Maryland State Archives
Request for Proposals

223> Request for Proposals (Small Procurement — under $25,000)
@, Maryland State Archives

Minority Business Enterprises are Encouraged to Respond to this Solicitation

Key Information Summary
RFP Issue Date: March 20, 2013

Closing Date and Time: April 9, 2013 - - 3:00 p.m. local time

Issuing Office: Maryland State Archives
Procurement Officer: Timothy D. Baker, Deputy State Archivist
Deliver Proposals to: Room 223 or to tim.baker@maryland.gov

350 Rowe Blvd

Annapolis, MD 21401

Pre-Proposal Conference: Scheduled for April 3, 2013 at 10:00 a.m. local time at the Maryland State
Archives For directions to the Archives, see http://www.mdarchives.state.md.us/msa/intromsa/html/
direct.html

Attendance is not mandatory.

Section 1 - General Information

1.1 SUMMARY STATEMENT
The Maryland State Archives (MSA) is soliciting proposals from qualified vendors for data center air
conditioning services and support for three years.

1.2 CLOSING DATE

Proposals must be received by the procurement officer by closing date noted above under Key Information
Summary in order to be considered. Requests for extension of this date or time will not be granted. Offerors
mailing proposals should allow sufficient mail delivery time to ensure timely receipt at the Issuing Office.
Except as provided in COMAR 21.05.02.10, proposals or unsolicited amendments to proposals arriving
after the closing time and date will not be considered. Proposals may be emailed but, here too, the
proposals must be received on time.

1.3 REVISIONS TO THE RFP
If it becomes necessary to revise this RFP before the due date for proposals, amendments will be provided
to all prospective offerors that were sent this RFP or otherwise are known by the Procurement Officer

Page 1 of 10



Maryland State Archives
Request for Proposals

to have obtained this RFP. Amendments made after the due date for proposals will be sent only to
those offerors who submitted a timely proposal. Acknowledgment of the receipt of all amendments to
the RFP issued before the proposal due date must accompany the offeror’s proposal in the transmittal
letter accompanying the technical submittal. Acknowledgement of the receipt of amendments to the RFP
issued after the proposal due date shall be in a manner specified in the amendment notice. Failure to
acknowledge receipt does not relieve the offeror from complying with all terms of any such amendment.

1.4 CANCELLATIONS; DISCUSSIONS

The State reserves the right to accept or reject any and all proposals, in whole or in part, received in
response to this RFP, to waive or permit cure of minor irregularities, and to conduct discussions with all
qualified offerors in any manner necessary to serve the best interests of the State of Maryland. The State
also reserves the right, in its sole discretion, to award a contract based upon the written proposals received
without prior discussions or negotiations.

1.5 INCURRED EXPENSES

The State will not be responsible for any costs incurred by an offeror in preparing and submitting a proposal,
in making an oral presentation, in providing a demonstration, or in performing any other activities relative to
this solicitation.

1.6 ECONOMY OF PREPARATION
Proposals should be prepared simply and economically, providing a straightforward, concise description of
the offeror's proposal to meet the requirements of this RFP.

1.7 DISPUTES / PROTESTS
Any disputes relative to this solicitation shall be subject to the provisions of COMAR 21.10 (Administrative
and Civil Remedies).

1.8 MULTIPLE OR ALTERNATE PROPOSALS
Multiple or Alternate proposals will not be considered.

1.9 MANDATORY CONTRACTUAL TERMS

By submitting an offer in response to this RFP, an offeror, if selected for award, agrees to the terms of
this RFP and all provisions of the contract (Attachment A). Exceptions taken must be clearly defined in
the Executive Summary of the Technical Proposal. Please note that any such exceptions may potentially
disqualify the proposal.

110 PROCUREMENT METHOD / AWARD
The contract will be awarded in accordance with the competitive sealed proposals process under Maryland
Code of Regulations (COMAR) 21.05.03. The award will be made based on the most advantageous offer.

111 CONTRACT TYPE
The Contract shall be a Fixed Price (FP) Contract as defined by COMAR Title 21.06.03.

Section 2 - SCOPE OF WORK

The firm selected must be certified by the manufacturer (Stulz Air Technology Systems) to service the
equipment. All service must be provided by Stulz Air Technology Systems factory-trained technicians.
Service vehicles must be stocked with parts necessary to affect repairs to the equipment listed below.

Page 2 of 10



Maryland State Archives
Request for Proposals

The requirements for this contract is a Full-Coverage Service Contract. All equipment is located at 350
Rowe Boulevard, Annapolis MD 21401.

