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1 Introduction 

 

 

August 22, 2016 

 
 
To All Prospective Bidders: 
 
 
The City of Pittsburgh Office of Management and Budget on behalf of Department of 
Finance invites your company to submit a proposal for Beverage and Snack Vending.  
The City of Pittsburgh is looking for a qualify Vendor to operate and maintain the 
Beverage and Snack Vending Program. The City of Pittsburgh vending machine 
program currently has 34 locations that can handle up to 70 machines. The program will 
be adding more locations throughout the agreement. 
 
Any questions in regard to this RFP should be submitted in writing no later than EOB 
September 23, 2016 and directed to:   

 
Joshua Lamonde 
Office of Management and Budget 
City-County Building, Room 502 
Pittsburgh, PA  15219 
Email: joshua.lamonde@pittsburghpa.gov 

 
All proposals will be due by October 24, 2016 at 4:00pm as described in the Timeline 
section of this RFP.  The Committee will announce the Awardee on or about October 
31, 2016.   
 
 
Sincerely,  

 

 

 

Jennifer Olzinger, Assistant Director 

Office of Management and Budget 
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2 Background 

 

 
The City of Pittsburgh is soliciting proposals from qualified companies to provide an array of 
beverages and snack foods through vending machines. In addition, the City is soliciting 
proposals where companies use other related food and beverage distribution methods that will 
maximize revenue to the City.  By way of example, additional services could include additional 
vending machines, supply to existing concessions, pouring rights, exclusive agreements to 
provide a particular brand of food or beverage, etc. 
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3 Tentative Schedule of Events 

 

The following represents the tentative schedule for this project.  Any change in the scheduled 
dates for the Pre-Proposal Conference (if applicable), Deadline for Submission of Written 
Questions, or Proposal Submission Deadline will be advertised in the form of an addendum to 
this RFP.  The schedule for the evaluation process and other future dates may be adjusted 
without notice. 

 

RFP released: August 22, 2016 

Cut-off for questions: September 23, 2016 

Proposal submission deadline: October 24, 2016 @ 4 p.m. 

Proposals opened: October 25, 2016 

Proposal Review & Supplier Scoring Week of October 31, 2016 

Contract award: On or about November 4, 2016 

Project start date:   Date of Contract Execution 

Fleet Installation: No later than 60 days after Date 
of Contract Execution 

 

 

*If a facilities walk-through is required, it must be facilitated through the RFP coordinator. 
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4 Scope of Services 

4.1 Scope Detail 

The company will provide all goods, equipment, supplies, food services, and all other 
products necessary for operation of the services described in the proposal at their sole 
cost including all vending machine repairs.  

The company will keep and maintain the designated food and servicing locations in a 
clean and sanitary condition at all times. 

No modifications to building structures, electrical systems, plumbing, or any other part of 
any City facility or property may be performed without prior approval from the City.  

Title to equipment provided by the Licensee shall remain with the Licensee and such 
equipment shall be removed by the Licensee. Should any property remain in the 
premises after such expiration or termination, the City may notify the Licensee to remove 
such property within ten (10) days from the date of such writing. If Licensee should fail to 
remove such property, all costs and expenses incurred in the removal thereof shall be 
charged to the Licensee. If Licensee’s equipment is removed, the Licensee shall return all 
premises to their original condition to the satisfaction of the City. 

All items and prices will be subject to the City’s approval. The food and service provided 
must be of high quality yet affordable.  

The Licensee must keep all signs and structures free of graffiti. 

Proposers are encouraged to identify new opportunities for food and beverage 
distribution, locations, and product content of vending machines. 

Prior to installation, the location of new or replacement vending machines must be 
reviewed and approved by each department’s director. All vending machines must 
comply with Federal, State, and local municipal rules, regulations and laws. The City shall 
have the right to review and must approve content of all vending machines placed in the 
City facilities.  

All vending machines utilizing electrical power shall be grounded with an approved three 
wire cord and plug. All vending machines containing perishable foods shall have a lock 
on the power cord plug to prevent unintended disconnection. The vending machine owner 
is responsible for installation of electrical circuits when there are no existing circuits 
available, or if existing circuits are inadequate. Electrical work is to be performed by a 
licensed Contractor approved by the City. Vending machines must be properly wired and 
grounded to prevent electrical shock.  

