
 

 

                                       BID OPENING DATE AND TIME 
On:  January 13, 2010                                 AT:  10:30 A.M. 
BID NO. 
 

PAGE 
1 

 

INVITATION AND BID 
BIDDER MUST  

COMPLETE BELOW 

 
S1XN6670 

OF 
    79 

ADVERTISED BIDDER AGREES TO COMPLY WITH ALL CONDITIONS OF 
THIS BID. 

UNSIGNED BIDS WILL NOT BE ACCEPTED. 

This Invitation to Bid with your quotations must 
be received prior to the above cited bid opening 
date and time.  

NAME AND ADDRESS OF FIRM 

DEPARTMENT                                  DIVISION                
PPS   Facilities Management 

   

AWARDED   

DATE CITY OF PHILADELPHIA  
FOR THE PROCUREMENT COMMISSIONER PROCUREMENT DEPARTMENT Federal EIN/Social Security Number 

 MUNICIPAL SERVICES BLDG.  

 1401 JFK BLVD, ROOM 170A 
PHILADELPHIA, PA 19102-1685 

 BUYER      A. Campfield 
                   K. Owens 

TITLE OF BID:       HVAC System And Equipment Maintenance For Philadelphia Prison System 

Commerce Department-Office of Economic Development (OEO) 
 Anti- Discrimination Policy 

Executive Order 02-05 – Bidder Requirements 
  

This Invitation to Bid is issued under the Anti-Discrimination Policy described in the Mayor’s  
           Executive Order, policy and guidelines as attached.  Specific instructions must be adhered  
           to, and forms completed.  Bidders are advised to review the instructions carefully.  Failure 

to comply may disqualify the bidder.  The specified ranges represent the percentage 
of Minority, Woman and Disabled participation that should be attained by the Bidder.  
 

 

          Participation Ranges 
M-BE: BEST   EFFORTS  
W-BE: BEST   EFFORTS  

DS-BE: BEST   EFFORTS  
 

          Any and all questions about Executive Order 02-05 and bidder compliance should be directed to the Commerce 
          Department Office of Economic Opportunity (OEO) office at (215) 686- 6232. 

 
 

B I D   Q U E S T I O N S 
All questions concerning this Invitation to Bid, including specifications and conditions, must be 
Presented prior to the bid opening date and time.  Contact the Procurement Department, Public 
Information Center by calling  (215) 686-4721,  686-4720,  or  686-4719  with questions. 

 
 
 

 
 

 
F o r   C i t y   U s e   O n l y 

 MASTER BID SECURITY CERTIFIED CHECK SUBMITTED WITH BID 
BID SECURITY 

See Conditions of Bidding 
 

   YES 
 

  NO 
AMOUNT CHECK NUMBER 
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SECTION 1:  GENERAL BID SUBMISSION 
 
1.1 TITLE: HVAC SYSTEM AND EQUIPMENT MAINTENANCE FOR PHILADELPHIA PRISON SYSTEM  
 
1.2 CONTRACT TERM: 02/01/2011 to 01/31/2012 (“Initial Term”), with an option to 

renew for up to three (3) additional one (1) year periods, (“the Renewal Term”) 
exercisable, at the City’s sole discretion, as of the expiration of the Initial 
Term or then current Renewal term.  The City may, at its sole discretion, renew 
the contract for up to three (3) months at the beginning of each renewal 
period(s) (the “Additional Performance Period”), if a decision has been made not 
to renew the contract for an entire year.  
 
1.2.1 The City shall exercise such sole option to renew the Contract Term 

by issuing a letter (the “Renewal Notice”) notifying the Contractor 
that the Contract is renewed for the Renewal Term or Additional 
Performance Period (identified by commencement and termination dates) 
that is specified in the Renewal Notice.  The Contract shall be 
deemed to be renewed for such Renewal Term or Additional Performance 
Period, and Contractor shall be obligated to perform all terms and 
conditions of the Contract throughout such Renewal Term or Additional 
Performance Period, as of the effective date indicated on the City’s 
Renewal Notice, whether or not Contractor has agreed, verbally or in 
writing, to such renewal of the Contract term.  

 
 1.2.2 If an individual Performance Bond and/or Payment Bond is required 

under this Invitation and Bid, such bond(s) shall be and remain in 
full force and effect throughout the Initial Term, all Renewal Terms, 
any Additional Performance Period, and the period of any unexpired 
warranty provided or required under the Contract, without notice of 
Contract renewal by the City to the surety or the consent of the 
surety thereto.  It is the sole responsibility of the Contractor to 
ensure that such bond(s) remain in full force and effect as provided 
in this Section 1.2.2, and failure to do so shall be an event of 
default pursuant to Section 19, Default, of the attached Terms and 
Conditions of Bidding and Contract. 

 
 If participation in the City’s Master Performance Security Program  

is required under this Invitation and Bid, Contractor shall pay the  
required annual fee for such participation for each Renewal Term  
upon the issuance of the Renewal Notice. 

 
1.3  CONTRACT TYPE:  REQUIREMENTS 
 
 1.3.1  The following items are required in the operation of various City 
   agencies as ordered.  Exact quantities cannot now be determined but 
   estimates thereof are listed herein. Quantities listed may be  
   increased or decreased to meet the requirements of the City during 
   the period of this contract.  A minimum is not guaranteed.   
   Purchase orders issued as a result of this bid will be for materials 
   or services to be delivered generally on an as-needed  basis.   
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   Successful bidders are cautioned not to deliver any materials or  
   services without first being advised to do so by the ordering agency. 
 
 1.3.2  It is the intent of the Procurement Department to make an award for 

the period as stated above subject to the appropriation of funds in 
succeeding fiscal year/years by City Council.  The City’s fiscal year 
is from July 1st to June 30th inclusive. 

 
Commodities or services on the bid to be ordered after the end of the 
fiscal year are subject to the issuance of purchase orders for the 
following fiscal years.  The City is not liable for the award 
involving following fiscal years’ funds until such orders are issued. 
 
The successful bidder(s) obligation to deliver on such purchase 
orders shall not take effect until the orders are issued.  To 
simplify the contract procedure, however, the successful vendor will 
be required to furnish a Performance Bond or Performance Security Fee 
to cover units awarded to him. 
 

1.4 METHODOLOGY OF ACQUISITION: Purchase of Services and Related Parts only. 
 
1.5 STATEMENT OF DIRECTION: 
 

1.5.1  It is the intent of the City of Philadelphia to make an award for 
HVAC Maintenance and Related Parts for the Philadelphia Prison System 
as specified herein during the contract period. 
 

1.6 BID SECURITY 
 

1.6.1 For the purposes of this bid, Paragraph 2 of the “Terms and 
Conditions of Bidding and Contract” is deleted.  The bid must be 
accompanied by a certified check, bank treasurer’s or cashier’s 
check, bank money order, or U.S. Postal money order (hereinafter 
referred to as “check”) in the amount of $2,000.00. 

    
 1.6.2 When the bids are opened and the lowest responsible bidder has been 

determined, the Procurement Department shall refund all checks except 
for the lowest responsive and responsible bidder.  Upon return of the 
duly executed Contract Documents by the lowest responsive and 
responsible bidder, check will be refunded and the bid security 
checks of all bidders shall be deemed to be released. 

  
1.6.3 A bid which is not accompanied by this required security will be 

rejected. 
 

1.7 BID INFORMATION: 
 
 1.7.1 All information concerning this bid will be contained in this bid 
  document as issued or amended. 
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1.7.2 Information provided verbally by any City official shall not be 
 binding or relevant. 

 
1.8 BID SUBMISSION: 
 
 1.8.1 Bid information must be submitted to the City of Philadelphia 

no later than the time and date for the bid opening. 
 

1.8.2 Advertised sealed bids will be received and read publicly at 10:30 
 AM in Room #170A, 1st Floor, Municipal Services Building, 1401 JFK 
 Boulevard. 
 
1.8.3 Bid should be complete and include ALL information required as 

described in the various paragraphs of the bid specifications. 
 

1.8.4 All pricing must be completed on the forms provided; be 
complete; and be in ink or typed. 
 

1.8.5 The bid must be complete as to required bid signatures and 
corporate seal, and fully accept the terms and conditions contained 
in the bid. 

 
1.8.6 In accordance with the City of Philadelphia's Regulations Relating 

to Local Bidding Preferences for Procurement Contracts, this bid 
may be subject to a 5% local bid preference.  In order to 
determine eligibility to receive the 5% preference, if applicable, 
bidder or subcontractor must be certified at the time of the bid 
opening and must submit with the bid the Local Business Entity 
Certification number as issued by the Procurement Department for 
the prime contractor or the applicable subcontractor.  If the 
prime relies upon its subcontractor’s LBE status in order to be 
eligible for the preference, the name and certification number of 
the subcontractor must be submitted with the bid.  Failure to 
submit the prime’s LBE certification number or the subcontractor’s 
name and the LBE certification number with the bid will deem 
bidder ineligible for the 5% preference. 
 
Further, by submission of this bid, bidder makes the following 
certification in connection with the grant of any local bidding 
preference: 
 
“I certify, that if awarded this contract on the basis of application 
of the LBE preference, my company or my subcontractor, throughout the 
entirety of this contract, will perform the majority of the work 
under this contract within the geographic limits of the City of 
Philadelphia, and I will, or cause my subcontractor to, maintain 
within the City a majority of the inventory or equipment that will be 
used on this contract or the amount of inventory that is customary 
for this industry.”      
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   Prime or subcontractor’s LBE Certification Number_______________ 
 
   If applicable: 
  Subcontractor’s Name____________________________________________ 
 
   NOTE: If you wish to apply for Local Business Entity (LBE) 

certification, go to www.phila.gov/bids.  Please provide sufficient 
time prior to bidding for processing of the LBE application. 

 
1.8.7  BID PROCESSING FEE: 
 For purposes of this bid ONLY, bidder MUST submit with their bid a 
 non-refundable check or money order payable to the City of 
 Philadelphia in the amount of $30.00 to cover the bid processing fee.  
 Failure to submit the bid processing fee may result in 
 disqualification from bidding. 

 
 1.8.8  BID QUESTIONS OR PROBLEMS  
   In preparing the bid response, should any bidder need clarification 

on the bid requirements, identify a discrepancy in the 
specifications, determine that a specified product has been 
discontinued or an alternate procedure is advised, etc.; then the 
bidder is STRONGLY encouraged to bring these issues to the attention 
of the Procurement Department’s Public Information Unit prior to the 
bid opening by calling (215) 686-4720 or 4721, or by faxing (215) 
686-4716. Questions, whether phoned or faxed, should be received no 
later than three (3) business days after this Mandatory Site – 
Inspection/Pre-Bid Meeting referenced in Paragraph 1.10.1 of this 
Invitation and Bid.  The City reserves the right to only respond to 
those questions submitted prior to the stated deadline.  If it is in 
the City’s best interest to do so, the bid MAY be amended to reflect 
the proposed changes/modifications. Exceptions taken DO NOT obligate 
the City to change the specifications.  The City of Philadelphia, 
Procurement Department will notify all bidders in writing, by 
addendum duly issued, of any interpretations/changes made to 
specifications or instructions.  The City will not accept 
responsibility for oral instructions, suggestions or changes by any 
City agency. 

   
   Otherwise the successful bidder will have to provide the product or 

service exactly as defined in this bid, and in accordance with the 
directions in Section 2. 

 
 1.8.9 Please refer to Paragraph 1.9.3.4 – Submit copies of certifications 

for Six (6) certified HVAC mechanics to be utilized during the 
contract period, who must also fulfill the CFC Certifications 
requirements.   

 
 1.8.10 Please refer to Paragraph 1.9.3.6 – Submit copies of Service  
   Technician(s) Certifications for journeyman mechanics of Steam Fitters 
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   Locals 420 or current Class “A” Engineer License issued by the City of 
   Philadelphia.   
 
 1.8.11 Please refer to Paragraph 1.9.3.7 – Submit copies of Service  
   Technician(s) certifications for Refrigeration Service Engineers  
   Society’s Heat Pump Technology Certification Course.   
 
 1.8.12 Please refer to Paragraph 1.9.3.8 – Submit copy of National Boiler 

Inspection Code (NBIC) R Stamp Holder Certificate.   
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 1.8.13 CONTACT PERSON: 
 
 PRE-AWARD: 

Indicate below to whom in your firm questions concerning this 
Invitation and Bid should be directed: 
 
Name:____________________________________________________ 
 
Address:_________________________________________________ 
 
City/State/ZC:___________________________________________ 
 
Telephone No.(_____)______________________ Ext.:_________ 
 
Fax No.(_____)___________________________________________ 
 
E-mail address___________________________________________ 
 
Vendor’s WEB address_____________________________________ 
 
POST-AWARD: 
Indicate below to whom in your firm questions concerning the Contract 
resulting from this Invitation and Bid should be directed: 
 
Name:____________________________________________________ 
 
Address:_________________________________________________ 
 
City/State/ZC:___________________________________________ 
 
Telephone No.(_____)______________________ Ext.:_________ 
 
Fax No.(_____)___________________________________________ 
 
E-mail address___________________________________________ 
 
Vendor’s WEB address_____________________________________ 
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1.9 BIDDER QUALIFICATION: 
 
 1.9.1  All  bidders must be a bona fide manufacturer of, or dealer in, the 

article or service specified within the bid.  To demonstrate this, 
bidders should submit the following reference information with their 
bid.  References provided should be pertinent to the commodity or 
service requested in this Invitation and Bid; and demonstrate the 
bidder’s ability to perform on a contract of this size and scope. 

 
Please note that reference information in each section must be 
completed.  Failure to submit this information may result in the 
bidder’s disqualification. 
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SECTION 1: 

Customer References other than an employee or department of the City of 
Philadelphia, (excluding suppliers or financial institutions). 
 
                         A.    B.    C 
Firm Name:     __________________ __________________ __________________ 
 
Address:       __________________ __________________ __________________ 
 
Contact:       __________________ __________________ __________________ 
 
Phone #:       __________________ __________________ __________________ 
 
Type Work:     __________________ __________________ __________________ 
 
Years dealing 
w/your firm:   __________________  __________________ __________________      
 

SECTION 2: 
Previous purchase order(s)/contract(s) with the City; (State "None" if 
applicable) 
 
P.O./Contract 
Number:        __________________ __________________ __________________ 
 
Department:    __________________ __________________ __________________ 
 
Contact Name:  __________________ __________________ __________________ 
 
Phone #:       __________________ __________________ __________________ 
 
Item(s):       __________________ __________________ __________________ 
 
NOTE:  Do not provide the name and phone number of a Procurement 
   Department Buyer in this section.  Contact name(s) and phone 
   number(s) must be from a City ordering department. 
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1.9.2 Define specific requirements tailored to the work, to include job 
descriptions, if required. 

 
1.9.3    COMPETENCE OF BIDDER  

 
   1.9.3.1 Bidders must have a registered professional Engineer on 
     staff or accessible through a consultant. 

 
   1.9.3.2 Bidder shall submit documentation which demonstrates that 

they have satisfactorily maintained equipment of the same 
scope and complexity as the equipment described in this 
bid.  Bidder shall submit with this bid a list of at least 
five equivalent or large installations to which they have 
provided such service under contract. 

 
   1.9.3.3 The bidder shall have in his/her direct employment the 

 necessary organization and proper facilities located 
within a twenty-five (25) mile radius of the City to 
properly fulfill all the services required.  He/she must 
employ on the job: skilled, competent and trained workers 
and must provide evidence that he/she has a thorough 
working knowledge of the engineering data, layouts and 
materials of the specific equipment covered by this 
Invitation and Bid, to properly fulfill the requirements 
of these specifications. 
 

   1.9.3.4 Bidders must have, at the time of the bid opening, a  
  minimum of six (6) certified HVAC mechanics working for 

their business.  The mechanics MUST be CFC certified, 
with certificates.  Submit copies of the certificates 
with bid. 

 
   1.9.3.5 Bidders must not have failed to complete one or more 

former contracts, have a record of unsatisfactory 
installation or service.  No bid will be awarded to any 
company that is in arrears or is in default to the City 
of Philadelphia upon any debt or contract; or that is a 
defaulter as surety or otherwise, upon any obligation to 
said City of Philadelphia; or has failed to perform 
faithfully on any previous contract with the City of 
Philadelphia. 

 
   1.9.3.6  All service technicians providing service under this  

  contract shall have experience and training equivalent to 
  journeyman mechanics of Steam Fitters Local 420 or shall 
  possess a current Class A Engineer License issued by the 
  City of Philadelphia. 
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  1.9.3.7 All service technicians providing service under this  
  contract on heat pump systems shall have successfully  
  completed training on the subject equivalent to the  
  Refrigeration Service Engineers Society’s Heat Pump  
  Technology Certification Course.  Copies of these   
  certifications shall be submitted with this bid. 

 
   1.9.3.8 The bidder(s) must be a National Boiler Inspection Code 

(NBIC) R Stamp Holder and should submit a copy of their 
current certificate with the bid. 

 
   1.9.3.9 All certificates and licenses shall remain current 

throughout the contract period including any and all 
renewal periods. 

 
 
1.10 MANDATORY SITE INSPECTION AND PRE-BID MEETING:   
 
 Vendors shall examine each site in detail where work iz to be done and 
 acquaint themselves with conditions affections affecting the work area for 
 which they will be held responsible.  Each location in the bid will have a 
 Mandatory Site-Inspection.   
 
 The “Site-Visit Certification” Form Provided with this Invitation and Bid, 
 must be completely filled out by the vendor and signed by the Maintenance 
 Service Director or his/her designee, certifying the completion of the 
 Mandatory Site Inspection.   
 
 Vendors are encouraged to review, in advance, the Date and Starting Time for 
 the Mandatory Site-Visit.  Failure to attend the Mandatory Site-Visit on the 
 Date and Starting Time listed in Paragraph 1.10.1 below and to provide the 
 completed Site-Visit Certification Form with your bid shall disqualify vendor 
 from award of this Invitation and Bid.  It is anticipated that the Site-
 Inspection and Pre-Bid Meeting following immediately thereafter will 
 encompass most of the business day.   
 
