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Division of Finance and Business Operations
	
	Procurement & Strategic Sourcing  

5700 Cass Avenue, suite 4200

Detroit, Michigan   48202

(313) 577-3734 

FAX (313) 577-3747





April 24, 2014
Dear Vendors:

Wayne State University invites you to submit information on Providing Taxi Transportation Services for the University’s faculty, staff, and guests, per the specifications and requirements contained in this Request for Information,.  Services include those paid “out of pocket” and those paid for by the University.  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 PM on May 7, 2014.  
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 April 24, 2014. When visiting the Web Site, click on the "Service" 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 May 7, 2014 as follows:
Wayne State University
Loretta McClary
Academic/Administration Building (AAB) 

5700 Cass Avenue

Procurement & Strategic Sourcing, suite 4200

Detroit, MI  48202

e-mail:  Rfp@wayne.edu and be sure your subject line reads “(company name) RFI Taxi Transportation Services 2014 Response”
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 May 7, 2014.  Should you have any questions or concerns about this invitation, please e-mail me at ac2843@wayne.edu (copy to Kimberly Tomaszewski, Email:  rfpteam1@wayne.edu)). Thank you for your interest in doing business with Wayne State University.

Sincerely,

Loretta McClary 

Senior Buyer
Cc:  Kimberly Tomaszewski
Information for Vendors

The Calendar of Events is as follows:
	                  Activity____________                    
  
	   Responsibility ___    

	     Date____  



	Formal Release of RFI 


	Purchasing  (PD)


	April 24, 2014


	Questions due to the Procurement & Strategic Sourcing

	Vendors

	April 30, 2014, no later than 12:00 (noon)



	Delivery of Information by e-mail to:  Rfp@wayne.edu and be sure your subject line reads “(company name) RFI Taxi Transportation Services 2014 Response”

	Vendors

	May 7, 2014 

by 4:00 p. m.




Overview
Wayne State University, founded in 1868, is committed to preparing its students to excel in a fast-paced and interconnected global society. It combines the academic excellence of a major research university with the practical experiences of an institution whose history, location and diversity make it a microcosm of the world students will enter when they graduate.  The University is classified by the Carnegie Foundation for the Advancement of Teaching as RU/VH (Research University, Very High research activity), a distinction held by only 2.3 percent of institutions of higher education in the United States. It has 13 colleges and schools and offers more than 370 academic programs including bachelor’s, master’s and doctoral degrees; post-baccalaureate, graduate and specialist certificates; and three professional programs (http://wayne.edu/about/facts/).
Procurement & Strategic Sourcing is soliciting proposals from qualified professional organizations, hereafter referred to as VENDOR(s), who specialize in providing Taxi Transportation Services of superior quality, at competitive pricing, as described below.   Agreement will commence on approximately May 06, 2014.
The objective of this RFP is to identify one preferred Vendor, based on their ability to serve Wayne State University’s current and future needs.  Services include those paid “out of pocket” by the University’s faculty, staff and guests, and those paid for by the University.  The basis of the award includes, but is not limited to, the following criteria (in no particular order):

1.
Experience & References (provided upon request) 

2.
Quality of Vehicles

3.
Pricing

4.
Customer Service Quality & Responsiveness

5.
Timeliness of Response to the Campus Community

6.
Reporting

7.
Equipment / Capabilities

8.
Other Criteria

The successful Vendor will be placed on the University’s internet under both our Super Savings Preferred Supplier page and on our Employee & Student Discount page, with the agreed upon rate structure.  Access to both pages requires University password authentication.
Requirements and Specifications:  

Service area:  Services will be provided within the Metro Tri-County service area.  Taxi Transportation Service shall either originate or terminate within this service area.

Agreement Term:  The initial agreement period will be through September 30, 2017, with a two possible one-year extension options, potentially thru September 30, 2019.  Wayne State reserves the right to revise the terms of or cancel the agreement, in the event the Vendor’s performance is unsatisfactory. 
Pricing Expectations:   Vendors are to provide a list price and net (discounted) price per line item as shown in Cost Schedule C.  Vendors are to identify any predetermined minimum charges as shown.

Annual Price Increases:  All prices quoted must be firm for the first fiscal year period of the Agreement, through September 30, 2014.  Any subsequent price increases must be submitted to the Commodity Manager 30 days in advance and in writing, citing the appropriate market indices, for example, price increase requests must be supported by data appropriate to the transportation industry, such as the market rate for fuel or the producer price index.   Price increases will be reviewed and either accepted or rejected in writing.  

