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REQUEST FOR PROPOSAL NO. 24-02 
TOWN HALL WINDOW REPLACEMENT 

 
ALL OFFERORS: 

The enclosed packet contains "REQUEST FOR PROPOSAL 24-02” for Town Hall Window 

Replacement for the Town of Elsmere, Delaware. The proposal consists of the following 

documents: 

 

1. Appendix “A” Proposal Form 

2. Appendix “B” Affidavit of Workers Eligibility 

3. Appendix “C” Debarment Certification 

4. Appendix “D” Sample Certificate of Insurance 

5. Proposal 

 

 

Your proposal and the proposal reply section must be executed completely and correctly and 

returned in a clearly marked envelope displaying the RFP Number by 2:30 p.m., Wednesday, 

March 27, 2024, to be considered. Proposals shall be submitted to the Town of Elsmere, Finance 

Department, 11 Poplar Avenue, Elsmere, Delaware 19805. Electronic proposals will not be 

accepted. 

 

Please review and follow the information and instructions contained in the General Provisions 

and this Request for Proposal.  Should you need additional information, please contact Town 

Manager Steven Martin via email at smartin@townofelsmere.com. 
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SECTION  1 
 

 

1. COMPETITIVE SEALED PROPOSAL: 

 

It has been determined by The Town of Elsmere, in the best interest of the Town, this 

solicitation be offered as a request for proposals so that the Town will be able to: 

 

1. Provide Proposers an opportunity for discussion and revision of their proposal. Revisions 

may be permitted after submission of proposals but prior to the award of a contract for 

the purpose of obtaining a final contract which is in the best interest of the Town. 

 

2. To allow negotiations between the Town and a responsible Proposer who has submitted a 

Proposal found to be reasonably likely to be selected for awarding a contract.  The 

contents of any proposal shall not be disclosed so as to be available to competing 

Proposers during the negotiation process. 

 

3. Conduct oral or written discussions with Proposers concerning technical and price 

aspects of their proposal; and 

 

4. Compare the different price, quality and contractual factors of all proposals submitted. 

 

2. PROPOSAL REQUIREMENTS: 

 

Any proposal must have costs and equipment lists broken down and must include all 

removal, disposal, purchase and installation of all equipment and materials.  

 

3. CONTRACT PERIOD: 

 

Should the Mayor and Council decide to issue a contract, each Proposer's contract shall be 

valid until the construction under this contract is complete.    

 

4. PRICES: 

 

Prices and/or rates shall be all inclusive and shall remain firm for the term of the contract, 

unless further negotiations are deemed necessary by the Town. 

 

The pricing policy that you choose to submit must address the following concerns: 

 

a. The structure must be clear, accountable and auditable.  

b. It must cover the full spectrum of services required. 

c. Costs and compensation must be consistent with the rates established or negotiated as a 

result of this RFP or P.O. issued based on any contract. 
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5. QUANTITIES: 

 

The attention of Proposers is called to the fact that, unless stated otherwise, the quantities 

given in the proposal are best estimates, and are given as a basis for the comparison of the 

proposals.  Quantities ordered may be increased or decreased by the Town as deemed 

necessary during the period of any contract. 

 

6. FUNDING OUT: 

 

Proposals are being requested to allow the Town to determine the feasibility of continuing to 

outsource the services requested in the proposal.  It is anticipated that a decision by the Town 

will be reached regarding the feasibility completing work requested in the proposal within 

sixty (60) days of the proposal deadline. If a decision to complete the project is approved, the 

actual award of a contract will be reached within ninety days (90) of that decision.  The 

awarding or continuation of any contract which may ultimately be awarded, is contingent 

upon funding being appropriated by the Mayor and Council. 

 

7. PERFORMANCE BOND REQUIREMENT: 

 

Should a contract be awarded, the proposer shall be required to post a performance bond in 

an amount equal to the total amount of their proposal. 

 

8. MANDATORY INSURANCE REQUIREMENTS: 

 

Certificate of Insurance and/or copies of insurance policies for the following: 

 

1.  As a part of the contract requirements, the Proposer shall obtain at its 

own cost and expense and keep in force and effect during the term of 

this contract, including all extensions, the minimum coverage’s 

provided coverage limits specified below with a carrier satisfactory to 

the Town.  Proof of such coverages must be provided to the Town prior 

to any work being performed. 

