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INVITATION TO BIDDERS  

 

SOLICITATION NUMBER: 24-6002 
SEALED BIDS FOR PID #6 Holiday Decorations 

 

For further information contact: Lillian Collins 
E-mail address: lillian.collins@fsresidential.com  

 
Bids are solicited for furnishing the merchandise, supplies, services and/or equipment set forth in this Solicitation. Completed Bids 
must be received by the PID 6 General Manager by 3:00pm on May 24, 2024.  Bids must be submitted in a sealed envelope, 
addressed to PID #6, Closing Date and Time, and Company (Bidder) Name clearly marked on the outside envelope, or the bid can be 
submitted via email.  Bids should be mailed, hand delivered, or emailed to the following address:   
 

First Service Residential, 9800 Hillwood Parkway, Suite 210, Ft Worth, TX 76177 
Lillian.Collins@fsresidential.com  

 

*Bids to be delivered by special courier (i.e. Federal Express, Special Delivery etc.) are to be marked 
 
BID MUST BE SUBMITTED BEFORE 3:00pm on May 24, 2024, in order to be considered. Late bids will be returned and will not 
be opened nor considered in the evaluation of the bid. Bids may be withdrawn at any time prior to the official opening. Bids may not be 
altered, amended, or withdrawn after the official opening.  
 
The undersigned agrees, if the bid is accepted, to furnish any and all items upon which prices are offered, at the price(s) and upon the 
terms and conditions contained in the specifications.  The period for acceptance of this bid will be 90 calendar days after the bid opening 
date unless the bidder submits a different date. 
 
I have read and agreed to the attached Terms and Conditions, Instruction to Bidders, and the Invitation to Bid requirements. Failure to 
complete the requested information below may result in rejection of your bid.  This Principal Place of Business is required to have at 
least having one permanent active business office and employee located in Texas.   

 
Company Name:   _______________________________________________________________________________ 

Company Street Address:  _______________________________________________________________________________ 

Company City, State, Zip Code: _______________________________________________________________________________ 

Federal ID Number (TIN):  _______________________________________________________________________________ 

Telephone Number:  ___________________________________ Fax Number: ________________________________ 

Email Address:   _______________________________________________________________________________ 

 
Company’s Authorized Agent 
Name and Title (Typed or Printed): _______________________________________________________________________________ 

Signature:   _______________________________________________________________________________ 
 

 
 

 

 

 

 

 

 

mailto:Lillian.Collins@fsresidential.com
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INSTRUCTIONS TO BIDDERS 

 

1.0 SCOPE OF WORK  
1.1 FirstService Residential, hereinafter “FirstService”, is accepting bids on behalf of the Public Improvement District 

#6, hereinafter “PID” for Holiday Decorations as specified in this Invitation to Bid (ITB.)  
1.2  This Agreement shall begin on the date stated in Purchase Order or Contract (“Effective Date”) and shall expire on 

upcoming date stated in the Purchase Order or Contract, (“Expiration Date”), unless terminated earlier in accordance 
with this Agreement (“Initial Term”).  Upon the expiration of the Initial Term, the Agreement shall renew 
automatically under the same terms and conditions for up to two (2) one-year renewal periods and for a final 3rd 
renewal period which shall expire on completion of the total three-year duration, unless Company provides the other 
party with notice of non-renewal at least 30 days before the expiration of the Initial Term or renewal period.  However, 
if funds are not appropriated, the Company may cancel the Agreement 30 calendar days after providing written 
notification to the Contractor/Vendor. 

1.3 The successful Company/Bidder, hereinafter “Bidder”, will be responsible for  
 Please see Exhibit A (Scope of Work) 

 
2.0  SOLICITATION  

2.1 Bidders are expected to examine all documents that make up this Solicitation.  Bidders shall promptly notify 
FirstService of any omission, ambiguity, inconsistency, or error that the Bidder may discover upon examination of the 

Solicitation.  Bidders must use a complete Solicitation to prepare Bids.  FirstService assumes no responsibility for any 
errors or misrepresentations that result from the use of incomplete Solicitations.  

