Sample Request for Proposal

for

Commercial Move Services

SAMPLE QUESTIONS 

2.4.2 Executive Summary: Why your firm should be chosen for this project? What makes you most viable to control scope, cost, and schedule? 
2.4.2.1 How do you track and report your performance for each move?
2.4.2.2 How long has your staff been with your company (on average)?




2.4.2.3 How many office moves have you completed year to date in the XXX Region?

2.4.2.4 How many full time staff (by level) do you employ on average?

2.4.2.5 What type of background checks, certifications, etc. do you require of your staff (by level)?
2.4.2.6 Describe your company’s approach to a relocation project.

2.4.2.7 Can you provide information on your firm’s financial stability and longevity?

2.4.3 Project Team:  Resume and/or qualifications of project superintendents and team members – who’s doing the work?

2.4.3.1 Do you have a dedicated Commercial Services Division, including dedicated crews for office and commercial moves?

                  2.4.4     Proposed scope of services: What will you provide to us? 
2.4.4.1 Deliverables (scope, schedule, budget) 

2.4.4.2 Procurement experience and processes 
2.4.5 Unit Pricing:  Pricing is by Unit - Please complete the attached bid form. 

2.4.6 Customer Service:  

2.4.6.1 What best practices does your company have in place to ensure a consistent client experience?
2.4.6.2 What does your company consider important in providing customer service? 
2.4.7 Company Information:

2.4.7.1 Identify who you consider to be your primary competitors and state why.  Also, describe your competitive position relative to these competitors (e.g., market share, trends, etc.)

2.4.7.2 Is your company currently a customer of XXX?  If yes, please describe the nature of this relationship, products/services provided, and identify your primary XXX Relationship Manager.
2.4.7.3 What percentage of your company’s revenue consists of providing the product/service described in the RFP?

2.4.7.4 Provide your top three corporate accounts with:  company name, location, contact, phone number, description of service provided and length of contract.

2.4.7.5 Please provide a list of any OSHA violations in the last five years and the date they occurred as well as your Total Case Incident Rate and Lost Work Case Incident Rate, as defined under the Occupational Safety and Heath Act.
2.4.7.6 Is your company a certified Minority, Women, and/or Disabled-owned business Enterprise (MWDBE)?
2.4.8 Compliance:

2.4.8.1 XXX has a background check policy that applies to our suppliers’ employees or their sub-contractors that enter our buildings.  Do you agree to comply with the XXX Background check policy?
2.4.8.2 XXX has requirements when moving XXX confidential information or XXX  customer confidential information.  Confidential information is defined in the Statement of Work.  Do you agree with the following:

2.4.8.2.1 Vendor will not transport any XXX paper or electronic documents (“Documents”) without receiving a manifest of all packages or boxes that need to be transported.
2.4.8.2.2  Vendor will not move any Documents in containers that are not sealed with tamper-evident tape, seals, or locks.  Vendor will refuse transportation of any such items not in compliance with these requirements.
2.4.8.2.3 Vendor will transport the Documents in a vehicle that will protect the Documents from the elements, and is secured with a tamper evident lock that is a cable lock or stronger.  The Documents must be stored out of sight if feasible.
2.4.8.2.4  Vendor will transport the Documents in a vehicle no more than ten years old, in good mechanical condition, and with tires that contain at least 5/32” of tread.  All toppers, doors, and tailgates must be securely locked and in excellent condition.
2.4.8.2.5   Vendor will personally supervise Documents at all times while in Vendor’s possession.
2.4.8.2.6   Vendor will not deliver the Documents to XXX unless a XXX representative is present at the delivery point.  A delivery signature must always be obtained by Vendor and the number of items delivered must be verified by Vendor.
2.4.8.2.7   Vendor must obtain Motor Truck Cargo Legal Liability insurance with limits of at least $1,000,000 per claim and must cover furniture, equipment, and valuable papers.
2.4.8.2.8 Vendor Personnel will have a clean, neat, and professional appearance and wear a uniform that makes the Vendor Personnel easy to identify.  Vendor Personnel will carry identification that includes a photo of such Vendor Personnel. 
2.5 Conditions of Participation: 

2.5.1 Proposals must remain valid for 90 days from the RFP due date.

2.5.2 RFP Bidders shall carefully review and examine the RFP and all other referenced documents (“RFP Documents”). Bidders shall notify Wells Fargo immediately (prior to bid submission) of any and all ambiguities, conflicts, contradictions, omissions, and inconsistencies they identify in the RFP.

2.5.3 RFP Bidders shall carefully review the Statement of Work.
2.5.4 Bidders are responsible for any pre-award contract costs. 

2.5.5 XXX reserves the right to reject any and all proposals, waive formalities, and to enter into contracts, or not, in the best interest of XXX.  XXX reserves the right to enter into additional negotiations with one or more respondents to this RFP.

2.5.6 XXX assumes no contractual or monetary obligation until a Purchase Order is properly executed by  XXX.  Any and all prior or preliminary discussions and/or prior verbal or written agreements shall not be considered in the evaluation process or be considered to constitute an agreement of any kind or be considered a contract for purposes of this RFP. All agreements after completion of the evaluation process are preliminary and tentative until final purchase order approval and execution by all parties.

3.0 Attachments included in this RFP

Exhibit 1 – Pricing Form

Exhibit 2 – Master Services Agreement 

Exhibit 3 – Statement of Work
Exhibit 4 – Blue Prints or Layouts of all locations
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