 

A. Comprehensive General Liability  

 

$1,000,000 Each Occurrence  

$2,000,000 Products/Completed Operations  

$1,000,000 Personal & Advertising Injury  

$2,000,000 General Aggregate  

 

The Town of Elsmere must be included as an Additional Insured via form CG2010 

and CG2037 or equivalent. Additional Insured status must be granted on a Primary & 

Non-Contributory Basis. A Waiver of Subrogation is granted in favor of The Town of 

Elsmere.  
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B. Automotive Liability 

 

$1,000,000 Combined Single Limit  

 

Includes ALL Owned, Hired & Non-Owned Vehicles  

 

The Town of Elsmere must be included as an Additional Insured and Additional 

Insured status must be granted on a Primary & Non-Contributory Basis. A Waiver of 

Subrogation is granted in favor of The Town of Elsmere.  

 

C. Workers Compensation & Employers Liability  

 

Workers Compensation - Statutory Coverage (All owners, sole proprietors, members, 

partners, etc. must be included in Workers Compensation Coverage)  

     

Employers Liability  

 

Each Accident -              $1,000,000 

Each Disease -                $1,000,000 

Disease Policy Limit -  $1,000,000 

 

A Waiver of Subrogation is granted in favor of The Town of Elsmere. 

 

D. Umbrella Liability  

 

$2,000,000 Each Occurrence  

$2,000,000 General Aggregate  

 

The Town of Elsmere must be included as an Additional Insured via form CG2010 and 

CG2037 or equivalent (Following the Underlying Additional Insured Forms) Additional 

Insured status must be granted on a Primary & Non-Contributory Basis. A Waiver of 

Subrogation is granted in favor of The Town of Elsmere.  

 

E. Errors & Omissions (Subject to The Town of Elsmere Requirements)  

 

9. BUSINESS LICENSE: 

 

Prior to receiving an award, the successful Proposer shall furnish the Town with proof of a 

State of Delaware, New Castle County (if applicable) and Town of Elsmere Business 

Licensure. 

 

10. HOLD HARMLESS: 

 

The Proposer agrees that it shall indemnify and hold the Town of Elsmere and all its agencies 

and employees harmless from and against all claims for injury, loss of life, or damage to or 

loss of use of property caused or alleged to be caused, by acts or omissions of the Proposer, 

its employees, and invitees on or about the premises and which arise out of the Proposer's 

performance, or failure to perform as specified in the Agreement. 
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11. NON-PERFORMANCE: 

 

In the event the Proposer does not fulfill its obligations under the terms and conditions of this 

contract, the Town may purchase an equivalent product on the open market.  Any difference 

in cost between the contract prices herein and the price of open market product shall be the 

responsibility of the Proposer.  Under no circumstances shall monies be due to the Proposer 

in the event open market products can be obtained below contract cost. Any monies charged 

to the Proposer may be deducted from an open invoice. 

 

12. FORCE MAJEURE: 

 

Neither the Proposer nor the Town of Elsmere shall be held liable for non-performance under 

the terms and conditions of this contract due, but not limited to, government restriction, 

strike, flood, fire, or unforeseen catastrophe beyond either party's control. Each party shall 

notify the other in writing of any situation that may prevent performance under the terms and 

conditions of this contract. 

 

13. EXCEPTIONS: 

 

Proposers may elect to make minor exceptions to the terms and conditions of this RFP.  The 

Town of Elsmere will evaluate each exception according to the intent of the terms and 

conditions contained herein, but the Town shall reject exceptions that do not conform to 

Federal, State or Local law and/or create inequality in the treatment of Proposers. 

 

Exceptions shall be considered only if they are submitted with the proposal or before the date 

and time of the proposal opening. 

 

14. BUSINESS REFERENCES: 

 

Proposers must supply three (3) business references consisting of current or previous 

customers to which they provided similar services to a similar number of residential 

properties.  Each reference provided shall contain the name, address, telephone number, fax 

number, e-mail address, and the name of a verifiable current contact person. 

 

15. RESPONSIBILITY: 

 

Those providing a proposal must affirmatively demonstrate their ability to meet the following 

requirements: 

a. Have adequate financial resources, or the ability to obtain such resources as required. 

