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SECTION 00020 
 

NOTICE TO BIDDERS - INVITATION TO BID #029.22.B3 
 

HYDROLIC ELEVATOR MODERNIZATION 
PATUXENT VALLEY MIDDLE SCHOOL  

 
THE HOWARD COUNTY PUBLIC SCHOOL SYSTEM 

10910 CLARKSVILLE PIKE 
ELLICOTT CITY, MD  21042 

 
The Howard County Public School System requests your bid to complete the modernization of the 
existing hydraulic elevator at Patuxent Valley Middle School. The awarded contractor will provide the 
engineering, equipment, labor, and permits required to satisfactorily complete the elevator modernization 
as noted in the bid documents.   
 
Bid documents may be obtained on Friday, March 25, 2022 at the Howard County Department of Education, 
Purchasing Office website https://purchasing.hcpss.org/business-opportunities. It is the responsibility of the 
bidder to print documents/drawings to scale. 
 
A Pre-bid teleconference to be attended by all bidders will be held on Thursday, March 31, 2022 at 
10:00 A.M, Directions to join conference are as follows; Join on your computer or mobile app 
Click here to join the meeting Or call in (audio only) +1 301-960-8312,,872915480# United States, 
Silver Spring, Phone Conference ID: 872 915 480#    Howard County Public School System staff will 
explain the scope of work and answer any questions about the bidding specifications that will assist in the 
preparation of bids. Attendance is not mandatory, however, it is highly recommended. 
 
A Site Visit will be offered at Patuxent Valley Middle School, 9151 Vollmerhausen Road, Savage, MD 
20763 on Thursday, March 31, 2022 at 3:00 P.M.  The HCPSS Project Manager will explain the scope of 
the project and answer questions about the bidding documents that will assist in the preparations of bids.  
Attendance is not mandatory but strongly recommended and will assist the Owner in evaluating bids to 
determine if the bid can be considered responsive and/or responsible. All interested bidders should meet 
outside the front entrance of the school prior to 3:00 PM and then will be escorted by Building 
Maintenance staff to the project site. 
 
Bids shall be submitted electronically via email in their entirety (all pages) in PDF format no later 
than Tuesday, April 12, 2022 at 10:00 A.M. to BidsandProposals@hcpss.org. Bids that contain either more 
than one file, or files larger than 75MB, shall be inserted into an e-folder and compressed in a zip file. To 
ensure delivery, if file size cumulatively exceed 75MB, it is recommended that bidders submit separate 
emails labeled No.1, No.2, etc. 
 
Email subject lines, Folder names and File names shall include: “Bid Number, 029.22.B3 and 
Company Name”. In the body of the email please include Bidder’s contact person’s email and cell phone 
number for contacting purposes if/when necessary. 
 
Due to the current HCPSS COVID-19 safety measures in place, the bid opening will not be open to the 
public. Sealed bids will be opened electronically by the Purchasing Officer after the due date and time. The 
Purchasing Officer shall provide the bid results via a bid tab to be posted on the school system website 
within a reasonable time after the bid opening for all bidders to review. 
 
It is the bidders sole responsibility to regularly visit the HCPSS Purchasing web site listed above to 
download and acknowledge receipt of all Addenda.  It is highly recommended that bidders ascertain if they 
have received all the addenda issued prior to submitting their proposal.  Failure of any bidder to receive 
any such Addenda or interpretation may not relieve such bidder from obligation under his/her proposal as 
submitted.  
 

https://purchasing.hcpss.org/business-opportunities.
https://purchasing.hcpss.org/business-opportunities.
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NThjNGUyMDctYjQ5My00MDU3LWFkZmYtNDgxMjhkMjdmMTI4%40thread.v2/0?context=%7b%22Tid%22%3a%2296a9ac4c-477e-4dad-a2b2-8ad3fc46790b%22%2c%22Oid%22%3a%22977ee214-fed3-4355-a218-ab5194d95f9f%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NThjNGUyMDctYjQ5My00MDU3LWFkZmYtNDgxMjhkMjdmMTI4%40thread.v2/0?context=%7b%22Tid%22%3a%2296a9ac4c-477e-4dad-a2b2-8ad3fc46790b%22%2c%22Oid%22%3a%22977ee214-fed3-4355-a218-ab5194d95f9f%22%7d
tel:+13019608312,,872915480#%20
tel:+13019608312,,872915480#%20
mailto:BidsandProposals@hcpss.org
mailto:BidsandProposals@hcpss.org
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All questions shall be directed, in writing, no later than 12:00 P.M., Monday, April 4, 2021 to Mr. Joe 
Veslany, Procurement Specialist, jveslany@hcpss.org. The Howard County Public School System is under 
no obligation to respond to any questions that are received after the cutoff date and time.  Only answers 
provided via addenda issued by the HCPSS will be binding.  Under no circumstances are bidders, including 
third party vendors or their staff, to contact any other HCPSS Staff, employees or any related constituency for 
purposes associated with this solicitation, including but not limited to, obtaining or providing information.  
Bidders failing to comply with this requirement may be disqualified. 
 
The Board reserves the right to waive any informalities in, or to reject any or all bids. 
Howard County Public School System shall not be responsible for errors or omissions made by the printer 
or advertising houses which prepare bid documents, addenda, or advertising services. 
 
Instructions pertaining to the Bid Bond, Surety Checks, Performance and Materials Payment Bond 
requirements are contained in the bid documents. 
 
Certified Minority Business Enterprises are encouraged to respond to this solicitation notice. 
 
The contractor or supplier who provides materials, supplies, equipment and/or services for this project 
shall attempt to achieve the specific overall MBE goal of 5% percent established for this project. 
 
The bidder or offeror is required to submit with its bid or proposal a completed Attachment A - Certified 
MBE Utilization and Fair Solicitation Affidavit and Attachment B - MBE Participation Schedule, as 
described in the solicitation documents.   Each bid or offer submitted, including a submittal from a certified 
MBE in response to this solicitation, shall be accompanied by a completed Attachment A - Certified MBE 
Utilization and Fair Solicitation Affidavit and a completed Attachment B - MBE Participation Schedule.  
These two attachments must be accurate and consistent with each other.   Attachment A and Attachment 
B shall be submitted with the sealed bid price at the place, date, and time specified in the solicitation 
document.   The bidder or offeror must check one of the three boxes on Attachment A, which relates to 
the level of MBE participation achieved for the project.  
 
The contractor or supplier who provides materials, supplies, equipment and/or services for this project 
shall attempt to achieve the specific overall MBE goal of 5% percent established for this project.  All prime 
contractors, including certified MBE firms, when submitting bids or proposals as general or prime 
contractors, are required to attempt to achieve this goal from certified MBE firms.  Bidders are 
encouraged to review Section 00730 of the bidding documents for the full Minority Business Enterprise 
Procedures. 
 
The bidder must check one of the three boxes on Attachment A, which relates to the level of MBE 
participation achieved for the project. The bidder’s signature indicates that in the event that they did not 
meet the MBE goal or sub-goals, if applicable, that:  1) They are therefore requesting a waiver, and 2) 
Documentation of their good faith efforts will be provided to the school system staff within 10 days of 
being notified that they are the apparent low bidder.  
 
Joe Veslany 
Procurement Specialist 
 

 
 
 
 



PROJECT MANUAL 
 

HYDROLIC ELEVATOR MODERNIZATION 
PATUXENT VALLEY MIDDLE SCHOOL 

BID #029.22.B3 
 

HOWARD COUNTY PUBLIC SCHOOL SYSTEM 
10910 Clarksville Pike 

Ellicott City, Maryland  21042 
 

ISSUE DATE:  Friday, March 25, 2022 

SEALED BID FOR:  
 
Hydraulic Elevator Modernization-Patuxent Valley Middle School 

BID NUMBER:  Bid #029.22.B3 

PRE-BID DATE:  Thursday, March 31, 2022 at 10:00 AM 

PRE-BID ACCESS  Join on your computer or mobile app 

Click here to join the meeting 

Or call in (audio only) 

+1 301-960-8312, 872915480#   United States, Silver Spring  

Phone Conference ID: 872 915 480# 

PRE-BID SITE VISIT:  Thursday, March 31, 2022 at 3:00 PM 

Patuxent Valley Middle School 

9151 Vollmerhausen Road 

Savage, MD 20763 

LAST DATE & TIME FOR 
QUESTIONS: 

 Monday, April 4, 2022 at 12:00 PM in writing 

Submit To: Joe Veslany, jveslany@hcpss.org 

BID OPENING DATE:  Tuesday, April  12, 2022 

BID OPENING TIME:  10:00 A.M. 

PURCHASING 
SPECIALIST: 

 
Mr. Joe Veslany 
phone: 410-313-6723 
fax:  410-313-6789 
email: jveslany@hcpss.org 

 
 

https://teams.microsoft.com/l/meetup-join/19%3ameeting_NThjNGUyMDctYjQ5My00MDU3LWFkZmYtNDgxMjhkMjdmMTI4%40thread.v2/0?context=%7b%22Tid%22%3a%2296a9ac4c-477e-4dad-a2b2-8ad3fc46790b%22%2c%22Oid%22%3a%22977ee214-fed3-4355-a218-ab5194d95f9f%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NThjNGUyMDctYjQ5My00MDU3LWFkZmYtNDgxMjhkMjdmMTI4%40thread.v2/0?context=%7b%22Tid%22%3a%2296a9ac4c-477e-4dad-a2b2-8ad3fc46790b%22%2c%22Oid%22%3a%22977ee214-fed3-4355-a218-ab5194d95f9f%22%7d
tel:+13019608312,,872915480#%20
tel:+13019608312,,872915480#%20
mailto:jveslany@hcpss.org
mailto:jveslany@hcpss.org
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SECTION 003000 
 FORM OF PROPOSAL  
 

HYDROLIC ELEVATOR MODERNIZATION 
PATUXENT VALLEY MIDDLE SCHOOL  

BID #029.22.B3 
 
 
Date:                                                         Owner: Board of Education  

  of Howard County Maryland 
        10910 Clarksville Pike 

Ellicott City, MD  21042 
Tel (410) 313-6723 

Contractor: 
                                                    
           ____________________                                        
    
_________________________________ 
     
                                                         
    
    
 
The undersigned, having carefully examined the Bid Announcement and Bid Documents proposes to 
furnish all specified materials and specified equipment in strict accordance with the aforesaid documents 
for the Lump Sums as follows: 
 
 
BASE BID 
 

1. Complete installed cost for the Hydraulic Elevator Modernization at Patuxent Valley Middle School 
and all appurtenances, as indicated on the drawings, specifications and addenda. 
  

 TOTAL BASE BID – Hydraulic Elevator Modernization     
        
 Patuxent Valley Middle School $   
   
 Please indicate below your Total Base Bid amount in words: 
 
   and ----     /100 Dollars. 
 
  
ALTERNATE NO. 1 
 

1. Complete installed cost for the replacement of the existing elevator Plunger/Cylinder Assembly at 
Patuxent Valley Middle School, as indicated on the drawings, specifications and addenda. 

  
 TOTAL ALTERNATE NO. 1 – Elevator Plunger/Cylinder Assembly      
        
 Patuxent Valley Middle School $   
   
 Please indicate below your Total Base Bid amount in words: 
 
   and ----     /100 Dollars. 
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NOTE:  Bid Form shall reflect bids for the project as shown in the Contract Specifications and Addenda.  
Substitutions shall be included in the section "Proposed Substitutions." 

 
* Note:  References to Architect will also include Engineer in all bid documents.  
 
 
EQUIPMENT AND MANUFACTURERS 
 
All bidders on the project are hereby required to name at time of bid the manufacturer name to be 
provided as part of their bid in accordance with the contract documents. 
 
 Elevator Controls Manufacturer :_________________________________ 
 
 
PROPOSED SUBSTITUTIONS 
 
Proposed substitutions shall be submitted in accordance with Instructions to Bidders, see Section 00100 
Instructions to Bidders, Article 3, Bidding Documents, 3.3 Substitutions.   Bids will be considered on 
systems, processes, or products of manufacturers other than those cited if accompanied by detailed 
technical specifications for each item, catalogs, test reports, brochures, and other descriptive literature and 
supporting data, sufficient in detail to permit evaluation of the proposed substitution without further 
reference. 
 
Proposed Substitutions Price Change 
 
                                                                                      $   
 
                                                                                      $   
 
                                                                                      $   
 
 
SUBCONTRACTORS:  Bidders are hereby required to name the subcontractors as part of their bid 
package.   
 
Name of Company     Type of Work 
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REFERENCES 
 
Bidders are hereby required to list three references for whom similar work has previously been performed 
within the last three years: 
 

Name: ______________________________________________________________ 
 
Address of Site: _______________________________________________________ 
 
Nature of Job: _______________________________________________________ 
 
Person to contact: ____________________________________________________ 
 
Telephone: __________________________________________________________ 
 

 
Name: ______________________________________________________________ 
 
Address of Site: _______________________________________________________ 
 
Nature of Job: _______________________________________________________ 
 
Person to contact: ____________________________________________________ 
 
Telephone: _________________________________________________________ 
 
 
Name: _____________________________________________________________ 
 
Address of Site:_______________________________________________________ 
 
Nature of Job: _______________________________________________________ 
 
Person to contact: ____________________________________________________ 
 
Telephone: __________________________________________________________ 
 
 

SURVEY 
 
For information purposes, please advise by what methods you were informed of this solicitation.  Your 
response would be very much appreciated. 
 
Newspaper:   Name of Newspaper                         Contractor:     
 
Ad House:  Name of Ad House                                               Other:      
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COMPANY INFORMATION 
 
 
             
Name of company       years in business 
 
             
Street Address 
 
             
City     State     Zip 
 
          
Telephone #    Fax # 
 
 
 
CONTRACT ADMINISTRATOR 
 
Name        Title      

 
Address       Phone      

 
         
  
Cell phone       e-mail      
 
 
 
ADDENDA 
 
Receipt of the following addenda is acknowledged: 
 
Addendum No.               Dated              _________  Addendum No.               Dated _____________             
 
Addendum No.               Dated         _________       Addendum No.               Dated _____________             
 
Addendum No.               Dated        _________        Addendum No.            __   Dated______________              
 
 
 
WARRANTY TO THE LUMP SUM 
 
The undersigned affirms that the above base bid and alternates represents the entire cost of the project in 
accordance with the bid documents and that no claim will be made on account of any increase in wage, 
scales, material prices, taxes, fasts, cost indexes or any other rate affecting the construction industry and/or 
this project. 
 
If the undersigned received written notice of the acceptance, at his designated address, within sixty (60) 
days after bid opening (or later if bid has not been withdrawn), the undersigned agrees to execute and 
deliver a contract and bonds in accordance with the bid as accepted, within seven (7) days after receiving 
notice, or forfeit the amount of the bid bond. 
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AFFIDAVIT 
 
Special Instructions: An authorized representative of the bidder shall complete the following affidavit in 
accordance with these bid documents and insert answer to paragraphs 1 and 3. 
 
Statutory Affidavit and Non-Collusion Certification 
 
I, _________________________________________, being duly sworn, depose and state: 
 
1. I am the _______________________________________ (officer) and duly authorized  
 
Representative of the firm named _________________________________________ whose address  
 
is _____________________________________ and that I possess the authority to make this  
 
affidavit and certification on behalf of myself and the firm for which I am acting.   
 
2. Except as described in Paragraph 3 below, neither I, nor to the best of my knowledge, the above firm, 

nor any of its officers, directors, or partners, employees, agents, or employees of agents who are 
directly involved in obtaining or performing contracts with any public bodies has: 

 
(a.) Been convicted of bribery, attempted bribery, or conspiracy to bribe, under the laws of any 

state of the federal government; 
(b.) Been convicted under the laws of the state, another state, or the United States of: a criminal 

offense incident to obtaining, attempting to obtain, or performing a public or private contract; 
or fraud, embezzlement, theft, forgery, falsification or destruction of records, or receiving 
stolen property; 

(c.) Been convicted of a criminal violation of an antitrust statute of the State of Maryland, another 
state, or the United States; 

(d.) Been convicted of a violation of the Racketeer Influenced and Corrupt Organization Act, or 
the Mail Fraud Act, for acts in connection with the submission of bids or proposals for a public 
or private contract; 

(e.) Been convicted of any felony offenses connected with obtaining, holding, or maintaining a 
minority business enterprise certification, as prohibited by Section 14-308 of the State 
Finance and Procurement Article; 

(f.) Been convicted of conspiracy to commit any act or omission that would constitute grounds for 
conviction under any of the laws or statutes described in Paragraph (a) through (e) above; or 

(g.) Been found civilly liable under an antitrust statute of this State, another state, or the United 
States for acts or omissions in connection with the submission of bids or proposals for a 
public or private contract. 
 