 The Maintenance Service Director for the Philadelphia Prison System is Mr. 
 Willie Lewis @ (215) 685-8490.   
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1.10.1 MANDATORY SITE-INSPECTION LOCATION, DATE  AND STARTING TIME ARE 
AS FOLLOWS:   

 
 LOCATION:  CITY OF PHILADELPHIA PRISON SYSTEM 
  HOUSE OF CORRECTIONS, 
  MAINTENANCE DIRECTOR’S CONFERENCE ROOM 
  8001 STATE ROAD 
  PHILADELPHIA, PA  19136 
 
 DATE:   Wednesday, December 29, 2010 
 
 START TIME:  9:00 AM 
 
 PLEASE NOTE:  UNDER NO CIRCUMSTANCES WILL LATE ARRIVALS BE PERMITTED.   
 
  Upon assembly for the Mandatory Site Inspection at the House of   
  Corrections, Maintenance Director’s Conference Room, Bidders will 
  then be escorted by the Philadelphia Prison System personnel   
  through each of the facility locations referenced below:   
 
  ADDITIONAL SITE INSPECTION LOCATIONS:  (ARE NOT LISTED IN ANY   
  PARTICULAR ORDER)   
 
  HOUSE OF CORRECTIONS 
   
  DETENTION CENTER 
 
  PHILADELPHIA INDUSTRIAL CORRECTIONAL CENTER 
 
  ASD-CU & SATELLITES BLDGS. 
 
  HOLMESBURG PRISON 
 
  MIS COMPLEX BLDGS.   
 
 1.10.2 MANDATORY PRE-BID MEETING:   
 
 A MANDATORY PRE-BID MEETING will commence Immediately after 
 completion of the Mandatory Site-Inspection in the House of 
 Corrections, Maintenance Director’s Conference Room.   
 
 The purpose of this meeting is to respond to questions from 

prospective bidders.  Bidders are encouraged to submit questions 
in writing at this time.  All questions that materially impact 
upon the bid process will be answered, in writing, in a formal 
addendum issued by the City.  Oral responses by City employees of 
their representatives are  not binding and shall not in any way be 
a commitment by the City.   

 
 Attendance at this Pre-Bid Meeting is Mandatory.  Only bidders who 



     INVITATION 
        AND BID  
     Continuation 

CITY OF PHILADELPHIA 

PROCUREMENT DEPARTMENT 

PHILADELPHIA, PA 19102 - 1685 

BID NUMBER 
S1XN6670 

PAGE OF

13 79 
FIRM NAME (Must be filled in) 

 attend Both the Mandatory Site-Inspection and Pre-Bid Meeting and 
 are subsequently qualified by the City will be eligible for aware.   
 
 

SITE VISIT CERTIFICATION 
 

BID NO.  S1XN6670 
 

(TO BE SUBMITTED WITH BID PACKAGE) 
 

 
Vendor must contact _______________________________ at _______________________, 
to make arrangements to visit the site for inspection. 
 
This form MUST be signed and dated by a representative of _____________________ 
to certify that the below vendor inspected the area as per specifications. 
 
 
COMPANY NAME: ___________________________________________________ 
 
ADDRESS:  _______________________________________________________ 
 
CITY/STATE/ZIP CODE:  ___________________________________________ 
 
PHONE NO.:  ___________________     FAX NO.:_____________________ 
 
CITY REPRESENTATIVE: ____________________________________________  
 
DEPT.: __________________________________________________________ 
 
NAME:____________________________________________________________ 
 
SIGNATURE:_______________________________________________________ 
 
DATE:____________________________________________________________ 
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SECTION 2: SPECIFICATIONS 
 
 Please Note:  Bid includes all related Controls and Appurtenanances for the 

equipment listed herein.   
 

 2.1 General Description of Technical Specifications 
  
 2.1.1  Initial Conditions Report 

After successful bidder's receipt of notice to proceed, the 
contractor shall submit within a mutually agreed upon time with the 
City, a detailed list of material and labor which he/she estimates is 
required to restore any inoperable HVAC component, equipment or 
system to proper, reliable operation, capable of performing in 
compliance with its initial mission and intended use. 

 
The listing of equipment and tasks shall be presented to the City's 
Project Manager in an "Initial Conditions Report" with itemized 
costs.  The "Initial Conditions Report" shall be in addition to all 
other reports, including SVRF's. 

 
   The City reserves the right to authorize all, part of, or none 

of any recommended repairs listed in the "Initial Conditions Report," 
under this contract using the changed conditions and terms of this 
contract.  The City reserves the right to make any repairs listed in 
the "Initial Conditions Report" under separate contracts. 
 

2.1.2 The Basic Service of this project includes all material (possessing 
all tools, equipment, instruments and supplies) and labor necessary 
to perform and complete General Maintenance and Preventive 
Maintenance on existing Heating, Ventilating Air Conditioning Systems 
Equipment and Components 24 hours a day, seven (7) days a week, 365 
days a year; as described in these specifications. 

 
Extra work including (Maintenance and Repair Work; Emergency 
Maintenance and Repair Work); and "Add-on Work" requested by the 
City, beyond the Basic Services may be added by the Philadelphia 
Prison System during the term of the resulting contract. 

    
   2.1.2.1 The Maintenance Specifications for this Contract are 

outlined  within this section of the Invitation and Bid 
(IAB)and the accompanying Equipment Description, 
Maintenance Tasks and Schedule Guide as follows: 

 
     2.1.2.1.1: A Table listing the Philadelphia Prison System 

 Locations  by Numbers and addresses (see para. 
 2.14 through 2.18); 

 
     2.1.2.1.2: Tabular Schedule of (GM), and (PM) Tasks which 

  require work at varying times during the  
  contract period (see Appendix - A); 
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         2.1.2.1.3: Individual tabular listing of General   
  Maintenance (GM), and Preventive   
  Maintenance (PM) Guide (see Appendix - B); 

 
         2.1.2.1.4: GM/PM Maintenance Guide General Overview  
       (see para. 2.9). 
 

2.1.3  The technical specifications outlined in this section describe the 
scope of this Service Contract work, including: Regular Inspection 
Work (RIW); General Maintenance Work (GM); Preventive Maintenance 
Work (PM); Maintenance & Repair Work (M&R) and Emergency Repair Work 
(ERW). 

 
 2.1.4  A table for each location presents a listing of major HVAC systems 
   and equipment, the applicable GM/PM Guide (by Guide Number), and the 
   frequency of each GM/PM Task.   
 
 2.1.5  The Equipment Description includes a full description of each GM/PM 

Guide, with Guide Application; Guide Special Instruction; Guide Check 
Points; and Guide Recommended Tools, Material and Equipment.  All of 
the GM/PM Guides specified in this Invitation and Bid. 

 
Also included are: GM/PM Guides for HVAC systems equipment and 
components (example motors, cooling towers, filters); and the GM/PM 
Guide for specialty testing procedures (for example eddy current 
testing).   
 

2.1.6  Preventive Maintenance Schedule Guide which also includes a schedule 
 of GM/PM maintenance tasks which are not scheduled each year, and 
 shall be completed during the three one year optional renewals 
 described in this section.    

 
   All of the tasks listed in the this section,  which have schedule of 

completion less frequent than once per year are specified for 
completion during the first year or one of the optional renewal years 
of this Contract. 

 
 2.1.7  The General Maintenance and Preventive Maintenance Overview  

includes: GM/PM General Overview (see paragraph 2.9); good 
maintenance practices; safety specifications, and describes the tools 
recommended to complete the tasks, as listed by tool group referenced 
in each GM/PM Maintenance Guide. 

 
2.2 DEFINITIONS: 
  
 • Changed Conditions Conditions which require material and/or labor beyond 
     that required under the basic Contract requirements 
     and for which City Project Manager approval and  
     formal change order are required. 
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 • City Project Manager Willie Lewis, Prison Maintenance Service Director, or 
his designated representative.  Also referred to as 
the City’s Contract Manager. 

 
 • Emergency GM/PM 
  Work (EGM/PM) Providing material and labor to complete GM/PM on an 

on-call basis, seven days per week, 24 hours per day 
within 2 hours of contact by the City Project 
Manager. 

 
 • Emergency Repair 
  Work (ERW)  Providing material and labor to complete  M&R 

(which M&R has not resulted from this Contractor’s 
failure to perform), on an emergency basis, as 
additional work, on a pre-approved basis, under the 
“Changed Conditions” terms of this Contract.  

 
 • General Maintenance   
  (GM)   Material and labor required for, and/or the physical 

act of cleaning, surface care, space care, paint 
touch up, removal of trash, debris, and waste 
accumulating as a result of HVAC system 
use/operation, and/or as the result of the work 
performed during this contract, thereby leaving the 
premises neat and clean after each work task (PM, 
M&R, RIW); 

 
 • HVAC   All the facility systems, equipment, and components 

(not specifically excluded by this specification) 
required to service the heating ventilating and air 
conditioning environmental control requirements of 
each facility included in this specification. 

 
 • Maintenance and Repair (M&R)  
        
     Material and labor required for, and/or the physical 

act of removal, repair and replacement of failed 
systems equipment or major components of the HVAC 
systems.  The maintenance and repair work to replace 
major items of equipment is excluded from basic 
services under this Contract, and is covered under 
“Changed Conditions” terms of this specification; 

 • Preventive 
  Maintenance (PM) Material and labor required for, and/or the physical 

work expended in performing equipment maintenance and 
repairs, prior to failure.  The goal of preventive 
maintenance is to minimize equipment failures.   
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     Included is any work necessary for: the continued 
operating or upkeep of a building HVAC system, 
including incorporation of factory directed 
modifications.  The PM work includes maintaining all 
HVAC systems, equipment and components at a level 
(fair wear and tear excluded), to assure that the 
facilities are operated in an efficient, and 
economical manner; 

 
 • Readiness to Serve The maintained ability of the Contractor awarded this 

Contract to provide all required material and labor 
required to provide ERW, on-call, 24 hours per day, 
seven days per week, all year around, with two hours 
response time from contact by the City Project 
Manager. 

 
  Regular Inspection 
  Work (RIW)  Determine the status of the HVAC system check point 

(system, equipment, component), record 
observations/recommendations, and take appropriate 
prudent action to eliminate any deficiencies found.   
If additional calibration adjustment GM, PM or ERW is 
found to be required as a result of the RIW, that 
work shall be accomplished, or scheduled for future 
action; 

 
 • SVRF  (Site Visit  
  Report Form) A report form required of the Contractor to certify 

each site visit to each Locale included within this 
Contract. 

 
  2.3 TECHNICAL  REQUIREMENTS 
 
 2.3.1  This Contract includes but is not limited to monthly RIW; scheduled 

GM/PM tasks; regular reporting, and testing under Basic Services.  
This work shall bring up to and maintain design conditions of the 
HVAC equipment, systems and components at each of the facilities.  
Provide all material and labor required for RIW, GM, and PM work.  
Equipment listed on the successful bidder's City approved Initial 
Conditions Report as operating at less than 100% efficiency shall be 
maintained in an "as-is" condition until such time the condition is 
corrected (Ref. 4.1.7). 

 
 2.3.2  To perform the Basic Services, the successful bidder shall provide 

all materials and labor to complete emergency (EGM/PM) work 
(emergency call back) as required between RIW visits, at no 
additional cost to the City. 

 
 2.3.3 On a pre-approved basis (by the City Project Manager) the successful 

bidder shall provide additional work involving ERW and shall include 
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in the proposed labor charge for ERW, all expenses or charges for 
Contractor’s readiness to serve under the emergency repair work 
requirements of the Contract. 

 
 2.3.4  The list of materials to be provided by this Contract under the 
   basic GM/PM requirements includes but is not limited to: all ladders; 

hoists, rigging; all air and oil filters; lubricants; equipment 
consumables; small rebuild kits; adhesives; mastics; pastes; caulk; 
pipe dope; small brushes; replacement belts;  valve kits; solvents; 
rags; electrical tapes; blades; miscellaneous hardware (including 
bolts; nuts; washers; screws; connectors; anchors; nails; hooks; 
stranded metal wire; shivets); gasket materials; oakum; drill bits; 
taps; dies; shop hand tools; air conditioning glycol; grease; cutting 
oils; degreasers; dry absorbents; solder; lead; oakum brooms; pans;  
brushes; markers; chalks; cleaning materials; solvents; wire  
nuts; clamps; shop consumables; map gas; acetylene supply;   
short length small tubing materials; shop electrical cords/reels; 
work lights; batteries; flash lights; ladders; lifts; rigging tools; 
meters; scales and levels. 

 
 2.3.5  The systems equipment, and components covered by this specification 

and contract include, but are not limited to: 
 
   • The system, equipment and component items as described in this 

Section and the Maintenance Tasks by Equipment and Location, 
Equipment Description and the Preventive Maintenance Schedule 
Guide for HVAC Equipment; 

 
   • All HVAC building system compressors, evaporators, circulators, 

air cooled condensers, condensing units, fans; pumps; motors; 
all building air filters (duct and wall/door mounted); 
refrigerant valves; control devices/instruments; control panel; 
switches remote control items including: thermostats; duct 
controls; pneumatic automatic temperature control systems; 
complete; electric automatic temperature control systems 
complete;  dampers; linkages; power and control wiring serving 
the systems/equipment; and pneumatic tubing/controls. 

 
 2.3.6  The system, equipment and component listings contained in this 

section of the Invitation and Bid are approximates and are provided 
as a guide to the Bidder.  The awarded bidder shall include all HVAC 
systems equipment and components in the GM/PM work.   

 
   During the course of the Contract, the City may add specific items to 

the contract as required to achieve full coverage of the GM/PM 
Contract work.  Supply all equipment and do all work in accordance 
with the latest requirements of any code(s) which may govern the 
requirements of the work under this Contract. 
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2.3.7  Comply with the GM/PM task descriptions specified and also as 
outlined in the Equipment Description, Maintenance Task, and Schedule 
Guide for RIW tasks. 

 
 2.3.8  Perform all work in accordance with the buildings codes, by-laws, 

regulations and requirements of the local, state and Federal 
authorities in effect at the time of the execution of the work. 

 
2.4 SUPERVISION OF PERSONNEL 
  
 2.4.1  The City reserves the right to deny access to any employee of the 

successful bidder when advance notice is not received. 
 
 2.4.2   The successful bidder shall supervise all service personnel so that 

at all times they present a neat appearance, and their movement in 
the buildings are within the parameters of their work. 

 
 2.4.3  The City may assign a representative to accompany the service 

personnel. 
 
2.4.4 CONTRACTOR'S PERSONNEL 
 
 2.4.4.l  All personnel shall be physically able to do their  
   assigned work and shall be free from any communicable 

disease. 
 
 2.4.4.2 All personnel shall be capable employees, thoroughly 

trained and qualified in the work assigned to them. 
Throughout the life of the contract, all contractor 
personnel providing on-site service must meet all 
requirements for training, certification and licensing. 
Uncertified individuals working under the supervision 
of a certified repair service person will not be 
permitted to provide service under the terms of this 
contract. 

 
 2.4.4.3 Contractor must agree to assign only personnel with the 

qualifications as specified in paragraph 1.10 to any 
one location or locations specified in the bid 
document; and to maintain the continuity of the 
personnel qualifications throughout the contract.   

 
2.4.4.4  All personnel must observe all regulations in effect at 

 the City agency.    
 

   While on City property, employees shall be subject to 
the control of the City, but under no circumstances 
shall such persons be deemed to be employees of the 
City.   
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   Contractor and his/her employees shall not represent 
themselves as employees of the City. 

 
 2.4.4.5 The City’s Project Manager may request the Contractor 

to transfer from the work crew, employees who are found 
to be incompetent, prone to excessive tardiness, 
absenteeism or theft. 

 
 2.4.4.6 The Contractor's employees shall be subject to such  
   security clearances as the City deems required.   
 
 2.4.4.7 The Contractor shall require that all of his/her  
   employees wear suitable uniforms during the time that 

they are on City property, identifying the employee as 
being in the employ of the Contractor. Also, each 
employee must carry an identification badge or card to 
present for admittance into a building or other 
property after official working hours of the building 
or property's occupants. The Contractor shall determine 
and provide additional personal protection equipment 
required for the safe performance of work.  

 
 2.4.4.8  The Contractor shall prohibit his/her employees from 

disturbing papers on desks, opening desk drawers or 
using telephones or other office equipment provided for 
official City use. 

   
2.4.5  Do your personnel providing service have experience and training 

equivalent to journeyman mechanics of Steam Fitters Local 420 or 
possess a Class A Engineer License?________ 

 
   Please state below the technicians that will be assigned to the 

contract. 
 
          Class A 

       Name of     Years of  Training   Years of  License 
   Technician  Experience School     Training  (if applicable) 

  
    1. _______   __________   _________   _________   ____________ 
 
    2. ________   _________   _________   _________   ____________ 
 
   3. ________   _________   _________   _________   ____________ 
 
    4. ________   _________   _________   _________   ____________ 
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  2.4.6  Have the personnel providing service on heat pumps completed training 
equivalent to the Refrigeration Service Engineer’s Society’s Heat 
Pump Technology Certification Course? _______. 

      
      Please state below the technicians that will be assigned to the 

contract. 
 

       Name of      Years of  
   Technician         Training School     Training 

  
   1. ______________    ________________    ___________  
 
   2. ______________    ________________    ____________ 
 

2.5 TESTING SERVICES: 
   
2.5.1  The Contractor awarded this Contract shall subcontract out the 

following testing work which is part of his/her Basic Services under 
this Contract: 

   
      • Eddy Current Testing; 
      • Oil Analysis; 
      • Megohmmeter Testing 
 
2.5.2  The following testing work which is beyond Basic Services covered by 

the contract; if requested, and authorized (based upon pricing  
    acceptable to the City) to proceed shall be subcontracted by the 

Contractor: 
 
      • Ultrasonic Analysis 
      • Infrared Analysis 
    
      Each subcontractor/supplier must meet the requirements of Section 

1.9.3. 
 
