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REQUEST FOR PROPOSALS 

 
FOR 

 
CLEANING SERVICES  

 
FOR PORT ADMINISTRATION BUILDING 

 
 
Key Dates: 
 
MANDATORY PRE-PROPOSAL MEETING: PhilaPort will host a mandatory pre-proposal 
meeting on Tuesday, October 20, 2020 at 10:00 AM.  We will meet in front of the Port 
Administration Building at 3460 North Delaware Avenue, Philadelphia, PA  19134.  Please 
RSVP to the pre-proposal meeting by emailing procurement@philaport.com with the name of an 
attendee.  Companies are limited to one attendee per company.  All attendees must wear a 
mask and practice social distancing by standing at least 6 ft apart.   
 
QUESTIONS:  Questions must be in writing and should be sent to the attention of the 
Procurement Department at e-mail address procurement@philaport.com.  Please put the project 
name and number in the subject line.  Questions must be received by Tuesday, October 27, 
2020 at 12:00 PM (Noon). 
 
BID SUBMISSION DEADLINE:  Proposals will be submitted electronically per the directions 
in Section III, D. by Friday, November 6, 2020 at 2:00 PM. 
 

NO LATE PROPOSALS. NO FAXED OR EMAILED PROPOSALS. 

mailto:procurement@philaport.com
mailto:procurement@philaport.com
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I. INTRODUCTION  

A. NOTICE 
 
The information contained in and provided for this RFP is provided for background purposes 
only. While every effort has been made to ensure the accuracy of the information contained in 
this RFP, it is not, and shall not be construed as and shall not constitute, a representation, 
warranty or guaranty by the Philadelphia Regional Port Authority (“PhilaPort”) regarding the 
content, completeness, or accuracy of such information, or the qualifications or expertise of the 
individual(s) or firm(s) providing or preparing such information. Each entity responding to this 
RFP (“Offeror”) shall rely solely on its own inspections, investigation, confirmation and analysis 
of (1) the circumstances that will affect the performance of the “Services”, as defined in the 
General Conditions, (2) the information contained in or delivered pursuant to this RFP and (3) all 
other information that such Offeror deems necessary or prudent in evaluating and analyzing the 
“Project,” as defined in the General Conditions.  
 
This RFP is not a legally binding document, but an invitation to submit proposals on the terms 
and conditions of this RFP. In no event shall PhilaPort be responsible for any costs, expenses or 
fees incurred by or on behalf of the Offeror in connection with this RFP. The Offeror shall be 
solely responsible for all such costs, expenses and fees.  

 
PhilaPort reserves the right at any time prior to award, to modify the schedule and scope of this 
solicitation process, to terminate the RFP process, and to reject or not consider all or any part of 
any proposal submitted in response to this RFP for any reason or no reason. Further, after review 
of the proposals, PhilaPort reserves the right to request additional or clarifying information from 
any or all parties that submit proposals in response to this RFP.  
 

B. BACKGROUND 
          
PhilaPort is an independent agency of the Commonwealth of Pennsylvania, responsible for the 
management, maintenance, promotion, and development of port facilities along the Delaware 
River. 

 
PhilaPort’s principal goals are to enhance waterborne commerce, promote economic growth, and 
create jobs.  PhilaPort was created for the purpose of acquiring, holding, developing, 
constructing, improving, maintaining, managing, operating, financing, equipping, repairing, 
leasing or subleasing, and owning port facilities and port-related projects within the 
Pennsylvania, Delaware River Port district.  The port-district includes the area along Delaware 
River in Philadelphia, Bucks and Delaware Counties. 
 
Over 3,000 ships load and offload at the Port of Philadelphia each year - making it one of the 
busiest ports on the North Atlantic range.  The Port of Philadelphia handles more than one-
quarter of the entire North Atlantic District's annual tonnage, and is the fourth largest port in the 
U.S. for the handling of imported goods. 

 
The Port of Philadelphia is strategically located at the center of the Northeast corridor, the 
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country's largest and richest marketplace.  The port has direct access to more major cities by rail 
and truck than any other port in the country; ensuring deliveries are made in a timely and cost 
effective manner. 

PhilaPort’s facilities are highly diversified and handle containers, break-bulk, project cargo, and 
liquid bulk.  The port includes specialized facilities for forest products and for perishable cargo.   

C. OBJECTIVE AND SCOPE OF WORK:

GENERAL 

The Philadelphia Regional Port Authority (PHILAPORT) is soliciting proposals for cleaning 
services at the Port Administration Building, 3460 N. Delaware Avenue, Philadelphia, 
Pennsylvania. The contractor awarded this work will be required to perform the tasks outlined 
in this specification for a period of one (1) year from Notice to Proceed. The tentative 
commencement date of the contract is April 1, 2021. PHILAPORT with the mutual agreement 
of the contractor may choose to extend the contract for a second and third year. Quoted prices 
shall remain firm for the contract period. 

BID PROCEDURES 

The Port Administration Building has approximately 51,835 square feet of rentable office 
space plus 5,215 square feet of restroom, lobby, hall, elevator and stair space, for a total 
cleanable area of 57,050 square feet. 

Of the 51,835 square feet of rentable office space, 45,308 square feet is presently occupied. 
This bid is being solicited on the basis of cleaning 50,523 square feet (45,308 square feet of 
office and 5,215 square feet of restrooms, lobby, halls and stair spaces).  

Please use the form provided in the Appendices to submit pricing. 
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SQ. FT. FOR CLEANING SERVICES AT PRPA ADMINISTRATION BUILDING 

 
 

Floor Room 
# 

Sq. ft.  
To be 

Cleaned 

Sq. ft. 
Not to 

be 
Cleaned 

First 107 3,054  
 106 1,350  
 101 2,680  
 100 1,132  
 104 1,250  
 103 1,230  
 102 285  
 161 367.5 1697.5 

 108  857 
Second  20,000  
Third 300 2,038  

 304 625  
 307 & 

308 
1,800  

 310  3,962 
 301 3,782  
 306 1,000  
 302 4,714  

Common 
Area 

 
5,215 

 

Total sq. ft. to be 
cleaned 50,523 

 

 
 
ADJUSTMENTS TO CONTRACT AMOUNT 
 

During the contract year, tenant office space may be added or subtracted from the present 
45,308 square feet of occupied space. A monthly adjustment to the contractor’s payment will 
be made on the basis of the increased or reduced space multiplied by the per square foot cost 
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submitted on the Bid Form. Note that the restroom, lobby, hall, elevator and stair space 
requiring cleaning (5,215 square feet) will remain constant throughout the contract year.  

PHILAPORT will inform the contractor in writing when there will be a change in the square 
footage of occupied space to be cleaned in the following month, the amount of the change 
and the calculation of the revised monthly payment. 

WORKING HOURS 

It is required that the contractor have all employees start work at the same time, between 4:15 
to 5:00 P.M. and finish in approximately four (4) hours depending upon occupancy. 

One or more offices may not be accessible after normal working hours; these offices should 
be cleaned in the late afternoon. The elevator will not be available for moving contractor’s 
equipment from 4:50 to 5:15 PM. 

Restrooms and hallways are to be cleaned after 6:00 P.M. 

INSURANCE 

Insurance shall be as called for in the General Conditions, with the following addition: 
Employee Dishonesty Commercial Blanket Bond shall be provided in the amount of no less 
than $100,000. 

PERSONNEL 

It is required that the contractor have no less than four (4) employees working each night.  
The contractor will provide a list of all personnel, including supervisors, who will work 
under this contract. The list will be kept current, as required, reflecting all personnel changes. 
The list will include the names, addresses and duties of all staff. 

There is to be at least one (1) supervisor on the premises nightly to oversee work and 
complete work sheets. 

PhilaPort reserves the right to ask for payroll statements from the successful Offeror and 
expects that all employees are paid at least minimum wage. 
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Please note that there is NO public transportation to the building.  The contractor and 
their employees are responsible for their own transportation. 

 
REVIEW OF DEFICIENCIES 
 

A representative of the contractor will be required to meet with PHILAPORT representatives 
upon request whenever the level of service is unsatisfactory. In such a case, the Contractor’s 
representative will tour the building with the PHILAPORT representatives to view the 
problems. 
 
PHILAPORT will provide a list of written deficiencies in the Contractor’s service. The 
Contractor will be expected to correct the deficiencies immediately. 
 
Failure to correct the deficiencies within thirty (30) days or repeated unsatisfactory levels of 
service may result in the cancellation of the contract upon written notice by PHILAPORT. 

 
Bidders shall submit with their bid, a list of references of customers for whom they have 
provided cleaning services during the last three (3) years. If references are not included 
with the bid when submitted, bid will be rejected. The list of references shall state name of 
company, address, contact person, phone number and number of square feet covered by the 
contract. References and related information should reflect contracts or services provided by 
the company, which involve comparable areas (square footages) to those shown in this bid. 

 
SCOPE OF WORK 
 

 
OFFICES, HALLS, LOBBY, STAIRWELLS, ELEVATORS, RESTROOMS 

 
DAILY (MONDAY through FRIDAY/5 NIGHTS PER WEEK) 

  
1. All waste receptacles will be emptied and returned to their original location, and 

trash removed to dumpster in rear parking lot. 
 

2. Smudges and fingerprints found on doors, walls, frames, and partitions within 
reach of the average custodian will be spot cleaned. 
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3. Carpeting will be vacuumed with a heavy-duty cleaner. All carpeting to be spot
cleaned daily without advance request of the PHILAPORT.

4. Dust and/or damp wipe clean the following:

Chairs 
Files and storage cabinets 
Tables and lamps 
Pictures and frames 
Counters, ledges, shelves and baseboard heaters (6” above the floor) 
Doors 
Pushplates 

6. Wash front door glass, as well as the adjacent architectural metal trim, to remove
fingerprints, smudges, etc. Clean glass partitions in a similar manner.

7. Special attention will be given to the lobby, reception area, elevator cab,
stairwells and other public areas. All furniture and fixtures will be hand wiped and
carpets thoroughly vacuumed. Tile floors will be kept brightly polished.

8. Sweep all resilient tile floor coverings with chemically treated dry mop. Spot
mop to remove spillage.

9. All ceramic tile floors will be damp mopped daily.

10. Extinguish all interior lights unless otherwise notified. Night and safety lights
will be operated as instructed. All doors will be locked and secured and the
night supervisor will report any doors that are not functioning.

11. All water fountains and water coolers are to be washed clean and germicidal
solution in plastic spray bottles and wiped with sanitized cleaning cloths.

