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Division of Finance and Facilities Management
	
	Procurement & Strategic Sourcing  

5700 Cass Avenue, suite 4200

Detroit, Michigan   48202

(313) 577-3734 

FAX (313) 577-3747





June 27, 2013
Dear Vendors:

Wayne State University invites you to submit information on Armored Car Services, per the specifications and requirements contained in this Request for Information.  Instructions to Vendors are as follows:

· Responses are to be on this Request for Information only. Additional documents may be submitted; however, this form must be completed in full.

· Replies must be received in the WSU Purchasing Office by e-mail no later than 
4:00 p.m. on July 17, 2013.  
Documents may be obtained by vendors from the University Purchasing Web Site at http://www.forms.purchasing.wayne.edu/Adv_bid/Adv_bid.html beginning June 27, 2013. When visiting the Web Site, click on the "Services" link in green.  If you are interested in participating in this process, you must submit your Information to the University Procurement & Strategic Sourcing by e-mail no later than July 17, 2013 by 4:00 p.m. as follows:
  Wayne State University

Academic/Administration Building (AAB) 

5700 Cass Avenue

Procurement & Strategic Sourcing, suite 4200

Detroit, MI  48202

e-mail:  ac9934@wayne.edu

The electronic submission of information provided to the University should be limited to no more than one of each of the following file types:  1 Word Document and/or 1 Excel Workbook and/or 1 PDF document, with a total file size less than 20 megabytes.  

We look forward to receiving your Information on or before July 17, 2013 by 4:00 p.m.  Should you have any questions or concerns about this invitation, please contact me at (313) 577 -3757 or by e-mail at ac9934@wayne.edu (copy to Kenneth Doherty, Email:  ac0578@wayne.edu). Thank you for your interest in doing business with Wayne State University.

Sincerely,

Kimberly Tomaszewski 

Senior Buyer
Information for Vendors

The Calendar of Events is as follows:
	                  Activity____________                    
  
	   Responsibility ___    

	     Date____  



	Formal Release of RFI 


	Purchasing  (PD)


	June 27, 2013


	Questions due to the Procurement & Strategic Sourcing

	VENDORS


	July 8, 2013, no later than 12:00 (noon)



	Delivery of Information by e-mail to:  ac9934@wayne.edu


	VENDORS


	July 17, 2013 

by 4:00 p.m.




Information Requested

Wayne State University (hereafter referred to as UNIVERSITY) is a national research university with an urban teaching and service mission.  It is a constitutionally autonomous public university with 13 schools and colleges, has an enrollment of approximately 29,000 students, and has an alumni roster of over 230,000. The graduate school, with nearly 13,000 students, is the largest in Michigan.  It is one of 2.2 percent of all colleges and universities, nationwide, to hold the prestigious Carnegie Doctoral Extensive designation. WSU is one of the approximately 150 universities nationwide that hold this status.
Currently, The UNIVERSITY requires professional Armored Car services for its Cashier’s Office locations, for multiple Card System Value Terminals (CSTV’s) utilized by its OneCard Office, and for Hamilton and Amano/McGann Parking Lot Equipment throughout the campus utilized by Parking & Transportation Services.  The following is a summary of estimated services:

	Armored Courier Service
	
	

	
	
	
	
	

	
	
	Number of

Locations
	Frequency

of PickUp

(Weekly)
	Annualized

Total Pick Up

	Cashiers
	
	                 5 
	daily*
	           1,716 

	
	
	
	
	

	One Card (CSVT)
	
	               17 
	1 - 3
	           2,236 

	
	
	
	
	

	Parking Machines (Hamilton Machines)
	
	               9 
	1 - 2
	288 

	
	
	
	
	

	Total Annual Pick Up
	
	
	
	           4,940 

	
	
	
	
	


Armored Car Services are required Monday through Friday per the schedule listed.  Adjustments to the schedule will be made on an “as needed” basis.

