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1.
SUBMISSION OF PROPOSAL: DEADLINES

A.
Questions Deadline

Inquiries concerning this Request for Proposal (RFP) shall be addressed only when submitted via email or fax.  Inquiries must be submitted no later than day, date and time (local time) and shall be addressed to:




Brookdale Community College




Attn:  Chic Raimondi, Director, Materiel and Printing and Services




Reference:



craimondi@brookdalecc.edu




Fax:  (732) 224-2950

B.
Submittal Deadline

An original and three (3) copies of sealed proposals conforming in all respects to the requirements of this RFP and clearly marked as “Proposal for 
Submittal Deadline:

Day, date, time. (local time)



Brookdale Community College



Attn:  Chic Raimondi, Director, Materiel and Printing Services



Reference: RFP No.


765 Newman Springs Road



Lincroft, NJ 07738

Requesting department to supply if required

Optional: PROPOSERS MUST BE AVAILABLE FOR INTERVIEWS AT THE COLLEGE ON DATE - The College will select the firm that best serves its interests.  Interviews will be conducted on _________ and proposers must be available on that date.  Following the interviews, a recommendation will be made to the Board of Trustees. 
C.
Responsive Proposals Required

The College may refuse to consider proposals that fail to meet the requirements of this RFP, including but not limited to the following deficiencies:


1.
Submission of an unsigned proposal


2.
Submission of a proposal beyond the established date and time


3.
Submission of a proposal that fails to conform to all requirements of this RFP


4.
Missing or ambiguous fee proposal information

It is the responsibility of each proposer to identify and address any additional requirements or information that the proposer believes may be needed in order for it to submit a fully conforming proposal.  By submitting a proposal, the proposer will be presumed to be familiar with all pertinent requirements of the work as defined below, and of this RFP.

2.
SCOPE OF WORK -   Requesting department to supply
3. 
TERM  - Requesting department to supply

The term of this contract shall be DATE through DATE.  The College reserves the right to terminate this contract upon 30 days advance written notice. 

4.
CRITERIA FOR SELECTION - Requesting department to supply
In determining the firm best suited to perform the necessary services for the College, the reputation of the firm, its size, its experience, and the relative cost of services, will all be taken into account.  The College will select the firm that in the College’s sole judgment provides the most advantageous combination of qualifications and price.

The proposer must have demonstrated and significant experience 

5.
FORMAT OF RESPONSE
A.
Contents of Proposal

The proposer’s written proposal shall include the following:

1.
Identification of the office and team who will perform the services, a résumé of their professional background and accomplishments, number and composition of staff and their respective years of experience.

2.
Firm’s experience in the areas described above, specifically describing any recent higher education and/or public sector experience, and a list of relevant clients, past and present, to be used as references.

3.
A general discussion of the scope of the service to be provided, with reference to the scope of work set forth in this RFP.

4.
A brief summary of why your firm is most qualified, and should be selected.

5.
Specify the budget anticipated for the entire scope of services described in Section 2, including budgets for subcategories if the proposer believes that grouping items may be of assistance in understanding the proposal.  This should be a not-to-exceed price for services, and should separately identify out-of-pocket expenses.   

6.
Other information as the proposer shall deem appropriate.

B.
Required Forms
1.
RFP Form 1: Ownership Disclosure - All corporations or partnerships must complete the attached Form, Attachment A.

2.
RFP Form 2: RFP Certification -  All proposers must sign form (Attachment B) and  must include a copy of the proposer’s current Business Registration Certificate issued by the State of New Jersey, Department of Treasury.
3.
RFP Form 3: Mandatory Equal Employment Opportunity Language - All proposers must sign form (Attachment C).
4. 
RFP Form 4: Equal Employment Opportunity Information, (Attachment D).
5. 
Addendum Acknowledgement Record (Attachment E).