   Each bidder shall list the name of the subcontractors selected to 

perform the testing services described above: 
 
   •  Eddy-Current Testing 
 
    Subcontractor:______________________________ 
 
    Address:____________________________________ 
 
    Contact Name:_______________________________ 
 
    Telephone Number:___________________________ 
 
    Fax No:_____________________________________ 
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   •  Oil Analysis 
 
    Subcontractor:______________________________ 
 
    Address:____________________________________ 
 
    Contact Name:_______________________________ 
 
    Telephone Number:___________________________ 
 
    Fax No:_____________________________________ 
 
      •  Megohmmeter Testing 
 
    Subcontractor:______________________________ 
 
    Address:____________________________________ 
 
    Contact Name:_______________________________ 
 
    Telephone Number:___________________________ 
 
    Fax No:_____________________________________ 
 
   •  Ultrasonic Analysis 
 
    Subcontractor:______________________________ 
 
    Address:____________________________________ 
 
    Contact Name:_______________________________ 
 
    Telephone Number:___________________________ 
 
    Fax No:_____________________________________ 
 
   •  Infrared Analysis 
 
    Subcontractor:______________________________ 
 
    Address:____________________________________ 
 
    Contact Name:_______________________________ 
 
    Telephone Number:___________________________ 
 
    Fax No:_____________________________________ 
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2.6 NOTIFICATION OF SERVICE 
 
2.6.1 The successful bidder will notify the City Project Manager at 

least forty-eight (48) hours in advance to schedule basic services 
work under this contract.  Work performed in response to an ERW, 
and/or EGM/PM call is exempt from these requirements. 

 
2.6.2  Total Shutdown: 
  The successful bidder shall obtain permission from the requesting 

contact person(s) at least forty-eight (48) hours in advance for 
all scheduled work which will require a total shutdown of the 
heating, ventilating, or air conditioning system in   a particular 
building. 

 
2.7 SPECIAL CONDITIONS 

 
2.7.1 Occupied Building(s) 
 
 2.7.1.1  In occupied building(s), insure that normal routine can 

carry on while work is being done. 
 
 2.7.1.2  Take proper care to avoid unnecessary noise, clutter or 

obstruction in the building, and arrange for storage of 
materials and tools where they will cause minimum 
inconvenience. 

 
 2.7.1.3  Where excessive noise or obstruction is unavoidable, 

contact the Police District Commander or City Project 
Manager (for City Hall) ahead of time to make suitable 
arrangements. 

 
2.7.2 Vacancy 
 
 2.7.2.1  Any facility vacated during the life of this contract 

can be removed from this contract by the City with 
written notice to the successful bidder thirty (30) 
days prior to the date of removal.  At time of removal 
the amount warded shall be reduced by the monthly 
amount bid for the facility removed times the number of 
months remaining on the contract. 
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2.7.3 Use of Building Storage Space 
    
 2.7.3.1  The City will endeavor to provide a reasonable amount 

of on-site storage space dedicated to this Contract, to 
permit storage of non-flammable expendables and attic 
stock required for the work including for example: a 
reasonable number of disposable air and oil filters, 
filter material; rebuild kits; lubricants; valve kits; 
replacement belts; dry absorbents. 

 
    Provide a general inventory list and strategic plan of 

location and define security lock-up provisions for 
review and approval by the City Project Manager. 

 
 2.7.3.2  The Contractor is responsible for security locking 

provisions, on-site, shall maintain an up to date 
inventory listing; and shall provide full insurance 
coverage for his/her stored materials.  Submit 
inventory list monthly, obtain approval from the City 
Project Manager to signify the City granting permission 
on a monthly basis to store materials on-site. 

 
2.7.4 Safety 
 
  The contractor shall in the performance of his work follow all 

standard safety practices of the trades.  He shall at all times 
comply with requirements of the Occupational Safety and Health Act 
of 1970 (OSHA). 

 
2.7.5 Contract Inspections 
 
  The Contractor shall participate at no additional charge to the 
   City in annual comprehensive inspections of work performed to 
   date.   The inspections shall be done by individuals selected and 
   paid for by the City. 
 
2.7.6  Meetings 
 
  The successful bidder shall meet with City agency personnel to 
  discuss matters pertaining to this contract when requested by 
  City’s Project Manager. 
  
2.7.7  Reporting  
 
  The Contractor shall prepare and submit for approval to the City 
   Project Manager a Site Visit Report Form (SVRF) to be completed 
   to document each and every site visit (GM/PM, EGM/PM, M&R, ERW, 

RIW) to any location listed in this Invitation and Bid. 
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  The GM/PM SVRF must include spaces for the following, (as a 
minimum):  

 
  a.  Date and time (arrival and departure) of site visit 

service call; 
 
  b.  Number, Title, Location 
    
  c.  Name of Service Technician(s); 
 
  d.  Identification of Service Work using the CBMS numbering 

system, and the GM/PM Guide Number 
 
  e.  Layman’s description of the tasks carried out. 

 
  f.  Supplies and materials used (quantity and description);  

       
  g.  Signature of the Contractor’s lead technician 
 
   h.  A space to receive the signature of the City Project 

Manager or designee for service performed at PPS   
 
  2.7.7.1  The SVRF forms must provide a choice of check block to 

permit the lead technician the ability to specifically 
designate the purpose of the site visit from the 
following optional choices: 

      GM/PM; EGM/PM; M&R; ERW; RIW. 
 

2.7.7.2  The SVRF must be completed to show the clock-in time of 
the site visit, and the clock-out time.  Each time must 
be separately shown, with space for individual 
signature of the City Officer on duty at the front 
desk, operations room or the City Project Manager.   

 
2.7.7.3 Maintain a local project office log of all SVRF’s.  The 

City reserves the right to perform unannounced visits 
to the Contractor’s local project office to review the 
SVRF log (the log must be maintained in a readily 
accessible location in the project office permitting 
not more than a five minute time lapse to affect the 
Contractor’s production for review).  Refer to the 
monthly report requirements (see para. 2.8 for 
requirements on copies for the City’s Project Manager. 

 
2.8   MONTHLY REPORTS 

 
2.8.1 Submit to the City’s Project Manager a full set of the SVRF’s 

accumulated over each month of the Contract.   
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 Each set shall cover one calendar month, shall be indexed, bound 
in 3-ring binder with label indicating the applicable month, and 
delivered within five (5) working days of the completion of each 
calendar month of the Contract.  

 
2.8.2 The Monthly Report per location shall include a complete GM/PM 

task status report using the GM/PM task tables, the Maintenance 
Tasks by Equipment Data Sheet Numbering System, and Preventive 
Maintenance Schedule; describe the work completed, and the future 
work scheduled for the next 3 months of the work.  Submit for each 
facility a schedule of submission in accordance with these 
specifications. 

 
2.8.3 Submit a monthly report of the Maintenance Task by Equipment 

detailing the condition of the equipment, provide 
recommendations/justifications, and M&R tasks.  Submit this 
schedule for review in accordance with these specifications. 

 
2.8.4 Submit a monthly report on the Equipment Description to provide a 
  general description of, and basis of justification for evidence of 
  unsatisfactory operation, predicted malfunction(s), and/or any 

unsafe conditions.  This report shall also specifically identify 
any equipment reaching the end of its useful life. 

 
2.8.5 A material part of the Contract includes: 
 
  • Maintaining and providing access to current,  accurate, 
    complete and fully legible SVRF’s at the Contractor’s  Project 

 Office.   
 
  • Submitting complete, accurate, legible, fully documented 
    Monthly Reports including all aspects of equipment and 
    maintenance as described herein;  
 
  • Submitting to the City Project Manager, and obtaining approval 

 for the SVRF, and Monthly Report Format/Organization/Index 
 within 10 working days of authorization to proceed with this 
 contract; 

 
  • Submitting within five (5) working days of authorization to 
    proceed a schedule of planned activities (including GM/PM 
    Guide Locale and Tasks expected to be initiated/ completed 
    during the first three month period of the contract. 
 

2.9 GENERAL MAINTENANCE/PREVENTIVE MAINTENANCE OVERVIEW 
 
2.9.1 This GM/PM Maintenance overview is intended to provide direction 

in the performance of general maintenance and preventive 
maintenance tasks.   
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 The objectives of which are to: maximize  the efficiency of 
operation and the useful life of equipment systems and structures; 
and to provide  reliable and suitable conditions for the building 
occupants. 

 
2.9.2 This GM/PM overview is generic in nature and not intended to 

substitute, or to apply uniformly across all types and 
configurations of equipment and systems installed in the City of 
Philadelphia Facilities.  The contractor shall exercise diligent 
and prudent caution in the application of the GM/PM overview, and  
comply with all applicable standards for performance, including 
but not limited to the following: 

 
2.9.3 Good Maintenance Practices 
 
 2.9.3.1 Machinery and equipment shall be cleaned and touch up 

painted as necessary to restore surface condition and 
inhibit corrosion.   

 
 2.9.3.2 Install replacement parts that are appropriate to the 

equipment, its operating conditions, and the required 
performance levels.  Substandard components shall not be 
used.   

 
 All parts, materials, components, and replaceable inserts 

used in the maintenance and repair of equipment and 
systems shall be new, suitable for the type and severity 
of service, and meet safety  performance codes and 
standards.  Refurbished parts are not to be used unless 
approved by the City Project Manager.  Normal rework of 
machinery casings, tube sheets, shafts, and other similar 
types of work, where repair to a major structural item is 
accepted industry practice, is permitted unless safety and 
performance are adversely affected. 

 
 2.9.3.3 Proper approval documentation through a system of 

record keeping is required.  The types of records 
authorized may be preprinted forms or locally produced 
forms of an appropriate format.  It is paramount to 
maintain equipment history records to facilitate 
decision making throughout the life of the equipment.  
Predictive maintenance frequently entails trending 
analysis, so a history of the test data on the 
equipment is required. 

 
 2.9.3.4   The intent of language such as “check,” “inspect,” 

etc., is to determine the status of the check point 
item and  to take appropriate corrective action to 
eliminate any deficiencies found.   
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     If additional calibration, adjustment, replacement of 
parts and fluids, and other work are necessary; that 
work shall be accomplished or scheduled for future 
action.   

 
 2.9.3.5  Maintenance work shall be scheduled so as to minimize 

the disruption to building occupants and operations.  
Comply with specified requirements for advance 
notification and coordination when maintenance work 
necessitates shutting down equipment  or otherwise 
terminating services to the building occupants. 

 
 2.9.3.6  Equipment under warranty shall be maintained in 

accordance with warranty instructions and conditions.  
Warranty provisions will be stringently complied with 
during the periods that they apply. 

 
 2.9.3.7  When performing maintenance in space that may be 

occupied or accessible during the performance of the 
work, provide adequate steps for the protection of the 
public and employees. 

 
 2.9.3.8  Trash, debris, and wastes from contract work inside 

buildings shall be removed daily.  Exceptions shall be 
approved in advance.  Premises shall be left neat and 
clean after each work shift so that City business can 
proceed without interruption the next regular workday.  
All waste material shall be properly  disposed of in 
accordance with applicable Federal, state and local 
regulations. 

    
 2.9.3.9  All equipment and systems shall be maintained at a 

level, fair wear and tear excepted, to assure that the 
building(s) are operated in an efficient and economical 
manner. 

 
 2.9.3.10 All work, including contact with and handling of 

hazardous materials and wastes, the disturbance or 
dismantling of  structures or equipment containing  
hazardous materials and/or the disposal of ordinary and 
hazardous materials and wastes  shall comply with 
applicable Federal requirements including 29 CFR 
1910/1926, 40 CFR 260-265, 40 CFR 61, 49 CFR 171-179 

     and applicable City, State and safety and environmental 
     requirements.  Report any observations of suspicious or 
     confirmed presence of asbestos, or PCB substances to 

the City Project Manager. 
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2.9.4 Occupational Safety and Health 
 
 2.9.4.1  Several preventive maintenance guides identify specific 

Standard Operating Procedures (SOP’s) that must be 
complied with.  They are listed below and are for the 
safety and health of the workers performing maintenance 
tasks.  Personnel must be properly trained in either 
these SOP’s or the City of Philadelphia’s Safety and 
Environmental Management Office approved SOP’s 
including: 

 
      Confined Space Entry; 
      Controlling Hazardous Energy Sources; 
      Selection, Care and Use of Respiratory Protection; 
      Emergency Eyewash and Shower Equipment; 
      Powered Industrial Truck (Forklifts).   
 
2.9.5 Certification 
 
 2.9.5.1  Licenses, Permits and Bonding.  All personnel engaged 

in the maintenance activities of this Contract shall 
possess certificates of training, licenses, permits, 
and bonding as required by the City, State and any 
other local jurisdictions and as specified for each 
activity in which they will be directly engaged or 

       supervised.  All certificates of training, licenses, 
permits and bonds shall be current and valid. 

 
 2.9.5.2  Mechanics.  All persons engaged in maintenance 

activities must be licensed by the appropriate City, 
and State authorities in those trades, crafts or 
professions which require licensing by such 
jurisdictions.  The license must be of a grade or other 
level consistent with the requirement of the work being 
performed as established by these jurisdictions.  
Persons who maintain, service, or repair appliances 
that contain Class I or Class II refrigerants shall be 
certified by an Environmental Protection Agency 
approved certifying program in accordance with 40 CFR 

      Part 82. 
 
2.9.6 Protection of the Public and Property 
 
 2.9.6.1  Take all necessary precautions to prevent injury to the 

public, building occupants, or damage to the property 
of others. 
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 2.9.6.2  Storing, positioning, or use of equipment, tools, 
scraps, trash and furniture in a manner likely to 
present a hazard to the public or building occupants by 
its accidental shifting, ignition, or other hazardous 
qualities is prohibited. 

 
  2.9.6.3  No corridor, aisle, stairway, door, or exit shall be 

obstructed or used in such a manner as to encroach upon 
routes of ingress or egress utilized by the public or 
building occupants, or to present unsafe or unhealthy 
conditions to the public or building  occupants. 

 
  2.9.6.4  Work shall not be performed in any area occupied by the 

public or building occupants unless specifically 
permitted by the proper authorities and unless adequate 
steps are taken for the protection of the public or 
employees. 

 
  2.9.6.5  Wherever practicable, fence, barricade, or otherwise 

block off the work area from the public or building 
occupants to prevent unauthorized entry into the work 
area. 

 
  2.9.6.6  When the nature of the work prevents isolation of the 

work area and the public or building occupants may be 
in or pass through, under, or over the work area, use 
appropriate alternate precautions such as the posting 
of signs, the use of signal persons, the erection of 
barricades or similar protection around particularly 
hazardous operations. 

 
  2.9.6.7 When work is to be performed over a public thoroughfare 

such as a sidewalk, lobby or corridor, close the 
thoroughfare, if possible, or take other  precautions 
such as the installation of screens or barricades.  
When the exposure to heavy falling objects exists, as 
during the erection of building walls or during 
demolition, by providing special protection of the type 
detailed in 29 CFR 1910/1926. 

 
  2.9.6.8  Remove fences and barricades upon completion of the 

project, in accordance with local ordinances. 
 
2.9.7  Supplementary Methods 
 
 2.9.7.1  Operating Schedule.  Prepare and obtain approval of a 

written procedure for each Location, specifying the 
hours of operation for the heating and air-conditioning 
equipment based on the seasons in accordance with the 
outside temperature conditions. 
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 2.9.7.2  Preventive Maintenance Guides.  The guides outline the 
      minimum preventive maintenance work that is required 

and  authorized for building equipment.  The guides also 
recommend that equipment manufacturer’s recommendations 
are followed when applicable.  If these guides are not 
considered adequate for specific equipment, submit a 
new or revised GM/PM Guide and  justification for 
approval. 

 
2.9.8 Standard Tools 
    
 The following lists serve as a guide for supply maintenance 

personnel with tools.  Basic and trade tools required will vary 
depending on equipment served and on individual preferences.  
Special recommended tools, materials, and equipment are listed in 
the individual guide as appropriate. 

 
  2.9.8.1  Standard Tools - Basic, All Trades 
 
      Standard and Phillips head screw drivers, various 
       sizes; 
 
       Pliers-vise grip (2), slip joint, dlenose,diagonal 
       cutting pliers, side cutters; 
 
      Ball peen hammer; 
 
      Hack saw and spare blades; 
 
      3/8” drive socket set and ratchet; 
 
      Small set of Allen wrenches; 
 

 Assorted center punches, drift punches, and steel 
  chisel; 

  
      12’ measuring tape; 
 
      Crescent wrenches 4” to 8”; 
 
      Open and box end wrenches 1/4” to 3/4” 
 

 File; 
 

      Pipe wrenches to 14”; 
 
      Small level and square; 
 
      Pocket knife; 
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     Flashlights; 
 
      Grease guns and oilers; 
    
      Wire brush; 
 
      Extension cord and inspection lights; 
 
      Various cleaning tools - brushes, scrapers, etc. 
 
      Emery Cloth 
 

 2.9.8.2 Tool Group A   
 
      Standard tools, basic; 
 
      Refrigeration - gauges;     

  
      Leak detector - electronic or halogen; 
    
      Pocket thermometer; 
 
      Clamp on meter (volt-ohm-amp meter); 
 
      Flaring tool; 
 
      Tubing Cutters; 
 
      Packing kit and packing 
 
      Crescent wrenches to 14”.   
 
 2.9.8.3 Tool Group B 
 
      Standard tools - basic; 
 
      Insulated pliers and screwdrivers; 
 
      Wire strippers; 
  
      Wire crimpers; 
  
      Voltmeter-Ohmmeter - Millimeter; 
  
      Clamp on meter (volt-ohm-amp meter 
  
      Soldering Kit; 
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      1/8” 25’ fish tape; 
 
      Burnishing Tool 
      
 2.9.8.4  Tool Group C 
 
      Pipe Wrenches to 24”; 
 
      Tubing cutters; 
 
      Flaring Tool; 
     
      Small acetylene outfit; 
 
      Packing Tool Kit and Packing; 
    
      3/4” Socket Set 
 
             Crescent wrenches to 14”.   
 

2.10 ROUTINE GM/PM SERVICE AND EXTRA WORK 
 
2.10.1 Routine GM/PM service includes but is not limited to: 
 
  •  Monthly Inspections (RIW); 
 
  •  Completion of all specified tasks described within the GM/PM 

Guide included in this specification on the frequency of 
work listed, and as additionally listed in the Equipment 
Description GM/PM Guide presented in the Maintenance 
Schedule Guide in this contract. 