2.2 Solicitation Schedule: 
2.2.1 ITB Available on PID 6 Website:  May 6 – May 13, 2024 
2.2.2 Explanation or Clarifications Due: 

 2.2.3.1 Deadline:  May 20, 2024 
 2.2.3.2 To:  Lillian Collins 

 2.2.3.3 Email questions to:  lillian.collins@fsresidential.com 
2.2.3 Explanation or Clarifications Answered: 
 2.2.3.1 Deadline:  May 21, 2024 

 2.2.3.2 Answers to any questions will be posted on the PID 6 website:  www.pid6.org  
2.2.3 Solicitation Submittals Due: 

2.2.3.1 Closing Date and Time: May 24, 2024 by 3:00pm 
2.2.3.2  Solicitations to be mailed, hand delivered, or emailed to FirstService Residential, 9800 

Hillwood Parkway, Suite 210, Ft. Worth, TX 76177 or lillian.collins@fsresidential.com 

2.2.4 Anticipated Date of Award: May 31, 2024 
2.2.5 Anticipated Start of Services: November 2024 

 
3.0 EXPLANATIONS OR CLARIFICATIONS  

3.1 Any explanation, clarification, or interpretation desired by a Bidder regarding any part of the Solicitation must be 
requested in writing from FirstService within the allotted schedule for a written addendum to reach each Bidder before 
the submission of their Bid.  Interpretations, corrections, or changes to the Solicitation made in any other manner are 

not binding upon the PID and FirstService, and Bidders shall not rely upon such interpretations, corrections or changes.  
Oral explanations or instructions given before the award of the Contract are not binding.    

3.2 Requests for explanations or clarifications may be emailed to the contact noted on page 1 of this ITB.  The email must 
clearly identify the Bidders name and the Solicitation number.  Any material information given to one Bidder 
concerning a Solicitation will be furnished to all Bidders who have been issued a Solicitation via the PID 6 website.  

3.3 Unauthorized Communications: All Bidders contact regarding this Invitation to Bid (ITB) with employees or officials 
of FirstService or the PID, other than the contact noted on page 1 of this ITB or as otherwise indicated in the ITB, is 

prohibited and may result in disqualification from this procurement process.  No officer, employee, agent or 
representative of the Bidder shall have any contact or discussion, verbal or written, with any employee of FirstService 
and/or the PID, its staff or its consultants, or directly or indirectly through others, seek to influence any PID Member 

and/or FirstService employee, its staff, or its consultants regarding any matters pertaining to this Solicitation, except 
as herein provided.  Any violation of this prohibition may result in the Bidder being disqualified.  Any oral 

communications are considered unofficial and nonbinding regarding this ITB.  
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4.0 PRE-BID CONFERENCE  
If a pre-bid conference is held, the time, place, and nature of the conference will be specified on Page 1 of this ITB solicitation.  

Attendance at pre-bid conferences is mandatory.  
 

5.0 PREPARATION OF BIDS  
Each Bidder must furnish all information required by a Solicitation on the documents provided.  Bids submitted on forms other 
than the forms included in the Solicitation shall be considered non-responsive.  Any attempt to alter the wording in the 

Solicitation is ineffective and will result in rejection of the Bid.  
5.1  Taxes: Purchases of Goods or Services for the PID use are usually exempt from City, State, and most Federal 

Taxes.  Bids may not include exempted taxes.  The successful Bidder should request a Tax Exemption Certificate 
from the Purchasing Division.  Under no circumstances shall FirstService be liable to pay taxes for which 

FirstService has an exemption under any Contract. 
5.2  Brand Name or Equal: If the Solicitation indicates brand name or "equal" products are acceptable, the Bidder 

may offer an "equal" product and must be prepared to demonstrate those features that render it equal.  Final 

determination of a product as "equal" remains with FirstService. 
5.3  Delivery Time: Delivery time, if stated as a number of days, will be based on calendar days.  Time is of the essence.  

If the indicated date cannot be met or the date is not indicated, the Bidder shall state its best delivery time. 
5.4  Free on Board (FOB) Point: Freight Terms shall be FOB Destination, Freight Prepaid and Allowed.  The Bidder 

should quote its lowest and best price, with the goods delivered to the place specified, at the Bidder’s expense and 

risk, and therefore tender delivery to place specified.  Bids offering any other delivery terms are not acceptable and 
may be cause for rejection. 