6. 
Fee Proposal (Attachment F).

6.
FEE PROPOSAL   Requesting department to supply

Services are to be provided for ____________________________________________________. The fee proposal shall include _____________________________________________________ services for the College.  Proposers may also suggest alternative pricing structures for the College’s consideration.
7.
BACKGROUND INFORMATION ON THE COLLEGE

The main campus of the College is located in the Lincroft section of the Township of Middletown, Monmouth County. The barrier free campus occupies 228 acres and currently includes 27 structures with a gross square footage of 895,282. The College operates the Western Monmouth Branch Campus, along with the Higher Education Centers in northern Monmouth (Hazlet), Long Branch, and Neptune, the Coastal Communiversity in Wall, and has an environmental field station on Sandy Hook. Furthermore, in a partnership with the Monmouth County Vocational School District, the College operates the Culinary Education Center in Asbury Park.

Additional Background Information to be supplied by Department as it applies to the RFP content
Brookdale Community College is an Equal Opportunity Employer and Affirmative Action Institution.

8.
OTHER MATTERS

A.
Prohibited Communications
Except as and to the extent specifically provided for in this RFP, communications regarding the subject matter of this RFP between any potential vendor, service provider, bidder, offeror, lobbyist or consultant and any Trustee, employee or administrator of the College, at any time prior to contract award, are prohibited!  Permitted communications shall be limited to the following:

· Duly noted pre-proposal conferences

· Written communications with the College in the form and to the address noted in Section 1.1.

· Emergency contacts

· Formal presentations made to the Board or its designated selection committee in accordance with this RFP

· Comments made at duly noticed and convened public meetings of the Board

B.
Public Records

Proposers are advised that the College is subject to the New Jersey Open Public Records Act and that it is likely that all material submitted in response to this RFP is likely to be deemed a “government record” pursuant to the Act and therefore required to be made available for public inspection and copying.  If any proposer deems any material to be within any exemption to the Act (exemptions are listed at http://www.state.nj.us/grc/public/exempt) and not a “government record,” it shall so indicate on each page of the proposal that it believes to contain such information.  In the event a request is made under OPRA for any such identified information the College shall refuse such request; however, if proceedings are then brought to enforce a requester’s rights under OPRA with respect to such material the proposer shall be required to indemnify, defend, and hold the College harmless as to all costs and expenses including legal fees, fines and penalties, that may arise or result from the College’s denial of any such request.

C.
Pay to Play Compliance
In accordance with the New Jersey “Pay-to-Play” statute, N.J.S.A. 19:44A-20 et. Seq. (P.L. 2005 c. 271) proposers are advised of the responsibility to file an annual disclosure statement on political contributions with the New Jersey Election Law Enforcement Commission (“ELEC”) pursuant to N.J.S.A. 19:44A-20.13 (P.L. 2005, c.271, s.3) if the vendor receives contracts in excess of $50,000 from public entities in a calendar year.  It is the vendor’s responsibility to determine if filing is necessary.  Additional information on this requirement is available from ELEC at 888 313-3532 or at www.elect.state.nj.us.

D.
Conflict of Interest
If a firm responding to this solicitation knows of any material personal interest, direct or indirect, that any member, official or employee of the College would have in the contract resulting from this solicitation, the firm must disclose this to the College.  Persons submitting a response to this RFP must comply with all applicable laws, and regulations of the State of New Jersey.

E.
Time
Time, when stated as a number of days, shall be calendar days including Saturdays, Sundays and holidays.

F.
Effect of Reviews and Approvals by the College
No review, approval, or acceptance by the College or any person or entity on its behalf of any deliverable furnished by the College’s selected contractor for any purpose, shall operate to relieve the contractor of its sole and exclusive responsibility for the performance of all required services in accordance with the Agreement, applicable laws, codes and regulations, and prevailing professional standards of care.

G.
Responsibility for Costs
Under no circumstances, whether or not any contract is awarded, will the College be responsible for any costs incurred by any person or entity in responding to this RFP.  If any proposer or prospective proposer brings a legal challenge to any action of the College in connection with any aspect of this procurement and the College is deemed the prevailing party in said action, the proposer shall be responsible for the payment of all costs and fees incurred by the College in connection with any such action including reasonable counsel fees.

