
Town of Ridgeland, SC 
PO Box 1119, Ridgeland, SC 29936 

Tel: (843) 726-7500  E-mail: admin@ridgelandsc.gov 
        Fax: (843) 726-7525                Web: www.ridgelandsc.gov 

 

 
 

REQUEST FOR BID PROPOSALS (“RFP”) 

   CLEANING SERVICES FOR TOWN BUILDINGS 

 
The Town of Ridgeland is soliciting sealed bids for a one (1) year contract for cleaning services for Town 

buildings. 

 

Vendors are required to submit written proposals that present the vendor’s qualifications and 

understanding of the work to be performed. The vendor’s proposal should be prepared simply and 

economically and should provide all the information it considers pertinent to its qualifications for the 

Specifications listed herein. Emphasis should be placed on completeness of services offered and clarity of 

content. 

 

The sealed proposal must be submitted no later than 12:00 p.m. on Friday, June 21, 2019, to the 

following address: 

 

Town of Ridgeland 

“RFP-Cleaning 

Services” 

Attn: Town Clerk 

PO Box 1119 

Ridgeland, SC 29936 

 

Qualified firms requiring additional information or clarification relative to the contents of the bid may 

direct inquiries to Penny Daley, Town Clerk at (843) 726-7502 or pdaley@ridgelandsc.gov . 
 

The Town reserves the right to reject any or all bids/proposals or any part thereof, to waive any 

informality, or information in the bids/proposals, and to accept the bid/proposal considered to be in the 

best interest of the Town. The Town also reserves the right to conduct reasonable negotiations with low 

bidders and sole bidders. The Town reserves the right to contact references provided to assist in the 

determination of a winning bid. Failure to submit all information may declare bid/proposal as non- 

responsive subject for disqualification. FAXED BIDS WILL NOT BE ACCEPTED. 

mailto:townadmin@hopkinton-nh.gov
mailto:pdaley@ridgelandsc.gov
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Specifications 
 

Ridgeland Town Hall (1 Town Square, Ridgeland) 
 

One Time per week 

 Vacuum all public areas including offices 

 Mop tiled surface areas-Water Department Entry Way, Bathrooms & Kitchen 

 Clean hardwood floor areas with Bona Hardwood Floor Cleaner or Squeaky Clean by Basic 

Coatings 

 Dust and clean horizontal surfaces (cleared surfaces of desks, chairs, tables, filing cabinets, 

furniture and unobstructed work areas.) 

 Sanitize telephones 

 Empty wastebaskets 

 Wipe down kitchen countertop, sink, stove, refrigerator, microwave and table 

 Sweep surface of immediate exterior entry areas 

 Remove soil on entrance doorframes, handles, glass and thresholds 

 

 

Twice per week  

   Clean and sanitize bathrooms Monday & Wednesday 
 Toilets inside and out 
 Sinks 
 Countertops 
 Floors including corners 
 Areas around light switches 
 Mirrors 
 Walls around toilets as needed 
 Fill paper towel, toilet paper, and soap dispensers as needed (Soap and paper products will be 

provided by the Town) 
      

 Monthly 

o Dust/clean baseboards 
o Dust/clean blinds 
o Clean cobwebs from corners 
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Ridgeland Police Department (11323 N. Jacob Smart Blvd., Ridgeland) 
 

One Time per week 

 Vacuum all public areas including offices 

 Steam mop all floor surface areas 

 Dust and clean horizontal surfaces (cleared surfaces of desks, chairs, tables, filing cabinets, furniture 

and unobstructed work areas) 

 Sanitize telephones 

 Empty wastebaskets 

 Wipe down kitchen countertop, sink stove, refrigerator, microwave and table 

 Sweep surface of immediate exterior entry areas 

 Remove soil on entrance doorframes, handles, glass and thresholds 

 Clean and sanitize bathrooms 

o Toilets inside and out 

o Sinks 

o Countertops 

o Floors including corners 

o Areas around light switches 

o Mirrors 

o Walls around toilets as needed 

o Fill paper towel, toilet paper, and soap dispensers as needed (Soap and paper products will be 

provided by the Town 

 

Monthly 

 Dust/clean baseboards 

 Dust/clean ceiling vents 

 Dust/clean blinds 

 Clean cobwebs from corners 
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General Information 
 

 

   

The duties listed above shall be performed within the time frames stated. Should the Town of Ridgeland 

receive any complaints or concerns about any of these tasks listed, it will be at the Town Administrator’s 

discretion to decide a course of action up to and including termination. 

 

The Contractor will supply cleaning products and equipment. The Town of Ridgeland will provide paper 
products, trash bags, hand soap, and similar supplies needed. 

 
 

 

Required Insurance 

A current insurance certificate must be provided prior to commencing any work on this project in the 

following amounts: 

Comprehensive General Liability combined single limit $ 1,000,000.00 

Worker’s Compensation & Employers Legal Liability $ 500,000 per accident 
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This Bid is hereby submitted to the Town of Ridgeland, SC. We understand that this bid will become part 

of public record from the time it is opened, and the Town of Ridgeland reserves the right to modify any 

and all specifications. (In this event all interested vendors will be contacted). 