Vending machines will not obstruct or otherwise interfere with emergency exits or access 
areas; vending machines may not be located in corridors unless adequate space has 
been provided.  

Vending machines must be securely fastened to the wall, floor, or other structure or 
otherwise secured in such a way as to prevent it from being rocked, bounced, or tipped. 
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Plumbing installation, when needed, shall include valves and backflow prevention devices 
that comply with code requirements. Fixtures and other installations are to be performed 
by a licensed Contractor approved by the City. 

The Licensee must submit a  plan for maintenance of vending machines, product 
distribution, refund policy and guaranteed response time to fix broken and fill empty 
machines. Affixed to each vending machine must be contact information for customers to 
report problems or request a refund and a notice clearly stating the City is not responsible 
for vending machine maintenance or transactions. 

The Licensee must submit a proposal for custom vending fronts, use of City logos, and 
joint promotional and marketing campaigns. 

The proposal should provide ancillary information regarding energy efficiency machines 
or any other additional environmental benefits that would be relevant to the partnership 
with the City. 

4.1.1 Condition of Machines 

The Contractor shall install attractive new machines or machines refurbished to “like new” 
condition. The opinion of the authorized City of Pittsburgh personnel as to the 
acceptability of the refurbished machines shall be final and binding upon all parties. All 
new installations must be equipped with bill validators. 

All machines shall harmonize with the décor of the area, when and if such considerations 
are applicable. The Contractor shall remove and/or replace any vending machines which, 
in the opinion of the user department and the administrator, have deteriorated to a point 
at which the machine is not mechanically able to provide reliable service, or where in the 
opinion of the user department, the exterior of the machine has so deteriorated as to 
aesthetic appearance that it detracts from the décor. Additionally, the Contractor shall 
remove and/or add vending machines under circumstances deemed warranted by the 
user department. 

4.1.2 Product Specification 

The user department shall have the exclusive right to select the various flavors and/or 
kinds of products to be vended. It is the intent of the City of Pittsburgh to ensure that the 
majority of the products vended in these machines are nationally advertised brands of 
first quality. 

If requested in writing by the user department, the Contractor must remove products that 
do not, in the opinion of the user department, meet the department’s needs. 

In addition, if requested in writing by the user department, the Contractor must furnish 
additional products in the machines, as customer demands change and new products 
become available. 
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4.1.3 Healthy Choice Foods  

Under the terms of this bid Vendor must endeavor to offer a menu of healthy choices that 
include, but are not necessarily limited to, such items as: 

Beverages: Cranberry juice, low-sugar juices, diet soda, bottled water, Gatorade, 
Powerade, milk. 

Snacks: Protein bars, almonds, nuts, no-salt nuts, baked chips, microwave popcorn, 
microwave light popcorn, pretzels, whole-wheat pretzels, soy chips, trail mix, granola 
bars, low-salt jerky, fruit cups, yogurt, yogurt-covered raisins, 100 calorie pack snack 
cookies, fresh fruit, etc.  

Each vending machine is to include these healthy options at no less than 30% of the 
machine’s capacity. 

If Vendor is unable to provide such healthy option(s), the City reserves the right to utilize 
other services and options in order to provide such healthy choices. 

4.1.4 Stocking Requirements  

The successful bidder shall be required to stock only product with unexpired freshness 
dates and must make all reasonable efforts to ensure that expired items are removed on 
or before such expiration date. 

4.1.5 Service Requirements 

The Contractor shall furnish services when, and as, required up to 24 hour, seven days 
per week service, if required for emergency usage, and must service and stock machines 
biweekly to ensure the machines never become empty of any product(s). 

The Contractor must have trained and competent repair personnel available within 
twenty-four (24) hours to make repairs on the machines as needed. The Contractor must 
list the name(s) and telephone number(s) of service personnel for user departments so 
that malfunctions may be reported immediately. 

The Contractor shall be responsible for refunds. A uniform system of refunding money 
acceptable to the user department must be in operation at all times (i.e., the Contractor 
must provide a workable system for refunding money to individual customers who insert 
money in a machine, and through malfunction of the machine, receive no product in 
return). 

The Contractor must have basic instructions for refunds and/or reporting of malfunctions 
posted on or near every machine. 