12. Spot clean all metal, glasswork, woodwork and furniture with detergent solution
in spray bottle with a clean cloth without advance request of PHILAPORT.
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13. Entrance mats will be spot cleaned and vacuumed. Extra work will be required 
during the winter weather to remove dirt and salt from mats and tile floor, 
stairwells, and elevator floor. 

 
14. All stairwells will be swept with a chemically treated dry mop, and spot mopped 

to remove spillage. 
 

15. Doors, doorjambs, switchplates will be spot cleaned. 
 

16. Telephones will be wiped clean with disinfectant. 
 

17. PHILAPORT maintains a kitchen on the second floor, as do other tenants in the 
building. These rooms shall be thoroughly cleaned daily (including but not 
limited to, wiping tables, chairs, counters and exteriors of appliances and 
cabinets). 

 
At no time is the elevator to be used by the contractor at high office traffic times 
between 4:50 and 5:15 PM. 
 

RESTROOMS (ALSO A DAILY REQUIREMENT OF THE CONTRACT) 
 

1. All restroom floors will be mopped using a disinfectant solution in a mopping 
bucket. The solution will be picked up with a rung-out mop and the floor rinsed 
with clear water. Special attention should be paid to the cove base around the 
walls and corners of the restroom. 

 
2. Clean toilet seats, inside and outside of all toilet bowl and urinals with 

disinfectant cleaner solution and wipe dry with a clean cloth.  Rust/urine stains 
must be removed. 

 
3. Clean air ventilating louvers whenever soil is visible. 

 
4. All sinks and fixtures will be cleaned with a non-abrasive cleaner.  Rust stains 

must be removed.  Crevices around fixtures shall also be cleaned. 
 

5. All paper towel, toilet seat covers, sanitary napkin and toilet dispensers will be 
wiped clean with a treated cloth. 

 
6. All partitions, tiled walls and horizontal surfaces will be dusted and wiped clean 

with treated cloth. 
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7. All cleaning products shall contain disinfectant to control odor. 

 
8. Empty all waste baskets and sanitary disposal units and remove to dumpster. 

 
9. Clean all mirrors and chrome, with glass cleaner containing ammonia solution or 

glass cleaner applied with spray bottle and wiped clean with a clean cloth. 
 
10. Paper and soap supplies to be stocked by PHILAPORT personnel. 

 
*Until the current Covid-19 Pandemic is no longer a global health crisis, special 
attention shall be paid to all touchpoints within the building.  They include, but 
are not limited to: all door handles, push plates, panic bars; elevator control 
panels on each floor and inside elevator cabin; all office door handles.  
Touchpoints shall be cleaned with an EPA-approved disinfectant. 
(https://www.epa.gov/pesticide-registration/list-n-disinfectants-coronavirus-
covid-19). 

 
 

WEEKLY (PHILAPORT TO SCHEDULE WITH CONTRACTOR) 
 

1. Stiff brush or vacuum all upholstered furniture and remove spots or stains. 
 

2. All resilient tile floor coverings will be damp mopped and buffed. 
 

3. The cabinetwork in the Main Copy Room of PHILAPORT is to be dusted, lifting 
items on the cabinetwork so that the area may be cleaned. 

 

4. Clean grout in walls and floors of restrooms. 
 

MONTHLY (PHILAPORT TO SCHEDULE WITH CONTRACTOR) 
 
 

1. All desks, credenzas, windowsill, etc. that have had all items (with the exception 
of computers and telephones) removed from their surfaces, will be dusted and/or 
damp-wiped on the first Monday of each month. 
 

2. Mop the stairwells with mop bucket water and disinfect monthly 
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EVERY TWO MONTHS (PHILAPORT TO SCHEDULE WITH CONTRACTOR) 
 

1. Damp wipe all overhead air diffusers and vacuum adjacent ceiling tiles. 
 

 
SEMI-ANNUALLY (PHILAPORT TO SCHEDULE WITH CONTRACTOR) 

 
1. Strip and refinish all tile floors throughout the building. 

 
2. Clean window blinds by dusting or damp wiping as required. 
 

 
Contractor shall provide all cleaning supplies for this contract. 

 
 
II. PROCESS 
 

A.  EVALUATION AND SELECTION CRITERIA  
 

The selection criteria for an Offeror submitting in response to this RFP (the “Proposal”) include 
a combination of the following:  
 

• Understanding of the Services requested, their purpose, and the needs of PhilaPort.  
• The Offeror’s expertise – relevant experience of the firms with contracts of a similar 

nature, proposed subcontractors and individuals who would be a part of the team and 
assigned to render Services.  

• The Offeror’s capability to complete the Services that may be assigned. 
• Diversity 
• Cost Information 

 
The Offerors will be ranked in accordance with the criteria identified above.  The highest ranking 
Offeror will have their “Cost Information” as defined hereinafter, submittal opened, and the 
process outlined in Section IV C will be followed.  The Offeror’s Proposal will be submitted 
using the Form for Submission of Proposal (Appendix “A”) and will be the basis for review and 
for discussion with the Offeror.   
 
 B.   SUBMISSION DEADLINE: 
 
Proposals are due at PhilaPort by the deadline set forth on the first page of this RFP.     
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 C.  SITE TOUR  
 
If appropriate to the nature of the Services requested, a site tour will be offered upon an Offeror’s 
request. 
 

D. QUESTIONS ABOUT RFP 
  
All questions or comments regarding this RFP must be submitted in written form to: Kate 
Bailey via email at procurement@philaport.com.   
 
Other forms of electronic communication and telephone inquiries will not be accepted. All 
questions submitted to PhilaPort and the corresponding responses will be put on PhilaPort 
website in the form of an addendum. The deadline for submitting questions to PhilaPort is set 
forth on the first page of this RFP.  Addenda should be acknowledged by immediately faxing 
the acknowledgement page to (215) 426-6800 or emailing to procurement@philaport.com. 
 
III. SUBMISSION REQUIREMENTS  
 
Proposals must contain all of the following elements to be considered complete. PhilaPort 
reserves the right to reject, or not consider, all or part of any proposal submitted in response to 
this RFP for any reason whatsoever at any time prior to the full execution of the Agreement with 
the selected Offeror.  PhilaPort further reserves the right to request additional or clarifying 
information from Offerors.  
 

A.  PROPOSAL FORMAT 
 

Offerors are to provide sufficient information for PhilaPort to evaluate the proposals to 
determine responsiveness and ability to meet the specifications for the Project. Offeror is to use 
the Form for Submission of Proposal, appearing here as Appendix “A.”  Submissions are 
limited to twenty pages, resumes excluded.  At a minimum, the following sections should 
contain:  
 

Section I. Capabilities Narrative: Describe the technical capabilities of the individual 
professionals or key contractor representatives on the firm/team with respect to the 
required areas of expertise.   

 
Section II. Relevant Experience: List similar assignments, matters, or projects 
completed in terms of their nature, size and scope and the individual professionals or 
other contractor representatives who are part of the proposed team, using the following 
format for each project.  

 
Section III. Proposed Team: List the key individual members of the team. Provide 
curriculum vitae for each key member, their relevant experience. Provide an 
organizational chart and contact information. Identify the Services each team member 
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will provide.  For teams consisting of a single firm, it will be sufficient to reference all 
Service areas.  

Section IV. Responsiveness: The Offeror shall demonstrate the ability of their team to 
provide the Services to PhilaPort on a prompt and efficient basis for emergency and time-
sensitive situations.   

Section V. Proposal Certification and Legal Disclosures: The Form for Submission of 
Proposal, appearing as Appendix “A” shall be completely filled and executed.  The 
response to this Part VI shall be placed in a sealed envelope separate from the remainder 
of the Proposal.  Within three (3) business days of the proposal submission date, the 
original Form for Submission of Proposal (Appendix “A”) shall be mailed to: 

Kate Bailey 
PhilaPort 
3460 North Delaware Avenue 
2nd Floor 
Philadelphia, PA  19134 

Also, indicate whether there are any convictions or criminal proceedings within the last 
10 years or any outstanding judgments, claims, arbitration proceedings or suits against 
any firm or individual who is a member of the team, and whether any firm has been 
debarred by any governmental authority within the last 10 years. If so, provide the 
caption and venue of the matter, along with identifying case number and description.  The 
Offeror’s response should not indicate that another individual or entity should be 
contacted nor should it state that the requested information is not applicable to this 
project.   

Offeror’s submission shall be based upon the General Conditions as they exist in 
Appendix “B”.  PhilaPort reserves the right to reject any and all proposed changes.   

Finally, submit copies of the addenda acknowledgements. 

Section VI. Diversity:  It is the intent and goal of PhilaPort that the selected Contractor 
or Contractors ensure diversity in all aspects of the performance of the Services. 
PhilaPort requires legally binding commitments to, and utilization of certified Minority, 
Women, LGBT, Veteran, and Service Disabled (collectively, “Historically Underutilized 
Businesss” or “HUB”) in the Proposals received in response to this RFP.  Proposals must 
include a plan for utilizing HUBs in providing the Services.  Submit targets for 
participation in the format set forth in Appendix “C”.  In addition to target goals the firm 
proposes, names of prospective HUB firms should also be indicated.  The more diversity 
and inclusion that is included in the proposal, the higher the ranking will be for the 
diversity category.  Please list and HUB supplies that you use or if your firm is certified 
in any of the HUB categories.  
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Section VII.  Cost Information:  Submit “Cost Information,” by using the form attached 
as Appendix “D”  
 

Proposals shall be broken down into two (2) parts.  
 
Part I shall consist of the following four (4) sections:  
 
Section I.  Capabilities Narrative 
Section II.  Relevant Experience 
Section III.  Proposed Team 
Section IV.  Responsiveness  
 
Part II shall consist of the following three (3) sections:  
 
Section V.  Proposal Certification and Legal Disclosure 
Section VI.  Diversity – Attached as Appendix “C” 
Section VII. Cost Information – Attached as Appendix “D” 

 
Proposals shall be tabbed clearly identifying each section.  References to financial terms in any 
Section of Part I shall be grounds for rejection of the proposal as being non-responsive.  

 
B.  OFFICIAL DESIGNATED TO RECEIVE PROPOSALS 

 
Kate Bailey 
Director of Procurement 
Philadelphia Regional Port Authority 
3460 N. Delaware Avenue 
Philadelphia, PA 19134 

 
See Section III, D for instructions on proposal submissions. 
 
Unless otherwise specified, all Proposals must be submitted in the format specified in this RFP. 
Proposals shall be signed by a duly authorized representative capable of executing the 
Agreement on behalf of the Offeror. PhilaPort reserves the right to waive technical defects or 
irregularities in a Proposal.  References to financial terms in any Section other than Section VII 
shall be grounds for rejection of the proposal as being non-responsive.  
 
