Las Flores Non-Profit Housing Corporation
REQUEST FOR PROPOSAL FOR

BUILDING MAINTENANCE SERVICES
INSTRUCTION TO BIDDERS

May 16, 2007

1
General instructions

1.1
Las Flores Non-Profit Housing Corporation (the "Non-Profit") located at 10 Dora Avenue, Toronto, Ontario is asking for Bids from experienced companies to provide building maintenance services.

1.2
The Non-Profit has 134 residential units in an apartment building named Villa Las Flores and is operated under the Social Housing Reform Act.  The Non-Profit receives funding from the City of Toronto. Details of the Non-Profit are outlined in Appendix A.

1.3
Persons or firms submitting Bids must be experienced in building maintenance services of non-profit or co-op housing.
1.4
All Bidders must familiarize themselves with the attachments to these Instructions to Bidders, which include:

(a)
Appendix A: Summary of Project and Building Maintenance Requirements

(b)
Appendix B: Building Maintenance Service Contract (attached Schedules A and B)

(c)
Appendix C: Staffing

(d)
Appendix D: Bid Form


1.5
Bidders should enclose:

(a)
General background on their firm

(b)
A list of similar projects which they have serviced or are servicing
(c)
A list of references
(d)
Qualifications of staff that will be primarily responsible for Villa Las Flores if selected

(e)
Three (3) copies of the proposal

1.6
Interviews with Bidders may be held prior to accepting a Bid.

1.7
Bidders must declare without delay to the Non-Profit any existing or potential conflict of interest.  If such a conflict does exist, the Non-Profit may, at its discretion, refuse to consider the Bid.  If during the Bidder evaluation, the negotiation of the ensuing Contract or during the course of the Contract, the Bidder is retained by another client giving rise to a conflict of interest, then the Bidder shall so inform the Non-Profit.  If the Non-Profit requests, then the Bidder will refuse the new assignment or will take such steps as necessary to remove the conflict of interest concerned.  If the Non-Profit discovers there has been a breach of this section at any time, the Non-Profit reserves the right to disqualify the Bid or to terminate any ensuing Contract

The Bidder assures that no officer or employee of the Non-Profit is, will be, or has become interested, directly or indirectly, as a contracting party, partner, stockholder, surety or otherwise howsoever in the performance of the Contract, or in the supplies, work or business in connection with the said Contract, or in any portion of the profits thereof, or in any monies to be derived therefrom.


The successful Bidder must provide a declaration as required under the Social Housing Reform Act. 
2
Scope of work
2.1
The Contractor will provide building maintenance services as stated in the building maintenance service contract and further outlined in the Maintenance Contractor’s Duties - Schedule A.

2.2.
The term of the contract will be for three years period starting August 1, 2007.  It may be terminated earlier as stated in the building maintenance service contract.

3
Information

3.1
Any questions about the purpose of this contract, inquiries related to the interpretation of the intent of the tender documents or the Bid process may be directed to:

Fernando Valladares, President of the Board

E-mail: fernando.valladares@sympatico.ca
3.2.
Any questions about the building, inquiries related to technical aspects may be directed to:

Eddie Lok, Vice-President of Community First Developments Inc.
E-mail: eddiel@cfdi.ca
4
Bid forms
4.1
Bids must be submitted in a sealed envelope on a copy of the Bid Form attached as Appendix C, signed and delivered to:

Fernando Valladares, President of the Board

Las Flores Non-Profit Housing Corporation
c/o Community First Developments Inc.
2171 Avenue Road, Suite 303

Toronto, ON M5M 4B4
4.2
The Bids should be received at the address above no later than 4:30 p.m. on Friday, June 1, 2007.  Bids will not be accepted after that time.

4.3
Oral, telephone, fax or other proposals will not be considered.

4.4
The Bid Form must be fully completed.  Incomplete Bid Forms will not be considered.

4.5
Signatures must be longhand and signed by the person authorized to make contracts.

5. Examination
.1 The Non-Profit has no obligation to any Bidder about how the Bids are considered.  This call for Bids and the submission of a Bid by any Bidder will not create any form of contractual obligation on the part of the Non-Profit.  The Non-Profit will only undertake obligations with any of the Bidders (or anyone else) by signing a contract.

.2 Even if the Non-Profit asked persons or firms to bid, the Non-Profit does not have to accept the lowest Bid.  The Non-Profit can consider and accept Bids from companies who were not asked to Bid.

6
Opening of bids
6.1 The Non-Profit reserves the right to open the Bids privately and to reject any or all Bids without explanation.  The Non-Profit will advise bidders within a reasonable period of time whether their Bid is accepted.

7
Disqualification of bids


7.1
Bids received after the Bid closing time will be disqualified and returned unopened.

7.2
A Bid may be disqualified whether opened or not, if evidence is presented of collusion, intent to defraud, or illegal practices on the part of the Bidder.

7.3
A Bid must not be qualified by any condition other than as provided in these Instructions to Bidders and in the Bid Form.

7.4
The Non-Profit may reject any Bid, which does not comply with any of the requirements of these Instructions to Bidders.  The Non-Profit may waive any breach of the requirements of these Instructions to Bidders.

8
Bid acceptance
8.1
Bids will be irrevocable and open for acceptance by the Non-Profit for 30 days from the date of closing of Bids.  However, the Non-Profit will likely decide before this.

9
Awarding of contract

9.1
Submitting a Bid, a Bidder agrees that they are capable of performing as per the building maintenance requirements set out in Appendix A.

9.2
The Non-Profit intends to use the attached building maintenance service contract and may negotiate changes to the contract and/or the scope of services it may wish.

10
Commencement of term

10.1
The Non-Profit will notify the successful Bidder of its acceptance before July 6, 2007, the successful Bidder will start work on August 1, 2007.

