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INDIANAPOLIS HOUSING AGENCY
INVITATION TO QUOTE (ITQ)
VACANT UNIT CLEANING

UINTRODUCTION

Indianapolis Housing Agency (IHA), located at 1919 N. Meridian Street, Indianapolis, Indiana, owns
and/or has certain jurisdiction over 22 Marion County affordable housing communities, 14 of which
are managed by IHA directly. Six of these communities are in Center Township, with the rest
scattered throughout the rest of the county. These sites comprise 2,624 total dwelling units, including
public housing units, Low Income Housing Tax Credit units, Project Based Section 8 units and market-
rate units. Many of IHA’s communities operate under multiple state or federally-regulated programs.
IHA also administers 7,263 Section 8 units leased under HUD’s Housing Choice Voucher Program.

IHA is governed by a nine-member Board of Commissioners. Five of the nine Board members are
appointed by the Mayor of the City of Indianapolis, two Board members are appointed by the
City/County Council and two members are elected as representatives for the Family and Senior
community sites. The Agency’s day-to-day operations are directed by the Agency’s Executive
Director. The Agency is primarily funded through the United States Department of Housing and
Urban Development.

With approximately 145 employees, the Agency administers its programs with an operating budget
of approximately $64 million per year and a total budget of approximately $68 million per year.

Quote Due Date and Time

IHA will receive an original and one copy of the quote from qualified companies or combinations of
qualified companies for the provision of vacant unit cleaning services to all communities of IHA.
One quote shall be marked original. Quotes will be received at IHA Administrative Offices, 1919 N.
Meridian Street, Indianapolis, IN 46204 on Friday, November 9, 2018 until 2:00 P.M. local time.

Quotes will not be accepted after 2:01 P.M. local time. Faxed or e-mail copies will not be
accepted.

IHA reserves the right to waive any minor informalities, or irregularities in the ITQ and ITQ
documents and to reject any and all responses. Lateness of response is not considered a minor

informality or irreqularity

SUBMITTAL OF QUOTE AND BID TAB STRUCTURE

The quote form has taken on a different structure, dividing the sites to be serviced into districts as
follows:



Downtown District:
Barton Tower (247 units)
Barton Annex (126 units)
Indiana Avenue Sr. Apartments (106 units)
The Braxton at Lugar (74 units)
Lugar Tower Apartments (224 units)

South and West Districts
Concord/Eaglecreek (171 units)
Laurelwood Apartments (135 units)
Rowney Terrace (96 units

East District
Blackburn Terrace (244 Units)
Twin Hills (64 units)
Beechwood Gardens (164 units)
Hawthorne Place (160 units)
The Georgetown Apartments (90 units)

There will be one quote form for each district. It is a vendor business decision to respond to a
specific district(s) or respond to all, as provided in the quote form. IHA may choose a single
contractor or multiple contractors all to the benefit of IHA.

PRE-QUOTE CONFERENCE AND UNIT WALK-THROUGH
A pre-quote conference has not been scheduled.

A unit walk-through will be required as a condition of the ITQ response. Each contractor will be
required to submit a site visitation form, signed by the community manager or his/her authorized
representative, with their response. Failure to submit this inspection sheet will result in a quote being
deemed non-responsive. See Attachment D.

Site visits are required; however, it is not required to visit all communities. A representative
sample would be one family community (south and west or east districts) and one
senior community (one downtown district).

Contractors are advised to make a thorough inspection of units to include but not be limited to behind
and under major appliances, closets, under sinks, cabinets and utility spaces.

To schedule site visits, contact Michael Robinson, Facility Services Manager at 317-281-0282 or via
email at mrobins@indyhousing.org.

QUESTIONS

Deadline for questions is Friday, November 2, 2018 at 11:00 A.M. local time. Questions must be
submitted in by e-mail to Diane Padgett, Procurement Manager, dpadget@indyhousing.org.
Questions not in writing will not be answered. Questions and answers will be posted on the “Doing
Business With IHA” tab of the agency’s website (www.indyhousing.org). Contractors are strongly
advised to monitor website for updates.