 

C.  PROPOSAL DEPOSIT 
 
No proposal deposit, bond or other form of security is required. 
 

D.  DELIVERY OF PROPOSALS  
 
PhilaPort will be utilizing an e-Sourcing platform called Bonfire.  Offerors must register with Bonfire to 
submit an electronic proposal with PhilaPort.  Instructions and video tutorial can be found at:  
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• https://support.gobonfire.com/hc/en-us/articles/360011135513-Vendor-Registration.

and

• https://support.gobonfire.com/hc/en-us/articles/203903356-Vendor-Registration-and-
Submission-

Proposals must be submitted through the online Bonfire Portal at: 

https://PHILAPORT.bonfirehub.com 

Be sure to register well in advance of the proposal submission date and time. 
Submissions by other methods will not be accepted. 

Offerors must use Internet Explorer 11, Microsoft Edge, Google Chrome, or Mozilla 
Firefox. JavaScript must be enabled. Browser cookies must be enabled. Ensure pop-up 
blockers are turned off to avoid any issues. 

Respondents should contact Bonfire at Support@GoBonfire.com for technical questions 
related to submissions or visit Bonfire’s help forum at https://bonfirehub.zendesk.com/hc. 

Submission materials should be prepared in the file formats listed under Requested 
Information for this opportunity in the Bonfire Portal. The maximum upload file size is 
1000 MB. Documents should not be embedded within uploaded files, as the embedded 
files will not be accessible or evaluated.   

The entire proposal submission should be uploaded into Bonfire.  This includes: 

Part 1 (Sections I – IV) and Part 2 (Sections V-VII) of the proposal submission. 

E. MODIFICATION OF PROPOSALS

Proposals may be modified by written notice by an Offeror by its authorized representative prior 
to the exact hour and date set for the opening of Proposals. If an authorized representative 
submits a modified Proposal on behalf of an Offeror, written documentation substantiating that 
the authorized representative is authorized to make the modified Proposal and that the modified 
Proposal is submitted on the Offeror’s behalf must be provided with the modified Proposal. A 
modification of the Proposal shall also state that it is in compliance with this RFP.  

F. WITHDRAWAL OF PROPOSALS

https://support.gobonfire.com/hc/en-us/articles/360011135513-Vendor-Registration
https://support.gobonfire.com/hc/en-us/articles/203903356-Vendor-Registration-and-Submission-
https://support.gobonfire.com/hc/en-us/articles/203903356-Vendor-Registration-and-Submission-
https://bonfirehub.zendesk.com/hc
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An Offeror may withdraw the Proposal by its authorized representative after receipt by PhilaPort, 
provided that the Offeror makes a request therefor in writing and the request is received by 
PhilaPort prior to the time fixed for the opening of Proposals.  
 
IV. EVALUATION AND AWARD OF PROPOSALS  
 

A.  EVALUATION AND DISCUSSION OF PROPOSALS  
 
After the Proposals are opened and reviewed, PhilaPort may conduct discussions with one or 
more responsible Offerors which submitted Proposals that are determined by PhilaPort in its sole 
discretion to be reasonably susceptible of being selected for award on the basis of the best 
interests of PhilaPort.  The discussions may be conducted for the purpose of clarification to 
assume full understanding of and responsiveness to the solicitation requirements and for the 
purpose of obtaining best and final offers. 
 
If PhilaPort chooses not to conduct discussions, the submitted Proposals shall become the best 
and final offers.  A best and final offer can be modified or withdrawn any time prior to the 
deadline for its submission in the same manner as if it were a Proposal. 

B.  COLLUSIVE PROPOSALS WILL BE REJECTED  
 
The Proposals of any Offeror or Offeror which engage in collusion shall be rejected.  Any 
Offeror who submits more than one Proposal in such manner as to make it appear that the 
Proposals submitted are on a competitive basis from different parties shall be considered a 
collusive Offeror.  PhilaPort may reject the Proposals of any collusive Offeror upon Proposal 
openings. Nothing in this Section shall prevent an Offeror from superseding a Proposal by a 
subsequent Proposal delivered prior to the opening of Proposals which expressly revokes the 
previous Proposal.  
 

C.  AWARD OF CONTRACT  
 
Negotiations will be held with the highest ranked firm(s).  To begin the negotiation, the highest 
ranked firm(s) may be asked to clarify and supplement the Cost Information submitted with its 
Proposal.  The supplemental Cost Information shall be sufficiently detailed to allow PhilaPort to 
direct questions at specific areas of concern.  By way of illustration, where the Offeror would 
expect to invoice PhilaPort on an hourly basis, the supplemental information should include 
complete information on the job classifications and billing rates as they would appear on 
monthly invoices.  Similarly, where the Offeror would expect to invoice on a lump sum basis, 
information on the derivation of the lump sum figures should be provided.    
 
PhilaPort may allow expenses incurred by the Contractor and subcontractors in direct connection 
with each task as follows: 
 

(a) Direct expenses of transportation (except daily commutation), long distance 
communications and, if necessary, fees paid for securing permits and approvals. 
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(b) Direct expenses of reproduction, postage and handling of drawings,
specifications, and other documents.

(c) Direct expenses associated with the renting of equipment for inspection and
testing. Also, the direct expenses associated with laboratory testing of materials.

(d) Other reasonable expenses incurred on PhilaPort’s behalf with approval from
PhilaPort in advance.

Reimbursement will not be made for daily commutation nor any, subsistence or housing costs.  
GSA rates apply to all allowable expenses.  Current GSA rates can be found at 
https://www.gsa.gov/travel-resources. 

A maximum markup of 10% on external expenses will be permitted to be billed.  All insurance 
shall be maintained by the Contractor at no cost to PhilaPort. 

If negotiations fail to proceed to an award of a contract, the negotiations will be terminated and 
PhilaPort will then begin negotiations with the next highest ranked responsive firm. This process 
will continue.  Awards may be made to more than one Offeror.  PhilaPort reserves the right to 
reject all proposals that are submitted, cancel the project, and or rebid for the Services.  

D. EXECUTION OF THE AGREEMENT

Promptly after the completion of negotiations, contracts may be awarded by PhilaPort, and the 
Services Agreement shall be executed by PhilaPort and the successful Offeror. As PhilaPort is an 
independent agency of the Commonwealth, for the purposes and within the meaning of the Act 
of October 15, 1980 (P.L. 950, No. 164), known as the Commonwealth Attorneys Act, all 
Contracts must be approved as to form and legality by the Office of the Attorney General.  

Any Offeror not lawfully released from the submitted Proposal, and which refuses to execute a 
contract in accordance with the submitted Proposal shall be liable to PhilaPort for its damages, 
and, if security has been deposited with the Proposal, the amount of the security as liquidated 
damages.   

By executing the Services Agreement, the Offeror represents that the Offeror has (i) reviewed 
the RFP thoroughly, (ii) if appropriate, visited the Site to become familiar with local conditions 
that may in any manner affect the cost, progress or performance of the Services, (iii) become 
familiar with Federal, Commonwealth and City laws, ordinances, rules and regulations that may 
in any manner effect cost, progress or performance of the Project, (iv) studied and carefully 
reviewed the Contract Documents, (v) received all information and documents necessary to 
allow the Offeror to perform the Services required under the Contract Documents, and (vi) 
reviewed and hereby acknowledges the provisions of the Philadelphia Regional Port Authority 
Act (55 Pa. C.S.A., § 697.1 et seq.) relevant to the performance of Services.  The Offeror shall 
not at any time after the execution of the Contract make any claims whatsoever alleging 
insufficient data or incorrectly assumed conditions, nor shall the Offeror claim any 
misunderstanding with regard to the nature, conditions, or character of the work to be done under 
the Project. 

E. CONTRACT SURETY

https://www.gsa.gov/travel-resources
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This section intentionally deleted.  There is no requirement for security in connection with the 
submission of a Proposal in response to the RFP.  

F. PROTESTS IN CONNECTION WITH THE SOLICITATION OR AWARD OF A
CONTRACT

Protests asserted in connection with the solicitation or award of a contract by PhilaPort are 
governed by the provisions of the Commonwealth Procurement Code, 62 Pa.C.S. §1711.1.   

(a) An actual or prospective Offeror who is aggrieved in the connection with the
solicitation or award of a contract must file a protest with the Executive Director
of PhilaPort in writing within the period of time provided in the Code.

(b) Upon receipt of a timely protest and until the time has elapsed for the Offeror to
file an action in Commonwealth Court, PhilaPort shall not proceed further with
the solicitation or with the award of the Contract unless and until the appropriate
official within PhilaPort makes a written determination that the protest is clearly
without merit or that award of the Contract without delay is necessary to protect
substantial interests of PhilaPort.

(c) If the protest is not resolved by mutual agreement, the appropriate official within
PhilaPort shall promptly, but in no event later than sixty (60) calendar days from
the filing of the protest, issue a decision in writing stating the reason for the action
taken and notifying the Offeror of their right to file an action in the
Commonwealth Court within fourteen (15) calendar days from the mailing date of
the decision.

(d) No action may be commenced in Commonwealth Court in connection with the
solicitation or award of a Contract unless the Offeror has exhausted the remedies
set forth in this section.
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Appendix “A” 
 

Form for Submission of Proposal & RFP 
 

(To be submitted with RFP Proposal Submission) 
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PROPOSAL FOR  
____________________ SERVICES 

 
************************ 

 
 
The undersigned, ______________________________ (“Offeror”), having familiarized itself and 
its team with the Services being requested in PhilaPort’s Request for Proposal (“RFP”) dated 
_______________, 201__, hereby proposes to provide the requested Services in accordance with 
the standards applicable to its profession or occupation.  Offeror hereby incorporates Parts I 
through VII of this Proposal, which are attached and incorporated by reference as though fully set 
forth herein. 
 
I. Monetary Section: 
 
Offeror proposes to provide the Services for the cost set forth in Part VII.  
 
II. Offeror Responsiveness Section: 
 
A. The Offeror certifies by its representative below that to the best of the representative’s 
knowledge, information and belief: 
 

i. Neither the Offeror nor the members of its team are under suspension or debarment by the 
Commonwealth or any governmental entity, instrumentality, or authority and, if this 
representation cannot be made, that Offeror agrees to submit, along with its Proposal, a 
written explanation of why such certification cannot be made and why the Contract should 
nonetheless be awarded to Offeror. 
 

ii. That as of the date of its execution of this Proposal, the Offeror has no tax liabilities or 
other Commonwealth obligations, or has filed a timely administrative or judicial appeal if 
such liabilities or obligations exist, or is subject to a duly approved deferred payment plan 
if such liabilities exist. 
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iii. That the Offeror’s team possesses all required business, professional contracting and trade 
licenses required to provide the Services. 

 
iv. That the Offeror’s team possesses all the technical qualifications and resources, including 

equipment, personnel and financial resources, to provide the Services. 
 

v. That the information provided in Part V in connection with PhilaPort’s Diversity Inclusion 
Plan Forms is accurate and complete. 

