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SECTION 1: GENERAL INFORMATION & SUMMARY 
 
1.1 Organization Requesting Proposals 
City of Jersey City  
280 Grove Street 
Jersey City, NJ 07302 
 
1.2 Contact Person(s) and Proposal Submission Address 
Peter Folgado 
Purchasing Agent 
City of Jersey City 
394 Central Ave., 2nd Floor 
Jersey City, NJ 07307 
(201) 547-5156 
Peterf@jcnj.org 
 
1.3 Procurement Process 
This contract will be awarded as a contract for “security guard services” using competitive 
contracting pursuant to N.J.S.A. 40A:11-4.1 et seq.  
 
1.4 Contract Form 
If selected to provide services, it is agreed and understood that the Selected Vendor shall be 
bound by the requirements and terms contained in this Request for Proposals (“RFP”) with 
regard to services performed, payments, indemnification, insurance, termination, and 
applicable licensing provisions. 
 
It is also agreed and understood that the acceptance of the final payment by Vendor shall be 
considered a release in full of all claims against the City and/or the City arising out of, or by 
reason of, the work done and materials furnished under this Contract. 
 
1.5 Informational meeting 
There will not be an informational meeting for this RFP.  Any questions must be submitted 
via BidSync.  Questions and Answers and Addendums to this RFP will be provided via 
BidSync. 
 
1.6 Submission deadline 
Proposals must be submitted to, and be received by the City, via mail, by 4:00 p.m. prevailing 
time on July 20, 2015, or by hand-delivery before 11:00a.m. prevailing time on July 21, 2015.  
Proposals will not be accepted by facsimile transmission or e-mail.  Any and all Proposals not 
received by the City in compliance with the aforementioned times will be unopened and 
rejected. 
  

mailto:Peterf@jcnj.org
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1.7 Opening of Proposals 
Proposals shall be opened in public at 11:00 a.m. prevailing time on July 21, 2015, 394 
Central Ave., 2nd Floor, Jersey City, NJ 07307.   
 
1.8 Definitions 
The following definitions shall apply to and are used in this RFP: 
 
“City” – refers to the City of Jersey City. 
 
“Contract” - refers to the award given pursuant to this RFP, and consisting of this RFP, the 
Proposal and all required forms, with all necessary and original signatures, and any 
supplements or amendments thereto. 
 
“Competitive Contracting” – refers to the process by which proposals are evaluated and 
contracts are awarded pursuant to N.J.S.A. 40A:11-4.1 et seq.  
 
"RFP" - refers to this Request for Proposals, including any amendments thereof or 
supplements thereto. 
 
“Proposal” – refers to any response submitted pursuant to this RFP 
 
“Vendor(s) or Vendor(s)” – means the interested persons and/or firm(s) that submit a 
Proposal or are awarded a contract to provide Security Guard services. 
 
“Selected Vendor”- refers to the person/firm selected by the City to receive the Contract. 
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SECTION 2: INTRODUCTION AND GENERAL INFORMATION 
 
2.1 Introduction and Purpose 
The City is seeking proposals from qualified vendors for Security Guard Services, including 
both armed and unarmed guards, at various locations within the City.   
 
2.2 Procurement Process and Schedule 
This Contract will be awarded using the competitive contracting provisions of the Local 
Public Contracts Law, N.J.S.A. 40A:11-4.1 et seq., which is considered a “fair and open” 
process under the New Jersey Local Unit Pay-to-Play Law, N.J.S.A. 19:44A-20.4 et seq.   
 
The City has structured a procurement process that seeks to obtain the desired results 
described above, while establishing a competitive environment to assure that each person 
and/or firm is provided an equal opportunity to submit a Proposal in response to the RFP.  
 
Proposals will be reviewed and evaluated by a committee appointed by the Business 
Administrator, in accordance with the criteria set forth in Section 6 of this RFP, which will be 
applied in the same manner to each Proposal received.  The proposals will be reviewed to 
determine if the Vendor has met the professional, administrative, and subject areas 
described in this RFP. Pursuant to N.J.A.C. 5:34-4.3(c)(2)(i), “the names of the individuals 
who serve as committee members shall not be publicly disclosed until the evaluation report 
is presented to the governing body.” 
 
The Committee reserves the right to conduct site visits and/or interviews and/or to request 
that Proposers make presentations and/or demonstrations, as the Committee shall deem 
applicable and appropriate. 
 
The RFP process commences with the issuance of this RFP. The steps involved in the process 
and the anticipated completion dates are set forth in the Procurement Schedule below. The 
City reserves the right to, among other things, amend, modify or alter the Procurement 
Schedule upon notice to all potential Vendors. 
 
Anticipated Procurement Schedule Activity             Date 
1. Issuance of Request for Proposals                                    June 2015 
2. Receipt of Proposals                           July21, 2015 
3. Completion of Evaluation of Proposals                                              August 2015 
4. Award of Contract                    August 19, 2015 
 
2.3 Cost of Proposal Preparation 
Each Proposal and all information required to be submitted pursuant to the RFP shall be 
prepared at the sole cost and expense of the Vendor.  There shall be no claims whatsoever 
against Jersey City, its officers, officials or employees for reimbursement for the payment of 
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costs or expenses incurred in preparing and submitting a Proposal or for participating in this 
procurement. 
 
2.4 Proposal Format 
Prospective Vendors must submit a written proposal in a format specified by the City.  
Proposals must cover all information requested in this RFP, including conformance with 
Sections 3, 4 and 5. Proposals which in the judgment of the City fail to meet the requirements 
of the RFP or which are in any way conditional, incomplete, obscure, contain additions or 
deletions from requested information, or contain errors may be rejected. 
 
2.5  Proposal Guarantee 
Each proposal shall be accompanied by a guarantee in the form of a Certified Check, Cashier's 
Check or Bid Bond in the amount of not less than 10% of the total amount in the Bid 
Proposal, but the Certified Check, Cashier's Check or Bid Bond or any combination thereof 
shall not exceed $20,000.00. No cash will be accepted. This Certified Check, Cashier's Check 
or Bid Bond is offered as evidence of good faith and as a guarantee that, if awarded the 
contract, the Selected Vendor shall execute the Contract. 
 
2.6  Consent of Surety 
All Vendors must submit a certificate from an approved surety company, authorized to do 
business in this State, stating that it will provide the Contractor with a performance bond for 
the faithful performance of the provisions in the specifications, in the amount of $350,000.  
 
2.7 Communications regarding this RFP 
All communications concerning this RFP or the RFP process shall be directed to the City's 
contact person via BidSync and must be received at least twelve (12) days before the RFP 
due date.  Responses to all questions will be forwarded as addenda to all prospective 
Vendors who have provided contact information and posted on BidSync.  It is the prospective 
Vendor’s responsibility to provide accurate contact information.   
 
2.8 Addenda or Amendments to RFP 
During the period provided for the preparation of responses to the RFP, the City may issue 
addenda, amendments or answers to written inquiries. Those addenda will be noticed by the 
City and will constitute a part of the RFP.  Each Vendor is required to acknowledge receipt of 
addenda by executing and submitting with its Proposal the Acknowledgement of Receipt of 
Addenda.  A failure to acknowledge receipt of addenda will result in rejection of proposal.   
All responses to the RFP shall be prepared with full consideration of the addenda issued 
prior to the Proposal submission date. 
 
2.9 Rights of City 
The City reserves, holds and may exercise, at its sole discretion, the following rights and 
options with regard to this RFP and the procurement process in accordance with the 
provisions of applicable law: 
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 To determine that any Proposal received complies or fails to comply with the terms of 
this RFP. 

 To reject any and all responses and/or components thereof and to eliminate any and 
all Vendors responding to this RFP from further consideration for this procurement. 

 To reject any Vendor that submits incomplete responses to this RFP, or a Proposal 
that is not responsive to the requirements of this RFP. 

 To supplement, amend, or otherwise modify this RFP, without prior notice, or to 
otherwise request additional information. 

 To waive any technical non-conformance with the terms of this RFP. 
 To change or alter the schedule for any events called for in this RFP upon the issuance 

of notice to all prospective Vendors who have received a copy of this RFP. 
 To conduct investigations of any or all of the Vendors, as the City deems necessary or 

convenient, to clarify the information provided as part of the Proposal and to request 
additional information to support the information included in any Proposal. 

 To suspend or terminate the procurement process described in this RFP at any time 
(in its sole discretion.) If terminated, the City may determine to commence a new 
procurement process or exercise any other rights provided under applicable law 
without any obligation to the Vendors. 

 The City shall be under no obligation to complete all or any portion of the 
procurement process described in this RFP.  
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2.10 Disposition of RFP 
Upon submission of a Proposal in response to this RFP, the Vendor acknowledges and 
consents to the following conditions relative to the submission and review and consideration 
of its Proposal: 
 

 All Proposals shall become the property of the City and will not be returned. 
 All Proposals will become public information at the appropriate time, as determined 

by the City (in the exercise of its sole discretion) in accordance with law. 
 
2.11 Open Public Records Act 
Although Section 2.10 indicates that all proposals will become public information, it is 
understood that OPRA contains exceptions.  A Vendor may designate specific information as 
not subject to disclosure pursuant to the exceptions to OPRA found at N.J.S.A. 47:1A-1.1, 
when the Vendor has a good faith legal and or factual basis for such assertion. The City 
reserves the right to make the determination as to what is proprietary or confidential, and 
will advise the Vendor accordingly. The location in the proposal of any such designation 
should be clearly stated in a cover letter. The City will not honor any attempt by a Vendor to 
designate its entire proposal as proprietary, confidential and/or to claim copyright 
protection for its entire proposal.  In the event of any challenge to the Vendor’s assertion of 
confidentiality with which the City does not concur, the Vendor shall be solely responsible 
for defending its designation. 
 
2.12  Other Conditions Applicable to RFP 
Upon submission of a Proposal in response to this RFP, the Vendor acknowledges and 
consents to the following conditions relative to the submission and review and consideration 
of its Proposal: 
 

 The City may request Vendors to send representatives to the City for interviews. 
 Vendor is required to comply with requirements of P.L. 1975, c. 127, the Law Against 

Discrimination and with N.J.A.C. 17:27-1.1 et seq., the Affirmative Action Rules. 
 A Vendor responding to this RFP must indicate what type of business organization it 

is e.g., corporation, partnership, sole proprietorship, or non-profit organization. If a 
party is a subsidiary or direct or indirect affiliate of any other organization, it must 
indicate in its proposal the name of the related organization and the relationship. If a 
party responding to this RFP is a corporation it shall list the names of those 
stockholders holding 10% or more of the outstanding stock. 

 Section 8 of this document describes general terms and conditions. Section 9 of this 
document contains required administrative forms which must accompany all 
proposals. Exclusion of any required form is grounds for rejection of proposals. 
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2.13  Term of Contract  
This contract will be awarded for a term of three (3) years (“Base Term”). Vendor shall agree 
to provide such services as specified herein to the City for such prices as indicated in its 
Proposal for the entire term of the Contract.   The date that the Vendor shall begin providing 
services is dependent upon the date the Contract is awarded by the City’s Municipal Council.  
The Contract shall be awarded within 60 days of the date of receipt of proposals, unless an 
extension is requested by the City and agreed to by the Vendor(s).  The Municipal Council 
meets on the second and fourth Wednesdays of each month.  The Vendor shall begin 
providing services on the first calendar day of the second month following the month in 
which the contract is awarded.  On the last day of the Contract term, for any post where the 
regular work shift concludes after 11:59 p.m., the Vendor’s security guard shall work until 
the end of the shift. 
 
The City shall have the option to renew for two (2) additional one (1) year terms (“Option 
Period”) for a total possible contract term of five (5) years.  The option to renew shall be 
indicated no later than thirty (30) days prior to the expiration of the Base Term, whereby the 
City will send a notice that it is extending the Base Term of this Contract, as aforesaid, and 
the term of the Contract shall thereupon be extended for the Option Period on the same 
terms and conditions, subject only to the adjustment of charges as hereinafter provided. 
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SECTION 3: SCOPE OF SERVICES 
 
3.1 GENERAL SCOPE OF WORK 
 
The Vendor shall, in a satisfactory and proper manner as determined by the City, perform the 
following services and functions: 
 
1. The Vendor shall provide the City with Security Services, both armed and unarmed, as 

indicated in this RFP to maintain security at the particular locations as specified by the 
City. 
 