 5.5 Prices:   
  5.5.1 Bids shall be firm priced offers unless otherwise specified.    
  5.5.2 Pricing shall be entered on the Bid Sheet in ink or typewritten.    

  5.5.3 Totals shall be entered in the "Total Price" column of the Bid Sheet.    
5.5.4 In the event of a discrepancy between unit price and extended price, the unit price shall govern.    

5.5.5 Prices shall be offered in the Dollars of the United States of America (or decimal fractions thereof).  
5.6 Signature: The Bidder must sign each document in the Solicitation requiring a signature.  Any change made to the Bid 

must be initialed by the Bidder.  
5.7 Proprietary Information:  

5.7.1 All material submitted to the PID and FirstService will not be returned.  

5.7.2 Each page containing Proprietary Information must be identified and marked proprietary at time of submittal.  
The PID and FirstService will, to the extent allowed by law, endeavor to protect such information from 

disclosure.  
5.7.3 Failure to identify proprietary information will result in all unmarked sections being deemed non-proprietary 

and available upon public request.  

5.8 Bid Preparation Costs: All costs associated with preparing a Bid in response to a Solicitation shall be borne by the 
Bidder.  

5.9 Payments: All payment terms shall be “Net 60 Days” unless otherwise specified in the bid document.  
 
6.0 SUBMISSION OF BIDS  

6.1 Copies: Unless otherwise specified, Bidders are required to submit one (1) hard copy responses AND one (1) 
electronic copy in Adobe PDF format on flash drive.  

6.2 Documents required with Bid: The following documents must be submitted with each Bid prior to the Due Date and 
Time:  

6.2.1 A completed and signed original ITB form.  
6.2.2 A completed reference Sheet  
6.2.3 Exhibit A:  Scope of Work 

6.2.4 The Bid Sheet; and  
6.2.5 Any other document included in the Solicitation requiring completion or execution by the Bidder.  

6.3 Addenda: Receipt of an Addendum must be acknowledged by signing and returning the Addendum with the Bid if 
requested or under separate cover prior to the Due Date and Time.  Addenda containing bid pricing should be returned 
in a sealed envelope marked on the outside with the Bidder’s name, address, the Solicitation number, and the Due 

Date and Time.  
6.4 Late Bids: Bids must be received at the location specified on Page 1 of this ITB prior to the Due Date and Time. All 

Bids received after the Due Date and Time are considered late and will be returned to the Bidder unopened.  It is the 
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sole responsibility of the Bidder to ensure timely delivery of the Bid.  FirstService will not be responsible for failure 
of service on the part of the U.S. Postal Office, courier companies, or any other form of delivery service chosen by 

the Bidder.  
6.5 Failure to submit the items listed in sections 6.1, 6.2 and 6.3 may be grounds for rejection of a bid as non-responsive 

to the specifications.  
 
7.0 MODIFICATION OR WITHDRAWAL OF BIDS  

7.1 Modification of Bids: Bids may be modified in writing at any time prior to the Due Date.  
7.2 Withdrawal of Bids: Bids may be withdrawn in writing, by email, or by facsimile (provided that the facsimile is signed 

by the Bidder) at any time prior to the Due Date.  A Bid may also be withdrawn in person by a Bidder, provided the 
withdrawal is made prior to the Due Date.  A receipt of withdrawal must be signed by the Bidder.  No Bids may be 

withdrawn after the Due Date without forfeiture of the Bid guarantee, unless there is a material error in the Bid.  
Withdrawn Bids may be resubmitted, with or without modifications, prior to the Due Date.  FirstService may require 
proof of agency from the person withdrawing a bid.   

 
8.0 OPENING OF BIDS  

This will be a private opening by the PID and FirstService Residential. 
 

9.0 EVALUATION FACTORS AND AWARD  

9.1 Evaluation:  The PID intends to award this agreement on an all or none basis. Bidders must bid on all line items to be 
considered a responsive bidder. Final bid award will be made based on evaluation criteria set forth below.    