 
III. Offeror Responsibility Section: 
 
A. The Offeror certifies by its representative below that to the best of the representative’s 
knowledge, information and belief: 
 

i. Offeror’s team has a satisfactory record of past contract performance and past  compliance 
with applicable law that demonstrates a solid history of both technical competency and 
business integrity sufficient to justify receiving a Port PhilaPort contract. 

 
ii. Offeror’s team possesses all qualifications, skills, resources, equipment personnel, 

financial resources and other required performance capabilities needed to successfully 
complete the prospective contract it is seeking to perform. 

 
iii. Offeror’s team will comply with all relevant security requirements.  

 
iv. If applicable, Offeror’s team will have sufficient personnel that possess Transportation 

Worker Identification Credentials to gain access and properly perform the Services.   
 
B. The Offeror certifies by its representative below that the following responses to the 
questions posed to assist PhilaPort in its determination of Offeror Responsibility are true and 
correct: 
 
1.  Has the Offeror or any member of its team been suspended and/or debarred or voluntarily 
agreed not to submit a proposal in response to the RFP as a result of an action by any federal, state 
or local government agency or authority in the past three years? 
  
    Yes No 
 
2.  Has any officer, director, owner or managerial employee of the Offeror or any member of its 
team been convicted of a felony relating to construction, maintenance, service or repair contracting 
industries? 
 
    Yes No 
 
3.  Has the Offeror or any member of its team defaulted on any project in the past three years? 
 
    Yes No 
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4.  Has the Offeror or any member of its team had any type of business, contracting or trade license 
revoked or suspended by any government agency or authority in the past three (3) years? 
 
    Yes No 
 
5.  Has the Offeror or any member of its team been found in violation of any other law relating to 
its contracting business, including, but not limited to antitrust laws, licensing laws, tax laws, wage 
or hour laws, environmental or safety* laws, by a final decision of a court or government agency 
authority in the past three (3) years? 
 
    Yes No 
 
*For purposes of this question, violations of safety laws may be limited to serious or willful safety 
violations. 
 
6.  Has the Offeror or any member of its team been the subject of voluntary or involuntary 
bankruptcy proceedings at any time in the past three years? 
 
    Yes No 
 
C. Offeror’s Vendor Data Management Unit Number is: _________________________.  
 
IV. Offeror’s Point of Contact Section: 
 

Contact Information for the Offeror on this project (for purposes of affirming pricing, or 
providing information in response to inquiries, insurance information, diversity 
information, and the like): 

 
Name:  _________________________________  
 
Title:  _________________________________ 

 
Phone:  _________________________________  

 
Email:  _________________________________ 

 
 
V. Acknowledgment and Disclaimers Section: 
 
Offeror should include in Part VI, an acknowledgement of any addenda issued by PhilaPort.  
 
It is understood that the right is reserved by PhilaPort to reject any or all proposals and to waive 
any informalities in the Proposal. 
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Submission of false or misleading information or statements in connection with this Certification 
shall render the Offeror ineligible to provide Services to PhilaPort and/or shall be considered a 
material breach of any contract entered and entitle PhilaPort to all applicable remedies available 
at law or in equity. 
 
Failure to submit or fully complete the certifications required by this Proposal Form shall render 
the Offeror ineligible for the prospective contract. 
 
VI. Representation and Authorization Section: 
 
By making this Proposal, Offeror and its representative understand, represent, acknowledge and 
certify: 
 

a) That the foregoing representations regarding the past performance and present 
qualifications of the undersigned Offeror and its team are true and correct; 

 
b) The Offeror by its representative has read and understands the terms and conditions of the 

RFP and this Proposal is made in accordance with those terms and conditions;  
 

c) The price(s) and amount of the Proposal have been arrived at independently and without 
consultation, communication, or agreement with any other contractor, proposer or potential 
proposer; 

 
d) Neither the price(s) contained in nor the total amount of the Proposal, nor the approximate 

price(s) or total amount, have been disclosed to any other firm or person who is a proposer 
or potential proposer, and they will not be disclosed prior to the deadline for submitting 
proposals; 

 
e) No attempt has been made or will be made to induce any firm or person to refrain from 

proposing in response to the RFP, or to submit a proposal higher than the Proposal, or to 
submit an intentionally high or noncompetitive proposal or other form of complementary 
proposal; 

 
f) The Proposal is made in good faith and not pursuant to any agreement or discussion with, 

or inducement from, any firm or person; 
 

g) This Proposal has been completed by an authorized representative of the Offeror that the 
sufficient knowledge and information to address all matter addressed herein;  

 
h) If an award is made to the Offeror, the Offeror agrees that it intends to be legally bound to 

the contract that is formed between PhilaPort and the Offeror; and 
 

i) If an award is made to the Offeror, the Offeror will enter into and execute a contract based 
upon this Proposal, without delay, upon notice of award of contract. 
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[Signature pages to follow; select the page that is appropriate 
to Offeror’s form of business organization.] 

 
 
 



[SIGNATURE PAGE FOR INDIVIDUAL OFFEROR] 
 

 
______________________________________       
Name of Offeror (Printed) 
 
_______________________________________     
Signature of Individual 
 
 
Trading and doing business as:  
 
______________________________________       
  
 
Business Address: 
 
______________________ 
______________________ 
______________________ 
 
 
Tax Identification Number: 
          
______________________ 
 
 
*If fictitious or trade name is employed in conduct of business, complete, by deletion as 
appropriate, the following statement:   
 
[Foregoing fictitious or trade name (has) (has not) been registered by the individual proprietorship 
under Pennsylvania Law.] 
 



[SIGNATURE PAGE FOR PARTNERSHIP OFFEROR] 
 

 
 
___________________________________       
Name of Partnership 
       
___________________________________ 
Name of General Partner (Printed) 
 
By: _______________________________  Witness: ____________________________ 
(Signature of General Partner) 
         
Business Address: 
 
______________________ 
______________________ 
______________________ 
 
 
Tax Identification Number: 
          
______________________ 
 
 
The partners constituting the partnership herein named are: 
 
Partner: _____________________________  Address:  ______________________ 

______________________ 
______________________ 
 

Partner: _____________________________  Address:  ______________________ 
______________________ 
______________________ 

 
Add additional lines for the names and addresses of additional Partners, if there are more than 
four Partners in the Partnership, by attaching an additional page or pages to this Proposal. 
 
 
*If fictitious or trade name is employed by the partnership in conduct of its business, insert name 
here:  
__________________________________________ 
 
 
Next, complete, by deletion as appropriate, the following statement:   
 
[Foregoing fictitious or trade name (has) (has not) been registered by the partnership under 
Pennsylvania Law.



[SIGNATURE PAGE FOR CORPORATE OFFEROR] 
 

 
___________________________________ 
Name of Corporation    
 
___________________________________  ___________________________________ 
Attest:       By: 
      
Signature of Secretary, Assistant Secretary  Signature of President, Vice President or  
Treasurer, Assistant Treasurer or   other authorized representative* 
other authorized representative** 
    
_____________________________   _____________________________ 
(Print Name of Representative)   (Print Name of Representative) 
 
* If a representative other than the President or a Vice President of the Corporation signs this 
Proposal on its behalf, then attach a valid corporate resolution or other appropriate proof, dated 
prior to or as of the date of the Proposal, evidencing authority to execute this Proposal on behalf 
of the Corporation. 
** If a representative other than the Secretary, an Assistant Secretary, the Treasurer or an 
Assistant Treasurer attests to the signature of the corporate representative, then attach a valid 
corporate resolution or other appropriate proof, dated prior to or as of the date of the Proposal, 
evidencing authority to attest to the execution of this Proposal on behalf of the Corporation. 
 
Business Address: 
 
______________________ 
______________________ 
______________________ 
 
 
Tax Identification Number: 
          
______________________ 
 
 
(1) Complete the following statement: The Corporation has been organized and is existing under 
laws of the State/Commonwealth of: _________________________________.   
          
(2) If Corporation has been organized under laws of a State other than those of the Commonwealth 
of Pennsylvania, complete, by deletion as appropriate, the following statement: 
[The Corporation (has) (has not) been granted a certificate of authority to do business in the 
Commonwealth of Pennsylvania under applicable laws.] 
 
(3) If Corporation has been organized under laws other than those of the Commonwealth of 
Pennsylvania and has NOT been granted a certificate of authority, complete, by deletion as 
appropriate, the following statement: 
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[The Corporation (has) (has not) applied for a certificate of authority to do business in the 
Commonwealth of Pennsylvania and (has) (has not) attached a copy of the pending application to 
this Proposal.] 



[SIGNATURE PAGE FOR A LIMITED LIABILITY COMPANY (LLC) OFFEROR] 
 

___________________________________ 
Name of Limited Liability Company  
           
___________________________________  ___________________________________ 
Attest:       By: 
 
Signature of an Authorized Representative*  Signature of Authorized Representative** 
 
_____________________________   _____________________________ 
(Print Name of Representative)   (Print Name of Representative) 
 
* The individual attesting verifies and represents that the person whose signature is affixed to this 
Proposal on behalf of the Limited Liability Company (LLC) is duly authorized in accordance with 
the representations hereafter set forth. 
**  Check the box which applies to this Proposal: 
_______ The Certificate of Organization provides that LLC is to be managed by managers, 
and this Proposal has been executed by a Manager fully authorized by the Certificate, by the 
Operating Agreement and by Resolutions of the LLC. Copies of the relevant documents are 
provided with the Proposal or can be provided upon request within three (3) working days. 
_______ The Certificate of Organization does not provide that LLC is to be managed by 
managers, and this Proposal has been executed by a Member fully authorized by the Certificate, 
by the Operating Agreement and by Resolutions of the LLC. Copies of the relevant documents are 
provided with the Proposal or can be provided upon request within three (3) working days. 
_______ This Proposal has been executed by a representative of the LLC who is not a 
Manager or a Member of the LLC, and instead who holds the office of ______________________ 
(insert title), and the execution of this Proposal is fully authorized by the Certificate, by the 
Operating Agreement and by Resolutions of the LLC. Copies of the relevant documents are 
provided with the Proposal or can be provided upon request within three (3) working days. The 
Offeror and the individuals signing and attesting to the execution of this document further 
represent that (1) execution of the Proposal is carrying on business in the usual way; (2) the LLC 
authorizes the execution of this Proposal even if execution and submission of this Proposal is not 
carrying on business in the usual way for the LLC; and (3) to the best of the individuals’ 
information and belief, the Owner has no knowledge of the Member’s or the Manager’s lack of 
actual authority, or of any applicable and relevant restriction on his or her authority. 
 
