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REQUEST FOR PROPOSALS (“RFP”) #18-16 
USPS HVAC MAINTENANCE SERVICES 

Proposals Due: May 16, 2019, by 2:00 PM (Pacific) 

1.0  REQUEST FOR PROPOSALS SUMMARY 

PROSPER PORTLAND, the assumed business name of the Portland Development Commission, 
the urban renewal and redevelopment agency of the City of Portland, requests competitive 
proposals from qualified and experienced individuals, companies, or teams (“Proposers” or 
“you(r)”) for HVAC maintenance services for Prosper Portland’s United States Postal Services 
(“USPS”) Processing and Distribution Center at 715 NW Hoyt Street (“USPS Property”), Portland, 
Oregon. 

2.0  CONTACT AND PROPOSAL DELIVERY INFORMATION 

Direct all questions and email ONE (1) SIGNED ADOBE ACROBAT VERSION (.PDF) OF YOUR 
PROPOSAL to the “Solicitation Coordinator” named here: 

Solicitation Coordinator*  Proposal Delivery Location 

Kelly Hartle, Procurement Services Coordinator* 

503-823-3298 

hartlek@prosperportland.us 

Email to: hartlek@prosperportland.us 

Subject Line: “Response to RFP 18-16” 

* The Solicitation Coordinator named here is Prosper Portland’s SOLE POINT OF CONTACT 
for this RFP. 

3.0   PROCUREMENT SCHEDULE 

Prosper Portland reserves the right to change this schedule for any reason. 

Procurement Activity Date 

Request for Proposals Issued April 23, 2019 

Mandatory Vendor Site Visit** May 7, 2019, 8 – 10am 

Deadline for Questions  May 9, 2019 

Proposal Due Date and Time*** MAY 16, 2019 BY 2:00 PM (PACIFIC) 

Evaluation Period, Ending (tentative)  May 27, 2019 

Contract Effective Date (anticipated) June 3, 2019 
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**The mandatory vendor site visit is scheduled for May 7, 2019. Interested Proposers will 

meet in the main lobby area of the USPS building at 715 NW Hoyt Street at 8am. Prosper 

Portland staff will lead a tour of the building and HVAC equipment. Questions will be 

entertained provided all parties can hear questions and responses. Email 

hartlek@prosperportland.us to RSVP your company. We do not need individual names at 

that time. 

*** To be considered for award of the contract, proposals must be received by the 

Solicitation Coordinator no later than the date and time listed here. 

4.0 PROJECT BACKGROUND 

The downtown Portland USPS site is part of the Broadway Corridor project. The 14-acre USPS 
Property is jointly owned by Prosper Portland and the Portland Housing Bureau. There is 
currently a retail component to the USPS Property. Prosper Portland seeks to ensure that the 
HVAC equipment remain functional at the site while the retail component is in operation. 
 
Exhibits A, B, and C provide photos of the equipment. 

• Exhibit A, Boiler 

• Exhibit B, Water Tank 

• Exhibit C, Rooftop Chiller  
 
For more information about the Broadway Corridor project, visit our website at 
https://prosperportland.us/?s=broadway+corridor. 

5.0  WORK REQUIREMENTS 

The work performed by the successful Proposer (the “Contractor”) under the contract awarded 
from this RFP (the “Contract”) will be HVAC maintenance services at the USPS Property. Key 
services and deliverables (or “Work Products”) Contractor will provide Prosper Portland under 
the Contract include: 
 

Equipment 

Monitor and Maintain  

• 2x Boilers in boiler room (Main Building 
o 1x Running Boiler (Turquoise) 
o 1x Turned Off Boiler (Blue-For Emergency) 

• 3x Chillers (Trane) 
o All chillers have oil lock out problems 
o Chiller #5 is not operational 
o Chiller #4 works on condenser C only 
o Chiller # has a leak on condenser A, and B, runs on condenser C 
o All condenser motors have been taken from other chillers to keep #3 

running 
o Most pumps and controls work 

• 1x Water Tank 
o Requires a certain amount of pressure to be stabilized 

• 3x Air Handlers 

mailto:hartlek@prosperportland.us
https://prosperportland.us/?s=broadway+corridor
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o Two air handlers on the 4th floor control the offices and lobby 
o One air handler on the 1st floor controls the box section 