9.2 Award: The PID intends to award contract(s) to the bidder(s) whose offer represents the “best value” to the PID or 
exceeding all specifications.    
9.2.1 The following criteria may be considered to determine the best:  

9.2.1.1  Price;  
9.2.1.2 Reputation of the bidder and of the bidder’s goods or services;  

9.2.1.3 Quality of the bidder’s goods or services;  
9.2.1.4 Extent to which the goods or services meet the PID and/or FirstService’s needs;  

9.2.1.5 Bidder’s past relationship with the PID and/or FirstService;  
9.2.1.6 Total long-term cost to the PID and/or FirstService to acquire the bidder’s goods or services; and  
9.2.1.7 Any relevant criteria specifically listed in the request for bids or proposals.  

9.2.2 Total long-term cost may include specification conformance, delivery requirements, the life expectancy, cost 
of maintenance and operation, operating efficiency, training requirements, disposal value, warranties and 

other factors contributing to the overall acquisition cost of the product/services.    
9.2.3 The PID, when considering competitive sealed bids, may enter into a contract for certain purchases with a 

bidder whose principal place of business is in the State of Texas and whose bid is within 3 or 5 percent of 

the lowest bid, depending on the value of the request and goods or services requested, if the lowest bid is 
from a business outside the municipality and contracting with the local bidder would provide the best 

combination of price and other economic benefits to the municipality.  Bidders interested in applying for 
local preference consideration shall complete the attachment titled “CONSIDERATION OF LOCATION OF 
BIDDER’S PRINCIPAL PLACE OF BUSINESS” and return it with their bid.  

9.3 Acceptance of Bid: Acceptance of a Bid will be in the form of a Contract.  Subsequent purchase releases may be 
issued as appropriate.  The contents of a Bid shall become a part of the Contract.  Under no circumstances will the 

PID or FirstService be responsible for Goods or Services provided without an acceptance signed by an Authorized 
PID Representative.  

9.4 Reservations: The PID and FirstService expressly reserve the right to:  
9.4.1 Specify approximate quantities in the Solicitation;  
9.4.2 Extend the Solicitation opening date and time;  

9.4.3 Consider and accept alternate Bids, if specified in the Solicitation, when most advantageous to the PID and/or 
FirstService;  

9.4.4 Waive as an informality, minor deviations from specifications provided the deviations do not affect 
competition or result in functionally unacceptable goods or services;  

9.4.5 Waive any minor informality in any Bid or Solicitation procedure (a minor informality is one that does not 

affect the competitiveness of the Bidder);  
9.4.6 Add additional terms or modify existing terms in the Solicitation;  

9.4.7 Reject a bid because of unbalanced unit prices bid;  
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9.4.8 Reject or cancel any or all Bids and waive any or all irregularities;  
9.4.9 Reissue a Solicitation; and/or 

9.4.10 Procure any product and/or service by other means. 
9.5 Evaluation Procedure  

 9.5.1 Review of all the bid responses in conformance with this ITB.  
9.5.2 The elimination of all bid responses that deviate substantially from the requirements of the ITB.  
9.5.3 The assessment of the remaining responses including a review of bidders’ personnel capability and previous 

experience with the bidder.  
  9.5.4 Verification of bidders’ references.  

 9.5.5 Tabulation of evaluation criteria. 
 

10.0  WARRANTIES  
10.1 The Bidder shall warrant and/or shall guarantee all tree maintenance products/work against any defects in design, 

workmanship, materials and failure to operate satisfactorily. All Holiday Decoration products/work shall be 
constructed to the highest standards.  Holiday Decoration products/work manufactured of poor workmanship will not 
be accepted.   

10.2 The warranty and/or guarantee shall begin on the date the tree maintenance products/work is (are) placed into service 
by FirstService and shall continue through the manufacturer’s standard warranty period.  All items shall carry the 
standard warranty of the manufacturer. Attach current literature and/or spec sheet of proposed equipment.  

  
11.0 MANUALS/ SOFTWARE  

The Bidder shall provide operator/standard manuals and service manuals for all major components (Electronic PDF format 
required).  