 

In compliance with all specifications enclosed, the bidder hereby proposes to furnish all products and 

perform all services in strict accordance with the contract documents provided. All services must be 

completed at the prices stated below. 

 

Please provide a monthly cost below: 

 

The CONTRACTOR agrees to perform the scope of work described above as “monthly” or more 

frequently, and comply with the terms therein for this price for the 2019/20 FISCAL year 

(07/01/19-06/30/20): 

 
 

Ridgeland Police Department Monthly Cost: $______________________ 

Ridgeland Town Hall Monthly Cost:         $    

   

NOTE: The Town reserves the right to award each building separately or all buildings as a 

package deal, with the lowest responsible bidder being considered. 

 
The CONTRACTOR agrees to perform the scope of work described above as “annually” and other tasks 

as negotiated, and comply with the terms therein for this hourly price for the Town’s Fiscal Year, which 

begins July 1
st
, 2019 and runs until June 30, 2020.  The contractor agrees to provide the Town with a list 

of employees that will be performing the scope of work described in this contract: 

 
Hourly Rate: $ 

 

 
Please provide a list of three references with sealed bid. The Town reserves the rights to call references. 

Please provide a list of any municipal clients the company has worked with in the past with dates. 
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  Proposal submitted by (Business Name):__________________________________________________________ 

Business mailing address:    
 

Business phone:  Business fax: 
 

 

Business type:  (Individual, Partnership, Corporation, LLC, etc.) 

 

Business Tax ID Number: _______________________________________ 

 

Name of person authorized to sign proposals:    
 

Title of person authorized to sign proposals:    
 

Signature of person authorized to sign proposals:    
 

Email of person authorized to sign proposals:    
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GENERAL TERMS AND CONDITIONS 

 
PREPARATIONS OF BIDS/PROPOSALS: 

Bids/Proposals shall be submitted on the form provided and must be signed by the bidder or 

his/her authorized representative. The person signing the proposal shall initial any corrections to 

entries made on the attached forms. 

 

Bidders must provide pricing on all items appearing on the bid forms unless specific directions in 

the advertisement, on the bid form, or in the special provisions allowed for partial bids. Failure to 

provide pricing on all items may disqualify the bid. 

 

Any questions or inquiries must be submitted in writing, and must be received by Town Administrator 

Neal Cass no later than seven (7) calendar days before the Bid/Request for Proposal due date in order to 

be considered. Any changes and responses to any questions submitted to the Bid/Request for Proposal 

will be provided to all bidders of record. 

 

SUBMITED BIDS/PROPOSALS: 

Proposals must be submitted as directed in the Invitation to Bid (page 1), and on the forms 

provided unless otherwise specified. Proposals must be typewritten or printed in ink. Proposals 

must be mailed or delivered in person. Proposals that are faxed or emailed will not be accepted. 

 

WITHDRAWING BIDS/PROPOSALS: 

Proposals may be withdrawn prior to the opening date and time upon written request of the 

bidder. Negligence on the part of the bidder in preparing his/her proposal shall not constitute a 

right to withdraw a proposal subsequent to the proposal opening. 

 

LIMITATIONS: 

This Invitation to Bid does not commit the Town to award a contract, to pay any costs incurred in 

the preparation of a response to this invitation, or to procure or contract for services or supplies. 

The Town reserves the right to accept or reject any or all proposals received as a result of this 

invitation to bid, or to cancel in part or in its entirety this RFP/Bid, if it is in the best interest of 

the Town to do so. 

PROPOSAL RESULTS: 

All sealed bids received will be considered confidential and not available for public review until 

after the bid opening is conducted. 

 

KNOWLEDGE AND EXPERIENCE: 

Provide a description of the firm’s knowledge and experience in the industry. Highlight your 

company’s experience to provide the highest quality and effective product and reliable service 

and support. 

 

MODIFICATIONS AFTER AWARD: 

The Town reserves the right to incorporate minor changes/modifications, which may be required after an 

award has been made. The vendor will incorporate these changes at no additional cost, but may protest 

such action and not be bound by any such request if it can prove the timing or extent of the modifications 

implies major effort on its part. Modifications will be requested based on improvements to services that 

might be needed after the award of this RFP with reasonable accommodations being made with approval 

from both the Town and the vendor. 
Page 16 
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CANCELLATION OF AWARD: 

The Town reserves the right to cancel the award without liability to the proposer at any time 

before a contract has been fully executed by all parties and is approved by the Town. 

 

CONTRACT: 

Any contract between the Town and the vendor shall consist of (1) the Request for Proposal 

(RFP) and any amendments thereto and (2) the Vendor’s proposal in response to the RFP. In the 

event of a conflict in language between documents (1) and (2) referenced above, the provisions 

and requirements set forth and referenced in the RFP shall govern. The Town also reserves the 

right to clarify any contractual relationship in writing with the concurrence of the Vendor and 

such written clarification shall govern in case of conflict with the applicable requirements 

contained in the RFP and the Vendor’s proposal. 