Controls 

Monitor and Maintain 

• Chiller controls via computer 

• Heat pump controls via computer 
 

Required Site Visits 

• Walk-thru and inspection of all systems including water tank levels at least twice 
a week 

o Approximately 8 hours per week 
 

Service Calls  

• Will be primary point of contact for the Post Office for service, repair, and 
heating/cooling issues 

• Any repairs to be approved by Prosper Portland 
 
Prosper Portland reserves the right to modify, add, and/or remove certain tasks and activities 
prior to Contract execution; or though equitable amendment to the Contact, after Contract 
execution. 

6.0 PERFORMANCE SCHEDULE  

The Term of the contract will be approximately June 3, 2019 through February 28, 2021. 
Performance schedule requirements are listed above. 24/7 emergency services are required by 
Prosper Portland. 

7.0  SUBMITTAL REQUIREMENTS AND EVALUATION CRITERIA 

Proposals submitted in response to this RFP will be evaluated by comparing the quality, 
completeness, and competitiveness of your proposal with the following Submittal Requirements 
and Evaluation Criteria. Please organize your proposal in the order of the sections below.  

 7.1 Cover Letter  
Maximum Points Allotted for this Criterion: Not Scored 

 In a one-page cover letter, include the name, mailing address, phone and fax numbers, 
and email address of your primary point of contact for this RFP. The cover letter must be 
signed by a representative of the Proposer authorized to make a binding offer to Prosper 
Portland. 

7.2 Qualifications and Experience of Company and Personnel 
Maximum Points Allotted for this Criterion: 40 

Provide a description of your company’s and personnel’s experience in providing 
maintenance services on HVAC systems similar to the systems described in this RFP. For 
this section also include: 

• General scope of services your company provides and number of years your 
company has been providing the types of services listed in Section 5 of this RFP. 
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• A short profile of each key individual proposed to perform work under the 
Contract, including their training, work history and pertinent industry 
qualifications and certifications.  

• Brief description of similar jobs in the past three (3) years that best characterize 
your company’s capabilities. 

• List three (3) current or past references using jobs of similar scale and scope as 
described in this RFP. For each reference, include the reference’s company 
name, contact person, phone number, email address, and a description of the 
services provided for that reference. References may be checked at Prosper 
Portland’s discretion. 

7.4 Promotion of Certified Firms 
Maximum Points Allotted for this Criterion: 20 

Prosper Portland is committed to increasing contracting and subcontracting 
opportunities for State of Oregon certified disadvantaged, minority-owned, women-
owned, and emerging small business enterprises (collectively, “Certified Firms”) in order 
to promote their growth, capacity-building, and economic success of these businesses. 
As part of your response to this RFP, address the following: 

• Certification Status. Is your company currently a Certified Firm or has your 
company recently applied for certification with the State of Oregon’s 
Certification Office of Business Inclusion and Diversity (“COBID”)?  

• Subcontracting Plan. Do you intend to subcontract any element of the work 
described in this RFP? If so, provide the following information (a) the name(s) of 
the Certified Firm(s) and (b) the aspects of the work that will be subcontracted 
to Certified Firm(s). 

• Past Experience. Have you subcontracted or partnered with any Certified 
Firm(s) on any project(s) within the past thirty-six (36) months? If so, indicate 
both the project(s) and the role of the Certified Company(s) on the project(s)? 

7.5 Price Proposal  
Maximum Points Allotted for this Criterion: 40 

Propose the total estimated cost to effectively complete the work and requirements 
described in the Statement of Work section this RFP. The total estimated cost must 
include: 

• Hourly rates of personnel assigned to perform work under the Contract as well 
as the estimated number of hours that will be required to maintain the HVAC 
equipment as requested in Section 5. A RANGE OF HOURLY RATES IS NOT 
ACCEPTABLE.  

• Any direct or indirect reimbursable expenses, including travel expenses, and 
any other expenses necessary to complete the work. State whether 
reimbursable expenses will be billed at direct cost or at cost plus a mark-up 
percentage.  

