
 
 
INVITATION TO BID (Request for Proposal) 
 
February 13, 2018 
 
 
PROJECT 
Facilities Master Plan – Claire’s Courtyard 
 
PROJECT DESCRIPTION 
The Topeka and Shawnee County Public Library is a 21st-century, landmark library; named the 
Library Journal’s 2016 Library of the Year in the U.S. and Canada.   The Library features the Alice C. 
Sabatini Gallery, the Millennium Café, Chandler Booktique (used bookstore), free meeting rooms, 
computer training, and Internet access. Located in the heart of Shawnee County, the Library has a 
collection of more than 450,000 items and serves nearly 100,000 registered borrowers. About 3,000 
people walk through the doors daily. Bookmobiles make about 25 stops traveling across the county 
six days a week, and the Library provides services to 40 senior living facilities and 130 homebound 
individuals. The Digital Branch Library, www.tscpl.org, serves customers’ needs 24/7.  
 
In July 2016, the Board of Trustees approved a Facilities Master Plan.  The Plan is based on five 
guidelines:   

1. Maintain optimal conditions and operation of the building, its site, systems, furnishings, 
technology and other physical infrastructure.  

2. Increase public space used to support learning, literacy and civic engagement.  
3. Preserve the Library’s architectural integrity and character.  
4. Improve people’s ability to use the services, programs collections and learning experiences 

provided by a 21st century library.  
5. Exercise good stewardship of public and private resources in maintaining and improving the 

building, its site, its systems, furnishings, technology and other physical infrastructure.  
  
The Plan is expected to be completed in phases over a projected 10-year timeframe, subject to 
funding availability, and with individual projects approved by the Board of Trustees.  
 
The Plan may be viewed from the Library’s web site at https://tscpl.org/about then selecting the 
Facilities Master Plan hyperlink under Strategic Plans.  Claire’s Courtyard project within this Request 
for Proposal includes finalized plans for Design Concept #1B in the Facilities Master Plan.  
 
This project encompasses several exterior additions designed to:  (1) provide access to outdoor patio 
space for the Cafe; (2) create private space for small group meeting (3) create outdoor education 
space supported by modern technology resources. 
The project scope includes, but is not limited to:   

a. Exterior Patio space 
b. Connecting bridge to the existing Main Floor west corridor. 
c. Construction of a three season Pavilion space for small group meeting. 
d. Construction of an Amphitheater for outdoor education.  
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BID RECEIVING 
Date: Wednesday, March 7, 2018 
Time: 2:00 PM CST  
Place: Topeka and Shawnee County Public Library 
 1515 SW 10th Avenue, Topeka, KS  66604 
 Menninger Room, 206 (2nd floor) 
 
Attendance at the bid receiving is not required.  Those who do not attend shall ensure the bid is 
received by the Topeka and Shawnee County Public Library not later than 1:00 PM CST.  
 
TIMELINE OF BID PROCESS  
Invitation to Bid/RFP Issued:    Thursday, February 13, 2018 

Mandatory Pre-Bid Conference/ Site Visit:  Tuesday, February 20, 2018; 9:00 AM CST (meet  
      in the Rotunda inside the Library’s front entrance) 

Submission of Bidder Questions*:  Not later than Thursday, March 1, 2018; prior to 2:00 PM 
CST 

Bid Receiving:     Wednesday, March 7, 2017; 2:00 PM CST  

Board Consideration of Award:   Thursday, March 15, 2017; 4:00 PM CST;  
      (bidders do not need to be present at the Board 

Meeting) 

Notification of Decision to Bidders:   Friday, March 16, 2017 (via email)  

Contract Awarded:      Upon final legal approval 
 
*bidder questions must be submitted to the Project Coordinator in writing, preferably by email. 
 
OWNER 
Topeka & Shawnee County Public Library 
1515 S.W. 10th Avenue 
Topeka, KS  66604-1374 
Project Coordinator: Thad Hartman, Community & Strategic Services Manager 
   P: 785-580-4511 
   E: thartman@tscpl.com 
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INSTRUCTIONS TO BIDDERS 
 
 
Date: February 13, 2017 
 
 
PROJECT: Facilities Master Plan – Claire’s Courtyard 
 
 
DEFINITIONS: 
Bidding documents include Invitation to Bid, Instructions to Bidders, Bid Form, and Contract 
Documents, including any Addenda issued prior to bid receiving. 
 