10.2
The Non-Profit may negotiate for an interim period of overlap with the current staff, which may result in an earlier start date.








END OF INSTRUCTIONS TO BIDDERS

Las Flores Non-Profit Housing Corporation
APPENDIX A

SUMMARY OF THE NON-PROFIT AND 
BUILDING MAINTENANCE SERVICE REQUIREMENTS
1. 
General Description of Building                    


· # of building:
1

· 134 apartment units (81 x 1-bedroom units, 47 x 2-bedroom units, 6 x 3-bedroom units)

· # of floors:
8 floors above grade.

· Parking:
1 level

· # of elevators:
2

· Concrete structure with plaster ‘outsulation’ panels

· Roof:
flat roof inverted

· Windows:
thermal sliding windows 

· Mechanical & HVAC:
Central AC, gas heating and gas heated hot water.  

2.
Staffing: The Non-Profit has a property management company and the building maintenance service contractor will report to the property manager.

3.
Minimum staffing requirement

The Contractor must staff the building as described in Schedule B.  Senior personnel of the contractor must be available when needed, on a request from the Non-Profit with reasonable notice.  When the Contractor’s staff listed in Schedule B are not available because of vacations, illness, or other reasons, the Contractor will provide replacements at no additional cost.

4.
Accommodation 

As the Contractor’s staff will be living on site, the Non-Profit will provide 2 units, 1 2-bedroom unit and 1 1-bedroom unit on the ground floor of the building as the residences of the Contractor’s staff.  The rents of the units, including basic telephone service and basic cable service, will be covered by the Non-Profit.  The Contractor and his staff however may be responsible to pay the employment deductions, i.e. taxes, CPP, EI, etc. for the taxable portion of the rents of the units.  

5.
Workplace Safety and Insurance Board (WSIB) Certification

The Contractor shall produce a Workplace Safety & Insurance Board Certificate of Clearance Form from time to time when requested by the Non-Profit.  The Contractor shall maintain such Insurance or pay such assessments as will protect the Contractor and the Non-Profit from claims under Workplace Compensation Act and from any other claims for damage from personal injury, including death, and from claims for property damage which may arise from the Contractor’s operations under this contract.

6.
Contractor’s Insurance

The Contractor shall maintain general liability insurance for its operation under this contract, in an amount of not less than $1,000,000 for each occurrence, with the Non-Porfit listed as an additional insured.  The Contractor shall maintain errors and omissions insurance coverage in an amount of not less than $250,000 for each occurrence.  The Contactor shall be fully responsible for the honesty of its staff and shall maintain a fidelity bond in an amount of not less than $50,000 for each occurrence.
APPENDIX B

PROPERTY MANAGEMENT CONTRACT

THIS CONTRACT MADE THE _______________ DAY OF _____________ 2007

BETWEEN:


LAS FLORES NON-PROFIT HOUSING CORPORATION
Hereinafter called the "NON-PROFIT"

AND:



__________________________________________________

Hereinafter called the "CONTRACTOR"

WHEREAS Las Flores Non-Profit Housing Corporation is the registered owner of the lands and building municipally known as 10 Dora Avenue, in the City of Toronto, Ontari, (hereinafter referred to as "the Property") which is to be operated on a "not-for-profit" basis;

AND WHEREAS the Non-Profit agrees to retain the Contractor and the Contractor agrees to serve the Non-Profit, as its agent, and to service the Property on behalf of the Non-Profit in a faithful, diligent and honest manner, subject always to the direction of the Board, and in accordance with the terms of this contract and all applicable laws, regulations or ordinances of all competent authorities having jurisdiction over the Portfolio;

AND WHEREAS the Contractor has agreed to accept those terms and conditions; and in consideration of the mutual covenants herein contained, the parties agree as follows:

1.
DEFINITIONS

The terms hereinafter defined shall, for the purposes of this Contract have the meanings hereinafter specified, unless the context otherwise requires:

1.1
"BOARD" shall mean the Board of Directors of Las Flores Non-Profit Housing Corp.;

1.2
"CONTRACT" means this agreement and all Schedules, including supplemental and amending contracts and/or addenda hereinafter properly executed to supplement or amend this Contract;

1.3
"CONTRACT FEE" means the fee payable by the Non-Profit to the Contractor for building maintenance services rendered in accordance with this Contract;

1.4
"CONTRACTOR" means the building maintenance service company and its employees;

1.5
"SERVICE MANAGER" shall mean the City of Toronto.

1.6
SCHEDULES mean the following appendices that are attached to this Contract (as amended or replaced from time-to-time) and form part of this Contract:


Schedule A
Contractor’s Duties


Schedule B
Building Maintenance Plan


Schedule C
Annual Contract Fees

2.
THE CONTRACTOR’S RESPONSIBILITIES
2.1
The Contractor agrees to perform the services set out in Schedules A and B.

2.2
The Contractor agrees to maintain the Property on behalf of the Non-Profit in a faithful, diligent and honest manner, subject always to the direction of the Property Manager.  The Contractor agrees generally to do and perform all things desirable or necessary for the proper and efficient maintenance of the Property and to perform every other act in or about the Property to carry out the intent of this contract as a prudent Contractor would.

2.3
The Contractor agrees to provide or cause to be provided competent personnel for operating and maintaining the Property as would a reasonable and prudent Contractor.  The Contractor agrees that such employees, servants, own agents or sub-contractors as the case may be, so engaged in the performance of this Contract, are hired and dismissed solely by the Contractor and shall be the employees, servants, own agents or sub-contractors of the Contractor and not employees of the Non-Profit.  All costs, damages and/or severance shall be the Contractor’s sole responsibility.

The Contractor agrees to supervise the Non-Profit’s trades and suppliers in order to carry out the duties and responsibilities as contemplated and required under this Contract.