2. The Vendor shall provide security guard services for the surveillance and protection of 
the particular locations as specified by the City against fire, theft, pilferage, malicious 
destruction and vandalism in the interior and exterior of said premises. 

 
3. The services of the security guards shall include monitoring the security desk metal 

detector and x-ray machine, as a receptionist greeting incoming visitors and providing 
directions when requested, parking lot attendant, patrolling building complex, escorting 
employees making bank deposits, pumping gas, providing special security details and 
other services as required by the Business Administrator or his authorized designee. 

 
3.2 GENERAL REQUIREMENTS 
 
1. The Vendor shall agree not to assign, subcontract or transfer any part of this Contract 

without the prior written consent of the City. 
 

2. The Vendor agrees that all prices quoted herein shall be considered fixed and final and 
that no additional fees, surcharges, late payment charges, taxes or other increases shall be 
placed upon the services that are provided during the term of this agreement.  All prices 
quoted shall include Saturdays, Sundays and holidays as required at no additional cost to 
the City.  There will be no additional cost to the City for any overtime hours worked by 
the security guards. 

 
3. The overall supervision of the security guards shall be under the direction of the Business 

Administrator or his authorized designee who shall determine the security requirements 
of the City and who shall verify the attendance and evaluate the performance and 
effectiveness of the security services at each specified location. 

 
4. The Vendor shall provide a price on a per hour rate.  The example used on the Proposal 

Form is for comparison only and the City may or may not award a Contract for all 
locations and hours in the example.  

 
5. The City can add and delete locations and hours within the minimum and maximum 

numbers specified in the Proposal Form.  At the City’s request, the Vendor shall agree to 
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adjust the time of the daily schedule at any facility to accommodate seasonal variations in 
facility operations. 

 
6. The Vendor is required to be licensed by the New Jersey State Police to operate a Security 

Guard Service, as applicable, and must submit a copy of the license with the proposal.  
When the license expires the Vendor must submit a copy of the new license. 
 

7. The Vendor is required to have all Security Guards receive certification of completion of 
the Security Officer Registration Act (SORA) and provide copies of the certificates with 
the first invoice.  When additional Security Guards are approved copies of the certificates 
for the new Security Guards will be provided with the first invoice for the Security 
Guards.  The Vendor is required to provide copies of the annually-renewed SORA 
certificates for all of the Security Guards. 
 

8. The Vendor is required at all times to have adequate supervisory staff and security 
guards with approved Police background identification review (at locations determined 
by the Public Safety Department) to cover all posts. 
 

9. The Vendor is required to provide replacement guards for any absent guards at the 
scheduled starting time for the posts and for any guards requiring to leave posts for any 
reason i.e., lunch, break, illness, personal emergency, etc. 

 
10. The Vendor will provide security guards trained for the location to provide coverage for 

absent City security guards when requested.   
 

11. The Vendor’s employees will use a hand-scanner or use other means to verify the work 
hours.  The security guards will come in on the non-paid training time to be programmed 
on the scanner prior to starting work. 
 

12. The Vendor is responsible for providing communication equipment for the security 
guards at all posts as required to perform the duties at the posts.  The Vendor, at his 
expense, must supply the security guards with cell phones for communication needs with 
City personnel. The cell phone numbers of the security guards at each post shall be 
provided to the City and updated on an ongoing basis as necessary.  The Vendor will 
provide a monitoring equipment system for each location to provide documentation that 
the security guards are completing the assigned patrol of the location. 
 

13. The Vendor will be required to monitor the use of individual cell phones for personal 
calls incoming and outgoing by the security guards which are not allowed.    

 
14. The Vendor shall be fully responsible for maintaining a complete and comprehensive set 

of certified payroll records pertaining to the services performed by its employees at each 
site on each day.  The Vendor will provide a copy to the City upon request.  The Vendor 
shall submit to periodic inspections of payroll records by the agents of the City, the State 
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of New Jersey or of the Federal Government, as required.  When by inspection of payroll 
records, a discrepancy have been determined that has resulted in over payment/under 
payment, the Business Administrator or his authorized designee shall correct such errors 
in the next payment to the Vendor.  In the event of a dispute between the Vendor and the 
Business Administrator or his authorized designee, the dispute resolution procedure 
shall be applicable. 

 
15. The Vendor shall make written weekly reports to the City which shall indicate the names 

of the guards, whether full time or part time, the number of hours on each tour of duty 
and a log of all investigations and complaints or incidents.  A copy of the daily logs shall 
be submitted each billing period. 
 

16. The Vendor in performing the services required hereunder, shall exercise due diligence in 
employing only trustworthy and reliable persons.  In addition, the Vendor shall assure 
the City that each such person shall have the City=s rules and regulations regarding 
security of the City properly reviewed with him or her.  Also, the Vendor shall maintain 
and furnish to the City upon request a personnel sheet on each employee of the Vendor 
who has occasion to enter upon any City property in the performance of the services 
required hereunder.  This personnel sheet shall contain the employee=s name, address, 
telephone number, job duties, key assignment and any other information deemed 
necessary by the City. 
 

17. Security personnel employed under the terms of this Contract shall be deemed to be 
employees of the Vendor and the Vendor shall pay all salaries, benefits, social security 
taxes, unemployment insurance and any other taxes relating to such employees.  
 

18. The Vendor shall retain for a 90-day transitional employment period all employees who 
were employed by the terminated Vendor and its subcontractors at the building(s) 
covered by any predecessor’s terminated contract. 
 

19. During the transitional employment period, if the City finds that fewer employees are 
required to perform the new service contract than had been performing such services 
under the terminated contract, then per the City’s finding and with written consent from 
the City, the successor contractor may undertake a layoff process, and shall retain 
employees by seniority within job classification. The successor contractor shall maintain 
a preferential hiring list of those employees not retained, if any, from which the successor 
contractor or its subcontractors shall hire additional employees. Except for such layoffs, 
during the 90-day transition period, the successor contractor shall not discharge without 
cause an employee retained pursuant to this section. Neither bidders nor the successor 
contractor have the ability to alter the scope of work, number of personnel or hours 
required at each location as per the within RFP, without prior written consent of the City.   
At the end of the 90-day transition employment period, the successor Vendor shall 
perform a written performance evaluation for each employee retained pursuant to this 
section.  If employee’s performance during such 90-day period is satisfactory, the 
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successor Vendor or subcontractor shall offer the employee continued employment 
under the terms and conditions established by the successor Vendor or subcontractor or 
as required by law. 
 

20. The Vendor shall be required to make a good faith effort to provide employment to any 
applicants recommended by the City, to employ residents of Jersey City and to employ 
minority and female workers consistent with the applicable City employment goals.                     

 
21. Security guards are required to speak, read, write and understand English. 
 
22. Security guards will be required to possess a driver’s license valid in New Jersey if the 

operation of a vehicle, rather than employee mobility, is necessary to perform essential 
duties of the position. 

 
23. A site must always be covered during the hours for which services have been requested.  

A security guard cannot leave the site until a relief security guard (Vendor guard or City 
guard, if available) is provided.  The Vendor is required to have enough employees to 
provide coverage on time at all locations for the scheduled hours.  When there is an 
emergency the City may provide a City employee to cover a location until the Vendor’s 
guard arrives.  The Vendor will reimburse the City the cost of the overtime hourly rate for 
the City employee for the time the emergency coverage is provided.  When the City guard 
is late the Vendor’s guard is required to work until the City guard arrives.  The City will 
reimburse the Vendor the cost of the hourly rate for the Vendor guard for the time the 
coverage is provided. 
 

24. Any costs incurred by security personnel assigned under this Contract as a result of court 
appearances, when events demand such services on behalf of the City, shall be paid by the 
City. 
  

25. The Vendor shall submit with the proposal the written instructions, regulations and 
procedures which the employees will follow at the City locations. 
 

26. The City has the right to require the Vendor to remove from a City location any 
employees deemed incompetent, careless, insubordinate, or otherwise objectionable; or 
any personnel whose actions are deemed to be contrary to the public interest or 
inconsistent with the best interests of the City. 
 

27. All employees of the Vendor are required to be approved by the New Jersey State Police, 
as applicable.  Employees of the Vendor assigned to a City location are not currently 
required to have a Jersey City Public Safety identification review approval before starting 
work at the City locations.  If during the Contract term, the City determines that a Jersey 
City Public Safety identification review approval will be necessary for guards assigned to 
a specific location, the review will be conducted by the Jersey City Police Department at 
no cost to the Vendor. 
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28. The Vendor shall take all precautions to insure that no theft or other incidents occur 

during the security guard’s surveillance period.  Should such incident occur, it should be 
immediately reported to the security guard supervisor who, in turn should report it to 
the proper law enforcement personnel.  The security guard supervisor should contact the 
Business Administrator’s authorized designee immediately to advise of the incident.  The 
security guard supervisor should then prepare a written incident report and forward 
copies to the authorized designee of the Business Administrator as well as to the Vendor’s 
main office.  Further investigation will be conducted by Police, for any theft of property 
resulting from the negligence of Vendor’s employees.  The replacement cost or the value 
thereof shall be borne by the Vendor.  The Vendor shall be absolutely liable for any and all 
property loss suffered by or occasioned to the City due to Vendor’s negligence during the 
term of the Contract. 
 

29. The Vendor will provide on-site random checks on security guards at each location by a 
supervisor a minimum of three (3) times per week (each location not each security guard).  
The Vendor will not advise the security guards in advance of the inspections.  Inspections 
must include the night shifts at all locations.  This includes weekends at the MLK Center 
after 9:00 pm and Public Works every night from 11:00pm-7:00am.   The Vendor will 
submit written reports stating the dates and times of the supervisor=s visit and findings at 
the locations with a signature and any comments from the guard to be submitted with each 
request for payment. 
 

30. Security guards will be limited to working one full time shift to maximum of (10) hours 
within a twenty four (24) hour period at any location. 
 

31. The Vendor will allow thirty (30) minutes travel time when a security guard leaves one 
location to begin work at another location. 
 

32. The Vendor will provide adequate training for any security guard assigned to a location in 
the specific requirements of the duties at the location prior to beginning the assignment. 
The Vendor will provide a general orientation meeting for all security guards to review the 
specific security requirements for each location.   

 
33. Security Guards employed by the Vendor shall be properly trained and shall possess all 

certifications required by law to provide security guard services at a building or facility 
owned or leased by a public entity.  All costs associated with the training of the Vendor’s 
security guards shall be the Vendor’s responsibility. 

 
34. The Vendor shall not receive any additional compensation for training of the employees of 

the Vendor. All orientation and training required for employees of the Vendor will be paid 
by the Vendor as part of the hourly rate and will not be eligible for any additional payment. 

 



CITY OF JERSEY CITY     REQUEST FOR PROPOSALS 
PURPOSE: SECURITY GUARDS    DUE DATE: JULY 21, 2015  
 

14 
 

35. The City reserves the right to provide orientation and further training for the Vendor 
whenever the City determines that the Vendor’s performance does not meet the 
performance criteria expected by the City. 
 

36. The Vendor will be available to meet with the Business Administrator or his authorized 
designee as often as necessary to respond to questions or complaints on the security guard 
services and to review and make recommendations concerning the security guard services. 
 

37. The Vendor cannot use all part-time security guards to meet the proposal requirements.   
 
3.3      ARMED SECURITY GUARDS/RETIRED POLICE  
 
1. Armed Security Guards must be retired police officers without any pending litigations in 

Court or domestic accusations against them.       
 