3.    The only conviction, plea, or admission by any officer, director, partner, or employee of 
this firm to involvement in any of the conduct described in Paragraph 2 above is as 
follows: 

 
If none, write "None" below.  If involvement, list the date, count, or charge, official or 
administrative body, the individuals, their position with the firm and the sentence or 
disposition of the charge. 
____________________________________________________________________________ 

 
____________________________________________________________________________ 
(you may attach an explanation as necessary) 

 
4. I affirm that this firm will not knowingly enter into a contract with a public body under which a 
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person or business debarred or suspended under Maryland State Finance and Procurement Title 
16, subtitle 3, Annotated Code of Maryland, as amended, will provide, directly or indirectly, 
supplies, services, architectural services, construction-related services, leases of real property, or 
construction. 

 
5.          I affirm that this proposal or bid to the Board of Education of Howard County Maryland is genuine 

and not collusive or a sham; that said bidder has not colluded, conspired, connived and agreed, 
directly or indirectly, with any bidder or person to put in a sham bid or to refrain from bidding and is 
not in any manner, directly or indirectly, sought by agreement of collusion or communication or 
conference, with any person to fix the bid prices of the affidavit or any other bidder, or to fix any 
overhead, profit or cost element of said bid price, or that if any bidder, or to secure an advantage 
against the Board of Education of Howard County Maryland or any other person interested in the 
proposed contract; and that all statements in the proposal or bid are true.  I acknowledge that, if 
the representations set forth in this affidavit are not true and correct, the Board of Education of 
Howard County Maryland may terminate any contract awarded and take any other appropriate 
action. 

 
6. I affirm that this firm will not knowingly employ an individual to work at a school if the individual is 

a Registered Sexual Offender, pursuant to section 11-722 ( C ) of the Criminal Procedure Article 
of the Annotate Code of Maryland.  A firm or person who violates this section is guilty of a 
misdemeanor and on conviction is subject to imprisonment not exceeding 5 years or a fine not 
exceeding $5,000 or both. 

 
The statements contained in this affidavit shall be incorporated into the awarded contract as 
material provisions and shall be effective throughout the life of the contract.  The firm has a 
continuing obligation through the life of the contract to submit a revised affidavit should the firm 
discover information, or events occur, which render the contents of this affidavit erroneous or 
incomplete or which would result in the firm providing a different response.  The firm’s failure to 
submit a revised affidavit within three (3) working days of either its awareness of any error, change 
of circumstances, incompleteness, etc., or request by the owner shall constitute breach of contract.   
Upon submission of a revised affidavit, the owner has the right to take such actions as may be 
necessary, in the judgment of the owner, to maintain and enforce the provisions of the affidavit, 
including termination of the contract. 
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I DO SOLEMINLY DECLARE AND AFFIRM under the penalties of penalties that the contents of these 
affidavits (Statutory and Non-Collusion) are true and correct, that I am executing this Affidavit in 
compliance with Section 16-311 of the State Finance and Procurement Article, Annotated Code of 
Maryland, and the Non-Collusion Certification in compliance with requirements of the Board of Education 
of Howard County Maryland, and that I am executing and submitting this Form of Proposal on behalf of 
and with full authority by the bidder named below. 
 
 
_____________________________________________               ______________________________ 
(Signature of Bidder)                                           (Date) 
 
_____________________________________________  ______________________________ 
(Print Name of Bidder)                                           (Title of Bidder)     
   
 
 
 
SUBSCRIBED AND SWORN to before me on this     _________   day of   __________________, 2022. 
 
NOTARY PUBLIC 
 
Name_______________________________________  Seal: 
 
My Commission Expires_________________________ 
 
 
 
 
             ___________________________________________________________________________ 

 (Legal Name of Company) 
 
 ___________________________________________________________________________ 
 (Address) 

 ___________________________________________________________________________ 
 (City)                                                                (State)                                      (Zip) 

 
___________________________________________________________         
(Telephone)                                                        (Fax) 

              
             ___________________________________________________________________________ 
             (E-mail address) 

            Contractor's License Number # _________________________________________________ 
 
  
 We are/I am licensed to do business in the State of Maryland as a: 

(     ) Corporation                (     ) Partnership  (     ) Individual       (    ) Other 
 



 PROJECT: _____________________________________________ 
 

 PSC#: __________________________________________________ 
 

Attachment A (page 1 of 2) 
 

CERTIFIED MINORITY BUSINESS ENTERPRISE  
 UTILIZATION AND FAIR SOLICITATION AFFIDAVIT  

 
NOTE: You must include this document with your bid or offer.  If you do not submit the form 
with your bid or offer, the procurement officer shall deem your bid non-responsive or your 

offer not reasonably susceptible of being selected for award. 
 

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

Part I. 
I acknowledge the: 

 
• Overall certified MBE subcontract participation goal of  5%. and  
• The subgoals, if applicable, of: 

•  ___ % for certified African American-owned businesses and 
•  ___ % for certified Women-owned businesses.   

 
I have made a good-faith effort to achieve this goal. If awarded the contract, I will continue to attempt to 
increase MBE participation during the project.     

 
Part II.  

Check ONE Box 
 

NOTE: FAILURE TO CHECK ONE OF BOXES 1, 2, or 3 BELOW WILL RENDER A BID 
NON-RESPONSIVE OR AN OFFER NOT REASONABLY SUSCEPTIBLE OF BEING 

SELECTED FOR AWARD 
 

NOTE: INCONSISTENCY BETWEEN THE ASSERTIONS ON THIS FORM AND THE 
INFORMATION PROVIDED ON THE MBE PARTICIPATION SCHEDULE 

(ATTACHMENT B) MAY RENDER A BID NON-RESPONSIVE OR AN OFFER NOT 
REASONABLY SUSCEPTIBLE OF BEING SELECTED FOR AWARD 

 
1  I have met the overall MBE goal and MBE subgoals for this project. I submit with this Affidavit 

[Attachment A] the MBE Participation Schedule [Attachment B], which details how I will reach 
that goal. 

or 
2  After having made a good-faith effort to achieve the overall MBE goal and MBE subgoals for this 

project, I can achieve partial success only.  I submit with this Affidavit [Attachment A] the MBE 
Participation Schedule [Attachment B], which details the MBE participation I have achieved. 
 
I request a partial waiver as follows: 

 
• Waiver of overall MBE subcontract participation goal: ____ % 
• Waiver of MBE subcontract participation subgoals, if applicable: 

•  ____ % for certified African American-owned businesses and 
•  ____ % for certified Woman-owned businesses.   

 
Within 10 days of being informed that I am the apparent awardee, I will submit MBE Waiver 
Documentation [Attachment F] (with supporting documentation). 



Attachment A (page 2 of 2)  
or 
 

3  After having made a good faith effort to achieve the overall MBE goal and MBE subgoals for this 
project, I am unable to achieve any portion of the goal or subgoals. I submit with this Affidavit 
[Attachment A] the MBE Participation Schedule [Attachment B]. 
  
I request a full waiver.   
 
Within 10 days of being informed that I am the apparent awardee, I will submit MBE Waiver 
Documentation [Attachment F] (with supporting documentation). 

 
 

Part III. 
 
I understand that if I am the apparent awardee or conditional awardee, I must submit within 10 working 
days after receiving notice of the potential award or within 10 days after the date of conditional award – 
whichever is earlier – the: 

 
• Outreach Efforts Compliance Statement (Attachment C) 
• Subcontractor Project Participation Statement (Attachment D) 
• Minority Subcontractors Unavailability Certificate (Attachment E) (if applicable)  
• Any other documentation the Procurement Officer requires to ascertain my responsibility in 

connection with the MBE participation goal and subgoals   
 
I acknowledge that if I fail to timely return complete documents, the Procurement Officer may determine 
that I am not responsible and therefore not eligible for contract award.  If the contract has been awarded, the 
award is voidable.  
 
I acknowledge that the MBE subcontractors/suppliers listed in the MBE Participation Schedule and any 
additional MBE subcontractor/suppliers identified in the Subcontractor Project Participation Statement will  
be used to accomplish the percentage of MBE participation that I intend to achieve. 
 
In the solicitation of subcontract quotations or offers, MBE subcontractors were provided the same 
information and amount of time to respond as were non-MBE subcontractors.  
 
The solicitation process was conducted in such a manner so as to not place MBE subcontractors at a 
competitive disadvantage to non-MBE subcontractors.       
 

I solemnly affirm under the penalties of perjury that this Affidavit 
 is true to the best of my knowledge, information, and belief. 

 
 

____________________________   ________________________________ 
Bidder/Offeror Name     Affiant Signature 
____________________________   ________________________________ 
Address      Printed Name & Title 
____________________________   ________________________________ 
Address (continued)     Date 

 
 

October 2017 



ATTACHMENT B 
                                                        MBE PARTICIPATION SCHEDULE                                        REVISED 

This document must be included with the bid or offer. If the bidder or offeror fails to submit this form with  
the bid or offer as required, the procurement officer shall deem the bid non- responsive or shall determine 

          that the offer is not reasonably susceptible of being selected for award. 

        October 1, 2017 

1. Prime Contractor’s Name 2. Prime Contractor’s Address/Telephone Number 

3. Project/School Name 4. Project/School Location 

5. LEA Name:. 
     
    PSC Number: 

6. Base Bid Amount           $ _________________________                                          

    Acceptance Alternates  $ _________________________ 

 
    Total                                  $ _________________________   

7a. 
 Minority Firm Name:     ____________________________________________ 
      
 Minority Firm Address:  ___________________________________________                                                       Telephone Number:  _____________________________ 
      
 MDOT Firm Certification Number: ___________________________________                                                         NAICS Code:  __________________________________ 
 □African American     □ Asian American      □ Native American     □ Women     □ Hispanic    □ Disabled      

Subcontractor Firm  
(Select One) 

Allowable  
Percentage 

Percentage of 
Total Contract 

Subcontractor  
Dollar Amount 

Participation 
Amount 

MDOT Certified Firm 100%  $ $ 

MDOT Certified Prime 
Contractor 

50% of established goal          OR  $ $ 
100% of one subgroup contract subgoal 

MDOT Certified Supplier, 
Wholesaler and Regular Dealer 

60% 
 

 $ $ 

 

7b  
 Minority Firm Name:     ____________________________________________ 
      
 Minority Firm Address:  ___________________________________________                                                       Telephone Number:  _____________________________ 
      
 MDOT Firm Certification Number: ___________________________________                                                         NAICS Code:  __________________________________ 
 □African American     □ Asian American      □ Native American     □ Women     □ Hispanic    □ Disabled      

Subcontractor Firm  
(Select One) 

Allowable  
Percentage 

Percentage of 
Total Contract 

Subcontractor  
Dollar Amount 

Participation 
Amount 

MDOT Certified Firm 100%  $ $ 

MDOT Certified Prime 
Contractor 

50% of established goal          OR  $ $ 
100% of one subgroup contract subgoal 

MDOT Certified Supplier, 
Wholesaler and Regular Dealer 

60% 
 

 $ $ 
 

7c  
 Minority Firm Name:     ____________________________________________ 
      
 Minority Firm Address:  ___________________________________________                                                       Telephone Number:  _____________________________ 
      
 MDOT Firm Certification Number: ___________________________________                                                         NAICS Code:  __________________________________ 
 □African American     □ Asian American      □ Native American     □ Women     □ Hispanic    □ Disabled      

Subcontractor Firm  
(Select One) 

Allowable  
Percentage 

Percentage of 
Total Contract 

Subcontractor  
Dollar Amount 

Participation 
Amount 

MDOT Certified Firm 100%  $ $ 

MDOT Certified Prime 
Contractor 

50% of established goal          OR  $ $ 
100% of one subgroup contract subgoal 

MDOT Certified Supplier, 
Wholesaler and Regular Dealer 

60% 
 

 $ $ 
 

   8.  MBE Total Amount 9.  Total MBE Percent of Entire Contract  

  10.  Form Prepared by: 
      Name:    ____________________________________________________ 

         Title:       ____________________________________________________ 
         Date:      ____________________________________________________ 

11. Reviewed and Accepted by Board of Edu. MBE 
Liaison 
       Name: ___________________________________ 

          Title:  ____________________________________ 
       Date  ____________________________________ 

         Total MBE Participation:                                                        $ ___________________                      _____________% 
         Total African-American Participation:                                $ ___________________                      _____________% 
         Total Women Owned MBE Participation:                          $ ___________________                      _____________% 
         Total Other Participation:                                                     $___________________                       _____________% 



















SECTION 00601 
INSURANCE REQUIREMENTS 

 
 

1 - General Insurance Requirements:  
 
1.1 - The Contractor shall not commence Work until he has obtained at his own expense all of the insurance 
as required hereunder and such insurance has been approved by the Board of Education of Howard County 
Maryland; nor shall the Contractor allow any Subcontractor to commence Work on his subcontract until all 
similar insurance required of the Subcontractor has been so obtained and approved by the Contractor.  
Approval of insurance required of the Contractor will be granted only after submission to the Board of Education 
of Howard County Maryland of original, signed certificates of insurance or, alternately, at the Board of Education 
of Howard County Maryland's request, certified copies of the required insurance policies. 
 
1.2 - The Contractor shall require all Subcontractors to maintain during the term of this agreement, commercial 
general liability insurance, business automobile liability insurance, and Workers' Compensation and employers' 
liability insurance, in the same manner as specified for the Contractor.  The Contractor shall furnish 
Subcontractors' certificates of insurance to the Board of Education of Howard County Maryland immediately 
upon request. 
 
1.3 - All insurance required hereunder shall include the following provision:  "It is agreed that this policy is not 
subject to cancellation, non-renewal, material change, or reduction in coverage until sixty (60) days prior written 
notice has been given to the Board of Education of Howard County Maryland." 
 
The phrases "endeavor to" and "... but failure to mail such notice shall impose no obligation or liability of any 
kind upon the company, its agents or representatives" are to be eliminated from the cancellation provision of 
standard ACORD certificates of insurance. 
 
1.4 - No acceptance and/or approval of any insurance by the Board of Education of Howard County Maryland 
shall be construed as relieving or excusing the Contractor, or the Surety, or his bonds, from any liability or  
obligation imposed upon either or both of them by the provisions of the Contract Documents.  
 
1.5 - The Board of Education of Howard County Maryland and its elected or appointed officials, agents and 
employees are to be named as an additional insured under all coverages except Workers compensation and 
business automobile liability, and the certificate of insurance, or the certified policy, if requested, must so state 
this.  Coverage afforded under this paragraph shall be primary as respects the Board of Education of Howard 
County Maryland, its agents and employees. 
 
1.6 - The Contractor shall be responsible for the Work performed under the Contract Documents and every 
part thereof, and for all materials, tools, equipment, appliances, and property of any and all description used in 
connection with the Work.  The Contractor assumes all risk for direct and indirect damage or injury to the 
property or persons used or employed on or in connection with the Work contracted for, and of all damage or 
injury to any person or property wherever located, resulting from the action, omission, commission or operation 
under the contract, or in connection in any way whatsoever with the contracted Work, until final acceptance of 
the Work by the Board of Education of Howard County Maryland. 
 
1.7 - Insurance coverage required in these specifications shall be in force throughout the contract term.  Should 
the Contractor fail to provide acceptable evidence of current insurance within seven days of written notice at 
any time during the contract term, the Board of Education of Howard County Maryland shall have the absolute 
right to terminate the contract without any further obligation to the Contractor, and the Contractor shall be liable 
to the Board of Education of Howard County Maryland for the entire additional cost of procuring performance 
and the cost of performing the incomplete portion of the contract at time of termination. 
 
1.8 - Contractual and other liability insurance provided under this contract shall not contain a supervision, 
inspection or engineering services exclusion that would preclude the Board of Education of Howard County 
Maryland from supervising or inspecting the project as to the end result.  The Contractor shall assume all 
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on-the-job responsibilities as to the control of persons directly employed by it and of the Subcontractors and 
any persons employed by the Subcontractor. 
 
1.9 - Nothing contained in the specifications shall be construed as creating any contractual relationship between 
any Subcontractor and the Board of Education of Howard County Maryland.  The Contractor shall be fully 
responsible to the Board of Education of Howard County Maryland for the acts and omissions of the 
Subcontractors and of persons employed by them as it is for acts and omissions of persons directly employed 
by it. 
 
1.10 - Precaution shall be exercised by the Contractor at all times for the protection of persons, (including 
employees) and property.  All existing structures, utilities, roads, services, trees and shrubbery shall be 
protected against damage or interruption of service at all times by the Contractor and its Subcontractors during 
the term of the contract, and the Contractor shall be held responsible for any damage to property occurring by 
reason of its operation on the property. 
 