3.
THE NON-PROFIT'S RESPONSIBILITIES
3.1
The Non-Profit agrees to provide the Contractor with the following:

· set of property and unit plans

· set of project keys

· the Non-Profit's building maintenance plan

4.
TERM
4.1
The term of this Contract shall be three years, commencing on the First day of August, 2007 and ending on the Thirty-First day of July, 2010.

4.2
The Contractor acknowledges that there will be no automatic renewal of this contract for a subsequent term and that the Non-Profit has the right to tender for the services of a succeeding building maintenance service contractor prior to the expiration of the Term herein.

5.
CONTRACT FEE

The Non-Profit agrees to pay the Contractor an annual fee as described in Schedule C, for all services rendered in accordance with the time schedules as approved by the Non-Profit.  The said fee shall be payable in equal monthly installments, the first of which shall be made one calendar month from the commencement date of this Contract.

6.
SPENDING AUTHORITY
6.1
Subject to the emergency provisions herein set forth, the Contractor shall expend no funds, undertake no work nor engage any contractors for maintenance or capital outlay unless the same are set forth and approved in the Non-Profit's annual budget or unless the Contractor first obtains the prior approval of the Property Manager to the expenditure.

6.2
If a situation arises which in the opinion of the Contractor constitutes an emergency, the Contractor may take such steps as are required to react to and rectify such emergency and expend such funds as may be necessary.  In an emergency situation, the Contractor must use its best efforts to contact the Property Manager and/or the Board of the Non-Profit as soon as possible and shall provide the Property Manager promptly with a full written report outlining the emergency, the steps taken to rectify the same and the expenses resulting therefrom.

7.
TERMINATION
7.1
It is hereby expressly agreed that the Non-Profit reserves the right to cancel and terminate this Contract without cause by giving the Contractor SIXTY (60) days written notice of such termination.  Such termination shall take effect on the last day of the month at which time accounts between the Parties shall be settled.

7.2
It is hereby expressly agreed that the Non-Profit reserves the right to cancel and terminate this Contract with cause by giving the Contractor THIRTY (30) days written notice of such termination.  Such termination shall take effect on the last day of the month at which time accounts between the Parties shall be settled.

7.3
Upon termination of this Contract, at the end of term or pursuant to Article 7.1, 7.2 of this Contract, the Contractor shall immediately return to the Non-Profit or the Non-Profit's Property Manager, all equipment, tools, supplies and materials, keys and cards, files and records, working papers, data and information which the Contractor may have in its possession.  The Contractor acknowledges and agrees that these are the sole and exclusive property of the Non-Profit.  

7.4
In the event of any re-tendering process prior to the termination of this Contract, the Non-Profit shall provide to prospective bidders full and free access to the premises for the purposes of site inspection.  The Contractor will be held legally responsible by the Non-Profit for any substantial deterioration of site conditions through neglect, deliberate action or mismanagement during the final months of this Contract.

8.
INDEMNIFICATION OF NON-PROFIT
8.1
The Contractor shall, during the term and after the termination of this Contract, agree to indemnify and save harmless the Non-Profit from any loss, damage, expense or liability that the Non-Profit may be put to or suffer by reason of any act or omission on the part of The Contractor, its employees, its servants, its own agents, or its sub-contractors in:

(i)
the performance or rendering of the services required hereunder or additional services rendered by agreement of the parties; or

(ii)
the failure to perform or render the services required hereunder or additional services rendered by agreement of the parties, or the failure to exercise reasonable care, skill and diligence in the performance or rendering of the services or additional services.

The Contractor shall also indemnify and save the Non-Profit harmless from any action, claim, demand, expense or damage the Non-Profit may suffer or incur by reason of the Contractor, its servants, agents, representatives or employees exceeding their authority.

9.
INSURANCE/FIDELITY BOND
9.1
The Contractor shall furnish the Non-Profit with evidence by way of a certificate of insurance that it carries a Fidelity Bond or Employee Dishonesty Coverage or similar in such amount as may be required indemnifying the Contractor against loss by theft or other fraudulent acts on the part of the Contractor’s employees who are engaged in carrying out the services covered by this Contract, the cost to be at the expense of the Contractor.

9.2
The Contractor shall maintain comprehensive general liability insurance acceptable to the Non-Profit and subject to limits of not less than One Million Dollars inclusive per occurrence for bodily injury (including death), and damage to property including loss or use thereof which may arise from the services provided under this Contract.

The policy of liability insurance shall include the Non-Profit as additional insured but only in respect of and during services performed under this Contract on behalf of the Non-Profit and not in respect of any act or omission of the Non-Profit or any of its officers, employees or agents.  

9.3
The Contractor shall during the term of this agreement maintain errors and omissions insurance coverage in an amount sufficient to cover the potential liabilities under this contract and shall provide evidence of such coverage to the Non-Profit.

9.4
The Contractor shall immediately notify the Non-Profit of any cancellation or amendment of the above Insurance policies or the Fidelity Bond.

10.
NOTICES
10.1
Any notice to be given by either party to the other or any document or other instrument hereby provided or permitted shall be deemed to have been sufficiently and effectually given and/or delivered, if delivered on a business day, then on the day of delivery, or if mailed by prepaid registered post, then on the second day following the registration thereof.  Either party may from time to time by notice to the other, change the address to which notices, documents or instruments are to be given, served or delivered.  The address at which the persons to whom such notices, instruments or documents are to be given, served or delivered until changed are as follows:


TO THE CONTRACTOR:
_________________________





_________________________





_________________________





Attention: _________________

TO THE NON-PROFIT:
Las Flores Non-Profit Housing Corporation 





10 Dora Avenue




Toronto, Ontario M6H 2J4




Attention: President of the Board

11.2
Whenever the Contractor elects or is required under the terms of this Contract, to consult with the Non-Profit and/or obtain its approval before proceeding with any work, act, or action, such consent, approval or other action or refusal thereof shall not be unreasonably delayed.

