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1. INTRODUCTION

1.1 University District Special Improvement District
The University District Special Improvement District, Inc. (hereafter the 
“UDSID” or the “SID”), is a not-for-profit corporation formed under the 
Ohio Revised Code Section 1710. The UDSID is a new special improvement 
district for the University District and City of  Columbus. It was approved 
by Columbus City Council on March 23, 2015 with the assessments and the 
Plan for Public Services & Improvements (“Service Plan”) approved on July 
27, 2015. The UDSID has legal boundaries (see map attached as Exhibit “A”) 
established under the laws of  the City of  Columbus and the State of  Ohio. The 
Service Plan sets start date for SID services as July 1, 2016 and ends them on 
June 30, 2021. The UDSID is a public-private partnership whose purpose is to 
foster a unique, vibrant, mixed-use district with enhanced maintenance and 
public safety, effective advocacy, administration, and communication with its 
members.

1.2 Relationship to University District Organization, Inc.
Management of  the UDSID is administered by the University District 
Organization, Inc. (hereafter the “UDO”), a not-for-profit community 
planning and improvement corporation. The resulting contract award will be 
held by UDO.

1.3 Overview
UDO is soliciting proposals for the provision of  environmental maintenance 
and hospitality services, as fully set out in this Request For Proposals (“RFP”). 
A UDSID “Steward” is the term chosen for the workforce deployed within 
the SID. A Steward is effectively the same as the Ambassadors employed by 
other SIDs within the City of  Columbus. UDO currently provides basic litter 
pick-up services for three (3) hours a day, five (5) days a week. Funding for this 
service will likely run through July 31, 2016.

UDO is also seeking qualified firms to provide supplemental security services 
in the UDSID and has issued a separate RFP. Bidders may request a copy 
of  the RFP for Supplemental Security Services and submit one proposal 
addressing both Scopes of  Services & Principal Terms. Bidders submitting 
one proposal will be evaluated separately for each Scope of  Services and may 
be selected for one, both, or neither.

The initial contract period shall be for a period of  twelve (12) months 
commencing on July 1, 2016 and ending on June 30, 2017. The RFP also sets 
forth renewal option terms for subsequent twelve (12) month terms ending 
on June 30, 2021. UDO reserves the right to alter the commencement and 
termination dates of  the proposed agreement, and to adjust prices and other 
provisions of  the proposed agreement on a pro rata basis.
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All Bidders must, prior to the submission of  a response to this RFP, declare 
that they have conducted a site inspection of  the UDSID and are fully 
informed with respect to the conditions in said area, and further, that they 
have carefully examined this RFP and are familiar with its contents. A 
Bidder expressly waives all its rights to contest, dispute, or otherwise alter its 
proposal due to its failure to be familiar with the District, its conditions, and 
the terms set for herein.

All Bidders expressly agree not to discriminate against any employee or 
applicant for employment because of  race, religion, national origin, color, sex 
sexual orientation or handicap during the term of  the proposed agreement, 
and shall affirmatively agree to comply with all federal state, and city laws 
and regulations respecting equal opportunity employment, including 
executive orders issued relating thereto.

2. SUBMISSION GUIDELINES

2.1 RFP Timeline/Deadlines

•	 RFP Release Date:  October 23, 2015
•	 Question Submission Deadline:  October 30, 2015
•	 Question Response Date:  November 6, 2015
•	 Proposal Deadline: November 13, 2015 at 5:00 pm
•	 Bidder Interviews: November 2015
•	 Bidder Selection & Contract Execution: Anticipated mid-December 2015
•	 Steward Services Start Date: July 1, 2016

2.2 Questions & Answers
Questions regarding the RFP must be in writing and should be directed to 
Matthew Hansen, Executive Director, via electronic mail: 
matt@universitydistrict.org. Questions should be submitted no later than 
October 30, 2015.

2.3 Submission Format
Three (3) copies of  the written proposal must be received by UDO by the 
Proposal Deadline of  November 13, 2015 at 5:00 pm. Hand delivery or courier 
service of  Proposals to the UDO office must be scheduled in advance with the 
Executive Director.

Proposals must also be submitted via electronic email to 
matt@universitydistrict.org in addition to the hard copy proposals delivered 
to the address below:
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University District Organization
2231 North High Street, Room 200
Columbus, OH 43201

2.4 Contract Award
UDO and/or UDSID  may interview each bidder and may conduct interviews/
site visits for references provided in the proposal.