 

b. Be able to comply with the required or proposed delivery schedule. 

 

c. Own a sufficient number of vehicles and equipment to ensure consistent delivery of the 

services without interruption should the Proposer experience break down or equipment 

failures. 

 

d. Employ enough employees to convince the Town that a lack of employees will not be an 

issue throughout the contract period. 

 

e. Have a satisfactory record of performance. 
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f. Be otherwise qualified and eligible to receive an award. 

 

g. Possess and maintain throughout the term of the contract should one be awarded, a valid 

State of Delaware, New Castle County and Town of Elsmere, Business License. 

 

h. All services shall be provided during the normal work week (Monday through Friday) 

between the hours of 8:00am and 4:00pm. Prior approval of the Town Manager must be 

obtained prior to any work being performed after 4:00pm or on a Saturday or Sunday. 

 

The Town may request other information sufficient to determine provider's ability to meet 

requirements of this Request for Proposal. 

 

16. PROPOSAL ADMINISTRATION: 

 

Under this Proposal, the Town Manager of the Town of Elsmere, shall be the Proposal 

Administrator with designated responsibility to ensure compliance with proposal 

requirements, such as but not limited to, acceptance, inspection and delivery.  The Proposal 

Administrator will serve as liaison between the Town of Elsmere and the successful 

Proposer. 

 

17. DESIGNATED CONTACT PERSON: 

 

Proposer shall provide the Town with a local contact number within the (302) area code, and 

one specific person who shall be designated by the Proposer as a single point of contact.  

This person is to serve as liaison between the Proposer and the Town concerning all 

compliance issues with proposal requirements. 

 

18. BILLING AND PAYMENT: 

 

Payment shall be made by check from the Town of Elsmere upon satisfactory completion and 

acceptance of items and submission of an invoice to the Town for work specified by this 

Proposal Document.  All payments owed will be paid no later than thirty (30) days after the 

invoice is received by the Town. 

 

At a minimum, invoices shall include: 

 

1. Name, address, and telephone number of Vendor and similar information in the event the 

payment is to be made to a different address 

2. Town of Elsmere Proposal Number, Purchase Order, and/or delivery order number 

3. Identification of items or service as outlined in the Proposal 

4. The quantity or quantities, applicable unit prices, total prices, and total amount 

5. Any additional payment information which may be called for by the Proposal 

 

Payment inquiries should be directed to the Town of Elsmere; Attention: Steven Martin at 

(302) 998-2215. 
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19. DOCUMENT(S) EXECUTION: 

 

Both the non-collusion statement that is enclosed with this Request for Proposal and the 

contract form delivered to the successful Proposer for signature shall be executed by a 

representative who has the legal authority to enter the organization into a formal contract 

with the Town of Elsmere. 

 

20. FORMAL CONTRACT AND/OR PURCHASE ORDER: 

 

No Proposer or any of their employees is authorized to begin any work prior to receipt of a 

Town of Elsmere award letter signed by authorized representatives of the Town authorizing 

the service.  No purchase order, telephone call, or fax shall serve as the authorization to 

proceed with work in accordance with the bid specifications and the special instructions. 

 

21. TIME OF PERFORMANCE: 

 

The services of the Proposer are to commence after receipt of an award letter and shall be 

undertaken and completed in such sequence as to assure their expeditious completion in the 

light of the purposes of the contract.  In any event all the services required hereunder shall be 

completed no later than the time periods set out in any schedule contained in the project 

Scope of Work.  Any such schedule shall be maintained by the Proposer unless amended, in 

writing, by both parties. 

 

22. PROPOSER RESPONSIBILITY: 

 

The Town may enter into a contract with the successful Proposer.  The successful Proposer 

shall be responsible for all products and services as required by this RFP.  Sub-proposers, if 

any, shall be clearly identified in the financial proposal. 

 

23. PERSONNEL: 

 

a. The Proposer represents that they have, or will secure at their own expense, all personnel 

required to perform the services required under this contract. 

 

b. All of the services required hereunder shall be performed by the Proposer or under their 

direct supervision, and all personnel engaged in the work shall be fully qualified and shall 

be authorized under State and local law to perform such services. 

 

c. None of the work or services covered by this contract shall be subcontracted without the 

prior written approval of the Town. 