1.11 - If the Contractor does not meet the insurance requirements of the specifications, alternate insurance 
coverage, satisfactory to the Board of Education of Howard County Maryland, may be considered.  Written 
requests for consideration of alternate coverages must be received by the Board of Education of Howard 
County Maryland at least ten Working days prior to the date set for receipt of bids or proposals.  If the Board of 
Education of Howard County Maryland denies the request for alternate coverages, the specified coverages will 
be required to be submitted. 
 
1.12 - All required insurance coverages must be acquired from insurers allowed to do business in the State of 
Maryland and acceptable to the Board of Education of Howard County Maryland.  The insurers must also have 
a policyholders' rating of "A-" or better, and a financial size of "Class VII" or better in the latest edition of Best's 
Insurance Reports, unless the Board of Education of Howard County Maryland grants specific approval for an 
exception. 
 
1.13 - The Board of Education of Howard County Maryland will consider any deductible amounts as part of its 
review of the financial stability the Contractor.  Any deductibles shall be disclosed by the Contractor, and 
deductible amounts are the responsibility of the Contractor.  
 
2 - Contractor's Liability Insurance - "Occurrence" Basis: 
 
2.1 - The Contractor shall purchase the following insurance coverages: 
 

2.1.1 - Commercial general liability with a minimum limit of $1,000,000 per occurrence, 
$1,000,000 annual aggregate including all of the following: 
 

i. General aggregate limit is to apply per project; 
 
ii. Premises/operations; 
iii. Actions of independent Contractors; 
 
iv. Products/completed operations to be maintained for two years after 

completion of the Work; 
 
v. Contractual liability including protection for the Contractor from claims arising 

out of liability assumed under this contract; 
 
vi. Personal injury liability including coverage for offenses related to 

employment;  
 
vii. Explosion, collapse, or underground (XCU) hazards (confirmation of 

underground hazard coverage must be confirmed by either certificate of 
insurance or in writing by Contractor's agent, broker or insurer); 
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2.1.2 - Business automobile liability including coverage for any owned, hired, or non-owned 
motor vehicles and automobile contractual liability with a limit of $1,000,000 per accident; 
uninsured motorist coverage at minimum statutory limits. 
 
2.1.3 - Workers compensation with statutory benefits as required by Maryland law or the U. 
S. Longshoremen's and Harbor Workers' Compensation Act, or other laws as required by 
labor union agreements, including standard other states coverage; employers' liability 
coverage with limits of $100,000 per accident, $100,000 per employee for disease, and a 
$500,000 disease policy limit. 
 
2.1.4 - Total limit requirements of 2.1.1, 2.1.2 and 2.1.3 may be met by a combination of 
primary and umbrella excess liability coverage.   
 
2.1.5 - Aircraft liability including coverage for any owned, hired or non-owned aircraft utilized 
in the project (e.g. installation of HVAC unit on school roof) with a minimum limit of $_NA__ 
per occurrence applicable to aircraft while in flight or in motion.  A higher limit may be required 
by the Board of Education of Howard County Maryland upon exposure review. 
 

3 - Commercial General or Other Required Liability Insurance - "Claims Made" Basis 
 
3.1 - If commercial general or other liability insurance purchased by the Contractor has been issued on a "claims 
made" basis, the Contractor must comply with the following additional conditions: 
 

i. Agree to provide certificates of insurance evidencing the above coverages for a 
period of two years after final payment for the contract.  Such certificates shall evidence 
a retroactive date, no later than the beginning of the Contractors' or Subcontractors' Work 
under this contract, or 
 
ii. Purchase an extended (minimum two years) reporting period endorsement for the 
policy or policies in force during the term of this contract and evidence the purchase of 
this extended reporting period endorsement by means of a certificate of insurance or a 
copy of the endorsement itself. 



















































































































CONTRACTOR PERFORMANCE/EVALUATION SCORECARD 

Page 1 
 

Upon completion of a project or at any time during the project, the awarded contractor shall receive a performance 
evaluation scorecard rating the contractor’s performance on the project.  The evaluation scorecard will become part of the 
contractor’s permanent file.  A sample Contractor Performance/Evaluation Scorecard is included with the bid documents. 

 
The evaluation scorecard shall include the following performance indicators; Quality of Work, Responsiveness, 
Professionalism, Resources, Schedule Management, Quality Control, Deficiency Resolution, Submittal Management, 
Training, Appearance, Security, Safety, Utility Conservation, Disruptions, Quality of Materials, Emergency Response, 
Hazardous Materials, Innovation, Teamwork, Cost Management, Billing, Compliance. 

 
A contractor shall have up to 3 weeks after notification to appeal, challenge or otherwise dispute the scorecard results.  
After the 3-week period, the scorecard shall be considered final and accepted by the contractor. 

 
A contractor receiving a 70% or less overall evaluation scorecard rating for a project may be disqualified for bidding on 
any future projects with the HCPSS for a period of three (3) years and/or for the remaining contract term including renewal 
options.   
  
Name of Contractor: _______________________________________ 
 
Name of Project: ________________________________________ Contract/Bid Number: ___________________ 
 
Reviewed by: ________________________________   Department: ______________________________________ 
 
Please take a moment to tell us about this contractor’s performance.  We will summarize all the information we obtain 
about each contractor and provide it to them.  Supporting documentation shall be required to support any scores noted on 
the performance evaluation scorecard. 
     
HOW SATISFIED.  Please tell us how satisfied you are with the performance of the contractor named above.  Circle a 
10 if you are highly satisfied with their performance on a measure.  Circle a 1 if you are highly dissatisfied with their 
performance on a measure.  Circle a number in between to show different degrees of satisfaction.  Circle N/A for any 
performance indicators that do not apply to the project. There are no right or wrong answers; just tell us how you feel.  
 
A contractor receiving a 70% or less overall evaluation scorecard rating for a project may be disqualified for 
bidding on any future projects with the HCPSS for a period of three (3) years and/or for the remaining contract 
term including renewal options. The contractor shall be notified of their performance status after each project. 
 
 
Satisfaction with the contractor’s performance:            Highly    Highly 

        Dissatisfied       Satisfied 
    
  1. Quality of Work.  The contractor’s ability to do the job right the 

first time.        1   2   3   4   5   6   7   8   9   10 N/A 
 

  2.  Responsiveness.  The contractor’s ability to adapt to changes and 
meet unusual needs.       1   2   3   4   5   6   7   8   9   10 N/A 

 
  3.  Professionalism.  The courtesy and standards of conduct maintained 

by the contractor and his or her employees.    1   2   3   4   5   6   7   8   9   10 N/A 
 

  4.  Resources.  The contractor’s ability to provide his or her employees   
with the tools, parts, and supplies needed to do the job.   1   2   3   4   5   6   7   8   9   10 N/A 
 

  5.  Schedule Management.  The contractor’s ability to show up when  
scheduled and complete the work on time.    1   2   3   4   5   6   7   8   9   10 N/A 
 

  6.  Quality Control.  The contractor’s ability to identify problems and 
deficiencies before you do.      1   2   3   4   5   6   7   8   9   10 N/A 
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  7.  Deficiency Resolution.  The contractor’s ability to rapidly correct 

deficiencies in his or her work.      1   2   3   4   5   6   7   8   9   10 N/A 
 

  8.  Submittal Management.  The contractor’s ability to provide submittals 
In a timely and efficient manner.      1   2   3   4   5   6   7   8   9   10 N/A 
 

  9.  Training.  The contractor’s ability to provide employees well-trained  
in all aspects of their jobs.      1   2   3   4   5   6   7   8   9   10 N/A 
 

10.  Appearance.  The contractor’s ability to keep uniforms, tools, and 
vehicles clean so as to portray a positive image.     1   2   3   4   5   6   7   8   9   10 N/A 

 
11.  Security.  The contractor’s ability to safeguard your facilities and 

assets.         1   2   3   4   5   6   7   8   9   10 N/A 
          

12.  Safety.  The contractor’s ability to keep the workplace safe and 
comply with OSHA requirements.     1   2   3   4   5   6   7   8   9   10 N/A 

 
13.  Utility Conservation.  The contractor’s ability to use only the water, 

gas, electricity, and air conditioning needed to do the job.  1   2   3   4   5   6   7   8   9   10 N/A 
 

14.  Disruptions.  The contractor’s ability to keep interruptions to the 
operations of your firm or agency to a minimum.    1   2   3   4   5   6   7   8   9   10 N/A 
 

16.  Quality of Materials.  The contractor’s ability to use high quality 
parts and supplies.       1   2   3   4   5   6   7   8   9   10 N/A 
 

17.  Emergency Response.  The contractor’s ability to rapidly restore normal 
operations after an emergency, power outage, or severe weather. 1   2   3   4   5   6   7   8   9   10 N/A 
 

18.  Hazardous Materials.  The contractor’s ability to properly handle 
hazardous materials.       1   2   3   4   5   6   7   8   9   10 N/A 
 

19.  Innovation.  The contractor’s ability to use new materials and adopt 
new methods to increase effectiveness.     1   2   3   4   5   6   7   8   9   10 N/A 
 

20.  Teamwork.  The contractor’s ability to be a team player in order to 
assist in accomplishing the objectives of your firm or agency.  1   2   3   4   5   6   7   8   9   10 N/A 
 

21.  Cost Management.  The reasonableness of the contractor’s costs,  
especially for contract changes.      1   2   3   4   5   6   7   8   9   10 N/A 
 

22.  Billing.  The contractor’s ability to present correct and properly 
documented invoices.       1   2   3   4   5   6   7   8   9   10 N/A 
 

23.  Compliance.  The contractor complied with all rules, requests, regulations 
 And requirements.  This includes compliance with instructions  

Regarding interactions with students, staff and others.   1   2   3   4   5   6   7   8   9   10 N/A 
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Please summarize the contractor’s overall performance based on the scores for the performance indicators 
noted above: 
_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

 
Please return the completed survey by email to: jveslany@hcpss.org or fax (410) 313-6789  

Thank you for your prompt assistance.   

mailto:jveslany@hcpss.org
mailto:jveslany@hcpss.org
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SECTION 00730 
 

MINORITY BUSINESS ENTERPRISE (MBE) REQUIREMENTS 
 

 
 
1.0 PURPOSE 
 

The purpose of the Procedures is to fulfill the intent of the law by setting goals for minority 
business enterprise participation in every contract that includes State funding through the 
Public School Construction Program. Local Educational Agencies (LEAs) shall attempt to 
achieve the result that a minimum of 29 percent of the total dollar value of all construction 
contracts is made directly or indirectly with certified minority business enterprises when 
State Public School Construction Program (PSCP) funds are utilized, with a minimum of 
0 percent from certified African American-owned businesses, a minimum of 0 percent 
from certified Asian American-owned businesses, and the balance from  any certified 
minority business enterprises.  All general contractors, including certified MBE firms, 
when bidding as general or prime contractors are required to attempt to achieve the MBE 
subcontracting goals from certified MBE firms.  

 
2.0 EFFECTIVE DATE 
 

These procedures have been adopted for use in Howard County and supersede 
previously utilized MBE procedures, and will take effect on or after September 18, 2008. 

 
3.0 DEFINITIONS 
 

1. Certification means the determination that a legal entity is a minority business 
enterprise consistent with the intent of Subtitle 3 of the State Finance and 
Procurement Article. 

 
2. Certified Minority Business Enterprise means a minority business that holds a 

certification issued by the Maryland State Department of Transportation (MDOT). 
 

3. Corporation, as defined by MDOT, is an artificial person or legal entity created by or 
under the authority of the laws of any state of the United States, the District of 
Columbia or a territory or commonwealth of the United States and formed for the 
purpose of transacting business in the widest sense of that term, including not only 
trade and commerce, but also manufacturing, mining, banking, insurance, 
transportation and other forms of commercial or industry activity where the purpose 
of the organization is profit.  For eligibility for certification, disadvantaged and/or 
minority individuals must own at least 51 percent of the voting stock and at least 51 
percent of the aggregate of all classes of stock that have been issued by the 
corporation.  (Note: stock held in trust is not considered as stock held by the 
disadvantaged businesspersons when computing the business person(s) ownership.) 

 
4. Managerial Control, as defined by MDOT, means that a disadvantaged or minority 

owner(s) has the demonstrable ability to make independent and unilateral business 
decisions needed to guide the future and destiny of a business. 

 
Control may be demonstrated in many ways.  For a minority owner to demonstrate 
control, the following examples are put forth, but are not intended to be all inclusive: 
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 a. Articles of Incorporation, Corporate Bylaws, Partnership Agreements and other 
agreements shall be free of restrictive language which would dilute the minority 
owner’s control thereby preventing the minority owner from making those 
decisions which affect the destiny of a business; 

 b. The minority owner shall be able to show clearly through production of 
documents the areas of the disadvantaged business owner’s control, such as, 
but not limited to: 

 
1) Authority to sign payroll checks and letters of credit; 
2) Authority to negotiate and sign for insurance and/or bonds; 
3) Authority to negotiate for banking services, such as establishing lines of credit; 

and 
4) Authority to negotiate and sign for contracts. 

 
 c. Agreements for support services that do not lessen the minority owner’s control 

of the company are permitted as long as the disadvantaged or minority business 
owner’s authority to manage the company is not restricted or impaired. 

 
5. Minority Business Enterprise (MBE) means any legal entity, except a joint venture, 

that is (a) organized to engage in commercial transactions, and (b) at least 51 
percent owned and controlled by one or more individuals who are socially and 
economically disadvantaged including: 

 
 African Americans; 
 American Indian/Native Americans; 
 Asians; 
 Hispanics; 
 Physically or mentally disabled individuals;  
 Women; or 

A non-profit entity organized to promote the interests of physically or mentally 
disabled individuals. 

 
6. Minority Business Enterprise Liaison means the employee of the school system 

designated to administer the Minority Business Enterprise Procedures for State 
funded public school construction projects. 

 
7. Operational Control, as defined by MDOT, means that the disadvantaged or 

minority owner(s) must possess knowledge necessary to evaluate technical aspects 
of the business entity.  The primary consideration in determining operational control 
and the extent to which the disadvantaged or minority owner(s) actually operates a 
business will rest upon the specialties of the industry of which the business is a part.  
The minority owner should have a working knowledge of the technical requirements 
needed to operate in his/her industry.  Specifically, in the construction industry and 
especially among small (one to five person firms) contractors, it is reasonable to 
expect the disadvantaged or minority owner(s) to be knowledgeable of all aspects of 
the business.  Accordingly, in order to clarify the level of operational involvement 
which a minority owner must have in a business for it to be considered eligible, the 
following examples are put forth, but are not intended to be all inclusive:  

 
a.    The minority owner should have experience in the industry for which certification 

is being sought; and 
b.   The minority owner should demonstrate that basic decisions pertaining to the 

daily operations of the business are independently made.  This does not 
necessarily preclude the disadvantaged or minority owner(s) from seeking paid 
or unpaid advice and assistance.  It does mean that the minority owner currently 
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must possess the knowledge to weigh all advice given and to make an 
independent determination. 

 
8. Ownership, as defined by MDOT, means that: 

 
a. The minority owner(s) of the firm shall not be subject to any formal or informal 

restrictions, which limit the customary discretion of the owner(s).  There shall be 
no restrictions through, for example, charter requirements, by-law provisions, 
partnership agreements, franchise or distributor agreements or any other 
agreements that prevent the minority owner(s), without the cooperation or vote of 
any non-minority, from making a business decision of the firm. 

b. This means that the disadvantaged or minority persons, in order to acquire their 
ownership interests in the firm, have made real and substantial contributions of 
capital, expertise or other tangible personal assets derived from independently 
owned holdings without benefit of a transfer of assets, gift or inheritance from 
non-minority persons.  Examples of insufficient contributions include a promise to 
contribute capital, a note payable to the firm or its owners who are not minority 
persons or the mere participation as an employee rather than as a manager.  If 
the ownership interest held by a disadvantaged or minority person is subject to 
formal or informal restrictions, such as options, security interests, agreements, 
etc., held by a non-minority person or business entity, the options, security 
interests, agreements, etc., held by the non-minority person or business entity 
must not significantly impair the disadvantaged or minority person’s ownership 
interest. 

 
9. Partnership means an unincorporated association of two or more persons to carry 

on as co-owners of a business for profit.  For a partnership to be deemed eligible for 
certification under the MDOT Program, the disadvantaged or minority person’s 
interest must be at least 51 percent of the partnership capital. 