Business Address: 
 
______________________ 
______________________ 
______________________ 
 
 
Tax Identification Number: 
          
______________________ 
 



[SIGNATURE PAGE FOR A LIMITED LIABILITY COMPANY (LLC) OFFEROR] 
 

 
(1) Complete the following statement:  The LLC has been organized and is existing under laws of 
the State/Commonwealth of ______________________. 
 
(2) If the LLC has been organized under laws of a State other than those of the Commonwealth of 
Pennsylvania, complete, by deletion as appropriate, the following statement:  
 
[The LLC (has) (has not) been granted a certificate of authority to do business in the 
Commonwealth of Pennsylvania under applicable laws.] 
 
(3) If the LLC has been organized under laws other than those of the Commonwealth of 
Pennsylvania and has NOT been granted a certificate of authority, complete, by deletion as 
appropriate, the following statement:  
 
[The LLC (has) (has not) applied for a certificate of authority to do business in the Commonwealth 
of Pennsylvania and (has) (has not) attached a copy of the pending application to this Proposal.] 
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Appendix “B” 

Form of Agreement & General Conditions 



1 

PHILADELPHIA REGIONAL PORT AUTHORITY 
3460 N. Delaware Avenue, 2nd Floor 
Philadelphia Pennsylvania 19134 
Attn: ______________________________ 
("PhilaPort") , a body corporate and politic and an independent agency of the Commonwealth of Pennsylvania, 

And 
______________________________ 
______________________________ 
______________________________ 
Attn:  _________________________ 
(the “Contractor”), a _______________, a ________________ [insert form of business organization] organized 
under the laws of the ______________________. 

PhilaPort and Contractor hereby agree that the Contractor will perform the requisite services as forth in this 
written understanding (the “Contract”):  

Services:  ________________________________________.  The Contractor shall perform the services 
for PhilaPort as requested in PhilaPort’s Request-for-Proposal attached as Exhibit A and Contractor’s 
Proposal attached as Exhibit B, both of which are incorporated herein by reference as part of the Contract 
and constitute a statement of work that describes and defines the services to be performed (“Services”)  The 
Contractor shall perform the Services hereunder using its best efforts and in accordance with the standards 
of its occupation, industry or profession. The Contracting Officer shall be ________________________ or 
such other individual identified in writing by PhilaPort. 

Contract Amount:  The payment from PhilaPort for the Services performed by the Contractor hereunder, 
inclusive of all expenses, shall not exceed the sum of __________________ ($__________________) for 
the Term of this Contract.  In Addition Provider agrees that twenty (20) percent of the Proposal Amount, 
which represents __________________ ($__________________) toward the contractors identified in the 
Proposal. 

Term of Contract:  This Contract shall be effective on the date that the last of the signatures have been 
affixed to this Agreement (“Effective Date”).  The duration of this Agreement shall be _________ (___) 
days ("Term") from the Effective Date.   

Terms and Conditions:  The terms and conditions are set forth in the General Conditions in Exhibit “A” 
attached hereto and incorporated herein by reference as part of the Contract. 

SERVICE AGREEMENT 

DATE:   

PROJECT #:   

EXPIRATION DATE: 

CONTRACT #:   



IN WITNESS WHEREOF, and intending to be legally bound hereby, PhilaPort and the Contractor have 
caused this Agreement to be executed on the dates hereafter set forth.   

PHILADELPHIA REGIONAL PORT 
PHILAPORT (“PHILAPORT”) 

By:  __________________________________ 
Name:  Jeff Theobald 
Title: CEO & Executive Director 
Date: ________________________________ 

Approved as to Legality and Form: 

PHILADELPHIA REGIONAL PORT 
PHILAPORT 

By:  __________________________________ 
Name: Colette A. Pete 
Title:   Chief Counsel 

Approved as to Budgetary Appropriateness & 
Fiscal  
Responsibility: 

PHILADELPHIA REGIONAL PORT 
PHILAPORT 

By:  __________________________________ 
Name: Edward Henderson 
Title:   Director of Finance & Capital Funding 

Date: _________________________________ 

OFFICE OF ATTORNEY GENERAL 

By:  __________________________________ 
Name:  
Title:   Chief Deputy Attorney General  
Date: _________________________________ 

Date: _________________________________ 

OFFICE OF THE BUDGET 

By:  __________________________________ 
Name: Anna Maria Kiehl  
Title:   Comptroller 
Date: ________________________________ 



   
 
[CONTRACTOR (where entity  
is a business corporation)] 
 
___________________________________ 
Name of Corporation    
 
___________________________________  ___________________________________ 
Attest:       By: 
      
Signature of Secretary, Assistant Secretary  Signature of President, Vice President or  
Treasurer, Assistant Treasurer or   other authorized representative* 
other authorized representative** 
    
_____________________________   _____________________________ 
(Print Name of Representative)   (Print Name of Representative) 
 
* If a corporate representative other than the President or a Vice President of the Corporation signs this 
Contract on its behalf, then attach a valid corporate resolution or other appropriate proof, dated prior to 
or as of the date of signature, evidencing PhilaPort to execute this Contract on behalf of the Corporation. 
 
** If a representative other than the Secretary, an Assistant Secretary, the Treasurer or an Assistant 
Treasurer attests to the signature of the corporate representative, then attach a valid corporate resolution 
or other appropriate proof, dated prior to or as of the date of signature, evidencing PhilaPort to attest to 
the execution of this Contract on behalf of the Corporation. 
 
[Note: When agreements are signed with limited liability companies or non-corporate contractors, 
the form of signatures will be changed to the form appropriate to the form of business organization 
being used.] 
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Exhibit “A” 

GENERAL CONDITIONS 
FOR SERVICE CONTRACTS 

Section I. Definitions: 

The following terms and expressions used in the Contract Documents shall be defined and 
understood as follows: 

“City” shall mean the City of Philadelphia. 

“Commonwealth” shall mean the Commonwealth of Pennsylvania. 

“Contract” shall mean the written agreement and understanding between PhilaPort and the 
Contractor. 

“Contract Documents” shall mean the documents described in the Contract. 

“Contractor” shall mean the party of the second part to the Contract that is providing Services. 

“Contract Sum” shall mean the amount stated in the Contract for the payment to the 
Contractor. 

“Contract Officer” The Contract Officer shall be the Procurement Director prior to the execution 
of the Contract.  Subsequent to the execution of the Contract, the Contract Officer shall be the 
individual designated by PhilaPort. The term, “Contract Officer” shall have the same meaning as 
“Contracting Officer” in the Commonwealth Procurement Code.  

“Date of Completion” shall mean the last day of the term specified in Article III of the Contract 
for the completion of the Work. 

“Day(s)” shall mean the number of days, excluding the first and including the last day of such  
period.  Whenever the last day of any such period shall fall on a Saturday or Sunday, or on any  
day made a legal holiday by the laws of the Commonwealth or the United States, such day shall 
be omitted from the computation. 

“Contract Officer” shall mean either the Director of Contract Officering of PhilaPort, or any 
successor or successors duly appointed in writing by the Director of Contract Officering, or any 
deputy or substitute who may be so designated, in writing, by the Executive Director or through a 
duly authorized representative within the scope of the particular duties assigned such 
representative. 

“Executive Director” shall mean the Executive Director of PhilaPort, or any deputy or 
substitute who may be so designated in writing by the Executive Director. 
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“PhilaPort” shall mean the Philadelphia Regional Port Authority. 
  
“Plans” in the context of Services provided by an engineer or other design professional shall mean 
the general plans and designs accompanying the Specifications and such supplementary drawings 
as may be furnished from time to time. 
  
“Professional” shall mean the Contract Officer unless designated otherwise. 
  
“Project” shall mean the undertaking being assumed by the Contractor. 
  
“Site” shall mean the location where the Services will be performed. 
  
“Special Conditions” shall mean special conditions, if any, which modify the General Conditions. 
  
“Specifications” in the context of Services provided by an engineer or other design professional 
shall mean the written documentation accompanying the Plans, which set forth the Work to be 
performed and the methods to be used to perform the Work. In the context of other Services, the 
term shall mean the requirements set forth in the Contract Documents. 
   
“Subcontractor” shall mean persons, firms, or corporations having a direct contract with the  
Contractor to provide a portion of the Services specified, subject to the right of PhilaPort to 
approve or disapprove the entity proposed. 
  
“Task Order” shall mean a directive, using the Form attached as an Exhibit to the Agreement, 
directing Contractor to provide specific Services, with pricing and performance duration specified. 
 
“Working Day” shall mean a calendar day except Saturday, Sunday, and any day made a legal  
holiday by the laws of the Commonwealth or the United States. 
 
Section II.  Payment:  
 
A.  The Contractor shall invoice PhilaPort on a monthly basis for actual time expended at the rates 
listed in the Proposal or other Contract Document, with sufficient detail to be rendered acceptable 
to PhilaPort.  Provided the Contractor has performed its services in accordance with this Contract, 
PhilaPort shall pay the Contractor for such services within forty-five (45) days  from the date of 
receipt by PhilaPort of the Contractor’s invoice.  All invoices are to be sent to the Accounts Payable 
Department of PhilaPort at the address listed on the Contract. 
 
Section III.  Disputes: 
A.  All claims, disputes and other matters in question between the parties to this Contract arising 
out of or relating to this Contract or the breach thereof, shall be decided by arbitration before the 
Board of Claims (See 62 Pa.C.S.A. § 1721 et seq.), in the manner and under the terms and 
conditions provided therein.   
 
Section IV.  Nondiscrimination: 
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A. In accordance with Pa. Stat. Ann. tit. 55, § 697.16, the nondiscrimination and contract
compliance plans used by PhilaPort are required to be the same as those used by the
Commonwealth of Pennsylvania's Department of General Services.

B. During the term of this Contract, the Contractor agrees to comply with the following
"nondiscrimination clause":

The Contractor shall not discriminate against any employee, applicant for employment, 
independent contractor, or any other person because of race, color, religious creed, ancestry, 
national origin, age, or sex.  The Contractor shall take affirmative action to ensure that 
applicants are employed, and that employees or agents are treated during employment, without 
regard to their race, color, religious creed, ancestry, national origin, age, or sex.  Such 
affirmative action shall include, but is not limited to, the following: employment, upgrading, 
demotion, or transfer; recruitment or recruitment advertising; layoff or termination; rates of pay 
or other forms of compensation; and selection for training.  The Contractor shall post in 
conspicuous places, available to employees, agents, applicants for employment, and other 
persons, a notice to be provided by PhilaPort setting forth the provisions of this 
nondiscrimination clause. 