Prior to the issuance of a formal Request for Proposal (RFP), the UNIVERSITY is seeking information that will aid us in defining our requirements.  We want to better understand what is available and will best meet our needs.  Information submitted as a result of this RFI will also help determine which vendors to include in any subsequent RFP.  Your company must respond to this RFI in order to be eligible to participate in the RFP process.

Scope of Work
For purpose of this RFI, please provide the following:
I. Business Requirements:

1. Service Response Time
State what provisions you have for the UNIVERSITY to contact your office 24 hours a day.  Specify the name and title of the individual(s) contacted for routine servicing and/or emergency situations.

Should an answering service or answering device be used by the VENDOR for this purpose, specify your guaranteed turnaround time for responding to UNIVERSITY calls.  Define what you consider to be emergencies and what is considered routine.

2. Service Requirements
Cashier’s Office Locations

a.
Deposits are to be picked up daily at the locations listed in Item d below.  Said deposits will be in counted, sealed and tagged bags of coin and currency. Deposits will be available after 12:00 noon, but no later than 3:00 p.m. on each UNIVERSITY business day.  Such deposits must be delivered to one of the UNIVERSITY’S financial institutions; Fifth Third Bank (Toledo), Comerica Bank (Livonia) or Standard Federal Bank (Livonia), as designated below, by 7:00 pm on the same business day.

b.
The average total deposit amount of cash and checks is approximately $350,000 to $400,000 on a daily basis.  However, during registration periods in January, May, and September, the amount can increase to between one million and 3.5 million dollars.  Actual cash can be $200,000 to $300,000 during peak periods.

c.
Vendor Liability:   The VENDOR’S responsibility will begin at the time the courier signs a receipt for the deposit of each location (see Appendix 1), and will continue until the courier obtains a receipt for the deposit from the UNIVERSITY’S financial institution.  The VENDOR will be liable for the loss of any shipment up to the amount of 3.5 million dollars ($3,500,000.00).  VENDOR must carry appropriate Asset Protection insurance as approved by the UNIVERSITY’S Risk Management Department.  VENDOR will also be liable for the cost to reconstruct the records necessary to determine the maker, bank, and amount of any and all lost checks.  Such liability will include any stop payment fees or other fees necessitated by any lost checks.  The VENDOR will be liable for the face value of any checks which cannot be reconstructed.

d.
VENDOR will serve the following locations in the time frames indicated above, and deliver to respective financial institutions:

	Cashier's Office
	Fifth Third Bank / Toledo OH

	Scott Hall School of Medicine
	Fifth Third Bank / Toledo OH

	Student Center, 1st Floor / Room 103
	Fifth Third Bank / Toledo OH

	Welcome Center Cashier
	Fifth Third Bank / Toledo OH


OneCard Office / Card System Value Terminals (CSVTs) Pickups

CSVTs are to be serviced according to the schedule listed in Appendix 2.  Such service should take place between the hours of 8:00 am and 1:00 p.m. on each UNIVERSITY business day.  Deposits must be delivered to the UNIVERSITY’S financial institution, Fifth Third Bank, on the next business day.  The average total deposit amount of cash is approximately $3,500 on a daily basis.  The following are the steps to provide service to these CSVTs:

a.
Armored truck arrives at specified UNIVERSITY buildings / machines

b.
Deactivate alarm with alarm key

c.
Unlock and open CSVT door with key

d.
If applicable, add receipt tape to the machine

e.
If applicable, clear receipt tape jams

f.
If applicable, clear card jams

g.
If applicable, clear bill acceptor of jams

h.
If applicable, reset machine if print is too small

i.
Remove cash from cash box place in a sealed bag, and identify unit / location on bag

j.
Shut and re-lock the CSVT door

k.
Alarm will automatically reactivate
l.
To send a Z-Report electronically to the OneCard CS Gold System, insert the “Send Meters” card into the machine and remove it. 
m.
To clear the meters, insert the “Clear Meters” card (formerly known as the Z-card), then press and hold the CLR button until the display reads “Meters Cleared”. 

n.
Take cash to VENDOR’S processing center and batch and balance by individual CSVT

o.
On a daily basis, fax cash processing sheet to the UNIVERSITY OneCard office (Appendix 3)

p.
Deposit funds nightly at the UNIVERSITY’S financial institution (Fifth Third Bank / Toledo Main Vault

q.
Pick up supplies as needed from the UNIVERSITY OneCard office.


