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Maryland’s Human Services Agency

DEPARTMENT OF HUMAN RESOURCES

PRINCE GEORGE’S COUNTY OFFICE OF CHILD SUPPORT ENFORCEMENT
SMALL PROCUREMENT SOLICITATION FOR

ARMED COURIER SERVICES
DHR AGENCY CONTROL NUMBER: CSEA/PGCOCSE/14-001-S
1. SUMMARY STATEMENT

The Prince George’s County Office of Child Support Enforcement (PGCOCSE), an agency under the Department of Human Resources, Child Support Enforcement Administration, intends to acquire Armed Courier Services for making daily bank deposits in the State of Maryland Bank Account.    The services required will be for a three year, beginning July 1, 2013 through June 30, 2016.  Only one award will be made as a result of this solicitation.
2. BACKGROUND  
PGCOCSE is the local office of the Department of Human Resources’ Child Support Enforcement Administration in Prince George’s County, Maryland.  PGCOCSE is required to deposit cash receipts of child support payments on a daily basis.  The State of Maryland Accounting Procedures Manual, Section 3.2.1, states that “Receipts must be deposited no later than the first working day after the day of receipt; however, the preferred method is to deposit receipts on the day received, especially when large amounts are involved.”  PGCOCSE is required to deposit funds on the day it is received.
3. SCOPE OF THE PROJECT

The travel distance from the PGCOCSE office location (4235 28th Avenue, Temple Hills, MD) to the bank (Bank of America – 3731 Branch Avenue, Hillcrest Heights, MD 20748) is less than (1) mile.  Daily pick-up is required Monday through Friday (excluding State holidays) between the hours of 9:00 am and 11:00 am to assure deposit in the bank before 2:00pm.  List of State holidays can be found at http://dbm.maryland.gov/employees/Pages/StateHolidays2013.aspx.
This contract is a fully-loaded firm fixed price Contract, in accordance with Code of Maryland Regulations (COMAR) 21.06.03.02.A (1).  Bidders must factor in all allocable costs (including any fuel surcharge or other fees) into their Bid Price on the Bid Form (Attachment A).  No price adjustments will be allowed during the term of the Contract.
4. BIDDER MINIMUM QUALIFICATIONS 
Bidders must possess three (3) years prior experience in providing armored car services for the transport of bank deposits.  Bidders must also provide a $500,000 bond. 

5. CONTRACTOR REQUIREMENTS 

The Contractor shall:

1. Pick up daily bank deposits Monday through Friday (excluding State Holidays) and deposit them at the Bank of America branch located at 3731 Branch Avenue, Hillcrest Heights, MD 20748. 
2. Ensure that deposits are picked up between the hours of 9:00 am and 11:00 am to assure deposit in the bank before 2:00pm.
3. Ensure drivers are armed and have a valid driver’s license and all required certifications.

4. Ensure the drivers are uniformed and wear a picture identification badge.

5. Ensure the vehicle is clearly identified with the contractor’s name/logo.

6. Provide containers to secure deposits while being transported.

7. Notify the Project Manager immediately in the event that the scheduled pick up or delivery time cannot be met. 

6. CONTRACT TERM

The Contract awarded as a result of this solicitation shall be for a three-year period.  It shall begin on July 1, 2013, and end on June 30, 2016.  However, if the Contract does not begin on July 1, 2013, the Contract shall last for three years from the date approved by the Department.
7. STATE PROJECT MANAGER

The State Project Manager for this Contract is:

Ascalemariam Kidane, Budget / Procurement

Prince George’s County Office of Child Support Enforcement

4235 28th Avenue, Temple Hills, MD 20748

Telephone number:
(301) 316-3307

 Fax number:

(301) 316-3320

 E-mail address:
mariam.kidane@Maryland.Gov
After Contract award, this person will serve as the primary point of contact for the Contractor in regards to the Contract resulting from this Solicitation.
8. BID SUBMISSION INFORMATION 
Bids shall be delivered by no later than 3:00 PM, Friday June 14, 2013 in order to be considered.  Requests for extension of this date or time shall not be granted.  Vendors mailing Bids should allow sufficient mail delivery time to insure timely receipt by the Procurement Officer.  Bids or unsolicited modifications to Bids arriving after the closing time and date will not be considered, except under the conditions identified in COMAR 21.05.02.10 B and 21.05.03.02 F.
Bids may be delivered electronically either via facsimile or electronic mail; however this must be followed up by a hard copy no later than 2 business days after submission of the electronic Bid.
Bids are to be delivered to:

Ascalemariam Kidane, Budget / Procurement

Prince George’s County Office of Child Support Enforcement

4235 28th Avenue, Temple Hills, MD 20748

Telephone number:
(301) 316-3307

Fax number:

(301) 316-3320

E-mail address:
mariam.kidane@Maryland.Gov
Inquiries must be directed to the Department at the above telephone number and address.