 
10. Socially and Economically Disadvantaged means a citizen or lawfully admitted 

permanent resident of the United States who is socially disadvantaged and 
economically disadvantaged. The law establishes the level of personal net worth at 
$1,500,000, above which an individual may not be found to be socially and 
economically disadvantaged.  

 
11. Sole Proprietorship, as defined by MDOT, is a for-profit business owned and 

operated by a disadvantaged or minority person in his or her individual capacity.  For 
a sole proprietorship to be deemed eligible for certification under the DBE/MBE 
Program, the disadvantaged or minority person must be the sole proprietor. 

 
4.0 MBE GOAL SETTING PROCEDURES  
 

1. The MBE program requires that all race-neutral measures be considered before 
making use of race-based measures. Using a combination of race-neutral and race-
based measures for each specific school construction project will help ensure that 
certified MBE firms are afforded the opportunity to submit bids and be utilized to the 
greatest extent possible. 

 
2. Race-neutral measures include any action taken by the LEA to make it easier for all 

contractors, including MBEs, to compete successfully for public school construction 
project contracts. 

 
3. Race-based measures include setting an overall MBE goal and MBE subgoals, if 

applicable, based upon race, gender, ethnicity, etc., for a specific project. 
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4. The overall MBE goal and the subgoals, if applicable, should be set for each specific 
project, considering but not limited to, the following factors:   

 
a. The extent to which the work to be performed can reasonably be segmented to 

allow for MBEs to participate in the project;  
b. A determination of the number of certified MBEs that potentially could perform 

the identified work;  
c. The geographic location of the project in relationship to the identified certified 

MBEs; 
d. Information obtained from other State departments/agencies related to 

establishing a MBE goal and/or subgoals for similar construction projects or work 
in the jurisdiction; 

e. Information obtained from other State departments/agencies related to MBE 
participation in similar construction projects or work in the jurisdiction; and 

f. Any other activities or information that may be identified as useful and productive.  
 

  5.  The Superintendent or designee shall establish one or more procurement review 
groups (PRG). The PRG must include at a minimum the MBE liaison and the 
procurement officer (PO) or a representative from the procurement office. The PRG 
could also include a capital improvement project manager, the project architect, the 
cost estimator, the construction manager, and/or other individuals selected by the 
superintendent or designee.  

 
a. The PRG should communicate and/or meet as needed to consider the MBE 

subcontracting goal and subgoals, if applicable, for individual projects or groups 
of projects. 

b. The PRG should consider the factors cited in 4 above when establishing the 
MBE goal and subgoals, if applicable, for each project or segmented piece of a 
project that are reasonable and attainable.  

c. The PRG must complete and submit a written analysis for each state funded 
school construction project with an estimated cost that is expected to exceed 
$200,000. 

 
i.. For state-funded projects that require review of construction documents 

(CD), the written analysis shall be submitted with the CD documents to the 
department of general services, and will be reviewed by DGS for submission, 
appropriate signatures, and correspondence between the goal and subgoals, 
if applicable, indicated in the analysis and those of the procurement 
documents. 

 
ii. For state-funded projects that do not require review of construction 

documents, the written analysis shall be submitted to the public school 
construction program, and will be reviewed by the PSCP for submission and 
appropriate signatures. 

 
iii. For locally funded projects that are anticipated to be requested for state 

approval of planning and funding, the written analysis shall be submitted with 
the CD documents to the Maryland state department of education, and will 
be reviewed by MSDE for submission, appropriate signatures, and 
correspondence between the goal and subgoals, if applicable, indicated in 
the analysis and those of the procurement documents.  Submission of this 
document is a pre-condition for recommendation for state approval of 
planning and funding when submitted in an annual CIP. 

 



5 
PUR-Doc          1-08 

d. For projects estimated to cost between $50,000 and $200,000 the same analysis 
form is to be completed and submitted.  This could be a responsibility of the 
PRG, but could be performed by others as well. 

 
i. For state-funded projects that require review of construction documents 

(CD), the written analysis shall be submitted with the CD documents to the 
department of general services, and will be reviewed by DGS for submission, 
appropriate signatures, and correspondence between the goal and subgoals, 
if applicable, indicated in the analysis and those of the procurement 
documents. 

 
ii. For state-funded projects that do not require review of construction 

documents, the written analysis shall be submitted to the public school 
construction program, and will be reviewed by the PSCP for submission and 
appropriate signatures. 

 
e. If the project cost is estimated to exceed $200,000 then a copy of the written 

analysis shall also be sent to GOMA at the same time that the written analysis is 
submitted to the DGS or the PSCP. 

f. The PRG should consult with local counsel for the board of education as needed. 
 

5. It is recognized that by utilizing the factors cited in 4 above, the MBE goal and/or 
subgoals, if applicable, for a specific project or portion thereof may be significantly 
higher than the overall goals of the program (29% overall, with 0% from African 
American-owned businesses and 0% from Asian American-owned businesses).  It is 
also recognized and possible that there will be MBE goals set that are lower than 
those stated above or even that no MBE goal and/or subgoals will be set for a 
specific project or the segmented piece of the project. 

   
6. Assistance in reviewing the factors cited in 4 above and setting a goal and/or 

subgoals, if applicable, for specific projects or a segmented piece of a project can be 
obtained by contacting the Public School Construction Program and/or the 
Governor’s Office of Minority Affairs.   

 
5.0 IMPLEMENTING PROCEDURES - Over $50,000 
 

For construction projects estimated to cost in excess of $50,000, the following procedures 
will be utilized: 

 
1. All advertisements, solicitations, and solicitation documents shall include the 

following statements: 
 

a. "Certified Minority Business Enterprises are encouraged to respond to this 
solicitation notice." 

b. "The contractor or supplier who provides materials, supplies, equipment and/or 
services for this construction project shall attempt to achieve the specific overall 
MBE goal of ____ percent established for this project. All prime contractors, 
including certified MBE firms, when submitting bids or proposals as general or 
prime contractors, are required to attempt to achieve this goal from certified MBE 
firms.”  

 c. If subgoals have been established for this project then one of the following 
should be included:  

 
1) “The subgoals established for this project are ____ percent from African 

American-owned businesses and _____ percent from Asian American–
owned businesses.” 
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2) “The subgoal established for this project is ____ percent from African 
American-owned businesses.”   

3) “The subgoal established for this project is ____ percent from Asian 
American–owned businesses.”  
 

 d. "The bidder or offeror is required to submit with its bid or proposal a completed 
Attachment A - Certified MBE Utilization and Fair Solicitation Affidavit and  

  Attachment B - MBE Participation Schedule, as described in the solicitation 
documents.  

 e. If there is no overall MBE goal or MBE subgoals established for the project, then 
only 1.A. above is to be included.   

  
2. Other Advertisement and Outreach Requirements 

 
a. To encourage greater MBE participation the staff of the school system should 

send out notices of potential projects to MBEs or solicit bids or proposals directly 
from minority business enterprise contractors that are certified.  

b. A copy of the solicitation notice, preferably electronically, shall be sent to the 
Governor’s Office of Minority Affairs at the same time the advertisement for the 
solicitation is released.   

c. Upon request for a specific project, the school system shall provide one set of 
drawings and specifications (and addenda when issued) to minority business 
enterprise associations recognized by the Governor’s Office of Minority Affairs.  
They will be available free of charge to be picked up at a location designated by 
the LEA. A review of the bid or proposal activity by an association’s members 
may be initiated to justify continuation of this service. 

d. When a pre-bid or pre-proposal conference is held, the MBE Liaison or 
designated representative shall explain the MBE goal and subgoals, if applicable; 
the MBE provisions of the solicitation; the documentation required at the time of 
submission; its relationship to the responsiveness of the bidder or offeror; how to 
complete the required attachments, particularly A, B, and C; and additional 
information and supporting documentation that may be required after the bid or 
proposal opening. All contractors who attend the pre-bid or pre-proposal 
conference should receive a list or information explaining how to obtain a listing 
of certified MBE firms who could perform the work or have expressed an interest 
in performing the school construction work required for the specific project in the 
jurisdiction.    

e. The names of prime contractors obtaining drawings and specifications will be 
shared with certified MBEs and MBE associations, upon request.  

f. The MBE liaison, in conjunction with the procurement officer or project staff, 
should respond to all applicable questions and concerns relating to the project’s 
MBE requirements completely and in a timely fashion to ensure that all potential 
contractors and subcontractors can compete effectively.  

 
3. All Solicitation Documents Shall Include the Following: 

 
a. “Certified Minority Business Enterprises are encouraged to respond to this 

solicitation notice”. 
b. “The contractor or supplier who provides materials, supplies, equipment and/or 

services for this construction project shall attempt to achieve the result that a 
minimum of __ percent of the total contract value is with certified Minority 
Business Enterprises, with a minimum of __ percent from certified African 
American-owned businesses, a minimum of __ percent from certified Asian 
American-owned businesses, and the balance from any certified Minority 
Business Enterprises.  All contractors, including certified MBE firms, when 
submitting bids or proposals as prime contractors, are required to attempt to 
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achieve the MBE goal and subgoals, if applicable, from certified MBEs”. Note: 
see 6.1.C. above for variations that may be required. 

c. Each bid or offer submitted, including a submittal from a certified MBE in 
response to this solicitation, shall be accompanied by a completed Attachment A 
- Certified MBE Utilization and Fair Solicitation Affidavit and a completed 
Attachment B - MBE Participation Schedule.  These two attachments must be 
accurate and consistent with each other.  

 
1) Attachment A and Attachment B shall be submitted with the sealed bid price 

or proposal at a place, date, and time specified in the solicitation document.  
2) As an alternative, and at the discretion of the school system, Attachment A 

could be submitted with the sealed bid price or proposal at a place, date, and 
time specified in the solicitation document. The sealed bids or proposals 
received by the time specified could be held, unopened for a maximum of 30 
minutes. Within that time (30 minutes) each bidder or offeror must submit 
Attachment B, in a separate sealed envelope.  The sealed price envelopes 
from each bidder or offeror who submits both the sealed bid or proposal and 
the envelope with Attachment B will then be opened and reviewed and 
recorded as a viable submission.  Any contractor that fails to submit the 
second envelope, with Attachment B, prior to the specified time allowed (30 
minutes) after the submittal of the sealed bid or proposal will be deemed non-
responsive and the sealed bid or proposal will not be opened or considered.    

 
d. The submittal of a completed and signed Attachment A - Certified MBE Utilization 

and Fair Solicitation Affidavit and a completed and signed Attachment B - MBE 
Participation Schedule indicates the bidder’s or offeror’s recognition and 
commitment to attempt to achieve the MBE goal and/or MBE subgoals, if 
applicable, for the specific project.  

 
1) The bidder or offeror recognizes that their efforts made to initiate contact, to 

solicit, and to include MBE firms in this project will be reviewed carefully and 
evaluated based upon the actions taken by them prior to and up to 10 days 
before the bid or proposal opening.  Follow-up actions taken by the bidder or 
offeror within the 10 days prior to the bid opening will also be considered.  

 2) Based upon this review and evaluation it will be determined, by the MBE 
liaison, procurement officer, or a designated person, if a good faith effort was 
made by the apparent low bidder or apparent successful offeror.         

 
e. The bidder or offeror must check one of the three boxes on Attachment A, which 

relates to the level of MBE participation achieved for the project. The bidder’s or 
offeror’s signature indicates that in the event that they did not meet the MBE goal 
or subgoals, if applicable, that: 

 
1) They are therefore requesting a waiver, and  
2) Documentation of their good faith efforts will be provided to the school 
system staff within 10 days of being notified that they are the apparent low bidder 
or apparent  successful offeror.  

 
f. The bidder or offeror must submit Attachment B (as and when described above), 

which lists and provides information related to each certified MBE firm that the 
bidder or offeror will utilize on this project. A completed and accurate Attachment 
B is required. All of the work specified to be performed by each MBE firm, the 
contact information, MDOT certification number, minority code, the dollar values, 
and percentages must be correct.  

g. Attachment B should be completed and submitted with all calculations utilizing 
the base bid or offer only. A revised Attachment B should be submitted by the 
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successful bidder or offeror once a determination is made as to the acceptance 
and/or rejection of any alternates.   

h. If a request for a waiver has been made, the appropriate box on Attachment A 
has been checked and the attachment signed, then the LEA should obtain and 
review the apparent low bidder’s or successful offeror’s supporting 
documentation of the good faith efforts to justify the granting of the waiver, prior 
to submitting the contract award for approval to the board of education.   

i. The following documentation shall be considered as part of the contract, and 
shall be furnished by the apparent low bidder or successful offeror to the MBE 
Liaison or designated person, within ten (10) working days from notification that 
the firm is the apparent low bidder or successful offeror: 

 
1) A completed Attachment D - Minority Business Enterprise Subcontractor 

Project Participation Statement shall be completed and signed by the prime 
contractor and each MBE firm listed on Attachment B - MBE Participation 
Schedule and Attachment C - Outreach Efforts Compliance Statement shall 
be signed and completed by the bidder or offeror. 

 2) Notification for purposes of this procedure means the earliest of the following 
methods of communication: orally in person, orally by telephone, orally by a 
telephone message, a faxed communication, a letter by date received or an 
electronic communication. 

 3) The ten (10) working days do not include the day the notification is received, 
weekends or holidays (State or Federal), but the material submitted must be 
received by the close of business on the tenth day. 

 4) The requirement to submit the above-listed documentation within the time 
frame specified will be considered by the IAC in its review of the request for 
contract award for the project. Failure to submit the required documentation 
within the time frame specified may result in a delay of the approval of the 
award of the contract, or the materials being returned without the approval of 
the award of the contract. 

 
4. Waiver Procedures 
  

a. If the apparent low bidder or successful offeror has determined that they are 
unable to meet the overall MBE goal or subgoals, if applicable, for the project at 
the time of submission of a bid or offer, they must check either of the two boxes 
on Attachment A.  The signature recognizes and acknowledges that a request for 
a waiver is being made.  The apparent low bidder or successful offeror will 
therefore be required to submit information and substantiating documentation 
that will be reviewed to justify the granting of a waiver.  

 b.  If the apparent low bidder or successful offeror is unable to achieve the overall 
MBE contract goal  and/or the  MBE subgoals, if applicable, from certified African 
American-owned businesses and/or from certified Asian American-owned 
businesses, the apparent low bidder or successful offeror shall submit, within 10 
working days from notification that the firm is the apparent low bidder or 
successful offeror, a completed Attachment C -  Outreach Efforts Compliance 
Statement, Attachment E - Minority Subcontractors Unavailability Certificate, and  
Attachment F - MBE Waiver Documentation which shall include the following:   

 
1) A detailed statement of the efforts made by the bidder or offeror to identify 

and select portions of the work proposed to be performed by subcontractors 
in order to increase the likelihood of achieving the stated goal; 

2) A detailed statement of the efforts made by the bidder or offeror prior to and 
up to at least ten (10) days before the bid or proposal opening to solicit 
minority business enterprises through written notices that describe the 
categories of work for which subcontracting is being solicited, the type of 
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work to be performed and specific instructions on how to submit a bid or 
proposal; 

3)    Follow-up actions taken by the bidder or offeror within the 10 days prior to 
the bid or proposal opening will also be considered.  

4) A detailed statement of the bidder’s or offeror’s efforts to make personal 
contact with MBE firms identified for item (2) above; 

5) A record of the name, address, telephone number and dates contacted for 
each MBE identified under items (2) and (3) above; 

6)  A description of the information provided to MBEs regarding the drawings, 
specifications and the anticipated time schedule for portions of the work to be 
performed; 

7) Information on activities to assist minority business enterprises to fulfill 
bonding requirements or to obtain a waiver of these requirements; 

8) Information on activities to publicize contracting opportunities to minority 
business enterprises, attendance at pre-bid or pre-proposal meetings or 
other meetings scheduled by the MBE Liaison or designated representative; 
and 

9) As to each MBE that placed a subcontract quotation or offer which the 
apparent low bidder or successful offeror considers not to be acceptable, a 
detailed statement of reasons for this conclusion. 

 
  c.  In addition to any waiver documentation the apparent low bidder or successful 

offeror shall submit one completed Attachment D - Minority Business Enterprise 
Subcontractor Project Participation statement for each MBE firm that will 
participate in the project consistent with the information previously provided at 
the time of the submission of Attachment B or the revised Attachment B.     

  d. A waiver of an MBE contract goal or subgoal, if applicable, may be granted by 
the school system only upon receipt of Attachment C - Outreach Efforts 
Compliance Statement, Attachment E - Minority Subcontractors Unavailability 
Certificate, and Attachment F - MBE Waiver Documentation as described  above 
in items 1) through 9) 

 
1) The MBE Liaison will review and accept or reject the minority business 

enterprise material that is submitted, and could obtain legal advice or 
assistance from their attorney. 