• Any up-charges, after hour/weekend and/or emergency rates. 

All unspecified costs will be borne by Contractor. 
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8.0  CONTRACT REQUIREMENTS  

8.1 Form of Agreement. The Proposer selected to perform the work described in this RFP 
will be invited to enter into a Personal Services Contract (the “Contract”) with Prosper 
Portland. The terms and conditions that will govern the Contract can be found in on 
Prosper Portland’s website [link]. PROPOSERS WHO PROPOSE CHANGES TO ANY 
CONTRACT TERM OR CONDITION MUST INCLUDE THEIR PROPOSED CHANGES IN THEIR 
PROPOSAL; HOWEVER, PROSPER PORTLAND IS UNDER NO OBLIGATION TO ACCEPT ANY 
SUCH PROPOSED CHANGES. The Contract will become effective upon execution by both 
parties.  

8.2 Compensation and Payment. The “Not to Exceed” value of the Contract will be based 
on the sum of all proposed costs including reimbursable expenses. Contractor’s 
personnel and reimbursable expenses, up to the Not to Exceed amount, will be payable 
on the basis of the Contractor’ time and materials. Prosper Portland PAYMENT TERMS: 
NET 30 DAYS.  

8.3 Contract Term. The initial term of the Contract will be for a period of 21 months which 
may be extended upon the mutual written agreement between the parties to the 
Contract. 

8.5 Contract Compliance. The Contractor must comply with the following before Prosper 
Portland will execute any Contract with that company: 

• Be a legal entity that has the authority to transact business in the State of 
Oregon <http://www.filinginoregon.com/business/index.htm> 

• Be certified as an Equal Employment Opportunity (EEO) employer through the 
City of Portland <https://procure.portlandoregon.gov/bso/> 

• Provide insurance documents consistent with the requirements listed below. 

The conditions in this section apply only to the successful Proposer and are not a 
condition to submit a proposal in response to this RFP.  

8.6 Insurance Requirements. Prior to execution of the contract, Contractor must furnish 
Prosper Portland with proof of the following types of insurance:  

• Workers' Compensation Insurance in compliance with ORS 656.017, which 
requires subject employers to provide workers’ compensation coverage for all 
their subject workers, unless exempt under ORS 656.027. 

• Commercial General Liability (CGL) insurance provided on an occurrence basis 
with a combined single limit of not less than $1,000,000 each occurrence, 
$2,000,000 general aggregate. Contractor shall endorse the following as an 
additional insured on the CGL policy: “The Portland Development Commission, 
the City of Portland, and each of their respective officers, agents, and 
employees.”  

• Automobile Liability with a combined single limit of not less than $500,000, 
each accident, covering all owned, non-owned, or hired vehicles. If Contractor 
does not own any automobiles, Contractor agrees to maintain coverage for 
hired and non-owned automobiles. 

http://prosperportland.us/wp-content/uploads/2017/04/PSC_Template_Under50k.pdf
http://www.filinginoregon.com/business/index.htm
http://www.filinginoregon.com/business/index.htm
http://www.filinginoregon.com/business/index.htm
https://procure.portlandoregon.gov/bso/
https://procure.portlandoregon.gov/bso/
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8.7 Insurance Certificates. As evidence of coverage and prior to execution of the Contract, 
the Contractor must provide certificates of insurance to Prosper Portland listing the 
Portland Development Commission at 222 NW 5th Avenue; Portland, OR 97209 as a 
certificate holder. The certificate should be sent to the attention of the Solicitation 
Coordinator identified in Section 2.0 of this RFP. Insuring companies or entities are 
subject to Prosper Portland’s acceptance and must be licensed to provide insurance in 
the state of Oregon. Contractor’s insurance shall be primary insurance, and any 
commercial insurance or self-insurance maintained by the City of Portland and/or 
Prosper Portland shall not contribute to it. 
 

9.0  GENERAL CONDITIONS OF THIS RFP 

All proposals submitted in response to this RFP are subject to the conditions and requirements 
contained within this RFP. All matters not specifically addressed in this RFP or the Contract, will 
be governed by Prosper Portland’s Local Contract Review Board Administrative Rules as well as 
applicable Oregon Revised Statutes and other rules pertaining to procurement and contracting 
at Prosper Portland. 