2. Armed Security Guards are required to have the following: 
a.  Certified in the use of firearms by the Police Training Commission of New         

Jersey. 
b. A valid permit to carry a gun. 
c. A gun provided by the individual or the Vendor. 
d. A valid Retired Police Officers Card which must be carried with them at all             

times during work hours.  A copy of the card is to be submitted by the                      
Vendor before the start of the contract and updated when revised for renewal  or a 
new security guard. 

e. A valid Security Officer Registration Act (SORA) card which must be carried         
with them at all times during work hours.  A copy of the card is to be submitted by 
the Vendor before the start of the contract and updated when revised for renewal or 
a new security guard. 

 
3.  The Vendor will provide uniforms at no cost to the City which will be approved by the 

Business Administrator or his designee based on recommendations by the Chief Judge. 
 
4. The Armed Security Guards will not be paid when the location is closed or has a late 

opening or early dismissal, unless specifically requested by City to do so.  
 

5. The security guards will be provided with scanner numbers to scan in and out. 
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3.4  WAGE AND HEALTH BENEFITS OBLIGATION FOR GUARDS  
 

This contract is subject to certain wage and health benefit standards for both unarmed 
and armed guards.  All employees of the Vendor under this contract shall receive no less than 
the required wage and benefits rates provided in greater detail below.  See Section 7.9 
Payments.  
 
3.5 REIMBURSEMENT TO CITY 
 
1. The Vendor will be required to reimburse the City monthly for all costs incurred by 

telephone usage provided by the City to the security guard posts.  The use of City 
telephones for personal calls by the security guards is not allowed.  However, all telephone 
calls made from or collect calls to these posts will be the responsibility of the Vendor to 
monitor and the cost for all calls will be reimbursed to the City. 
 

2. The Vendor shall take all precautions to insure that no theft or other incidents occur during 
the security guard’s surveillance period.  Should such incident occur, it should be 
immediately reported to the security guard supervisor who, in turn should report it to the 
proper law enforcement personnel.  The security guard supervisor should contact the 
Business Administrator’s authorized designee immediately to advise of the incident.  The 
security guard supervisor should then prepare a written incident report and forward 
copies to the authorized designee of the Business Administrator as well as to the Vendor’s 
main office.  Further investigation will be conducted by Police, for any theft of property 
resulting from the negligence of Vendor’s employees.  The replacement cost or the value 
thereof shall be borne by the Vendor.  The Vendor shall be absolutely liable for any and all 
property loss suffered by or occasioned to the City due to Vendor’s negligence during the 
term of the Contract. 

 
3. In the event the Security Guard damages any property of the City, a reasonable estimate of 

the cost to repair or replace the property is required to be reimbursed to the City by the 
Vendor. 

 
 
3.6     UNIFORM AND DRESS CODE 
 
1. The Vendor’s employees shall be required to dress alike in a complete uniform supplied by 

the Vendor with employee identification clearly designated.  The Vendor shall provide the 
uniform to the security guards at no cost to the security guards. 
 

2. In addition to the aforementioned uniform, any and all other material, equipment, etc., used 
by the Vendor, shall be supplied by the Vendor at no cost to the security guards. 
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3. The uniform to be worn shall be approved by the Business Administrator or his authorized 
designee. 

 
4. The security guards are to maintain a neat appearance at all times.  
 
3.7 PROFESSIONALISM OF SECURITY PERSONNEL 
 
Vendor’s employees assigned to each City facility shall be expected to recognize that they are 
the first person with whom a visitor comes in contact with at the location and should be 
pleasant and helpful. 
 
Each security guard assigned to City facilities are ambassadors to the public and as such a high 
level of performance shall be expected. 
 
The expectations of professionalism include, but are not limited to: 
 
1. Security guard will be polite to all employees and visitors and will be alert and greet every 

employee or visitor to the location in a congenial, courteous and respectful manner.  
Courteous behavior is expected from all security personnel whenever an employee or 
visitor enters and exits a building.  The security guard will not use foul and abusive 
language at any time regardless of provocation.  
 

2. Each security guard assigned to a location shall be familiar with the governmental 
operations conducted at the facility and be able to direct visitors to the appropriate offices. 

 
3. Each Security Guard shall refrain from watching television, wearing headphones, playing 

loud music or radio, and drinking intoxicating beverages.  Sleeping while on duty are 
grounds for replacement or dismissal. The use of City telephones for personal calls is not 
allowed.  The Guard should refrain from excess use of personal cell phones while on duty. 
The security guard will not engage in rough and rowdy behavior or fight while on duty. 

 
4. The failure of the Vendor’s employees to perform their services and conduct themselves in 

a professional manner shall be grounds for the City to terminate this contract for cause or 
convenience.  The Business Administrator or his authorized designee shall insure the 
Vendor’s compliance with these requirements. 

 
5. The security guard may not leave the post without authorized relief and may not perform 

or engage in personal work or activities without specific permission from the supervisor. 
 

6. The security guard will not have unnecessary conversations with employees or other 
people.  Friends, relatives or visitors are not allowed at the security guard post. 
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3.8 DUTIES OF SECURITY GUARDS  
 
The specific duties of security guards shall include but not be limited to, the following 
responsibilities: 
 
1. Where appropriate, it may be the responsibility of the security guard to check the 

identification card of every City employee entering such location during business and non-
business hours. 
 

2. The Security Guard will have all employees entering a building prior to 8 A.M. and after 5 
P.M. to sign-in and out.  The hours may be changed for different locations. 

 
3. Where appropriate, it may be the responsibility of the security guard to require visitors to 

sign a ledger book upon entering and exiting the building and a policy may be implemented 
in which the security guard will issue a Visitor’s Pass to all individuals who are not 
employees of the City who seek entrance to particular locations. 

 
4. Where appropriate, the security guard will contact the office to be visited to announce the 

visitor before access to the office is allowed. 
 

5. Where appropriate, all boxes or materials brought into the building must be checked by the 
security guard. 

 
6. Where appropriate, the security guard will be required to inspect all packages or materials 

taken out of the building.  Authorization from the Business Administrator or his authorized 
designee will be required. 

 
7. It shall be the responsibility of the security guard to monitor the removal of any and all 

property (such as paintings, furniture, computers, telephones, calculators, typewriters, etc.) 
from any location. 

 
8. Where appropriate, it shall be the responsibility of the security guard to answer 

telephones, provide assistance and direction to the callers as required. 
 

9. Where appropriate, the security guard may be required to operate metal detectors and x-
ray machines. 

 
10. Where appropriate, it will be the security guard’s responsibility for patrolling the parking 

area insuring that only authorized vehicles are parked in the appropriate spaces, moving 
vehicles to the correct parking area and patrolling the building and exterior of the location. 

 
11. It shall be the responsibility of the security guard to have a working knowledge of the 

locations of City agencies, to monitor the flow of traffic and direct visitors to the proper 
location, to provide basic information to routine requests by visitors and to be able to 
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recognize on sight elected City officials and department and division directors.  The 
security guard shall be familiar with the location and operation of any emergency 
communication systems and know how to reach the police and fire departments. 

 
12. Where appropriate, it shall be the responsibility of the security guard to notify the 

appropriate law enforcement personnel of any visitor or unauthorized City employee 
bringing weapons of any kind into any City facility or of any altercation that occurs. 

 
13. All security guards shall contact the City’s supervising security guard to report any 

incidents, problems or suspicious activity and make a written incident report. 
 

14. Where appropriate, it shall be the responsibility of the security guard to provide gas 
attendant services at all locations with gas pump facilities.  Currently, the only such 
location is Public Works which has two (2) unleaded gas pumps and two (2) diesel gas 
pumps requiring one security guard to provide this function at all times. 

 
15. The security guard will not leave the assigned location at any time except to use the 

restroom without calling your supervisor and the City supervisor at 201-547-5653.  Lunch 
is to be taken at the location. 

 
16. The security guard will pass on to the security guard on the next shift any orders pertaining 

to the post.  If the security guard for the next shift is not fit for duty or does not arrive on 
time, call your supervisor and the City supervisor and remain at your location until the 
replacement is sent.  Do not scan out until the replacement arrives. 

 
17.  The security guard will follow all written and verbal orders and review the duties of the 

post on a daily basis.  If anyone gives the security guards a change in assignment they 
should call the supervisor and the City supervisor before accepting the request. 

 
18. The security guard will respond to anyone making a complaint should enter it on the 

incident report form and call your supervisor and the City supervisor to advise them. 
 

19. The security guard will not permit soliciting, collecting contributions and distribution of 
handbills at the location.  
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LOCATION: M. L. K. COMMUNITY CENTER  

 
 

The Security Guard is responsible for opening the building and turning off the alarm system.  
When arriving, the Security Guard will scan-in and call ext. 5653 with the time of arrival. 
 
At the end of the day the Security Guard is to notify the person in charge of any events ½ hour 
before the ending time to make certain that everyone leaves the building on time and that all 
windows are closed and all doors are locked.  When leaving the Security Guard will scan-out 
and call ext. 5653 with the time the building is being closed and set the alarm system and lock 
the building. 
 
Request all employees to show City photo identification when entering. 
 
Request all visitors to show photo identification and sign in and check the signature to match 
the identification printing clearly.  The Security Guard will call the office the visitor is to go to 
and announce the visitor before allowing the visitor to proceed. 
 
When a delivery person enters the building the Security Guard will call the office receiving the 
delivery to request someone from that office to come to the Security Desk to meet the delivery 
person. 
 
The Security Guard will monitor the cameras from the Security Desk and report any incidents 
to the Building Director, your supervisor and the City supervisor at 201-547-5653 and make 
an incident report.  When necessary call the Police. 
 
The Security Guard should not leave the building.  The Security Guard is paid through lunch 
and does not get a lunch hour to leave the building but is allowed to bring lunch or have it 
delivered and eat at the Security Desk. 
 
The Security Guard cannot have any personal visitors with them at the Security Desk. 
 
When requested by the building Director the Security Guard will patrol the interior and 
exterior of the building checking in at designated locations.  At all other times the Security 
Guard should not be outside the building. 
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LOCATION: PUBLIC WORKS 
 
FRONT GATE 
 
Keep the entrance gate down at all times until you allow the employee or visitor to proceed. 
 
Request visitors to show photo identification and sign in and out, printing clearly. 
 
Call the designated office to announce the visitor before allowing the visitor to proceed.  Give 
the visitor directions to the visitor parking spaces and to the designated office. 
 
Request all employees including non-uniformed Police Officers to show the City photo 
identification. 
 
After 4:00 P.M. on Monday to Friday and at all times on Saturdays, Sundays and Holidays, 
require all employees and visitors to show photo identification and sign in, printing clearly, 
name, destination, time-in when entering and when leaving sign time-out.  Employees must 
have written authorization from the Public Works Director to be allowed to enter. 
 
*Security guard at this location shall have a vehicle on site provided by the Vendor.  
 
A Security Guard is required at all times to be at the front entrance security booth, except for 
when patrolling in vehicle.  The Security Guard should not leave the security booth, except for 
when patrolling in vehicle.  The Security Guard is paid through lunch and does not get a lunch 
hour to leave the security booth, but is allowed to bring lunch or have it delivered and eat in 
the security booth. 
 
The Security Guard cannot have any personal visitors with them at the security booth. 
 
The Security Guard will report any incidents to the supervisor and the City supervisor at 201-
547- 5653 and make an incident report.  When necessary call the Police. 
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LOCATION: PUBLIC WORKS 
 
GAS PUMPS 
 
Ask the driver whether they want gas or diesel fuel.  Ask each driver if the oil should be 
checked and mark the report sheet.   If oil is needed, the guard will put oil in and mark the 
report sheet. 
 
Take the key from the driver to insert in the pump and do not return the key to the driver until 
the hose is removed and pumping is completed. 
 
Complete the daily report sheet for each Police vehicle (marked and unmarked), printing the 
information clearly and ask the driver to sign it.   Complete a separate daily report sheet for the 
Board of Education school buses, printing the information clearly and request the driver to 
sign it. Complete a separate daily report sheet for the Parking Authority vehicles, printing the 
information clearly and request the driver to sign it. Complete a separate daily report sheet for 
the Library vehicles, printing the information clearly and request the driver to sign it.  
 