All service employees of the Contractor must wear distinguishable uniforms while working 
on City of Pittsburgh premises. 
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By bidding, and subsequent acceptance of award, Contractor agrees to an orchestrated 
replacement/withdrawal of services, should said Contractor be unsuccessful in 
subsequent bids for future services. The City of Pittsburgh shall define time tables as 
required to ensure no lapse in services. Unless otherwise specified in writing by the 
Office of Management and Budget, the successful Vendor shall be expected to 
commence replacements within 30 days of the notification of award and to complete such 
replacements within 30 days of the first installation. An outgoing Vendor will be expected 
to offer all reasonable assistance to ensure a smooth transition. All terms, condition, 
commissions, etc. shall remain the same throughout the replacement period, or any other 
extension period. 

  

4.1.6 Accounting Requirements 

Each user department will be responsible for the substantiation of its own specific 
accounting procedures for auditing of machines. In general, however, the following shall 
apply throughout: 

The Contractor must equip all machines with sealed transaction counters which cannot 
be reset. The counters must be such that a cumulative reading of all coins, numbered by 
denomination, is maintained for each machine. The counting devices must be such that 
they are sealed and cannot be reset without removal from the machine by disassembly. 
Malfunctioning, or non-functioning counters may be cause for machine replacement. 

On a monthly basis, the Contractor shall return to the OMB liaison a percentage 
commission of the total net sales for all vending machines. The total net sales shall be 
gross sales less sales tax. The percentage commission applied to said net sales shall be 
that which is shown and awarded on the bid sheet. 

Within 20 calendar days following conclusion of the previous monthly period, the 
Contractor shall submit the percentage commission and shall make all commissions 
payable to the City of Pittsburgh, and mailed to :  

OFFICE 502 

CITY- COUNTY BUILDING 

414 GRANT STREET 

PITTSBURGH, PA.  15219 
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The Contractor must include with the commissions payment a detailed report of sales by 
vending machine number and location, product used, and beginning and ending reading 
of all sealed transaction counters on all machines. A copy of this report shall be submitted 
to the user department’s authorized representative (to be named by each user 
department) or the contract administrator, along with the appropriate check for payment. 

The Contractor must agree that the City of Pittsburgh or its designee may audit, examine, 
and copy any and all books, records, and information relating to the operation of the 
vending machines covered by this contract. The Contractor further agrees that failure to 
keep, maintain, and make available these records for any reason within the Contractor’s 
control or not, shall constitute a material breach of the contract. 

The Contractor shall keep and maintain all records for a minimum of three (3) years or 
until audited by the city of Pittsburgh, whichever occurs first. 

The Contractor must use Generally Accepted Accounting Principles (GAAP) as 
promulgated by the American Institute of Certified Public Accountants. 

If at any time during the contract period any machine or groups of machines are not, in 
the opinion of the user department, producing sufficient revenue and if requested by the 
user department, the Contractor shall install different machines to get sufficient revenue. 
The Contractor may be required to substitute or remove machines and shall comply upon 
written notification from the user department, and/or the contract administrator. 

4.1.7 Machine Security 

In some locations, where vending machines may be at risk of vandalism and/or other 
damage, it may be advantageous to protect said machines with enclosures and other 
security features, such as the Ferrotek “security system” and protective hoods, etc.   

In situations where the City of Pittsburgh identifies any possible risk, such equipment 
shall be the responsibility of the Vendor to install and maintain. 

4.1.8 Other Requirements 

The Contractor must submit a certificate of insurance within fifteen days of notification of 
award of the contract showing the coverage required by the City of Pittsburgh as 
stipulated in the Information To Bidders section of this proposal. 

The Contractor shall be responsible for sales tax and shall not deduct such from the 
commissions owed to the City of Pittsburgh. 

All costs for licenses or permits that may be required to install and/or operate the 
equipment will be borne by the successful Contractor and not deducted from the 
commissions owed to the City of Pittsburgh. 

Contractor shall provide proof that all appropriate licenses have been obtained and taxes 
paid, prior to installation of machine. Installation of machines shall commence and be 
completed within fifteen (15) days from date of request by the user department. 
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The successful Contractor shall be responsible for providing equipment upon request that 
is handicap accessible to meet the needs of the requesting department at no additional 
charge (e.g., Braille labels, etc.). 

The City of Pittsburgh will be responsible for providing necessary plumbing and power to 
within twenty (20) feet of equipment location. Vendor shall be responsible for installation 
of all plumbing and wiring, conduit and misc. electrical plugs from a source that may be 
twenty (20) feet from any vending location. Plumbing, electrical connections and wiring 
must meet all existing codes. These conditions must be adhered to throughout the 
contract period. 