MBE/WBE/VBE/DOBE PARTICIPATION REQUIREMENTS

1.

It is the policy of the Indianapolis Housing Agency that Women'’s Business Enterprises (WBE),
Minority business Enterprises (MBE), Veteran Business enterprises (VBE), and
Disability-owned business enterprises (DOBE) shall have the maximum feasible
opportunity to participate in the performance of contracts. Consequently, the Owner
has established the following percentage goals for MBE, WBE, VBE, and DOBE
participation on this Project, based on the Contract Price as awarded to the successful Bidder:
MBE: fifteen percent (15%)

WBE: eight percent (8%)

VBE: 3 percent (3%)

DOBE one percent (1%)

Initial evaluation and review of a Bidder’s compliance with the requirements set forth herein

in respect of MBE/WBE/VBE/DOBE participation, including review of documentation and

information submitted by Bidders, shall be undertaken by IHA.

A Bidders shall complete the Bidders itemized Proposal and Declarations form

for construction or goods & services to disclose the status of its ability to meet

the MBE/WBE/VBE/DOBE goals as of the submittal due date. Failure to do so

shall deem the response non-responsive.

B Any Bidder who does not meet a project goal must petition IHA for relief from
that goal by filing an application for a waiver, which application shall be
submitted with the other required bid documents. The application for the
waiver shall show with detailed documentation all good faith efforts that were
made by the Bidder for the purpose of fulfilling the project goal and to assure
that MBE, WBE, VBE, and DOBE firms are used as sources of supplies,
equipment, construction and services. The application for
MBE/WBE/VBE/DOBE program waiver form shall be requested by
contacting IHA, Procurement Department, 1919 N. Meridian Street,
Indianapolis, IN 46202 or via phone at 317-261-7184. The application shall be
submitted as a 72 hour post-bid submittal.

C Examples of good faith efforts for MBE/WBE/VBE/DOBE shall include, at a
minimum, all of the following:

1 Documentation of any advertising that the Bidder performed in search
for prospective MBE/WBE/VBE/DOBE for the contract in general
circulation, trade, and minority-focused media.

2 Documentation of any written notifications that the bidder provided to
MBE/WBE/VBE/DOBE firms notifying them of contracting
opportunities in sufficient time to allow them to participate, and to
minority business assistance agencies for the purpose of locating
prospective MBE/WBE/VBE/DOBE for the contract. Documentation
must also include written notification to IHA for
assistance in locating prospective MBE/WBE/VBE/DOBE firms for the
contract.

3 Documentation of the Bidder’s efforts t select portions of the work to
be performed by MBE/WBE/VBE/DOBE firms in order to increase the
likelihood of achieving the stated goals, including the division of
contracts into economically-feasible units to facilitate participation.

4 Documentation of direct contact and negotiations with
MBE/WBE/VBE/DOBE firms and/or partnerships for specific sub-bids,
including at a minimum the following information;

A The names, addresses and telephone numbers of
MBE/WBE/VBE/DOBE firms that were contacted,;
B A description of the information provided to

MBE/WBE/VBE/DOBE firms regarding the plans and

specifications for portions of the work to be performed;
C A statement of why prospective agreements with

MBE/WBE/VBE/DOBE firms were not reached.