C. The Contractor shall in advertisements or requests for employment placed by it or on its behalf
state that all qualified applicants will receive consideration for employment without regard to race,
color, religious creed, ancestry, national origin, age, or sex;

D. The Contractor shall send each labor union or workers' representative with which it has a
collective bargaining agreement or other contract or understanding, a notice advising said labor
union or workers' representative of its commitment to this nondiscrimination clause.  Similar
notice shall be sent to every other source of recruitment regularly utilized by the Contractor;

E. It shall be no defense to a finding of noncompliance with the Contract Compliance Regulations
the "Contract Compliance Regulations" (16 Pa. Code Chapter 49) issued by the Pennsylvania
Human Relations Commission (the "Commission") or with the terms and provisions of this
nondiscrimination clause that the Contractor had delegated some of its employment practices to
any union, training program, or other source of recruitment which prevents it from meeting its
obligations.  However, if the evidence indicates that the Contractor was not on notice of the third-
party discrimination or made a good faith effort to correct such discrimination, such factor shall
be considered in mitigation in determining appropriate sanctions;

F. Where the practices of a union or any training program or other source of recruitment will result
in the exclusion of minority group persons, so that the Contractor will be unable to meet its
obligations under the Contract Compliance Regulations or pursuant to the terms and provisions of
this nondiscrimination clause, the Contractor shall then employ and fill vacancies through other
nondiscriminatory employment procedures;

G. The Contractor shall comply with the Contract Compliance Regulations, which are
incorporated herein by reference as if fully set forth herein, and with all laws prohibiting
discrimination in hiring or employment opportunities.  In the event of the Contractor's
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noncompliance with the terms and provisions of this nondiscrimination clause or with any such 
laws, the Contractor may, after hearing and adjudication, be terminated or suspended, in whole or 
in part, and the Contractor may be declared temporarily ineligible for other contracts with agencies 
of the Commonwealth of Pennsylvania, and such other sanctions may be imposed and remedies 
invoked as provided by the Contract Compliance Regulations; 

H. The Contractor shall furnish to PhilaPort and the Commission, all necessary employment
documents and records and shall permit access by PhilaPort and the Commission to the
Contractor's books, records, and accounts, for purposes of investigation to ascertain compliance
with the provisions of the Contract Compliance Regulations.  If the Contractor does not possess
documents or records reflecting the necessary information requested, it shall furnish such
information on reporting forms supplied by PhilaPort or the Commission;

J. The Contractor shall actively recruit minority subcontractors or subcontractors with substantial
minority representation among their employees;

K. The Contractor shall include the provisions of this nondiscrimination clause in every
subcontract, so that such provisions will be binding upon each subcontractor;

L. The terms used in this nondiscrimination clause shall have the same meanings as used in the
Contract Compliance Regulations; and

M. The Contractor's obligations under this nondiscrimination clause are limited to the Contractor's
facilities within the Commonwealth of Pennsylvania.

Section V.  Contract Extension, Termination and Suspension: 

A. For the convenience of PhilaPort, this Contract may be terminated for any reason by PhilaPort
after seven (7) calendar days' written notice to the Contractor.  In the event of termination under
this Section V.(A.), the Contractor shall be paid that portion of the payment due to the Contractor
hereunder which represents the compensation for services performed to the date of termination
and all termination expenses.  Termination expenses are defined as those expenses arising prior,
during, and subsequent to termination that are directly attributable to the termination.

B. This Contract may be terminated by either party hereto upon seven (7) calendar days' written
notice should the other party fail substantially to perform in accordance with the terms hereof
through no fault of the party initiating the termination.  In the event of termination under this
Section V.(B.), the Contractor shall be paid that portion of the payment due to the Contractor
hereunder which represents the compensation for services performed to the date of termination.

C. PhilaPort may, in writing, order the Contractor to suspend all or any part of the Contractor's
services hereunder for the convenience of PhilaPort.  In the event of suspension under this Section
V.(C.), notwithstanding Article II of this Contract, an equitable adjustment in the Contractor's
compensation shall be made for the increase, if any, in the cost of the Contractor's performance of
this Contract caused by such suspension, and this Contract shall be modified in writing
accordingly.
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D.  PhilaPort shall have the right to exercise options to extend that have been included in the 
original Request for Proposal. 
 
E.  PhilaPort shall have the right in the exercise of its sole discretion to extend this contract on a 
month-to-month basis, pending a solicitation of a new contract for the Services. 
 
Section VI.  Contractor Integrity: 
 
A.  The following terms used in this Section VI shall be defined and understood as follows: 
 
"Confidential" means information that is not public knowledge, or available to the public on 
request, disclosure of which would give an unfair, unethical, or illegal advantage to another 
desiring to contract with PhilaPort; 
 
"Consent" means written permission by a duly authorized member or employee of PhilaPort, 
provided that where the material facts have been disclosed, in writing, by prequalification or 
contractual terms, PhilaPort shall be deemed to have consented by virtue of execution of this 
Contract; 
 
"Financial Interest" means ownership of more than a five (5) percent interest in any business; or 
holding a position as an officer, director, trustee, partner, employee, or the like, or holding any 
position of management; and 
 
"Gratuity" means any payment of more than nominal monetary value in the form of cash, travel, 
entertainment, gifts, meals, lodging, loans, subscriptions, advances, deposits of money, services, 
employment, or contracts of any kind. 
 
B.  The Contractor shall maintain professional standards of integrity in the performance of the 
services required hereunder and shall take no action in violation of federal or state laws, 
regulations, or other requirements that govern contracting with the Commonwealth of 
Pennsylvania or PhilaPort. 
 
C.  The Contractor shall not disclose to others any confidential information gained by virtue of this 
Contract. 

 
D.  The Contractor shall not, in connection with this Contract or any other contract with PhilaPort 
or the Commonwealth of Pennsylvania, directly or indirectly, offer, confer, or agree to confer any 
pecuniary benefit on anyone as consideration for the decision, opinion, recommendation, vote, 
other exercise of discretion, or violation of a known legal duty by any member or employee of 
PhilaPort or the Commonwealth of Pennsylvania. 
 
E.  The Contractor shall not, in connection with this Contract or any other contract with PhilaPort 
or the Commonwealth of Pennsylvania, directly or indirectly, offer, give or agree or promise to 
give to anyone any gratuity for the benefit of or at the direction or request of any member or 
employee of PhilaPort or the Commonwealth of Pennsylvania. 
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F.  Except with the consent of PhilaPort or the Commonwealth of Pennsylvania, neither the 
Contractor nor anyone in privity with the Contractor shall accept or agree to accept from, or give 
or agree to give to, any person, any gratuity from any person in connection with the performance 
of the services required hereunder except as provided herein. 
G.  Except with the consent of PhilaPort, the Contractor shall not have a financial interest in any 
other contractor, subcontractor, or supplier providing services, labor, or material for the services 
required hereunder. 
 
H.  The Contractor, upon being informed that any violation of this Section VI has occurred or may 
occur, shall immediately notify PhilaPort in writing. 
 
I.  The Contractor, by execution of this Contract and by the submission of any bills or invoices for 
payment pursuant hereto, certifies and represents that the Contractor has not violated any of these 
provisions. 
 
J.  The Contractor shall, upon request of PhilaPort or the Office of State Inspector General, 
reasonably and promptly make available to PhilaPort and that office and its representatives, for 
inspection and copying, all business and financial records of the Contractor of, concerning, and 
referring to this Contract or which are otherwise relevant to the enforcement of this Section VI. 
 
K.  For a violation of this Section VI, PhilaPort may terminate this Contract and any other contract 
with the Contractor, claim liquidated damages in an amount equal to the value of anything received 
in breach of this Section VI, claim damages for all expenses incurred in obtaining another 
contractor to complete performance under this Contract, and debar and suspend the Contractor 
from doing business with PhilaPort.  These rights and remedies are cumulative, and the use or 
nonuse of any one shall not preclude the use of all or any other.  These rights and remedies are in 
addition to those PhilaPort and/or the Commonwealth of Pennsylvania may have under law, 
statute, regulation or otherwise. 
 
Section VII.  Task Orders 
 

[This Section left Intentionally Blank] 
 
Section VIII.  Insurance:  
 
A.  The Contractor shall, at its sole cost and expense, procure and maintain in full force and effect, 
covering the performance of the Services required under this Contract, the types of insurance 
specified in this Section.  The insurance required shall be procured from reputable insurers, 
acceptable to PhilaPort, with an A.M. Best rating of B+ or better, and authorized to do business in 
the Commonwealth of Pennsylvania.  The insurance required by this Section VIII, except the 
Contractor Liability Insurance, shall be written on an "occurrence" basis and not a "claims-made" 
basis.  In no event shall Services be provided until the required evidence of insurance has been 
furnished to PhilaPort.  If the Contractor fails to obtain or maintain the required insurance, 
PhilaPort shall have the right to treat such failure as a material breach of this Contract and to 
exercise all appropriate rights and remedies.  The insurance policies required by this Section VIII 
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shall provide for at least thirty (30) calendar days' prior written notice to be given to PhilaPort in 
the event coverage is materially changed, cancelled or non-renewed. 
 
B.  PhilaPort and the Commonwealth of Pennsylvania, their officers, employees, and agents are to 
be named as additional insureds on the General Liability Insurance policy of the Contractor.  In 
addition, an endorsement to the insurance policy is required stating that the coverage afforded 
PhilaPort and the Commonwealth of Pennsylvania and their officers, employees, and agents as 
additional insureds will be primary to any coverage available to the Contractor. 
 
C.  The amount of Insurance required by this Section VIII is as follows: 
 
 1. Workers Compensation and Employers Liability: 
  Workers Compensation:  Statutory limits. 

       Employers Liability: $500,000 each accident - bodily injury by accident 
            $500,000 each employee - bodily injury by disease 
                                           $500,000 policy limit - bodily injury by disease. 
      Other States' coverage and Pennsylvania endorsement. 

 
 2. General Liability Insurance: 

       Limit of Liability:   $1,000,000 per occurrence combined single limit for bodily  
        injury and property damage;  
                                           $1,000,000 personal and advertising injury;  
                                           $2,000,000 general aggregate. 
 
       Coverage:  Premises operations; blanket contractual liability; personal injury  

   liability (employee exclusion deleted); products and completed 
operations; independent contractors; employees and volunteers as 
additional insureds; cross liability; and broad form property damage 
(including completed operations). 

 
 3.  Automobile Liability:  
  Limit of Liability:   $1,000,000 per occurrence combined single limit for bodily  

injury and property damage liability. Coverage:  Owner, 
non-owned and hired vehicles. 