If a power source is required for machine placement, written request must be submitted 
by the Contractor to the Director of the Department of Finance. 

The Contractor must dispose of internal wastes in a timely manner (minimally at each 
service/stocking visit) and maintain machines to meet standards of health and sanitation 
required by federal, state, and/or local regulations. 

The Contractor must supply four (4) references of current clients on the attached sheet. 

A list of machine locations is attached hereto. Additional equipment may be requested 
and shall be added as required. Additionally, there are some seasonal, (summer) 
locations (i.e., pools, playgrounds, recreation centers) for machine placement. Fifteen 
(15) to thirty (30) such sites are possible and will be determined through consultation with 
the Department of Parks and Recreation. 

The Contractor agrees to facilitate a 100 per cent (100%) audit by the City at any time. 
Such an audit will be accomplished by the City’s representative accompanying the 
Contractor’s route driver on any occasion to check cash pick-up and product 
replacement. 

The City of Pittsburgh reserves the right to award this contract by brand, by section, high 
commission percent (%) or on a combination thereof. 

The City of Pittsburgh reserves the right to use any or all awarded products, at any or all 
City locations, at its discretion. 

As per the articles of agreement, the City of Pittsburgh reserves the right to terminate this 
contract at any time, without cause or liability, by giving Contractor thirty (30) days 
advance written notice of its intention to terminate. If at all possible, however, it is the 
City’s intent for this contract to provide 90-120 days’ notice in case of any termination. 
Furthermore, the contract language pertaining to an orchestrated withdrawal of services 
shall apply and remain in full force. 
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5 General Terms & Conditions 

 

5.1 Examination of Proposal Documents   

The submission of a proposal shall be deemed a representation and certification by the 
Respondent that they: 

 

5.1.1 Have carefully read and fully understand the information that was provided by the City to 
serve as the basis for submission of the proposal. 

5.1.2 Have the capability to successfully undertake and complete the responsibilities and 
obligations of the proposal being submitted. 

5.1.3 Represent that all information contained in the proposal is true and correct.  

5.1.4 Did not, in any way, collude; conspire to agree, directly or indirectly, with any person, firm, 
corporation or other proposer in regard to the amount, terms or conditions of this 
proposal.  

5.1.5 Acknowledge that the City has the right to make any inquiry it deems appropriate to 
substantiate or supplement information supplied by a proposer, and proposer hereby 
grants the City permission to make these inquiries, and to provide any and all related 
documentation in a timely manner. 

No request for modification of the proposal shall be considered after its submission on the 
grounds that the proposer was not fully informed to any fact or condition.  

 

5.2 RFP Term 

Respondent’s proposal shall remain firm and effective, subject to the City’s review and approval, 

for a period of one hundred twenty (120) days from the closing date for the receipt of proposals.   

 

The City may enter into negotiations with one or more Respondents during the one hundred 

twenty (120) day period during which all proposals will stay effective.  The purpose of such 

negotiations will be to address questions and identify issues as the parties move towards the 

execution of a final contract or contracts.   

 

5.3 RFP Communications 

Unauthorized contact regarding this RFP with employees or officials of the City of Pittsburgh 
other than the RFP Coordinator named in Section 8 of this document may result in 
disqualification from this procurement process. 

 

Neither Respondent(s) nor any person acting on Respondent(s)’s behalf shall attempt to 

influence the outcome of the award by the offer, presentation or promise of gratuities, favors, or 

anything of value to any appointed or elected official or employee of the City of Pittsburgh, their 
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families or staff members. All inquiries regarding the solicitation are to be directed to the 

designated RFP Coordinator identified in Section 8 of this document. 

 

Interested parties must direct all communications regarding this RFP as outlined in this 
document. 

The City shall not be responsible for nor bound by any oral instructions, interpretations or 
explanations issued by the City or its representatives.  

Each proposer shall assume the risk of the method of dispatching any communication or 
proposal. 

The RFP Coordinator must receive all written comments, including questions and requests 
for clarification, no later than the Deadline for Submission Questions listed in the tentative 
project schedule. 

The City reserves the right to determine, at its sole discretion, the appropriate and adequate 
responses to written comments, questions, and requests for clarification. The City’s official 
responses and other official communications pursuant to this RFP shall constitute an 
addendum of this RFP. 