H.
Rejection of Proposals and Waiver of Irregularities
The College reserves the right to reject any or all proposals or to waive any irregularities or informalities in any proposal, to the maximum extent of discretion allowed it by applicable law and as it may deem in its interest.

I.
Incorporation of Required Provisions
All provisions that are required by any applicable law, regulation, or policy of the College to be incorporated into this RFP are to be deemed incorporated herein whether or not the same are specifically cited.

END OF REQUEST FOR PROPOSALS – SEE ATTACHED FORMS
Attachment A
BROOKDALE COMMUNITY COLLEGE

 LINCROFT, NEW JERSEY

RFP FORM 1: OWNERSHIP  DISCLOSURE 

In accordance with N.J.S.A. 52:25-24.2, each person, partner or corporation which owns a ten percent (10%) or greater interest in the FIRM, for each of the TIERS below, shall be identified on this RFP Form until all names/addresses/percentages of ownership are identified for each TIER:

TIER 1 [Identify the names of each person, partner or corporation which holds a ten percent (10%) or greater interest, whether such ownership be in the form of stock of any class or otherwise]


Name
 


Address



Percentage 











Owned

_______________________
________________________
________________________

_______________________
________________________
________________________

_______________________
________________________
________________________

_______________________
________________________
________________________

TIER 2 [All holders of a ten percent (10%) or greater interest in any corporation or partnership identified in TIER 1 must be identified below.]


Name



Address



Percentage 











Owned

_______________________
________________________
________________________

_______________________
________________________
________________________

_______________________
________________________
________________________

_______________________
________________________
________________________

Use reverse side of sheet for other stockholders.

RFP FORM CONTINUES ON NEXT PAGE

Check if applicable: 

____  No individual stockholder or partner owns 10% or more of this corporation  

          or partnership. 

By: _________________________        

      _________________________________________________________

        (Name of Contractor)                                     (Address)

Subscribed and sworn to _________________________________________________________

                                                 (Type or print name with signature)

before me this          day           of             20     .                  

__________________________________

My commission expires:_____________

(Notary Public’s Signature)

Attachment B
BROOKDALE COMMUNITY COLLEGE

LINCROFT, NEW JERSEY

RFP FORM 2: RFP CERTIFICATION

State of _________________)









ss:

County of _______________)

The undersigned, having knowledge of and authority to bind the PROPOSER to the information herein, hereby swears, upon his oath, according to law, 

1. I am the undersigned, who, on behalf of the PROSPER and with full authority to do so, has executed this Certification in connection with its RFP;

2. That the PROPOSER is registered with the State of New Jersey, Department of the Treasury, Division of Revenue (ATTACH COPY OF BUSINESS REGISTRATION CERTIFICATE);

3. That the PROPOSER is authorized by the New Jersey Department of the Treasury to perform work in New Jersey (ATTACH COPY OF CERTIFICATE OF AUTHORITY TO PERFORM WORK IN NEW JERSEY); and

4. The PROPOSER has not, directly or indirectly, entered into any agreement, participated in any collusion, or otherwise taken any action in restraint of free competitive bidding in connection with the within RFP; 

5. I further warrant that, no person or selling agency has been employed, or retained, to solicit, or secure, such contract upon an agreement or understanding for a commission, percentage, brokerage or contingent fee, except bona fide employee or bona fide established commercial or selling agencies identified as follows: 

6. The PROPOSER is not, as of this date, and has not been at any time within three (3) years immediately preceding the date on which Bids were received, included on the New Jersey State Treasurer's List of Debarred, Suspended or Disqualified PROPOSERS; the PROPOSER hereby acknowledges that it may be debarred, suspended or disqualified from contracting with the OWNER if it commits any of the acts listed in N.J.A.C. 7:1-5.2 and further acknowledges its obligation to notify the OWNER immediately if it appears that said PROPOSER may be added to any such list.