11.3
The Contractor shall at all times keep the Non-Profit and the Property Manager advised of a telephone number or numbers at which the Contractor may be reached during normal business hours.  The Contractor will provide a 24-hour emergency system acceptable to the Non-Profit.

12.
CONFLICT OF INTEREST
12.1
The Contractor acknowledges that prior to executing this contract, it was provided with a copy of the Ministry of Municipal Affairs and Housing Conflict of Interest Directive 97-04 dated February 19, 1997, and that he or she has read the Directive and understands its terms.  The Contractor acknowledges that the Non-Profit is obligated to comply with this Directive and to this end, the Contractor will be obliged to sign the Conflict of Interest Declaration from the Non-Profit in the form attached to the Directive.
12.2
The Contractor further agrees to provide such declaration as and when required by the Non-Profit and acknowledges that any conflict of interest in contravention of the Directive will be immediately reported to the Non-Profit.  If it has been determined in accordance with the Ministry of Municipal Affairs and Housing Conflict of Interest Directive or the Service Manager has so determined that the Contractor is in a conflict of interest, the Non-Profit is entitled to terminate this Contract without any right or recourse by the Contractor against the Non-Profit or Service Manager.

13.
CONFIDENTIALITY

The Contractor agrees that all of its employees and/or agents having access, by virtue of this Contract, to materials and information regarding the individual tenants of the Non-Profit shall treat same as confidential information not to be disclosed to third parties or used in any unauthorized way without the prior consent and knowledge of such individual tenants of the Non-Profit in accordance with the Personal Information Protection and Electronic Document Act (PIPEDA), as amended.

14.
ENUREMENT

This Contract shall enure to the benefit of and be binding upon the respective successors and assigns of the parties hereto.

15.
ASSIGNMENT

Except as expressly provided herein, this Contract shall not be assignable by the Contractor without the prior written approval of the Non-Profit which approval may be arbitrarily withheld and the Contractor shall not delegate its responsibilities, rights and authorities hereunder other than to its employees and as provided herein.

16.
INTERPRETATION

In this Contract, whenever the context requires or permits, the singular shall include the plural, and the plural shall include the singular, and the masculine and the neuter shall include each other and the feminine pronoun.

IN WITNESS WHEREOF the parties hereto have hereunto affixed their corporate seal and respective signatures by the hands of their proper signing officers authorized in that behalf.

EXECUTED ON BEHALF OF THE NON-PROFIT
This  _____________ Day of ______________ , 20____

We have authority to bind the Non-Profit.






PER:
__________________________________ 








Name:





Title:







PER:
__________________________________ 








Name:








Title:

EXECUTED ON BEHALF OF THE CONTRACTOR
This  _____________ Day of ______________ , 20____

We have the authority to bind the Contractor.







PER:
__________________________________ 








Name:






Title: 








PER:
__________________________________ 








Name:









Title:


SCHEDULE A

BUILDING MAINTENANCE SERVICE CONTRACTOR’S DUTIES

A.
Accountability
The Building Maintenance Service Contractor is accountable to the Property Manager.

B.
Conflict of Interest
The Contractor understands and acknowledges that during the term of Contract, it shall not be involved in any conflict of interest in all matters.  It shall declare to the Property Manager should any conflict of interest or potential conflict of interest arise during the term of Contract.

C.
Hours of Work
The Contractor will provide at least 80 hours of service each week plus after-hour on-call responsibilities.

D.
General Responsibilities
The Maintenance contractor has the responsibility for:

1. overseeing the day-to-day maintenance operations; 
2. maintaining the building in good working order;

3. maintaining proper standards of maintenance and janitorial service;

4. implementing the maintenance plan as per Schedule B;
5. ensuring that the quality and timeliness of completed work plans and work orders meet the required standards and guidelines; 
6. developing and/or improving systems for maintenance issues; 
7. implementing a preventative maintenance program; 
8. undertaking regular building inspections and unit inspections and reporting the findings of such inspections to the Property Manager;

9. assisting Property Manager in preparing the maintenance operating and capital replacement budgets; 
10. assisting Property Manager in preparing general specifications for tenders or price quotes, in acquiring, analyzing tender/quote results and to negotiate contracts;

11. monitoring the monthly expenditures for the maintenance programs.
12. assisting Property Manager in supervising and quality-controlling contractors and trades.
E.
Specifically
1. General Building and Janitorial Services

a.
to ensure the building property, interior and exterior, is kept in a clean and presentable condition by carrying out the regular building cleaning;

b.
to perform daily inspections of common areas for damage and cleanliness, perform repairs and/or report them promptly to the Immediate Supervisor;

c.
to maintain inventory records of cleaning/janitorial supplies and to initiate the purchase of such supplies when required;

d.
to maintain janitorial supply room(s) in tidy condition;

e.
to contact and supervise other contractors performing building services when needed, e.g. carpet cleaning, landscaping, window cleaning, etc.

2.
General Maintenance and Repairs

a.
to perform maintenance work orders received from the office and/or tenants;

b.
to perform maintenance works of the common areas;

c.
to perform or to supervise maintenance repairs to heating, plumbing and electrical systems;

d.
to employ casual maintenance workers or contractors when directed by the Property Manager;

e.
to maintain records of maintenance repairs performed;

f.
to bring to the attention of the Property Manager any serious maintenance problems.

3.
Preventive Maintenance

a.
to conduct regular inspections (daily, weekly, monthly, quarterly etc.) of the building using the specified inspection form;

b.
to conduct annual inspection of apartment units using the unit inspection forms;

c.
to perform, maintain and administer a preventive maintenance program using a schedule specified by the Property Manager;

d.
to procure and administer service and maintenance contracts under the direction of the Property Manager.