5 Documentation of technical assistance provided to
MBE/WBE/VBE/DOBE firms for obtaining bonding, insurance
or a needed line of credit for the project.
6 Documentation relevant to any other efforts the Bidder has made to
assist MBE/WBE/VBE/DOBE firms in overcoming the
traditional barriers of participation in the industry affected by
the contract.
7 Documentation of efforts to research other possible areas of
participation, including, but not limited to, any of the
following:
A Suppliers;
B Shipping or transport enterprises;
C Engineering enterprises; and
D Any other role that may contribute to the production and
delivery of the product or service specified in the contract.
D The bidder shall maintain adequate records of all relevant data with respect to
the utilization and attempted utilization of MBE/WBE/VBE/DOBE firms and
shall provide full access to these records to the owner upon its request to
inspect them.
The apparent successful Bidder shall, within three (3) business days after notification by the
Owner, provide the application for Program Waiver (if Bidder has not met all goals as set out
in section 1 above), and any supporting documentation deemed necessary by the owner to
demonstrate utilization of good faith efforts to achieve or maximize MBE/WBE/VBE/DOBE
firms, participation goal levels as set out in section 1 which shall serve as an additional
condition to the Bidder being found responsible and responsive.
The decision of the Owner concerning whether or not a Bidder has satisfactorily
demonstrated good faith efforts shall be conclusive and binding upon such Bidder.
Where a Bidder proposes to utilize a MBE/WBE/VBE/DOBE firm that has not been
certified as such by the City of Indianapolis, Office of Minority & Women Business
Development shall submit a completed certification application for such
MBE/WBE/VBE/DOBE. The MBE/WBE/VBE/DOBE must become certified by OMWBD
to count toward attainment of the MBE/WBE/VBE/DOBE goals for the project. Bidders
must obtain copies of the certification from OMWBD at Suite 1260, City-County
Building, 200 E. Washington Street, Indianapolis, IN 46204. Phone is 317-327-5262; Faxis
317-327-4482.
For the purposes of determining the degree of participation for MBE/WBE/VBE/DOBE
firms operating as participants in Joint Ventures, as Subcontractors or Suppliers, the
following methodology shall be utilized:
A A Joint Venture Bidder consisting of one or more MBE/WBE/VBE/DOBE
parties will be credited with MBE/WBE/VBE/DOBE participation on the basis
of percentage of the dollar amount of the work to be performed by the
MBE/WBE/VBE/DOBE. For example, if such Joint Venture proposes to
perform fifty percent (50%) of the dollar amount of the work quoted at
$1,000,000 and fifty percent 950%) of the work is to be
performed by the MBE/WBE/VBE/DOBE Joint Venture partner,
MBE/WBE/VBE/DOBE participation will be credited as twenty-five percent
(25%) of the work or $250,000.
B A Bidder will receive sixty percent (60%) toward goal attainment for the use
of minority suppliers who are not manufacturers, i.e. where a Bidder proposes
to purchase $10,000 worth of construction materials from a minority Supplier
who did not manufacture the materials, $60,000 will be credited toward the
Bidder’s minority participation goal. However, where the minority Supplier is
the manufacturer of the product supplied, the Bidder will receive
MBE/WBE/VBE/DOBE credit of one hundred percent (100%) of the dollar
amount of the supply contract.
The Owner may, at any time before or after award, require the Bidder/Contractor to submit
additional information to the owner regarding MBE, WBE, VBE, OR DOBE certification and



utilization. Such information may include but not be limited to: (i) Copies of all executed
agreements for each MBE/WBE/VBE/DOBE enterprise engaged to satisfy the participation
goals, showing (ii) the name and address of the MBE/WBE/VBE/DOBE, (iii) the scope of work
to be performed, (iv) the dollar value of work to be performed or furnished by each proposed
MBE/WBE/VBE/DOBE subcontractor or MBE/WBE/VBE/DOBE joint venture partner, (v)
acknowledgment and acceptance of the agreement by the MBE/WBE/VBE/DOBE and (vi)
monthly utilization payment reports with each monthly application for payment using the on-
line submittal process (MyLCM).

9. Failure to comply with the MBE/WBE/VBE/DOBE provisions of the contract may result
in one or more of the following sanctions: cancellation, terminator or suspension of any
contracts, or any portion(s) thereof, including but not limited to withholding any
progress payment or any other monies payable or due under the contract, and/or
inclusion on the Owner'’s list of contractors or vendors who are non-responsible due to
MBE/WBE/VBE/DOBE violations, meaning Bidder would not be eligible to do work for the
Owner for a specified period