The successful Bidder will be notified via email and/or telephone. Following 
such notification, the parties will negotiate in good faith a contract for 
services consistent with the terms found in this RFP (the “Contract”). UDO 
reserves the right to award the contract to other than the bidder offering the 
lowest overall cost and the right to award the contract based on the initial 
submission, without further discussion. UDO further reserves the right to 
reject all proposals or to postpone and/or cancel this RFP.

3. PROPOSAL FORMAT

3.1 Requirements
The proposal shall be submitted in the following format. Any proposal 
not in the format defined in this section of  the RFP will be considered not 
responsive to this bid and may not be accepted. Please submit each item in the 
order and form defined below:

3.1.1 Executive Summary
•	 Discuss your firm’s overall management approach and style, and 

unique skills that would allow it to succeed within the UDSID. 
•	 Describe the structure of  your management and how they will 

interact with employees and UDO staff.
•	 Identify your firm’s proposal contact, a phone number, email 

address, and the mailing address to which correspondence should be 
sent.

•	 Confirm that your firm’s proposal will perform the services and meet 
the requirements found in this RFP, including but not limited to 
those found in Section 4, Scope of  Services.

3.1.2 Suggested Contract Modifications
•	 Provide comments, if  needed, which address changes to the services 

contemplated by this RFP, which your firm will require if  awarded 
the Contract. Please also include any change in cost associated with 
the changes.

•	 The goal of  the UDSID is to provide first class services at the most 
reasonable fixed cost possible. If  your firm has any concerns 
regarding any of  the services contemplated by the RFP, please share 
those concerns and how you propose to address them.

3.1.2 Miscellaneous Information
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•	 Please provide a list of  service areas of  comparable quality and size 
to which your firm is currently under contract for environmental 
maintenance and hospitality services. This list should include no less 
than two (2) Ohio-based references, all of  whom have been clients 
for at least one (1) year. The list may be used by UDO to contact/visit a 
select number of  clients.

•	 Please provide a step-by-step description of  the new hire process 
for associates and supervisors who are hired by your firm. Please 
provide any training that is provided prior to working as a Steward.

•	 Please address your firm’s ability to handle scheduled and 
unscheduled work absences.

•	 Complete and submit the Billing Rate Schedule attached to this RFP 
as Exhibit “B.” Each Bidder, in addition to completing the attached 
Billing Rate Schedule, should also provide a (1) total annual cost 
estimate for the services to be provided based on the program 
requirements and parameters outlined in this RFP and (2) estimate 
of  the total annual service hours broken down by position. Please 
provide annual pricing for the first term of  the contract as well 
as subsequent years if  the renewal period were to be awarded, if  
different from the first term.

•	 Please describe in detail all benefits offered to employees who 
provide services to the SID including but not limited to health 
insurance, life insurance, and paid time off (vacation and sick leave).

4. SCOPE OF SERVICES

4.1 Overview
UDO is seeking a Contractor to deploy and supervise a workforce that fulfills 
the environmental maintenance and hospitality obligations of  the Service 
Plan. The Contractor will be solely responsible for providing day to day 
supervision of  the workforce servicing the SID. The Contractor shall specify 
in writing to UDO how it will deploy its workforce within the SID. 

UDO reserves the right to request additional workers be deployed at certain 
times during the day or certain days of  the week as deemed necessary. UDO 
also reserves the right to deploy the workforce in phases, or focus resources 
on specific streets and/or portions of  the district, at the beginning of, or 
throughout, the contract period.

4.2 Hours of  Operation
Services are expected to be provided from 6:00am to 6:00pm seven (7) days 
a week. Coverage may be adjusted to complete special projects or seasonal 
tasks.

On the following holidays, the Contractor will not need to provide any 
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services within the SID: New Years Day, Memorial Day, Independence Day, 
Labor Day, Thanksgiving Day, and Christmas Day.

4.3 Environmental Maintenance
 Required maintenance services are detailed in Exhibit “C.”
 Required snow removal protocol is detailed in Exhibit “D.”