 

24. TERMINATION OF CONTRACT: 

 

Should a contract be awarded, if for any reason, or through any cause, the Proposer fails to 

fulfill in timely and proper manner his obligations, or if the Proposer violates any of the 

covenants, agreements, or stipulations of the contract, the Town of Elsmere shall have the 

right to terminate the contract by giving written notice to the Proposer of such termination 

and specifying the effective date thereof, at least five (5) days before the effective date of 

such termination.  In that event, all finished or unfinished documents, data, studies, surveys, 

drawings, maps, models, photographs, and reports or other material prepared by the Proposer 
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in the performance of the contract shall, at the option of the Town of Elsmere, become its 

property, and the Proposer shall be entitled to receive just and equitable compensation for 

any satisfactory work completed on such documents and other materials which is usable to 

the Town. 

 

25. CHANGES: 

 

Both parties may, from time to time, require changes in the services to be provided by the 

Proposer under the Scope of Work.  Such changes, including any increase or decrease in the 

amount of the Proposer's compensation, which are mutually agreed upon by and between the 

Town and the Proposer, shall be incorporated in written amendments any contract awarded. 

 

26. RIGHTS AND OBLIGATIONS: 

 

The rights and obligations of each party to this agreement shall not be effective, and no party 

shall be bound by the terms of this agreement, unless and until a valid contract has been 

awarded and executed. 

 

27. ASSIGNMENT OF ANTITRUST CLAIMS: 

 

As consideration for the award and execution of this contract by the Town of Elsmere, the 

Proposer hereby grants, conveys, sells, assigns, and transfers to the Town of Elsmere all of 

its rights, title and interest in and to all known or unknown causes of action it presently has, 

or may now, or hereafter acquire under the antitrust laws of the United States and the Town 

of Elsmere, relating to the particular goods or services purchased or acquired by the Town of 

Elsmere pursuant to this contract. 

 

28. COVENANT AGAINST CONTINGENT FEES: 

 

The Proposer warrants that no person or selling agency has been employed or retained to 

solicit or secure this contract upon an agreement or understanding for a commission, 

percentage, brokerage, or contingent fee, excepting bona fide employees.  For breach or 

violation of this warranty, the Town of Elsmere shall have the right to annul this contract 

without liability, or in its discretion to deduct from the contract price or consideration, or 

otherwise recover, the full amount of such commission, percentage, brokerage, or contingent 

fee. 

 

29. GRATUITIES: 

 

a. If it is found, after notice and hearing, by the Town of Elsmere that gratuities (in the form 

of entertainment, gifts, or otherwise) were offered or given by the Proposer or any agent 

of the Town of Elsmere with a view toward securing a contract, or securing favorable 

treatment with respect to the awarding, amending, or the making of any determinations 

with respect to the performance of this contract, the Town of Elsmere may, by written 

notice to the Proposer, terminate the right of the Proposer to proceed under this contract 

and/or may pursue such other rights and remedies provided by law or under this 

agreement; provided that the existence of the facts upon which the Town of Elsmere 

makes such findings shall be in issue and may be reviewed in proceedings pursuant to the 

remedies clause of this contract; and 
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b. In the event this contract is terminated pursuant to subparagraph "a'', the Town of 

Elsmere shall be entitled (i) to pursue the same remedies against the Proposer, and (ii) to 

exemplary damages, as a penalty in addition to any other damages to which it may be 

entitled by law, in an amount which shall be not less than three, nor more than ten, times 

the costs incurred by the Proposer in providing any such gratuities to any such officer or 

employee.  The amount of such exemplary damages shall be in the sole discretion of the 

Town of Elsmere. 

 

30. AFFIRMATION: 

 

The Proposer must affirm that within the past five (5) years the firm or any officer, 

controlling stockholder, partner, principal, or other person substantially involved in the 

contracting activities of the business is not currently suspended or debarred and is not a 

successor, subsidiary, or affiliate of a suspended or debarred business. 
 

31. AUDIT ACCESS TO RECORDS: 

 

The Proposer shall maintain books, records, documents, and other evidence pertaining to this 

Contract to the extent and in such detail as shall adequately reflect performance hereunder.  