SECTION 3

Prospective responders are advised that the project is a “Section 3” covered project and described
in 24 CFR 135, which implements Section 3 of the Housing and Urban Development Act of 1968, as
amended (‘Section T). Without limitation of any other applicable affirmative action requirements, the
successful bidder and any other subcontractor’s, such as, but not limited to, delivery, assembly and
provision of raw materials, will also have an obligation to cause the work to be performed, to the
greatest extent feasible, by business concerns located in or owned in substantial part by persons
residing in the area of the project (i.e., City of Indianapolis), as those terms are defined in the
documents. The employment of individuals residing in the communities or neighborhoods in which
the project is located is considered as integral part of the Section 3 requirement. Admissions(s) to
apprenticeship programs may also be considered as a fulfillment of the Section 3 requirement. The
form and further information on Section 3 are available on IHA’s website. Failure to complete and

include this form will disqualify a Contractor’s response.

COMPLIANCE WITH E-VERIFY PROGRAM

Pursuant to IC 22-5-1.7, Contractor shall enroll in and verify the work eligibility status of all newly
hired employees of Contractor through the E-Verify Program (“Program”). Contractor is not
required to verify the work eligibility status of all newly hired employees through the Program if the
Program no longer exists.

e Contractor and its Subcontractors shall not knowingly employ or contract with an
unauthorized alien or retain an employee or contract with a person that Contractor or its
Subcontractor subsequently learns is an unauthorized alien. If Contractor violates this
section, Owner shall require Contractor to remedy the violation not later than thirty (30) days
after Owner notifies Contractor. If Contractor fails to remedy the violation within the thirty
(30) day period, Owner shall terminate the contract for breach of contract. If Owner
terminates the contract, Contractor shall, in addition to any other contractual remedies, be
liable to Owner for actual damages. There is a rebuttable presumption that Contractor did
not knowingly employ an unauthorized alien if Contractor verified the work eligibility status
of the employee through the Program.

o If Contractor employs or contracts with an unauthorized alien but Owner determines that
terminating the contract would be detrimental to the public interest or public property,
Owner may allow the contract to remain in effect until Owner procures a new contractor.

e Contractor shall, prior to performing any work, require each Subcontractor to certify to
Contractor that the Subcontractor does not knowingly employ or contract with an
unauthorized alien and has enrolled in the Program. Contractor shall maintain on file a
certification from each Subcontractor throughout the duration of the Project. If Contractor
determines that a Subcontractor is in violation of this section, Contractor may terminate its



contract with the Subcontractor for such violation. Such termination may not be considered a
breach of contract by Contractor or the Subcontractor.

AWARD, CONDITIONS ,SUBMITTALS

Unless all responses are rejected, and subject to approval by IHA, and possible approval by the IHA
Board of Commissioners and the U.S. Department of Housing and Urban Development

(HUD), an award or awards will be made to the most responsive and responsible quoter(s) for the
quoted services. Contractors may quote on single AMP’s or multiples AMP’s or Agency

wide. IHA reserves the right to award the contract to multiple contractors all to the benefit of IHA. In
case of ties, IHA reserves the right to select a single contractor by means of drawing or other device,
all to the benefit of IHA. By submission of quote, all contractors agree to this decision process.

A contract will be required of the successful vendor. Please see sample posted on the “Doing
Business With IHA” tab of the agency’s website (www.indyhousing.org). Contract shall be for two (2)
years with an option to renew for two (2) additional two (2) year terms

There are no guaranteed minimum or maximum vacant unit cleans either stated or implied.

Complete and return the following: The documents are also available on the IHA website:
At www.indyhousing.oxq, click on the “Doing Business With IHA” tab.

1. HUD-5369-B Instructions to Offerors Non-Construction (Does not require a signature but must be
returned as acknowledgement of the terms contained therein.)

MBE/WBE/VBE/DOBE Contractors Initial Response Form

MBE/WBE/VBE/DOBE Certification; where applicable

Certificate of Non-Organizational Conflict of Interest

Non-Collusive Non-Identity of Interest Affidavit

Non-Segregated Facilities form

Affidavit of E-Verify Compliance

Section 3 Contractor Initial Response Form

A current certificate of insurance is required with each quote. The successful contractor must be
able to supply certificates of insurance for the following: Minimum of one million dollars in general
liability, one million dollars vehicular liability, and statutory requirements for worker’s compensation
naming the Indianapolis Housing Agency as additional insured.