4.4 Hospitality Services
 Required responsibilities are detailed in Exhibit “E.”

4.5 Equipment & Facilities
The Contractor will be responsible for providing adequate levels of  all 
necessary supplies and secure them at the lowest available price for UDO. The 
Contractor will assist UDO in purchasing equipment assets for the UDSID. 
Please identify in the proposal response which equipment and supplies 
will need to purchased by the UDSID, reimbursed to the Contractor, or 
included in the contract price quoted. An equipment and supply list can be 
found in the applicable exhibits. The Contractor will also assist UDO with 
the identification of  a facility for storage of  equipment and any personnel 
requirements to best fit operations.

4.6 Uniforms
Throughout the year, Stewards must be outfitted in a regulation, seasonally 
appropriate branded uniform. Uniforms must be approved in advance by 
UDO and must include matching caps. Logos and text will be supplied by 
UDO.

5. ADDITIONAL CONSIDERATIONS

5.1 Contractor Operations
5.1.1 Permits & Licenses

The Contractor shall have and maintain all federal, State of  Ohio, 
and City of  Columbus licenses, permits, or other approvals required 
to provide the services contemplated by this RFP. The Contractor is 
responsible for acquiring and maintaining any such license, permit or 
other approval. The Contractor must submit copies of  such a license, 
permit or authorization to UDO.

5.1.2 Responsibility
The Contractor shall assume complete responsibility for insuring that 
the performance of  its employees is as required under the Contract. The 
Contractor is responsible for insuring that the agreed upon numbers of  
Stewards shall be present at each shift. The Contractor agrees to provide 
an immediate replacement for any Steward who is using paid time off, 
sick, or otherwise fails to report to work.

5.1.3 Personnel Records
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The Contractor shall allow the Executive Director or his/her designee to 
review the payroll and personnel records of  the Contractor’s employees 
assigned to the UDSID.

5.1.4 Account Manager
The Contractor shall provide an overall account manager that will 
work closely with UDO’s Executive Director on all aspects of  the 
environmental maintenance and hospitality services. The Contractor 
account manager with input and guidance from UDO’s Executive 
Director, will draft specific work orders and guidelines for Stewards 
when completing tasks in the SID. UDO reserves the right to alter, 
eliminate, or otherwise vary said work orders and guidelines. The 
account manager will meet with UDO’s Executive Director and other 
involved parties regularly and no less frequently than monthly to 
review reports and provide specific information relating to upcoming 
environmental maintenance projects. The account manager is expected 
to walk the district with UDO’s Executive Director periodically to 
observe the Stewards in the field and to develop and understanding of  
the unique environment of  the SID.

5.2 Steward Operations
5.2.1 Qualifications

The Contractor shall assign security officers who have been carefully 
screened, trained and qualified employees of  exemplary character. 
Pre-employment qualifications for a Steward shall include, but not 
limited to individuals over 21 years of  age who have a high school 
(or equivalence diploma) and are fluent in English. UDO’s Executive 
Director will be offered the opportunity to interview and approve 
all candidates prior to being assigned to the SID, and may reject any 
personnel offered at any time for any reason. Stewards must have good 
attendance and on-time records. The Contractor must certify in writing 
that all of  the above have been met for each Steward prior to assigning 
such Steward to provide services within the SID.

5.2.2 Physical Capability
Any Steward assigned to the SID must be in good health, without 
physical or mental disabilities that would interfere with the 
performance of  the services contemplated by this RFP.

5.2.3 Good Order
The UDO Executive Director or his/her designee may either remove or 
order that a Steward be immediately relieved of  duty for involvement 
in actions deemed unauthorized, detrimental, of  suspicious intent, or 
improperly affecting his/her work performance on location. Violations 
of  strict discipline, good order, or any of  the dress codes established by 
UDO, or behavior that is otherwise disruptive or damaging to the UDSID 
are justifications for removal. In such situations, the Steward must be 
replaced within a reasonable time by the Contractor.
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5.2.4 Training
The Contractor shall provide training to all Stewards prior to their 
assignment to the SID.  Training shall include but not be limited to 
the duties related to the Scope of  Services, handling of  emergency 
procedures, American Red Cross CPR training, an understanding of  
relevant code enforcement, laws, social service resources, city services 
and appropriate procedures to request them. Site specific training will 
be performed by the Contractor and supplemented by UDO.

5.2.5 Time Keeping
The Contractor shall insure that each Steward logs the start and end 
times on appropriate time and log sheets by the use of  a time clock or 
alternate system.