The Proposer agrees to preserve and make available to the Town of Elsmere, upon request, 

such records for a period of five (5) years from the date services were rendered by the 

Proposer.  Records involving matters in litigation shall be retained for one (1) year following 

the termination of such litigation.  The Proposer agrees to make such records available for 

inspection, audit, or reproduction to any official Town of Elsmere representative in the 

performance of his/her duties under the Contract.  Upon notice given to the Proposer, 

representatives of the Town of Elsmere or other duly authorized Town of Elsmere or Federal 

agency may inspect, monitor, and/or evaluate the cost and billing records or other material 

relative to this Contract.  The cost of any Contract audit disallowances resulting from the 

examination of the Proposer's financial records will be borne by the Proposer.  

Reimbursement to the Town of Elsmere for disallowances shall be drawn from the Proposer's 

own resources and not charged to Contract cost or cost pools indirectly charging Contract 

costs. 

 

32. TERMINATION OF CONTRACT: 

 

a. Termination for Cause - If, for any reasons, or through any cause, the Proposer fails to 

fulfill in timely and proper manner his obligations under this Contract, or if the Proposer 

violates any of the covenants, agreements, or stipulations of this Contract, the Town of 

Elsmere shall thereupon have the right to terminate this contract by giving written notice 

to the Proposer of such termination and specifying the effective date thereof, at least 5 

days before the effective date of such termination.  In that event, all finished or 

unfinished documents, data, studies, surveys, drawings, maps, models, photographs, and 

reports or other material prepared by the Proposer under this Contract shall, at the option 

of the Town of Elsmere, become its property, and the Proposer shall be entitled to receive 

just and equitable compensation for any satisfactory work completed on such documents 

and other materials which is usable to the Town of Elsmere. 
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b. Termination for Convenience - The Town of Elsmere may terminate this Contract at any 

time by giving written notice of such termination and specifying the effective date 

thereof, at least 15 days before the effective date of such termination. In that event, all 

finished or unfinished documents, data, studies, surveys, drawings, models, photographs, 

reports, supplies, and other materials shall, at the option of the Town of Elsmere, become 

its property and the Proposer shall be entitled to receive compensation for any 

satisfactory work completed on such documents and other materials, and which is usable 

to the Town of Elsmere. If the Contract is terminated by the Town of Elsmere as 

provided herein, the Proposer will be paid an amount which bears the same ratio to the 

total compensation as the services actually performed bear to the total services of the 

Proposer covered by this Contract, less payments of compensation previously made. 

Provided however that if less than 60 percent of the services covered by this Contract 

have been performed upon the effective date of termination, the Proposer shall be 

reimbursed (in addition to the above payment) for that portion of the actual out-of-pocket 

expenses (not otherwise reimbursed under this Contract) incurred by the Proposer during 

the Contract period which are directly attributable to the uncompleted portion of the 

services covered by this Contract. 

 

33. REMEDIES: 

 

Except as otherwise provided in this contract, all claims, counterclaims, disputes, and other 

matters in question between the Town of Elsmere and the Proposer arising out of, or relating 

to, this contract, or a breach of it may be decided by arbitration if the parties mutually agree, 

or in a court of competent jurisdiction. 

 

34. AMENDMENTS: 

 

This contract may be amended, in writing, by agreement of both parties. 

 

35. PROFESSIONAL SERVICES PROCUREMENT METHOD (IF APPLICABLE): 

 

The Town of Elsmere shall evaluate qualifications and prepare a list, ranking in order of 

preference, of the Proposals deemed to be qualified to perform the required services for each 

service/contract. 

 

The Town of Elsmere will enter into negotiations with the most qualified Proposer selected 

as a result of the Request for Proposal process. 

 

Beginning with the top Proposer designated on the list for the Service/Contract; the Town of 

Elsmere shall begin negotiations.  After the successful negotiations, a contract will be entered 

into with the successful Proposer.  If the Town of Elsmere is unsuccessful in negotiating the 

most qualified Proposer, it will negotiate with the next most qualified Proposer, and so on. 
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36. SUBCONTRACTS: 

 

Subcontracting is permitted under this RFP and contract.  However, every Sub-Proposer shall 

be identified in the Proposal and agreed to in writing by the Town of Elsmere.  Any 

substitutions in or additions to such Sub-Proposers, associates, or consultants will be subject 

to the prior written approval of the Town of Elsmere. 