10. Three references to include names, addresses, primary contact and primary contacts’ telephone
numbers. References shall include apartment complexes that approximate the size of IHA
communities and unit sizes. References shall not be IHA employees.

13. Site Visitation Forms, Attachment D.

14. Quote form(s) for each district. The attached tab sheets are the only acceptable submittals for the
ITQ to be completed by Contractor
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At the time the ITQ is due, only the quote form is required. All other documents may be
submitted at the time the ITQ is due or as a part of the 48 hour post bid submittals. All the
above must be submitted for a response to be deemed responsive and considered for award.

The following attachments are included with this Invitation to Quote:
Attachment A — Scope of Services
Attachment B-1 through B-3 — Quote Form

Attachment C — Community Directory
Attachment D - Sign In/Visitation Sheet
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ATTACHMENT A
SCOPE OF SERVICES
VACANT UNIT CLEANING ALL LOCATIONS

Community Managers will contact Contractor to perform services on an as needed basis. There are
no guaranteed minimum or maximum cleanings.

Contractor shall work within the work schedule and time line specified by the Indianapolis Housing
Agency. Contractor shall be on site, prepared to perform the services within 24 hours of being
notified by the Property Manager. Exceptions shall be made and accommodated for emergencies.
According to unit size, service shall be completed within the following timeframes:

1 BR - within 24 hours of contractor starting job
2 BR — within 24 hours of contractor starting job
3 BR - within 48 hours of contractor starting job
4 BR — within 48 hours of contractor starting job
5 BR — within 72 hours of contractor starting job

Agency reserves the right to contract with additional vendors if Contractor cannot keep up with the
work load.

Community Manager will ensure that apartment will be vacant and empty before Contractor starts
cleaning.

Contractor is responsible to provide all labor, materials, and equipment to perform Scope of
Services.

The Contractor shall provide the following services:

Spot and shampoo carpeting (Barton Annex and The Braxton at Lugar only)
Sweep and mop all floors
Strip floors with buffer, including corners/behind toilets
Wax floors; two (2) coats minimum
Clean inside, outside and top of kitchen cabinets/drawers/kick plates underneath cabinets
Clean and polish kitchen cabinets
Clean range hood and filter/splash shields if not replaced
Clean all closets (floors and shelves)
Wash windows inside
Wash all walls to include closets and utility rooms
Clean debris out of window tracks and sills
Clean and polish all faucets
Clean and polish all tubs, showers, and tub shower combinations
Clean and polish toilets, sinks, lavatories, vanities, ceramic tile, towel bars, tissue, soap and
toothbrush holders, mirrors and medicine cabinets (inside and out)
Clean receptacle plates and switch plates
Clean light fixture lens/shields
Clean stair treads
Clean ranges, ovens, and burners; interior and exterior
Clean refrigerators/freezers; interior and exterior
Clean countertops and shine
Clean entry doors, storm doors and thresh-holds
Clean all door hardware, including doorknobs, strike plates, and hinges
Clean all vents and registers
Clean utility room:
Clean with appropriate cleaner
Clean/dust exterior of furnace



Clean/dust water heater
Remove spider webs
Clean laundry box
Contractor shall be responsible for all damage to unit and/or equipment and furnishings

End of Scope of Work



INVITATION TO QUOTE
VACANT UNIT CLEANING
QUOTE FORM
ATTACHMENT B-1
Downtown District

Contractor’s Price - Quote Form

By submission of this quote document, Vendor certifies that it has the labor and
materials necessary to perform the tasks as outlined in the Scope of Work.
Contractor agrees to perform the work in accordance with the Scope of Work. There
shall be no extras. By submission of this quote response, Contractor affirms that it
has the necessary expertise, labor, and equipment to perform scope of work in
professional and workmanlike fashion in accordance with the standards of the trade.