4.
Emergency Maintenance

a.
to evaluate and handle building and/or residents emergencies appropriately;

b.
to ensure all emergency equipment are regularly inspected and recorded, and repaired or replaced when necessary;

c.
to perform regular fire safety checks and to supervise the annual fire safety inspection;

d.
to arrange with the Property Manager to correct any defects in the emergency systems when necessary;

e.
to ensure all building workers are sufficiently trained on emergency procedures;

f.

to ensure there is a knowledgeable personnel on site to respond to emergencies at all times;

g.
to co-ordinate with the Property Manager to ensure residents are informed of their responsibilities in emergency situations;

h.
to maintain a list of residents requiring special assistance during emergency situations and to update such emergency contact list from time to time.

5.
Apartment Turnovers

a.
to arrange with the Property Manager for the scheduling of turnovers;

b.
to ensure the return from departing tenants of all keys and computer access cards/keys belonging to the building, and to replace apartment locks after departures;

c.
to perform and/or organize necessary repairs and restorations of vacant apartments;

d.
to ensure that the move-out and move-in processes, such as the bookings of the elevator, are conducted efficiently;

e.
to ensure that a "move-out' inspections with departing tenants prior to move-out, and a "move-in" inspections with new tenants at the time of move-in are carried out using inspection guidelines and forms.

6.
Supplies and Equipment

a.
to maintain an accurate inventory of all tools, equipment and major replacement parts;

b.
to maintain an accurate inventory and sufficient quantity of janitorial and maintenance supplies, and to re-order as necessary with co-ordination with the Property Manager;

c.
to perform and/or to arrange for the necessary maintenance of building's equipment.

7.
Security Responsibilities

a.
to ensure all building entrances/exits, mechanical rooms and offices are secured;

b.
to administer the security access control system and security camera system;

c.
to maintain records of computer access cards & keys, and all other building keys;

d.
to administer the issuance and record keeping of visitors' parking permits;

e.
to immediately report to the Property Manager any existing or potential security problems.

8. 
Administrative Responsibilities
a.
to maintain building and unit maintenance records and files as directed by the Property Manager;

b.
to maintain and update registration records of vehicles in tenants' parking area and locker rooms;

c.
to administer the party room rentals using the party room rental policy and forms;

d.
to contact or provide information to government agencies when required;

e.
to ensure all maintenance staff are trained on necessary work-place safety requirements and to ensure necessary workplace safety information is posted;

f.
to ensure that the building's maintenance work-order procedures are functioning effectively and efficiently;

g.
to maintain records of unit entries for inspections or repairs;

h.
to liaise with the Property Manager with respect to incomplete work orders and significant renovations which may have an impact on the residents
i.
to prepare and maintain activity logs of such events as snow clearing/salting activity and maintenance/security emergencies, and to document any significant events, changes to services, problems, incidents etc.;

j.
to establish, implement and follow up the inventory of the property.
9.
General

a. to work as a team with the other staff and the Board of Directors to ensure that the property operates efficiently and effectively;

b. to perform other duties as directed by the Property Manager and mutually agreed upon;

c. to deal with all residents, visitors, other staff and tradespeople in a professional manner;
d. to ensure that legislation, established standards, and guidelines are properly adhered to, such as the Ontario Fire Code, the Ontario Building Code, the Occupational Health and Safety Act, WHMIS and Window Cleaning Regulations, Ministry directives, and internal policies and procedures.

SCHEDULE B

MAINTENANCE CHECK LISTPRIVATE 

	PRIVATE 
Building: Villa Las Flores
	
	Legend

	Building Operator: 
	
	PM = Prop Manager

	
	
	S = Site Staff

	
	
	C = Contractor

	
	
	X = Suggested Month


	PRIVATE 
Maintenance

Type
	Work to be Completed
	By
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	
	Daily
	
	
	
	
	
	
	
	

	Inspect.
	Daily Inspection of Common Areas
	S
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Inspection & Replacement of Light Bulbs
	S
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Snow Clearing of Entrances/Exits (winter)
	S
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Snow Clearing of All Walkways (winter)
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Sweep Floors of Lobby & Entrances
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Empty Trash Cans and Ash Trays
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Clean Garbage Rooms on Floors
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Check the Compactor & Chute
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Check & Change Containers
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Sweep, Mop & Deodorize Compactor Room
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Wash Entrance Doors
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Clean Interior Glass
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Clean and Disinfect Intercom Panel 
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Clean and Disinfect Elevator Controls
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Clean Floor, Walls & Ledges in Mailroom
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Sweep & Mop Laundry Room Floors
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Clean Laundry Machines, Sink & Counters
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Clean Common Area Washrooms
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Spot Cleaning in Common Areas & Hallways
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Vacuum & Spot Clean Elevator Carpets
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Vacuum Walk-Off Mats
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Check & Clean Move-in Room
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Pick up Litter on Site
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Sweep Curbs
	S
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Sweep & Pick up Litter in Garage
	S
	X
	X
	X
	X
	X
	X
	X

	Life/Safety
	Check Fire Alarm Control Panel 
	S
	X
	X
	X
	X
	X
	X
	X

	Life/Safety 
	Perform Checks on Fire Safety Systems
	S
	X
	X
	X
	X
	X
	X
	X

	Life/Safety 
	Change CCTV video tapes
	S
	X
	X
	X
	X
	X
	X
	X

	Mech.
	Check the Elevator Systems
	S
	X
	X
	X
	X
	X
	X
	X

	Mech.
	Check the HVAC Systems
	S
	X
	X
	X
	X
	X
	X
	X

	Mech.
	Check the Overhead Garage Doors
	S
	X
	X
	X
	X
	X
	X
	X

	Mech.
	Check the Ramp Heating System (winter)
	S
	X
	X
	X
	X
	X
	X
	X

	Mech.
	Check all Electrical Motors
	S
	X
	X
	X
	X
	X
	X
	X

	Mech.
	Monitor Heating Water Temperature
	S
	X
	X
	X
	X
	X
	X
	X

	Mech.
	Check level of Cushion Tank 
	S
	X
	X
	X
	X
	X
	X
	X

	
	Multiple Times per Week
	
	
	