ADDENDA: 
Addenda are written or graphic instruments issued prior to bid receiving which modify or interpret the 
bidding documents, including specifications, additions, deletions, clarifications, or corrections. 
 
Prior to bid receiving, Addenda will be posted on the Owner’s website and each Bidder recorded by 
the Owner as having received the bidding documents will be notified.    
 
Bidders shall acknowledge receipt of Addenda on the Bid Form. 
 
Any questions or requests for information by interested bidders must be submitted in writing to the 
Project Coordinator, preferably by email, and will be posted on the Library’s webpage as a public 
document for anyone’s review.   
 
EXAMINATION OF BIDDING DOCUMENTS: 
Each Bidder shall examine the bidding documents carefully.  Any interpretation or correction will be 
issued as an Addendum by the Owner.  ONLY A WRITTEN INTERPRETATION OR CORRECTION 
BY ADDENDUM SHALL BE BINDING. 
 
MANDATORY PRE-BID CONFERENCE/ SITE VISIT:  
Each Bidder intending to submit a bid as the Prime Contractor for the project must attend the pre-bid 
conference and site visit.  The pre-bid conference and site visit will be held on Tuesday, February 20, 
2018, 9:00 AM CST at the Topeka & Shawnee County Public Library.  Bidders shall acknowledge 
attendance at pre-bid conference and site visit on the BID FORM.  Bidders shall meet in the rotunda 
of the Library to begin the meeting.  Subcontractors are also invited and encouraged to attend the pre-
bid conference and site visit.  This shall be the ONLY opportunity for bidding contractors and 
subcontractors to examine the site and existing facilities.  Visits at other times will not be 
accommodated.  Bids from those not attending this mandatory conference/site visit will not be 
accepted.  
 
BID PREPARATION 
A single lump sum bid will be received for a single General Contract for the completion of all work 
outlined in the Contract Documents.  Additionally, there are three alternate items for which changes to 
the base bid are requested on the Bid Form. 
 
The Owner is a political subdivision of the State of Kansas, eligible for government contract prices, 
and is exempt for the Kansas Retailers' Sales Tax Act and Kansas Compensating Tax Act under the 
provisions of Kansas Statutes Annotated (K.S.A.) Supplement 79-3606(b). 
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Bids shall be made upon the BID FORM included with these specifications.  Fill in all blanks on the 
BID FORM clearly with typewriter or ink.  Erasures or other changes in a bid must be explained or 
noted over the signature of the Bidder.  Signature shall be in longhand by a principal duly authorized 
to sign contracts.  Bids shall contain no alterations or recapitulation of the work. 
 
The Owner reserves the right to:  (1) waive any informalities or minor defects in the bids or bidding 
procedures; (2) reject any or all bids; (3) rebid the project at a later date if bids are rejected; and (4) 
accept the bid that, in the judgment of the Topeka and Shawnee County Public Library, will be in the 
best interest of the Library, whether or not said bid is the lowest bid.   
 
Bidders may not use omissions or errors in the Specifications or other Contract Documents to their 
advantage.  The Owner reserves the right to issue new instructions correcting any such errors or 
omissions, which new instructions shall be treated as if originally included. 
 
The Owner may make any investigation it deems necessary to determine the ability of the Bidder to 
perform the work.  Bidders shall furnish information for this purpose to the Owner upon request.  The 
Owner reserves the right to reject any bid if the evidence submitted by, or other investigation of, the 
Bidder fails to satisfy the Owner that the Bidder has the proper qualifications, experience, equipment, 
manpower, or financial and managerial capability to carry out the obligations of the contract 
agreement or to perform the work as specified. 
 
Bids shall be prepared and submitted in accordance with these INSTRUCTIONS TO BIDDERS. 
 
Mail, deliver or email the BID FORM to: Kim Torrey 

Chief Financial Officer 
Topeka & Shawnee County Public 
    Library 
1515 SW 10th Avenue 
Topeka, KS   66604-1374 
ktorrey@tscpl.org 

 
If submitting a paper BID FORM, enclose the BID FORM in a sealed opaque envelope bearing the 
legend: 

BID FORM 
Project: Topeka and Shawnee County Public Library 
  Facilities Master Plan – Claire’s Courtyard 
Bidder:  (your company name) 
Address: (your company address) 

 
Please note email submission of BID FORMS is not secure, unless initiated in that manner by the 
Bidder.  All documents in an emailed bid must be in read-only pdf format.    
 