 
 4. Professional Liability Insurance (for design professionals, legal counsel and other  
 professionals):   
  Limit of Liability:   $1,000,000 with a deductible not to exceed $25,000.         
  Coverage:      Errors and omissions. Coverage for occurrences happening  

during the performance of the services required under this 
Agreement shall be maintained in full force and effect under 
the insurance policy or "tail" coverage for a period of at least 
two (2) years after completion of the services. 

 
D.  Certificates of insurance evidencing the required coverages shall be submitted to PhilaPort's 
Insurance Department at least ten (10) calendar days before Services are begun.  This ten (10) 
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calendar day requirement for advance documentation of coverage may be waived in situations 
where such waiver will benefit PhilaPort.  PhilaPort reserves the right to require the Contractor to 
furnish certified copies of the original policies of all insurance required under this Contract at any 
time upon ten (10) calendar days' prior written notice to the Contractor. 
 
E.  It is expressly understood and agreed that the furnishing of insurance pursuant to this Section 
shall in no way limit the liability or responsibilities and obligations of the Contractor as provided 
in this Contract. 
 
Section IX.  Indemnification: 
 
A.  The Contractor shall indemnify, defend, and hold harmless PhilaPort and the Commonwealth 
of Pennsylvania, and their officers, employees, and agents, from and against any and all losses, 
costs (including litigation costs and counsel fees), claims, suits, actions, damages, liability, and 
expenses in connection with loss of life, bodily injury, personal injury, or damage to tangible 
property to the extent occasioned wholly or in part by the Contractor's act or omission or the act 
or omission of the Contractor's agents, contractors (including subcontractors and suppliers), 
officers, employees, or servants pursuant to this Contract. 
 
Section X.  Ownership of Documents: 
 
A.  All reports, plans, specifications, computer files, field data, notes and other documents and 
instruments prepared by the Contractor in accordance with this Contract are and shall remain the 
property of PhilaPort.  Any use or reuse by the Contractor without the express written approval of 
PhilaPort will be at the Contractors sole risk and without liability or legal exposure to PhilaPort. 
 
 
Section XI.  Commonwealth Audit:  
 
A.  The funds for this Contract are subject to audit by PhilaPort and other agencies and 
representatives of the Commonwealth of Pennsylvania in accordance with applicable laws and 
regulations.  PhilaPort reserves the right to perform additional audits of a financial/compliance, 
economy/efficiency or program results nature, if deemed necessary. 
 
B.  The Contractor will submit to PhilaPort copies of any audits conducted by or at the request of 
the Contractor that involve the funds for this Contract. 
 
Section XII.  Sovereign Immunity: 
 
A.  The Contractor acknowledges that PhilaPort, as an agency of the Commonwealth of 
Pennsylvania, enjoys sovereign immunity as provided in Section 18 of the Philadelphia Regional 
Port PhilaPort Act, Pa. Stat. Ann. tit. 55, § 697.18. 
 
Section XIII.  Notices: 
 
A.  All notices required by this Contract or other communications to either party by the other shall 
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be deemed given when made in writing and received or when made in writing and deposited in the 
United States Mail, first class, postage prepaid, addressed as on the Service Contract. 

Section XIV.  Entire Contract: 

A. This Contract constitutes the entire agreement and understanding between the parties with
respect to the subject matter contained herein and supersedes all prior agreements, understandings,
negotiations, and discussions, both written and oral, among the parties hereto with respect to the
subject matter hereof.

Section XV.  Hierarchy: 

A. If any provision of one Contract Document is in conflict with another, the conflict shall be
resolved by giving precedence to the document first listed:

1. Agreement
2. General Conditions
3. Special Conditions (if any)
4. Task Order
5. RFP
6. Proposal

Section XVI.  Severability: 

A. The provisions of this Contract are severable and if any of its provisions become or are found
to be unlawful, the decision so holding shall not be construed to impair or affect the enforceability
of the remaining provisions of this Contract or any part hereof.

Section XVII.  Amendments: 

A. This Contract may not be amended or modified in any way except by a written instrument
executed by each of the parties hereto.  In the event that an amendment to this Contract is desired
by either party, the party wishing to amend must present the proposed amendment in writing to
the other party.  If the amendment is accepted by the other party, a true copy of the amendment
shall be signed by the parties' official representatives and shall be attached as a rider to this
Contract.

Section XVIII.  Section Headings: 

A. The section headings contained in this Contract are for reference purposes only and shall not
affect the meaning or interpretation of any provisions of this Contract.

Section XIX.  Other Laws: 

A. Any and all other applicable state or federal laws not specifically mentioned in this Contract
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shall also apply to the parties. 

Section XX.  Governing Law: 

A. This Contract shall be governed by and construed and enforced in accordance with the laws of
the Commonwealth of Pennsylvania, without giving effect to the principles of conflicts of law
thereof.

Section XXI. Diversity and Inclusion:  Contractor acknowledges that the diversity and inclusion 
commitments submitted as part of its proposal were an integral part of its submission. Contractor 
commits to satisfy the requirements of at least twenty (20) percent of diversity and inclusion. 
Contractor agrees that each of the Identified Contractors will be paid at least five (5) percent of 
the Proposal Amount and that the combined total amount paid to the Identified Contractors shall 
be at least twenty (20) percent of the Proposal Amount. 

Contractor and agrees that PhilaPort will incur substantial damages to its efforts to promote 
diversity and inclusion if the commitment levels for the Work are not achieved in accordance with 
the requirements of this Agreement.  The parties agree that it would be extremely difficult and 
impractical under the presently known and anticipated facts and circumstances to ascertain and fix 
actual damages that PhilaPort would incur under these circumstances, and, accordingly, the parties 
agree that PhilaPort’s remedy shall be to recover from the Contractor as liquidated damages, and 
not as a penalty the dollar value of the participation committed multiplied by 0.10.  The liquidated 
damages identified in this Section relate solely to Contractor’s failure to meet its commitment of 
diversity and inclusion in accordance with the requirements of this Agreement and not to other 
breaches, actions or omissions of the Contractor.  The liquidated damages identified in this Section 
shall not limit PhilaPort’s remedies for other breaches, actions, or omissions of the Contractor, 
including termination for failure to complete the Work. 
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I. POLICY STATEMENT

The Board of the Philadelphia Regional Port Authority (“PhilaPort”), an independent
agency of the Commonwealth of Pennsylvania, pursuant to Sections 697.4 and 697.6(c)(5)
of the Philadelphia Regional Port Authority Act, has adopted a policy on diversity
inclusion, set forth in Part X of the Contracting, Procurement, and Leasing Policies and
Procedures, revised as of November 2015 (the “Diversity Inclusion Policy” or the
“Policy”).

It is the policy of PhilaPort that the selected Contractor or Contractors ensure diversity in
all aspects of service contracting.  PhilaPort requires cooperation with, legally binding
commitments to, and utilization of certified Minority, Women, LGBT, Veteran, and
Service Disabled businesses (collectively, HUB “Historically Underutilized Businesses”
or “HUB”) in the proposals received from a firm (“Offeror”) in response to requests for
proposals (RFPs).  Proposals must include a plan for utilizing HUBs in providing services
to PhilaPort, percentages and amounts for participation and the names of prospective HUB
firms.  The failure to include such information shall cause a proposal to be rejected as
nonresponsive.

II. DIVERSITY INCLUSION PLAN

A. HUB Requirements

PhilaPort shall take all necessary and appropriate steps to assure that its service
contractors, vendors and providers (“Contractors”) take affirmative steps in the
utilization of HUBs in accordance with this Diversity Inclusion Plan (the “Diversity
Inclusion Plan” or the “Plan”).1

III. DEFINITIONS

A. Offeror Responsiveness - Actions taken by a Contractor to seek participation by
Subcontractors as defined below who are HUBs, and documented in the proposal.
Responsiveness includes submission at the time of the proposal of the Form for the
Submission of required HUB Participation, and, if needed, documentation
providing an explanation for failure to achieve minimum levels of participation
(MPLs).  This documentation must demonstrate that the proposer has not engaged
in discriminatory practices and has made substantial effort to meet the MPLs.
PhilaPort reserves the right to waive the MPL requirement in appropriate
circumstances where, for example, an increased level of HUB participation is
impossible to achieve.

B. Offeror Responsibility – Demonstration of non-discrimination in the selection of
Subcontractors.  Offerors are presumed to meet these responsibilities if minimum
participation levels established for the contract on the pertinent subcontract are

1 Although the Plan is termed the “Diversity Inclusion Plan,” the intent of the Plan is to achieve both Diversity 
and Inclusion, as two distinct characteristics, with respect to PhilaPort’s service contracts.  
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achieved.  Non-discrimination can also be demonstrated by submitting 
supplemental evidence that failure to achieve the MPLs was not motivated by 
consideration of race, gender or other impermissible criterion; that HUBs were not 
treated less favorably than others; and that solicitation and commitment decisions 
were not based upon policies which disparately affect HUBs. 

C. Business Enterprise - Any legal entity that is organized in any form other than as a
joint venture (e.g., sole proprietorship, partnership, corporation, etc.) to engage in
lawful commercial transactions.

D. Contractor - An entity that contracts with the PhilaPort to provide services.

E. Control - The exclusive, ultimate and sole control of a business including, but not
limited to, capital investment and all other financial, property acquisition, contract
negotiation, and legal matters, officer-director-employee selection and
comprehensive hiring, operating responsibility, cost-control matters, income and
dividend matters, financial transactions, and rights of other shareholders or
partners.  Control shall be real, substantial, and continuing, not merely pro forma.
Control shall include the power to direct or cause the direction of the management
and policies of the business and to make the day-to-day as well as major decisions
in matters of policy, management, and operations.  Control shall be exemplified by
possession of the requisite knowledge and expertise to operate the particular
business.  Control shall not be vested in majority or absentee ownership.  Control
by a HUB defined herein shall not be deemed to exist in any case where any
majority owner or employee of the business is disproportionately responsible for
the operation of the firm.

F. Historically Underutilized Business Enterprise (HUB)

A Business Enterprise that is:

1. an MBE

2. a WBE

3. a Veteran or Service-Disabled Veteran Business Enterprise

4. an LGBT Business Enterprise

G. LGBT Business Enterprise

A Business Enterprise that is:

1. a sole proprietorship, owned and controlled by a LGBT Person; or

2. a partnership or joint venture of Business Enterprises controlled by LGBT
Persons in which 51% of the beneficial ownership interest is held by LGBT
Persons; or
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3. a corporation or other entity controlled by LGBT Persons in which at least
51% of the voting interest and 51% of the beneficial ownership interest are
held by LGBT Persons.

