
 

 

REQUEST FOR PROPOSAL 
Renovation Services: Office Wing, Kitchen, and Storage Area 

Introduction: 

The National Youth Science Foundation (“NYSF”) is requesting proposals from qualified and licensed 
professional vendors (“Contractor”) for Renovation Services (“Renovation Services”) for the 
NYSF’s Research and Education Center (REC) at 494 Riverstone Road, Davis, WV 26260. The 
purpose of these Renovation Services is to remove non-structural cubicle dividers in the office wing 
of the NYSF’s REC and to increase the capability and capacity of the kitchen and adjacent storage 
area. The NYSF plans to further develop the NYSCenter in order to relocate the NYSF’s flagship 
program, the National Youth Science Camp (NYSCamp), to the NYSCenter; the NYSCenter will host 
other science, technology, engineering, and mathematics programs throughout the year. Ultimately, 
the NYSF expects the NYSCenter to support the feeding and housing of as many as 170 people at 
residential programs as long as four weeks in duration. Additional information about this project 
including maps and photographs is available at http://www.nyscenter.us. “As-Built” Schematics of the 
REC and representative photographs are available online at http://www.nyscenter.us/rfp. The NYSF 
would benefit from the expertise provided by the selected contractor. 

Scope of Services: 

The following services/tasks at a minimum, but not limited to, will need to be provided: 

• Office Wing 
o Demolition of interior, non-structural cubicle partitions on both the first and second floors of 

the office wing. A total of 20 office cubicles and two team meeting areas are on each floor. 
o Several partitions include receptacles, light switches, and other devices that need to be 

terminated, relocated, or otherwise accommodated. 
o Carpet must be repaired or replaced as necessary. 
o Removal and disposal of all demolition dust, waste, and debris. 
o Compliance with any and all local code and permitting requirements. 

• Kitchen 
o Installation of a stand-alone fire suppression system in an existing exhaust hood in the 

catering kitchen. 
o Installation of an existing convection oven supplied by the NYSF. This will require returning 

the convection oven to use natural gas from propane. 
o Installation of a new range to be supplied by the NYSF. 
o Installation of a new commercial dishwasher to be supplied by the NYSF. 
o Compliance with any and all local code and permitting requirements for a commercial-level 

kitchen. 

• Adjacent Storage Area 

http://www.nyscenter.us/
http://www.nyscenter.us/rfp
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o Installation of a stainless steel serving counter and matching roll-up counter door. This will 
require modification of a portion of a non-structural interior divider wall separating the 
storage area from the conference hall. 

o Removal and disposal of all demolition dust, waste, and debris. 
o Compliance with any and all local code and permitting requirements for a commercial-level 

kitchen. 

Project Schedule: 

• It is anticipated that this contract will be awarded by Friday, November 30, 2018. 

• It is further expected that the agreement between the NYSF and the Contractor will be executed 
no later than December 15, 2018. 

• Ideally, the Renovation Services would be completed by February 28, 2019. 

Submittal Requirements: Please provide the following information. 

• Letter of Transmittal: The letter Is not intended to be a summary of the proposal itself. The letter 
of transmittal must contain the following statements and information: 

o Company name, address, and telephone numbers of the firm submitting the proposal. 
o Name, title, mailing address, E-mail address, and telephone number of the person or 

persons to contact who are authorized to represent the firm and to whom correspondence 
should be directed. 

o Federal and state taxpayer identification numbers of the firm. 
o Briefly state your understanding of the services to be performed and commitment to provide 

the services specified. 
o The letter must be signed by a corporate officer or other individual who is legally authorized 

to bind the applicant to both its proposal and cost schedule. 
o Statement which indicates “proposal and cost schedule shall be valid and binding for ninety 

(90) days following the proposal due date and will become part of the contract that is 
negotiated with the NYSF.” 

• General Vendor Information: 
o Length of time in business. 
o Length of time in business of providing the proposed services. 
o Number of full-time personnel. 
o Location of office which would service this account. 

• Description of Services: 
o Describe how your firm is positioned to provide the services listed in this request for 

proposals and provide a history of experience on providing similar services. 
o Describe your approach to providing these services. 
o Provide insight on how your team will complete our project. 

• References: 
o Name, title, address, and telephone number of three references for clients whom you have 

provided similar services. 
o Describe the actual services provided and the length of tenure providing services to each 

client referenced. 

• Staff Resources: 
o Identify names of principals and key personnel who, if your company is selected, will 

actually provide the interior renovation services. 
o Summarize the experience and expertise of these staff. 
o Describe the role and responsibilities that each of these individuals will have. 