On the first of each month give the completed gas and diesel fuel report sheets from the 
previous month for each day that month from the 7:00 A.M. - 3:00 P.M., 3:00 P.M. - 11:00 P.M. 
and 11:00 P.M. - 7:00 A.M. guard shifts for both the City vehicles, the Board of Education school 
buses, the Library vehicles and the Parking Authority vehicles to the City Supervisor of 
Security Guards.  
 
When the Director of Automotive Maintenance provides written authorization for other 
vehicles to receive gas or diesel fuel, provide for these vehicles separate daily report sheets.  
Print the information clearly and request the driver to sign the sheet.  The sheets should be 
given to the City Supervisor of Security Guards. 
 
When deliveries of gas and diesel fuel are made, direct the driver to give the receipt form to the 
Dispatch Office.  
 
The Security Guard should not leave the gas pump booth.  The Security Guard is paid through 
lunch and does not get a lunch hour to leave the gas pump booth, but is allowed to bring lunch 
or have it delivered and eat in the gas pump booth. 
 
The Security Guard cannot have any personal visitors with them at the gas pump booth.  
 
The Security Guard will report any incidents to the supervisor and the City supervisor at 201-
547-5653 and make an incident report.  When necessary call the Police. 
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LOCATION: CITY HALL 
 
PARKING LOTS 
 
Closely monitor the parking lot to allow assigned parking spaces to be used only by the 
employees assigned to the parking spaces. 
 
Visually check all parked cars for valid City permits, decals or placards.  Immediately notify 
contact below if car is parked without permission.  
 
Control the use of the parking lot for deliveries and visitors to avoid blocking the assigned 
parking spaces. 
 
Monitor the parking lot at Montgomery Street to York Street. 
 
Monitor the handicapped entrance. 
 
When a delivery person enters the building the Security Guard will call the office receiving the 
delivery to request someone from that office to come to the Security Desk to meet the delivery 
person. 
 
The Security Guard should not remain in the security booth unless it is inclement weather.  
The Security Guard is to be outside the booth monitoring the parking lot.  The Security Guard is 
paid through lunch and does not get a lunch hour to leave the security booth, but is allowed to 
bring lunch or have it delivered and eat in the security booth. 
 
The Security Guard cannot have any personal visitors with them at the security booth. 
 
The Security Guard will report any incidents to the supervisor and the City supervisor at 201-
547-5653 and make an incident report, and/or when necessary call the Police. 
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LOCATION: CITY HALL 
 
SECURITY DESK 
 
Open the building by deactivating the alarm system and unlock all basement doors and first 
floor front doors.  Scan in and call 201-547-5653 with the time of your arrival. 
 
Request all employees and visitors to show photo identification when entering and to sign 
in printing clearly name, destination, time-in when entering and when leaving sign time-
out. 
 
Call the City office to announce all visitors before allowing the visitors to proceed except 
the City Clerk’s Office and Tax Collector’s Office. 
 
Monitor the metal detector and x-ray machine. The guard is required to wear the 
monitoring badge on the shirt collar. 
 
The Security Guard will monitor the cameras from the Security Desk to allow only 
handicapped employees and handicapped visitors to enter through the Montgomery Street 
basement handicapped entrance. 
 
The Security Guard will report any incidents to the supervisor and the City supervisor at 
201-547-5653 and make an incident report, and/or when necessary call the Police. 
 
When notified that a visitor wants to make a delivery, the guard will arrange for the 
delivery entrance to be opened to allow for the delivery and locked when the delivery is 
completed. 
 
When the last employees and visitors leave City Hall lock the front doors, check the first 
floor side emergency exit doors, check all of the basement exit doors to make sure they are 
closed, scan out and set the alarm system.  
 
The Security Guard should not leave the building.  The Security Guard is paid through lunch 
and does not get a lunch hour to leave the building, but is allowed to bring lunch or have it 
delivered and eat at the Security Desk. 
 
The Security Guard cannot have any personal visitors with them at the Security Desk. 
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LOCATION: MUNICIPAL COURT 
 
ARMED GUARDS 
 
Front Entrance/Employee Entrance 
 
Request all employees to show City photo identification upon entering the main (front) 
entrance.   
 
Monitor the metal detector and x-ray machine (front entrance only). The guard is required 
to wear the monitoring badge on the shirt collar. 
 
Advise all non-court employees and visitors that all foods and liquids are not allowed in the 
building.  Anyone that refuses cannot be allowed to enter the building. 
 
The Security Guard should not leave the building except for lunch/break as noted below.   
 
The Security Guard gets a half hour to leave the building, but must coordinate with the 
other on duty Security Guard so that the security desk is attended at all relevant times.  
Security Guard will not get paid during this half hour lunch/break period.  
 
The Security Guard cannot have any personal visitors with them at the Security Desk. 
 
The Security Guard will report any incidents to the City supervisor at 201-547-5653, Police 
and Office of the Court Director. The Security Guard will also make an incident report out 
for each incident as they occur.  Copies of all incident reports are to be forwarded to the 
Office of the Court Director within twenty-four hours of the incident. 
 
Courtroom, Public Defender and Violations Bureau 
 
The duties will be to provide the six (6) Courtrooms, the Office of the Public Defender and 
the Violations Bureau with security and other related functions at the direction of the 
Judge. 
 
The Security Guard will report any incidents to the City supervisor at 201-547-5653, Police 
and Office of the Court Director. The Security Guard will also make an incident report out 
for each incident as they occur.  Copies of all incident reports are to be forwarded to the 
Office of the Court Director within twenty-four hours of the incident. 
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LOCATION: HEALTH AND HUMAN SERVICES 
 
FRONT GATE 
 
Keep the entrance gate down at all times until you allow the employee or visitor to 
proceed. 
 
Request visitors to show photo identification and sign-in and out, printing clearly. 
 
Call the designated office to announce the visitor before allowing the visitor to proceed.  
Give the visitor directions to the visitor parking spaces and to the designated office. 
 
Request all employees including non-uniformed Police Officers to show the City photo 
identification. 
 
After 4:00 P.M. on Monday to Friday and at all times on Saturdays, Sundays and Holidays, 
require all employees and visitors to show photo identification and sign in, printing clearly, 
name, destination, time-in when entering and when leaving sign time-out.  Employees must 
have written authorization from the Director to be allowed to enter. 
 
Lock the gates Monday-Friday at 8:00p.m. and open it at 7:00a.m. 
 
A Security Guard is required at all times to be at the front entrance security booth.   
 
The Security Guard should not leave the security booth.  The Security Guard is paid through 
lunch and does not get a lunch hour to leave the security booth, but is allowed to bring 
lunch or have it delivered and eat in the security booth. 
 
The Security Guard cannot have any personal visitors with them at the security booth. 
 
The Security Guard will report any incidents to the supervisor and the City supervisor at 
201-547- 5653 and make an incident report.  When necessary call the Police. 
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LOCATION: HEALTH AND HUMAN SERVICES 
 
PARKING LOTS 
 
Closely monitor the parking lot to allow assigned parking spaces to be used only by the 
employees assigned to the parking spaces. 
 
Control the use of the parking lot for deliveries and visitors to avoid blocking the assigned 
parking spaces. 
 
Monitor the parking lot at 157-161 Summit Ave. and at the parking lot at 651 Montgomery 
St., Evangelismos Greek Orthodox Church.   
 
*Security guard at this location shall have a vehicle on site provided by the Vendor.  
 
The Security Guard should not remain in the security booth unless it is inclement weather.  
The Security Guard is to be outside the booth monitoring the parking lot.  The Security 
Guard is paid through lunch and does not get a lunch hour to leave the security booth, but 
is allowed to bring lunch or have it delivered and eat in the security booth. 
 
The Security Guard cannot have any personal visitors with them at the security booth. 
 
The Security Guard will report any incidents to the supervisor and the City supervisor at 
201-547-5653 and make an incident report, and/or when necessary call the Police. 
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ESTIMATED GUARDS AND HOURS/DAYS AT EACH LOCATION FOR BIDDING*^ 
  

LOCATION DAYS HOURS 

 
UNARMED 

GUARDS 
 

ARMED  
GUARDS 

Municipal 
Court 

Mon-
Friday 

6 Courtrooms (1 Guard each) 
8:30am-4pm  
 
2 Courtrooms (1 Guard each) 
4:30-8pm, except Friday  
 
Violations Bureau, 1 Guard 
1 Guard, 8:30am-8pm,  
Except Friday 
8am-4pm 
 
Front Entrance, 2 Guards, 8am-8pm,  
Except Friday 
8am-4pm 
 
Employee Entrance, 1 Guard, 8:30am-
8pm,  Except Friday 
8am-4pm 
 

0 12 

City Hall Front 
Security Desk  

 
Monday-
Sunday 

(including 
Holidays) 

 

 Mon thru Friday, 2 Guards: 
7am-10pm 
 
 Saturday and Sunday, 1 Guard: 
8am-4pm 

1 1 

City Hall 
Parking Lot  

 
Monday-

Friday  
8am-4pm 2 

 
0 

 

Public Works 
(Gas Pump, 

Front Gates) 

 
Monday-
Sunday 

(including 
Holidays) 

 
24 hours 3 0 

Public Works 
(Front desk) 

Monday-
Friday 

8am-4pm 1 0 
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*All labor hours and personnel requirements must be bid exactly as indicated in this 
chart. Any proposals which have altered labor hours or personnel requirements, 
shall be rejected.  Rates shall include healthcare and related benefits as required in 
this RFP. 
 
^The Estimated hours/days and number of armed or unarmed guards at any location 
may change at the sole discretion of the City after the RFP process is completed and 
the contract is awarded.   
 
  

LOCATION DAYS HOURS 

 
UNARMED 

GUARDS 
 

ARMED  
GUARDS 

 
Health and 

Human 
Services 

 

 
 
Monday-
Friday 
 
Some 
weekends 

 

 
6:30am-8pm 
 
 
Two Saturdays a month 
6:30am-1pm 

1 0 

 
Health Human 

Services 
(Parking Lot) 

 

 
Monday- 
Friday 6:30am-8pm 1 0 

MLK 
Community 

Center 

 
Monday-
Saturday 

Mon thru Thurs: 
7am-9pm;  
 
Friday: 
7am- 12am;  
 
Saturday: 
8am-12am  
 

1 0 
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SECTION 4: WRITTEN PROPOSAL FORMAT 
 
Proposals must address all information requested in this RFP. Proposals which in the 
judgment of the City fail to meet the requirements of the RFP or which are in any way 
conditional, incomplete, obscure, contain additions or deletions from requested 
information, or contain errors may be rejected. 
 
4.1 Mandatory content 

 Each proposal submitted must contain the eleven (11) sections described below: 
 Title Page 
 Table of Contents 
 Executive Summary 
 Background 
 Scope 
 Organization 
 City Responsibilities 
 Staffing 
 Assumptions 
 Fees and Budget 
 Appendices/Other 

 
The information requested by the sectional format described above is further defined. 
 
4.2 Title Page 
The proposal should include a title page, which identifies the project; the Vendor's Firm, 
name of the Vendor's primary contact, address, telephone number, fax number and email 
address. 
 
4.3 Table of Contents 
The Vendor's proposal should include a Table of Contents, which lists the titles and page 
numbers for each major topic and sub-topic contained in the proposal. 
 
4.4 Executive Summary 
This section should include a summary of the key points and highlights of the Vendor's 
response and should discuss the pricing contained in the proposal.  
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4.5  Background 
In this section, Vendor should provide the background on its company including but not 
limited to: 

a. Financial, identification of the parent company, services, organization and company 
goals 

b. Copy of the company's Annual Report including auditor's report including financial 
statements of owners/principles for the last three (3) years 

c. Organizational chart 
d. Brief biography of those involved in the management of the company 
e. Evidence of experience, capability and financial responsibility for providing security 

guard services to large, densely populated urban areas. 
f. Copy of licenses issued by State, as required 

 
4.6 Scope 
In this section of the proposal, the Vendor should state what it believes to be the scope of 
services to be provided for the City.  If there are any gaps between what the Vendor 
believes should be the proper scope given all information known at the time of this RFP, 
the Vendor should clearly state these gaps in this section and clearly mark these concerns 
as such. 
 