A Full-Coverage Service Contract provides 100% coverage of labor (no overtime), parts, and materials as
well as emergency service, which will include break / fix of all equipment.

The equipment to be covered is as follows:

Qty  Equipment Manufacturer Model Serial #

1 AC Unit ATS COS-120-AR-U 04006009

1 AC Unit ATS C0OS-120-AR-U 04006010

1 AC Unit ATS C0S-120-AR-U 05182033

1 Condensing Unit Heatcraft FCB23SM TO4A00750
3 fan model

2 Condensing Unit Witt (QTY?2) WSC012b-10VG E05G30394601001
2 fan model E05G30394601002

Services and Support

In the event of equipment malfunction, service and support shall be provided within a minimum initial
response time of four hours. Repairs are expected to be made same day but in no case shall it take longer
than two business days. If equipment cannot be repaired within two days, contractor will be required to
provide temporary replacement equipment.

Service Reporting

. The contractor will provide Log cards at each piece of equipment with space for noting the date of
last service and any new parts that were installed. This gives new technicians and in-house staff a quick
understanding of the service status for each piece of equipment.

. The contractor’s service technician must sign a log when entering and leaving the facility.

. The contractor will be required to have a forms-based service ticket. This includes a complete task
sheet listing the equipment serviced and explaining exactly what was done for every scheduled service call
along with recommendations for improvements, repairs, and replacements.

. The contractor will record measurements, such as motor amps and volts, temperatures, and
pressures be taken and documented for each piece of equipment, either on the equipment’s log card or on
a separate service sheet.

. The contractor will report any safety hazards or possible environmental quality problems directly to
the facility manager (Tony Darden or Reginald Shorter).

. A copy of any test analysis results, such as oil analysis, treatment water analysis, etc. shall be
provided to the facility managers (Tony Darden or Reginald Shorter) for review.

. The contractor will define and submit as part of the technical proposal a facility service and schedule
as part of the contract. It should contain the equipment list and the operating and maintenance tasks for
each system or piece of equipment along with the service schedule.

Repair Services and Response Time
Response time is the target maximum time required to assess and secure the trouble site. Iltems below are
listed in order of their critical nature and response targets.
Emergency Service (Equipment malfunction) - Response time: Within 4 business hours
Urgent Service (Equipment functioning at minimal levels) — Response time: next business day
Routine Maintenance (quarterly preventive maintenance inspections): to be scheduled in
consultation with the Maryland State Archives
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Section 3 — Proposal Format

3.1 TWO PART SUBMISSION
Offerors must submit proposals in two separate volumes:

Volume | - Technical Proposal
Volume Il - Financial Proposal

NOTE: If responding be email, simply send along two separate files (pdf file format is preferred). Name the
files so that it is clear which is the technical and which is the financial.

3.2 VOLUME I - TECHNICAL PROPOSAL

Technical proposals must be submitted as a separate email attachment or in a separate sealed package
labeled "Technical Proposal." If submitted on paper it must bear the name of the offeror, the name and
number of the RFP and the closing date for proposals on the outside of the package. The technical
proposal shall include:

3.2.1 Proposed Services
The Offeror shall describe the ability of the firm to provide the services defined in Section 2 of this RFP
including response times.

3.2.2 Offeror Experience and Capability
Offerors’ Technical Proposal shall include information on past experience providing similar services.

3.2.3 Schedule - proposed schedule for routine maintenance.

3.3 VOLUME Il - FINANCIAL PROPOSAL

The Archives will pay the selected contractor in advance on a yearly basis. The yearly fee paid to the
contractor must be a firm, fixed price and must cover all parts and all labor associated with fulfilling the
scope of work defined in Section 2 and in the offeror's proposal.

Section 4 — Evaluation Criteria and Selection Procedure

A Contract will be awarded in accordance with the Competitive Sealed Proposals procurement process
under Code of Maryland Regulations 21.05.03.

The Competitive Sealed Proposals method could involve discussion and revision of proposals during these
discussions. Accordingly, the State may hold discussions with all offerors judged reasonably susceptible

of being selected for award, or potentially so. However, the State also reserves the right to make an award
without holding discussions. In either case, the State may determine an offeror to be not responsible and/or
not reasonably susceptible of being selected for award.

Financial proposals of qualified offerors will be opened only after all technical proposals have been
evaluated.
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41 SELECTION PROCESS

The first step in the process will be to review the technical proposals for compliance with the proposal
format in Section 3 of the RFP and for any exceptions the offeror has taken to the requirements of this
RFP or contract (Attachment A.) Offerors who take exceptions may be disqualified and their proposals
eliminated from further consideration.