Bid Submission shall include:

1. Completed Bid Form (Attachment A).
2. Completed Minimum Bidder Qualifications Form (Attachment C).

3. Completed Work Plan for pickup and delivery services.
4. References: The Bidder must supply 2 business references with their bid.  The references must be within the last 3 years for the same or similar service.  Reference      letters should include the solicitation number, Bidder’s name and speak to the  Bidder’s qualifications, character, service provided, performance (when performance occurred, dollar value, whether contract requirements were met on time and in budget, were contract goals met) Identify the name of each reference, point of contact and telephone number.
The State shall have the right to contact any reference of its choosing as part of the evaluation process including references not provided by the Bidder but otherwise known by the Department.


NOTE:  References from DHR Personnel are not acceptable.

9. BID OPENING

Bids will be opened at10:00 AM on Monday, June 17, 2013.  Bids will be opened publicly in accordance with the provisions of COMAR 21.05.02.11B.  The name of each Bidder, the Bid price, and such other information as is deemed appropriate shall be read aloud or otherwise conveyed at the time of Bid opening.  The Bids shall be tabulated or a Bid abstract made.  Bids will be made available for public inspection at or within a reasonable time after Bid opening.  Any material deemed confidential or proprietary by the Bidder must be clearly marked and shall be readily separable from the Bid to facilitate public inspection of the non-confidential portion of the Bid.  A blanket statement declaring the entire Bid confidential is not acceptable.
10.
BASIS FOR AWARD

The Contract will be awarded to the responsible Bidder whose submits a responsive Bid that meets the specifications set forth in the Small Procurement Solicitation, and provides the Most Favorable (lowest) Bid Price.  In the event of tie bids, the provisions of COMAR 21.05.02.14 shall determine the successful bidder. 

11.
DEPARTMENT CONTRACT

The successful Bidder will be expected to sign a contract with the Department, sample enclosed as ATTACHMENT B.
12.
CANCELLATION OF BIDS
The State may cancel this Solicitation, in whole or in part, whenever this action is determined to be fiscally advantageous to the State or otherwise in the State’s best interest.  If the Solicitation is canceled, a notice of cancellation will be provided to all prospective Bidders who were sent this Solicitation or otherwise are known by the Procurement Officer to have obtained this Solicitation.

13.
ACCEPTANCE OF BIDS

The State reserves the right to accept or reject any and all Bids, in whole or in part, received in response to this Solicitation, or to waive or permit cure of minor irregularities to serve the best interests of the State of Maryland.

14.
TIME OF BID ACCEPTANCE
The content of this Solicitation and the Bid of the successful Bidder or Bidders will be included by reference in any resulting Contract. All prices, terms and conditions in the Bid are irrevocable for 90 days after the closing date for receipt of Bids. 

15.
PAYMENT

The successful vendor shall bill the Department monthly by the 10th of the month following the report month.  The Contractor will invoice at 1/12 of each annual contract amount.

Invoices must be addressed to: 

Patricia Kick – Account Payables
Department of Human Resources

311 West Saratoga Street

Baltimore, MD  21201

Telephone number:
(410) 787-7640
Fax number:

(410) 333-0551
E-mail address:
pkick@dhr.state.md.us
All invoices must (at a minimum) be signed and dated in addition to including the Contractor’s mailing address, the Contractor’s Social Security number or Federal Tax ID number, the State’s assigned Contract control number, the goods/services provided, the time period covered by the invoice, and the amount of requested payment.

16.
PROCUREMENT METHOD
This award will be made in accordance with Code of Maryland Regulations (COMAR) 21.05.07, Small Procurement Regulations.  Small procurement is defined as the use of procedures to obtain items reasonably expected by the Procurement Officer to cost $25,000 or less.


Minority Business Enterprises are strongly encouraged to respond to this solicitation.
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