2) The MBE waiver request may not be considered unless all of the 
documentation specified above has been submitted in a timely fashion by the 
apparent low bidder or successful offerer.   

3) Assistance in the review of a request for a waiver (the documentation and 
justifications) may be requested from the Public School Construction 
Program and/or the Governor’s Office of Minority Affairs. 

4) If a determination is made that the apparent low bidder or successful offeror 
did make a good faith effort, based upon a review of the documentation 
submitted, then the waiver must be granted. The award of contract shall then 
be made. The material and information submitted, including the LEA’s review 
and analysis notes and conclusion shall be retained in the project file. 

5) If a determination is made that the apparent low bidder or successful offeror 
did not make a good faith effort, based upon a review of the documentation 
submitted, then the waiver should not be granted. The material and 
information submitted, including the LEA’s review and analysis notes and 
conclusion, shall be retained in the project file. The award of contract shall 
then be made to the next lowest bidder or offeror, who meets the contractual 
requirements, including the MBE requirements. 

6) When a waiver is granted, a copy of Attachment F - MBE Waiver 
Documentation, accepted and signed by a school system representative and 
with the reasons for the determination, shall be forwarded to the Governor’s 
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Office of Minority Affairs and the Public School Construction Program within 
ten (10) days after approval of the contract award by the board of education. 
Failure to submit the required documentation within the time frame specified 
may result in delayed approval of the award of contract by the IAC. 

 
5. All Contracts Shall Include The Following: 

 
a. “The contractor shall perform the contract in accordance with the representations 

made in Attachment A - Certified Minority Business Enterprise Utilization and Fair 
Solicitation Affidavit and Attachment B - MBE Participation Schedule, submitted 
as part of the bid or proposal”. 

b. “Failure to perform the contract as specified and presented in the bid or proposal 
submission without prior written consent of the owner shall constitute a violation 
of a material term of the contract”. 

   
1) The contractor shall structure his/her operations for the performance of the 

contract to attempt to achieve the MBE goals as stated in the solicitation 
document. 

2) The contractor agrees to use his/her best efforts to carry out these 
requirements consistent with the efficient and effective performance of the 
contract. 

3) The contractor must ensure that all certified MBEs shall have the maximum 
practical opportunity to compete for additional subcontract work under the 
contract, even after the award of the contract. 

4) The contractor shall submit monthly to the MBE Liaison or the school 
system’s designated representative a report listing any unpaid invoices, over 
30 days old, received from any certified MBE subcontractor, the amount of 
each invoice and the reason payment has not been made.  

5) The contractor shall included in its agreements with its certified MBE 
subcontractors, a requirement that those subcontractors submit monthly to 
the MBE Liaison or appropriate representative a report that identifies the 
prime contract and lists all payments received from the contractor in the 
preceding 30 days, as well as any outstanding invoices, and the amount of 
those invoices. 

6) The contractor shall cooperate in any reviews of the contractor’s procedures 
and practices with respect to minority business enterprises, which the MBE 
Liaison, the Public School Construction Program, and/or the Governor’s 
Office of Minority Affairs may, from time to time, conduct. 

7) The contractor shall maintain such records as are necessary to confirm 
compliance with its MBE participation obligations.  These records must 
indicate the identity of certified minority and non-minority subcontractors 
employed on the contract, the type of work performed by each, and the 
actual dollar value of work performed.  Subcontract agreements documenting 
the work performed by all MBE participants must be retained by the 
contractor and furnished to the MBE Liaison and or appropriate 
representative on request. 

8) All records concerning MBE participation must be retained by the contractor 
for a period of five years after final completion of the contract, and will be 
available for inspection by the MBE Liaison, representatives from the Public 
School Construction Program and/or other designated official entities. 

9) At the option of the MBE Liaison or appropriate agency representative, upon 
completion of the contract and before final payment and/or release of 
retainage, the contractor shall submit a final report in affidavit form and under 
penalty of perjury, of all payments made to, or withheld from MBE 
subcontractors.  
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10) If at any time after submission of a bid or proposal and before execution of a 
contract, the apparent successful bidder or offeror determines that a certified 
MBE listed on Attachment B - MBE Participation Schedule has become or 
will become unavailable, then the apparent successful bidder or offeror shall 
immediately notify the procurement officer and provide such officer with a 
reason(s) why the change has occurred.  Any desired change in Attachment 
B - MBE Participation Schedule shall be approved in advance by the 
procurement officer and shall indicate the contractor’s efforts to substitute 
another certified MBE subcontractor to perform the work.  Desired changes 
occurring after the date of contract execution may occur only upon written 
approval by the LEA.  

11) A business that presents itself as a minority business may participate in a 
project but the contract value may not be counted toward the MBE goal or 
subgoals, if applicable, until the business is certified by MDOT.  If it is not 
certified at the time of contract award it may not be counted toward the goal 
or subgoals, if applicable, at that time. Only the funds paid after MDOT 
certification can be counted toward meeting the MBE goal or subgoals, if 
applicable.  If a certified MBE fails to meet the standards specified in State 
Finance and Procurement Article.14-301, Annotated Code of Maryland, the 
payments made to the MBE can be recorded and counted under a contract 
entered into when the MBE was eligible and certified.  Ineligibility of an MBE 
to participate in the MBE program may not be the sole cause of the 
termination of the MBE contractual relationship for the remainder of the term 
of the contract.  

12) Contractors are encouraged to seek additional MBE participation in their 
contracts during the life of the project. Any additional MBE participation from 
certified MBEs should be reported to the MBE liaison and should be included 
in subsequent monthly requisitions for payment. 

13) The contractor shall complete the Standard Monthly Contractor’s Requisition 
for Payment (IAC/PSCP Form 306.4), specifically page 3 of 16, Minority 
Business Enterprise Participation, with each requisition submitted for 
payment. This submittal should accurately reflect the payments to be made 
that month to MBEs, and the cumulative total for the period specified.  Any 
and all MBE firms that are identified on Attachment B – MBE Participation 
Schedule should be included on page 3 of the first and all subsequent 
requisitions for payment. Any MBEs identified during the life of the project 
should be added as soon as the contractor engages them. 

14) At the completion of the project the contractor shall prepare a written 
summary of the final certified MBE participation in the contract as compared 
to the proposed participation at the time of contract award. This should 
include the name of each certified MBE, the amount that was anticipated to 
be paid at the time of contract award, the amount actually paid, and an 
explanation of any differences that have occurred.  Special attention should 
be given to any situations where the final payments to any MBE was below 
the level of commitment at the time of contract award.  

                   
6. Projects Utilizing a Construction Manager Delivery Method 

  
This section of the procedure has been prepared based upon the utilization of 
Construction Manager Agency method of delivery.  If another alternative method of 
project delivery is being considered, then these procedures would need to be 
adapted in consultation with the PSCP before proceeding.     

   
a. For projects that are being designed and solicited utilizing a Construction 

Manager Agency delivery method with multiple prime contracts, the school 
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system can structure its procedures to attain the overall MBE goal and subgoals, 
if applicable, for the project as presented below: 

b. The MBE liaison and other school system staff should work with the project’s 
construction manager, cost estimator, and architect, along with any other 
individuals who could provide assistance, to determine the overall MBE utilization 
strategy for the work required, appropriate bid packages, and an appropriate 
overall MBE goal and subgoals, if applicable, for each specific bid or proposal 
package. 

c. The overall MBE goal and subgoals, if applicable, for the project shall represent 
the aggregate of the individual goals and subgoals, if applicable, set for each bid 
or proposal package.  

d. In setting the specific goals and subgoals, if applicable, for each solicitation 
package consideration should be given to the potential for MBE participation to 
the maximum extent possible.  The information and procedures provided in 
section 4.0 MBE Goal Setting Procedures should be consulted and followed for 
these types of projects.  

e. Prior to submitting the construction documents for State review and authorization 
to solicit bids or proposals, the school system’s representative will prepare a 
complete list of the individual solicitation packages and indicate the MBE goal 
and subgoals, if applicable, for each solicitation package.  This would include the 
overall MBE goal and subgoals, if applicable, established in the solicitation 
documents, the estimated cost for each solicitation package, and the estimated 
MBE dollar amounts for each solicitation package.  A copy of this list should be 
submitted with the construction documents.  The list should be retained as a 
record by the school system for comparison to the actual contracts awarded with 
MBE participation, and the final actual MBE participation at the completion of the 
project.  

f. Contractors submitting bids or proposals for solicitation packages that do not 
include a MBE goal and subgoals, if applicable, would not be required to submit 
any of the MBE attachments that are otherwise required nor would they be 
required to indicate that they are requesting a waiver.  The school system 
representative would, however, request information from the contractor at the 
completion of the project to determine if any certified MBE firms had participated 
in the contract. 

g. All other submittals of MBE materials and reporting requirements are applicable 
for the project, including the submittal of attachments a and b as described above 
in section 6.0. this includes the documentation for a request for a waiver, if 
applicable and appropriate.  

 
6.0 RECORDS AND REPORTS 
 

1. The MBE Liaison shall maintain such records as are necessary to confirm 
compliance with its Minority Business Enterprise Procedures and activities. The 
records shall be maintained until the project is audited by the Public School 
Construction Program.  These records shall include by project: 

  
a. The contractor report submitted at the completion of the project; 
b. The identity of the minority contractors employed on the project;  
c. The type of work performed;  
d. The actual dollar value of the work, services, supplies or equipment; and 
e. The MBE percentage of the total contract. 

 
2. The MBE Liaison will maintain a record of all waivers approved for each project or 

solicitation package where the prime contractor was unable to achieve the 
established overall goal or subgoals, if applicable.  The MBE Liaison will, however, 
report to the PSCP all MBE participation by MDOT certified firms who are prime 
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contractors, subcontractors, suppliers, or otherwise making an economically viable 
contribution to each project. This information shall be reported to PSCP within ten 
(10) days after approval of the award of the contract by the board of education. 
 

 3.  The LEA shall submit the “Certified Minority Business Enterprise Participation 
Standard Monthly Contractor’s Requisition for Payment”  (IAC/PSCP Form 306.4 
page 3 of 16, located in the Administrative Procedures Guide), which is Attachment G 
in this procedure, to the PSCP Director of Fiscal Services as part of the regular 
monthly request for payment for the project. 

 
 4.    The LEA shall submit the “Close-Out Cost Summary” (IAC/PSCP Form 306.6 located 

in the Administrative Procedures Guide), which is Attachment H of this procedure, 
along with the “Certified Minority Business Enterprise Participation Standard Monthly 
Contractor’s Requisition for Payment” (IAC/PSCP Form 306.4)  to the PSCP Director 
of Fiscal Services within 180 days of completion of the project. 

 
 5. Each fiscal year end, PSCP Fiscal Services will create a report “Payments Made To 

Contractors during The Fiscal Year” and maintain such records as are necessary to 
confirm compliance with its minority business enterprise procedures and activities. 

 
 6. Each fiscal year end, PSCP Fiscal Services will create a report “Projects Completed 

During the Fiscal Year” and maintain such records as are necessary to confirm 
compliance with its Minority Business Enterprise Procedures and activities. This 
report will compare the overall MBE goal and subgoals, if applicable, for each specific 
project with the MBE participation anticipated at the time of contract award and the 
actual MBE participation at the completion of the project.     

 
7.0 MONITORING 
 
 1.  The LEA’s procurement personnel or project staff shall verify that the certified MBE’s 

listed in the MBE participation schedule are actually performing the work.  
 

 2. The LEA’s procurement personnel shall ensure that MBE subcontractors are 
receiving compensation as set forth in the MBE participation schedule by ensuring 
that the contractor submits monthly reports, listing any unpaid invoices over 30 days 
old received from any certified MBE subcontractor, the amount of each invoice, and 
the reason payment has not been made. 

 
 3. The MBE Liaison and/or the Public School Construction Program will conduct 

reviews as deemed necessary to confirm compliance with the minority business 
enterprise participation requirements. 

 
 4.  The MBE Liaison will maintain appropriate records, and shall assist the Public School 

Construction Program in on-site or post-audit reviews upon request. 
 
 5.  Auditors from the Public School Construction Program will have access to and the 

ability to audit MBE participation for specific projects, information retained by the 
LEA, and/or submitted to the IAC in reports/forms filed by the LEA as referenced 
above. 



 PROJECT: _____________________________________________ 
 

 PSC#: __________________________________________________ 
 

Attachment A (page 1 of 2) 
 

CERTIFIED MINORITY BUSINESS ENTERPRISE  
 UTILIZATION AND FAIR SOLICITATION AFFIDAVIT  

 
NOTE: You must include this document with your bid or offer.  If you do not submit the form 
with your bid or offer, the procurement officer shall deem your bid non-responsive or your 

offer not reasonably susceptible of being selected for award. 
 

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

Part I. 
I acknowledge the: 

 
• Overall certified MBE subcontract participation goal of  5%. and  
• The subgoals, if applicable, of: 

•  ____ % for certified African American-owned businesses and 
•  ____ % for certified Women-owned businesses.   

 
I have made a good-faith effort to achieve this goal. If awarded the contract, I will continue to attempt to 
increase MBE participation during the project.     

 
Part II.  

Check ONE Box 
 

NOTE: FAILURE TO CHECK ONE OF BOXES 1, 2, or 3 BELOW WILL RENDER A BID 
NON-RESPONSIVE OR AN OFFER NOT REASONABLY SUSCEPTIBLE OF BEING 

SELECTED FOR AWARD 
 

NOTE: INCONSISTENCY BETWEEN THE ASSERTIONS ON THIS FORM AND THE 
INFORMATION PROVIDED ON THE MBE PARTICIPATION SCHEDULE 

(ATTACHMENT B) MAY RENDER A BID NON-RESPONSIVE OR AN OFFER NOT 
REASONABLY SUSCEPTIBLE OF BEING SELECTED FOR AWARD 

 
1  I have met the overall MBE goal and MBE subgoals for this project. I submit with this Affidavit 

[Attachment A] the MBE Participation Schedule [Attachment B], which details how I will reach 
that goal. 

or 
2  After having made a good-faith effort to achieve the overall MBE goal and MBE subgoals for this 

project, I can achieve partial success only.  I submit with this Affidavit [Attachment A] the MBE 
Participation Schedule [Attachment B], which details the MBE participation I have achieved. 
 
I request a partial waiver as follows: 

 
• Waiver of overall MBE subcontract participation goal: ____ % 
• Waiver of MBE subcontract participation subgoals, if applicable: 

•  ____ % for certified African American-owned businesses and 
•  ____ % for certified Woman-owned businesses.   

 
Within 10 days of being informed that I am the apparent awardee, I will submit MBE Waiver 
Documentation [Attachment F] (with supporting documentation). 



Attachment A (page 2 of 2)  
or 
 

3  After having made a good faith effort to achieve the overall MBE goal and MBE subgoals for this 
project, I am unable to achieve any portion of the goal or subgoals. I submit with this Affidavit 
[Attachment A] the MBE Participation Schedule [Attachment B]. 
  
I request a full waiver.   
 
Within 10 days of being informed that I am the apparent awardee, I will submit MBE Waiver 
Documentation [Attachment F] (with supporting documentation). 

 
 

Part III. 
 
I understand that if I am the apparent awardee or conditional awardee, I must submit within 10 working 
days after receiving notice of the potential award or within 10 days after the date of conditional award – 
whichever is earlier – the: 

 
• Outreach Efforts Compliance Statement (Attachment C) 
• Subcontractor Project Participation Statement (Attachment D) 
• Minority Subcontractors Unavailability Certificate (Attachment E) (if applicable)  
• Any other documentation the Procurement Officer requires to ascertain my responsibility in 

connection with the MBE participation goal and subgoals   
 
I acknowledge that if I fail to timely return complete documents, the Procurement Officer may determine 
that I am not responsible and therefore not eligible for contract award.  If the contract has been awarded, the 
award is voidable.  
 
I acknowledge that the MBE subcontractors/suppliers listed in the MBE Participation Schedule and any 
additional MBE subcontractor/suppliers identified in the Subcontractor Project Participation Statement will  
be used to accomplish the percentage of MBE participation that I intend to achieve. 
 
In the solicitation of subcontract quotations or offers, MBE subcontractors were provided the same 
information and amount of time to respond as were non-MBE subcontractors.  
 
The solicitation process was conducted in such a manner so as to not place MBE subcontractors at a 
competitive disadvantage to non-MBE subcontractors.       
 

I solemnly affirm under the penalties of perjury that this Affidavit 
 is true to the best of my knowledge, information, and belief. 