The next level of review will be an evaluation for technical merit. During this review oral presentations and
discussions may be held. The purpose of such discussions will be to assure a full understanding of the
State’s requirements and the offeror’s ability to perform, and to facilitate arrival at a contract that will be
most advantageous to the State. Offerors must confirm in writing any substantive oral clarification of, or
change in, their proposals made in the course of discussions. Any such written clarification or change then
becomes part of the offeror’s proposal.

Offerors whose technical proposals are judged to be not reasonably susceptible of being selected for award
may be disqualified at this point.

The separate financial proposal of each qualified offeror will be distributed to the Evaluation Committee for
analysis following the completion of the technical evaluation. After a review of the financial proposals of
qualified offerors, the Procurement Officer may again conduct discussions. When in the best interest of the
State, the Procurement Officer may permit offerors who have submitted acceptable proposals to revise their
initial proposals and submit, in writing, best and final offers.

Upon completion of all discussions and negotiations, the Procurement Officer will recommend award of
a contract to a responsible offeror whose proposal has been determined to be the most advantageous
to the State, considering evaluation and price factors as set forth in this RFP. In making this most
advantageous offeror determination, technical factors will be given more weight
than financial factors.

4.2 TECHNICAL PROPOSALS EVALUATION CRITERIA
Evaluation of the proposals will be performed by a committee established for that purpose and will be based

on the criteria set forth below which are listed in descending order of importance:
A. Offeror's technical proposal
B. General corporate experience, qualifications, capabilities and past performance.

The offeror will be evaluated on past experience with similar projects and pertinent corporate
resources. The State will review the Offeror’s overview of its experience rendering services
similar to those included in Section 2 of this RFP, which should include a summary of the
services offered and the number of years the Offeror has provided these services.

4.3 FINANCIAL PROPOSALS
Financial proposals will be evaluated separately and as described in Section 4.1.

Section 5 — Attachments

Attachments to this solicitation include the following:
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Contract Attachment A
Financial Proposal Form Attachment B

End of RFP Document —
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Maryland State Archives
Small Procurement Contract

THIS CONTRACT entered into this day of , 20 , by and between

Whose address is

(the "Contractor") and the STATE OF MARYLAND (the "State"). This Contract shall be administered by the
Maryland State Archives ("MSA").

IN CONSIDERATION OF the premises and the covenants herein contained, and other good and valuable
consideration, the receipt and sufficiency of which is hereby acknowledged, the Archives and the Contractor
agree as follows:

Section 1. Scope of Services

1.1 The Contractor will provide services to the Maryland State Archives per instructions and specifications
provided by the Archives. These services shall be provided in accordance with this Contract and the
following exhibits, which are attached and incorporated herein by reference.

Exhibit A — Offeror’s Proposal
Exhibit B — RFP document

1.2 The Procurement Officer may, at any time, by written order, make changes in the work within the
general scope of the Contract. No other order, statement or conduct of the Procurement Officer or any
other person shall be treated as a change or entitle the Contractor to an equitable adjustment under this
section. Except as otherwise provided in this Contract, if any change under this section causes an increase
or decrease in the Contractor’s cost of, or the time required for, the performance of any part of the work,
whether or not changed by the order, an equitable adjustment in the Contract price shall be made and the
contract modified in writing accordingly. The Contractor must assert in writing its right to an adjustment
under this section within thirty (30) days of receipt of written change order and shall include a written
statement setting forth the nature and cost of such claim. No claim by the Contractor shall be allowed if
asserted after final payment under this Contract. Failure to agree to an adjustment under this section shall
be a dispute under the Disputes clause. Nothing in this section shall excuse the Contractor from
proceeding with the Contract as changed.

Section 2. Time for Performance
The term of this contract will commence upon approval and continue for a period and
shall terminate on .

Section 3. Consideration and Payment of State Obligations

3.1 Payments to the Contractor shall be made in accordance with this Contract and no later than 30
days after the State’s receipt of a proper invoice from the Contractor. MSA will accept an invoice from the
contractor . The total contract dollar amount shall not exceed

3.2 Each invoice must reflect the Contractor’s federal tax identification number, which is

. Charges for late payment of invoices, other than as prescribed by Title 15,
Subtitle 1, of the State Finance and Procurement Article, Annotated Code of Maryland, as from time to time
amended, are prohibited.