The City will publish all official responses and communications pursuant to this RFP to the 
City of Pittsburgh procurement website. It is the responsibility of each proposer to check the 
site and incorporate all addenda into their response.  All addenda for this RFP will be 
distributed via the City of Pittsburgh procurement website: 
https://procurement.pittsburghpa.gov/beacon 

Only the City’s official, written responses and communications shall be considered binding 
with regard to this RFP. 

 

5.4 Addenda/Clarifications 

Should discrepancies or omissions be found in this RFP or should there be a need to clarify 
this RFP, questions or comments regarding this RFP must be put in writing and received by 
the City as outlined in Section 3 of this document. 

 

5.5 Withdrawal of Proposals 

A proposer may withdraw its proposal at any time before the expiration of the time for 
submission of proposals as provided in this RFP by delivering a written request for 
withdrawal signed by, or on behalf of, the proposer. 

 

5.6 Public Record 

Respondent, by submittal of a proposal, acknowledges that all proposals may be considered 
public information in accordance with the Commonwealth of Pennsylvania Right to Know 

https://procurement.pittsburghpa.gov/beacon
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laws.  Subject to award of this RFP, all or part of any submittal may be released to any 
person or firm who may request it. Therefore, proposers shall specify in their Cover Letter if 
any portion of their submittal should be treated as proprietary and not releasable as public 
information. Proposers should be aware that all such requests may be subject to legal 
review and challenge. 

Any information considered proprietary should be indicated as such or not included in the 
response. 

 

5.7 Disqualification 

Factors such as, but not limited to, any of the following may be considered just cause to 
disqualify a proposal without further consideration: 

 

Evidence of collusion, directly or indirectly, among proposers in regard to the amount, terms 
or conditions of this proposal; 

Any attempt to improperly influence any member of the evaluation team; 

Existence of any lawsuit, unresolved contractual claim, or dispute between the proposer and 
the City; 

Evidence of incorrect information submitted as part of the proposal; 

Evidence of proposer’s inability to successfully complete the responsibilities and obligation 
of the proposal. 

Proposer’s default under any previous agreement with the City, which results in termination 
of the agreement.  

 

5.8 Non-Conforming Proposal 

A proposal shall be prepared and submitted in accordance with the provisions of these RFP 
instructions and specifications. Any alteration, omission, addition, variance, or limitation of, 
from or to a proposal may be sufficient grounds for non-acceptance of the proposal, at the 
sole discretion of the City.  

 

5.9 Restrictions on Gifts and Activities 

The City of Pittsburgh Ethics Code and Chapter 198 of the City Code (Code of Conduct) 
was established to promote public confidence in the proper operation of our local 
government. These resources outline the requirements for disclosure of interests and 
restricted activities as related to public procurement processes. Proposers are responsible 
to determine the applicability of these requirements to their activities and to comply with its 
requirements.  
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5.10 Rights of the City of Pittsburgh 

This RFP does not commit the City to enter into a contract, nor does it obligate the City to 
pay for any costs incurred in preparation and submission of proposals or in anticipation of a 
contract. The City reserves the right to: 

 

A. Reject any and all proposals; 

B. Issue subsequent Requests for Proposals; 

C. Cancel this RFP with or without issuing another RFP; 

D. Remedy technical errors in the Request for Proposals process; 

E. Approve or disapprove the use of particular sub-consultants; 

F. Make an award without further discussion of the submittal with the proposer 
(therefore, the proposal should be submitted initially on the most favorable terms that 
the firm or individual might propose); 

G. Meet with select proposers at any time to gather additional information; 

H. Make adjustments to the scope of services at any time if deemed by the Office of 
Management and Budget to be in the best interest of the City; 

I. Accept other than the lowest offer. 

J. Waive any informality, defect, non-responsiveness, or deviation from this RFP that is 
not material to the Respondent’s proposal; 

K. Reject the proposal of any Respondent who, in the City’s sole judgment, has been 
delinquent or unfaithful in the performance of any contract with the City; 

L. Reject the proposal of any Respondent who, in the City’s sole judgment, is financially 
or technically incapable of performing in accordance with this RFP; 

M. Negotiate with any, all, or none of the Offerors and to enter into an agreement with 
another Offeror in the event that the originally selected finalist defaults or fails to 
execute an agreement with the City. 