	
	
	
	
	

	Janitor.
	Sweep Stairs and Landings
	S
	
	X
	
	
	X
	
	

	Janitor.
	Wash Garbage Compactor & Bins
	S
	
	X
	
	
	X
	
	

	Janitor.
	Wash Side Entrances
	S
	
	X
	
	
	X
	
	

	Janitor.
	Water & weed Ground Floor Planters
	S
	
	
	X
	
	
	
	

	Janitor.
	Vacuum & Spot Clean Hallway Carpets
	S
	X
	
	
	X
	
	
	

	Janitor.
	Vacuum Common Room Carpets
	S
	X
	
	
	X
	
	
	

	Janitor.
	Spot Clean Common Room Carpets
	S
	X
	
	
	X
	
	
	

	Janitor.
	Dust Chrome Fixtures
	S
	
	
	X
	
	
	
	


Maintenance Check List
	PRIVATE 
Building: Villa Las Flores
	
	Legend

	Building Operator: 
	
	PM = Prop Manager

	
	
	S = Site Staff

	
	
	C = Contractor

	
	
	X = Suggested Month


	PRIVATE 
Maintenance

Type
	Work to be Completed
	By
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	
	Multiple Times per Week
	
	
	
	
	
	
	
	

	Janitor.
	Dust Mail & Notice Boxes
	S
	
	
	X
	
	
	
	

	Janitor.
	Dust Lighting Lenses or Sconces (outside)
	S
	
	
	X
	
	
	
	

	Janitor.
	Wash Elevator Doors (outside)
	S
	
	
	X
	
	
	
	

	Janitor.
	Wash Elevator Doors (inside)
	S
	X
	
	X
	
	X
	
	

	Janitor.
	Wash Elevator Walls
	S
	
	
	X
	
	
	
	

	Janitor.
	Clean Elevator Tracts
	S
	X
	
	X
	
	X
	
	

	Janitor.
	Clean and Polish Elevator Mirrors
	S
	X
	
	X
	
	X
	
	

	Mech.
	Clean Lint Screen from Laundry Exhaust
	S
	X
	
	X
	
	X
	
	

	
	Weekly
	
	
	
	
	
	
	
	

	Grounds
	Mow Lawn
	C
	
	X
	
	
	
	
	

	Grounds
	Water Lawn
	S
	
	X
	
	
	X
	
	

	Janitor.
	Sweep Floors in Mechanical/Electrical Room
	S
	
	
	X
	
	
	
	

	Janitor.
	Sweep Floors in Mechanical/Electrical Room
	S
	
	
	X
	
	
	
	

	Life/Safety
	Perform Weekly Check on fire safety system
	S
	
	X
	
	
	
	
	

	
	Monthly
	
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D

	HVAC
	Replace F/A Filters
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Check Underground Parking Signs
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Inspect Built Up Roof
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Check all Lights and Ballasts
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Strip & Wax Hallway & Lobby Floors
	S
	
	
	
	
	
	X
	
	
	
	
	
	X

	Janitor.
	Buff Hallway & Lobby Floors
	S
	
	X
	
	X
	
	X
	
	X
	
	X
	
	X

	Janitor.
	Wash Garbage Chute
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Spot Sweep Underground Parking
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Pull out Laundry Machines & Clean Behind
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Shampoo walk-off mats & hang to dry
	S
	
	X
	
	X
	
	X
	
	X
	
	X
	
	X

	Inspect.
	Inspect Stairs and Rails
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Janitor.
	Wet Wash Handrails in Stairwells
	S
	
	X
	
	X
	
	X
	
	X
	
	X
	
	X

	Janitor.
	Mop Floors in Mech/Elect Room
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Life/Safety
	Check all Fire Extinguishers
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Life/Safety
	Inspect Fire Hose Stations
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Mech.
	Perform Maint on Air Compressors
	S
	X
	
	
	X
	
	
	X
	
	
	X
	
	

	HVAC
	Lubricate Fan & Pump Motors
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Life/Safety
	Monthly Check on Fire Safety System
	S
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Life/Safety
	Bleed Drip Drums Valves
	S
	X
	X
	X
	X
	
	
	
	X
	
	
	X
	X

	HVAC
	Water Treatment
	C
	
	
	X
	
	
	X
	
	
	X
	
	
	X

	HVAC
	Inspect Boilers for Leaks
	C
	
	
	X
	
	
	X
	
	
	X
	
	
	X

	HVAC
	Test Glycol Solutions
	C
	
	X
	
	
	X
	
	
	X
	
	
	X
	

	HVAC
	Chiller Maintenance
	C
	
	
	
	
	X
	X
	X
	X
	X
	X
	
	


Maintenance Check List
	PRIVATE 
Building: Villa Las Flores
	
	Legend

	Building Operator: 
	
	PM = Prop Manager

	
	
	S = Site Staff

	
	
	C = Contractor

	
	
	X = Suggested Month


	PRIVATE 
Maintenance

Type
	Work to be Completed
	By
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D

	
	Monthly
	
	
	
	
	
	
	
	
	
	
	
	
	

	Elevator
	Elevator Maintenance
	C
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Inspect Lawn Mower
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Pest Co.
	Pest Control Service
	C
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Inspect Property
	PM
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Inspect.
	Elevator Log Sheet Checked
	PM
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Mech.
	Review Daily Log Books
	PM
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	Life/Safety
	Fire Drills
	S
	
	
	
	
	