4.7 Organization 
The Vendor should detail in this section, the organizational structure it believes necessary 
to accomplish the services. Support of, and utilization of Minority and Women Owned 
Business Enterprises, consistent with the City’s policies, should be described. 
 
4.8  Jersey City Responsibilities 
In this section, the Vendor should clearly describe any assumptions relating to the 
responsibilities and/or commitments the Vendor is expecting of the City throughout the life 
of the contract. 
 
4.9 Staffing 
A discussion of the project team that will be utilized should be contained in this section. 
The City requests that as part of the discussion here, the Vendor state exactly the role the 
proposed Vendor team member will assume on each phase and detail the qualifications for 
the role that the team member possesses.  This includes the Vendor’s staffing plan for 
covering vacancies due to absences or emergencies.  The Vendor should also identify 
supervisory and managerial staff that will be providing the on-site random checks required 
under the contract. 
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4.10 Assumptions 
In this section, Vendors should state any assumptions being made relating to any part of 
the proposal or project strategy. 
 
4.11 Fees and Budget 
In this section, please describe the associated fees and budget the Vendor is proposing for 
the implementation. Vendors should be sure to include all expenses associated with 
delivery (including travel, supply, materials), in addition to labor costs.   
 
Vendors should identify hourly participation and hourly fees by specific personnel.  
Vendors shall prepare a budget to demonstrate understanding of all cost factors.  A 
complete detailed price breakdown shall be included in the proposal identifying all 
applicable costs, including per diem rates for all personnel, travel costs, public meeting 
costs etc., with a summary of total costs for each year, for a three-year term and the Options 
Periods.   
 
For both armed and unarmed guards, vendor must provide a breakdown of wages and 
benefits, as indicated in the sample attached hereto as Appendix D.   
 
For purposes of providing the cost proposal, Vendors should use the estimated hours/days 
and number of guards provided in the chart labeled “ESTIMATED GUARDS AND 
HOURS/DAYS AT EACH LOCATION” above.   
 
It is important to note that pursuant to N.J.S.A. 40A:5-16, the City is prohibited paying 
for goods or services before they have been provided. Therefore, any proposals which 
specify payment upon contract signing will be deemed unresponsive and rejected. 
 
4.12 Appendices/Other 
This section should include at minimum: Vendor qualifications, references and resumes.  If 
Vendors feel that other materials are necessary (such as promotional literature, white 
papers, etc) they should provide them in a separate document clearly labeled “Additional 
Materials”.   
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SECTION 5: PROPOSAL SUBMISSION REQUIREMENTS 
 
To be responsive, Proposals must provide all requested information, and must be in strict 
conformance with the instructions set forth herein.  Proposals and all related information 
must be signed and acknowledged by the Vendor. 
 
5.1  Number of copies 
Vendors must submit one signed original (unbound) and 3 additional copies of their 
proposal. 
 
5.2  Proposal media 
Proposals forwarded by facsimile or e-mail will not be accepted.  Vendors must submit one 
signed original hard copy and may submit three hard copies or three softcopy versions 
(PDF only) on CD.  Please note that the City will not be responsible for CDs or softcopy files 
which cannot be opened, and that this may be grounds for rejection. 
 
5.3  Proposal format 
To facilitate a timely and comprehensive evaluation of all submitted proposals, it is 
essential that all Vendors adhere to the required response format. The City requires a 
standard format for all proposals submitted to ensure that clear, concise and complete 
statements are available from each Vendor in response to requirements. The required 
format is detailed in Section 4. 
 
The City is not under any obligation to search for clarification through additional or 
unformatted information submitted as a supplement to the formatted response. Where a 
proposal contains conflicting information, the City at its option may either request 
clarification or may consider the information unresponsive. 
 
5.4 Proposal length 
The exact presentation and layout format of proposals is up to the discretion of the Vendor, 
however a maximum length of 30 pages is strongly suggested. 
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SECTION 6: EVALUATION 
 
The City’s objective in soliciting Proposals is to enable it to select a Vendor that will provide 
high quality and cost effective services to the citizens of Jersey City. The City will consider 
Proposals only from Vendors that, in the City’s sole judgment, have demonstrated the 
capability, reputation and willingness to provide high quality services to the citizens of the 
City in the manner described in this RFP. 
 
6.1 Evaluation Methodology  
Proposals will be evaluated by the Business Administrator and/or his designee or a 
committee appointed by the Business Administrator. Each evaluator will score the written 
proposals and rank the Vendors. 
 
6.2 Evaluation Criteria  
There will be six broad criteria by which proposals will be evaluated. Each criterion will 
bear a certain weight, and the extent to which the criterion is met or exceeded will be 
determined by the committee. The written response will be worth a maximum of 240 
points as indicated below. 
 

a. Required format – 15 points 
- Submission of all required forms – 10 points 

- Submission of all required attachments and documentation -  5 points 

 

b. Technical:   10 points total 
- General Requirements (Section 3.2) – 5 points 

- Requirements for Armed Police (Section 3.3) – 5 points 

 

c. Management: 40 points total 
- Describe procedures to ensure full coverage at City locations – 10 points 

- Describe personnel policies and procedures including  supervision, inspections, 

lateness, absenteeism and disciplinary policies – 10 points 

- Describe training for unarmed and armed security guards – 5 points 

- Understanding of documentation required in billing requests for payments – 10 

points 

- Resumes and job descriptions of key personal – 5 points 
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d. Cost: 35 points total 
- Provide detailed cost proposal – 15 points 

- Is proposal appropriate to the project – 10 points 

- Commitment to City’s living wage ordinance – 10 points 

 

e. Client references – 10 points 
- Client names, contact information, contract periods – 5 points 

- With municipalities of similar size (population 250,000) and diversity -2 points 

- With retired police as armed security guards – 3 points 

 

f. Commitment to diversity – 10 points 
- Use of minority or women employees – 5 points 

- Vendor is a Minority or Women Owned Business - 5 points 

 

6.3 Written Response Evaluation - Weighting of points 
Each category shall be weighted according to the degree that the proposal meets the 
requirements: 
 
0 – Does not meet requirements 
1 – Meets some requirements 
2 – Meets most or all (or exceeds requirements) 
 
The maximum potential score would therefore be: 
 
120 points x 2 = 240 points 

 
6.4 Final Evaluation  
The City will select the most advantageous Proposal Statement based on the all of the 
evaluation factors set forth in this RFP, and make the award in the best interest of the City.  
The Vendor whose proposal is ranked highest among the greatest number of evaluators 
will be selected for the project. The maximum score for the combined written proposal and 
site visits (if any) will be 240 points. Each Proposal must satisfy the objectives and 
requirements detailed in this RFP.  The City will prepare a report listing all Vendors who 
submitted proposals, ranking them in order of evaluation, and recommending the selection 
of a Vendor, indicating the reasons why the Vendor was selected, and detailing the terms, 
conditions, scope of services, fees and other matters to be incorporated into the Contract.  
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6.5  Contract Award 
A contract will be awarded pursuant to N.J.S.A. 40A:11-4.1 et seq. and N.J.A.C. 5:34-4.1 et 
seq. (Competitive Contracting Law and Regulations). The Municipal Council will vote to 
accept the proposal of a Vendor within 60 days of the receipt of proposals, except that the 
proposals of any Vendors who consent thereto, may, at the request of the City, and consent 
of Vendor, be held for consideration for such longer period as may be agreed.  
 
6.6  Executing Contract/Liquidated Damages  
Any Vendor whose Proposal is accepted will be required to execute four (4) copies of the 
Contract and furnish satisfactory Bonds and insurance certificates to the City within ten 
(10) days after notice of acceptance. 
 
The successful Vendor, upon failure or refusal to execute and deliver the signed Contract, 
Bonds and insurance certificates required, within ten (10) days after receipt of the Contract 
shall forfeit the certified check, cashier’s check or Bid Bond to the City as liquidated 
damages for such failure or refusal. 
 
The damages to the City for breach as above provided will include loss from interference 
with its program and other items whose accurate amount will be difficult or impossible to 
compute.  The amount of the Bid Guarantee accompanying the Proposal of such Vendor 
shall be retained by the City, not as a penalty but as liquidated damages for such breach.  In 
the event any Vendor whose Proposal has been accepted shall fail, refuse or resist to 
execute the Contract as herein before provided, the Municipal Council of the City may, as its 
option, determine that such Vendor has abandoned the Contract and thereupon the 
proposal and the acceptance thereof shall be null and void and the City shall be entitled to 
liquidated damages as above provided. 
 
The rights and obligations provided for in the Contract shall become effective and binding 
upon the parties only with its formal execution by the City. Any services delivered prior to 
said execution of Contract shall be at the Vendor’s risk. 
 
6.7  Delivery of Performance Bond: 
Within ten (10) days after notice of the Award, the Vendor to whom the Contract has been 
awarded shall furnish and deliver a Surety Bond, conditioned for the faithful performance 
and completion of the work and for the payment of all lawful claims and bills against the 
Vendor for all labor, material, tools and equipment used in or in connection therewith.  The 
Bond shall not be returned or canceled until all liability to any and all persons protected by 
the conditions of said Bond shall have been met by the Contractor or person primarily 
liable for the payment thereof, or by the Surety on said Bond. 
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The Bond required for the faithful performance of the Contract, shall be in such sum equal 
to $350,000, and shall be satisfactory to the Corporation Counsel of the City and shall be 
executed by a Surety Company licensed to do business in the State of New Jersey.  In no 
case shall the Vendor begin work prior to approval of said Bond by the City. 
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SECTION 7: GENERAL TERMS AND CONDITIONS 
The following are general terms and conditions which may or may not be explained 
elsewhere in this RFP. 
 
7.1 Original/Authorized signatures 
Each proposal and all required forms must be signed in ink by a person authorized to do so, 
and notarized with a raised seal, where applicable. 
 
7.2 Affirmative Action requirements 
Vendors are required to comply with the provisions of N.J.S.A. 10:5-31 and N.J.A.C. 17:27 et 
seq.  No firm may be issued a contract unless it complies with these affirmative action 
provisions. The Mandatory Equal Employment Opportunity/Affirmative Action Language 
for Goods, Professional Services and General Service Contracts, Exhibit A summarizes the 
full required regulatory text. 
 
Goods and Services (including professional services) Selected Vendor(s) shall submit to the 
public agency, after notification of award but prior to execution of a goods and services 
contract, one of the following three documents: 

 
a) A photo copy of a valid letter that the Vendor is operating under an 

existing Federally approved or sanctioned affirmative action programs 
(good for one year from the date of the letter); or 

b) A photocopy of a Certificate of Employee Information Report approval, 
issued in accordance with N.J.A.C. 17:27-4; or 

c) A photocopy of an Employee Information Report (Form AA302) provided 
by the Division and distributed to the public agency to be completed by 
the Vendor, in accordance with N.J.A.C. 17:27-4. 

 
The Vendor’s attention is also called to Section 8 of this document which contains the 
required information and forms.  For information on EEO/AA requirements and forms 
only, please contact: 
 
Jeana F. Abuan, Affirmative Action Officer, Public Agency Compliance Officer 
Department of Administration, Office of Equal Opportunity/Affirmative Action 
280 Grove Street Room-103 
Jersey City NJ  07302 
Tel. #201-547- 4533 
Fax. #201-547-5088 
E-mail Address: abuanJ@jcnj.org 
  

mailto:abuanJ@jcnj.org
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7.3 Business Registration Certificate 
P.L. 2004, c. 57 (Chapter 57) amends and supplements the business registration provisions 
of N.J.S.A. 52:32-44 which impose certain requirements upon a business competing for or 
entering into a contract with a local contracting agency whose contracting activities are 
subject to the requirements of the Local Public Contracts Law (N.J.S.A. 40A:11-1 et seq.). 
  