RFP FORM CONTINUES ON NEXT PAGE

7. All statements and representations contained in the PROPOSER’s RFP are true, complete and correct, and made with full knowledge that the OWNER shall rely upon same in awarding a public contract for the Work as defined in the Contract Documents. 

PROPOSER’s Authorized Representative 

(MUST BE PRINCIPAL OWNER OR OFFICER OF PROPOSER):

_______________________________

______________________________

Signature







Print or Type Name and Title

Notary Public:   Sworn and Subscribed before me on this _____ day of ___________, 20__:

________________________________

_______________________________

Notary’s Signature




     Print or Type Notary’s Name

Commission expires:_____________

Notary’s Seal:____________________

Attachment C
RFP FORM 3

(REVISED 4/10)
EXHIBIT A

MANDATORY EQUAL EMPLOYMENT OPPORTUNITY LANGUAGE

N.J.S.A. 10:5-31 et seq. (P.L. 1975, C. 127)

N.J.A.C. 17:27

GOODS, PROFESSIONAL SERVICE AND GENERAL SERVICE CONTRACTS

During the performance of this contract, the contractor agrees as follows:


The contractor or subcontractor, where applicable, will not discriminate against any employee or applicant for employment because of age, race, creed, color, national origin, ancestry, marital status, affectional or sexual orientation, gender identity or expression, disability, nationality or sex. Except with respect to affectional or sexual orientation and gender identity or expression, the contractor will ensure that equal employment opportunity is afforded to such applicants in recruitment and employment, and that employees are treated during employment, without regard to their age, race, creed, color, national origin, ancestry, marital status, affectional or sexual orientation, gender identity or expression, disability, nationality or sex.  Such equal employment opportunity shall include, but not be limited to the following: employment, upgrading, demotion, or transfer; recruitment or recruitment advertising; layoff or termination; rates of pay or other forms of compensation; and selection for training, including apprenticeship.  The contractor agrees to post in conspicuous places, available to employees and applicants for employment, notices to be provided by the Public Agency Compliance Officer setting forth provisions of this nondiscrimination clause.


The contractor or subcontractor, where applicable will, in all solicitations or advertisements for employees placed by or on behalf of the contractor, state that all qualified applicants will receive consideration for employment without regard to age, race, creed, color, national origin, ancestry, marital status, affectional or sexual orientation, gender identity or expression, disability, nationality or sex.


The contractor or subcontractor will send to each labor union, with which it has a collective bargaining agreement, a notice, to be provided by the agency contracting officer, advising the labor union of the contractor's commitments under this chapter and shall post copies of the notice in conspicuous places available to employees and applicants for employment.

The contractor or subcontractor, where applicable, agrees to comply with any regulations promulgated by the Treasurer pursuant to N.J.S.A. 10:5-31 et seq., as amended and supplemented from time to time and the Americans with Disabilities Act.


The contractor or subcontractor agrees to make good faith efforts to meet targeted county employment goals established in accordance with N.J.A.C. l7:27‑5.2.


The contractor or subcontractor agrees to inform in writing its appropriate recruitment agencies including, but not limited to, employment agencies, placement bureaus, colleges, universities, and labor unions, that it does not discriminate on the basis of age, race, creed, color, national origin, ancestry, marital status, affectional or sexual orientation, gender identity or expression, disability, nationality or sex, and that it will discontinue the use of any recruitment agency which engages in direct or indirect discriminatory practices.


The contractor or subcontractor agrees to revise any of its testing procedures, if necessary, to assure that all personnel testing conforms with the principles of job‑related testing, as established by the statutes and court decisions of the State of New Jersey and as established by applicable Federal law and applicable Federal court decisions.