 
2.10.2 For those tasks which are specified less frequent than annually, 

specific tasks at specific Locations shall be completed during the 
first year of the Contract.  Remaining, less than annual tasks 
shall be completed during the remaining 3 renewal periods.  The 
overall schedule for completion of tasks, less frequent than the 
annual GM/PM Maintenance Guide Tasks is presented in the 
Maintenance Guide.  

 
2.10.3 The Contractor shall perform all routine maintenance during normal 

business hours, 8:30 a.m. to 5:00 p.m., Monday through Friday, 
holidays (i.e., New Year’s Day, Easter, Memorial Day, 4th of July, 
Labor Day, Thanksgiving Day and Christmas).  City Hall 6th and 7th 
floors must be serviced on Saturday.  Exception can be made with 
the consent of the City Project Manager.  There shall be no extra 
cost for such service. 
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2.10.4 During the life of the Contract, it may be determined that a piece 
of equipment or component not included in the GM/PM covered 
material list has failed, and repair or replacement is required 
under an M&R task (Changed Conditions).  The Contractor shall 
provide an itemized cost accounting of the equipment, material and 
labor.  The City reserves the right to solicit competitive bids 
for any tasks agreed to be “Changed Conditions.”    

 
  Prior to initiating any work (material and labor) under M&R tasks, 

submit an itemized cost breakdown for prior approval by the City 
Project Manager.  Equipment and materials will be furnished at the 
Contractor’s cost plus not to exceed 10% for overhead, handling, 
and profit, with base price of material the Contractor’s wholesale 
buying price as supported by the supplier invoice or written 
quotation.  Labor will be reimbursed in accordance with the 
Contractor’s stated hourly rates specified in Section 5, and a 
negotiated (negotiated with the City Project Manager) total of 
hours for the defined M&R work. 

 
 2.10.5 ERW as requested and approved by the City Project Manager will be 

negotiated and paid on the same basis as M&R work.  Equipment 
failures are to be reported to City Project Manager the same day 
either by phone (215)685-8490 and E-mail.  Follow up with written 
status report and/or itemized proposal (as stated above) within 
one business day. 

 
2.10.6 As optional M&R work, as requested by the City Project Manager, 

the Contractor shall provide infrared analysis of selected 
equipment, and submit a written summary of test results, color 
infrared photographs of the equipment tested with color scale and 
a conclusions/recommendations summary of further maintenance.  To 
provide this service, the Contractor at the time of the request to 
quote the additional work will present: a price proposal from his 
selected subcontractor, (including the Contractor’s separate cost 
not to exceed 10%) to complete this work; and a full submission of 
the subcontractor’s qualifications.  The subcontractor’s 
qualifications shall be comparable to those of “Jersey Infrared 
Consultants of Burlington, New Jersey.” 

 
2.11 REGULAR INSPECTION WORK (RIW) 

 
2.11.1 As a material part of the Basic Services of this Contract, the 

successful bidder shall provide a minimum of 12 regular monthly 
inspections per year of each of the Facilities listed in Paragraph 
2.18.   

 
2.11.2 During the RIW, complete the following: 
 

• Inspect and adjust temperature controls; 
  • Inspect and adjust safety controls;   
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• Inspect and adjust all valves; 
• Check regulating valves; 
• Check operating of: refrigerant controls; the refrigerant cycle 

(including temperature and operating pressure); the cooling 
system; reduction devices; test settings of metering devices 
(include inlet and outlet of evaporator);   

• Check the electrical supply system between equipment  disconnect 
switch and HVAC equipment; 

• Check all gauges on the HVAC equipment and systems; 
• Check temperature controls and adjust for proper room 

temperatures; 
• Inspect equipment for refrigerant leaks using an accepted leak 

detector.  Use an electronic leak detector on all units exposed 
to the wind.  If any leaks are noted, provide written report with  

 recommendations for M&R work; 
 Purge all air from systems 
 Make final check on compressor oil and refrigerant; 

   Make note of any equipment rusting; 
   Note condition of all filters.   
   

2.12 GM/PM TASKS 
 
 2.12.1 Complete the Basic Service tasks described herein and in Maintenance 
    Tasks by Locations and Equipment, the Maintenance Schedule Guide, 

and GM/PM Task Schedule of this specification in general compliance 
with the GM/PM Guide (work tasks and frequency) of this 
specification, including but not limited to: 

 
   1. Repair all leaks in refrigerant mains. 
   2. Clean commutators on motor 
   3. Clean all motor housings 
   4. Clean water cooled condensers, as needed. 
   5. Clean lint and dirt from air-cooled condenser 
   6. Clean condensing units 
   7. Clean all strainers, when necessary 
   8. Adjust tension on all belts 
   9. Lubricate all moving parts 
   10. Check operating pressure of condensing units. 
   11.   Purge air from systems. 
   12.   Check refrigerant in systems 
   13. Charge refrigerant into system, as necessary 
   14. Adjust temperature controls 
   15. Adjust safety control 
   16. Adjust all valves 
   17.  Adjust water regulating valve 

   18.  Check operation of refrigerant controls 
   19.  Inspect air filters and clean, or replace, as needed.  

   20. Check and adjust dampers and air distribution. 
   21. Check air-cooling coils and/or dehumidifiers. 
   22. Adjust temperature controls for proper room temperature. 
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   23. Clean steam traps, if necessary. 
   24. Clean drip pans. 
   25. Clean cylinder heads, if necessary, and check valve seating, 
     grind valves, if required. 
   26. Inspect oil in compressor and replenish with oil of the 

quality and viscosity specified by the manufacturer of the 
equipment, if necessary. 

   27. Place system in operation for summer air conditioning. 
   28. Pump down and store refrigerant charge at end of cooling 
     season. 
   29. Drain water from and take other precautions on, all parts of 

plant that are likely to freeze during the winter season, 
tower included. 

   30. Paint equipment when necessary 
   31. Adjust all temperature controls and control systems for proper 
     operation. 
   32. Adjust all operating and safety controls 
   33. Purge all air from the system 
   34. Lubricate all moving parts as required by the manufacturer. 
   35. Adjust tension and alignment on all belts. 
   36. Adjust air dampers for proper air distribution. 
   37. Make all other adjustments, lubrication, preventive 

maintenance, etc., required for proper care of the system. 
   38. Replenish compressor oil and refrigerant, as necessary. 
   39. Repaint or touch-up any rusting equipment, as needed. 

   
 2.12.2 Heating System Shutdown, Cooling System Start-Up 
   
   The following services apply to Central Air Conditioning Systems 

including operating, temperature and safety controls, and include 
the shutdown of the Heating Systems during the month of  May and the 
servicing, cleaning and start-up of the    

   Heating System in October. 
      
   2.12.2.1 At the start of the cooling season, the following 

services shall be performed by qualified refrigeration 
and air conditioning maintenance personnel. 

 
    1. Shutdown the heating system and secure for the 

summer.  Prepare a notice foreach operating 
component of the system,  indicating what was done 
and attach it to the control switch valve of each 
component.  Make a detailed checklist on shut down 
and start-up  procedures. 
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    2. Visually and manually check the component parts of 
the refrigeration cycle and the cooling system to 
determine that all valves and mechanical operators 
are correctly positioned  for the system’s proper 
mechanical operation. 

    
    3. Check compressor oil level. 
 
    4. Acid clean and brush clean condensers as required. 
 
    5. Place the system in operation and  for the first 30 

minutes continually check the oil levels and 
refrigerant levels.  Add oil, and  refrigerant ONLY 
after oil and/or refrigerant leaks have been located 
and repaired. 

 
   2.12.2.2 Cooling System Shut Down 
 
    1. Pump down and store refrigerant charge, if 

necessary.  Close King Valve or Liquid Line Shut-off  
     Valve. 
 
    2. Inspect and clean condenser. 
 
    3. Prepare a detailed checklist of shutdown and start-

up procedures and attach it to the control switch or 
valve of each component. 

 
  2.12.3 Heating Season Preparation 
     
    2.12.3.1 Cooling System Shut Down 
 
     1.  Place hydro-static test on boiler to 

check for leaks and proper operation of 
the safety valve. 

 
     2.  Remove and clean gauge glass, replace if 

uncleanable and install  new washers where 
applicable. 

     
     3.  Check low water cut-off and automatic 

water feeder.  Clean and inspect linkage 
for wear and proper adjustment, install 
new gaskets, replace strainers and 
reassemble and reinstall unit, test for 
proper operation. 
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    2.12.3.2 Heating System Start-Up 
 
    The City has established separate service 

Contracts (prior to the start of the heating 
system, October 15), for boiler systems 

     and selected equipment directly related 
thereto.  As a result, the work excluded from 
this Contract which will be provided by others 
includes:  

 
    1. Wire brushing and vacuuming, cleaning 

boiler, breeching and base of chimney. 
 
    2. Checking firebox to see if the fire brick 

and combustion chamber are satisfactory. 
       
    3. Installing sufficient amount of boiler water 

treatment to the  system. 
 
    4. Cleaning and inspecting the burner, specting 
      parts for wear and tear or replacement of 

any defective items. 
 
   2.12.3.3 Under this Contract, this Contractor (prior to 

start of the heating season and prior to the 
work of 2.12.3.1 above) shall: 

 
    2.12.3.3.1 Place hydro-static test on boiler 

to check for leaks and proper 
operation of the safety valve. 

 
    2.12.3.3.2 Remove and clean gauge  Glass, 

replace if uncleanable and install 
new washers where applicable. 

 
    2.12.3.3.3 Check low water cut-off and 

automatic water feeder.  Clean and 
inspect linkage for wear and 

      proper adjustment, install new 
gaskets, replace strainers and 

      reassemble and reinstall unit, 
      test for proper operation. 

   
   2.12.4 Preventive Water Treatment  
     
    The City has established separate water treatment service 

contracts to address closed chilled and hot water heat 
systems and open re-circulating systems.   
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    Under this contract, this contractor shall include 
coordination of all of the work under this contract with 
the separate water treatment service contracts. 

     
   2.12.5 Normal and Emergency Overtime Call-Back Service   
       

  2.12.5.1 Under this contract, contractor shall provide 
the following On-Call Services at no 
additional charge to the City, on any day of 
the week, at any hour, day or night, holidays 
included. 

  
   2.12.6 Notification of Shut Down/Conditions at Contract     
    Expiration 
 
    2.12.6.1 The Contractor shall not shut down any     
     equipment unless permission is first    
     obtained from the City Project Manager. 
    2.12.6.2 The Contractor, upon the termination date of 

the contract, leave the equipment in first-
class operation condition, and provide 
complete copy of status reports of all work in 
progress, and completed, as well as full set 
of project work records current through the 
last day of the contract. 

 
   2.12.7 Records and Reporting 
 
    2.12.7.1 Prepare a written monthly plan, in advance 

showing each task (GM/PM, and RIW) projected 
to take place at each location, enumerating 
the specification HVAC identification number, 
GM/PM Guide, and man hours budgeted for each 
task. 

 
    2.12.7.2 Prepare a written progress report on all tasks 

completed from the prior month.  Indicate the 
man hours expected on each task. 

 
    2.12.7.3 Post a copy of the written monthly progress 

report for each location in the main 
mechanical machine room of the facility. 

 
    2.12.7.4 Provide a written report on a monthly basis 

listing specifics of all ERW, and all EGM/PM 
work accomplished during the prior month. 
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    2.12.7.5 Provide a written report on a monthly basis 
enclosing a copy of all test reports prepared 
under Basic Services (Oil Analysis and 
Megometer Tests), and under authorized extra 
services (Eddy Current Tests, Vibration 
Analysis, Ultrasonic Analysis and Infrared 
Analysis).  

  
2.13 GM/PM Tasks/Testing 

 
2.13.1 The Equipment Description listing and the resulting GM/PM Task 

Tables enumerate all HVAC systems’ equipment, components and 
testing requirements which are also supplemented by the GM/PM and 
Testing Guide included in the resulting contract. 

 
2.13.2 The GM/PM work, in addition to the Maintenance Tasks by Equipment, 

of this project includes as applicable and is not limited to the 
work required by the following GM/PM Guide: 

 
  • A-10, Heat Pumps - Annual 
  • C-2,  Remote Air Intake Dampers - Semi-annual 
  • C-6,  Controls, Central System HVAC - Annual 
  • C-8,  Central Control Panel Compare/Coordinate with C-6  
     Controls, Central System HVAC - Annual 
  • C-9,  Cooling Tower Maintenance - Annual 
  • C-10, Cooling Tower Cleaning - Quarterly 
  • E-28, Motor Starters, Chillers 
  • F-49, Filter, Control Air - Quarterly 
  • G-1,  Fuel Oil Filter/Strainer - Semi-annual 
  • I-4,  Fan Coil Unit, Ceiling Hung - Annual 
  • I-5,  Fan Coil Unit, VAV Box with Electric Reheat - Annual 
  • M-3,  Motors, Preventive Maintenance - Annual 
  • M-3A, Motors, Preventive Maintenance - Annual 
 • R-8,  Control Panel, Central Refrigeration Unit- Annual 
  • R-11, Refrigeration Controls Central System 
  • R-13, Non-Destructive Chiller Tube Analysis-Three Years 
  • R-15, Refrigerant Monitor - Monthly 
  • S-8,  Strainer, Y-Type 
  • S-9,  Strainer, Bolted Flange Type (Water and Steam) 
  • V-2,  Valve, Safety Relief – Monthly 
    V-5,  Valve, Manually Operated - Main Line or critical –   
                     Annual; Other over two inches - 5 years 
  • V-7,  Valve, Hydraulic/Pneumatic/Electric - Annual 
  • V-8,  Check Valve, Critical - Annual 
  • V-9,  Backflow Preventer – Annual 
 
2.13.3 Refer to Guides C-9 and C-10 addressing cooling tower maintenance 

and cooling tower cleaning.  Coordinate cleaning with the timing 
of Contract initiation.   
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 Confirm initial conditions of the tower at the start of this 
contract.  Provide all cleaning and maintenance work to assure 
reliable continuous operation and/or start-up.  Check system 
thoroughly at Contract initiation to assure proper operation of 
heat tapes, proper drainage in order to prevent damage from 
freezing.  Freeze damage shall be repaired at no cost to the City. 

 
2.13.4 Centrifugal and Rotary Screw Chillers/Chilled Water Systems 
 
  Comply with GM/PM Procedures, schedules, and Guides  and the 

Maintenance Schedule Guide of this contract including RIW, Start-
Up, and Shutdown Tasks.  Complete Specialized GM/PM Tasks designed 
to take place on a period of once every three years.  

 
  Refer to the Equipment Description for the date of initiation of 

the Specialized GM/PM tasks, dates for repeat work. 
 
  Specialized GM/PM and Annual GM/PM tasks include but  are not 

limited to: 
 
   a. Compressor - Motor 
 

   1.   Comply with GM/PM Guides M-3,M-3A  ANNUAL 
   2. Disassemble main and thrust bearing  3 YEARS 
   3. Disassemble motor and bearing   3 YEARS 
   4. Inspect main journal bearing   3 YEARS 
   5. Inspect thrust bearing   3 YEARS 
   6. Inspect thrust disc   3 YEARS 
   7. Inspect babbitted seal ring   3 YEARS 
   8. Inspect economize equalizing  damper  ANNUAL 
   9. Inspect motor and bearing   ANNUAL 
   10. Inspect seal ring    ANNUAL 
   11. Record bearing clearances   3 YEARS 
   12. Record thrust clearances   3 YEARS 
   13. Replace Gask-O-Seal   3 YEARS 
   14. Replace felt rings   3 YEARS 
   15. Replace "O" rings    3 YEARS 
   16. Replace defective components   AS REQUIRED 
   17. Reassemble compressor and thrust   3 YEARS 
    bearings 
        
   b. Air Purge 
 
   1. Remove cover     ANNUAL 
   2. Clean float chamber   ANNUAL 
   3. Clean sight glasses   ANNUAL 
   4. Clean orifice assembly   ANNUAL 
   5. Inspect float valve   ANNUAL 
   6. Inspect insulation    ANNUAL 
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    b. Air Purge    Continued 
 
   7. Check pump assembly - replace purge 
    pump suction and exhaust valve reeds  3 YEARS 
   8. Test and calibrate pressure gauges  3 YEARS 
   9. Replace float valve plunger and seat  3 YEARS 
   10. Replace “O” rings    3 YEARS 
   11. Replace filter drier   ANNUAL 
   12. Replace defective components   AS REQUIRED

     
   c. Starter - Check and adjust the motor     
    starter relays and contacts. 
 