Vendors are required to comply with the requirements of P.L. 2004, c. 57 (Chapter 57) 
which include submitting a copy of their Business Registration Certificate (BRC), issued by 
the NJ Department of the Treasury.   
 
7.4 Clarification of RFP 
Should any difference arise between the contracting parties as to the meaning or intent of 
these instructions or specifications, the City’s designated contact person’s decision shall be 
final and conclusive. 
 
7.5. Termination for Cause or Convenience  
 

During the term of the Contract, the Business Administrator shall have the right to 
terminate the Contract for convenience, in whole or in part, by giving 30 days’ written 
notice prior to the effective date of termination.  If the Contract is terminated by the 
Business Administrator as provided herein, the Vendor shall be paid for all obligations 
incurred and services rendered to the date of termination. 
 

In the event the performance by the Vendor of the services provided for under this 
agreement is unsatisfactory to the City, the City agrees to notify the Vendor in writing and 
the Vendor agrees to within five (5) calendar days rectify the unsatisfactory condition or 
performance.  Should the unsatisfactory performance or condition not be rectified within 
five (5) calendar days of notice being given, the City shall at its sole option be entitled to 
terminate this agreement immediately.  The Vendor shall not be entitled to any 
compensation for services subsequent to receiving notice of termination from the City. 
 
The City shall have the right to terminate the agreement immediately upon the happening 
of any of the following events: 
 

a. The Vendor is adjudged bankrupt or makes an assignment for the benefits of 
creditors. 

 
b. The Vendor fails to or refuses to obey laws, ordinances, regulations and such 

orders as given by the Business Administrator or his authorized designee 
with respect to the Contract. 
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c. The Vendor fails to make prompt payment to persons supplying labor or 
materials for the work. 

 
d. The City suffers a property loss due to the Vendor’s negligence in performing 

the Contract. 
 
7.6. Insurance  
The Vendor shall not commence nor perform services under this Contract until the 
required insurance has been obtained and such insurance has been approved by the City. 
This insurance shall be written with an acceptable company authorized to do business in 
the State of New Jersey, shall be taken out before any operations of the Vendor are 
commenced and shall be kept in effect until all operations shall be satisfactorily completed. 
AClaims made@ insurance policies do not satisfy the insurance requirements under this 
Contract. 
 

a. Proof of Insurance 
 
The Vendor shall furnish the City with insurance certificates showing the type, amount, 
class of operations covered, effective dates and dates of expiration of insurance policies. 
The insurance covered by the certificates will not be canceled or materially altered, and 
shall include an endorsement to the effect that the insurance company will give at least 
thirty (30) days written notice to the City of any modification or cancellation of any of the 
policies. 
 

b. Time to Provide Proof of Insurance 
 
The certificates of insurance containing all provisions as required by the City shall be 
provided to the City with the executed contract.  Failure to provide proof of insurance prior 
to the execution of the contract will result in forfeiture of the bid security. 
 

c. Vendor’s Hold Harmless Agreement 
 
All of the Vendor’s insurance coverage shall contain a clause indemnifying and saving 
harmless the City and its agents from any and all liability of whatever nature arising from 
the work to be performed under the Contract, including attorney’s fees and costs in 
connection with the defense of such claims.  The certificate of insurance furnished by the 
Vendor shall spell out specifically that the above indemnification is guaranteed by the 
policy.  The City, its officers, agents, servants and employees as their interest may appear, 
shall be named as an additional insured on said policies insofar as the work and obligations 
performed under the Contract are concerned. 
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d. Endorsement  

 
An endorsement covering the City shall be added to all policies.  The endorsement shall 
read:  
 
Athe City of Jersey City, its officers, agents, servants and employees shall be held 
harmless and indemnified against any act or omission or condition or claim arising 
out of and during the performance of the work under this Contract.@ 
 
The above shall also specifically cover Automobile Insurance including owned vehicles, 
hired vehicles and other non-owned vehicles. 
 

e. Types of Required Insurance 
 

A. Worker’s Compensation Insurance: The Vendor shall procure and 
maintain during the life of this Contract, Worker’s Compensation insurance as 
required by New Jersey law for all employees to be engaged in work under this 
Contract. 
 
B. Vendor’s General Liability Insurance, Property Damage Insurance and 
Professional Liability Insurance: The Vendor shall procure and maintain during 
the life of this Contract, Vendor’s General Liability Insurance, Property Damage 
Insurance and Professional Liability Insurance in the amount of $5,000,000.00 per 
occurrence and $10,000,000.00 aggregate with companies and in the form to be 
approved by the City.  Said insurance shall provide coverage to the Vendor and the 
City, its officers, agents, servants, and employees as their interest may appear.  The 
coverage so provided shall protect against claims for personal injuries, including 
accidental death, as well as claims for property damages, which may arise from any 
act or omission of the City, the Vendor or by anyone directly or indirectly employed 
by them. 
 
C. Automobile Insurance: Liability Insurance to cover each automobile, truck, 
vehicle or other equipment used in the performance of the Contract in an amount 
not less than $1,000,000.00 on account of injury, death or property damage to one 
person and not less than $2,000,000.00 on account of injury or death of two or more 
persons. 
 
D. Additional Insured: All policies required in Section 5 B and 5 C must include the 
City of Jersey City as an additional insured. 
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E. Employee dishonesty: Blanket bond in the amount of $500,000. 
 
7.7. Indemnity 
The Vendor agrees to indemnify, hold harmless and defend the City, its officers, agents, 
servants and employees as their interests may appear, from any and all liability including 
claims, demands, losses, costs, damages and expenses of every kind and description or 
damage to persons or property arising out of or in connection with or occurring during the 
course of this agreement where such liability is founded upon or grows out of the acts, 
errors or omissions of the Vendor, its officers, employees, agents or subcontractors. The 
Vendor will after reasonable notice thereof, defend and pay the expense of defending any 
suit which may be commenced against the City, its officers, agents, servants and employees 
as their interests may appear, by any third person alleging injury by reason of such 
carelessness or negligence and will pay any judgment which may be obtained against the 
City, its officers, agents, servants and employees as their interests may appear in such suit.  
In defending any suit, the Vendor shall not, without obtaining express written permission 
in advance from City’s Corporation Counsel, raise any defense involving in any way the 
immunity of the City or the provisions of any statute respecting suits against the City.  The 
Vendor shall be required to provide all appropriate documentation demonstrating the 
compliance with indemnity requirements of the Contract to the City with the executed 
Contract. 
 
7.8. Disputes 
The City and Vendor agree that in the event of a dispute arising under the Agreement, 
whether involving law or fact or both or extra work or claims for additional compensation 
or claims for alleged breach of Contract the parties agree to follow the procedures set forth 
below: 
 

a. All such disputes shall be reported to the Business Administrator or his 
authorized designee, within Forty-Eight (48) hours of commencement of 
such dispute.  Vendor shall submit a detailed claim with such specificity to 
provide the Business Administrator with an intelligent basis for resolving the 
dispute. The documentation shall include but not be limited to location, 
payroll records, name of guard, shift of duty and hours worked, as well as a 
copy of the security log book for the location.  Any claim not presented within 
the time limit specified in this paragraph shall be deemed to have been 
waived except that if the claim is of a continuing character and notice of the 
claim is not given within Forty-Eight (48) hours of its commencement, the 
claim will be considered only for the period commencing Forty-Eight (48) 
hours prior to the receipt by the City of notice thereof. 
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b. Each decision by the Business Administrator will be in writing and will be 
mailed to the Vendor by registered or certified mail, return receipt 
requested, directed to his last known address. 

 
c. If the Vendor does not agree with any decision of the Business Administrator, 

he shall in no case allow the dispute to delay the work but shall notify the 
City promptly that he is proceeding with the work under protest; however, 
the Vendor may exclude any disputed claim from the final release.  

 
d. In the event of disputes involving non-monetary issues, the Business 

Administrator’s decision shall be final.  The Business Administrator may 
conduct such fact finding as he deems necessary in order to resolve the 
dispute. 

 
7.9 Payments  
 
7.9.1 Method of Payment 
 
In consideration of the faithful performance by the Vendor of its agreement hereunder, 
during the term of this Contract the City covenants and agrees to pay the Vendor in 
accordance with the Vendor’s fees quoted.   
 
Pursuant to the terms herein, the Vendor agrees to provide to the Business Administrator 
or his authorized designee a complete written invoice monthly for all services provided to 
the City. 
 
Invoices for payments shall be submitted on the Vendor’s standard invoice form previously 
approved by the Business Administrator or his authorized designee.  In addition, each 
invoice shall reference the City’s purchase order number supplied by the Director of 
Purchasing at the time of Contract award. 
 
The Vendor will submit documentation each month with the invoices of all full-time and 
part-time employees receiving the statutorily required wage and benefits rates provided 
under by Chapter 3, Article VI, Section 3-51G of the Jersey City Municipal Code, if 
applicable.  
 
The Vendor shall make written weekly reports to the City which shall indicate the names of 
the security guards at each location whether full-time or part-time, the number of hours 
worked on each day (including starting time and ending time) and a log of all investigations 
and complaints or incidents.  A copy of the daily logs shall be submitted each billing period. 
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The Vendor will provide written weekly  inspection reports at a minimum of two (2) per 
location of each shift on varied days and times stating the dates and times of the 
supervisor=s visit and findings at the locations with a signature and any comments from the 
guard to be submitted with each request for payment.  
 
In addition to the Vendor’s invoice, the Vendor shall execute a Partial Payment Voucher 
supplied by the City, for each application for payment. 
 
The acceptance by the Vendor of any partial payment shall be and shall operate as a release 
to the City of all claims and all liability to the Vendor for all things done or furnished in 
connection with this payment and for every act and negligence of the City and others 
relating to  or arising out of this work.  No payment, however, final or otherwise, shall 
operate to release the Vendor or his Surety from any obligation under this contract or the 
performance bond. 
 
The Vendor will be entitled to monthly payments for services supplied in the previous 
month.  Invoices are to be issued on or before the first of each month for approval by the 
Municipal Council on the fourth Wednesday of the month invoiced. Failure of the City to 
satisfy this schedule shall not entitle the Vendor to interest charges, penalties or any other 
type of escalation of the invoiced amount. 
 
Request for payments to the Vendor shall be submitted for approval by the City Council 
after the Business Administrator or his authorized designee verifies the information 
submitted by the Vendor and executes the partial payment voucher.  Payments can only be 
made after approval by the City Council.  
 
At the beginning of the contract term, the Vendor must submit to the City a list containing 
the names and hiring dates of all employees who will be providing security guard services 
under the Vendor’s contract with the City.  The list shall be updated if the Vendor hires new 
employees in this category during the contract term.   
 
7.9.2 Wages and Benefits – Unarmed Guards  
 
City of Jersey City Ordinance 12-090, amending Chapter 3, Article VI, Section 3-51G of the 
City Code, adopted July 18, 2012 (the “Ordinance”), attached hereto as Appendix A, 
requires that certain workers shall be paid not less than the standard hourly rate and shall 
not receive less than the standard benefits for the relevant covered classification.  At the 
time of the writing of this RFP, only unarmed guards are eligible under the Ordinance, 
however there are certain wage requirements for armed guards as provided below.  
Vendors are strongly encouraged to carefully review both the Ordinance and these RFP 
requirements.    
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Under the Ordinance, the Vendor is required to pay its employees 150% of the federal 
minimum wage or the hourly rate of pay for work performed within the City under the 
collective bargaining agreement (“CBA”) covering the largest number of hourly non-
supervisory employees employed within Hudson County in the relevant classification 
under a preceding qualified contract, whichever is higher.  The applicable collective 
bargaining agreement is attached hereto as Appendix B, and summary of the required wages 
and benefits is attached hereto as Appendix C1.   
 
In addition to the above, there shall be annual adjustments of the standard hourly rate of 
pay, benefits and paid leave during the term of the contract, as further discussed in Section 
7.9.3 below.  The Selected Vendor shall provide proof that its employees have been 
provided with the standard rate of pay, benefits and paid leave mandated hereunder. The 
Selected Vendor shall also make a good faith effort to security guards who are residents of 
Jersey City. A "good faith" effort means that the Vendor will advertise in a local newspaper 
and seek and consider referrals from the Employee Register of the Jersey City Employment 
and Training Program list. 
 