Required Services:  Transportation Options range from one to multiple Passengers - Vendor shall transport riders to any destination within Metro Detroit Area.  Designated WSU staff will authorize the approval of each trip and schedule the transportation services.

· The Vendor shall offer Curbside Pick-Up and Drop-Off at Detroit Metropolitan Airport, and when applicable personally meeting the rider(s) at Baggage Claim.

· The Vendor shall offer private Taxi service. 

· The Vendor shall have the ability to take online reservations.

· The Vendor shall designate a management staff person, subject to WSU approval, to be the point of contact during normal business hours to WSU Staff. 

· The Vendor shall provide qualified dispatching staff / supervisor capable of responding to a driver and/or the WSU department in the event that issues arise.  A 24 hour telephone number is required to ensure the Vendor can be reached in the case of emergency.

· Although services will be provided to the University Community for a special rate, the University will only pay for those services with prior approval from a WSU staff member. 

· Faculty, staff & University guests should be able to schedule services and pay with cash or credit card when cost for services is not borne by the University.

· Pick-up time for prescheduled service shall not exceed 10 minutes prior to or 10 minutes after the scheduled time. 

· Vendor must be able to meet departmental deadlines.  The Taxi Transportation Company will be notified if there is a major change in dates and times of departure or pick up.  Any required advanced notification for changes must be identified in the Vendors proposal and are subject to negotiations with the University.

Quality Assurance:  The Vendor shall require that vehicles assigned to the Taxi Transportation Service are designated as non-smoking and shall instruct its drivers not to smoke, nor permit smoking within Vendor’s vehicles.

Vendor shall thoroughly investigate all customer complaints and report findings to the Commodity Manager and the requesting department.

Vendor shall report any passenger misconduct, including passenger no-shows, to the Commodity Manager and the requesting department by close of the same business day.

Backup Program: The Vendor must provide a backup program in the case of a breakdown or no-show. 

Passenger Confidentiality:  Vendor shall agree that drivers participating in this program will treat program participants in a professional and respectful manner. Vendor agrees to comply and to require its officers, partners, associates, agents and employees to comply with all applicable State and Federal statutes or regulations respecting confidentiality, including, but not limited to, the identity of persons served under this Agreement, their records, and services provided to them.  

Vendor’s Employees:   The Vendor’s employees shall at all times conduct themselves in a professional manner. They shall be required to wear distinctive chauffeur apparel while on the University campus and/or at all times while transporting WSU faculty, students, staff, and guests.  All Drivers must be appropriately licensed for the type of transportation service listed in this RFP.  All Drivers and any additional personnel that will have customer contact must have passed a background check and drug testing.  Upon request the vendor must provide background check results.  *The awarded Vendor is eligible to use the University’s preferred background check company.  This will enable the awarded vendor to perform background checks at the University’s discounted price.  

Invoicing and Reporting:  For University paid trips, the Vendor will submit an itemized invoice to WSU Accounts Payable or the Department, based on the individual Purchase Order (PO) number. Each invoice must include the date of service, name of passenger, pick-up location, destination location, PO number, name of driver, total miles of each trip, and vehicle number.  Vendor must also provide usage reports to the University Commodity Manager, which are to include both PO and Procurement Card purchases.
The Vendor shall provide confirmation of completed services to the requested WSU Department within 24 hours of completion.

Vendor will be able to support total miles of each trip through an internet-based mapping program approved by WSU.

ACH Payments:  The Vendor are encouraged to accept a Purchase Order with 2% 10, Net 30 terms and/or a Procurement Card.  Invoices must reference the PO number and be submitted to the University’s Accounts Payable department. If ordering using Procurement Card, all invoices must be forwarded to card holder for review and processing.  All transactions using Purchase Orders should be sent to Accounts Payable via email address: www.wsuinvoices@wayne.edu. 

A prompt payment discount of two percent (2%) is encouraged on payments made within ten (10) calendar days of invoice date.  Such prompt payment discount shall not apply to credit card purchases.   

Insurance Requirements:  Vendor must be properly insured. Current certificate of insurance evidencing coverage (workers comp, auto, and general liability) is required and must be approved by the University Risk Management Department in advance of any agreement.  A copy of the University insurance requirements “Schedule B” is attached.  

The Board of Governors, Wayne State University, shall be named as an additional insured but only with respect to accidents arising out of said Agreement.