 

The Proposer(s) shall be responsible for compliance by the Sub-Proposer with all terms, 

conditions and requirements of the RFP and with all local, State and Federal Laws.  The 

Proposer shall be liable for any noncompliance by any Sub-Proposer.  Further, nothing 

contained herein or in any Sub-Proposer agreement shall be construed as creating any 

contractual relationship between the Sub-Proposer and the Town of Elsmere. 

 

37. TOWNS RESPONSIBILITIES: 

 

The Town shall: 

 

a. Examine and review in detail all letters, reports, drawings and other documents presented 

by the Proposer to the Town and render to the Proposer in writing, findings and decisions 

pertaining thereto within a reasonable time so as not to delay the services of Proposer. 

b. Give prompt written notice to the Proposer whenever the Agency observes or otherwise 

becomes aware of any development that affects the scope or timing of the Proposer's 

services. 

 

38. CONFIDENTIALITY: 

 

Specific attention should be given to the identification of those portions of your proposal 

which you deem to be confidential or proprietary information which should not be disclosed 

under the Delaware Public Information Act.  Proposers are advised that upon request for this 

information from a third party, the Town is required to make an independent determination 

as to whether the information may be or must be divulged to the party. 

 

39. CONTRACT DOCUMENTS: 

 

The Definitions and General Provisions and any Special Instructions, Specifications, Request 

for Proposal, Proposal, Purchase Order, and Contract shall be a part of and constitute the 

entire Agreement entered into by the Town of Elsmere and any Proposer. In the event there is 

any discrepancy between any of these contract documents, the following order of documents 

governs so that the former prevails over the latter: 

 

Contract 

Request for Proposal Specifications or Scope of Work Definitions & General Provisions 

Proposal 

Purchase Order Special Instructions 

 

40.  ASSIGNMENT: 

 

This contract shall not be assigned except by express written consent from the Town of 

Elsmere. 
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SECTION 2 

 

1. FORMAT FOR PROPOSAL: 

 

A. INTRODUCTION: 

 

This section prescribes the mandatory format for the presentation of a proposal in 

response to this RFP.  Each Proposer must provide every component listed in the order 

shown in this RFP, using the format prescribed for each component.  A proposal may be 

rejected if it is incomplete or conditional. 

B. COVER LETTER: 

 

Each proposal will have a cover letter on the letterhead of the company or organization 

submitting the proposal.  The cover letter must briefly summarize the Proposers ability to 

provide the services specified in the RFP. 

The cover letter shall be signed by a representative who has the legal capacity to enter the 

organization into a formal contract with the Town of Elsmere. 

C. TABLE OF CONTENTS: 

 

Each proposal must include a Table of Contents with page numbers for each of the 

required components of the proposal. 

D. DESCRIPTION OF SERVICES AND QUALIFICATIONS: 

 

Each proposal must contain a detailed description of how the Proposer will provide each 

of the services outlined in this RFP.  This part of the proposal may also include 

descriptions of any enhancements or additional services or qualifications the Proposer 

will provide that are not mentioned in this RFP. 

E. NUMBER OF COPIES WITH MAILING OF PROPOSAL: 

 

Four (3) copies of the Proposal and 1 USB copy shall be submitted in a sealed package 

clearly marked with the name of the Proposer and labeled Town of Elsmere RFP 24-02, 

Town Hall Window Replacement. One of the copies shall be marked "Master Copy" and 

will contain original signatures in all locations requiring a Proposers signature. The 

remaining three (3) copies do not require original signatures. 

F. ADDENDA TO THE RFP: 

 

If it becomes necessary to revise any part of this RFP, revisions in writing will be 

provided to all Proposers known to have received a copy of the RFP.  Potential Proposers 

shall acknowledge in writing receipt of all amendments, addenda and changes issued in 

connection with this RFP by submitting an affirmative statement in the Proposal. 
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G. INCURRED EXPENSES: 

 

The Town of Elsmere will not be responsible for any expenses incurred by the bidder in 

preparing and submitting a proposal. 

H. ECONOMY OF PREPARATION: 

 

Proposals should be prepared simply and economically, providing a straightforward, 

concise description of the Proposers offer to meet the requirements of the RFP.  DO NOT 

USE RING BINDERS. 