 
 

____________________________   ________________________________ 
Bidder/Offeror Name     Affiant Signature 
____________________________   ________________________________ 
Address      Printed Name & Title 
____________________________   ________________________________ 
Address (continued)     Date 

 
 

October 2017 



ATTACHMENT B 
                                                        MBE PARTICIPATION SCHEDULE                                        REVISED 

This document must be included with the bid or offer. If the bidder or offeror fails to submit this form with  
the bid or offer as required, the procurement officer shall deem the bid non- responsive or shall determine 

          that the offer is not reasonably susceptible of being selected for award. 

        October 1, 2017 

1. Prime Contractor’s Name 2. Prime Contractor’s Address/Telephone Number 

3. Project/School Name 4. Project/School Location 

5. LEA Name:. 
     
    PSC Number: 

6. Base Bid Amount           $ _________________________                                          

    Acceptance Alternates  $ _________________________ 

 
    Total                                  $ _________________________   

7a. 
 Minority Firm Name:     ____________________________________________ 
      
 Minority Firm Address:  ___________________________________________                                                       Telephone Number:  _____________________________ 
      
 MDOT Firm Certification Number: ___________________________________                                                         NAICS Code:  __________________________________ 
 □African American     □ Asian American      □ Native American     □ Women     □ Hispanic    □ Disabled      

Subcontractor Firm  
(Select One) 

Allowable  
Percentage 

Percentage of 
Total Contract 

Subcontractor  
Dollar Amount 

Participation 
Amount 

MDOT Certified Firm 100%  $ $ 

MDOT Certified Prime 
Contractor 

50% of established goal          OR  $ $ 
100% of one subgroup contract subgoal 

MDOT Certified Supplier, 
Wholesaler and Regular Dealer 

60% 
 

 $ $ 

 

7b  
 Minority Firm Name:     ____________________________________________ 
      
 Minority Firm Address:  ___________________________________________                                                       Telephone Number:  _____________________________ 
      
 MDOT Firm Certification Number: ___________________________________                                                         NAICS Code:  __________________________________ 
 □African American     □ Asian American      □ Native American     □ Women     □ Hispanic    □ Disabled      

Subcontractor Firm  
(Select One) 

Allowable  
Percentage 

Percentage of 
Total Contract 

Subcontractor  
Dollar Amount 

Participation 
Amount 

MDOT Certified Firm 100%  $ $ 

MDOT Certified Prime 
Contractor 

50% of established goal          OR  $ $ 
100% of one subgroup contract subgoal 

MDOT Certified Supplier, 
Wholesaler and Regular Dealer 

60% 
 

 $ $ 
 

7c  
 Minority Firm Name:     ____________________________________________ 
      
 Minority Firm Address:  ___________________________________________                                                       Telephone Number:  _____________________________ 
      
 MDOT Firm Certification Number: ___________________________________                                                         NAICS Code:  __________________________________ 
 □African American     □ Asian American      □ Native American     □ Women     □ Hispanic    □ Disabled      

Subcontractor Firm  
(Select One) 

Allowable  
Percentage 

Percentage of 
Total Contract 

Subcontractor  
Dollar Amount 

Participation 
Amount 

MDOT Certified Firm 100%  $ $ 

MDOT Certified Prime 
Contractor 

50% of established goal          OR  $ $ 
100% of one subgroup contract subgoal 

MDOT Certified Supplier, 
Wholesaler and Regular Dealer 

60% 
 

 $ $ 
 

   8.  MBE Total Amount 9.  Total MBE Percent of Entire Contract  

  10.  Form Prepared by: 
      Name:    ____________________________________________________ 

         Title:       ____________________________________________________ 
         Date:      ____________________________________________________ 

11. Reviewed and Accepted by Board of Edu. MBE 
Liaison 
       Name: ___________________________________ 

          Title:  ____________________________________ 
       Date  ____________________________________ 

         Total MBE Participation:                                                        $ ___________________                      _____________% 
         Total African-American Participation:                                $ ___________________                      _____________% 
         Total Women Owned MBE Participation:                          $ ___________________                      _____________% 
         Total Other Participation:                                                     $___________________                       _____________% 



Attachment C 
March 2014 

 

MBE- C 

Outreach Efforts Compliance Statement 
 
**Complete and submit this form within 10 business days of notification of apparent award 

** 
 
In conjunction with the bid or offer submitted in response to the solicitation for <<project name>> 
/ <<Solicitation No.>>, I affirm the following: 
 
1. Bidder/Offeror identified opportunities to subcontract in these specific work categories 

(extend list as needed): 
a. ____________________ 
b. ____________________ 
c. ____________________ 

 

d. ________________________ 
e. ________________________ 
f. ________________________ 

2. Attached to this form are copies of written solicitations (with bidding instructions) used 
to solicit certified MBEs for these subcontract opportunities. 

 
3. Bidder/Offeror made the following attempts to contact personally the solicited certified 

MBEs (extend list as needed): 
a. ________________________________________________________________ 
b. ________________________________________________________________ 
c. ________________________________________________________________ 

 
4. Select ONE of the following: 

 
a.   This contract does not involve bonding requirements. 
OR 
b.   Bidder/Offeror assisted certified MBEs to fulfill or seek waiver of bonding 

requirements (describe efforts). 
 
5. Select ONE of the following: 

 
a.   Bidder/Offeror did/did not attend the pre-bid/proposal conference.   
OR 
b.   No pre-bid/proposal conference was held. 

 
 
 
____________________________________   By: ____________________________________ 
Bidder/Offeror Printed Name       Signature: _______________________________ 

Title:       
Date:       

Address: _____________________________________ 
_____________________________________ 
_____________________________________ 



 
Attachment D 

 

MINORITY BUSINESS ENTERPRISES SUBCONTRACTOR PROJECT 
PARTICIPATION STATEMENT 

 
 
 
PROJECT/ SCHOOL NAME:       
 
PROJECT/ SCHOOL LOCATION:  
 
LEA: ___________________________________________________   
 
NAME OF PRIME CONTRACTOR: ____________________________________________________  
      
NAME OF MBE SUBCONTRACTOR:      
 
                                                                                  ______________ 

 MDOT Certification Number                           NAICS Code 
        

 
 
1.   Work/Services to be performed by MBE Subcontractor:    
  
  
 
2.   Subcontract Amount:   $  

 
3.    Bonds - Amount and type required of Subcontractor if any:   

 
   4.     MBE Anticipated or Actual Commencement Date:           Completion Date:   

 
   5.     This MBE subcontract represents the following percentage of the total contract cost:                                            
 
   6.     This is an African American Firm:               Yes                           No  
 
   7.     This is an Asian American Firm:                  Yes                       No   
 
   8.     This is a Native American, Hispanic or Disabled Firm:     Yes        No 
                                   (Circle One) 
***********************************************************************************************  
 

The undersigned subcontractor and prime contractor will enter into a contract for the work/service indicated above 
upon the prime contractor’s execution of a contract for the above referenced project with the                                       
Board of Education.  The undersigned subcontractor is a MDOT certified Minority Business Enterprise.  The terms 
and conditions stated above are consistent with our agreements. 

 
     Signature of Subcontractor:     
                                                          
   Date: ________________________   
 
                                                                   
 
The term and conditions stated above are consistent with our agreements. 

 
Signature of Prime Contractor: 
   
Date: 

 
 
 
 

           October 1, 2017    D-1 

Participation Amount $___________



Attachment E 
March 2014 

MBE- E 

 
MINORITY SUBCONTRACTOR UNAVAILABILITY CERTIFICATE 

 
 
 
1.  It is hereby certified that the firm of        
                         (Name of Minority firm) 
located at   
   (Number)                                           (Street) 
   
        (City)     (State)            (Zip) 
 
was offered an opportunity to bid on the                                       school project 
 
in                                       County by               
      (Name of Prime Contractor’s Firm) 
 
************************************************************************************* 
 
2.                                                                                      (Minority Firm), is either unavailable for the  
 
work/service or unable to prepare a bid for this project for the following reason(s): 

 
   
 
 
 
 
                    
Signature of Minority Firm’s MBE Representative   Title    Date  
 
 
  

MDOT Certification #          Telephone # 
 
 
3. To be completed by the prime contractor if Section 2 of this form is not completed by the minority firm. 
 
To the best of my knowledge and belief, said Certified Minority Business Enterprise is either unavailable for 
the work/service for this project, is unable to prepare a bid, or did not respond to a request for a price 
proposal and has not completed the above portion of this submittal. 
 
 
 
          
           Signature of Prime Contractor    Title       Date 
   
 
 

 



 

Attachment F 
 

MBE WAIVER DOCUMENTATION 
 

      
Project Name:                                                                            PSC No.       
 
Base Contract Amount                 $         
 
Plus Accepted Alternates              $             
 
Equals Total Contract Amount   $       
 
 
I have previously requested that a waiver be granted to the overall MBE goal for this project of _____ percent, 
with a minimum of ____ percent from certified African American-owned businesses, a minimum of ____ 
percent from certified Asian American-owned businesses, and the balance from all certified minority business 
enterprises, if applicable. This would include the total dollar value of all materials, supplies, equipment, and 
services, including construction services directly or indirectly, from Minority Business Enterprises (MBE) which 
are currently certified by the Maryland Department of Transportation (MDOT). 

 
         I   , hereby certify that my position is 
         (Name of Company Representative)  

 
   
                                                                                      , and I am the duly authorized representative of 
                           (Position Title) 
 
 
 . 
                                 (Company Name)      
 

           I further certify that I have submitted a Schedule for Participation of Certified Minority Business Enterprises  
 which reflects the percentage and dollar value of certified Minority Business Enterprise participation which my  
company expects to achieve for this contract.  Therefore, the request for the waiver is as follows: 
 

Summary MBE Participation Schedule from Attachment B 
Minority Group  MBE GOAL Actual MBE 

Participation 
 

Request For Waiver  

 Dollar Value of 
Total Contract* 

Percent 
of Total 
Contract 

Dollar Value Percent of 
Total 

Contract 

Dollar Value Percent 
of Total 
Contract 

a.  Sub Goal      
African American 
   

 
 

 
 
 

 
 
 

 
 

 
 
 

 

b.   Sub Goal  
 Asian American 

 
 

 
 

 
 

 
 

 
 

 
 
 

c.  Other *  in          
     Sub Goal group      
     a/b above 

 
 

 
 

 
 

 
 

 
 

 
 

TOTALS 
 

      
 

* with accepted/rejected alternates 
 
July 11, 2011        F-1 

 



 

                               
                               
 

To support this request for a waiver, I include the following information as attachments which I certify to be   
       true to the best of my knowledge. 
 

1. A detailed statement of the efforts made by the contractor to identify and select portions of the work           
proposed to be performed by subcontractors in order to increase the likelihood of achieving the stated 
goal; 

2. A detailed statement of the efforts made by the contractor prior to and up to 10 days before the bid opening 
to solicit minority business enterprises through written notices that describe the categories of work for 
which subcontracting is being solicited, the type of work to be performed, and specific instructions on how 
to submit a bid; 

3.  A detailed statement of the contractor’s efforts to make personal contact with MBE firms identified for      
Item 2. above; 

4. A record of the name, address, telephone number, and dates contacted for each MBE identified under 
items 2. and 3. above; 

5. A description of the information provided to MBE’s regarding the plans, specifications and the anticipated 
time schedule for portions of the work to be performed; 

6. Information on activities to assist minority business enterprises to fulfill bonding requirements, or to 
obtain a waiver of these requirements; 

7. Information on activities to publicize contracting opportunities to minority business enterprises, 
attendance at pre-bid meetings, or other meetings scheduled by the MBE Liaison or designated 
representative; 

8. As to each MBE that placed a subcontract quotation or offer which the apparent low bidder or successful 
offeror considers not to be acceptable, a detailed statement of reasons for this conclusion; and 

9. A list of minority subcontractors found to be unavailable.  This shall be accompanied by a Minority 
Subcontractor Unavailability Certificate signed by the minority business enterprise or from the apparent 
low bidder or successful offeror indicating that the minority business did not provide the written 
certification. 

 
 Signature                                                                              Date                
 (Company Representative Name) 
 
Sworn and subscribed before me this     day. 
 
of  in the year  Notary Public              
---------------------------------------------------------------------------------------------------------------------------------------------- 
 
 
 
Reviewed and accepted by the                                                  County Board of Education MBE 
Liaison. 
                                                                                        (County Name)  
 
 
Signature                                                                                        Date            
                                  
                                       (County Representative Name)  

 
 

 MBE Request For Waiver Master Form (July 2002) 
 
 
 
 
July 11, 2011 F-2 

 

 



CERTIFIED MINORITY BUSINESS ENTERPRISE PARTICIPATION
STANDARD MONTHLY CONTRACTOR'S REQUISITION FOR PAYMENT

IAC/PSCP Form 306.4
Page 3 of 16

LEA: DATE:
PSC NO:
REQ NO:

Name of MBE 
Sub-Contractor

MDOT 
Certification 
Number and 

Classification

TOTAL MBE 
Contract 
Amount

Amount to be 
Paid THIS 

Requisition

MBE has 
Received 

FINAL 
Payment?

TOTAL: -$                  -$               

MBE Classification:

Native American = N

payments have been and will be made to suppliers and subcontractors on this project as requisitioned payments

Asian American/Women = AW

I certify that the figures and information presented above represent accurate and true statements, that timely 

Asian American = A
Women = W

FACILITY NAME:

If amount paid is 
LESS than TOTAL 

MBE Contract Amount, 
EXPLAIN VARIANCE

TOTAL Paid 
to Date

SCOPE OF WORK:

Contractor Federal Tax ID #

African American = AA
Hispanic American = H

African American/Women = AAW

MDOT Certification Number and Classification can be located at http://mbe.state.mdot.state.md.us/directory/

-$               

are received, and in accordance with our contracts.

Hispanic American/Women = HW
Native American/Women = NW

Name of Contractor Firm

Contractor MBE Classification # (if applicable)

Authorized Contractor Signature/Date



CERTIFIED MINORITY BUSINESS ENTERPRISE PARTICIPATION
STANDARD MONTHLY CONTRACTOR'S REQUISITION FOR PAYMENT

Name of LEA MBE Liaison (Printed) Signature of LEA MBE Liaison/Date

Revised March 2013



CERTIFIED MINORITY BUSINESS ENTERPRISE PARTICIPATION
STANDARD MONTHLY CONTRACTOR'S REQUISITION FOR PAYMENT

Instructions for Completion of IAC/PSCP Form 306.4 Page 3

THIS FORM TO BE COMPLETED BY PRIME CONTRACTOR ONLY

1.    LEA – Enter full name of LEA.
2.    Facility Name – Enter full name of school/facility.
3.    Scope of Work – Enter type of work being performed (i.e. New, Renovation, Roof, HVAC, ASP – Flooring, QZAB – Media 
      Center, etc.).
4.    Date – Date of Requisition.
5.    PSC NO – Enter full PSC Number as assigned by PSCP.
6.    REQ NO – Enter the number of the corresponding Requisition for Payment.
7.    Name of MBE Sub-Contractor – Enter full name of MBE Sub-Contractor.
8.    MDOT Certification Number & Classification – Enter the 5 digit MDOT Certification number and corresponding MDOT 
      Classification for each MBE Sub-Contractor.  MDOT Classifications and the MDOT website are listed at the bottom of 
      this form.
9.    TOTAL MBE Contract Amount – Enter ORIGINAL Total MBE Contract Amount as stated on MBE Attachments B and D.
      This amount should NOT be altered with change order amounts, changes to scope of work, etc. which may affect contract 
      amount.
10.  Amount to be Paid This Requisition – Enter the amount to be paid to the MBE Sub-Contractor for work applicable to this 
      requisition.

17.  Contractor MBE Classification # - Enter the MDOT MBE Classification Number if the Prime Contractor is a MDOT 
      certified MBE Company.
18.  Name of LEA MBE Liaison – PRINT the name of the LEA MBE Liaison (or other LEA authorized employee) responsible 
      for VERIFYING ALL INFORMATION filled out by the Prime Contractor on this form.
19.  Signature of LEA MBE Liaison/Date – Signature of the person VERIFYING ALL INFORMATION filled out by the Prime 
      Contractor on this form (signature of person stated in Step #18.)