• Default: 
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o If your company has had a contract terminated for default during the past five years, all 
such incidents must be described. Termination for default is defined as notice to stop 
performance due to the vendor’s non-performance or poor performance; and the issue was 
either (a) not litigated or (b) litigated, and such litigation determined the vendor to be in 
default. If default occurred, list complete name, address and telephone number of the party. 
If NO such terminations for default have been experienced by the vendor in the past five 
years, declare that. The NYSF will evaluate the facts and may, at its sole discretion, reject 
the vendor’s proposal if the facts discovered indicate that completion of a contract resulting 
from this RFP may be jeopardized by selection of this vendor.  

• Other Information: 
o Beyond the scope of this RFP, what services (related or otherwise) does your organization 

provide that may be of interest to the NYSF? 

• Summary: 
o Summarize your proposal and your firm’s qualifications. Additionally, you may articulate 

why your firm is pursuing this work and how it is uniquely qualified to perform it. Include any 
other pertinent information that helps the NYSF determine your overall qualifications. Your 
proposal summary is not to exceed three pages.  

• Cost of Services: 
o The proposal must contain a fee schedule that includes hourly rates for proposed services.  
o Describe how your services are priced, and any specific pricing you are able to provide.  
o Define any additional charges (e.g. travel expenses). 

• Insurance: 
o The following items must be furnished prior to the award of any contract. 
o Contractor shall furnish a certified copy of General Liability Insurance, as well as workers’ 

compensation insurance for company and employees prior to beginning any work, as 
follows: 

o Worker’s Compensation and Employer’s Liability with limits not less than: 
▪ Worker’s Compensation: Statutory; 
▪ Employer’s Liability: 

• $1,000,000 injury-per occurrence 

• $500,000 disease-per employee 

• $1,000,000 disease-policy limit 

• Such insurance shall evidence that coverage applies in the State of West 
Virginia. 

o Comprehensive Motor Vehicle Liability with a combined single limit of liability for bodily 
injury and property damage of not less than $1,000,000 for vehicles owned, non-owned, or 
rented. 

▪ All employees shall be included as insureds. 
o Comprehensive General Liability with coverage written on an “occurrence” basis and with 

limits no less than: 
▪ $2,000,000 Bodily Injury and Property Damage Combined Single Limit 
▪ Coverage is to be written on an “occurrence” basis. 
▪ Coverages shall include: 

• Broad Form Property Damage Endorsement 

• Blanket Contractual Liability (must expressly cover the indemnity provisions of 
the Contract) 

o Professional Liability Insurance. With a limit of liability of not less than $1,000,000 per 
occurrence and $2,000,000 in the aggregate and covering Consultant against all sums that 
Consultant may be obligated to pay on account of any liability arising out of the Contract. 
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o Umbrella Policy. The required coverages may be in any combination of primary, excess, 
and umbrella policies. Any excess or umbrella policy must provide excess coverage over 
underlying insurance on a following-form basis such that when any loss covered by the 
primary policy exceeds the limits under the primary policy, the excess or umbrella policy 
becomes effective to cover such loss. 

o Owner as Additional Insured. Owner shall be named as an Additional Insured on all policies 
except for: 

▪ Worker’s Compensation 
▪ Professional Liability 

o Each such additional Insured endorsement shall identify Owner as follows: NYSF, including 
its Board, its officers, employees, agents, attorneys, consultants, and representatives. 

o Other Parties as Additional Insureds. In addition to Owner, the following parties shall be 
named as additional insured on the following policies: 

▪ Additional Insured Policy or Policies 
▪ None anticipated 

Instructions: 

• Proposals that contain omissions, erasures, alterations, or additions not requested, conditional or 
alternate bids not requested, or that contain irregularities of any kind may be rejected. 

• NYSF reserves the right to make clarifications, corrections, or changes in this RFP at any time 
prior to the proposals being evaluated. Any such changes will be published online at 
http://www.nyscenter.us/rfp. 

• Questions and requests for information must be submitted before 5 PM ET on Wednesday, 
November 14, 2018, to Andrew Blackwood, NYSF Executive Director and CEO, at either (304) 
205-9724 x 91 or andrew.blackwood@nysf.com. 

Proposal Due Date and Submittal Procedure: 

Proposals will be received until 12:00 Noon ET on Friday, November 23, 2018. Please submit one 
paper copy to NYSF, P.O. Box 3387, Charleston, WV 25333-3387 and one electronic copy in PDF 
format to andrew.blackwood@nysf.com.  

Evaluation of Proposals: 

The submitted proposals will be reviewed and selected based upon factors in this RFP including, but 
necessarily limited to, the following: 

• Experience on similar projects with references within the last three years. 

• Ability to meet project deadlines (availability of staff to perform Renovation Services). 

• Completeness of project approach (detailed scope of services/tasks, etc.) 

• Any additional services/tasks not included in this RFP that the Contractor believes will improve the 
project, reduce cost and time, etc. 

• Overall cost. 
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