	
	
	X
	
	
	
	

	Life/Safety
	Inspect Fire Doors and Fire Dampers
	S
	X
	
	X
	
	X
	
	X
	
	X
	
	X
	

	Life/Safety
	Vacuum Smoke Detectors
	S
	
	X
	
	
	X
	
	
	X
	
	
	X
	

	Inspect.
	Inspect Benches, Planters, Tree guards
	S
	
	X
	
	X
	
	X
	
	X
	
	X
	
	X

	Inspect.
	Inspect All Water Hoses
	S
	
	X
	
	X
	
	X
	
	X
	
	X
	
	X

	Inspect.
	Parking Lot Line Painting
	S
	
	
	
	
	
	
	X
	
	
	
	
	

	Inspect.
	Ramp Inspection
	S
	
	
	
	
	
	
	X
	
	
	
	
	

	Janitor.
	Clean Garage Exhaust Pits
	S
	
	
	
	
	
	
	X
	
	
	
	
	

	Inspect.
	Inspect Roof, Eavestrough 
	S
	
	
	
	
	
	
	
	
	
	
	
	

	Mech.
	Service and Clean Clothes Dryers
	S
	
	
	
	
	
	
	
	
	
	
	
	

	Inspect.
	Stock Order
	PM
	X
	
	
	X
	
	
	X
	
	
	X
	
	

	Admin.
	Revise Annual Operational Check list
	PM
	X
	
	
	
	
	
	
	
	
	
	
	

	Admin.
	Revise Items on Monthly Planner
	PM
	X
	
	
	
	
	
	
	
	
	
	
	

	Admin.
	Revise Inspection Form
	PM
	X
	
	
	
	
	
	
	
	
	
	
	

	Admin.
	Order Salt/Calcium
	PM
	X
	
	
	
	
	
	
	
	
	X
	
	

	Inspect.
	Inspect Exterior Painting
	PM
	
	
	X
	
	
	X
	
	
	X
	
	
	X

	Inspect.
	Inspect Signs/Fences
	PM
	
	
	X
	
	
	X
	
	
	X
	
	
	X

	Janitor.
	Power Sweep/Wash Underground
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Mech.
	Garage Door Service
	C
	
	X
	
	
	X
	
	
	X
	
	
	X
	

	Grounds
	Clean catch basins of debris & ice
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	HVAC
	Lubricate Motors, Pumps & Fans
	C
	
	
	X
	
	
	X
	
	
	X
	
	
	X

	Janitor.
	Shampoo Carpets
	C
	
	
	
	
	X
	
	
	
	
	
	X
	

	Life/Safety
	Checks on Fire Safety Systems
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Grounds
	Power sweep Outside
	C
	
	
	
	
	X
	
	
	
	
	
	X
	

	Grounds
	Fertilize Lawn
	C
	
	
	
	X
	
	
	X
	
	
	X
	
	

	Grounds
	Weed Spray (as required)
	C
	
	
	
	
	
	
	
	
	
	
	
	

	Grounds
	Prune Landscaping (spring & fall)
	C
	
	
	
	
	X
	
	
	
	
	
	X
	

	HVAC
	Inspect Coils, Ducts and Dampers
	C
	
	
	
	
	X
	
	
	
	
	
	X
	

	HVAC
	Fan Coil Maintenance
	C
	
	
	
	X
	
	
	
	
	
	X
	
	

	Janitor.
	Major Carpet Cleaning
	C
	
	
	
	X
	
	
	
	X
	
	
	
	X

	Janitor.
	Int. Catch Basin Cleaning
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Life/Safety
	Fire Safety Equipment Inspection
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Life/Safety
	Fire Extinguishers Inspection
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Life/Safety
	Checks on Fire Safety Systems
	C
	
	
	
	
	
	
	
	
	X
	
	
	

	Mech.
	Compactor Maintenance
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	Mech.
	Emergency Generator Service
	C
	
	
	
	X
	
	
	
	
	
	X
	
	

	Inspect.
	Inspect Doors and Windows
	C
	
	
	
	
	X
	
	
	
	
	
	X
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	Legend

	Building Operator: 
	
	PM = Prop Manager

	
	
	S = Site Staff

	
	
	C = Contractor

	
	
	X = Suggested Month


	PRIVATE 
Maintenance

Type
	Work to be Completed
	By
	J
	F
	M
	A
	M
	J
	J
	A
	S
	O
	N
	D

	
	Annually
	
	
	
	
	
	
	
	
	
	
	
	
	

	Grounds
	Add Topsoil
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	Grounds
	Turn Lawn Sprinkler System On
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	Grounds
	Turn Lawn Sprinkler System Off
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	Grounds
	Replace Winter Kill
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	Grounds
	Spring Cleanup
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Grounds
	Fall Cleanup
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	Grounds
	Plant Flowers
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	Grounds
	Spring Fertilization
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Grounds
	Fall Fertilization
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	Grounds
	Prune Trees and Shrubs
	C
	
	
	
	
	X
	
	
	
	
	
	X
	

	Grounds
	Ext. Catch Basin Cleaning
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Janitor.
	Exterior Window Cleaning
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Janitor.
	Garbage Bin/Chute Cleaning
	C
	
	
	
	
	
	
	
	X
	
	
	
	

	Mech.
	Maintenance on Snow Blower
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	Grounds
	Inspect Paving/Concrete
	S
	
	
	
	X
	
	
	
	
	
	X
	
	

	Inspect.
	Update Building Inventory
	S
	X
	
	
	X
	
	
	X
	
	
	X
	
	

	Admin.
	Remove Christmas Decorations
	S
	X
	
	
	
	
	
	
	
	
	
	
	

	Admin.
	Install Christmas Decorations
	S
	
	
	
	
	
	
	
	
	
	
	