   1. Comply with GM/PM Guide E-28   3 YEARS 
   2. Disengage power    ANNUAL 
   3. Disconnect motor leads   ANNUAL 
   4. Re-energize power    ANNUAL 
   5. Check coil faces    ANNUAL 
   6. Check timing     ANNUAL 
   7. Check transfer timer   ANNUAL 
   8. Disengage power    ANNUAL 
   9. Inspect contracts    ANNUAL 
   10. Inspect arc shields   ANNUAL  
   11. Inspect linkages    ANNUAL 
   12. Inspect capacitors    ANNUAL 
   13. Inspect transformers   ANNUAL 
   14. Inspect wire insulation   ANNUAL 
   15. Inspect fuses or heaters   ANNUAL 
   16. Inspect and tighten terminal connections ANNUAL  
   17. Check dash pots    ANNUAL 
   18. Check terminals for corrosion and  
    overheating      ANNUAL 
   19. Replace dashpot oil (as required)  ANNUAL 
   20. Replace defective components   AS REQUIRED 
   21. Meggar motor cables   ANNUAL 
   22. Meggar oil pump motor   ANNUAL 
 
   d. Controls 
 
   1. Comply with GM/PM Guide R-8    ANNUAL 
   2. Inspect physical condition   ANNUAL 
   3. Inspect linkages    ANNUAL 
   4. Inspect terminals    ANNUAL 
   5. Adjust pressure controls   ANNUAL 
   6. Adjust temperature controls   ANNUAL 
   7. Adjust flow controls   ANNUAL 
   8. Lubricate contacts    ANNUAL 
   9. Replace defective components   AS REQUIRED 
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   e. Condenser and Evaporator 
 
   1. Remove water box covers   ANNUAL 
   2. Inspect tubes     ANNUAL 
   3. Inspect covers    ANNUAL 
   4. Inspect tube sheets   ANNUAL 
   5. Clean covers     ANNUAL 
   6. Clean tube sheets    ANNUAL 
   7. Brush tubes     ANNUAL 
   8. Replace division plate gasket   ANNUAL 
   9. Replace defective components   AS REQUIRED 
   10. Reinstall covers    ANNUAL 
   11. Clean condenser tubes   ANNUAL 
   12. Clean evaporator tubes   ANNUAL 
 
    NOTE: Tube Cleaning - Clean both the evaporator 

      and condenser tubes by mechanically pushing a 
brush on a rod through each tube.  Conduct a 
visual inspection of the tubes after the initial 
cleaning.  Acid cleaning shall not be performed 
without the expressed approval of the City 
Project Manager. 

 
   f. Cooler Maintenance 
   
   1. Remove insulation    ANNUAL 
   2. Remove water box covers   ANNUAL 
   3. Remove oil cooler-filter assembly  ANNUAL 
   4. Inspect covers for corrosion   ANNUAL 
   5. Inspect tubes for corrosion   ANNUAL 
   6. Inspect tubes sheets for corrosion  ANNUAL 
   7. Inspect low temperature cutout bulb  ANNUAL 
   8. Inspect flow switch paddle   ANNUAL 
   9. Clean refrigerant sight glasses  ANNUAL 
   10. Brush tubes     ANNUAL 
   11. Replace oil cooler/filter assembly  ANNUAL 
   12. Replace division plate gasket   ANNUAL 
   13. Replace gaskets    ANNUAL 
   14. Replace defective components   AS REQURIED 
   15. Reinstall water box covers   ANNUAL 
   16. Reinstall insulation   ANNUAL 
       
   g. Eddy Current Testing 
 
   1. Comply with GM/PM Guide R-13   3 YEARS 
    (PAB only) - every 3 years,  
    beginning first year of contract    
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   h.   Electrical - Spring Start-Up   ANNUAL 
 
   1. Check all controls for proper operation    
      
   2. Check electrical connections and lug   
    and contacts. 
 
 2.13.5  Oil analysis, Refer to GM/PM Guide R-5 & R-7   ANNUAL 
    
   Complete analysis of all applicable chiller system equipment oil in 
    compliance with this specification, and the equipment manufacturer.  

Provide a written summary of all test results, description of 
machine wear, and an estimate of the remaining useful life of each 
compressor. 

 
2.14 EQUIPMENT AND MAINTENANCE TASKS FOR PICC  

 
PICC PHILADELPHIA INDUSTRIAL CORRECTIONAL CENTER 8301 STATE ROAD ALL AIR 
CONDITIONING AND HEATING EQUIPMENT 

 
 2.14.1  PHILADELPHIA INDUSTRIAL CORRECTIONAL CENTER 8301 STATE ROAD ALL AIR 

CONDITIONING AND HEATING EQUIPMENT 
 
  
   Chillers and Cooling Towers 
   (1) Multi Stack  #m#MS90R1H2W #MS70/90R1H2W (5) compressors 

(1)  York Centrifugal Chiller Model# YKFQFTQ6CLGS, Cooling Tower 
Marley AV Series S/N AV67042, AV-24068-A1 

                              
 
   Cooling Tower Pump Motors 
   (3) Lincoln S/N 2992742, 2992741, 2992743 30HP, 230/460V 
                              
   Cooling Tower Pumps 
   (3) B&G VSC-S 9BFW LHR 8X8X10-1/2,   
                              
   Chilled Water Pumps 
   (3) B&G VSC-S 7-5/8 BFW LHR 6X6X9-3/4B 
                             
   Chilled Water Pump Motors 
   (3) Lincoln S/N 5-3006450, 6-3006452, 7-3006451 10HP, 230/460V       
                              
   Chilled Water Pumps 
   (3) B&G VSCS-S 13 BFW LHR 4X5x14-3/4 
 
   Chilled Water Pump Motors 
   (3) Baldor-Reliancer Super E Motors S/N Z1001251091, Z1001251101,  
   Z1001251096, 50HP ,Volts 230/460 
   Building Mechanical Spaces AHU/Supply/Returns 1 thru 40 
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   Controls 
 

   Honeywell  
       

2.14.2  The successful bidder shall provide service and maintenance  
on the climate control and refrigeration equipment described herein 
and located in the Philadelphia Industrial Correctional Center.  All 
work shall be done in accordance with the specification outlined 
below. 

 
2.14.2.1  Temperature and Humidity Control System  

 
a. Verify operation and calibration of controls and   

Performance Equipment: 70 VAV’s Boxes, 21 Fan powered 
coiled VAV’s Located through out building.   
 

2.14.3  Cooling Tower – Marley AV Series S/N AV67042, AV-24068-A1 
 

   2.14.3.1 Cooling tower shall be thoroughly cleaned and repaired at 
shutdown and again prior to the beginning of the cooling 
season. This shall include: fans, drivers, nozzles, 
standpipe, screens, strainers, all headers and 
deflectors.  Tower shall be cleaned, repaired and/or 
flushed as needed during the cooling season. 

 
    Fill system and perform season start-up and inspection, 

perform monthly operating inspections, and repair or 
replace any part which becomes defective. 

 
     Drain tower in the Fall and prepare for Winter. Check 

system for proper operation of heat tapes and proper 
drainage, in order to prevent damage from freezing.  
Freeze damage will be repaired at no extra cost by the 
contractor. 

 
2.14.4     Circulating Water Pump: 
   Inspect pumps, motors, line strainers, valves, starters, and 

controls monthly; this inspection shall include all pump, pump 
drive, and pump control parts and line strainers and valves directly 
associated with the pumps.  Lubricate and maintain in accordance 
with manufacturer's manual and guide, clean, adjust, repair, or 
replace as necessary, any worn or malfunctioning part of any pump or 
its system. 
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   2.14.4.1  Equipment: 
 
     Cooling Tower Pump Motors  
    (3) Lincoln S/N 2992742, 2992741, 2992743 30HP, 

30/460V 
 

      Cooling Tower Pumps 
     (3) B&G VSC-S 9BFW LHR 8X8X10-1/2, 
 
     Chilled Water Pumps 
     (3) B&G VSC-S 7-5/8 BFW LHR 6X6X9-3/4B 
  
     Chilled Water Pump Motors 
     (3) Lincoln S/N 5-3006450, 6-3006452, 7-3006451 

10HP, 230/460V 
 
     Chilled Water Pumps 
     (3) B&G VSCS-S 13 BFW LHR 4X5x14-3/4 
 
     Chilled Water Pump Motors 
     (3) Baldor-Reliancer Super E Motors S/N Z1001251091, 

Z1001251101, Z1001251096, 50HP ,Volts 230/460 
 

2.14.5  Chillers: 
 
   Make monthly inspection of the system during the operating  
   season; during each visit, check the general operation of  
   the machines, make necessary repairs and adjustments;  
   change or add purge oil, as necessary, and review the  
   operation with Philadelphia Prison Building personnel;  
   during the first and last calls of the year, perform the  
   seasonal start-up and shut down and the associate  
   preventive maintenance. 
 

2.14.5.1 During the Winter, but not later than January 30, check 
and calibrate all safety controls, service the 
lubrication systems, including complete oil change, 
dismantle and thoroughly clean purge condensers and oil 
separations and check the efficiency of purge 
compressors; during this call, the centrifugal motors 
shall be merged for continuity and the starters shall be 
checked for loose terminals and worn contacts; worn or 
damaged parts shall be replaced as necessary. 

        
2.14.5.2   During the Winter, but not later than March 1, check and 

calibrate all operating and safety controls.  During this 
call, the compression oil will be checked and a sample 
taken for analysis to determine any contamination.  
Perform a wear metal oil analysis test on a sample of the 
used compressor oil.   
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   Results of this analysis will be graphed and compared 
annually for wear rate trend of internal parts.  During 
the operating season chemically clean the water-cooled 
condenser, as necessary, to remove all fouling. 

 
   2.14.5.3 Equipment covered: 
 
     (1)Multi Stack #m#MS90R1H2W #MS70/90R1H2W 5 compressors 

        (1)York Centrifugal Chiller Model# YKFQFTQ6CLGS,   
 

2.14.6   Circulating Blowers 
 

   Inspect blowers and blower drives quarterly; this inspection  
   shall include the impellers, impeller shafts and bearings,  
   and complete drive units; lubricate and maintain in  
   accordance with the manufacturer’s manual and guide, clean  
   adjust, repair, or repeal as necessary any worn or  
   malfunctioning parts of any blower or blower drive. 

 
   Maintain the cooling and heating coils that are an integral  
   part of these climate control blowers, periodically flush, 
   test and repair or replace as necessary any coil built into  
   these units, also any line strainers, and valves, and belts motors, 

starters directly associated with circulating    
   blowers. 
 
   2.14.6.1 Equipment included: 
                              
                           MD. 2.3 MECHANICAL ROOM     
 
AHU-1 SUPPLY FAN  TRANE  TYPE & SIZE FC TOTAL CFM 10,000  480V 18.3 AMPS  

    . 
AHU-1 RETURN FAN  TRANE  030    TYPE &  SIZE VA 30" TOTAL CFM 9,500 480 V 6.6 AMPS

       
AHU-2 SUPPLY FAN  TRANE  SIZE & TYPE FC TOTAL CFM 10,000 480V 18.3 AMPS  

     
AHU-2 RETURN FAN  TRANE  30Q  SIZE &  TYPE INLINE 30" TOTAL CFM 9,500 480V 6.6 AMPS  
       
                       GM233 MECHANICAL ROOM 
     
AHU-3 SUPPLY FAN  TRANE  TYPE & SIZE CLCH-SA TOTAL CFM 10,000 480V 18.3 AMPS  

     
AHU-3 RETURN FAN  TRANE  IN  TYPE & SIZE IN-LINE TOTAL CFM 9,500 480V 7.9 AMPS 

      
AHU-4 SUPPLY FAN  FLEX   AIR FURNANCE MOD. CWW/FBP-MB  S/N C98-212  460 V         

       
AHU-4 RETURN FAN  TRANE  MD. MODLQFNA       

   
AHU-5 SUPPLY FAN  TRANE  S/N K85F65834 TOTAL  CFM 7300  60V     
    
AHU-5 RETURN FAN  TRANE  MOD. 24QB-9-1HC  TOTAL CFM 6200 460V    
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AHU-6 SUPPLY FAN  TRANE CLCH 407.02 SIZE & TYPE FC 25C  TOTAL CFM 10,000 480V  
      18.3 AMPS 
    
AHU-6 RETURN FAN  TRANE  30 QB  SIZE & TYPE  INLINE TOTAL CFM 9,500  480V 6.6 AMPS 
    
AHU-7 SUPPLY FAN  TRANE CLCH 407.02 SIZE & TYPE FC 25C TOTAL CFM 10,000 480V  
      18.3 AMPS 
    
AHU-7 RETURN FAN   TRANE  MOD. 30QB-9-1HC    TOTAL CFM 10,000 460V    
 
              GM231  MECHANICAL ROOM 
 
AHU-8 SUPPLY FAN TRANE  CLCH   SIZE & TYPE  FC TOTAL CFM 7,000 480V 6.2 AMPS  

  
AHU-8 RETURN FAN TRANE   30Q  SIZE & TYPE  INLNE TOTAL CFM 6,400 480V 5 AMPS  

  
AHU-9 SUPPLY FAN TRANE  CLCH  SIZE & TYPE  FC-31VB TOTAL CFM 16,000 480V 18.3 AMPS 
    
AHU-9 RETURN FAN   TRANE  36Q  SIZE & TYPE  VA TOTAL CFM 14,400 480V 6.6 AMPS. 

   
AHU-10 SUPPLY FAN  TRANE  CLCH   SIZE & TYPE  FC   TOTAL CFM5,000 480V 6.2 AMPS 

   
AHU-10 RETURN FAN TRANE -21Q  SIZE & TYPE  INLINE  TOTAL CFM 5,000 480V 3.0 AMPS 
    
AHU-11 SUPPLY FAN  TRANE   SIZE & TYPE  FC TOTAL CFM 6,000 480V 6.2 AMPS  

  
AHU-11 RETURN FAN TRANE 21Q SIZE & TYPE FC 21.5 AH.DIA. TOTAL CFM 5,400 480V 5 AMPS

    
            GM230 MECHANICAL ROOM 
 
AHU-12 SUPPLY FAN  TRANE CLCH SIZE & TYPE  FC  TOTAL CFM 4,195 480V 6.2 AMPS  
 
AHU-12 RETURN FAN TRANE 19Q    TOTAL CFM 4,000 480V 3.2 AMPS  
   
AHU-13 SUPPLY FAN  TRANE   S/N  K85C61870   TOTAL CFM 13,300   460V  
   
AHU-13 RETURN FAN TRANE  MD. M-36QB-9-1 HC  TOTAL CFM 13,3000 460 V    
 
AHU-14 SUPPLY FAN  TRANE K85L82817  SIZE & TYPE  DRAW THRU TOTAL CFM 12,000 480V 

12.2 AMPS 
    
AHU-14 RETURN FAN TRANE  33 0 SIZE & TYPE VA  33" TOTAL CFM 11,000 480V 6.6AMPS 

   
AHU- 15 SUPPLY FAN TRANE  SIZE & TYPE FC-3B  TOTAL CFM 1,200 480V 1.95 AMPS  

  
AHU-16 SUPPLY FAN  TRANE   CLCH SIZE & TYPE FC-6C TOTAL CFM 2,200 480V 2.6 AMPS 

   
AHU-17 SUPLY FAN    TRANE    SIZE  & TYPE  FC   TOTAL CFM 22,000 480V 18 AMPS 

   
AHU-18 SUPPLY FAN  TRANE  CLCH   SIZE & TYPE FC-6A TOTAL CFM 3,760  480V 3.90 AMPS
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AHU-19 SUPPLY FAN  TRANE  CLCH   SIZE & TYPE FC-3A  TOTAL CFM 1,760 480V 1.95 AMPS

    
 
              AD 3.12 MECHANICAL ROOM 
 
AHU-20 SUPPLY FAN  TRANE   SIZE & TYPE FC  TOTAL CFM 4,500 480V 6.2 AMPS  

  
AHU-20 RETURN FAN TRANE MOD. 190B-9-1HC   460 V 
    
   AD 3.01 MECHANICAL ROOM 
 
AHU-21 SUPPLY FAN  TRANE CLCH   SIZE & TYPE  FC  41G TOTAL CFM 18,000 480V 24 AMPS

    
AHU-21 RETURN FAN TRANE 36Q   TOTAL CFM 16,200 480V 12 AMPS    
 
           MALE C/O LOCKER ROOM  (IN CEILING) 
 
AHU-22 SUPPLY FAN  TRANE  CLCH   SIZE & TYPE  FC-6A  TOTAL CFM 3,850 480V 2.6 A

   
 
            MX 219 MECHANICAL ROOM 
  
AHU-23 SUPPLY FAN TRANE   SIZE & TYPE  FC  TOTAL CFM 10,000 480V 18.3 AMPS  

  
AHU-23 RETURN FAN TRANE  Q  SIZE & TYPE  VA  30" TOTAL CFM 9,500 480V 6.6 AMPS 

   
AHU-24 SUPPLY FAN  TRANE   SIZE & TYPE  FC  TOTAL CFM 10,000 480V 18.3 AMPS  

  
AHU-24 RETURN FAN TRANE   Q30   SIZE & TYPE VA  30"  TOTAL CFM 9,500 480V 6.6 AMPS

    
AHU-25 SUPPLY FAN  TRANE   SIZE & TYPE FC TOTAL CFM 10,000 480V 18.3 AMPS  

  
AHU-25 RETURN FAN TRANE  30Q  SIZE & TYPE  VA  30"  TOTAL CFM 9,500 480V 6.6 AMPS

        
 
            MX 319 MECHANICAL ROOM 
     
AHU-26 SUPPLY FAN  FLEXAIR FURNANCE MOD. CW/FBP/MB  SER.# C98-213    460V  

      
AHU-26 RETURN FAN TRANE    MOD. 27QB-9 14FD   SER.#  L85026930               

      
            MX 4.1 MECHANICAL ROOM 
     
AHU-27 SUPPLY FAN   TRANE  S/N K85F65846    TOTAL CFM 10,000    

    
AHU-27 RETURN FAN  TRANE MOD. 27QB-9-1HC   460 V     

   
AHU-28 SUPPLY FAN   TRANE    SIZE & TYPE  FC TOTAL CFM 10,000 480V 18.3 AMPS  

         
AHU-28 RETURN FAN  TRANE   Q30   SIZE & TYPE  VA  30"  TOTAL CFM 9,500 480V 6.6 AMPS
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AHU-29 SUPPLY FAN   TRANE   SIZE & TYPE FC  TOTAL CFM 10,000 480V 18.3 AMPS  

      
AHU-29 RETURN FAN  TRANE  30  SIZE & TYPE  VA  30"  TOTAL CFM 9,500   480V  

       
AHU-30 SUPPLY FAN   TRANE  SIZE & TYPE  FC TOTAL CFM 10,000 480V 18.3 AMPS  

      
AHU-30 RETURN FAN   TRANE MOD. 30Q-9-1HC   TOTAL CFM 9,500  460 V   

     
AHU-31 SUPPLY FAN   TRANE  SIZE & TYPE  FC  TOTAL CFM 10,000 480V 18.3 AMPS  

      
AHU-31 RETURN FAN  TRANE   Q30  SIZE & TYPE  VA -30" TOTAL CFM 9,500 480V 5.5 AMPS

        
AHU-32 SUPPLY FAN   TRANE  SIZE & TYPE   FC  TOTAL CFM 10,000 480V 18.3 AMPS  

  
AHU-32 RETURN FAN  TRANE  30Q  SIZE & TYPE VA   30"  TOTAL CFM 9,500 480V 6.6 AMPS

    
 
