ALDERLAND GROUP INC.
REQUEST FOR PROPOSAL FOR

PROPERTY MANAGEMENT SERVICES
INSTRUCTION TO PROPONENTS
August 22, 2011
1
General instructions

1.1
Alderland Group Inc. (the "Developer"), the developer of a new commercial-retail condominium complex located at Gibson Drive and Warden Avenue, Markham, Ontario is asking for proposals from qualified companies to provide property superintendent and maintenance services at the complex.

1.2
The new complex is scheduled to start occupancy in early October 2011.  It is made up of 3 buildings with a total of 80 condominium units plus surface and underground parking areas. As per the provincial Condominium Act, the management of the condominium complex will be transferred from the Developer to the new condominium corporation shortly after the corporation is registered.  The proponents are expected to understand that any contract with the Developer as a result of this RFP will also be transferred to the condominium corporation at such time.  The contract may be terminated by either party on 30-day notice.
1.3
Persons or firms submitting proposals must be experienced and qualified in property maintenance and superintendent services of commercial buildings.  They must be familiar with general and emergency maintenance, janitorial and cleaning services, safety and security requirements, supervision of trades and contractors, log and record keeping, communication with unit owners and occupants, and the structure of a condominium corporation.

1.4
All proponents must familiarize themselves with the attachments to these Instructions to Proponents, which include:

(a)
Appendix A: Summary of Project and the Scope of Work
(b)
Appendix B: Proposal Submission Form


1.5
Proponents should enclose:

(a)
General background and qualification of their firm

(b)
A list of similar projects which they have serviced or are servicing
(c)
A list of references
(d)
Qualification and experience of staff that will be primarily responsible for the complex

1.6
Interviews with proponents may be held prior to accepting a proposal.

2
Scope of work
2.1
The proponent will provide services as stated in Appendix A.
2.2.
The term of the contract will be for a one-year period.  It may be renewed or extended by the new cndominium corporation once it is registered and assumes control of the complex.  It may be terminated earlier as stated in the appendix.

3.
Important dates

3.1
RFP packages to be couriered:
August 30, 2011

3.2
Information meeting at site:

September 6, 2011

3.3
Deadline for proposal submission:
September 15, 2011

3.4
Interviews (if required):

September 16, 2011

3.5
Contractor to be confirmed:

September 20, 2011

3.6
Contract to start (tentative):

October 11, 2011
4
Information

4.1
Any questions about the RFP process may be directed to:

Eddie Lok or Connie Liong
ComField Management Services Inc.

Phone: 416-640-6730

E-mail: eddiel@cfdi.ca or conniel@cfdi.ca
4.2
An information meeting will be held at the building at 3:00 p.m. on Tuesday, September 6, 2011.  Proponents may examine the building and ask questions about the RFP and/or about the building.  Please note that the site is still under consturction and visitors are required to wear hard hats and safety boots.

5
Proposals
5.1
Proposals must be submitted in a sealed envelope on a copy of the Proposal Form attached as Appendix B, signed and delivered to:

Alderland Group Inc.
c/o ComField Management Services Inc.
2171 Avenue Road, Suite 303
Toronto, ON M5M 4B4
5.2
The office will be open to receive proposals until 5:00 p.m. on Thursday, September 15, 2011.  Proposals will not be accepted after that time.

5.3
Oral, telephone, fax or other proposals will not be considered.

6

Opening and examination of proposals
6.1 The Developer reserves the right to open the proposals privately and to reject any or all proposals without explanation.

6.2 The Developer has no obligation to any proponents about how the proposals are considered.  This RFP and the submission of a proposal by any proponent will not create any form of contractual obligation on the part of the Developer.

6.3 Price is not the only determinant for selecting a service provider, and the Developer does not have to accept the lowest cost proposal.

7
Selection Criteria

Selection criteria will include, but not be limited to:
7.1. Experience of the firm
7.2. Available resources and support services at the firm

7.3. Compliance with the RFP requirements

7.4. References

7.5. Fees
8
Proposal acceptance
8.1
Proposals will be irrevocable and open for acceptance by the Developer for 60 days from the date of closing of RFP. 
9
Commencement of term

9.1
The successful proponent should be notified of the acceptance before September 20, 2011, and is expected to start work on October 11, 2011.

9.2
The Developer may negotiate for an interim period of partial start-up, which may result in an earlier start date, but no earlier than October 1, 2011.

END OF INSTRUCTIONS TO PROPONENTS

APPENDIX A

SUMMARY OF THE PROPERTY AND THE SCOPE OF WORK
1. 
Property description

1.1
Number of Buildings: 3 buildings
1.2
Building 1: 1-storey building except for 1 unit that has 2 floors, restaurant use
1.3
Building 2: 6-storey building with retail on ground floor and offices from 2nd to 6th floor

1.4
Building 3: 1-storey building except for one 2nd floor unit, health services use

1.5
Parking: About 250 underground and 100 above ground

1.6
Elevators:
2 in Building 2

1.7
Common lobbies and hallways: Buildings 2 & 3 only

1.8
Garbage room: main garbage room is located at Building 1

1.9
Public washrooms: 5 sets of M/W at Building 2, 1 set at Building 3.
2.

Scope of Work
2.1
Building maintenance staff are to be provided to the complex from 8:00 a.m. to 10:00 p.m. seven days per week.  For example, a cleaner works from 8:00 a.m. to 12:00 p.m. and again from 6:00 p.m. to 10:00 p.m., while a building superintendent works from 10:00 a.m. to 8:00 p.m.  It is up to the proponent is to propose the most suitable staffing arrangement to meet the requirements of the complex.  However, it is anticipated that a minimum of 16 to 18 man-hours per day, including weekday and weekend, will be required to perform the work sufficiently, once the complex is fully occupied.
2.2
All equipment and supplies will be provided by the complex.  The service provider is responsible for the safekeepiing of all equipment and tools, and also for the inventory management of supplies.