Pursuant to the Ordinance, “standard benefits” for unarmed security guards employed by 
the Vendor pursuant to this solicitation include an hourly supplement furnished by the 
Vendor in one of the following ways: 1) in the form of health benefits that cost the 
employer the entire required hourly supplemental amount; 2) by providing a portion of the 
supplement in the form of health benefits and the balance in cash; or 3) by providing the 
entire supplement in cash. The required hourly supplemental rate shall be equal to the 
monetary value of the benefits provided by the collective bargaining agreement covering 
the largest number of hourly non-supervisory employees employed within Hudson County 
(see wage, benefits and paid leave chart below).  The security guards shall be provided 
health and major medical insurance approved by the N.J. Department of Banking and 
Insurance.  The policy will begin no later than the sixtieth (60) day of work by the security 
guards.  The Vendor will attach a copy of the policy or certificate of insurance listing the 
benefits that are included.   Since most group plans take 60 days for processing before 
billing and providing the benefits, the Vendor will not be reimbursed for those amounts 
during this time period. 
 
Unarmed security guards will receive standard paid leave as required by the Ordinance as 
provided by the collective bargaining agreement covering the largest number of hourly 

                                                        
1 Appendix C was prepared as a summary of the Collective Bargaining Agreement and the Ordinance and is 
attached for convenience only.   If the terms of Appendix C differ from the CBA or Ordinance, the terms of the 
CBA and/or Ordinance, as applicable, control.  
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non-supervisory employees employed within Hudson County (see wage, benefits and paid 
leave chart below).  
 
The Vendor will include with its proposal a certification describing the manner in which 
the benefits mandated under the Ordinance will be provided to the Vendor’s unarmed 
security guards providing services under the Contract with the City (attached to this RFP). 
This certification shall also include a statement by the Vendor that it will comply with the 
Ordinance. Vendor must also provide a breakdown of wages and benefits, as indicated in 
the sample attached hereto as Appendix D.   
 
7.9.3 Adjustment of Vendor's Compensation Schedule – Unarmed Guards 
 
Contractor should base bid on expected increases in wage and benefits, taxes, insurance 
and other related costs.  At the end of the first twelve months of the contract and for each 
twelve month period thereafter including any option period exercised by the City, the 
Vendor’s compensation shall be increased in the following way: The annually adjusted 
hourly rate of pay shall be the previous hourly rate of pay increased by the annual 
percentage difference between the current New York Metropolitan Area Consumer Price 
Index (CPI) for all items for All Urban Consumers and the same CPI for same month of the 
previous year, or the hourly rate of pay for work performed within the City under the 
current collective bargaining agreement covering the largest number of hourly non-
supervisory employees employed within Hudson County in the relevant classification, 
whichever is higher.   The benefit rate shall also be annually adjusted accordingly. 
 
The Vendor shall pay and provide the same to its employees hereunder and shall comply 
with all the terms and provisions of the Proposal in connection therewith.  At the 
commencement of the Option Period, if any, the Vendor shall submit to the City its plan for 
each year's compliance with the Proposal. 
 
7.9.4 Wages and Benefits – Armed Guards  
 
For armed guards, the contract shall require compliance with the United States Department 
of Labor’s wage determination under the Service Contract Act (SCA), 41 U.S.C. § 351 et seq. 
This standard has also been adopted under New Jersey law for State contracts: 
  

"Prevailing wage for building services "means the wage and benefit rates 
designated by the commissioner based on the determinations made by the 
General Services Administration pursuant to the federal "Service Contract Act 
of 1965" (41 U.S.C. § 351 et seq.), for the appropriate localities and 
classifications of building service employees. N.J. Stat. § 34:11-56.59 
  

http://www.lexis.com/research/xlink?app=00075&view=full&searchtype=get&search=N.J.+Stat.+%A7+34%3A11-56.59
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The appropriate classification under the U.S. DOL’s schedule of wages is “Guard II”.  For 
Hudson County, the compensation rate for the Guard II classification is $20.36. Therefore, 
wages for armed guards must be at the rate of $20.36 or higher.  
 
Under this contract armed guards shall be retired police officers, therefore the City expects 
that all armed guards will have health benefits.  In the event an armed security guard is not 
covered by reason of his or her retirement with health benefits that conform with the 
requirements of the Patient Protection and Affordable Care Act, such armed security guard 
shall be provided with the standard benefits required for unarmed security guards under 
Chapter 3, Article VI, Section 3-51G of the Jersey City Code of Ordinances. See Section 7.9.2, 
above. 
 
Upon hire of any armed security guard, the Vendor shall provide the City with either:  1) a 
waiver, signed by the armed security officer and including proof that the armed security 
officer is covered by reason of his or her retirement with health benefits that conform with 
the requirements of the Patient Protection and Affordable Care Act; or 2) proof that the 
vendor is providing the armed security guard with the standard benefits required for 
unarmed security guards under Chapter 3, Article VI, Section 3-51G of the Jersey City Code 
of Ordinances. The Vendor shall immediately advise the City with any change in 
the coverage of any armed security guard. 
 

The Vendor will include with its proposal a certification describing the manner in which 
the benefits mandated under this RFP will be provided to the Vendor’s armed security 
guards providing services under the Contract with the City (attached to this RFP). This 
certification shall also include a statement by the Vendor that it will comply with the RFP. 
Vendor must also provide a breakdown of wages and benefits, as indicated in the sample 
attached hereto as Appendix D.   
 

 

7.9.5 Adjustment of Vendor's Compensation Schedule – Armed Guards 
 
Annual adjustments to wages shall be made in accordance with the Register of Wage 
Determinations Under the Service Contract Act, currently located at 
http://www.wdol.gov/wdol/scafiles/std/05-2353.txt?v=15.  
 
7.9.6 Availability of Funds 
 
The award of any Contract pursuant to this RFP, including any extensions, shall in all cases 
be subject to the availability of funds duly appropriated for these purposes.  Any Contract 
as awarded shall immediately cease to be in effect at such time as funds cease to be 
available for these purposes. 

http://www.wdol.gov/wdol/scafiles/std/05-2353.txt?v=15
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SECTION 8: REQUIRED ADMINISTRATIVE FORMS 
 
Please place the checklist and the required forms which follow at the front of your proposal 
to facilitate the City’s review. 
 
CITY OF JERSEY CITY PROJECT:    
 
VENDOR:  ________________________________________ 
 
VENDOR’S CHECKLIST 

 
Item 

Vendor 
Initials 

Administration 
Review 

A. Proposal*   

B. Non-Collusion Affidavit properly notarized   

C. Public Disclosure Statement*   

E. Mandatory Affirmative Action Language   

F. Americans with Disabilities Act   

G. Affirmative Action Compliance Notice   

H. MWBE Questionnaire   

I. Employee Information Report (or Form AA302)   

J. Business Registration Certificate   

K. Letter of intent   

L. Acknowledgment of Receipt of Addenda*    

M. Certification of Compliance with Section 3-51G of the 
Municipal Code 

  

N. Bid Guarantee*   

O. Consent of Surety*   

P. Original signature(s) on all required forms.   

 
*Failure to include items marked with an asterisk (*) with the proposal will result in 
automatic rejection of the proposal. 



 

 

 
CERTIFICATION OF VENDOR COMPLIANCE WITH SECTION 3-51G OF THE MUNICIPAL 
CODE MANDATING HOURLY RATES OF PAY, VACATION BENEFITS & HEALTH 
INSURANCE BENEFITS FOR UNARMED GUARDS, AND COMPLIANCE WITH ARMED 
GUARDS WAGE AND BENEFIT REQUIREMENTS AS SET FORTH IN THIS RFP 
 
 
With regard to unarmed guards, this contract is subject to Chapter 3, Article VI, Section 3-
51G and Section 3-51.3 of the City Code. Copies of Section 3-51G and Section 3-51.3 of the 
City Code are attached. All employees of the Contractor subject to the City Code shall 
receive no less than statutorily required wage and benefits rates provided therein. 
 
With regard to armed guards, this contract is subject to wage and benefit requirements as 
set forth in this RFP, Section 7.9.4. 
 
Pursuant to Chapter 3, Article VI, Section 3-51G of the City Code, all employees providing 
unarmed security guard services employed by the Bidder pursuant to this solicitation shall 
receive an hourly supplement furnished by the Bidder in one of the following ways: 1) in 
the form of health benefits that cost the employer the entire required hourly supplemental 
amount; 2) by providing a portion of the supplement in the form of health benefits and the 
balance in cash; or 3) by providing the entire supplement in cash. The required hourly 
supplemental rate shall be equal to the monetary value of the benefits provided by the 
collective bargaining agreement covering the largest number of hourly non-supervisory 
employees employed within Hudson County (see wage,  benefits and paid leave chart 
below).   
 
All employees providing unarmed security guard services will receive standard paid leave 
as required by City Code Chapter 3, Article VI, Section 3-51G (see wage,  benefits and paid 
leave chart below).   
 
 The Contractor shall retain for a 90-day transitional employment period all employees 
who were employed by the terminated contractor and its subcontractors at the building(s) 
covered by the predecessor’s terminated contract. 
 
During the transitional employment period, if the City finds that fewer employees are 
required to perform the new service contract than had been performing such services 
under the terminated contract, then per the City’s finding and with written consent from 
the City, the successor contractor may undertake a layoff process, and shall retain 
employees by seniority within job classification. The successor contractor shall maintain a 
preferential hiring list of those employees not retained, if any, from which the successor 
contractor or its subcontractors shall hire additional employees. Except for such layoffs, 
during the 90-day transition period, the successor contractor shall not discharge without 
cause an employee retained pursuant to this section. Neither bidders nor the successor 



 

 

contractor have the ability to alter the scope of work, number of personnel or hours 
required at each location as per the within RFP, without prior written consent of the City.    
 
 
 At the end of the 90-day transition employment period, the successor contractor shall 
perform a written performance evaluation for each employee retained pursuant to this 
section. If employee’s performance during such 90-day period is satisfactory, the successor 
contractor or subcontractor shall offer the employee continued employment under the 
terms and conditions established by the successor contractor or subcontractor or as 
required by law. 
  
The Contractor providing unarmed security guard services shall also make a good faith 
effort to hire persons who are residents of Jersey City, women and minorities. (Please see 
the attached copy of Section 3-51G for all information). 
 
All bidders are required to attach this certification a statement describing how the Bidder 
will provide the employee benefits required for unarmed and armed security guards. 
 
The Bidder awarded the contract for this project shall keep Certified copies of payroll 
records for each employee performing any work under the contract showing that it has 
complied with the wage and benefit provisions set forth herein. The records shall be kept 
for two years from the date of the final payment. 
 
During the term of the contract, the records shall be available during normal business 
hours for inspection by the City Business Administrator or his designee.  A Contractor’s 
non-compliance with Section 3-51G and/or this RFP will be considered a material breach of 
contract which if not cured within ten business days of notice by the City will be grounds to 
terminate the contract. 
 
In signing this document, Contractor certifies that it will comply with wage and benefits 
provisions of Section 3-51G and this RFP.  Compliance with this ordinance is a condition of 
acceptable performance under the contract.  Failure to comply with the terms of the 
ordinance shall be grounds for terminating the contract. 
 
 
                                                                              ________________________________________                                            
Witness       Name of Vendor 
 
 
       By: ____________________________________________                                                  
 
       Title: _________________________________________                                                
 
  



 

 

 
  

LETTER OF INTENT 
 
(Note: To be typed on Vendor’s Letterhead.  No Modifications may be made 
to this letter. 
 
[insert date] 
Attn: Peter Folgado, Purchasing Agent  
Jersey City Department of Administration 
394 Central Ave., 2nd Floor 
Jersey City, NJ 07307 
 
Dear Mr. Folgado: 
 
The undersigned as Vendor, has (have) submitted the attached Proposal in response to a 
Request for Proposals (RFP), issued by the City of Jersey City (City), dated [insert date], in 
connection with the City’s need for Security Guard Services. 
 