 
9.1 Proposal Preparation and Submission Instructions. You must email your proposal to the 

Solicitation Coordinator identified in Section 2 of this RFP no later than the “Proposal 
Due Date and Time” listed in Section 3. Your proposals must be typewritten and 
formatted for printing on 8.5” x 11” paper. You are encouraged to follow-up with a 
phone call to the Solicitation Coordinator if receipt of your proposal was not confirmed 
prior to the time proposals are due. IN NO CASE WILL PROSPER PORTLAND BE LIABLE 
FOR ANY LOST, LATE, OR UNDELIVERABLE PROPOSALS. 

9.2 Preparation Costs. Prosper Portland is not responsible for any costs you might incur in 
the preparation or submission of a proposal for this RFP. 

9.3 Questions and Changes to this RFP. Any requests for clarification or change to any 
matter contained in this RFP must be submitted by email to the Solicitation Coordinator 
listed in Section 2 of this RFP by the date listed in Section 3. Any material change or 
clarification of any matter contained in this RFP will be issued in the form of a written 
Addendum to this RFP. Oral comments offered by Prosper Portland staff will not modify 
this RFP in any way. 

9.4 Public Records and Disclosure. All proposals submitted in response to this RFP will become 
the property of Prosper Portland and will be subject to public disclosure pursuant to 
Oregon Public Records Law (ORS 192), except those portions of proposals that are clearly 
marked as exempt from ORS 192. Any such portion of a proposal must (1) meet the 
requirements of ORS 192.501(2), (2) be clearly marked as “Confidential,” and (3) by easily 
separable from the rest of the proposal to facilitate public review of the non-confidential 
portions of the proposal. IF THE ENTIRE PROPOSAL IS MARKED “CONFIDENTIAL” OR 
“PROPRIETARY,” THE PROPOSAL WILL NOT BE DEEMED TO HAVE BEEN SUBMITTED IN 
CONFIDENCE. 

9.5 Method of Evaluation. All responsive proposals will be reviewed and scored by an 
evaluation committee. Using the Evaluation Criteria listed in Section 7 of this RFP, 
evaluators will use their judgment to score the quality, completeness, and 
appropriateness of each Proposer’s written response as well as any relevant information 
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that Prosper Portland may subsequently request or discover. Prosper Portland will then 
add individual committee members’ scores to produce an initial ranking. The highest-
ranked Proposer(s) will be considered the finalist Proposer(s). 

9.6 Selection Process and Award Notice. At Prosper Portland’s option, formal interviews 
with the Finalist Proposer(s) may be part of the evaluation process of this RFP. If 
interviews are not conducted, Prosper Portland will award the Contract to the highest-
ranked responsive Proposer. If two or more finalists are interviewed, Prosper Portland 
reserves the right to either re-score the finalists’ proposals or use the original scores 
solely as the basis to determine the list of finalists and re-rank the proposals based on 
the combined strength of the finalists’ proposal and interview. 

9.7 Consent of Terms. By submitting a proposal in response to this RFP, you: (1) agree to 
make your proposal a binding offer to Prosper Portland for a period of sixty (60) 
calendar days after the date proposals are due; (2) have read, understand, and agree to 
be bound by all work and schedule requirements (Sections 5 and 6), contract 
requirements (Section 8), RFP general conditions (this Section 9), and contract terms 
and conditions (Section 10) contained in this RFP (including any addenda issued for this 
RFP); and (3) and that the information provided in your proposal is true and accurate. 

9.8 Reservation of Rights. Prosper Portland, in its sole discretion, reserves the right to 
change, extend the deadline or cancel this RFP; to reject any or all proposals received in 
response to this RFP; to decide whether a proposal does or does not substantially 
comply with the requirements of this RFP; to waive any minor informality of a proposal; 
to obtain references regarding any Proposer’s past performance from any source; and 
to negotiate the terms, pricing, and requirements of a Contract with the successful 
Proposer. Neither issuance of this RFP nor evaluation of proposals obligates Prosper 
Portland to award a contract from this RFP. 

END OF THIS RFP 