	X

	Grounds
	Install Nets, Insp. Playgrounds
	S
	
	
	
	
	X
	
	
	
	
	
	
	

	Janitor.
	Clean Entrance Canopy
	S
	
	
	
	
	
	
	X
	
	
	
	
	

	Grounds
	Inspect All Sidewalks
	S
	
	
	X
	
	
	
	
	
	X
	
	
	

	Grounds
	Inspect Retaining Walls
	S
	
	
	X
	
	
	
	
	
	X
	
	
	

	Inspect.
	Unit Inspections (33% units every 4 months)
	S
	
	X
	
	
	
	X
	
	
	
	X
	
	

	Inspect.
	Check Structural Integrity Foundation
	S
	
	
	
	
	
	
	
	X
	
	
	
	

	Janitor.
	Wash Light Fixtures
	S
	
	X
	
	
	X
	
	
	X
	
	
	X
	

	Mech.
	Drain All Exterior Hose Bibs
	S
	
	
	
	
	
	
	
	
	
	X
	
	

	HVAC
	Clean Hot Water Tanks
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	HVAC
	Clean Heat Exchangers
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	Inspect.
	Inspect Roof Anchors
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Inspect.
	Roof Inspection
	C
	
	
	
	X
	
	
	
	
	
	
	
	

	Mech.
	Turn On Ramp Heating System
	S
	
	
	
	
	
	
	
	
	
	X
	
	

	Mech.
	Turn Off Ramp Heating System
	S
	
	
	
	
	X
	
	
	
	
	
	
	

	Mech.
	Tighten Over 200 Amp Connections
	C
	
	X
	
	
	
	
	
	
	
	
	
	

	Mech.
	Service Video Equipment
	C
	X
	
	
	
	
	
	
	
	
	
	
	

	Mech.
	Flush Horizontal/Vertical Drains
	C
	
	
	
	
	
	X
	
	
	
	
	
	

	Mech.
	Sump Pits/Catch Basin Cleaning
	C
	
	
	
	
	
	X
	
	
	
	
	
	

	Mech.
	Power Wash Horizontal Drains
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	Mech.
	Service Backflow Preventors
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	Mech.
	Clean Pump Strainers on all Pumps
	C
	
	
	
	
	
	
	X
	
	
	
	
	

	HVAC
	Heating Changeover
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	HVAC
	Cooling Changeover
	C
	
	
	
	
	X
	
	
	
	
	
	
	

	HVAC
	Check Boiler Controls and Sensors
	C
	
	
	
	X
	
	
	
	
	
	X
	
	

	HVAC
	Clean All Boilers
	C
	
	
	
	
	
	X
	
	
	
	
	
	

	HVAC
	Have Boilers Tested for Efficiency
	C
	X
	
	
	
	
	
	
	
	
	
	
	

	HVAC
	Winterize Chiller
	C
	
	
	
	
	
	
	
	
	
	X
	
	

	HVAC
	Perform Maintenance on Chiller
	C
	
	X
	
	
	
	
	
	
	
	
	
	

	Mech.
	Laundry Venting Thoroughly Cleaned
	C
	
	
	
	X
	
	
	
	
	
	X
	
	


SCHEDULE C
Annual Contract Fee

 APPENDIX C
STAFFING
Staff Provided by Contractor:
 Building Superintendent / Maintenance Worker
40 hours/week

 Assistant Building Superintendent / Building Cleaner
40 hours/week

 Maintenance Supervisor

as required


name ______________________
____hours


Hours of Work
It is expected that both staff will work from Monday to Thursday each week and one staff will work from Friday to Sunday each week.  All emergency on-call duties will be shared by the two staff.
APPENDIX D

BID FORM
TO:
Las Flores Non-Profit Housing Corporation
FROM:          ____________________________________ (Name and address of Bidder)
PROJECT:
Villa Las Flores at 10 Dora Avenue, Toronto.
1.
Bid

We declare that we have carefully examined and understood the Instructions to Bidders and all Appendices including the form of building maintenance service contract.  We accept without change and agree to be bound by them.  We offer to perform all the services referred to in the Instructions to Bidders and the form of Building Maintenance Service Contract included with the Instructions to Bidders for the following fee payable in equal monthly installments:


Annual fee:

_____________________________________________________Dollars ($_________)


Monthly installments:


_____________________________________________________Dollars ($_________)


Goods and Services Tax will be extra.

2.
Completion date


We agree if our Bid is accepted and if so requested on or before July 6, 2007 to start performing the work under the building maintenance service contract on August 1, 2007.

3. Signing Contract



We agree to sign a Building Maintenance Service Contract upon acceptance of the bid.  We agree to furnish evidence of the fidelity bond and errors and omissions insurance as required within seven days from the date of notification of acceptance of this Bid.

4. Conflict of Interest


We declare that we do not have any conflict of interest, as described in the Non-Profit’s Conflict of Interest By-laws.  We will provide the Conflict of Interest Declaration required on signing the building maintenance service contract.

5. Bid in Force


We agree this Bid will be irrevocable and may not be withdrawn by us and will be open for acceptance by the Non-Profit for 45 days from the date of closing of Bids.

6. Enclosures


The following are enclosed with this Bid:

· A list of similar projects the Bidder has managed or is managing.

· A list of references.

· General background on Bidder.

· The general background and qualifications on the staff who will be primarily responsible for this project.

· Proof of Insurance required under the Building Maintenance Service Contract.

SIGNED  
__________________, 2007
}

}




Per:  ________________________________

}
        



Name: 
}
       



Title: 
}
        



I have authority to bind the corporation.

}





       




c/s


}

}
        



Per:  ________________________________

}
         



Name: 

}
         



Title: 

}
        



 I have authority to bind the corporation.
END OF BID

Las Flores Non-Profit Housing Corp. – Tender for Building Maintenance Service
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