 
12.0 INVOICES   

12.1 Invoices should be submitted directly to fsresidentialAPDallas@AvidBill.com.  It is the responsibility of the Bidder 
to get the name of the responsible person, telephone numbers and address of the department at the time the service is 
requested.   Invoices should be addressed as follows: 

 Bill To:  PID 6 #L0056 
 FirstService Residential 
 9800 Hillwood Parkway 

Ste. 210  
Fort Worth, Texas 76177 

12.2 A properly prepared invoice must be submitted on a FirstService “Application For Payment Form” and shall 
be typewritten, or computer printed, and shall include the Bidder’s name and federal tax-identification 
number, invoice number, address, date, location and service description, unit price, extended cost for labor and 
materials.  Incomplete or inaccurate invoices may result in delayed payments, as such invoices shall be returned 
to the Bidder for correction and re-submittal.  

  
13.0 INSURANCE REQUIREMENTS  

13.1 Insurance Section – Basic Coverage Lines and Applicable Policy Limits.  The successful bidder must provide a 
certificate of insurance documenting the required insurance coverage(s) listed below within 10 days of notice of award 
and at least 10 days prior to policy expiration date (s). Insurance coverage(s) required herein are intended to respond 
to occurrences which may arise from services and/or goods related to this bid solicitation. 

 

13.2 Statutory Workers’ Compensation Insurance and Employer’s Liability Insurance at the following limits:  
 

$100,000 Each Accident  
$500,000 Disease – Policy Limit 
$100,000 Disease – Each Employee 

 

Workers’ Compensation and Employers’ Liability coverage with limits consist with statutory benefits outlines in the 
Texas Workers’ Compensation Act (Art. 8308-1.01 et seq. Tex. Rev. Civ. Stat.) and minimum policy limits for 
Employers’ Liability.   

 

13.3  Commercial General Liability Insurance shall be provided as follows: 
 

$1,000,000 Each Occurrence  
$2,000,000 Annual Aggregate  
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Coverage shall include but not limited to premises/operations, independent contractors, products/completed 
operations, personal injury, and contractual liability. Insurance shall be provided on an occurrence basis, and as 
Comprehensive as the current insurance policy. In some instances, Errors & Omissions coverage may be included by 
endorsement.   

13.4 Auto Liability Insurance shall be provided as $1,000,000 Combined Single Limit Each Accident. A commercial 
business policy shall provide coverage on "Any Auto," defined as autos owned, hired and non-owned.  

13.5 Policies shall be endorsed to provide the PID and FirstService a thirty (30) day notice of cancellation, material change 
in coverage, or non-renewal of coverage. Applicable policies shall also be endorsed to name the PID and FirstService 
as an additional insured. 

13.6 Certificates of Insurance and Endorsements effecting coverage required by this clause shall be forwarded to: 
 

FirstService Residential 
PID 6 #L0056 
14951 N. Dallas Pkwy., Suite 600 
Dallas, Texas 75254 

14.0 ADDITIONAL INSURANCE REQUIREMENTS  
14.1 FirstService, its Officers, Employees and Volunteers shall be named as an Additional Insured as specified in Sections 

14.1.1of this ITB. This insurance shall not be canceled, limited in scope or coverage, cancelled or non-renewed, until 
after thirty (30) days prior written notice has been given to FirstService. 

 14.1.1 The PID shall be named as the insurance certificate holder as shown below: 
FirstService Residential 
14951 N. Dallas Pkwy., Suite 600 
Dallas, Texas 75254 

14.2 Waiver of rights of recovery (subrogation) in favor of the PID and FirstService.  
14.3 The insurers for all policies must be licensed and/or approved to do business in the State of Texas.  Except for workers’ 

compensation, all insurers must have a minimum rating of A: VII in the current A.M. Best Key Rating Guide or have 
reasonably equivalent financial strength and solvency to the satisfaction of the PID and FirstService.  If the rating is 
below that required, written approval of the PID and FirstService is required.  

14.4 If insurance policies are not written for specified coverage limits, an Umbrella or Excess Liability insurance is required 
for any differences.  Excess Liability shall follow form of the primary coverage.  