                    L-BUILDING 
 
AHU-33 SUPPLY FAN    TRANE  CLCH-35D  SIZE & TYPE AF-30"  TOTAL CFM 25,000 480V 18.3 

AMPS    
AHU-34  SUPPLY FAN   TRANE  CLCH 35D   SIZE & TYPE AF  30"  TOTAL CFM 25,000 480V 

18.3 AMPS    
AHU-35 SUPPLY FAN    TRANE   SIZE & TYPE  FC  TOTAL CFM  3,000  480V 2.6 AMPS 

   
AHU-38  SUPPLY FAN   TRANE  SIZE & TYPE FC  TOTAL CFM 1,000  480V 1.3 AMPS  

  
 
                    PHILACOR 
 
AHU-36 SUPPLY FAN    TRANE   CLCH  SIZE & TYPE  FC-25B TOTAL CFM 15,000  480V 9.8 

AMPS    
AHU-37  SUPPLY FAN   TRANE   CLCH   SIZE & TYPE  FC   TOTAL CFM 12,000 480V 9.8 AMPS

    
 
                  MX 1ST. FL HALLWAY  (CEILING) 
AHU-39 SUPPLY FAN    MAGIC MODEL # 24-BHW-4-A  LM  SER# 960254837  1/2 HP  460V 

   
AHU-40  SUPPLY FAN    MAGIC  MODEL # 24-BHW-4-A   LM   SER.# 960254810  1/2 HP   

460V                 
   
 



     INVITATION 
        AND BID  
     Continuation 

CITY OF PHILADELPHIA 

PROCUREMENT DEPARTMENT 

PHILADELPHIA, PA 19102 - 1685 

BID NUMBER 
S1XN6670 

PAGE OF

51 79 
FIRM NAME (Must be filled in) 

   2.14.6.2 Winter Work for Chillers. Cooling Tower, pumps, motors,
  electrical, as follows: 

    
    For PPS 

 
     a. Compressor - Motor 
 
       1.  Disassemble main and thrust bearing 
       2.  Disassemble motor and bearing 
       3.  Inspect main journal bearing 
       4.  Inspect thrust bearing 
       5.  Inspect thrust disc 
       6.  Inspect babbitted seal ring 
       7.  Inspect economized equalizing damper 
       8.  Inspect motor and bearing 
       9.  Inspect seal ring 
       10.  Record bearing clearances 
       11.  Record thrust clearances 
       12.  Replace Gask-O-Seal 
       13.  Replace felt rings 
       14.  Replace "O"rings 
       15.  Replace defective components 
      16.  Reassemble compressor and thrust 

bearings 
       17.  Reassemble motor and bearings 
       18.  Check for oil leaks 
      19.  Check guide vane positioner operation 
       20.  Reinstall covers 
       21.  Check and record cut-in and cut-out  

   points of oil heater and thermostat 
       22.  Check and record cut-in and cut-out  

   points of oil safety switch 
       23.  Drain compressor oil and dispose of  

   the oil; replace oil 
       24.  Disassemble oil filter 
       25.  Clean oil solenoid strainer 
       26.  Inspect internal wiring 
       27.  Inspect for oil leaks 
       28.  Recharge with fresh oil 
       29.  Replace oil filter 
       30.  Replace defective components where  

   applicable 
       31.  Leak check unit 
       32.  Compressor motor meggering (once   

   per year) (i) check polarization  index 
   at 500 volts over a ten minute period 
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    b. Purge 
 
      1.  Remove cover 
      2.  Clean float chamber 
      3.  Clean sight glasses 
      4.  Clean orifice assembly 
      5.  Inspect float valve 
      6.  Inspect insulation 
      7.  Check pump assembly - replace purge 

pump suction and exhaust valve reeds 
       8.  Check gauges 
       9.  Check solenoid 
       10.  Check valve 
       11.  Test and calibrate pressure gauges 
       12.  Replace float valve plunger and seat 
       13.  Replace "O" rings 
       14.  Replace filter drier 
       15.  Replace defective components 
       16.  Tighten all fittings 
       17.  Protect against corrosion   
 
   c.  Starter - Check and adjust the motor starter 

 relays and contacts. 
 
       1.  Disengage power 
       2.  Disconnect motor leads 
       3.  Re-energize power 
       4.  Check coil faces 
       5.  Check timing 
       6.  Check transfer timer 
       7.  Disengage power 
       8.  Inspect contracts 
       9.  Inspect arc shields 
       10.  Inspect linkages 
       11.  Inspect resistors 
       12.  Inspect capacitors 
       13.  Inspect transformers 
       14.  Inspect wire insulation 
       15.  Inspect fuses or heaters 
       16.  Inspect and tighten terminal   

    connections 
       17.  Check dash pots 
       18.  Check terminals for corrosion and  

    overheating 
       19.  Replace dashpot oil (as required) 
       20.  Replace defective components 
       21.  Meggar motor cables 
       22.  Meggar oil pump motor 
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    d.  Controls 
 
      1.  Inspect physical condition 
      2.  Inspect linkages 
      3.  Inspect terminals 
      4.  Adjust pressure controls 
      5.  Adjust temperature controls 
      6.  Adjust flow controls 
      7.  Lubricate contacts 
      8.  Replace defective components 
 
    e.  Condenser and Evaporator 
 
      1.  Remove water box covers 
      2.  Inspect tubes 
      3.  Inspect covers 
      4.  Inspect tube sheets 
      5.  Clean covers 
      6.  Clean tube sheets 
      7.  Brush tubes 
      8.  Replace division plate gasket 
      9.  Replace defective components 
      10.  Reinstall covers 
      11.  Clean condenser tubes 
      12.  Clean evaporator tubes 
 
    NOTE: Tube Cleaning - Clean both the evaporator and 

condenser tubes by mechanically pushing a brush on 
a rod through each tube.  Conduct a visual 
inspection of the tubes after the initial cleaning.  
Acid cleaning must be done when brushing the tubes 
will not remove scale. 

 
    f.   Cooler Maintenance 
 
       1.  Remove insulation 
       2.  Remove water box covers 
       3.  Remove oil cooler-filter assembly 
       4.  Inspect covers for corrosion 
       5.  Inspect tubes for corrosion 
       6.  Inspect tubes sheets for corrosion 
       7.  Inspect low temperature cutout bulb 
       8.  Inspect flow switch paddle 
       9.  Clean refrigerant sight glasses 
       10.  Brush tubes 
       11.  Replace oil cooler/filter assembly 
       12.  Replace division plate gasket 
       13.  Replace gaskets 
       14.  Replace defective components 
       15.  Reinstall water box covers 
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       16.  Reinstall insulation 
      
    g.  Electrical - Spring Startup 
   
      1.  Check all controls for proper operation 
      2.  Check electrical connections and lug 
        and contacts 
 
    h.  Cooling Tower - Spring Startup 
 
       1.  Wire brush or steel wool all rust  

   from motor and fan pulleys 
       2.  Replace belts, if necessary, and   

   check tension 
       3.  Regrease motors and fan shafts. 
       4.  Flush dirt from towers. 
       5.  Fill towers and pumps and fans &   

   operate 
       6.  Regrease tower pumps 
       7.  Clean strainer prior to unit startup 
 
    i.   Testing Services 
 

      1.  Eddy Current - Eddy Current test of 
each evaporator and condenser tube.  A 
written summary of the test findings 
including estimate of remaining tube 
life, a discussion of the blockage or 
scalding and its suspected cause, and a 
tube bundle diagram showing affected 
tubes and tubes to be plugged. 

 
    2.  Oil Analysis - An oil analysis will be 

done on each compressor.  A written 
summary of the test results, a 
discussion of the machine wear, and a 
estimate of the remaining useful life 
of the compressor will be provided. 

 
2.15 EQUIPMENT AND MAINTENANCE TASKS FOR PHILADELPHIA DETENTION CENTER 8201 STATE ROAD 

  
LOCATION                         EQUIPMENT 
 
Administration Bldg.    (1) Chiller-Carrier M#30HK-050-D510 S/N 

2204QU3969 (1) Marley Cooling Towers A. 
Model VXT-25-CHM S/N V000679802, B. Model 
VXT-25-CHM S/N V000679801, (2) Chilled Water 
Pumps B&G 7.5 HP M#CS3568-02-F40, (1) 
Condenser Water B&G S#CS3567-01-F40 

I-Dorm                               (1) HVAC Unit York Split system 15 Ton 
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Condensing unit  Model # H4CE180A25 
Serial N0E6254115 AHU with Hot Water 
Coil M# K3EU180A33 S # N06254115, 

 
(1)HVAC Unit Carrier Split 15 Ton 
Condenser Model # IMMIMING AHU Carrier 
Model # ZMIMING  
 

Visiting Room                        (1) Carrier self contain water cooled  
               unit, Model #5101-10-40A, l#18502102077 

unit ventilators 3 ton with cooling and 
hot water coils 

 
Women Locker Room                    (1) Mcquay Unit Ventilator cooling and 

Hot Water coils Model #XX01103 
 

Receiving Room                        (1) York-Dual Model # BPO90C00N2AAA4A 
Serial  NOK6962464 

 
PHSW  Hospital Wing                  (1) Multistack Chiller Model# MS50Z6A2W 

 5 Compressors  
 
Penthouse                            (1) Cooling tower Evapcoat                     

Model# LSTB 5-112, Serial#6-300667  
                                                     
                               (2) Condenser pumps Model# MDE-9980-1. 
 
      (2) Chilled Water Pumps Paco Model# 11-

25957-133L01-1782, serial# MPE-9980-1 
 
                            
                               (6) Cool Breeze Isolation HVAC Units 
                                Model # CBA-300-EH-DX Serial # C-300-

45-00-08-02-02, Compressor York Model# 
H1RA024506D, 

 
                               (6) Cool Breeze Isolation Returns Units 

Model# 1x1/206/2GB/Aj Fan Motor Model# 
7WE48SlTT2002B P 

                               Special Requirements for Cool Breeze 
units    see Appendix B-CB 

 
                               (2) AHU’s Carrier Aero Model 

#39MN25B005ESG12xQS, Model# 
39MN25B005ESF112XGS, serial# 
4106U26274, serial# 4106U26272 
Manufacturer #2V781897 

                                Supply and Returns 
                                                                         
                                           (1) AHU Trane “T” Serial Climate hanger 

                                Serial# K03K3992AA 
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 2.15.A  Controls 
                Siemens/Powers RC 195 single input Receiver controller  Pneumatic 
  input Direct acting or reverse acting product #195-0011, Powers   
  243-0009, 243-0001, Trane Tracer mp581, Model # BMT000AA0A1 
 

2.15.1 Vibration Analysis:  
 
 The successful bidder shall provide vibration analysis upon  
 the written request of the City.  The successful bidder shall  
 provide a written summary of the test results, a discussion  
 of suggested maintenance and an estimate of the remaining  
 equipment life. 
 
2.15.2 Inspection Schedule: 
 
 Complete System 
 
  General: 
  a. Check and report general operation and condition  
  b. Check against unusual noise and vibration 
  c. Maintain cleanliness of equipment rooms 
  d. Ensure all panels and covers are left securely fastened. 
  e. Maintain all indictors 

f. Report to designated responsible party upon entering and  
 leaving premises for any possible adjustment necessary to 
system. 

g. Notify the Mechanical Engineer of any services or  
 materials (excluding contract coverage) necessary to maintain 
system in first class running order.  

 
2.15.3 Cooling System 
 

 2.15.3.1 Self-Contained Units: 
 

a. Check Cooling operation 
b. Check heating operation 
c. Check condenser surface- Chemically clean with high-

pressure washer 
d. Check evaporator surface 
e. Check supply fan or blower  
f. Check condenser fans 
g. Lubricate all accessible bearings as required 
h. Inspect and adjust drive belts, as needed 
i. Check refrigerant charge as necessary 
j. Check voltage and electrical connections 
k. Check crankcase heater for operation 
l. Check controls, contactors and safeties 
m. Make sure all panels are securely installed 
n. Check return and supply temperature 
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o. Check filters, clean or replace as necessary 
p. Visually check system for signs of leaks and piping 

integrity 
q. Check assessable condensate pans and drains, clean if 

necessary 
r. Check economizer operation, if applicable 
s. Check reversing valve operation 
t. Check defrost controls and operation 
u. Check supplemental electric heat 
v. Check duct connections 
w. Clean and service all electrical disconnects 
x. Inspect and clean drain pan. 

 
 2.15.3.2  Compressor 
 

a. Maintain and report proper oil level, oil  
    pressure, and discharge and suction pressures. 

 
b. Check and adjust as required the operation of  

     capacity control. 
 
   c. Visually check all liquids for contamination 
 
    d. Check and adjust all safety controls. 
 
    e. Check operation of crankcase heaters. 
 
    f.  Inspect shaft seal for signs of leaking. 
 
    g.  Inspect for coupling wear. 
 
   h. Adjust drive belt tension and pulley  alignment. 
 
 2.15.3.3 Refrigerant Circuit 
 

    a.  Maintain optimum refrigerant charge and repair  
       any leaks. 

 
    b.  Check operation of solenoid valves. 
 

    c.  Check operation and adjustment of expansion  
        valve. 

  
    d.  Inspect condition of cooling coil. 
 
    e.   Check operation and condition of chilled water 

 pump. 
 
2.15.4 Heat Rejection System 
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 2.15.4.1 Water Cooled Condenser 
 
   a. Adjust water regulating valve for optimum  
    discharge pressure. 
 
   b. Check for waterside scaling and/or fouling. 
 

c. Check condenser for proper heat transfer and  
    clean as required using expandable brush method. 

 
2.15.4.2 Cooling Tower, Evaporative Condenser or Air Cooled  

    Condenser 
 

a. Adjust head pressure control device for optimum 
discharge pressure. 

 
   b. Lubricate bearings. 
 
   c. Adjust fan belt tension and pulley alignment. 
 
   d. Clean distributor pan and/or spray nozzles. 
 
   e. Check float valve operation. 
    
   f. Check and adjust bleed-off rate. 
 
   g. Maintain cleanliness of air cooled condenser coil. 
 
   h. Check operation and condition of tower water pump. 
 
2.15.5 Air Handling Systems 
 
 2.15.5.1 Fan Coil Unit 
 

a. Check proper drainage of drip pans and  
    condensate drain. 

 
   b. Adjust fan belt tension and pulley alignment. 
 
   c. Lubricate bearings. 
 
 2.15.5.2 Filter Section 
 

a. Inspect condition of filters and change or  
    replace filters as per filter schedule. 
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 2.15.5.3 Temperature and Humidity Control System  
 
   a. Verify operation and calibration of controls. 
 
 2.15.5.4 Control Air Compressor 
 
    a. Adjust drive belt tension and pulley alignment 
    b. Check proper oil level 
    c. Drain condensate from receiver 
    d. Lubricate bearings 
    e. Verify operation and calibration of pressure switch  

f.  Verify operation and adjustment of pressure  
     reducing valve. 
 
 2.15.6 Exhaust System 

 
 a. Adjust fan belt and pulley 
 
 b. Lubricate bearings 
 
2.15.7 Heating System 
 
 a.  Check general operation and condition of: 
 
  1.  Hot Water Boiler 
  2. Steam Boiler 
  3. Duct Furnace 
  4. Unit Heaters 
  5. Heat Exchanger 
 
   (1)  Check temperature differential to ensure  
     cleanliness  
  6. Electric resistance heaters 
 
 b. Inspect condition of heat transfer surfaces 
 c. Check and adjust to provide proper quality of burner and  
  pilot flames 

d. Check performance of operating controls (water make-up,  
 operating thermostat, etc.) 
e. Check operation of safety controls (safety valve, low water 

cutoff, high)  
 f. Inspect flue stack connections 
 g. Check and maintain proper air charge in expansion tank. 
 h. Blow down boiler and low water cutoff chamber. 
 
 2.15.7.1 Heat Pumps 
 

a. Certify proper operation of all controls,  
    including: 
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    1. Reversing Valve 
    2. Emergency Heating System 
    3. Outdoor Lockout 
    4. Safety Controls 
 

b. For all other equipment, see applicable  
    sub-section in this section. 

 
 2.15.7.2 Motors 
 

a. Check operating current and voltage draw  
    against rating. 

 
2.15.8 Filter Replacement 
 

 2.15.8.1 The successful bidder shall replace all air filters  
 as required with a minimum replacement of once every 
two (2) months. 

 
 2.15.8.2 All filters shall be frame type fiberglass disposable 

units, having metal retainer (Bottlecap) on sides, with  
   continuous filament fiberglass, progressively denser 

from air  entering to air leaving sides.  Media fibers 
shall be coated or sprayed with a wet adhesive (or 
equivalent) to insure proper containment of dust or 
dirt within the filter.] 

 
2.15.8.3 There shall be a minimum difference of 10 microns  
   in fiberglass diameter between air entering and air 

leaving sides.  Media shall be of required thickness. 
 
2.15.8.4 Air handlers shall be shut down prior to changing 

filters to insure that no dirt enters the system when 
the unit is started. 

 
2.15.8.5 Filters shall be properly sized and installed with 

special attention paid to the air flow direction.  All 
spacers, pullout tabs, and corrugated metal used to 
fill voids shall be replaced.  All panels and covers 
shall be securely refastened. 

 
 2.15.8.6 All replaced filters are considered rubbish.  The 

contractor is referred to Paragraph 2.9 entitled 
"REMOVAL OF RUBBISH". 

 
 2.15.8.7 Reusable filters shall be cleaned and reinstalled.  
   Replacement of damaged filters shall be the contractor's 

responsibility. 
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2.15.9 Startup and Shutdown 
 
 2.15.9.1 Heating Startup 
 

   2.15.9.1.1 The successful bidder shall startup  
 the heating equipment and shut down the 
cooling equipment no earlier than 
October 15th and no later than October 
31st.  No water shall be left in any 
part of the plant likely to freeze 
during the winter season. 

 
   2.15.9.2  Cooling Startup 
 

      2.15.9.2.1 The successful bidder shall 
startup the cooling 
equipment and shutdown the 
heating equipment no earlier 
than April 15th and no later 
than April 30th. 

 
   EXCEPTION:   Exception to this schedule can be made 

 by Department Representative. 
 