11.  TOTAL Paid to Date – Enter the TOTAL amount paid to date to the MBE Sub-Contractor – this amount should NOT 
      include the amount being paid on this requisition, only the total of prior payments.
12.  MBE has Received FINAL Payment – Enter “YES” if the MBE Sub-Contractor has been paid in full.  Enter “NO” if the 
      MBE Sub-Contractor has NOT been paid in full.
13.  If amount paid is LESS than TOTAL MBE Contract Amount, EXPLAIN VARIANCE – Enter a brief reason for the MBE 
      Sub-Contractor NOT being paid equal to or greater than the ORIGINAL Total MBE Contract Amount as stated on this form 
      and MBE Attachments B & D.  Additional documentation may be required to be submitted for variance explanations.
14.  Name of Contractor Firm – Enter full name of Prime Contractor.
15.  Authorized Contractor Signature/Date – The authorized individual employed by the Prime Contractor who filled this 
      form out should date and sign here.
16.  Contractor Federal Tax ID # – Enter the Federal Tax ID Number of the Prime Contractor.

Revised March 2013
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SECTION 142400 – SUMMARY OF WORK 

HYDRAULIC ELEVATOR MODERNIZATION – PATUXENT VALLEY MIDDLE SCHOOL   

PART 1 GENERAL 

1.1     WORK INCLUDED 

           A.     One (1) holed hydraulic elevators as follows: 
1. One (1) Passenger Elevators – HO1320 

           B.     All engineering, equipment, labor, and permits required to satisfactorily complete elevator 
      modernization required by Contract Documents. 
 
           C.     Cartage and Hoisting:  All required staging, hoisting, and movement to, on, and from the  
                   site including new equipment, reused equipment, or dismantling and removal of existing  
                   equipment. 
 
           D.     Unless specifically identified as "Reuse", "Retain", or "Refurbish", provide new equipment. 
 
           E.      Hoistway, pit, and machine room barricades as required. 
 
           F.      All work by others to meet code. This is a turnkey project.  
 
1.2     DEFINITIONS 
 
            A.     Terms used are defined in the latest edition of the Safety Code for Elevators and  

       Escalators, ASME A17.1. 
 
            B.     Reference to a device or a part of the equipment applies to the number of devices or parts 

      required to complete the installation.   
 
            C.     Provisions of this specification are applicable to all elevators unless identified otherwise.  
 
1.3      QUALITY ASSURANCE 
 
            A.     Qualified Contractors:  Alternate Contractors must receive approval of Architect, Purchaser,  

       and/or Consultant at least 14 days prior to bid date. 
 
            B.      Approved contractors:  Alternate Contractors must receive approval of Architect, Purchaser 

       and/or Consultant at least 14 calendar days prior to bid date. 
                     1.      Hydraulic Elevators:  KONE, Otis, Schindler, Admiral, Action, ThyssenKrupp, Eastern and     

 Delaware. 
                      
             C.     Warranty: 
                     1.     Material and workmanship of installation shall comply in every respect with Contract 

Documents.  Correct defective material or workmanship which develops within one 
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                             (1) year from date of final acceptance of all work to satisfaction of Architect. 
                             Purchaser and Consultant at no additional cost, unless due to ordinary wear and tear        

or improper use or care by Purchaser.  Perform maintenance in accordance with 
terms and conditions indicated in the Preventive Maintenance Agreement. 

                      2.    Defective is defined to include, but not be limited to: Operation or control system 
failures, car performance below required minimum, excessive wear, unusual       
deterioration, or aging of materials or finishes, unsafe conditions, the need for  
excessive maintenance, abnormal noise, or vibration, and similar unsatisfactory 
conditions. 

                       3.   Retained Equipment:  All retained components, parts, and materials shall be cleaned,  
checked, modified, repaired, or replaced so each component and its parts are in like- 
new operating condition.  Retained equipment must be compatible for integration 
with new systems. No pro-rations of equipment or parts shall be allowed.   

 
1.4     DOCUMENT AND SITE VERIFICATION 
 

A.    In order to discover and resolve conflicts or lack of definition which might create problems, 
                     Contractor must review Contract Documents and site conditions for compatibility with its 

       product prior to submittal of quotation.  Review existing structural, electrical, and  
       mechanical provisions for compatibility with Contractor's products.  Purchaser will not pay 
       for change to structural, mechanical, electrical, or other systems required to accommodate 
       Contractor's equipment. 

 
1.5   PERMIT, TEST AND INSPECTION 
 

A. Obtain and pay for permit, license, and inspection fee necessary to complete installation. 
 

B. Perform test required by Governing Authority in accordance with procedure described in 
ASME A17.2 Guide for Inspection of Elevators, Escalators, and Moving Walks in the  

   presence of Authorized Representative.   
 
C. Supply personnel and equipment for test and final review by Consultant 

 
 1.6   MAINTENANCE 
 

A. Warranty Maintenance:  One (1) year, comprehensive coverage including 24/7 callback 
       service.  
 

a. The Proposer will provide preventative, routine, and repair maintenance to include 
all labor, parts, and materials for the entire system of each elevator(s) included in 
this proposal.  

b. Contractor shall provide scheduled systematic examinations, adjustments, cleaning 
and lubrication of all machinery, machinery spaces, hoistways and pits.  

c. The Contractor shall include a minimum of one (1) hour per month for each per unit 
that is to be dedicated to routine preventive maintenance.  
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d. PERFORMANCE TIMES, LEVELING AND CONTRACT SPEED: The control system shall 
be maintained to provide smooth acceleration and retardation. Contractor must 
maintain elevators in accordance with the original equipment manufacturer (O.E.M.) 
design performance specifications (including floor-to-floor times, door timing, rated 
speed, group supervisory system, etc.).  The door close pressure must never exceed 
30 pounds.  The following performance schedule shall be adhered to:  

i. Contract Speed:  The contract speed shall be provided for up direction travel 
with full-capacity load in the elevator car.  The speed in either direction 
under any loading condition shall not vary more than 5% of the contract 
speed.  

ii. In accordance with the ASME A17.1 Code, the elevators shall be maintained 
and adjusted to safely lower, stop and hold the car with a load of 125% of 
the rated capacity.  

iii. Leveling Accuracy:  The elevator shall be adjusted to provide accurate 
leveling within 1/4"  of the floor level without releveling regardless of load.  

e. Response time: 
i. Regular Callback – no more than 4 hours. 

ii. Emergency Callback – no more than 2 hours.   

B. Preventive Maintenance:  Submit with bid, a five (5) year comprehensive preventive 
maintenance agreement.   

 
PART 2 PRODUCTS 
 
2.1   SUMMARY 
 
         A.      One (1) Passenger Holed Hydraulic Elevators. 
 
         B.      Unless specifically identified as "retain existing", provide new equipment. 
 
 
 
New Equipment Disposition  
     
Number:      #1          Retain 
 
Capacity:                                             2,100 lbs.    Retain 
 
Class Loading:                                    Passenger Class A             Retain 
 
Contract Speed:                                100 F.P.M.                                             Retain 
 
Controller:                                          Microprocessor-Based System           New 
  
Plunger/Cylinder                                         Retain 
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Tank Assembly and Motor               New 
 
Valve                  New   
  
Power Characteristics:            480 Volts, 3 Phase, 60 Hertz           Retain Existing  
                                                              Field Verify                                            Modify as Necessary 
 
Stops        Two (2) Front        Retain  
         
Openings:       Two (2) Front          Retain 
          
Floors Served       1, 2                   Retain 
           
Travel:        12'-8” ± Field Verify            Retain 
 
Clear Hoistway       7’-4“wide X 5’-8” deep - Field Verify Retain 
 
Pit Depth       4’-0” deep – Field Verify  Retain 
 
Clear Overhead       12’-1” high – Field Verify  Retain    
 
Minimum Clear Inside      5'-8" wide X 4’-3" deep – Field Verify  Retain 
                     
Entrance Size:       3'-0" wide X 7'-0" high            Retain 
         
Entrance Type:       Single-speed, Side-Opening           Retain 
 
Door Operation:      High Speed, Heavy-Duty, Door         New 
                                                              Operator, Minimum Opening 
                                                              Speed 2-1/2 F.P.S., Closed Loop 
 
Door Protection                                  Infrared, Full Screen Device           New 
 
Guide Rails:       Planed Steel Tees                         Retain 
 
Buffers:                             Spring            Retain   
 
Car Shell/Enclosure:       Retain 
 
Cab Allowance         See cab description  
 
Signal Fixtures:      LED Illumination Contractor's            New    
       
Hall and Car      Single Hall Pushbutton Riser              New    
Pushbutton 
Stations:      Single Car Operating Panel  New 
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       Car and Hall Pushbuttons  New 
   
Car Position      Single Digital with Car Direction Arrows       New 
Indicators: 
       Firefighters' Control Panel   New 
 
Combination Hall Lantern/    Located at “1” floor with volume       New  
Hall Position Indicator        Adjustable Electronic chime or tone.  

   Sound Twice for Down Direction 
 

 
Hall Lantern:      Located at “2” floor with volume       New  

   Adjustable Electronic chime or tone.  
   Sound Twice for Down Direction 

  
 
Communication      Self-Dialing, Vandal Resistant,   New 
System:       Push to Call, Two-Way 
       Communication System with Recall, 
       Tracking and Voiceless   

   communication 
 
Fixture Submittal:     Drawings     New 
 
Additional Features:         Firefighter's Service, Phase I and II,  New 
       including Alternate Floor Return 
 
       Independent Service Feature   New 
 
       Card Reader Provisions   New 
 
       Applied Car Operating Panel   New 
 
       Tamper Resistant Fasteners for All  New 
       Fastenings Exposed to the Public 
 
       One (1) year Warranty    New 
       Maintenance with 24-hour Call- 

   Back Service 
 
   Battery Return Unit    New 
 
   Wiring Diagrams, Operating Instructions New 
   And Parts Ordering Information      
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2.2   SITE CONDITION INSPECTION          
 
         A.  Prior to beginning installation of equipment, examine hoistway and machine room areas. 
 Verify no irregularities exist which affect execution of work specified. 
 
        B.   Do not proceed with installation until work in place conforms to project requirements. 
 
2.3   PRODUCT DELIVERY, STORAGE, AND HANDLING  
              
         A.  Deliver material in Contractor's original unopened protective packaging. 
 
        B.   Store material in original protective packaging.  Prevent soiling, physical damage, or 

moisture damage. 
 
        C.   Protect equipment and exposed finishes from damage and stains during transportation, 

erection, and construction.    
 
        D.  Allocate available site store areas and coordinate their use with Purchaser and other 

Contractors. 
 
        E.  Provide suitable temporary weather-tight storage facilities as may be required for materials 

that will be stored in the open.  
 

2.4   INSTALLATION REQUIREMENTS 
 
        A.   Install all equipment in accordance with Contractor's instructions, referenced codes,  

 specification, and approved submittals. 
 
        B.    Install machine room equipment with clearances in accordance with referenced codes and 

 specification and approved submittals. 
 
        C.    Install all equipment so it may be easily removed for maintenance and repair. 
 
        D.    Install all equipment for ease of maintenance. 
 
        E.     Install all equipment to afford maximum accessibility, safety, and continuity of operation. 
 
             
2.5   COLORS OF FACTORY-FINISHED EQUIPMENT 
 

A.   All colors will be selected from the Manufacturer's standard range unless custom colors are 
        specified herein. 

 
        B.     Submit samples of all standard colors available and/or specified custom colors for review 

  and approval. 
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        C.     Submit samples of all specified architectural metals specified for review and approval. 
 
2.6   MATERIALS AND FINISHES    
 
         A.  Steel 
              1.    Sheet Steel (Furniture Steel for Exposed Work):  Stretcher-leveled, cold-rolled, 

       commercial quality carbon steel, complying with ASTM A366, matte finish. 
              2.    Sheet steel (for Unexposed Work):  Hot-rolled, commercial quality carbon steel, 

       pickled and oiled, complying with ASTM A568/A568M-03. 
              3.    Structural Steel Shapes and Plates:  ASTM A36. 
 
        B.   Stainless Steel:  Type 302 or 304 complying with ASTM A240, with standard tempers and 

hardness required for fabrication, strength and durability.  Apply mechanical finish on  
fabricated work in the locations shown or specified, Federal Standard and NAAMM 
nomenclature, with texture and reflectivity required to match Architect's sample.  Protect 
with adhesive paper covering. 

              No. 4 Satin:  Directional polish finish.  Graining directions as shown or, if not shown,  
in longest dimension. 

 
       C.    Aluminum:  Extrusions per ASTM B221; sheet and plate per ASTM B209. 
 
       D.   Plastic Laminate" ASTM E84 Class A and NEMA LD3.1, Fire-Rated Grade (GP-50), Type 
              7, 0.050" ± 005" thick, color and texture as follows: 
              1.    Exposed Surfaces:  Color and texture selected by Architect. 
              2.    Concealed Surfaces:  Contractor's standard color and finish. 
 
        E.   Fire-Retardant Treated Particle Board Panels:  Minimum 3/4" thick backup for natural 

finished wood and plastic laminate veneered panels, edged and faced as shown, provided 
with suitable anti-warp backing; meet ASTM E84 Class "I" rating with a flame-spread rating 
of 25 or less, registered with Local Authorities for elevator finish materials. 

 
         F.   Paint:  Clean exposed metal parts and assemblies of oil, grease, scale, and other foreign 

matter and factory paint one shop coat of standard rust-resistant primer.  After erection,  
provide one finish coat of industrial enamel paint.  Galvanized metal need not be painted. 

 
         G.  Prime Finish:  Clean all metal surfaces receiving a baked enamel paint finish of oil, grease,  

and scale.  Apply one coat of rust-resistant primer followed by a filler coat over uneven  
surfaces.  Sand smooth and apply final coat of primer. 

 
        H.  Baked Enamel Finish:  Prime finish per above.  Unless specified "prime finish" only apply 

and bake three (3) additional coats of enamel in the selected solid color. 
 

I.  Entrance Field Paint.  Clean all surfaces to remove dirt and grease.  Sand and finish 
    surfaces as necessary to remove pits, scratches, and properly prepare the surface for finish 
    painting.  Apply filler to ensure smooth surface; sand as necessary and apply one (1) coat of 
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    electrostatic enamel in the selected solid color.   
 
2.7    CAR PERFORMANCE     
 

A. Car Speed:  ± 10% of contract speed under any loading condition. 
 

B. Car Capacity:  Safely lower, stop and hold 125% of rated load. 
 

C. Car Stopping Zone:  ± 1/4” under any loading condition. 
 

D. Door Opening Time:  Seconds from start of opening to fully open: 3.1 seconds. 
 

E. Door Closing Time:  Seconds from start of closing to fully closed: Door closing time shall be 
adjusted within code limits.  

 
F.    Car Floor-to-Floor Performance Time:   Seconds from start of doors closing until doors are         
        3/4 open (1/2 open for side opening doors) and car level and stopped at next successive   

floor under any loading condition or travel direction (12’-0” typical floor height): 12.5 seconds. 
 

2.8 OPERATION 
Simplex Collective: Microprocessor-Based 
A. Other Items: 

1. Independent Service:  Provide controls for operation of each car from its pushbuttons 
only.  Close doors by constant pressure on desired destination floor button or door 
close button.  Open doors automatically upon arrival at selected floor. 

B. Firefighters’ Service:  Provide equipment and operation in according with Code requirements. 
C. Automatic Car Stopping Zone:  Stop car within ¼” above or below the landing sill.  Maintain   

stopping zone regardless of load in car, direction of travel, distance between landings, hoist 
rope slippage, or stretch. 

D. Door Operation:  Automatically open doors when car arrives at main floor.  At expiration of 
normal dwell time, close doors.  Reopen doors when car is designated for loading 

E. Standby Lighting and Alarm: Car mounted battery unit with solid-state charger to operate 
alarm bell and car emergency lighting. Battery to be rechargeable with minimum 5-year life 
expectancy. 

F. Battery Return Unit.   
   
2.9 MACHINE ROOM EQUIPMENT 

A. Arrange equipment in machine room. 
B. Controller: NEW. Otis, Thyssen, Schindler, Virginia Controls, MCE or approved equal. 
C. Power Unit: NEW. Provide new submersible power unit in a self-contained assembly consisting 

of an Oil tank, pump, motor, Maxton or EECO valve, and muffler, Drive system shall be isolated 
by rubber vibration mountings. 

D. Hydraulic Piping and Oil: NEW.  
 
2.10 HOISTWAY EQUIPMENT 

A. Guide Rails: RETAIN guide rails in place 
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a. Clean rails and brackets. Remove rust prep and paint. 
b. Check all rail and bracket fastenings. 
c. Slide guides: NEW.  