Questions on insurance requirements should be directed to Angela Moss, Director of the University's Risk Management Department at (313) 577-3110.

*Note: Vendor must provide certificate of insurance with the response and must meet WSU insurance requirements (see attached sample copy – Insurance Requirements).  Current certificate of insurance must remain on file with the Office of Risk Management throughout the life of the agreement.  Upon notification that the insurance has expired or the Certificate is not approved, the agreement may be cancelled within 30 days.

License Requirements:   Vendor shall hold and maintain all State, County, and City permits and licenses pursuant to the regulations of Transportation within the Tri-County area.  Chauffeurs shall maintain appropriate license.  

Vendor shall provide clean and safe vehicles pursuant to all State of Michigan Motor Vehicle Codes. This includes license and registration requirement for both vehicles and drivers assigned by Vendor to the Taxi Transportation Service.

Fuel Surcharges:  Fuel Surcharges are highly discouraged by the University.  Vendors must indicate any fuel surcharge that will be applicable to this agreement.  Surcharges may be allowed when the fuel price exceeds 10% of the cost of fuel at the time of submission of the Vendor’s Proposal or the cost at the start of any renewal year. Any fuel surcharge must include the fuel cost upon which the surcharge is based.  The current price of fuel is to be provided by the Vendor to the University’s Procurement & Strategic Sourcing at the time of the agreement award.  The University shall have the option of accepting the fuel surcharge or canceling the balance of the agreement.  Fuel surcharges, if approved, will be a flat fee and not a percentage of the bill.  

Note:  Any plan for fuel surcharges must include a fuel credit program whereby a like credit appears on each invoice when the fuel price decreases by 10%.  

General Information:  

Expenses for developing and presenting submittals shall be the entire responsibility of the Vendor and shall not be chargeable to the University.  All supporting documentation and manuals submitted with this request 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.  

Submittal Evaluation:  Vendor responses will be reviewed by an evaluation team consisting of members of the University’s Procurement Department and other University Units.  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.
Response proposals are limited to 30 pages total, one sided, and ten (10) point font. (This is inclusive of all required documents and schedules and any optional material included at the discretion of the respondent, but tab sheets and the cover pages do not count in the overall document count.) 

You must email your responses to e-mail:  Rfp@wayne.edu and be sure your subject line reads “(company name) RFI Taxi Transportation Services 2014 Response”.  Remember, your submittal must be in the format provided and be received in the Procurement & Strategic Sourcing by May 7, 2014 at 4:00 p.m.  Include any supplemental information that will illustrate your ability to provide additional services as proposed.
All questions concerning this Request for Proposal are to be directed to Loretta McClary, Senior Buyer, Email; Ac2843@wayne.edu and to Kimberly Tomaszewski, Senior Buyer, Email; rfpteam1@wayne.edu.  Copy both Loretta McClary and Kimberly Tomaszewski on all E-Mail questions.  The deadline for questions is April 30, 2014, 12:00 noon.  Under no circumstances may a VENDOR contact other individuals at the UNIVERSITY, or its consultants to discuss any aspect of this RFP, unless expressly authorized by Procurement & Strategic Sourcing to do so.
Sincerely,

Loretta McClary, Senior Buyer
Attachment: 
· Cost Schedule A

· Insurance Requirements Schedule B
SCHEDULE A - Quoted Rates of Services
RFP-Taxi Transportation Services 2014
All pricing is to be based on a “gate to gate” basis.  Vendors may, at their option, provide alternate pricing on a unit cost basis provided they have complied with base bid requirements.
Vehicle Type





Hourly Rate
Mileage Rate      Airport Rate
_________________________



​​​​​​​​​​​​​___________
___________
___________

_________________________



___________
___________
___________

_________________________



___________
___________
___________

_________________________



___________
___________
___________

Other Charges: 
_____________________________________________________________________

Maximum Annual Increases (Vendors are to indicate the Maximum PERCENTAGE Increases or any Decreases for each year)

RATE INCREASE (IF ANY)  FOR YEARS 2 & 3

	

    Year Two




    10-01-2014 to 9-30-2015






Maximum




No
  
Percent of



Increases  
Increase





              .  






	

    Year Three




    10-01-2015 to 9-30-2016






Maximum




No
  
Percent of



Increases  
Increase





              .  








RATE INCREASE FOR TWO OPTIONAL YEARS

	

    1st Optional Year




    10-01-2016 to 9-30-2017






Maximum




No
  
Percent of



Increases  
Increase





              .  