2.15.10 Simultaneous Heating and Cooling Systems 
 
 All systems designed to simultaneously heat and cool (e.g.  
 heat pumps) shall be so operated. 
 
 2.15.10.1 Startup and Shutdown Procedures 
 
   2.15.10.1.1 All startups and shutdowns shall  
      follow the equipment manufacturer's  
      current recommended procedures. 
 
   2.15.10.1.2 The successful bidder will perform  
      the following work during equipment  
      startup and shutdown as a minimum: 

 
      (i)  Condensing and Evaporating Units - 

Spring Startup 
 

1. Remove end bells and clean  
        unit of any contaminants. 

 
       2. Punch tubes 
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       3. Acid clean tubes, if 
necessary, but obtain 
approval from the Mechanical 
Engineer prior to treatment. 

 
       4. Install new gaskets on end 

bells. 
 
      (ii) Electrical - Spring Startup 
 
       1.  Check all controls for proper 

operation. 
 
       2.  Check electrical connections 

and luge and contacts. 
 
           (iii) Air Coils - First Spring  
       Startup 
 
       1.  Wash down with commercial 

grade cleaner. 
 
      (iv) Cooling Towers - Spring Startup 
 
       1.  Wire brush or steel wool all 

rust from motor and fan 
pulleys. 

       2.  Replace belts, if necessary, 
and check tension. 

       3.  Regrease motors and fan  
         shafts. 
         4.    Flush dirt from towers. 
       5.  Fill towers and pumps and 

fans and operate. 
       6.  Regrease tower pumps. 
       7.  Clean strainer prior to unit 

startup. 
       
      (v) Cooling Towers - Fall Shutdown 
 
       1.  Shut off water inside 

building 
       2.  Shut off power 
       3.  Check belts 
       4.  Grease motor and fan shaft 
       5.  Clean fan blades 
       6.  Drain towers 
       7.  Scrape slats of all 

accumulation of salts, etc. 
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         8.  Clean tower inside and out; 
flush lines. 

       9.  Drain pumps and fill with 
storage liquid. 

       10. Scrape and paint towers and 
related equipment, including 
support steel. 

        11  Clean pump strainers 
       12.  Grease towers and pumps 
 

 
2.16  EQUIPMENT AND MAINTENANCE TASKS FOR ASD-CU, MOD3, CANNERY, MIS, HOLMESBURG, 

HOUSE OF CORRECTION 
 

     Location                         Equipment 
ASD-CU (20) Roof Top units air conditioning  With 

electric heat, Trane Model# 1-TCC048F500BA, 7-
TCC048F400BA, 3-TCC036F400BA, 9-TCC060F400BA, 
Serial # H23159968, H23159560, H10165284, 
H25161446, H10165285 H17153287, H26162430, 
H23159766 H17153286, H25161672, H26162864 
G25161456, H26162941, H24161019 H24160374, 
H17153288, H24160591 H26162650, H10165283, 
H24161237  

      
MOD 3 (5) HVAC units, 1-Temp Star Model# PHF060H000A, 

1-IPC Model# 090H90H000A 1-Carrier Model# 
50YQ048410, 1-Temp Star Model# PHB09N24N2HA,   
1- IPC Model# PH090N2HA, 

      
Cannery (3) HVAC Roof Top Units Manufacturer Air Zone  

 Model# RTAH-1124-APV-CV, Serial#206860-2  
 Model# RTAH-1124-APV-CV, Serial#206860-1 
      Model# RTAH-1124-APV-CV, Serial#206860-3 
      Condensing unit Manufacturer Carrier 
      Model# 38AKS014-510, Serial#300IF98730 
      Model# 38AH-024-51AA, Serial# 4501F22781 
      Model# 38AH-024-51AA, Serial# 4501F22781 

 
 MIS      (1) HVAC unit YORK Model# D1EM060A0 
 
  Holmesburg     (2) HVAC units York 15 ton Heat Pumps With  

       electric heat Model# HVCE180A25 (1) HVAC unit 
       York 7 1/2 ton Heat Pump Model# NOF6566601 

 
  House of Corrections Trane   Trane M Serial Climate Air  Handlers  
 Located in small low lit 18) Type #1 units tagged A1,A2,A3,A4 
 Tunnels     C1,C2,C3,C4, D1,D2 E1,E2,E3,E4,E5,E6 
       F1,F2 Model# MCCB006UA0D0U 
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 Located in Tunnel G-Wing (6) Type #2 units Tagged G1,G2,G3,G4,G5,G6 
 Model# MCCB00XGB0A0 
    
 Located on outside of cell  (2) Type #3 units Tagged D3, F3 Model#  
     Blocks D&F TSC A050MAD0D0 
 
 Controls 
 26 Johnson control HGA electric actuators, 6 control panels with A350P and D350 
 controls Smoke Detectors and Temperature sensors all located in Housing areas. 
 

2.16.3  Trane Air Handling Units 
 

2.16.3.1   Monthly Maintenance Tasks: 
 

a. Observe unit monthly for any change in running condition 
and unusual noise. 

b. Check air filters. Clean or replace if clogged or dirty.  
c. Relubricate fan bearings if operating conditions include 

high speeds, moist or dirty air, or high temperatures. 
d. Relubricate motor bearings in accordance with motor 

manufacturer’s recommendations if operating conditions 
include high speeds, moist or dirty air, or high 
temperatures. 

E, Check and adjust fan belt tension. 
 

2.16.3.2   Quarterly Maintenance Task List: 
 

a. Check fan bearing grease line connections. Lines should 
be tight to the bearings. 

b. Relubricate fan bearings. 
c. Check motor lubrication.  
d. Check bearing and motor bracket bolt torque. 
e. Align fan and motor sheaves. Tighten sheave set screws 

to the proper torque. 
f. Check and adjust fan belt tension. 
g. Tighten electrical connections. 
h. Inspect coils for dirt build-up or coil freeze-up and 

clean 
 

2.16.3.3   Annual Maintenance Tasks: 
 

a. Inspect unit casing for corrosion. Repaint if necessary. 
b. Clean fan wheels and fan shaft. Remove rust with emery 

cloth and apply a coat of LPS #3 or an equivalent. 
c. Inspect the condensate drain pan and drain line, remove 

sludge or foreign materials that might obstruct proper 
drainage. Remove obstacles. 

d. Check damper linkages set screws and blade adjustment. 
Clean but do not lubricate the nylon damper rod 
bushings. 

e. Clean damper operators. 
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f. Inspect the control and power box for secure wiring 
connections and insulation. 

g. Rotate the fan wheel and check for obstructions in the 
fan housing.  

h. Check condition of gaskets and insulation around unit, 
door and dampers. 

i. Examine flex connections for cracks or leaks. Repair of 
replace damaged material. 

 
2.16.4    

 
2.16.4.1 Monthly Maintenance Tasks: 

    Self-Contained Units: 
 

A, Check Cooling operation 
B, Check heating operation 
C, Check condenser surface- Chemically clean with high-
 pressure washer 
D, Check evaporator surface 
E, Check supply fan or blower  
F, Check condenser fans 
G, Lubricate all accessible bearings as required 
H, Inspect and adjust drive belts, as needed 
I, Check refrigerant charge as necessary 
J, Check voltage and electrical connections 
K, Check crankcase heater for operation 
L, Check controls, contactors and safeties 
M, Make sure all panels are securely installed 
N, Check return and supply temperature 
O, Check filters, clean or replace as necessary 
P, Visually check system for signs of leaks and piping 
 integrity 
Q, Check assessable condensate pans and drains, clean if 
 necessary 
R, Check economizer operation, if applicable 
S, Check reversing valve operation 
T, Check defrost controls and operation 
U, Check supplemental electric heat 
V, Check duct connections 
W, Clean and service all electrical disconnects 
X, Inspect and clean drain pan. 

    Y, Maintain optimum refrigerant charge and repair any  
       leaks 
 

2.16.4.2   Yearly Maintenance Tasks: 
 

a. Inspect the unit cabinetry for chips or corrosion. Clean 
or repair to provide unit protection. 

b. Inspect the fan wheel and housing for damage. Rotate the 
fan wheel manually to be sure movement is not blocked by 
obstructions. 
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c. Inspect the coil fins for excessive dirt or damage. 
Remove dirt and straighten fins and clean 

d. Clean and tighten all electrical connections. 
e. Inspect the strainer option for debris trapped in the 

filter screen. 
 
2.17 WARRANTY 

All work and all material provided under this Contract, including all (GM) 
tasks; all (PM) tasks; all (RIW) tasks; all (ERW) tasks as authorized; and all 
(M&R) tasks as authorized shall be subject to a repair warranty of 90 days 
(measured from date of beneficial use), against defects in materials, and/or 
workmanship.  All parts provided under these services shall be supplied with 
the standard manufacturer’s warranty for the particular part involved. 

 
2.18 FACILITY LOCATION FOR HEATING, VENTILATION, AIR CONDITIONING SERVICES 
 

LOCATION No# FACILITY NAME OR NO.  
 

LOCATION 

1 Philadelphia Industrial Correction 
Center 

8301 State Road Phila. Pa 

2 Philadelphia Detention Center 8201 State Road Phila. Pa. 
3 House of Correction 8001 State Road Phila. Pa. 
4 MIS 8001 State Road Phila. Pa. 
5 ASD-CU,  8001 State Road Phila. Pa. 
6 Cannery 8215 Torresdale Ave Phila. 

Pa. 
7 Holmesburg Prison 8215 Torresdale Ave Phila. 

Pa. 
8 MOD 3 8001 State Road Phila. Pa. 

 
2.19 Major components (contract extras) 
 
 The following Items, if required from vendor, will be paid for with a change to 

the purchase order.  With approval of the Maintenance Director, the city will 
pay 80% of the cost of the equipment only.  Labor to install such replacement 
equipment will be at no additional cost to the contract price.  Copies of 
invoices from suppliers must be submitted and will be verified.   

 
 1.  Hermetically sealed compressors-Ten tons and above.  (Contractor will be 
  responsible for all replacement cost for units under ten tons and shall  
  replace these units at the direction of the Maintenance Director)   
 
 2.  Semi-Hermetic compressors which fail shall be replaced with the approval of 
     the Maintenance Director 
 
 3.  Tube Bundle replacement 
 
 4.  Complete water tower replacement   
 
 5.  Complete air handle unit   
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SECTION 3:  BID EVALUATION AND AWARD 
 
3.1 EVALUATION: 
 

 3.1.1 Bids will be evaluated by the Procurement Department in 
conjunction with the Philadelphia Prison System. 

 
 3.1.2  Bids will be evaluated for responsiveness to the bid 

specifications and for responsibility  of the bidders. 
 
 3.1.3  Bids which are determined to be non-responsive for reasons of: 

 
    (i)   improper bid security 
    (ii)  improper bid execution 
    (iii) incompleteness 

(iv) offering counter terms and conditions   
(v) improper or incomplete execution of OEO documents (if 

applicable  
   may be disqualified by the City without notice to the bidder. The 

decision of the City is final. 
 
 3.1.4  Bidders whose bids are determined to be non-responsible for 

reasons of bidder qualification shall be notified by the City of 
the reasons for the determination and may contest the finding of 
non-responsibility through the prescribed procedures described in 
Paragraph 19 of “Terms and Conditions of Bidding and Contract.” 

 
3.2 AWARD: 
 
 This Invitation and Bid shall be awarded as a whole to the lowest responsive 

and  responsible bidder based on the following: 
 
3.2.1  The total monthly maintenance prices for all 4 years plus: the 

straight time labor rate as shown in paragraph 5.3.2 for each year 
  x 100 hours; plus the overtime labor rate in paragraph 5.3.1 and 

5.3.3 for each year x 25; plus the Sunday/Holiday labor rate in 
paragraph 5.3.4 for each year x 8; plus the lot price totals for 
testing (para. 5.4.1 – 5.4.5) for all four years times 1.0. 

   
 For contract extras only, the contractor must invoice separately for 

major components as referenced in Paragraph 2.19 of the Bid 
Specifications.  (see para. 4.2.8 for all invoicing instructions).   
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3.2.2 If the 5 % local bid preference is applicable, the total bid price or 
total section price of the certified Local Business Entity (LBE) will 
be multiplied by .95 and rounded to the second decimal place.  The 
adjusted bid price of the LBE will then be used in determining the 
lowest responsive and responsible bidder.   

 
Unless the Procurement Commissioner determines not to grant a 
preference for the reasons stated in subsection b., of the LBE 
Regulation, an LBE, whose bid is otherwise responsive and responsible 
and who has submitted the information required above, shall be 
granted a five percent bid preference on competitive bid(s) awards 
that are over $30,000.00 and awarded as a whole or by section. 

 
 3.3 Performance Security 

 
If the total award amount is $500,000 or less, bidders attention is 
directed to paragraph 14 of "Terms and Conditions of Bidding and 
Contract", for the required Performance Security.   

    
Please note however, that all awards as a result of this bid will 
have a minimum contract amount of $30,00.01.  All awards at the 
$30,000.01 amount will be subject to a $50.00 Master Performance 
Security Fee.   
 

3.4 City of Philadelphia-Business, Corporate and Slavery Era Insurance 
Disclosure 

 
 In accordance with Section 17-104 of The Philadelphia Code, the 

Bidder, after execution of this Contract, will complete an affidavit 
certifying and representing that the Bidder (including any parent 
company, subsidiary, exclusive distributor or company affiliated with 
Bidder) has searched any and all records of the Bidder or any 
predecessor business entity regarding records of investments or 
profits from slavery or slaveholder insurance policies during the 
slavery era.  The names of any slaves or slaveholders described in 
those records must be disclosed in the affidavit. 

 
 The Bidder expressly understands and agrees that any false 

certification or representation in connection with this Paragraph 
and/or any failure to comply with the provisions of this Paragraph 
shall constitute a substantial breach of this Contract entitling the 
City to all rights and remedies provided in this Contract or 
otherwise available in law (including, but not limited to, Section 
17-104 of the Philadelphia Code) or equity and the contract will be 
deemed voidable.  In addition, it is understood that false 
certification or representation is subject to prosecution under Title 
18 Pa.C.S.A. Section 4904. 

 
 

 3.5 Insurance 



     INVITATION 
        AND BID  
     Continuation 

CITY OF PHILADELPHIA 

PROCUREMENT DEPARTMENT 

PHILADELPHIA, PA 19102 - 1685 

BID NUMBER 
S1XN6670 

PAGE OF

69 79 
FIRM NAME (Must be filled in) 

 
Insurance is a requirement for this bid in accordance with Paragraph 
15 of the “Terms and Conditions of Bidding and Contract”.  No 
contract will be executed nor purchase order issued unless and until 
all required insurance certificates, in the required amount, are 
received.  All insurance MUST meet the following requirements: 
 
• Insured must be in the same name and address as the Bidder 
• The insurance carrier must be rated “A” or better by AM Best 
• The certificate holder must be the City of Philadelphia, and 

specifically named as an additional insured on the certificate in 
the “Description of Operations section.” 

• Certificate must be signed by an authorized representative of the 
insurance company/carrier 

 
All certificates are to be sent to the Office of Risk Management, 
One Parkway, 1515 Arch Street, 14th Floor, Philadelphia, PA  19102, 
Attn. Debbie Lawton or FAX to (215) 683-1705. 
 

SECTION 4:  CONTRACT MANAGEMENT 
 
4.1 CITY OF PHILADELPHIA RESPONSIBILITY 
 
 4.1.1 Order Against Contracts 
 
  (i) Subsequent to contract conformance of a Requirements bid,  
   purchase orders will be issued at such time that the product 
   and/or service is needed.  Such purchase orders will show if 
   delivery is to be made upon receipt of order, or only after 
   notification by the using department. 
 

4.1.2  Invoices shall be submitted after delivery and acceptance of   
the Product or service by the City. The City attempts to process 
invoices in a timely manner.  Delays can occur because of incomplete 
or inaccurate invoicing information.  Please make sure that invoices 
contain the information as specified in Section 4.2.8., this is 
necessary to process payments to the Contractor as quickly as 
possible. Invoices which are not in accordance with the instructions 
in section 4.2.8 will be rejected for correction. 

 
4.1.3  The using agencies and departments are responsible for monitoring the 

 services and/or products delivered as described in the contract.  If 
 any problems arise, a letter should be sent to the vendor requesting 
 resolution by a specified date.  A copy should be sent to the buyer.  
 If vendor does not resolve the breach of contract by the requested 
 date the matter should be turned over to the buyer.   
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4.1.4 Inspection and Test by City 
 
 The City reserves the right to make inspections and tests as deemed 

advisable to ascertain that the requirements of these specifications 
are being fulfilled.  Should it be found that the standards herein 
specified are not being satisfactorily maintained, the City may 
immediately demand that the Contractor place the equipment in 
condition to meet these requirements.  If the Contractor fails to 
comply with such demands within a reasonable time, the City may, give 
written notice to the Contractor, and terminate his right to proceed 
further with any work.  In such event, the City may take over the 
work and prosecute it to completion, (by Contract or otherwise), and 
the Contractor and his sureties (if any) shall be liable to the City 
for any excess cost occasioned the City hereby. 

 
4.1.5 Approval of Work: 
 
 All completed work shall be approved by the City Project Manager 

prior to approval for payment.  Work must be completed in a first-
class workmanlike manner to the absolute satisfaction of the City.   

 
 The cost of any faulty or inadequate workmanship or parts will not be 

paid for by The Philadelphia Prison System and must be assumed by the 
Contractor. 

 
4.1.6 ADD-ONS: 
 The Department of Philadelphia Prison reserves the right to add, 

delete and/or acquire other  services that the vendor can supply that 
are similar to, but not specifically called for in this bid.  The 
procedure for such acquisitions shall be as follows: 

 
4.1.6.1 Procurement or the Philadelphia Prison System Project 

Manager (or designee) will obtain from the vendor a letter 
of verification (on his/her letterhead) detailing the 
items and pricing to be added in addition to an itemized 
cost for repair (to include all parts).  All add-ons will 
be processed in accordance with the procedures as 
outlined.  The letter shall include the bid number, bid 
schedule number and contract period, location, equipment 
model and serial number; and upon receipt and approval by 
the Procurement Department may be made a part of the basic 
Contract. 