List of CSVT Locations
	Detroit
- Main Campus


	Science & Engineering Library
	901
	
	T / F

	Law Library
	902
	
	T / F

	Deroy Apartments
	903
	
	T / F

	Purdy/Kresge Library
	904
	
	M / W / F

	Welcome Center
	905
	
	T / F

	Atchison Hall
	906
	
	T / F

	State Hall
	907
	
	M / W / F

	UGL I - David Adamany Library 
	908
	
	M / W / F

	University Tower Apartments
	909
	
	F

	Oakland Center (Farmington Hills – 12 Mile & Haggerty)
	910
	
	F

	Student Center 
	911
	
	M / W / F

	UGL II - David Adamany Library 
	912
	
	M / W / F

	
	
	
	

	Eugene Applebaum
	915
	
	T / F

	SOM – Mazurek Med Commons
	917
	
	F

	Barnes & Noble Bookstore
	918
	
	T / F

	Ghafari Hall
	919
	
	T / F

	Towers Residential Suites
	920
	
	T / F

	
	
	
	


Parking & Transportation Equipment at Entrance Gates
Hamilton and Amano/McGann Equipment is to be serviced according to the list below.  Such service should take place between the hours of 5:30am – 8:00am or 11:00am - 3:00 p.m.  Deposits must be delivered to the UNIVERSITY’S financial institution, Fifth Third Bank, Toledo OH, on the next business day.  The average total deposit amount of cash is approximately $3,000 on a weekly basis.  Vendor is to run the equipment report required each time machines are emptied.  The UNIVERSITY will provide training as appropriate.  Vendor is to pull and replenish quarters on a weekly basis as needed.

a.
Armored truck arrives at specified UNIVERSITY parking areas / Hamilton and Amano/McGann machines

b.
Personnel will block entry lane either with vehicle or traffic cones for Hamilton Machines and Park nearby and walk to Amano/McGann Machines located in Parking Structure 8 only at this time.

c.
Personnel will deactivate alarms where necessary with alarm key, unlock the Machines and use special keys and tools to open the doors.


d.
Personnel will sign in log sheet kept inside Hamilton – not needed at the Amano/McGann machines
e. 
Personnel will connect printer (supplied by WSU Parking Department) to Hamilton and print report. Add receipt tape to the printer as necessary. In Amano/McGann machines will print report from machine itself.
f.
For the Hamilton machines, personnel to log quarter counter readings, located on the quarter bin, and list separately on report. No need for Amano/McGann machines.
g. 
While report is printing in the Hamilton machines, personnel will extract all monies from the machine and place in controlled bag and identify unit / location on bag. (cash every time/quarters as needed minimally monthly). Amano/McGann machines have locked collection boxes that will be pulled and empty boxes will be used to replace them. 

h. 
Quarters should be replenished any time they are low in the Hamilton machines.  This generally occurs on a weekly basis.  Quarters are provided by the Vendor, but usually are recycled from the quarters first removed from the machine. WSU to provide quarters to vendor for replenishment as necessary. Cash, $1.00 bills and $5.00 bills will be replenished in the Amano/McGann machines as requested by the university. 
i.
If applicable, clear bill acceptor of jams

j.
If applicable, clear coin jams

k.
Use appropriate keys and tools to shut and then lock the equipment 
l.
Alarm will automatically reactivate

m.
Personnel to record starting and ending numbers on required Hamilton report.

n.
Once all pick-ups are completed, provide individual hamilton and Amano/McGann machine reports and printouts to the UNIVERSITY Parking and Transportation office.  University representative must sign off on service log. (Appendix 3)

o.   Take cash to VENDOR’S processing center and batch and balance by individual machine.

p.
On the day of pick-up or no later than the morning of the next business day, email cash processing sheet/pick-up summary to the UNIVERSITY Parking and Transportation office (Appendix 2 )

q.
r.
Deposit funds nightly at the UNIVERSITY’S financial institution (Fifth Third Bank / Toledo Main Vault)

s.
Pick up supplies as needed from the UNIVERSITY Parking and Transportation office.