5.2.6 Task Logs
Stewards shall maintain daily log books which will be supplied by the 
Contractor and reviewed by UDO. Stewards shall log all measurable 
environmental maintenance work amounts, hospitality assists, city code 
or public service requests, and any significant or unusual events that 
occur during their shifts, detailing he times of  occurrences and actions 
taken (i.e. incident reports). The Contractor’s account manager shall be 
responsible for delivering the data so that timely weekly, monthly and 
year-to-date reports can be created by UDO.  In addition to the above, 
Stewards may be asked to record other specific data during their shifts 
relating to any projects or assignments being conducted by the UDSID.

6. PRINCIPAL TERMS

6.1 Contract Period
The initial contract period shall be for a period of  twelve (12) months 
commencing on July 1, 2016 and ending on June 30, 2017. The RFP also sets 
forth renewal option terms for subsequent twelve (12) month terms ending on 
June 30, 2021.

6.2 Firm Price & Taxes
6.2.1 Unless specifically provided elsewhere in the Contract, the price agreed 

upon by the Contractor and UDO for the stated services shall be the 
confirmed price delivered in writing and will not be subject to change.

6.2.2 The price shall include all taxes, as applicable, with regard to the 
work, which shall be paid by the Contractor. The Contractor assumes 
exclusive liability for and shall pay all contributions or taxes imposed 
or required by the unemployment insurance laws of  Ohio, the Federal 
Social Security Act, or any other act, now or hereafter in effect, upon or 
in respect to wages, salaries, or other compensation paid to employees 
engaged upon or in connection with the work to be performed.

6.2.3 Payment shall be made on a monthly basis, provided that detailed 
and complete invoices are submitted in a proper and timely manner. 
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Payment is anticipated to be made within 30 days after receipt of  the 
complete invoice. The invoice shall include the full names of  each person 
assigned to the contract, their hourly wage, the total hours worked 
during the invoice period, the hourly billable rate for each worker, the 
cost of  materials/supplies, and any other agreed upon reimbursables.

6.3 Subcontracting
The Contractor shall not subcontract all or any portion of  the performance 
to be rendered hereunder without the express prior written approval of  UDO. 
The Contractor shall not be relieved of  any obligations hereunder by reason 
of  any such approved subcontracting.

6.4 Indemnification
The Contractor agrees to indemnify and hold the City of  Columbus, UDO, 
UDSID, and their agents, officers, employees and volunteers of  these entities 
harmless from any and all claims, damage, loss, judgements, or liabilities, 
including costs and expenses, legal or otherwise, to which they may be subject 
as a result of  any act or omission of  the Contractor, its agents, employees, 
contractors, subcontractors, or permittees in connection with the Contract. 
The Contractor shall be solely responsible for the safety and protection of  all 
its employees and shall assume all liability for injuries, including death that 
may occur to said employees due to the negligence, fault, or default of  the 
Contractor. The Contractor shall also require such indemnification from its 
contractors, subcontractors and permittees.

6.5 Warranties
The Contractor warrants that services of  any nature furnished hereunder 
shall be rendered completely by qualified personnel in accordance with the 
best accepted practice. The Contractor further warrants that such services 
shall comply with all requirements of  federal, state and local laws and 
regulations, including, without limitation, the Occupational Safety and 
Health Act of  1970.

6.6 Insurance
The Contractor shall at all times during the term of  the proposed agreement 
maintain such types of  insurance in such amounts as are hereinafter set 
forth:

•	 Workers Compensation - Statutory Limits
•	 Employers’ Liability - $1,000,000 each employee, accident and 

policy limit
•	 Comprehensive General Liability - $2,000,000 per occurrence
•	 Umbrella Liability of  not less than $3,000,000 limit providing 

excess coverage over all limits and coverages noted above

All such insurance shall be combined single limit for both bodily injury and 
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property damage. Certificates evidencing such coverage shall be submitted to 
UDO prior to performing any services contemplated hereby, and shall contain 
specific provisions that such insurance may not be cancelled or modified 
without thirty (30) days prior written notice to UDO. UDO, UDSID, and their 
officers, directors, and employees and agents shall be named as additional 
insured with respect to all liability insurance coverage.