Name of Vendor HEREBY STATES 
 
1. The Proposal contains accurate, factual and complete information. 
 
2. (Name of Vendor) agrees (agree) to participate in good faith in the procurement 
process as described in the RFP and to adhere to the City’s procurement schedule. 
 
3. (Name of Vendor) acknowledges (acknowledge) that all costs incurred by it (them) in 
connection with the preparation and submission of the Proposal prepared and submitted 
in response to the RFP, or any negotiation which results therefrom shall be borne 
exclusively by the Vendor. 
 
4. (Name of Vendor) hereby declares (declare) that the only persons participating in this 
Proposal as Principals are named herein and that no person other than those herein 
mentioned has any participation in this Proposal or in any contract to be entered into with 
respect thereto. Additional persons may subsequently be included as participating 
Principals, but only if acceptable to the City.  
 
5. (Name of Vendor) declares that this Proposal is made without connection with any 
other person, firm or parties who has submitted a Proposal, except as expressly set forth 
below and that it has been prepared and has been submitted in good faith and without 
collusion or fraud. 
 
 
 



 

 

 
6. (Name of Vendor) acknowledges and agrees that the City may modify, amend, suspend 
and/or terminate the procurement process (in its sole judgment). In any case, the City shall 
not have any liability to the Vendor for any costs incurred by the Vendor with respect to the 
procurement activities described in this RFP. 
 
 
7. (Name of Vendor) acknowledges that any contract executed with respect to the 
provision of [insert services] must comply with all applicable affirmative action and similar 
laws. Vendor hereby agrees to take such actions as are required in order to comply with 
such applicable laws. 
 
 
_______________________________   
(Signature of Chief Executive Officer or Principle)   
 
_______________________________   
 
(Typed Name and Title)     
_______________________________   
(Typed Name of Firm)*      
_______________________________   
Dated         
 
*If joint venture, partnership or other formal organization is submitting a Proposal, each 
participant shall execute this Letter of Intent. 
 
  



 

 

CITY OF JERSEY CITY 
ADDENDUM ACKNOWLEDGEMENT FORM 

REQUEST FOR PROPOSALS FOR 
SECURITY GUARD SERVICES 

 
 
The undersigned acknowledges receipt of the following addenda to the proposal document:  

 
 
THE COMPLETED ACKNOWLEDGEMENT OF ADDENDA FORM SHOULD BE 
RETURNED WITH PROPOSAL PACKAGE: NOT TO BE SENT SEPARATELY  
 
 
NOTE: Failure to acknowledge receipt of all addenda will cause the proposal to be 
considered non-responsive and proposal will be rejected. Acknowledged receipt of each 
addendum must be clearly established and included with the proposal pursuant to N.J.S.A. 
40A:11-23.2 (e). 
 
  
 
Addendum No. ________ Dated __________ 
 
Addendum No. ________ Dated __________ 
 
Addendum No. ________ Dated __________ 
 
 
 
 
  
Name of Vendor:  __________________________________ 
  
Street Address:   __________________________________  
 
City, State, Zip:    __________________________________ 
 
Authorized Signature: ________________________________   
 
Date:                        _________________________________ 
  



 

 

 

BID GUARANTEE 
 
 

Attach herewith is a:  (Check one)                                                                                                
 
     ______ Certified Check 
     ______ Cashier’s Check       
     ______  (bid bond) 
 

In the amount of $ _________________representing 10% of the total amount bid, but not 
exceeding $20,000.00. 
 
The undersigned agrees that this check or bond is to be forfeited as liquidated damages and 
not as a penalty, if the contract is awarded to the undersigned and he shall fail to execute 
the contract for the project or forward the bond required within the stipulated time. 
Otherwise, the check or bond will be returned to the undersigned. 
 
Each bid shall be accompanied by a certified check , cashier's check or bid bond in the 
amount of not less than 10% of the total amount bid proposal, but in no case need the 
certified check, cashier's check or bid bond or any combination thereof, exceed $20,000.00 
and shall be not less than $500.00. No cash will be accepted.   The Vendor’s bond shall be 
made by a surety company qualified to do  business in the State of New Jersey and must be 
signed by an officer or agent of the surety company authorized to execute the Bid Bond on 
behalf of the surety company. Include with the bond such documents which indicate that 
the officer or agent is authorized to execute the bid bond. If a certified check is offered as a 
guarantee, it shall be made payable to the City of Jersey City. 



 

 

NON COLLUSION AFFIDAVIT 
STATE OF NEW JERSEY 
CITY OF JERSEY CITY ss: 
 
I certify that I am ______________________________________________________________ 
 
of the firm of _________________________________________________________________ 
 
the bidder making the proposal for the above named project, and that I executed the said 
proposal with full authority so to do; that said bidder has not, directly or indirectly entered into 
any agreement, participated in any collusion, or otherwise taken any action in restraint of free, 
competitive bidding in connection with the above named project; and that all statements 
contained in said proposal and in this affidavit are true and correct, and made with full 
knowledge that the City of Jersey City relies upon the truth of the statements contained in said 
proposal and in the statements contained in this affidavit in awarding the contract for the said 
project. 
 
I further warrant that no person or selling agency has been employed to solicit or secure such 
contract upon an agreement or understanding for a commission, percentage, brokerage or 
contingent fee, except bona fide employees or bona fide established commercial or selling 
agencies maintained by (N.J.S.A. 52: 34-25) 
 
(Signature of respondent) _____________________________________________________ 
 
 
SUBSCRIBED AND SWORN TO 
BEFORE ME THIS DAY               ___________________________OF 20_________ 
 
(TYPE OR PRINT NAME OF  AFFIANT UNDER SIGNATURE) 
 
NOTARY PUBLIC OF 
MY COMMISSION EXPIRES: 20 . 
 
(NOTE: THIS FORM  MUST BE COMPLETED, NOTARIZED AND RETURNED WITH 
THIS PROPOSAL). 



 

 

PUBLIC DISCLOSURE INFORMATION 
Chapter 33 of the Public Laws of 1977 provides that no Corporation or Partnership shall be 
awarded any State, City, Municipal or Schools District contracts for the performance of any 
work or the furnishing of any materials or supplies, unless prior to the receipt of the bid or 
accompanying the bid of said corporation or partnership there is submitted a public disclosure 
information statement. The statement shall set forth the names and addresses of all stockholders 
in the corporation or partnership who own ten percent (10%) or more of its stock of any class, or 
of all individual partners in the partnership who own a ten percent (10%) or greater interest 
therein. 
 
STOCKHOLDERS: 
 

Name Address % owned

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
SIGNATURE : _________________________________________________________________ 
 
 
TITLE:               ________________________________________________________________ 
 
 
SUBSCRIBED AND SWORN TO 
BEFORE ME THIS DAY               ___________________________OF 20_________ 
 
(TYPE OR PRINT NAME OF  AFFIANT UNDER SIGNATURE) 
 
NOTARY PUBLIC OF 
MY COMMISSION EXPIRES: 20 . 
 
(NOTE: THIS FORM  MUST BE COMPLETED, NOTARIZED AND RETURNED WITH 
THIS PROPOSAL). 
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APPENDIX C TO RFP 
Wage and Benefit Scheduled Based on Security CBA  

 

Date Minimum Rate* 
CBA Wage 
Increase** CBA Health Benefits*** Vacation Paid Sick Leave 

6/1/2014 $10.88 $0.40 n/a 

5 days after 1 year, 10 
days after 5 years, 15 days 
after 8 years 

Pursuant to the Earned Sick Leave 
Ordinance, all employees accrue one 
hour of paid sick leave for every 30 
hours worked up to a 40 hour per year 
maximum. Accrued sick leave may be 
used after 90 days of employment for 
the purposes and under the conditions 
defined in the Ordinance.  

1/1/2015 $10.88 $0.00 
$2.82 per hour or 
$366.00 per month 

5 days after 1 year, 10 
days after 5 years, 15 days 
after 8 years 

Pursuant to the Earned Sick Leave 
Ordinance, all employees accrue one 
hour of paid sick leave for every 30 
hours worked up to a 40 hour per year 
maximum. Accrued sick leave may be 
used after 90 days of employment for 
the purposes and under the conditions 
defined in the Ordinance.  

4/1/2015 $10.88 $0.40 
$2.82 per hour or 
$366.00 per month 

5 days after 1 year, 10 
days after 5 years, 15 
days after 8 years 

Pursuant to the Earned Sick Leave 
Ordinance, all employees accrue 
one hour of paid sick leave for every 
30 hours worked up to a 40 hour 
per year maximum. Accrued sick 
leave may be used after 90 days of 
employment for the purposes and 
under the conditions defined in the 
Ordinance.  



Date Minimum Rate* 
CBA Wage 
Increase** CBA Health Benefits*** Vacation Paid Sick Leave 

1/1/2016 $10.88 $0.00 
$3.03 per hour or 
$394.00 per month 

5 days after 1 year, 10 
days after 5 years, 15 
days after 8 years 

Pursuant to the Earned Sick Leave 
Ordinance, all employees accrue 
one hour of paid sick leave for every 
30 hours worked up to a 40 hour 
per year maximum. Accrued sick 
leave may be used after 90 days of 
employment for the purposes and 
under the conditions defined in the 
Ordinance.  

4/1/2016 $10.88 $0.45 
$3.03 per hour or 
$394.00 per month 

5 days after 1 year, 10 
days after 5 years, 15 
days after 8 years 

Pursuant to the Earned Sick Leave 
Ordinance, all employees accrue 
one hour of paid sick leave for every 
30 hours worked up to a 40 hour 
per year maximum. Accrued sick 
leave may be used after 90 days of 
employment for the purposes and 
under the conditions defined in the 
Ordinance.  

1/1/2017 $10.88 $0.00 
$3.28 per hour or 
$426.00 per month 

5 days after 1 year, 10 
days after 5 years, 15 
days after 8 years 

Pursuant to the Earned Sick Leave 
Ordinance, all employees accrue 
one hour of paid sick leave for every 
30 hours worked up to a 40 hour 
per year maximum. Accrued sick 
leave may be used after 90 days of 
employment for the purposes and 
under the conditions defined in the 
Ordinance.  



Date Minimum Rate* 
CBA Wage 
Increase** CBA Health Benefits*** Vacation Paid Sick Leave 

4/1/2017 $11.00 $0.45 
$3.28 per hour or 
$426.00 per month 

5 days after 1 year, 10 
days after 5 years, 15 
days after 8 years 

Pursuant to the Earned Sick Leave 
Ordinance, all employees accrue 
one hour of paid sick leave for every 
30 hours worked up to a 40 hour 
per year maximum. Accrued sick 
leave may be used after 90 days of 
employment for the purposes and 
under the conditions defined in the 
Ordinance.  

 
* In no circumstances are workers paid less than this minimum- under the CBA, workers make the greater of the minimum rate or 
the amount of the wage increase on top of their base hourly rate 
** Incumbents receive wage increase on top of base hourly rate 
*** Health fund contributions are on all compensated hours. 

 



 

 

 

 

 

APPENDIX D 

 

Sample of Cost Breakdown for Unarmed and Armed Guards 

 

 

 

 

 

Description   Details Percent 

Total 

Charges 

 

  

 
    

Hourly Wage Rate  
 

Charge for employee wages 

per city law     

Hourly Benefits Rate 
 

Charge for employee health 

care benefits per city law     

Paid Leave Required Under Law  

 
    

Payroll Taxes 
  

    

Number of FTEs (1 FTE =2080 

Hours per Year)   FTEs     

Workers Compensation Insurance, Unemployment Insurance, Temporary 

Disability Insurance required by law     

Contractor charge for startup costs   Details attached     

Contractor charge for supplies and 

ongoing operating costs   Details attached     

Contractor management fee (including supervision and office administration)     

      

TOTAL CONTRACT CHARGE 

YEAR ONE         
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