	

    2nd Optional Year




    10-01-2017 to 9-30-2018






Maximum




No
  
Percent of



Increases  
Increase





              .  








Comments/Restrictions:
	Company Name:_____________________________________________________________________________

	
	
	
	
	

	Submitted by:_______________________________________________________________________________

	
	
	
	
	

	Signature:__________________________________________________________________________________

	
	
	
	
	

	Typed Name:_______________________________________________________________________________

	
	      (Title)
	
	              (Date)

	Phone:______________________________________________FAX:___________________________________

	
	
	
	
	


Schedule B - INSURANCE REQUIREMENTS (Rev 01-2013)
____________________________________________, at its sole expense, shall cause to be issued and maintained in full effect for the term of this agreement, insurance as set forth hereunder:







General Requirements

	

Type of Insurance
	
Minimum Requirement




	1.
Commercial General Liability (CGL) 
CGL insurance should be written on ISO 
form CG 00 01 (or equivalent substitute)


	$1,000,000 combined single limit

$2,000,000 annual aggregate

	2.
Commercial Automobile Liability 
(including hired and non-owned vehicles)
	$1,000,000 combined single limit per accident for bodily injury and property damage, without annual aggregate.



	3.
Workers' Compensation 
(Employers' Liability)
	Required by the State of Michigan and Employer’s Liability in the amount of 

$500,000 per accident for bodily injury or disease.


Maximum Acceptable Deductibles

 Type of Insurance


Deductible





Commercial General Liability


$5,000




Commercial Automobile Liability


 0




Workers' Compensation 


 0


Property - All Risk 


$1,000






Coverage

1.
All liability policies must be written on an occurrence form of coverage.






2.
Commercial General Liability (CGL) includes, but is not limited to: consumption or use of products, existence of equipment or machines on location, and contractual obligations to customers.






3.
The Board of Governors of Wayne State University shall be named as an additional insured, but only with respect to accidents arising out of said Agreement.

4. 
The additional insured provision shall contain a cross liability clause as follows: “The insurance afforded applies separately to each insured against whose claim is made or suit is brought, except with respects to the limits of the company’s liability.” 

5.
The insurance company for each line of insurance coverage will be reviewed and checked per the A.M. Best’s Key Rating Guide.  A rating of not less than “A-“ is required






Certificates of Insurance

1.
Certificates of Insurance naming Wayne State University / Office of Risk Management as the certificate holder and stating the minimum required coverage must be forwarded to the Office of Risk Management to be verified and authenticated with the agent and/or insurance company.






2.
Certificates shall contain a statement from the insurer that, for this Agreement, the care, custody or control exclusion is waived.






3.
Certificates shall be issued on a ACORD form or one containing the equivalent wording, and require giving WSU a thirty (30) day written notice of cancellation or material change prior to the normal expiration of coverage.




4.
Revised certificates must be forwarded to the Office of Risk Management thirty (30) days prior to the expiration of any insurance coverage listed on the original certificate, as follows:


Wayne State University


Office of Risk Management


5700 Cass Avenue, Suite 4622 AAB


Detroit, MI 48202

Specific Requirements- Individual Agreements may require coverage in addition to the minimum general requirement

such as, business interruption, higher limits and or blanket fidelity insurance.

Exception to the insurance requirements is to be approved, in writing, by the Office of Risk Management. Exceptions are determined by the type and nature of the agreement and the individual contractor.

Schedule C:   Detailed Specification Questions

Please provide answers to the following questions.   All questions must have a response. 

1. How long has your company been in business?

2.  How large and old is your fleet?

3. What is the back-up plan in case of a breakdown on the road or car services needed on a short notice?

4. Does your company have a partnership with other transportation companies for back-up purposes?

5. How is the cost of Parking, tolls etc. handled?  Are these costs included in your pricing?


6. What is the rate of accidents over the past 12 months in relation to total miles traveled?


7. Describe the condition of your fleet and routine maintenance check:

8. Describe any geographical travel restrictions
:

9. Describe the existing technology the cars are equipped with: 

10. Describe training and qualifications of drivers: 

11. Describe your required drug testing / background checks:


12. Describe your recruitment criteria:


13. Describe your flexibility and commitment to the University:


14. Are your mechanics in-housed or outsourced?  If outsourced identify your partner.


15. Describe safety precautions taken, Industry standard requirements i.e. OSHA, Federal, State, Municipal, etc.: 

Page 1

[image: image3.jpg]


[image: image4.jpg]