All insurance is to be provided by Ohio licensed or admitted insurance 
carriers, well rated by recognized insurance rating services such as Bests. 
UDO may reject any insurance certificate preferred which does not meet the 
requirements of  this section.

6.6 Termination & Cancellation
The Contract is subject to cancellation by either party for cause (i.e. material 
failure to perform) upon 20 days’ written notice, and the UDO may cancel 
without cause with 30 days’ written notice.

In the event of  such cancellation, payment to the Contractor shall be adjusted 
on a pro rata basis or refunded to UDO on a pro rata basis, as applicable.

6.7 Changes in the Work Force & Scope of  Services
UDO reserves the right to make reasonable changes in the general scope 
of  the work and in the work force, including shifting work schedules to 
accommodate holiday staffing needs or other seasonal fluctuations. Any such 
changes shall be directed in writing.

If  UDO directs any changes with regard to the cost of  or time required for 
performance, an equitable adjustment shall be agreed to in the Contract price 
or delivery schedule, or both.

6.8 Books, Records, Audits & Inspections
The Contractor shall keep accurate records and books in accordance with 
generally accepted accounting practices.

Such books and records shall include, but are not limited to, employees’ time 
worked and payment received; accounts receivable and payable; purchase 
orders and sales receipts; and liabilities and payments rendered for the 
purposes of  the Contract.

All books and records of  the Contractor related to this account shall be 
available upon three (3) business days’ notice for the purposes of  auditing 
or inspection, and for purposes of  verifying compliance with the terms of  
the Contract and with applicable laws. UDO reserves the right to review all 
invoices prior to payment and to adjust them accordingly for any billing 
discrepancies found.
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EXHIBIT A: 
UNIVERSITY DISTRICT SPECIAL IMPROVEMENT DISTRICT BOUNDARY
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EXHIBIT B: 
BILLING RATE SCHEDULE

CATEGORIES StewardS

Base Pay Rate/Hour

Paid Time Off (Vacation, Sick, Holiday, etc.)

Training

Taxable Subtotal

FICA

State Unemployment Insurance

Federal Unemployment Insurance

Workers’ Compensation

Disability Insurance

Non-Contributory Hospital, Medical, Life 
Insurance

Uniforms, Equipment

Other: Please provide list of  other cost items

Recruiting Costs (Background checks, etc.)

Profit

Total Straight-Time Billing Rate

Total Over-Time Billing Rate
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EXHIBIT C: 
ENVIRONMENTAL MAINTENANCE SERVICES

The scope of  service applies to the amenities that the UDSID is to provide 
according to the Plan of  Services for the areas including sidewalks, street 
furnishings, tree beds, planters, and related maintenance tasks required to 
maintain the UDSID.

Initial Cleaning
An initial cleaning must be completed before 9:00am each day with maintenance 
of  the District throughout the day. Initial cleaning must include:

•	 litter removal
•	handbill removal
•	overflowing waste in sidewalk receptacles

Tasks
Specific tasks include, but are not limited to, the following:

Service Frequency Description
Litter Collection A) Daily - 

Multiple Times

B) Weekly

A) Manual sweeping of  sidewalks, curbs, and 
public parking areas

B) Mechanical sweeping of  sidewalks and parking 
areas

Graffiti Within three (3) 
days

Removal of  graffiti from public right-of-way and 
building faces fronting, mostly parallel, and no 
more than ten (10) feet horizontally from right-
of-way lines up to  ten (10) feet vertically from the 
ground

Handbill/Sticker A) Daily
B) Weekly

A) Removal of  illegally posted handbills and 
stickers from building faces, streetscape fixtures, 
street sign faces
B) Removal of  legally posted handbills and stickers 
from info kiosks 

Trash & 
Recycling 
Receptacle
Maintenance

A) Daily
B) Weekly
C) Yearly

A) Removal of  trash overflow
B) Wipe residues from top cover
C) Pressure wash residue

Streetscape 
Fixtures

Annually Touch-up painting as needed

Street Trees Daily Remove dead or broken limbs

Weeding Twice Annually Treat sidewalk and street tree planters
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Service Frequency Description
Planting/
Watering

Weekly Water landscape elements at gateways  and plaza 
spaces as needed

Sidewalk Stains Monthly Pressure wash stains and remove gum

Public Plaza 
Set-up

Weekly 
(Seasonal)