I. RIGHT TO REJECT PROPOSALS/WAIVE OR CORRECT MINOR 

IRREGULARITIES: 

 

The Town of Elsmere reserves the right to withdraw this Request for Proposal, to reject 

any proposals, to waive minor irregularities in proposals or to allow the offeror to correct 

a minor irregularity if the best interest of the Town of Elsmere will be served by doing so. 
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SECTION 3 

 

GENERAL INSTRUCTIONS: 

 
All Proposals submitted must be valid for a period of one hundred eighty (180) days after Proposal 

Deadline. 

 

The successful proposal if awarded will become a part of the contract between the Town of Elsmere and 

the successful Vendor. 

 

Prior to submitting Proposal, Proposers are required to examine the Proposer instructions, specifications 

and Proposal forms carefully.  Failure to do so will be at the Proposers risk. 

 

All costs directly or indirectly related to the preparation of a response to this Proposal or any oral 

presentation required by the Town of Elsmere to supplement and/or clarify a Proposal shall be the sole 

responsibility of the Proposer. 

 

All certificates of insurance coverage must be provided to the following individual prior to beginning 

work: 

  

    Steven Martin 

    Town Manager 

    Town of Elsmere 

    11 Poplar Avenue 

    Elsmere, Delaware 19805 

 

Proposers must provide a list of at least three (3) entities where projects and services have been provided 

that is similar in size and scope. 

 

It shall be the sole responsibility of the Proposer to visit the sites where the grounds are to be maintained 

and ask any questions they may have request clarification as to the specific requirements of this request 

for proposal with the Town Manager or his designated representative prior to submitting a proposal.  

 

The successful Proposer must supply all of the equipment, materials and labor.  The Town of Elsmere 

may provide storage space for the Proposers equipment only after written requests have been submitted. 

 

The Proposer must submit a status report of jobs completed to the Town Manager on a weekly basis.  

This report will list completed job duties during the reporting period.  Duties to be reported include work 

performed, and project status updates.  Problem conditions that are encountered during the normal duties 

of the Proposer shall be reported as well.  This report may also contain any other comments or 

suggestions.  A representative of the Town of Elsmere will periodically throughout the year conduct site 

evaluations and compliance reports will be completed and turned into the Town Manger on the 

performance of the Proposer based on the project completion schedule and specifications. 

 

If at any time the Proposers performance fails to meet expectations the Proposer will be provided an 

opportunity to correct any deficiencies which will not exceed a period of thirty (30) days. If performance 

does not improve, the contract will be terminated.    
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GENERAL SPECIFICATIONS 

 

DISCLOSURE: 

The Proposer shall acknowledge and understand the presence of lead hazards at the 

project site. The Proposer shall agree to comply with all applicable laws and regulations 

regarding lead-safe work practices and will take necessary precautions to minimize lead 

exposure during the project. The Proposer shall discard all lead-based materials in such a 

way to follow all Federal, State and Local laws and regulations. 

Included in this RPF are results from a lead inspection that identifies 6 surfaces which have 

positive results for lead-based material. See attached report from BATTA Environmental 

Associates, Inc. at the conclusion of this RFP. 

 

All proposals shall ensure the inclusion of the following:  

 

• Provide and install 42 double pane energy efficient windows in the following 

locations, sizes and quantities: 

Room 201 – Admin Asst to Town Manager’s Office/Copy Room 

• 3 – 59 ½” W x 81” L 

Room 207 – Code Enforcement Office 

• 3 – 59 ½” W x 81” L 

Room 211 – Town Manager’s Office 

• 2 – 54” W x 79 ½” L 

• 2 – 57” W x 79 ½” L 

3rd Floor Hallway 

• 4 – 38 ½” W x 87 ½” L 

3rd Floor Bathroom 

• 2 – 37” W x 88” L 

Basement – Dining Room Area 

• 2 – 26” W x 38” L 

• 2 – 46” W x 42” L 

Basement – Office  

• 3 – 46” W x 42” L 

Basement – Kitchen 

• 4 – 46” W x 43” L 

Basement – Storage Room 2 (behind kitchen) 

• 2 – 44” W x 38” L 

Basement – Women’s Bathroom 

• 1 – 26” W x 38”L 

Basement – Recreation Area 
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• 8 – 45 ½” W x 82” L 

Basement – Boiler Room 

• 1 –  38” W x 46” L 

Basement – Boiler Room Storage 

• 1 –  38” W x 46” L 

Attic – Arch Windows 

• 2 – 36” W x 33”L plus 36” W x 18 ½” L Arched window 

  

 

• Remove existing casement trim from the existing opening as necessary to install the 

new window as discussed.  