COORDINATOR: The Coordinator shall assume general coordination and direction of the project. 

 The Coordinator is: 
 

Thad Hartman 
Community & Strategic Services Manager 

     P: 785-580-4511 
     E: thartman@tscpl.com 
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BIDDER'S REPRESENTATION: 
The Bidder, by responding to this bid, represents that: 
1. The Bidder has read and understood the INSTRUCTIONS TO BIDDERS. 
2. The Bidder has carefully examined all bidding documents pertaining to the project. 
3. The Bidder acknowledges receipt of Addenda, if any. 
4. The Bidder acknowledges attendance at the pre-bid conference and site visit. 
 
BID RECEIVING: 
The Owner will receive and publicly open and read bid proposal forms at the time and place indicated 
in the INVITATION TO BID.  
 
The bid proposal shall include all costs for labor, materials, equipment, services and incidentals 
necessary to complete the work as represented in the Contract Documents. 
 
No oral or telephone bids will be considered.  Modifications by telephone will be considered only on 
BID FORMS delivered to Owner prior to time set for bid receiving. 
 
BID WITHDRAWAL: 
A Bidder may withdraw a BID FORM in writing, including via email, to Owner prior to time fixed for bid 
receiving. 
 
Unless otherwise provided in any supplement to these INSTRUCTIONS TO BIDDERS, no Bidder 
shall modify, withdraw, or cancel the bid, or any part thereof, for thirty (30) calendar days after the 
date for receiving bids. 
 
EVALUATION CRITERIA: 
The Owner intends to accept the bid that, in the judgment of the Topeka and Shawnee County Public 
Library, will be in the best interest of the Library, whether or not said bid is the lowest bid.  Criteria that 
shall be taken into consideration shall include, but not be limited to: the proposed cost, proposed time 
of completion, experience and competency of the contractor, demonstrated performance to complete 
similar work, capacity to complete work on time, and competency of proposed subcontractors to be 
utilized.  
 
AWARD OF CONTRACT: 
If notified of the acceptance of this bid within thirty (30) calendar days of the time set for opening of 
bids, the Bidder agrees to execute The Standard Form of Agreement Between Owner / Contractor 
where the Basis of Payment is a Stipulated Sum, Document No. A-101, as issued by the American 
Institute of Architects, current edition, with Owner revisions, within seven (7) calendar days of receipt 
of such notification and in accordance with the bid and the Contract Documents.  The Owner-
Contractor Agreement shall be prepared by the Architect on behalf of the Owner. 
 
BONDS: 
PERFORMANCE AND LABOR AND MATERIAL BONDS shall be furnished to the Owner by the 
Contractor, in an amount equal to 100% of the Contract Sum as security for the faithful performance 
of the contract and payment of all persons performing labor and furnishing material in connection with 
the contract.  Said payment bond shall also be executed in statutory bond and filed in the office of the 
Clerk of the District Court of the County in which the project is located (Shawnee).  The successful 
Contractor shall provide the Owner with a certified copy of said statutory bond as so filed. 
 
BONDS FURNISHED shall be written by a SURETY approved by the U.S. Treasury Department and 
licensed to do business in the State of Kansas.  No work shall be commenced until bonds are in force. 
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FORM OF BOND shall be AIA Document A310, latest edition, issued and approved by the American 
Institute of Architects. 
 
POWER OF ATTORNEY for the surety company agent must accompany each bond issued, and must 
be certified to include the date of the bonds. 
 
Provide triplicate copies of the bond forms and power of attorney. 
 
Cost of the bonds shall be included in the bid and paid for by the Contractor. 
 
REJECTION OF BIDS: 
The Bidder acknowledges the Owner's right to reject any and all bids and to waive any formality or 
irregularity in any bid received.  The Bidder recognizes the Owner's right to reject any bid, which fails 
to submit the data required by the bidding documents, or is in any way incomplete or irregular.  An 
award to the lowest Bidder is not required.   
 
PROPOSED SCOPE OF WORK: 
Please refer to page 2 of this Request for Proposal for a brief summary of the proposed scope of 
work. 
 
The complete scope of work to be completed by the contractor is represented in the Contract 
Documents enumerated in the Sheet Index contained on Sheet G002 and dated February 13, 2018. 
 