Morning set-up and evening breakdown of  
movable furniture in public plaza spaces, up to 
three (3) areas

Snow Removal As Needed Provide snow and ice removal from the sidewalks, 
ADA curb ramps, and storm water inlets

See Appendix D - Snow Removal Protocol for 
details

Special Projects As Needed Provide labor and other support needed for special 
projects

Reporting Weekly Submit a weekly report summarizing actions 
taken to address observations reported by UDO 
staff regarding conditions and city code/service 
requests needing action by UDO staff

Equipment & Supplies
The Contractor will provide adequate levels of  all necessary supplies and 
equipment, including, but not limited to, the following:

•	 Utility vehicle and trailer
•	 Water tank, pump, pressure washer, hoses, hardware, and nozzles
•	 Mechanical litter sweeper
•	 Garbage receptacle on a wheel base with caddy
•	 Lobby pans and lobby brooms
•	 Plastic garbage liners (industrial strength)
•	 Industrial strength general cleaning solutions (i.e. de-greaser, all purpose 

cleaners, graffiti removal solvents)
•	 15’ push brooms and street brooms
•	 Street tree and landscape maintenance
•	 Gloves
•	 Buckets, spray bottles, scrubbing pads, rags, brushes
•	 Mobile phone
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EXHIBIT D: 
SNOW REMOVAL PROTOCOL

All SID Areas
The UDSID will perform the following tasks for the first five inches (5”) of  snow 
and ice:

•	 Create a path clear of  snow and ice on sidewalks and ADA curb ramps.
•	 Salt ADA curb ramps
•	 Clear stormwater inlets of  snow and ice 
•	 Create a landing space free of  snow and ice from the curb face to 24 inches 

into the sidewalk at COTA/CABS bus stops and salt as needed

The UDSID will perform the following tasks above five inches (5”) of  snow and ice:
•	 Create a path clear of  snow and ice on High Street sidewalks and ADA curb 

ramps
•	 Salt ADA curb ramps
•	 Clear High Street stormwater inlets snow and ice 
•	 Create a landing space free of  snow and ice from the curb face to 24 inches 

into the sidewalk at COTA/CABS bus stops and salt as needed

Order of Importance
1. High Street sidewalk and ADA curb ramps
2. Side street sidewalks and ADA curb ramps
3. COTA/CABS bus stops
4. ADA curb ramp salting
5. Expanded High Street clear path

Equipment & Supplies
The Contractor will provide adequate levels of  all necessary supplies and 
equipment, including, but not limited to, the following: 

•	 Utility vehicle
•	 UTV rotary brush attachment
•	 Snow blower or rotary brush walk behind
•	 Snow shovels
•	 Ice chippers
•	 Snow melt
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EXHIBIT E: 
HOSPITALITY SERVICES

Hospitality Services Overview
Stewards will have duel roles providing environmental maintenance and ensuring 
the welfare of  those present in the UDSID. It is anticipated that as scheduled 
environmental maintenance tasks are completed, Stewards will shift to providing 
hospitality services through the remaining of  the shift coverage. Often, Stewards 
may have to multi-task between maintenance and hospitality functions.

The primary role of  Stewards at all times, regardless of  the task at hand, is to 
provide customer oriented support that will make the University District within 
the SID boundaries more inviting.  Stewards are a friendly resource for all 
University District users.

Tasks
Specific tasks include, but are not limited to, the following:

•	 Greet University District workers, visitors, and residents with a smile and 
helpful attitude

•	 Provide information and respond to inquiries regarding University District 
businesses, educational facilities, services, and events

•	 Provide directions and parking options
•	 Distribute information materials as assigned
•	 Visit UDSID businesses to address any needs and concerns
•	 Inform panhandlers about the City of  Columbus panhandling ordinance
•	 Inform UDSID patrons how to effectively handle panhandling situations
•	 Provide information to individuals needing social services or assistance
•	 Circulate throughout the public areas of  the UDSID to enhance the 

perception of  safety, deter criminal activity and disruptive street behavior
•	 Respond to calls concerning incidents such as suspicious persons or injuries 

and alerting other responders (police, fire rescue, homeless assistance) as 
appropriate

•	 Report code enforcement and quality of  life concerns to UDO
•	 Coordinate with and assist with information sharing 
•	 Any other related service as deemed necessary and appropriate by UDO 

staff