• Install new appropriate casement trim on both sides of the new window units, and 

paint to complete installation. 

• Return site to a clean condition removing all job-related debris.   

• Shall include manufacturer’s warranty on all window units.  

• Shall include a 5-year warranty on workmanship.  

 

All prospective bidders are required to attend a mandatory pre-bid walkthrough on 

Tuesday, March 12, 2024 at 9:00am. 
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APPENDIX "A" 
Proposal Form 

 
Name of Proposer:__________________________________________________________________ 

Mailing Address:___________________________________________________________________ 

City: State: ______________________Zip: ________ 

Email Address:_____________________________________________________________________ 

Telephone:______________________________ Fax: __________________________________ 

 

 

TOTAL AMOUNT OF PROPOSAL  $________________________________ 

(proposal details should be submitted on a separate sheet and included with this form) 

 

 

 

________CHECK HERE IF THE PROPOSAL INCLUDE ANY EXCEPTIONS TO THE SCOPE 

OF WORK.  (EXCEPTIONS SHOULD BE SPECIFICALLY NOTED AND SUBMITTED WITH 

THIS FORM) 

 
The undersigned, by his/her signature, represents that he/she is authorized to bind the Proposer to fully comply with 

the terms and conditions of the attached Request for Proposal, Specifications, and Special Provisions for the 

amount(s) shown on the accompanying Proposal sheet(s). By signing below, you have read the entire document and 

agreed to the terms therein. 

 

_________________________________________________  __________________ 

(Signature of Person Authorized to Sign PROPOSAL)   Date 

 
Printed Name and Title of Signer: 
 

 
 

 

 

DO NOT SIGN OR SUBMIT WITHOUT READING ENTRE DOCUMENT 
THIS FORM MUST BE COMPLETED, SIGNED, AND RETURNED WITH PROPOSAL 
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APPENDIX "B" 
Affidavit of Workers Eligibility 

 
 

 

STATE OF DELAWARE  ) 

 

     ) SS. 

 

COUNTY OF NEW CASTLE ) 

 

 

AFFIDAVIT OF COMPLIANCE 

 

WITH TOWN OF ELSMERE EMPLOYMENT REQUIREMENTS 

 

 

1. I am an officer  of __________________________________________ (the “Company”) and am 

authorized to make this affidavit on its behalf. 

2. I hereby certify that all of the employees of the Company performing work within the Town of 

Elsmere are lawfully permitted to be employed by the Company under both federal and state law.  

 

_______________________________________________________ 

 

Sworn to and Subscribed before me this ______ day of ____________, 2024 

 

____________________________________ 

Notary Public 

 

 

 

 

* This form must be signed and included for each proposal *
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APPENDIX "C" 
Debarment Certification 

(1) The Proposer certifies to the best of its knowledge and belief, that it and its principals: 

 
(a) are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily 

excluded from covered transactions by any Federal department or agency. 

 
(b) have not within a three-year period preceding this Proposal been convicted of or had a civil 

judgment rendered against them for commission of fraud or a criminal offense in connection with 

obtaining, attempting to obtain, or performing a public (Federal, State or local) transaction or 

contract under a public transaction; violation of Federal or State antitrust statutes or commission 

of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false 

statements, or receiving stolen property; 

 
(c) are not presently indicted for or otherwise criminally or civilly charged by a governmental entity 

(Federal, State, or local) with commission of any of the offenses enumerated in paragraph (1)(b) 

of this certification; and 

 
(d) have not within a three-year period preceding this Proposal had one or more public transactions 

(Federal, State or local) terminated for cause or default. 

 
(2) Where the prospective primary participant is unable to certify to any of the statements in this 

certification, such prospective participant shall attach an explanation to this Proposal. 

 

Agency Name: 

Project Title: 

Agency Project Manager: 

Title of Project Manager: 

Agency Authorizing Official (Print): 

Agency Authorizing Official (Signature):  

Date: 
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APPENDIX "D" 
Sample Certificate of Insurance 

 

 
 

 