In conforming with the targeted employment goals, the contractor or subcontractor agrees to review all procedures relating to transfer, upgrading, downgrading and layoff to ensure that all such actions are taken without regard to age, race, creed, color, national origin, ancestry, marital status, affectional or sexual orientation, gender identity or expression, disability, nationality or sex, consistent with the statutes and court decisions of the State of New Jersey, and applicable Federal law and applicable Federal court decisions.


The contractor shall submit to the public agency, after notification of award but prior to execution of a goods and services contract, one of the following three documents:


Letter of Federal Affirmative Action Plan Approval


Certificate of Employee Information Report


Employee Information Report Form AA302 (electronically provided by the Division and distributed to the public agency through the Division’s website at www.state.nj.us/treasury/contract_compliance)


The contractor and its subcontractors shall furnish such reports or other documents to the Division of Public Contracts Equal Employment Opportunity Compliance as may be requested by the office from time to time in order to carry out the purposes of these regulations, and public agencies shall furnish such information as may be requested by the Division of Public Contracts Equal Employment Opportunity Compliance for conducting a compliance investigation pursuant to Subchapter 10 of the Administrative Code at N.J.A.C. 17:27.

Respectfully submitted by,



















___________________________________







Signature

Attachment D
BROOKDALE COMMUNITY COLLEGE

LINCROFT, NEW JERSEY

RFP FORM 4

 EQUAL EMPLOYMENT OPPORTUNITY INFORMATION

N.J.S.A. 10:5-31 et seq., N.J.A.C. 17:27

If awarded a contract, all procurement and service contractors will be required to comply with requirements of N.J.S.A 10:5-31 et seq., N.J.A.C. 17:27.  Prior to the date of award, the contractor shall present one of the following:

1.  A letter from the U.S. Department of Labor that the contractor has an existing 

     federally approved or sanctioned Affirmative Action Program.

OR

2.  A Certificate of Employee Information Report Approval.

OR

3.  If you do not have either of the above, check below:

     ____  Please send our company an Affirmative Action form for our completion (A.A. 302 -      Affirmative Action Employee Information Report).

The following questions must be answered by all contractors:

1.  Do you have a federally approved or sanctioned Affirmative Action Program?

             
Yes ____


No ____

2.  Do you have a State Certificate of Employee Information Report Approval?



Yes ____


No ____

You may submit a photocopy of such certificate.

The undersigned contractor certifies that he is aware of the commitment to comply with the requirements of N.J.S.A. 10:5-31 et seq., N.J.A.C. 17:27 and agrees to furnish the required documentation pursuant to the law.  The contractor must be rejected as non-responsible if the contractor fails to comply with the requirements of N.J.S.A. 10:5-31 et seq., N.J.A.C. 17:27within the time frame.  The Affirmative Action Affidavit for vendors having less than fifty (50) employees is no longer acceptable; a New Jersey Certificate of approval or A.A. 302 is required.

Attachment E
Addendum Acknowledgement Record

BROOKDALE COMMUNITY COLLEGE
Request for Proposals for 

TITLE – RFP #
	Addendum #
	Description
	Date

Received

	
	
	


Company Name:______________________________________________

Address:
_______________________________________________

City, State, Zip Code:__________________________________________

Contact Person Name:
_________________________________________

Contact Person Title:
_________________________________________

Telephone:
__________________________Fax:__________________

E-mail Address:_______________________________________________

Signature:____________________________________________________

Date Signed:
________________________________________________

Attachment F   Requesting department to supply

BROOKDALE COMMUNITY COLLEGE
FEE PROPOSAL
TITLE, RFP No. 
	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


OTHER ALTERNATIVE PRICING (if applicable):________________________________________
____________________________________________________________________________________

Firm Name:
_________________________________________________________

Address:
_________________________________________________________

City, State, Zip Code:
___________________________________________________

Contact Person Name:
___________________________________________________

Contact Person Title:
___________________________________________________

Telephone:
__________________________Fax:____________________________

E-mail Address:
___________________________________________________

Signature:
_________________________________________________________

Date Signed:
_________________________________________________________

0