Current list of Hamilton and Amano/McGann Machine locations

	Parking Lot# 11
Parking Lot# 15
Parking Lot# 23
Parking Lot# 32
Parking Lot# 35
Parking Lot# 59
Parking Lot #60

	Parking Structure #  8, Station #10 

Parking Structure # 8, Station #11  

 


3. Additional Requirements

Penalty for Missed Bank Deposits

VENDOR must deliver the UNIVERSITY’S deposit items to the Fifth Third Bank (Toledo) or Standard Federal Bank (Livonia) main vaults by 7:00 p.m. each business day, to meet each institutions cut off for credit to the UNIVERSITY’S accounts.  Banks often block their gates by 7:01 p.m. nightly to insure processing time for the armored couriers that have arrived.  The VENDOR is responsible for the equivalent interest lost as a result of late deposits in the event it does not arrive by 7:00 p.m.

Uniforms

All persons providing armored car service to the University are expected to be in full uniform any time they are on campus providing such service.  Uniforms are to clearly identify the driver and/or other persons as employees of the Armored Car VENDOR.

Identification

All persons providing armored car service to the University are required to wear a picture ID when providing service. A current list of persons names and pictures is to be provided to the University Cashier, OneCard and Parking offices monthly. 

Emergencies

Report all emergencies first to the UNIVERSITY’S Public Safety and then to OneCard Office.  If guard is aware of disturbance inside the building or outside on the grounds which threatens the security of CSVT’s and/or other equipment or cash, he/she must immediately notify Public Safety (577-2222) of:




(1)  exact location




(2)  number of people involved




(3)  descriptions of individuals (if possible)




(4)  descriptions and details of vehicles (if possible)




(5)  nature of problem


Report non-emergency problems directly to the OneCard or Parking Offices as appropriate. 

Report Forms

Three separate forms are used for Armored Car Services:

1. A receipt for counted, sealed bags or containers must be signed by the VENDOR’S courier for pick-ups at the Cashier’s Office Locations (see appendix 1).  
2. For the CSVTs serviced for the OneCard Office the VENDOR’S courier must complete a Cash Processing Manifest Form (see Appendix 2), and email to the Department Manager daily

3. For the Hamilton Equipment serviced for the Parking & Transportation Office, the VENDOR’S courier must complete a Cash Processing Manifest Form, and email to the Department Manager daily (see Appendix 3).

II. General Questions

1. Alternative Approaches
In order to encourage new and innovative ways in providing Armored Car services to the University Community and its internal customers, VENDORS are encouraged to provide an "Alternative Approach".  This should allow for combined services to all areas being supported in the most cost effective manner, while still ensuring the ability to meet our Financial Institution's nightly deadlines.  Your organization may have other logistic ways to provide the services required and still meet our specifications and requirements.  Please include a detailed description of the method under which service will be provided and UNIVERSITY requirements will be met with any “Alternative Approaches”, clearly identified as an alternative approach within your Response.
In particular, if Vendors are capable of providing equipment maintenance / service to the One Card (CSVT) equipment, the Hamilton equipment, or both, please include information for such service. Also, include the response time for such requests (i.e. Vendor will respond to any such calls within ____hours).  Using a single Vendor for both Armored Car and maintenance services has the potential to reduce and minimize the number of entities that access such equipment.  
Note:  To be considered for a future RFP process, you must respond to this RFI.  

Expenses for developing and presenting responses shall be the entire responsibility of the Vendor and shall not be chargeable to the University.  All supporting documentation and manuals submitted with this proposal will become the property of the University unless otherwise requested by the Vendor, in writing, at the time of submission, and agreed to, in writing, by the University.

Vendor selected shall have an excellent track record for providing this type of system suitable for the size and scope the University needs as outlined and shall provide WAYNE STATE UNIVERSITY with a top priority commitment.  