 

In all other matters not affected by written clarification, if any the RFP shall govern. The Vendor 

is cautioned that this proposal shall be subject to acceptance without further clarification. 

 

EXECUTION OF AGREEMENT: 

The successful bidder shall sign (execute) the necessary agreements for entering into the contract 

and return such signed agreements to the town within ten (10) calendar days from the date mailed 

or otherwise delivered to the successful proposer. 

 

FAILURE TO EXECUTE AGREEMENT: 

Failure of the successful proposer to execute the agreement at the date and time agreed upon by 

the Town and the successful bidder shall be just cause for cancellation of the award and forfeiture 

of all deposits. 

 

CONTRACT TERMINATION: 

If at any time the proposer fails to provide proper services during the contract period, the Town of 

Hopkinton, NH will have the option to terminate the contract at any time without notice. In such an event, 

all finished and unfinished work, services, plans, data programs and reports prepared by the Vendor under 

this contract shall become the Town’s property and the Vendor shall be entitled to receive just and 

equitable compensation for any satisfactory work completed. However, the Vendor shall not be relieved 

of liability to the Town for damages sustained by the Town by virtue of any breach of any contract. The 

Town may hold payments until such time as the exact amount of damages due the Town is determined. 

INSURANCE CERTIFICATES: 

The proposer must supply a current insurance certificate before any work commences. See: Insurance 

requirements. 

 

WORKERS COMPENSATION: 

All proposers and subcontractors at every tier under the proposer will conform to the requirements of 

this RFP. 

 

PRICING: 

Unless otherwise specified all prices listed are firm for the term of the contract. All prices should include 

all labor and material costs, and any discounts offered. All fuel surcharges, delivery charges and 

miscellaneous charges that are not part of the terms and conditions of this contract will only hold up 

payment if they are added to the submitted invoice. 

 

INVOICING: 
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Unless otherwise specified, invoices will be submitted to Town of Ridgeland, PO Box 1119, Ridgeland, 

SC 29936. The invoice must include an itemization of all items, supplies, repairs and labor furnished, 

including unit list pricing, net pricing and total amount due. 

 

PAYMENT: 

Unless otherwise specified or agreed upon, payment will be made within fifteen (15) days after the receipt 

of the invoice that’s approved by the Town or the completion of services. 

 

GUARANTEES AND WARRANTIES: 

All parts and labor related to agreements must be guaranteed and include a warranty. If any work is 

unable to be guaranteed, the contractor must inform the Town, in writing, prior to the delivery of an item 

or any work being performed. 

 

FORCE MAJEURE: Neither party shall be liable for any inability to perform its’ obligations under any 

subsequent agreement due to war, riot, insurrection, civil commotion, fire, flood, earthquake, storm or any 

other act of God. 

 

NOTIFICATION: 

Notification of the parties shall be considered to have been constructively received when it is mailed via 

the United States Postal Service or delivered in hand to the parties as stated in the contract. 

SEVERABILITY: 

If any of the GENERAL TERMS AND CONDITIONS is held to be invalid or unenforceable, it will be 

construed to have the broadest interpretation which would make it valid and enforceable under such 

holding. Invalidity or unenforceability of a term or condition will not affect any of the other GENERAL 

TERMS AND CONDITIONS. 

 

PROVISION REQUIRED BY LAW DEEM INSERTED: 

Each and every provision and clause required by law to be inserted in this invitation for bids and any 

subsequent contract shall be deemed to be inserted herein and this invitation for bids and contract shall be 

read and enforced as though it were included herein and if through mistake or otherwise any such 

provision is not inserted, or is not correctly inserted, then upon the application of either party, the 

invitation for bids and contract shall forthwith be physically amended to make such insertion or 

correction. 

 

DISADVANAGED BUSINESS ENTERPRISES: 

The Town hereby notifies all vendors that it will affirmatively ensure that in any contract entered into 

pursuant to this invitation for buds, disadvantaged business enterprises will be afforded full opportunity to 

submit proposals in response to this request and will not be discriminated against on the grounds of race, 

color, national origin, religion, sex, age, or disability in consideration for an award. 

 

NON-DISCRIMINATION: 

Contracts from work resulting from this invitation for bids shall obligate the 

Vendor/Contractor and Subcontractors not to discriminate in employment practices on the 

grounds of race, color, national origin, religion, sex, age, or disability. Statements as to 

nondiscriminatory practices may be requested from the successful Vendor(s)/Contractor(s). 

 

DEFINITIONS: 

Proposal shall also mean quotation, bid, offer qualification/experience statement and services. Proposers 
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shall also mean vendors, offerors, bidders, contractors or any person or firm responding to an invitation 

for bids. 

 

GOVERNING LAW: 

The Laws of the State of South Carolina shall govern all contracts entered into by the Town of 

Ridgeland, SC. Any disputes, disagreements or contract issues, which cannot be settled between the 

Town of Ridgeland, SC and the Vendor/Contractor, shall be resolved within the venue of the 14
th

 

Judicial Circuit in Jasper County, SC. 