DRAWINGS & SPECIFICATIONS: 
Drawing and Specifications will be issued digitally and may be obtained from the Topeka and 
Shawnee County Public Library web site at https://tscpl.org/about/request-for-proposals 
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BID FORM--Single Contract 
 
Owner: Topeka & Shawnee County Public Library 

1515 S.W. 10th Avenue 
Topeka, KS   66604-1374 

 
BASE BID 
In compliance with the Invitation for Bids, Instructions to Bidders, and Contract Documents, the Undersigned 
proposes to provide all labor, materials, equipment, services and incidentals necessary for COMPLETE 
CONSTRUCTION of the Project in accordance with the Contract Documents at the prices stated below.  The 
Undersigned agrees to perform all Work indicated on the Drawings and described in the Specifications and 
Addenda thereto for the complete construction for the total sum of: 
 
 
_______________________________________________________________________________         
 
 
______________________________________________________dollars    ($_______________). 
 
ALTERNATE PRICES  
For changes to the scope of work as described in the Schedule of Alternates, Division 1, the Undersigned agrees 
to modify the Base Bid as itemized below: 
 
Alternate No. Brief Description     Add  Deduct 
 
01  Provide insulated glass instead of single pane glass $_________   
  See Architectural drawings. 
 
02  If required by Addendum     $_________ $_________ 
 
UNIT PRICES 
Unit Prices shall include all labor, materials, equipment, haulage, services, insurance and other incidentals to 
cover the completed work of the several kinds called for.  Refer to Specification Section 012200 “Unit Prices” for 
descriptions of Unit Prices. 
 
Schedule of Unit Prices 

 
Unit 

 
Add 

 
Deduct 

    
Unit Price No. 1: - Normal Earth Excavation 

 
    c.y. $ _________ $ __________ 

      
Unit Price No. 2: - Neat Earth Excavation at Trenches 

 
c.y. $ __________ $

  
___________ 

      
Unit Price No. 3  - Crushed Stone Fill 

 
    c.y. $ _________ $ __________ 

      
Unit Price No. 4: - Earth Backfill 

 
c.y. $ __________ $

  
___________ 

      
Unit Price No. 5: - Engineered Earth Fill from on-site materials 

 
    c.y. $ _________ $ __________ 

      
Unit Price No. 6: - Off-site Engineered Earth Fill. 
 

c.y. $ __________ $
  

___________ 
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ADDENDA 
Receipt is acknowledged of Addenda numbers ________________.                                                                       
           
PRE-BID CONFERENCE/SITE VISIT:  A representative was in attendance.   YES_____ NO _____  
 
TIME OF COMPLETION 
The undersigned agrees to substantially complete the work of the Contract within _______ calendar days from 
the date of the award of Contract.  It is the Owner's desire that the project be completed as expeditiously as 
prudent for proper execution of the work.  Time of completion may be a factor in consideration for award of 
contract. 
 
CONTRACT 
If notified of the acceptance of this bid within thirty (30) calendar days of the time set for opening of bids, 
Undersigned agrees to execute The Standard Form of Agreement Between Owner / Contractor where the Basis 
of Payment is a Stipulated Sum, Document No. A-101, as issued by the American Institute of Architects, current 
edition, with Owner revisions, within seven (7) calendar days of receipt of such notification and in accordance 
with the bid and the Contract Documents. 
 
BONDS 
The Undersigned agrees, if awarded the Contract, to execute and deliver to the Architect at time of Contract 
Signing a Performance Bond and Labor and Materials Payment Bond in amounts equal to 100% of the Contract 
Sum as set forth in the Instructions to Bidders. 
 
DECLARATION 
The undersigned hereby declares the Bidding Documents have been carefully examined, this proposal is 
submitted in compliance therewith, and that in signing this bid he waives all rights to plead any misunderstanding 
regarding same.  The undersigned understands that competence and responsibility, time of completion, as well 
as any other factors of interest to the Owner may be a consideration in making the award.  The Owner reserves 
the right to reject any or all proposals, to accept or reject alternate proposals and unit prices, and waive 
technicalities concerning the bid proposals received as it may be in the Owner's best interest to do so. 
 
______________________________________  _______________________ 
Authorized Representative's Signature     Date 
 
______________________________________  _______________________ 
Title         Telephone 
 
______________________________________  _______________________ 
Company        Fax 
 
______________________________________  _______________________ 
Street Address        E-Mail 
 
______________________________________ 
City/State/Zip 