H. LGBT Person

Persons who identify as lesbian, gay, bisexual, or transgender.

I. Minority Business Enterprise (MBE)

A Business Enterprise that is:

1. a sole proprietorship, owned and controlled by a Minority Person; or

2. a partnership or joint venture of Business Enterprises controlled by Minority
Persons in which 51% of the beneficial ownership interest is held by
Minority Persons; or

3. a corporation or other entity controlled by Minority Persons in which at least
51% of the voting interest and 51% of the beneficial ownership interest are
held by Minority Persons.

J. Minority Person

Persons who are citizens of the United States and who are Black Americans,
Hispanic Americans, Native Americans, Asian-Indian Americans, or Asian-Pacific
Americans.

1. Black (African) Americans - Persons having origins from any of the Black
groups of Africa.  The term includes persons having origins in any of the
original peoples of the Cape Verdes Islands.

2. Hispanic Americans - Persons having their origins from one or more of the
Spanish- speaking peoples of Mexico, Puerto Rico, Cuba, Central or South
America or the Caribbean Islands.

3. Native Americans - Persons having origins from one or more of the original
peoples of North America and who are recognized as an Indian by a tribe or
tribal organization.

4. Asian-Indian – Persons having origins from one or more countries in south
Asia, including India and Pakistan.

5. Asian-Pacific Americans - Persons having origins from one or more of the
original peoples of the Far East, Southeast Asia or the Pacific Islands,
including China, Japan, Korea, Samoa, and the Philippine Islands.

K. Owner – PhilaPort
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L. Contractor and Contractor

For HUB purposes, the term, “Contractor” means a Business Enterprise that
submits a successful proposal to PhilaPort (e.g., technology companies, janitorial
service contractors, engineers, attorneys and other professionals).  A Contractor is
an Offeror that has received a contract award from PhilaPort.

M. Service-Disabled Veteran Business Enterprise. A Business Enterprise that is:

1. a sole proprietorship, owned and controlled by a Service-Disabled Veteran;
or

2. a partnership or joint venture of Business Enterprises controlled by Service-
Disabled Veterans in which 51% of the beneficial ownership interest is held
by Service-Disabled Veterans; or

3. a corporation or other entity controlled by Service-Disabled Veterans in
which at least 51% of the voting interest and 51% of the beneficial
ownership interest are held by Service-Disabled Veterans.

N. Service-Disabled Veteran.

Persons who are Veterans and either (1) are “disabled veterans” as defined in 5
USC 2108(2) (i.e. “individuals who have served on active duty in the armed
forces, have been separated therefrom under honorable conditions, and have
established the present existence of a service-connected disability or are receiving
compensation, disability retirement benefits, or pension because of a public
statute administered by the Department of Veterans Affairs or military
department”) or (2) have a disability as defined in the Social Security
regulations,  42 USC 423 (i.e. “an inability to engage in any substantial gainful
activity by reason of any  medically determinable physical or mental impairment
which can be expected to result in death, or which has lasted, or can be expected
to last for a continuous period of not less than 12 months”) and have a  present
determination of a disability by the Social Security Administration or Veterans
Administration.

O. Subcontractor.  A Business Enterprise that has a contract with a Contractor to
provide services to PhilaPort.

P. Veteran.  Persons who served in honorably in the United States military.

Q. Veteran Business Enterprise.

1. a sole proprietorship, owned and controlled by a Veteran; or

2. a partnership or joint venture of Business Enterprises controlled by Veterans
in which 51% of the beneficial ownership interest is held by Veterans; or
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3. a corporation or other entity controlled by Veterans in which at least 51%
of the voting interest and 51% of the beneficial ownership interest are held
by Veterans.

R. Women’s Business Enterprise (WBE). A Business Enterprise that is:

1. a sole proprietorship, owned and controlled by a Woman; or

2. a partnership or joint venture of Business Enterprises controlled by Women
in which 51% of the beneficial ownership interest is held by Women; or

3. a corporation or other entity controlled by Women in which at least 51% of
the voting interest and 51% of the beneficial ownership interest are held by
Women.

S. Women. United States citizens who are of the female gender.

IV. CONTRACTOR COMPLIANCE GENERALLY

A. Minimum Participation Levels (MPLs)

PhilaPort will establish minimum participation levels (MPLs) for the HUBs, and
will publish those MPLs in each solicitation for services.

B. Offeror’s Submissions at Time of Proposal

The Offeror shall submit the Form for HUB Participation with the proposal,
showing efforts made to solicit HUB Subcontractors, and written confirmations of
the intent to use the identified Subcontractors if awarded the contract. The Form
shall include the names of all HUBs providing services as Subcontractors, the HUB
category, certification numbers, percentages and amounts.

C. Safe Harbor and Compliance at Time of Bidding

In the absence of evidence to the contrary, compliance with the requirements under
this Plan to demonstrate both proposer responsiveness and responsibility is
presumed if MPLs are achieved.

If MPLs are not met, PhilaPort will ordinarily reject the proposal as nonresponsive.
However, the Contractor may elect to document why it was not feasible to meet the
numerical levels by submitting evidence that failure to achieve MPLs was not
motivated by consideration of race or gender, or other disadvantaged status; that
HUBs were not treated less favorably than others;  that solicitation and commitment
decisions were not based upon policies which disparately affect HUBs.
Justification for not meeting the MPLs may include impediments encountered
despite actions taken.
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D. Compliance Responsibilities – PhilaPort and Contractor

PhilaPort has the responsibility to comply with the requirements under this Plan
and ensure affirmative effort to engage HUBs as Subcontractors and to ensure non-
discrimination in the selection of Subcontractors, and in the administration of the
contract.

Contractor has the responsibility to meet its commitments made during the
solicitation process by utilizing each Subcontractor it selected to the full extent of
the subcontract value. The failure to meet minimum participation levels at the
completion of two projects shall warrant Contractor’s disqualification from
contracting with PhilaPort for a period of six months and the imposition of
liquidated damages in the amount of 10% of the dollar amount of the shortfall in
the commitment to compensate PhilaPort for the administrative costs of addressing
the deficiency and not as a penalty.

E. Contractor’s Submissions during Project Administration

Contractor shall submit periodic reports as to the utilization of HUBs during the
course of contractual performance as may reasonably be required by PhilaPort.

V. PROCEDURE TO EVALUATE PROPOSALS

A. Responsiveness

1. The Contractor must complete and submit the Form for the Submission of
HUB Participation.  Failure to submit a completed form with the proposal
showing that the MPLs have been met will ordinarily result in the proposal
being rejected as nonresponsive.

2. The Contractor should only solicit HUB Subcontractors whose services or
supplies are within the scope of work and which the Contractor reasonably
believes it could choose to subcontract with or purchase from.

3. Contractors failing to meet the MPLs must submit concurrently with the
proposal, an explanation of why the MPLs have not been met.  This
explanation must demonstrate that the Contractor has not engaged in
discriminatory practices in the solicitation and utilization of  HUBs to
perform as Subcontractors on the contract.

4. If the Contractor fails to submit such evidence, the proposal submission
shall be considered non-responsive and the proposal shall be rejected.

B. Responsibility

1. The submittals of each Contractor are subject to review by PhilaPort to
determine whether the Contractor has discriminated in the selection of
Subcontractors.
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Where the MPLs are not met, and in addition to a review for responsiveness, 
PhilaPort may opt to review documents and information in order to 
determine whether discrimination has occurred.  If, after investigation 
including a review of other materials submitted by the Offeror, and such 
additional documents and information as PhilaPort has secured, it is 
determined that discrimination has occurred, the Offeror shall be deemed to 
be not responsible and the proposal will be rejected. 

2. Commitments to HUB firms at the time of proposing must be maintained
throughout the contract unless a change in commitment is approved in
advance by PhilaPort. Such approval shall not unreasonably be withheld.

C. Access to Information

Offeror, Contractor and his Subcontractors shall provide PhilaPort with such
documents and information as may reasonably be required to ascertain Contractor’s
responsibility.  Failure to provide requested information may result in the
Contractor’s proposal being declared non-responsive, the Contractor being
declared not responsible, or both.

VI. PROCEDURES – RECORDS AND REPORTS

A. Records and Reports

1. Contractor must retain HUB records related to the services contract for a
period of four years after final completion. If any litigation, claim,
negotiation, audit, or other action has been commenced before the
previously mentioned record retention periods, the records must be retained
until the completion of the action and resolution of all issues which arise
from it or until the end of the previously referenced record retention period,
whichever is later.
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HUB SOLICITATION AND COMMITMENT STATEMENT 

OWNER / PRIME BIDDER'S FIRM NAME (1) PROJECT NAME (2) 
PROJECT # 

ADDRESS BID OPENING DATE CONTRACT AWARD DATE 

TELEPHONE NUMBER CONTACT PERSON  (Name and Email Address)        

*(3) (4) (4) (4) (4) (4) (4) (5) (6) *(7) *(8) 
COMPANY 

NAME 
EIN/SSN 

TELEPHONE 
NUMBER 

DATE OF 
SOLICITATION 

MBE WBE 

Veteran or 
Service-
Disabled 
Veteran 
Business 

Enterprise 

LGBT 
Business 

Enterprise 

Certification 
Program and 

Number 

TYPE OF WORK 
TO BE 

PERFORMED 
AND/OR 

MATERIAL TO 
BE SUPPLIED 

TOTAL 
DOLLAR 
AMOUNT 

OF QUOTE 
RECEIVED 

TOTAL 
COMMITMENT 

DOLLAR 
AMOUNT 

TOTAL 
COMMITMENT 

PERCENTAGE % 

(9) Note: List those certified HUB Subcontractors from which you solicited quotes or which contacted you and gave you quotes in regard to this invitation to bid.  Contact with HUB
Subcontractors should be at least equivalent to the notice given to other subcontractor proposers. 

(10) PREPARED BY (please print) TELEPHONE NUMBER E-MAIL
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Appendix “D” 

Form for Cost Submission 
(To be submitted with RFP Proposal Submission) 



ATTACHMENT “A” 

COST PROPOSAL FORM 

Approximately 50,523 sq. ft. to be cleaned. 

Provide a unit price for COST PER SQUARE FOOT of cleaning on a MONTHLY BASIS. 

NOTE:  Item #1 will be used in evaluating proposals. 

ITEM #1: Unit Price: Monthly Office Space Cleaning: 

$ /Square Foot of Cleaning for One Month 

GUARANTEED UNIT PRICING: 

NOTE:  Item #2 will not be used in evaluating proposals. 

ITEM #2:   Unit Price: Periodic Carpet Cleaning: 

$ /Square Foot of Carpet Cleaning 
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