N. Award a contract to the firm(s) that presents the best qualifications and whose 
proposal best accomplishes the desired results; and/or 

O. Enter into an agreement with another proposer in the event the originally selected 
proposer defaults or fails to execute an agreement with the City. 

P. Require a performance bond and/or other “failure to deliver” agreement by the 
awardee at time of contracting. 
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6 Miscellaneous Requirements 

 

6.1 Acknowledgements 

 

A. Conflict of Interest    

By submission of a proposal to this RFP, Respondent agrees that it presently has no 

interest and shall not have any interest, direct or indirect, which would conflict in any 

manner with the performance of the services required under this RFP. 

 

B. Code of Ethics  

By submission of a proposal to this RFP, Respondent agrees to abide by the Code of 

Ethics of The City of Pittsburgh.  The full Ethics Handbook can be found here:  

http://pittsburghpa.gov/personnel/files/policies/10_Ethics_Handbook.pdf    

 

C. Fair Trade Certification    

By responding to this RFP, the Respondent certifies that no attempt has been made, or 

will be made, by the Respondent to induce any other person or firm to submit or not to 

submit a submission for the purpose of restricting competition. 

 

D. Non-Disclosure  

By responding to this RFP, the Respondent acknowledges they may be required to sign 

a Non-Disclosure Agreement during the contracting process if they are the successful 

bidder. 

 

E. Debarment  

This RFP is also subject to Section 161.22 of the City of Pittsburgh Code related to 

debarment from bidding on and participating in City contracts. 

 

F. Financial Interest 

No proposal shall be accepted from, or contract awarded to, any individual or firm in 

which any City employee, director, or official has a direct or indirect financial interest in 

violation of applicable City and State ethics rules. Entities that are legally related to each 

other or to a common entity which seek to submit separate and competing proposals 

must disclose the nature of their relatedness. 

 

G. Full Fee Disclosure 

Pursuant to Section 161.36 of the Pittsburgh City Code, a Respondent must include a 

disclosure of any finder’s fees, fee splitting, firm affiliation or relationship with any broker-

dealer, payments to consultants, lobbyists, or commissioned representatives or other 

contractual arrangements of the firm that could present a real or perceived conflict of 

interest.  

http://pittsburghpa.gov/personnel/files/policies/10_Ethics_Handbook.pdf


2016-0032 Beverage & Snack Vending RFP 

 

  
Page 
17 

 

  

 

7 Equal Opportunity 

 

7.1 MWE/DBE 

The City of Pittsburgh is committed to the ideal of providing all citizens an equal opportunity to 
participate in City and its Authorities’ contracting opportunities.  It is therefore the City’s goal to 
encourage increased participation of women and minority groups in all City contracts. 
 

The City requires that all bidders demonstrate good faith efforts to obtain the participation of 
Minority-Owned Business Enterprises (MBE’s) and Women-Owned Business Enterprises 
(WBE’s) in work to be performed under City contracts.  The levels of MBE and WBE 
participation will be monitored by the City of Pittsburgh’s Equal Opportunity Review Commission 
(EORC). 

 

In order to ensure that there are opportunities for historically disadvantaged minority groups and 
women to participate on Covered Contracts, and consistent with the City’s current equal 
employment opportunity practice and goals, the EORC will review contracts to include an 
evaluation of a developer/Contractor’s employment of minority groups and women, and 
encourages goals of twenty-five (25) percent and ten (10) percent participation respectively.  

 

7.2 Veteran-Owned Small Business 

It is also the City’s goal to encourage participation by veteran-owned small businesses in all 
contracts.  The City of Pittsburgh shall have an annual goal of not less than five (5) percent 
participation by veteran-owned small businesses in all contracts.  The participation goal shall 
apply to the overall dollar amount expended with respect to the contracts. 

 

The City requires that all bidders demonstrate good faith efforts to obtain the participation of 
veteran-owned small business in work to be performed under City contracts.  The levels of 
veteran-owned participation will be monitored by the City of Pittsburgh’s EORC. 

 

7.3 Good Faith Commitment 

In order to demonstrate good faith commitment to these goals, all bidders are required to 
complete and submit with their bids either: the attached MDE/WBE/Veteran-Owned Solicitation 
and Commitment Form (which details the efforts made by the bidder to obtain such 
participation), or the attached MBE/WBE/Veteran-Owned Solicitation and Commitment Form – 
Waiver Request (which details why no MBE/WBE/Veteran-Owned business participation could 
be obtained).  If a bidder feels that the participation goal cannot be met, the rationale should be 
clearly outlined on the Waiver Request (e.g., due to project size, specialized nature of the 
services, proprietary methodology).  Failure to submit either of these forms will result in rejection 
of the bid.  Copies of these forms are attached as Appendices B & C.   