2.3
All maintenenace staff are to wear appropriate uniform at all times while on duty.
2.4
The firm should make available additional personnel to back up its on-site staff when situations arise in which more than the staff on site are needed, i.e. emergency situation.
2.5
The maintenance staff are to carry mobile phones (supplied by contractor) and/or walkie-talkies (supplied by the complex) to communicate with each other and with the Management and when needed, with unit owners and/or occupants.
2.6
For cleaning of interior common areas, the contractor is expected to clean all common corridors, lobbies, washrooms, etc. at least twice a day.  Front lobbies including floors, doors and windows may be cleaned even more often.

2.7
For cleaning of exterior common areas including all parking areas, the contractor is expected to pick up litters at least twice a day.

2.8
For building maintenance, the contractor is to check and inspect all common building equipment and to keep log on a daily basis.  The contractor is to effect repairs of minor nature, similar to being a handyman.  The contractor is to inspect all common areas for safety/security and/or maintenance concern and correct the problem by himself if possible, or to report to the Manager for direction.

2.9
For emergency management, the staff must be trained to respond to the extent as a building personnel, to building emergency situation such as fire, flood, power outage, crime, medical, etc. 
2.10
For winter maintenance, the staff is to clear all sidewalks and steps of snow and ice using equipment and supplies provided by the complex.  The staff is to supervise the snow removal contractor to ensure all roadways and surface parking areas are cleared on a timely basis.
2.11
For safety and security management, the staff is expected to enforce safety and security rules of the complex.  The staff will likely use effective comunication and presence to achieve the goals of making all occupants and users of complex feel safe.
2.12
Daily logs and incident reports are to be prepared by the staff and copies of such logs/reports are to be left for the Manager.
2.13
The on-site staff are expected to meet with the Manager at least twice per week, and the contractor’s manager is to met with the Manager at least once every month. Such meetings are to review items such as maintenance and safety concerns and incidents at the complex.
2.14
All other duties and responsibilities that a property maintenance firm can be reasonably expected to perform as per industry standards and as per the requirements of similar sites.
2.15
The contractor is expected to be familiar with the condominium rules and the building plans and equipment specifications.

2.16
The contractor is expected to maintain effective communication when dealing with the unit owners, occupants and visitors.  As a majority of the owners and users of the complex use Chinese (Mandarin and/or Cantonese) as their mother tongue, it would be an asset if some of the site staff provided by the contractor are proficient in spoken and written Chinese.
2.17
All staff provided by the contractor must be WHMIS trained and certified annually.

2.18
The contractor is expected to be fully WSIB compliance.

2.19
The contractor is to carry comprehensive general liability insurance of not less than $3,000,000, fidelity bond of not less than $50,000.
2.20
The contractor is to invoice for its services provided on a monthly basis.  Invoices will be paid in 30 days.
APPENDIX B
PROPOSAL SUBMISSION FORM
TO:
Alderland Group Inc.

c/o ComField Management Services Inc.


2171 Avenue Road, Suite 303


Toronto, ON M5M 4B4

FROM:
Name and address of Bidder:

PROJECT:
New commercial retail complex at Warden Ave & Gibson Drive at Markham, ON
1.
We declare that we have carefully examined and understood the Instructions to Proponents and all Appendices.  We offer to perform all the services referred to in the Instructions to Proponents for the following fee payable in equal monthly installments:
Proposed Annual Fees for First Year


$ _______________         
Additional hourly rate for building superintendent*
$ _______________        
Additional hourly rate for building cleaner*

$ _______________        
Incidental expenses (please describe below)

$ _______________        

______________________________________________________________________________

______________________________________________________________________________

*
Additional hours may be needed in case of emergency and must be mutually agreed between the Contractor and the Manager before any work starts.

Harmonized Sales Tax will be extra.

2.
Completion date


We agree if our Proposal is accepted and if so requested on or before September 21, 2011 to start performing the work on October 11, 2011.

3. Signing Contract



We agree to sign a Property Maintenance Contract upon acceptance of the bid.  We agree to furnish evidence of the fidelity bond and comprehensive general liability insurance as required within seven days from the date of notification of acceptance of this Proposal.

4. Conflict of Interest


We declare that we do not have any conflict of interest.

5. Bid in Force


We agree this Proposal will be irrevocable and may not be withdrawn by us and will be open for acceptance for 60 days from the date of closing of Proposals.

SIGNED  
__________________, 2011
________________________________

Per:  ________________________________
Name: 
Title: 
I have authority to bind the corporation.

Alderland Group Inc.
Instruction to Proponents