Square footage is averaged and approximate

$ (1) Bedroom unit, 532 square feet

$ (2) Bedroom Unit — 897 square feet

Firm Submitting Quote:

Address:

Name:

Printed:

Telephone # Fax #

Cellular: E-mail:

Date




INVITATION TO QUOTE
VACANT UNIT CLEANING
QUOTE FORM
ATTACHMENT B-2
South and West Districts

Contractor’s Price — Tab Sheet

By submission of this quote document, Vendor certifies that it has the labor and
materials necessary to perform the tasks as outlined in the Scope of Work.
Contractor agrees to perform the work in accordance with the Scope of Work. There
shall be no extras. By submission of this quote response, Contractor affirms that it
has the necessary expertise, labor, and equipment to perform scope of work in
professional and workmanlike fashion in accordance with the standards of the trade.

Square footage is averaged and approximate

FAMILY SITE DEVELOPMENT

$ 1 Bedroom, 645 square feet
$ 2 Bedroom, 948 square feet
$ 3 Bedroom, 1,052 square feet
$ 4 Bedroom, 1,275 square feet
$ 5 Bedroom, 1,378 square feet

Firm Submitting Quote:

Address:

Name:

Printed:

Telephone # Fax #

Cellular: E-mail:

Date:
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INVITATION TO QUOTE
VACANT UNIT CLEANING
QUOTE FORM
ATTACHMENT B-3
East District

Contractor’s Price — Tab Sheet

By submission of this quote document, Vendor certifies that it has the labor and
materials necessary to perform the tasks as outlined in the Scope of Work.
Contractor agrees to perform the work in accordance with the Scope of Work. There
shall be no extras. By submission of this quote response, Contractor affirms that it
has the necessary expertise, labor, and equipment to perform scope of work in
professional and workmanlike fashion in accordance with the standards of the trade.

Square footage is averaged and approximate

FAMILY SITE DEVELOPMENT

$ /unit 1 Bedroom Unit, 697 square feet
$ /unit 2 Bedroom Unit, 770 square feet
$ /unit 3 Bedroom Unit, 988 square feet
$ /unit 4 Bedroom Unit, 1,195 square feet
$ /unit 5 Bedroom Unit, 1,375 square feet

Firm Submitting Quote:

Address:

Name:

Printed:

Telephone # Fax #
Cellular: E-mail:

Date
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DOWNTOWN DISTRICT

John J. Barton Apartments
555 Massachusetts Avenue
Indianapolis, IN 46204

Indiana Ave Senior Apartments
825 Indiana Avenue
Indianapolis, IN 46202

The Braxton at Lugar
921 Fort Wayne Avenue
Indianapolis, IN 46202

EAST DISTRICT

Blackburn Terrace
3091 Baltimore
Indianapolis, IN 46218

Beechwood Gardens
2915 N. Graham
Indianapolis, IN 46218

The Georgetown Apartments
3641 Bunker Hill Drive
Indianapolis, IN 46203

SOUTH AND WEST DISTRICTS

Laurelwood Apartments
3340 Teakwood
Indianapolis, IN 46227

Concord/Eaglecreek
3125 Concord Court
Indianapolis, IN 46222

COMMUNITY DIRECTORY
ATTACHMENT C

John J. Barton Annex
501 N. East Street
Indianapolis, IN 46204

Lugar Tower
901 Fort Wayne Avenue
Indianapolis, IN 46202

16 Park
1621 W. Park Avenue
Indianapolis, IN 46202

Twin Hills
2210 E. 36" Street
Indianapolis, IN 46218

Hawthorne Place
5244 E. 3214 Street
Indianapolis, IN 46218

Rowney Terrace
1353 S. Riley
Indianapolis, IN 46203



ATTACHMENT D
ITQ VACANT UNIT CLEANING

SITE VISITATION SHEET (MAY BE DUPLICATED)

Community Name:

Name of Manager

Manager’s Signature:

Date of Visit:

Name of Contractor:

Signature of Contractor’s representative:

END OF ITQ
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