 

 For further information, including definitions and additional requirements, please see Chapter 
177A (Sections 177A.01 et. seq.) of the City Code and Section 161.40 of the City Code.  
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8 Format & Submittal Requirements 

 

 

8.1 Format Requirements 

Each response to this RFP shall include the information described in this section. Provide the 

information in the specified order. Failure to include all of the elements specified may be cause 

for rejection. Additional information may be provided, but should be succinct and relevant to the 

goals of this RFP. Excessive information will not be considered favorably.  

 

The proposal should be bound or contained in a loose leaf binder. Document pages shall be 8-

1/2 inches by 11 inches in size or folded to such a size. Use section dividers, tabbed in 

accordance with this Section as specified below. 

8.1.1 Cover Letter 

A cover letter should be submitted with the following information: 

 Title of this RFP 

 Name and Mailing Address of Firm (including physical location if mailing address is a 
PO Box) 

 Contact Person, Telephone Number, Fax Number, and Email Address 

 A statement that the submitting firm will perform the services and adhere to the 
requirements described in this RFP, including any addenda (reference the addenda 
by date and/or number) 

 Acknowledgement that all proposals may be considered public information in 
accordance with the Commonwealth of Pennsylvania Right to Know Laws as 
described in Section 5 of this document.   

 The Cover Letter must be signed by an officer empowered by the firm to sign such 
material and thereby commit the firm to the obligations contained in the RFP 
response. Further, the signing and submission of a response shall indicate the 
intention of the proposer to adhere to the provisions described in this RFP and a 
commitment to enter a binding contract.  

 If you, as an individual, or if any principal or employee of your firm, has a relationship 
or knowledge of, or contact with any official or employee of the City; that relationship, 
knowledge, or contact should be stated and described in your Letter of Transmittal.   

 

8.1.2 TAB A: Firm’s Qualifications, Experience & References 

Describe the firm and provide a statement of the firm’s qualifications for providing the 
scope of services. Identify the services which would be completed by your firm’s staff 
and those that would be provided by sub-consultants, if any. Identify any sub-consultants 
you proposed to utilize to supplement your firm’s staff. 

 

Provide a summary of the firm’s experience in providing these or similar services. 
Provide a minimum of three references for related projects, including dates, contact 
person, phone number, email, and a brief description of the project or scope of work. 
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8.1.3 TAB B: Qualifications of Team 

Provide a summary of qualifications, certifications, etc. for all technicians who will be 
completing the installation and maintenance of machines and any related equipment. 
Offeror is to also provide a summary of all qualifications of employees who will be 
managing the account at an administrative level. 

8.1.4 TAB C: Revenue Proposal 

As discussed previously herein, the compensation to be paid to the City each year for 
the rights granted under the Agreement shall be a fixed, guaranteed minimum annual 
amount, or a percentage of any Gross Revenues (as defined herein) derived by the 
Agreement as a result of the installation of the Vending Machines. The City reserves the 
right to award the Agreement based on both calculations and to determine annually 
which method best serves the interests of the said City.  The Proposer may structure the 
Revenue package in any way, but a minimum payment to the City on an annual basis 
must be stated. Each yearly payment must be received by the City in the form of monthly 
payments, with the first payment due after 30 days of the first billing cycle. 

 

Proposers must propose both a fixed guaranteed minimum annual amount of revenue 
and a commissioned percentage of gross revenues to be paid each contract year during 
the term of the contract. A percentage of the net receipts will not be acceptable. Such 
revenue shall not be considered in any manner in the nature of a tax, but such payments 
shall be made in addition to any and all taxes of whatever kind or description which is 
now or at any time hereafter may be required to be paid pursuant to any local, state, or 
federal law. 

 

Proposers are to break down the revenue projections into two categories, as “Food 
Revenue Projections” and “Beverage Revenue Projections”. 