Evaluation

VENDOR responses will be reviewed by an evaluation team consisting of members of the UNIVERSITY'S Procurement Department and other University Units.  The Procurement & Strategic Sourcing may subsequently request VENDORS to make a presentation at a set time and date, to clarify information provided in the submittal.  A Request for Proposal (RFP) will be developed using the information provided by the Vendors who chose to participate in this RFI. 

This Request for Information (RFI) in no manner obligates the UNIVERSITY to the eventual purchase of any products or services described, implied, or which may be proposed.

Vendors must refrain from giving any reference to this program, whether in the form of press releases, brochures, photographic coverage, or verbal announcements, without specific written approval from the University.

Submittals are subject to public.  VENDORS responding to this RFI are cautioned not to include any proprietary information as part of their Submittal unless such proprietary information is carefully identified as such in writing, and the UNIVERSITY accepts, in writing, the information as proprietary.
You must email your responses to my attention at ac9934@wayne.edu.  Remember, your submittal must be in the format provided and be received in the Procurement & Strategic Sourcing by July 17, 2013 at 4:00 p.m.  Include any supplemental information that will illustrate your ability to provide additional services as proposed.
If you have any questions regarding this bid, please contact Kimberly Tomaszewski by email at ac9934@wayne.edu (copy to Kenneth Doherty, Email:  ac0578@wayne.edu).
Sincerely,

Kimberly Tomaszewski, Senior Buyer
· Cost Schedule A

SCHEDULE A - INFORMATION SCHEDULE

Purchase Armored Car Services.  

Email your responses to Kimberly Tomaszewski, at ac9934 (copy to Kenneth Doherty, Email:  ac0578@wayne.edu)).  Remember, your bids must be in the format provided and be received in the Purchasing Department by July 17, 2013 by 4:00 p.m.
Company Name: 












Submitted by: 













Print Name:













Date : 














Signature: 













Title: 














Phone 


 (

)









Fax 


 (

)









eMail 


 












      APPENDIX 1
WAYNE STATE UNIVERSITY / FISCAL OPERATIONS 

SEALED BAG RECEIPT
RECEIVED BY:  



  ARMORED CAR SERVICES

FROM  




 , consignor acting either as itself or as an authorized agent of the UNIVERSITY, the following sealed packages are to be delivered to the respective financial institution as designated by the UNIVERSITY.  It is agreed that all these sealed packages are to be distinctively and securely sealed by the UNIVERSITY and that 


 Armored Car Services shall in no event be liable for any shortage claimed in any such sealed package delivered to it not so distinctively and securely sealed.  Each package is to have marked thereon the amount said to be contained therein, and in case of the loss of any sealed package,  


 Armored Car Services shall in no event be liable for more than the value so marked thereon and stated herein.
	Date


,20

	Said to Contain
	Consignee
	Receipt By

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



      APPENDIX 2
WAYNE STATE UNIVERSITY ONECARD / SERVICES
DAILY CASH PROCESSING MANIFEST

	904

907

908

911

901

902

905

906

912
915

917

918

919

920

909

906
910
	Purdy Library

State Hall

David Adamany Library

Student Center 

Science and Engineering Library

Law Library

Welcome Center 

Scott Hall

David Adamany Library

Eugene Applebaum

Shiffman Library (SOM Med Commons)
Barnes and Noble Bookstore

Ghafari Hall

Towers Residential Suites

University Tower Apartments

Atchison Hall
Oakland Center  (12 Mile & Haggerty)

Grand Totals:  
	Freq.
3 /week

3 /week

3 /week

3 /week

2 /week

2 /week

2 /week

2 /week

3 /week

2 /week

2 /week

2 /week

2 /week

2 /week

1 /week

2 /week

1 /week
	Amount Received
/ Processed


  /    





  /    





  /    





  /    





  /    





  /    





  /    





  /    





  /    





  /    





  /    





  /    





  /    





  /    





  /    





  /    





  /    





  /    







Processing Date  

 / 20

Fax to Audra Kovalchuk at (313) 577-9483 on 


 / 20
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