05/98)

4.2 Vendor references


Selected organizations may be contacted to determine the quality of work performed and personnel assigned to the project.  The results of the reference check will be a major factor in awarding bid.

Use the Reference Sheet in Attachment 3 to provide at least three (3) references for whom you’ve completed similar services.  

Contractor agrees and understands that all material scheduled to be picked up will be delivered at the end of each trip but no latter than 4:15 PM on last trip and under no circumstances will any material be left in the transport vehicle overnight.

The Contractor and their employee(s) are expected to pick up and deliver approximately 4‑5 oversized office envelopes from each site. On occasion there may be 2‑3 banker’s boxes, record storage boxes or 10 ream paper boxes.

The Contractor must provide drivers who have a valid Wisconsin driver’s license and maintain comprehensive automobile collision and liability insurance. As defined in Attachment 4 the Standard Terms and Conditions 23.0. (ETF will consider vendors who use alternative forms of transportation. Liability insurance is required even if a motor vehicle is not used for delivery)   

4.6
The Contractor’s courier(s) must be able to lift boxes that weight between 20 and 30 lbs.

It is the sole responsibility of the Contractor to ensure sufficient employees to meet and maintain the scheduled pick up and delivery route on a daily basis.

Holidays are Thanksgiving, Christmas Eve, and Christmas, New Year’s  Eve and New Year’s Day, Martin Luther King day (third Monday in January), Memorial Day, Labor Day and the Fourth of July.

The Contractor understands and acknowledges that the records the Contractor will transport are strictly confidential under various provisions of law, including Wis. Stats. § 40.07. Contractor further understands and agrees that any employee or agent of the Contractor who violates the confidentiality provisions is subject to penalties, including monetary fines.

The Contractor agrees to limit access to the records to those members of Contractor’s staff who are needed to transport the records as required by the contract.

The Contractor understands and agrees that at no time during the performance of its duties under this RFB will any records be left unattended unless locked in the Contractor’s vehicle. 

The Contractor will not make copies of or retain copies of any records.

Contractor is responsible for all wages, Federal and State Withholding taxes, FICA and Worker’s Compensation Insurance for Contractor’s employees.

The Contractor’s bid should address the need for additional and non‑scheduled pick‑ups and deliveries in the Madison Metro area.

In the event that the Contractor fails, on any given day, to perform its duties under the RFB, DETF will bill the Contractor for actual costs incurred in securing delivery of the courier mail or at its discretion withhold the actual costs from the monthly invoice.

5.0 PAYMENT INFORMATION AND SCHEDULE

5.1
Invoices will be for a fixed cost per month -  invoiced monthly. Identify any discounts on invoice if applicable.

5.2
Invoices must be submitted to the following address:

Accounts Payable

Department of Employee Trust Funds

P O Box 7931

Madison, WI  53707-7931

5.3
Approved payment shall be made to the vendor within 30 calendar days of receipt of an acceptable invoice, unless discount is provided for early payment.

6.0
TERMs AND CONDITIONS

6.1
Confidentiality of Employee Records

(1)
As provided by Wis. Stat. § 40.07 and Wis. Admin. Code § 10.70 (1), individual personal information and medical records in ETF's records (including but not limited to address, social security number, birth date, marital status, earnings, Wisconsin Retirement System (WRS) contributions, WRS interest crediting, beneficiary designations, WRS creditable service and medical information), are not  public records and must be kept confidential.  

(2)
The vendor agrees to maintain the strict confidentiality of individual personal information and medical records in any records transported by the vendor or its employee’s or agents under this RFB.

(3)
The vendor agrees not to disclose any information furnished to the vendor, its employee or agent by ETF. This includes any information derived directly or indirectly from information furnished by ETF to any person or entity of any description who is not a party to this RFB without express, written approval of the Secretary of ETF in advance.

4) Under no circumstances are participant, the names, addresses, or other data about WRS members to be used or made available for any purpose other than specifically provided for in this RFB.

5) The vendor agrees to comply with Wis. Stat. § 895.507.

6.2

Standard terms and conditions for State of Wisconsin DOA – 3054 (R10/2005).  Attachment 4.


End of Bid- Attachments follow
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