14.5 Unless otherwise stated, all required insurance shall be written on the occurrence basis.  If coverage is underwritten 
on a claims-made basis, the retroactive date shall be coincident with or prior to the date of the contractual agreement 
and the certificate of insurance shall state that the coverage is claims-made and the retroactive date.  The insurance 
coverage shall be maintained for the duration of the contractual agreement and for five (5) years following completion 
of the service provided under the contractual agreement or for the warranty period, whichever is longer.  An annual 
certificate of insurance submitted to FirstService shall evidence such insurance coverage.  

 

15.0 POST-BID DOCUMENTS REQUIRED FROM BIDDERS  
15.1 Certificates of Insurance: When insurance is required, the successful Bidder must provide Certificates of Insurance in 

the amounts and for the coverages required to FirstService within 7 calendar days after notification of award, or as 
otherwise required by the Solicitation.  

15.2 Payment and/or Performance Bonds: When Payment and/or Performance Bonds are required, the successful Bidder 

must provide the bonds, in the amounts and on the conditions required, within 7 calendar days after notification of 
award, or as otherwise required by the Solicitation.  

15.3 List of Subcontractors: The successful Bidder must provide a complete listing of subcontractors and others proposed 
to be employed on a project as required by the Solicitation. 

15.4 Contractor(s) Licenses: The successful Bidder must provide a copy of all contractor and subcontractor licenses that 
will be performing any work awarded by this Solicitation. 

15.5 Minority Business (MBE) / Woman-Owned Business Enterprise (WBE) Documents: If a MBE/WBE goal has been 

established for the bid, the applicable documents must be submitted by all bidders wishing to continue in the bid 
evaluation process within five (5) FirstService business days after the bid opening date, exclusive of the bid opening 

date, to FirstService location specified in the bid.  Bidders shall obtain a receipt from the appropriate department as 
evidence that FirstService received the documentation. 

 
16.0 DELIVERY TERMS – F.O.B. DESTINATION  

16.1 Deliveries will be accepted Monday through Friday between the hours of 9:00 a.m. and 4:00 p.m., unless otherwise 
requested.   

16.2 All delivery and freight charges are to be included in the bid price.    
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16.3 Prior to delivery, Vendor shall service the unit in accordance with factory recommendations.  Upon delivery, unit shall 
be completely assembled, and adjusted. All equipment, including standard and supplemental equipment, shall be 
installed and the unit made ready for continuous operation. It shall perform in an acceptable manner without further 
adjustments or modifications.  Any and all hydraulic tanks & reservoirs are to be full.  

16.4 The following must accompany each unit upon delivery (when applicable): Manufacturer’s Certificate of origin, 
original sales invoice dated the date of delivery, signed Application for Texas Title Form 130-U.  

  16.5 Trailer Deliveries  
16.5.1 The 1st initial unit shall be scheduled for delivery to the address below for inspection PRIOR to the remaining 

quantities. All deliveries must be scheduled with:  
 

Lillian Collins 
PID 6 General Manager 
972-836-6187 
9800 Hillwood Parkway, Suite 210 
Ft Worth, TX 76177 
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REFERENCE LISTING FORM 
 
 

List a minimum of 3 references for similar projects and contracts which you have completed within the past 5 years. 
 
 
1. CUSTOMER NAME:  

ADDRESS:  
TELEPHONE: (___)  
EMAIL:    
CONTACT NAME:    
DATE OF COMPLETION OF PROJECT:    
CONTRACT AMOUNT:  $  
 
 

2. CUSTOMER NAME:    
ADDRESS:    
TELEPHONE: (___)  
EMAIL:    
DATE OF COMPLETION OF PROJECT:    
CONTRACT AMOUNT:  $  
 
 

3. CUSTOMER NAME:    
ADDRESS:    
TELEPHONE: (___)  
EMAIL:    
DATE OF COMPLETION OF PROJECT:    
CONTRACT AMOUNT:  $   
 

 
My company has been in this type of business for _____ years. 
 

 


	REFERENCE LISTING FORM