8.1.5 TAB D: Required Statements 

Include statements of assurance regarding the following requirements detailed in 
Section 7 of this document: 

 

 Applicable completed MWE/DBE & Veteran-Owned Small Business  
Solicitation & Commitment Form (Appendix B or C) 

8.1.6 TAB E: Exceptions 

Describe any and all proposed exceptions, alterations, or amendments to the Scope of 
Services or other requirements of this RFP, including the City of Pittsburgh Sample 
Professional Services Agreement. This section shall be clearly marked “Proposed 
Exceptions” in your submittal. The nature and scope of your proposed exceptions may 
affect the evaluation of your submittal and the City’s determination of whether it is 
possible to successfully negotiate a contract with your firm. 

 

8.2 Submittal Requirements 
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A. Your submittal package, to be returned by the date and time outlined in Section 3 of this 

document, shall include the following: 

 One (1) original and five (5) printed copies of your proposal; and 

 One (1) electronic copy of your proposal in either MS Word or PDF format to be 

delivered via email. 

 
B. Submittals shall be sent by U.S. Mail, commercial delivery service or Hand Delivery. 

Submissions may not be sent by fax.   

 

C. Responses should be delivered ONLY to the OMB RFP Coordinator:  

Joshua Lamonde 
Office of Management and Budget 
City-County Building, Room 502 
Pittsburgh, PA  15219 
joshua.lamonde@pittsburghpa.gov 
 
 

D. The City of Pittsburgh shall not be responsible for proposals delivered to a person or 
location other than that specified herein. 

E. Late proposals shall not be accepted or considered. 

F. All submittals, whether selected or rejected, shall become the property of the City of 

Pittsburgh and will not be returned. 

G. All costs associated with proposal preparation shall be borne by the Respondent. 

 

 

  

mailto:joshua.lamonde@pittsburghpa.gov
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9 Evaluation & Selection 

 

9.1 Selection Procedure 

A. Your Proposal will be evaluated by a Proposal Committee comprised of the Director or 
other supervisor of the Using Department, one or more members of the Director’s staff, 
at least one member of the Office of Management & Budget and any other department 
representatives as deemed necessary. 

 

B. Submittals will be reviewed for responsiveness, and responsive submittals will further be 
screened by a selection committee in accordance with the criteria listed below. The 
firm(s) submitting the highest rated proposal may be invited for interviews.  

 

9.2 Criteria 

All proposals will be evaluated using all of, but not limited to, the following criteria: 

 

 Proposed Revenue 

 Experience with Similar Projects 

 Qualifications of Installation and Management Personnel 

 References  

 

10 Award & Contract 

 

 

10.1 Award 

After the City has received all Proposals and conducted its initial Evaluation, described above, 
the Proposal Committee may invite one or more Respondents to a follow-up interview to further 
discuss their Proposal(s).   

 

The Proposal Committee may decide to accept the Proposal of one or more Respondents.  It 
may decide to reject all proposals.  Once a Proposal is accepted, the contract negotiation 
process will commence.  This RFP and your response to it, in the form of your entire Proposal, 
will become part of the Contract.  If a real or apparent conflict should arise between this 
RFP/Proposal and other language contained in the final Contract, the language of the final 
Contract shall control.   

 

10.2 Contracting Process 

Successful Respondents will be required to enter into a Contract with the City of Pittsburgh, 
contingent upon the approval of City Council.  This Contract will be directed and managed by 
the issuing department and the Office of Management & Budget.  A copy of the City’s Standard 
Professional Services Contract is attached for your review.  
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Work cannot commence on the Scope of the RFP until it a contract is fully executed.  The City 
cannot process invoices nor approve payments until this Contract has been fully executed by 
the Respondent and all required City signatories, including the issuing department, the Law 
Department, and the City Controller.   

 

City laws and policies mandate the incorporation of various terms and conditions into all City 
contracts (see Appendices).  For this reason the City will not sign any standard contract 
proffered by the Respondent.   

 

An agreement shall not be binding or valid with the City unless and until it is fully executed by 
authorized representatives of the City and of the Proposer.   Once the Contract is fully executed 
the City will notify Respondent in writing and give the order to proceed.   
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11 Appendices 

 

 

 

11.1 Attachment(s) Listing 

Appendix A – Sample Professional Services Agreement  

Appendix B – MWE/DBE and Veteran-Owned Solicitation and Commitment Form 

Appendix C – MWE/DBE and Veteran-Owned Solicitation and Commitment Form Waiver 
Request 

Appendix D – Facilities List (Prospective Locations) 

 