3.3 In addition to any other available remedies if, in the opinion of the Procurement Officer, the
Contractor fails to perform in a satisfactory and timely manner, the Procurement Officer may refuse or limit
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approval of any invoice for payment, and may cause payments to the Contractor to be reduced or withheld
until such time as the Contractor meets performance standards as established by the Procurement Officer
pursuant to this Contract.

Section 4. Termination for Nonappropriation

4.1 If funds are not appropriated or otherwise made available to support the continuation in any fiscal year
succeeding the first fiscal year, this contract shall be terminated automatically as of the beginning of the
fiscal year for which funds are not available. The Contractor may not recover anticipatory profits or costs
incurred after termination.

Section 5. Maryland Laws Prevail
5.1 This Contract shall be construed, interpreted and enforced according to the laws of the State of
Maryland.

Section 6. Disputes

6.1 This Contract shall be subject to the provisions of the State Finance and Procurement Article, Title

15, Subtitle 2, Annotated Code of Maryland and COMAR 21.10 (Administrative and Civil Remedies).
Pending resolution of a claim, the Contractor shall proceed diligently with the performance of the Contract in
accordance with the Procurement Officer's decision.

Section 7. Changes
7.1 This contract may be amended only with the written consent of both parties. Amendments may not
change significantly the scope of the Contract including the contract price.

Section 8. Termination for Default

8.1 If the Contractor does not fulfill obligations under this contract or violates any provision of this
Contract, the State may terminate the Contract by giving the Contractor written notice of termination.
Termination under this contract does not relieve the Contractor from liability for any damages caused to the
State. Termination hereunder, including the determination of the rights and obligations of the parties, shall
be governed by the provisions of COMAR 21.07.01.11B.

Section 9. Nondiscrimination
The Contractor shall comply with the nondiscrimination provisions of federal and Maryland law.

Section 10. Anti-bribery

10.1 The Contractor certifies that, to the Contractor’s best knowledge, neither the Contractor; nor (if the
Contractor is a corporation or partnership) any of its officers, directors or partners; nor any employee of
the Contractor who is directly involved in obtaining contracts with the State or with any county, city or other
subdivision of the State, has been convicted of bribery, attempted bribery, or conspiracy to bribe under the
laws of any state or of the United States.

Section 11. Termination for Convenience

11.1 The performance of work under this Contract may be terminated by the State in accordance with this
clause in whole, or from time-to-time in part, whenever the State shall determine that such termination is in
the best interest of the State. The State will pay all reasonable costs associated with this Contract that the
Contractor has incurred up to the date of termination and all reasonable costs associated with termination of
the Contract; provided, however, that the Contractor shall not be reimbursed for any anticipatory profits that
have not been earned up to the date of termination. Termination hereunder, including rights and obligations
of the parties, shall be governed by the provisions of COMAR 21.07.01.12A(2).

Section 12. Representations
12.1 Each party to this agreement represents and warrants to the other that it has full right, power and
authority to execute this Contract.
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Section 13. State Finance and Procurement
13.1 The Contractor shall comply with the provisions of the State Finance and Procurement Article, Title 19,
Annotated Code of Maryland.

IN WITNESS WHEREOF, the parties have executed this Contract as of the date and year first above
written.

ATTEST: CONTRACTOR
BY: (name)

(title)

ATTEST: STATE OF MARYLAND
BY: (name)

(title)

Approved for form and legal sufficiency this day of ,

Assistant Attorney General

Maryland State Archives
End of contract document
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RFP 2013 - 03
Financial Proposal Form - Attachment B

INSTRUCTIONS

In order to assist offerors in the preparation of their financial proposals and to comply with the requirements
of this solicitation, Attachment B, Financial Proposal Form, has been prepared. Offerors must print out

and submit their bids on this form in accordance with the instructions specified herein. Do not alter the
form or the bid may be rejected. The Financial Proposal Form is to be completed, signed and dated by an
individual who is authorized to bind the firm to all prices and discounts offered. Enter all information in the
space provided.

Price being bid must be clearly typed or written in ink. Price must be the actual price the State will pay for
all services outlined in the RFP and may not be contingent on any other factor or condition in any manner.

It is imperative that the prices included on Attachment B Financial Proposal Form have been entered
correctly and calculated accurately by the offeror. Any incorrect entries by the vendor will be treated as
provided in COMAR 21.05.02.12. Except as instructed on the form, nothing shall be entered on the bid
price form that alters or proposes conditions or contingencies on the bid price.

Contract Price for Services to be provided:

Year one $

Year two $

Year Three $

Total Contract Price: $

Submitted by Date:
Authorized Representative Signature

Name: Title:

Company Name: Phone:

Federal ID Number:
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