B. Terminal Stopping:  NEW 
C. Electrical Wiring and Wiring Connections: 

1. Conductors and Connections:  Copper throughout with individual wires and coded 
and connections on identified studs or terminal blocks.  Use no splices or similar 
connections in wiring except at terminal blocks, control compartments, or junction 
boxes.  Provide 10% spare conductors throughout.  Run spare wires from car 
connection points to individual elevator controllers in the machine room.  Provide 
four (4) pair of spare shielded communication wires in addition to those required to 
connect specified items.  Tag spares in machine room. 

2. Conduit:  Painted or galvanized steel conduit, EMT, or duct.  Conduit size, ½” 
minimum.  Flexible heavy-duty service cord may be used between fixed car wiring 
and car door switches for door protective devices. 

3. Traveling Cables:  Flame and moisture-resistant outer cover.  Prevent traveling cable 
from rubbing or chafing against hoistway or equipment within hoistway.  Provide 
five (5) pair of shielded wires and two (2) RG-6/U type coaxial cables for card reader.   

D. Entrance Equipment:   
1. Door Hangers: NEW. GAL or approved equal. 
2. Door Rollers.  NEW. GAL or approved equal. 
3. Door Track:  NEW. GAL or approved equal. 
4. Door Interlocks:  NEW. GAL or approved equal.  
5. Door Spirator:  NEW. GAL or approved equal. 
6. Pick-up rollers and linkages: NEW. Gal or approved equal. 

E. Hoistway Door Unlocking Devices:  NEW. GAL or approved equal. 
F. Floor Numbers:  Stencil paint 4” high floor designations in contrasting color on inside face of 

hoistway doors or hoistways fascia in location visible from within car. 
G. Hydraulic Plunger/Cylinder: RETAIN. Provide Alternate for replacement of 

plunger/cylinder.  
H. Pit channel and Buffers: RETAIN 

 
2.11 HOISTWAY ENTRANCES 

A. Frames:  RETAIN. Electrostatically Paint to match new hoistway doors. 
B. Door Panels:  NEW.  Provide new door gibs with fire tabs at all floors.  Minimum two (2) gibs 

per panel, one at leading edge, and one at trailing edge of each panel. Baked Enamel Finish. 
C. Sight Guards:  NEW.  
D. Sills:  RETAIN. Clean at all floors. 
E. Sill supports:  RETAIN. 
F. Fascia, Toe Guards, and Hanger Covers:  RETAIN. 
G. Struts and Headers:  RETAIN. 
H. Braille: NEW, ADA compliant braille plates with floor designations to be provided on 

hoistway entrance jambs. 
 
2.12 CAR EQUIPMENT 

A. Frame:  RETAIN. 
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B. Car top: RETAIN. 
C. Platform:  RETAIN 
D. Cab Shell: RETAIN 
E. Guide Shoes: NEW. Slide guides. 
F. Finish Floor Covering:  NEW  1/8” Tile Floor.  
G. Sills: RETAIN 
H. Doors:  NEW. Finish to be Satin Stainless Steel. 
I. Door Hangers:  NEW. GAL or approved equal. 
J. Door Track:  NEW. GAL or approved equal. 
K. Door Header:  NEW. GAL or approved equal. 
L. Door Electrical Contact:  NEW. GAL or approved equal. 
M. Door Clutch:  NEW. GAL or approved equal. 
N. Restricted Opening Device: NEW. GAL or approved equal. 
O. Door Operator:  NEW. GAL MOVFE or approved equal. 
P. Infrared Reopening Device: NEW Infrared Door Protection system. Janus Pana40 Plus or 

approved equal.   
Q. Car Operating Panel:  NEW 

1. One (1) car operating panel with faceplate, consisting of a metal box containing 
vandal resistant operating fixtures and constructed of stainless steel, satin finish.   

2. Suitably identify floor buttons, alarm button, door open button, door close button 
and emergency push to call button with SCS, Visionmark, or Entrada cast tactile 
symbols rear mounted.  Configure plates per local building code accessibility 
standars including Braille.  Locate operating controls no higher than 48” above the 
car floor; no lower than 35” for emergency push to call button and alarm button.   

3. Provide minimum ¾” diameter raised, floor pushbuttons which illuminate to 
indicate call registration. 

4. Provide alarm button to ring bell located on car, and sound distress signal at control 
panel.  Illuminate button when actuated. 

5. Provide keyed stop switch at bottom of car operating panel faceplate.  Arrange 
switch to sound main control panel distress signal when actuated.  Mark device to 
indicate “run” and “stop” positions. 

6. Provide “door open” button to stop and reopen doors or hold doors in open 
position. 

7. Provide “door close” button to activate door close cycle.  Cycle shall not begin until 
normal door dwell time for a car or hall call has expired, except firefighters’ 
operation. 

8. Provide firefighters’ Phase II key switch with engraved instructions filled red.  
Include light jewel, buzzer, and call cancel button. 

9. Provide lockable service compartment with recessed flush door.  Door material and 
finish shall match car return panel or car operating panel faceplate.   

10. Include the following controls in lockable service cabinet with function and 
operating positions identified by permanent signage or engrave legend. 

a.   Inspection switch. 
b.  Light switch. 
c.  Independent service switch. 
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11. Provide black paint filled (except as noted), engraved, or approved etched signage 
as follows with approved size and font: 

a. Phase II firefighters’ operating instructions on main operating panel above 
corresponding keyswitch filled red. 

b. Car number on main car operating panel. 
R. Car Top Control Station:  NEW. 
S. Communication System:   

a. “Push to Call,” two way communication instrument in car with automatic dialing, 
tracking, and recall features with shielded wiring to car controller in machine room.  
Provide dialer with automatic rollover capability with minimum two numbers.   

b. “Push to Call” button or adjacent light jewel shall illuminate and flash when call is 
acknowledged.  Button shall match car operating panel pushbutton design.  Provide 
uppercase “PUSH TO CALL”, “HELP ON THE WAY” engraved signage adjacent to 
button. 

c. Provide “Push to Call” button tactile symbol, engraved signage, and Braille adjacent to 
button mounted integral with car front return panel. 

T. Provide Innovation Industries or approved equal. 
 
 
2.13 CAR ENCLOSURE 

A.   Car shell: RETAIN   
B. Cab finishes:  

a. Hang-on panels side and rear walls. Upper half to be plastic laminate and lower 
half to be rigidized SS#3 stainless steel finish. 

b. SS#4 rectangular handrails on side and rear walls. 
c. Four (4) downlight ceiling. 
d. Flooring 1/8” tile. 

 
2.14 HALL CONTROL STATIONS 

A. Pushbuttons: NEW - Provide one (1) riser with flush mounted faceplates.  Include pushbuttons 
for each direction of travel which illuminate to indicate call registration.  Include approved 
engraved message and pictorial representation prohibiting use of elevator during fire or other 
emergency situation as part of faceplate.  Pushbutton design shall match car operating panel 
pushbuttons.  Provide vandal resistant pushbutton and light assemblies.  Provided enlarged 
faceplate to cover existing wall blockout and facilitate handicapped access requirements.  
Include approved engraved message and pictorial representation prohibiting use of elevator 
during fire or other emergency situation as part of faceplate.  Provide any cutting and patching 
required. Finish to be satin stainless steel. 

B. Provide key switch in addition to buttons to activate/deactivate the buttons.   
C. Provide Innovation Industries or approved equal. 

 
2.15 SIGNALS 

A. Hall Lanterns:  NEW - Provide hall lantern at “2” landing.  Illuminate up or down LED lights and 
sound electronic tone once for up and twice for down direction travel as doors open.  Sound 
tone once for up direction and twice for down direction.  Sound level shall be adjustable from 
0-80 dBA measured at 5’-0” in front of hall control station and 3’-0” off floor.  Provide 
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adjustable car door dwell time to comply with ADA requirements relative to hall call 
notification time.  Car direction lenses shall be arrow shaped with faceplates.  Lenses shall be 
minimum 2-1/2” in their smallest dimension.   

B. Combination Hall Lantern/Hall Position Indicator: Provide new at “1” landing.   
C. Car Position Indicator:  New - Alpha-numeric digital indicator containing floor designations and 

direction arrows a minimum of ½” high to indicate floor served and direction of car travel.  
Locate fixture in each car operating panel.  When a car leaves or passes a floor, illuminate 
indication representing position of car in hoistway. Illuminate proper direction arrow to 
indicate direction of travel. Cover existing box with satin stainless plate. 

D. Faceplate Material and finish:  Stainless Steel Satin finish all fixtures. 
E. Floor Passing Tone:  Provide an audible tone of no less than 20 decibels and frequency of no 

higher than 1500 Hz. To sound as the car passes or stops at a floor served. 
F. Provide Innovation Industries or approved equal. 

 
PART 3 EXECUTION 

 
3.1  SITE CONDITION INSPECTION 

 
A. Prior to beginning installation of equipment, examine hoistway and machine room areas.   

Verify that no irregularities exist which affect execution of work specified. 
B. Do not proceed with installation until work in place conforms to project requirements. 

 
3.2    PRODUCT DELIVERY, STORAGE, AND HANDLING 
   A.    Deliver material in contractor’s original, unopened protective packaging. 
 B.    Store material in original protective packaging.  Prevent soiling, physical damage, or   
         moisture damage. 

C.    Protect equipment and exposed finishes from damage and stains during transportation,                            
erection, and construction.  

 
 3.3  INSTALLATION 
 A.   Install all equipment in accordance with Contractor’s instructions, referenced codes,  
        specification, and approved submittals. 
 B.   Install machine room equipment with clearances in Accordance with referenced codes, and 
         specification. 
 C.  Install all equipment so it may be easily removed for maintenance and repair. 
 D.  Install all equipment for ease of maintenance. 
 E.  Install all equipment to afford maximum accessibility, safety, and continuity of operation.   
 
3.4   FIELD QUALITY CONTROL 

A. Work at jobsite will be checked during course of installation.  Full cooperation with reviewing 
personnel is mandatory.  Accomplish corrective work required prior to performing further 
installation. 

 
B. Have code Authority acceptance inspection performed and complete corrective work. 
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3.5         CLEANUP 
A. Keep work areas orderly and free from debris during progress of project.  Remove packaging 

materials on a daily basis. 
B. Remove all loose materials and filings resulting from work. 
C. Clean machine room equipment and floor.  
D. Clean hoistways, car, car enclosure, entrances, operating and signal fixtures. 

 
 

3.6  ACCEPTANCE REVIEW AND TESTS 
 A.  As a minimum: 

1.  Elevator hoistways and all equipment therein shall be cleaned and left free of rust,   
     filings, welding slag, rubbish, loose plaster, mortar drippings, extraneous 
     construction materials, dirt, and dust.  Include walls, building beams, sill ledges, and 
     hoistway divider beams. 

  2.  Care shall be taken by work persons not to mark, soil, or otherwise deface existing or 
                                   new surfaces. Clean and restore such surfaces to their original condition. 
 

 
3.7  PURCHASER’S INFORMATION 
 

A. Include the following as minimums: 
1. Printed instructions explaining all operating features. 
2. Complete software documentation for all installed equipment. 
3. Lubrication instructions, including recommended grade of lubricants. 
4. Parts catalogs listing all replaceable parts including Contractor’s identifying numbers and 

ordering instructions. 
5. Four (4) sets of keys for all switches and control features properly tagged and marked. 

B. Preventive Maintenance Contract:  Furnish properly executed contract for continuing, 
preventive maintenance. 

 
3.8    GENERAL REQUIREMENTS 
 

A. ALL WORK BY OTHERS SHALL BE INCLUDED IN THE WORK OF THIS CONTRACTOR. THIS IS A 
TURN-KEY MODERNIZATION PROJECT.  

1.1 RELATED WORK 
 
MACHINE ROOM 

1. Furnish and install fire stopping and patching of holes and voids in the elevator machine room, 
per code requirements. 

2. Provide to paint the machine room walls off-white with one (1) coat of primer and one (1) finish 
coat. 

3. Retain the existing machine room door and frame.  
4. Furnish and install new machine room door signage as required. 
5. Furnish and install one (1) 10 lb. class ABC fire extinguisher in the elevator machine room. 
6. Retain the existing machine room air conditioning system in place. 
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CAB, HOISTWAY, AND PIT AREA 
1. Furnish and install new rubber floor tile within the elevator cab as specified. 
2. Furnish and install fire stopping and patching to holes and voids within the hoistway, per code 

requirements. 
3. Furnish and install cutting and patching at call stations, to match existing finish as close as 

possible. 
4. Furnish and install one (1) new pit ladder, with grab bars 48” above sill, 4” of clearance on all 

sides, rungs at least 16” wide and to have a rung adjacent/flush with the entrance sill as 
required per code. 

5. Furnish and install damp-proofing of elevator pit floor and walls to lowest sill. 
6. Retain the existing elevator pit sump pump in place. Confirm existing is functional and meets 

current code requirements.  
7. Furnish and install sanding and painting of the existing hoistway entrance frames with a color of 

the owner’s choice. 
8. Protect car enclosure, hoistway entrance assemblies, and special metal finishes from damage 

during the modernization period.  
 
 

 
POWER AND LIGHTING FOR ELEVATOR 
Note: All final connections to the elevator controller will be performed by the elevator contractor. 
Mainline feeders are to be retained. 

1. Furnish and install one (1) new heavy duty mainline shunt trip breaker within a NEMA 12R 
enclosure, equipped with auxiliary contacts for battery lowering, to be lockable in the OFF 
position only.  

2. Furnish and install isolated building ground to mainline power feeder. 
3. Furnish and install one (1) new heavy duty 120V disconnect for cab lights and fan exhaust, 

lockable in the OFF position only. 
4. Furnish and install loadside conduit and copper wire from the new mainline disconnect and the 

new 120V disconnect to the elevator controller. Note: Final Connection by Elevator Company.   
5. Furnish and install two (2) new 4-foot LED light fixtures in the elevator machine room to reach 

19-foot candles, as per code requirements. 
a. Furnish and install one (1) illuminated light switch in the elevator machine room 

adjacent to machine room door. 
b. Furnish and install one (1) GFCI duplex receptacle in the elevator machine room. 
c. Furnish and install one (1) wall mounted emergency LED light fixture within the elevator 

machine room. 
6. Furnish and install three (3) LED lights with NEMA 3R enclosures in the elevator pit to reach 10-

foot candles, as per code requirements.  
a. Furnish and install one (1) new illuminated light switch in the elevator pit. 
b. Furnish and install one (1) dedicated GFCI duplex receptacle in the elevator pit. 
c. One (1) new light fixture in the pit is to be on battery backup. 

7. Furnish and install labelling of all disconnects within the machine room and all power sources 
used during the execution of the scope of work. 

8. Provide to relocate conduit from behind pit ladder to meet code requirements. 
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9. Furnish and install a 1900 box and necessary conduit within machine room to the elevator 
trough or controller. Note: Phone service to be provided to the machine room by owner. 

 
FIRE ALARM & SPRINKLER  

1. Utilize the existing EST-3 fire alarm system for new fire service to the elevator. 
2. Furnish and install new addressable smoke detectors in the elevator lobbies and the hoistway 

overhead space, per code requirements. 
3. Retain and utilize the existing initiating devices and relay modules within the machine room. 
4. Furnish and install fireman’s primary, and alternate recall, and fireman’s flashing hat signal to 

the elevator controller.  
5. Furnish and install shunt trip and shunt trip power monitoring to the elevator controller. 
6. Provide for fire alarm pre-testing and programming. 
7. Standby for elevator recall testing and inspections. 
8. Furnish and install new OS&Y valve with tamper and flow at the existing sprinkler piping to 

isolate the machine room and pit sprinkler heads. 
9. Furnish and install new sprinkler coverage with the machine room, consisting of one (1) new 

side-wall 200°F rate of rise sprinkler head with mechanical guard as required. 
10. Confirm sprinkler coverage within the elevator pit. If none exists: furnish and install new 

sprinkler coverage within the elevator pit, consisting of one (1) new 200°F rate of rise sprinkler 
head with mechanical guard as required. To be installed within 24” AFF. 

11. Modify the existing fire alarm lobby annunciator as required by the Fire Marshall. 
 
 PROJECT SCHEDULE  

1. Major construction milestones shall be as scheduled below. Should the contractor fail to 
complete major milestones as scheduled, the owner may issue a cure notice or take any action 
deemed necessary to return the delayed major mile-stones and any related successor functions 
back on schedule, as soon as possible, at the contractor's expense.  

2. The contractor shall develop a detailed project schedule, approximately sequencing all required 
work, including shop drawing submittals, materials delivery, etc. Major construction milestones 
shall be as follows:  
 
Bids Due:    April 12, 2022  
Contract Award:   May 12, 2022  
Begin Construction   June 21, 2022  
Substantial Completion:  August 17, 2022  

 
ALTERNATES 

1. Provide new plunger/cylinder assembly. 
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