 
  4.1.6.2 The City reserves the right to audit all add-ons and  
    price submissions. 

 
4.1.7 Revision of Fixed Monthly Maintenance Price: 
 From time to time during the contract term, the City may choose to 

replace and/or upgrade the HVAC equipment.   
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 This may occur under this contract as a Changed Condition, 
replacement of items on the Initial Conditions Report or through 
other City contracts.   

 
 This new equipment configuration may require the successful bidder to 

submit an adjusted monthly maintenance price for one or more 
locations.  In general, new equipment shall result in a reduced 
monthly price to the City. 

 
4.2 VENDOR RESPONSIBILITY 
 
 4.2.1 Contractor may provide only services as authorized in the contract 

and only after receipt of a purchase order or other authorized 
document from the Procurement Department.  All orders MUST be in 
writing.  Contractor shall not accept verbal requests for service 
until after receipt of purchase order or other authorizing document 
from Procurement. 
 

4.2.2 Contractor may provide only services at the prices quoted in the 
contract and that are reflected on a purchase order or a change to a 
purchase order (a change to a purchase order is issued whenever the 
items, unit price, total amount, or terms and conditions change from 
the original purchase order). 

 
4.2.3 Contractors may provide services up to the dollar limit of the 

purchase order and for the period shown on the purchase order.  
Contractors are requested to carefully monitor obligations against 
purchase orders and inform the City Project Manager of anticipated 
funding shortfalls. 

 
    4.2.4     In the event that the contractor receives an order for services not 
  specifically priced and incorporated into the contract, they must: 
 
  (i) bring this to the immediate attention of the Procurement Dept., 
   and 
 
  (ii) notify the Department of Philadelphia Prisons City Project  
   Manager in writing and refuse to perform. 
 
 4.2.5 Should services be performed that are not specifically incorporated 

and priced into the contract, and/or be provided without purchase 
order, the City shall have no obligation for payment. 

 
 4.2.6 For performance of services, contractor shall honor and be paid for 

orders placed up until the close of business of the date of purchase 
order expiration. Performance of services may occur following 
purchase order expiration, so long as the order was placed prior to 
the expiration date. 
 

4.2.7 The successful bidder shall submit monthly reports in accordance with 
the instructions outlined in paragraph 2.8 above. 
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4.2.8 Invoices/Receipts 
 

 4.2.8.1 Successful bidder(s) agrees not to invoice more than  
 once per month per purchase order. 

 
 4.2.8.2 For Time and Material type invoices it is typically 
   necessary to submit two (2) separate invoices – one for 

labor expenses and one for parts.  If two (2) invoices 
are required, there will be two (2) different purchase 
orders also.  The City recommends that such Time and 
Material invoices have the same invoice number but 
different suffixes (e.g. 1234L (labor) and 1234P 
(Parts)).  Supporting Work Orders with the signature and 
payroll ID number of the authorized/designated City 
personnel must be included. 

 
 4.2.8.3 Invoices should be sent in triplicate to each ordering  
    department: One (1) original and two (2) carbon copies 

of fully itemized invoices (no photostat copies).  
Failure to submit invoices in the form noted below will 
cause a delay in payment. 

 
(a) After the delivery or services have been completed the 

Contractor must submit three (3) copies of the invoice for 
payment to the receiving department listed on the purchase 
order. 

(b) The invoice must correctly reference the purchase order number, 
the vendor name, address and Federal Employer Identification 
number. 

(c) Checks will only be made payable to the company name as shown on 
the purchase order; the invoice must reflect this same company 
name as the “pay to”. 

(d) The invoice must show the quantity and type of item or service 
and the price. 

  (e) The unit of purchase on the invoice must agree with the unit 
 cited on the purchase order.  Reference to the specific line    

item is helpful. 
(f) For Time and Material type invoices see 4.2.8.2 above. 

 4.2.9  VIOLATION OF CONTRACT  
 Any occurrences, incidents, deficiencies, violations or omissions of 

the work delineated in this Invitation and Bid shall be defined by 
the City as a violation of the contract by the Contractor.  These 
deficiencies shall not be limited to those listed in the below 
paragraphs: 

 
    (a) Abandonment of the work assigned or if the time schedule as 

defined between the City Project Manager and the Contractor 
prior to the initiation of work is exceeded or negligence or 
failure to prosecute the work with promptness and diligence, 
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  (b) Refusal and negligence to furnish and supply sufficient/properly 
   skilled workmen, equipment and materials, 
 
 (c)   Improper, careless execution of any of the work or to conduct 

their services in bad faith, shall constitute default in the 
performance of the contract.  The City Project Manager may 
notify the Contractor in writing to remedy these deficiencies 
and require the Contractor to comply with the terms, conditions 
and provisions of the contract; 

 
The above general defined deficiencies or incidents are defined 
as any deficiency in work performance or failure to comply with 
the specifications of the contract on a per occurrence basis. 

 
 4.2.10 Liquidated Damages: 

 Failure to complete the scheduled work or work performed in non- 
unsatisfactory manner, and/or having less than the minimum staffing 
level, will be subject to a credit assessment and/or non-payment for 
work not performed as specified.  Credit assessments shall be in the 
amount of three hundred twenty-five dollars ($325.00) per each 
occurrence and/or for each employee below the minimum staffing.  The 
credit assessments shall be deducted from the successful bidder’s 
monthly bill.  

 
           The successful bidder will receive written notification of non-

performance and/or failure to provide minimum staff by the Department 
of Philadelphia Prison System and shall clearly note deductions on 
invoice submittals.  Repeated acts or omissions which result in non-
payment or credit assessments under this paragraph or any other 
provision of this contract shall be sufficient cause for the City, at 
its option, to declare the Contractor in default and exercise all 
available rights and remedies. 

 
4.2.10.1 In the event of the occurrences below, events or 

omissions, the City shall impose an additional charge upon 
the vendor, liquidated damages of $325.00 for each event, 
incident or omission per day until such actions are 
remedied by the vendor: 
 
(i) Failure to provide all equipment, materials and parts 

necessary for the performance of the work. 
 
 4.2.11    Approval of Work: 

   All completed work shall be approved by the ordering department 
prior to approval for payment.  
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  Work must be completed in a first-class workmanlike manner to the 
absolute satisfaction of the City.  The cost of any faulty or 
inadequate workmanship or parts will not be paid for by the 
department and must be assumed by the Contractor.   

 
  In addition, the Contractor is responsible for picking up any 

delivered material that is rejected for non-compliance to 
specifications.   Any and all costs associated with the return is 
to be at the sole expense of the Contractor. 

 
4.2.12   At the conclusion of this contract, Contractor agrees to cooperate 

with any incoming vendor on a transition plan to ensure an orderly 
changeover of responsibilities. 

 
4.3 Prevailing Wage Provisions.  The contract awarded under these specifications 

is subject to all provisions of Section 17-107 of the Philadelphia Code 
entitled Contractors: Labor-Management Relationships.”  It is also subject to 
all regulations and  procedures adopted thereunder. 
  
a. All employees performing work under the contract shall be paid the 

applicable prevailing wages for the respective occupational 
classification(s) designated, as set forth in the wage schedule attached; 
and in addition, be given the applicable current prevailing working 
conditions during the entire period of work under the contract.  Such 
working conditions are those which are given to employees pursuant to a 
bona fide collective bargaining agreement for the applicable craft, trade, 
or industry in the Philadelphia area on the date these specifications are 
issued. 

b. City may withhold from any sums due to the contractor under each contract 
so much as may be necessary to pay the employees the difference between 
wages required to be paid thereby and the wages actually paid to such 
employees, and the City may make such payments directly to the appropriate 
employees. 

c. Each contractor shall require all subcontractors to comply with and be 
bound by all of the provisions of this section of the contract & Section 
17-107 of the Philadelphia Code. 

 d. Every contractor and subcontractor shall keep an accurate record showing 
the name, address, occupational classification, wages and other benefits 
paid or provided and number of hours worked for each employee assigned to 
city-work, and such record shall be preserved for two (2) years from the 
date of payment.  The contractor shall make his employment and accounting 
records available for inspection by authorized representatives of the Labor 
Standards Unit of the MDO, at all reasonable hours, and shall permit such 
representatives to interview employees during working hours on the job. 
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e. All contractors and subcontractors performing city-work shall automatically 
file with the , Labor Standards Unit of the MDO, a certified statement 
setting forth the name, address, occupational classification, wages and 
other benefits paid or provided and number of hours worked with respect to 
each employee performing city-work.  Such statement shall be made weekly 
for each preceding weekly period.  The certification shall affirm that the 
statement is correct and complete, that the wages set forth therein are not 
less than those required by the ontract for city-work and that the 
occupational classification set forth for each employee conforms with the 
work he performed. 

 

f. Nothing herein shall preclude the payment by the contractor of wages at 
rates higher than those specified as the prevailing wages in the applicable 
attached schedule.  However, no increases in any contract price shall be 
allowed or authorized on account of the payment of wages in excess of those 
so specified or on account of wage increases granted hereafter.  No 
increases above the amounts specified in the applicable attached schedule 
will be required by any contract during the term thereof except in the case 
of an error or omission in such schedule.  Such an error or omission shall 
be called to the attention of the Labor Standards Unit of the MDO, as 
promptly as possible; but the remedying thereof by the Department shall not 
constitute grounds for withdrawal of a bid or cancellation of a contract, 
nor for an increase in the contract price or other claim or recovery 
against the City nor a ground for failure or refusal to pay the applicable 
proper prevailing wage to all employees. 

g. The prevailing wages required hereby shall be paid unconditionally without 
any subsequent deduction or rebate of any kind except in accordance with 
prevailing payroll deduction practices.  Any assignment of wages by an 
employee for the direct or indirect benefit of the contractor shall 
constitute a violation of this section; and any purported release of rights 
hereunder by an employee shall be void and of no effect. 

h. It is the responsibility of all bidders and contractors to inform 
themselves of all prevailing working conditions, including, without 
limitation, proper classifications, length of workday and work week, 
overtime compensation, and holiday and vacation rights.  All questions 
shall be referred to the Procurement Department 215)686-4720/21. 

 
     SEE ATTACHED APPLICABLE WAGE SCHEDULE  
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CITY OF PHILADELPHIA 

Prevailing Wage Rate Schecule 
HVAC 

 
 

 

 

CLASSIFICATION      Base Rate    Fringe Benefits 

 
  Steamfitters: (service only)   
  (a) Over 1,000,000 BTU’s  $45.03   $26.40 
  (b) Less than 1,000,000 BTU’s $35.21   $22.41 

 Notes of Interest: 

 (1)  Prior to employing apprentices, the contractor is required to provide 
written evidence of employee’s registration with a statewide training 
program recognized by the U.S. Bureau of Apprenticeship and training 
(BAT).  Contractor shall forward proper documentation for each bona 
fide apprentice to: 

 (2)  Contractors are advised to contact the Procurement Department with 
any questions regarding job classifications, prevailing wage rates, 
fringe benefits, and area working conditions. 

   Philadelphia Procurement Department 
   Municipal Services Building 
   1401 J.F.K. Boulevard – 1st Floor 
   Philadelphia, PA 19102-1670 
   Telephone Numbers:  (215) 686-4705/21 
   Fax Number (215) 686-4767 



     INVITATION 
        AND BID  
     Continuation 

CITY OF PHILADELPHIA 

PROCUREMENT DEPARTMENT 

PHILADELPHIA, PA 19102 - 1685 

BID NUMBER 
S1XN6670 

PAGE OF

77 79 
FIRM NAME (Must be filled in) 

SECTION 5: PRICING 
 
Prices quoted must not contain more than three (3) decimal places. 
 
5.1  Any and all equipment, system and components covered by this Specification, 

which have not been listed by this Contractor within his/her “Initial Conditions 
Report” (see paragraph 2.1.1) shall be considered by the City to have been 
acceptable to the Contractor for inclusion in the Contract and covered by the 
Contractor’s pricing of GM/PM tasks as bid within section. 

 
5.2 Bidders shall state fixed pricing for all of the General Maintenance and 
 Preventive Maintenance specified for the period stated in the following pricing 
 tables. 

SECTION 5  PRICING 
 
 
 
 
 
 

Locale No. 
Description 

(per month) 
Base Year 
2/1/11- 
1/31/12 

(per month)
Option 1 
2/1/12 
1/31/13 

(per month)
Option 2 
2/1/13 
1/31/14 

(per month)
Option 3 
2/1/14 
1/31/15 
 

5.2.1 26030 090 032 
PICC 8301 State Rd 

    

5.2.2 26030 090  212 
Philadelphia 
Detention Center 
8201 State Road 

    

5.2.3 
 
 
 

26030 090 033 
ASD-CU 
8001 State Road 

 
 

   

5.2.4 26030 090 214 
Mod 3 
8001 State R 8001 
State Road 

    

5.2.5 26030 090 206 
Cannery 
8215 Torresdale Ave. 

    

5.2.6 26030 090 217 
MIS 
8001 State Road 

    

5.2.7 26030 090 216 
Holmesburg 
8215 Torresdale Ave 

    

5.2.8 26030 090 211 
House of Correction 
8001 State Road 

    

 MONTHLY TOTAL 
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SECTION 5: PRICING 
 
5.3 Bidder shall state the total labor rate per hour (including all burdens and 

profit) for work on changed conditions, and/or additional authorized work 
described in Section 2 of these specifications including: 

 
  Emergency Repair Work (ERW) described in the Section 2; 
 
  Maintenance & Repair Work (M&R) described in Section 2 and  the  
  “Equipment Description Maintenance Tasks and Schedule Guide”; 
 
  Other Add-ons, as described in Paragraph 4.1.6. 
 

 5.3.1 Overtime Pricing and Invoicing: 
 
  5.3.1.1 The rates quoted by bidder for overtime, Sundays and holidays 

must exceed the rates quoted for straight time. 
 
  5.3.1.2 The successful bidder shall invoice for the actual overtime 
    worked.  If the completion time ends on the actual hour, the 
    successful bidder shall invoice and be paid for that time.  
 
  5.3.1.3  Any overtime that results in less than one hour duration 

shall be pro-rated to the next 1/4 hour.  All overtime 
invoices shall have the signature and payroll ID number of 
the authorized/designated City personnel at the location. 

 
SECTION 5: PRICING 
 

BID PRICE  IN DOLLARS 
 

5.3.2 
 

26030 090 200 
Straight Time 
8:30 a.m. to 5:00 p.m. 
Monday to Friday 

(per hour) 
Base Year 
2/1/11- 
1/31/12 

(per hour) 
Option 1 
2/1/13 
1/31/13 

(per hour) 
Option 2 
2/1/13 
1/31/14 

(per hour) 
Option 3 
2/1/14 
1/31/15 

5.3.,3 26030 090 201 
Overtime 
All Day Saturday 
And Monday to Friday 
5:00 p.m. to 8:30 a.m. 

    

5.3.4 26030 09-0 202 
Sunday & Holidays 
(see para. 2.10.3) 
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SECTION 5: PRICING 

5.4 Bidder shall state the total charge for each testing task to be conducted 
by his/her subcontractor, including, but not limited to, labor, material, 
subcontract administration and reporting. Subcontracted testing includes 
the testing tasks described in Paragraph 2.5 based on the total number of 
tests to be conducted in compliance with the Maintenance Tasks by Equipment  
and the Equipment Description, Maintenance Schedule and Guide  and para. 
2.9 (Maintenance Overview) for this Invitation and Bid.  Charges for 
Ultrasonic Analysis and Infrared Analysis shall be quoted on a per call 
basis 4 hours on-site plus travel time) on an as needed as requested basis. 

 
 
SECTION 5  PRICING 
 

BID PRICE IN DOLLARS 
 
 
5.4.1 
 
 
 

26030 090 250   
Eddy-Curent Test 
Each  
Estimate Every (3) 
Years 

Base Year 
2/1/11- 
1/31/12 

Option 1 
2/1/12 
1/31/13 

Option 2 
2/1/13 
1/31/14 

Option 3 
2/1/14 
1/31/15 
 

5.4.2 26030 090 251 
Oil Analysis 
Each 
Estimate (1) Per Year 

    

5.4.3 26030 090  2252 
Megohmmeter Testing 
Each 
Estimate (1) Per Year 

    

5.4.4 
 
 
 

26030 090 253 
On Call Ultrasonic 
Analysis 
(per Service) Each 

 
 

   

5.4.5 26030 090 254 
On-Call Infrared 
Analysis 
(per Service) Each 
On-Call  

    

 
 
 
 



 

APPENDIX A 
 
 
 

Facility Narratives and 
Tasks for each location 

 



 
APPENDIX A – Facility Narratives, Tasks, CBMS 

 
LOCATION NO. 1 

PICC 
 
Information regarding these existing HVAC systems is located in Section 2, paragraph 
2.14 of this Invitation and Bid. 

 
The Philadelphia Industrial Correction Center is located at 8301 State Road, Its 
primary function is of a correctional Prison, it is a 650 cell facility that 
operates 24 hours a day, 7 days a week, it has two chillers and a cooling tower 
that serves the building, they are located in the maintenance building which is 
located outside the secure perimeter.  There are 40 HVAC units located through out 
the building in mechanical rooms and corridors of the maintenance building, it is a 
four pipe system.  The Heating water and domesticated hot water are generated by 
three dual fired boilers located in the maintenance building. Cooling water is 
distributed throughout the facility via 6 primary/secondary pumps. There are 13 
housing cell blocks and common areas, Adm. Building and industry area, food service 
etc. The Building maintenance control system is a computerize Honeywell System, 

 



 
 APPENDIX   A – Facility Narratives, Tasks, CBMS 

 
TASK TABLE 

LOCATION NO. 1 – PICC 8301 State Road 
 

Equipment 
Description 

GM / PM 
Guide 

GM / PM 
Frequency Comments 

Chillers  Annual  
Cooling Tower C-9/C-

10 
Annual/Quarterly  

Condensing 
Pumps 

P-4 Annual  

Chilled water 
Pumps 

P-4 Annual  

Air Handler 
Supply 

A-12 
A – 11 

Annual/Various  

Air Handler 
Returns 

A – 11 
A-12 

Annual/Various  

VAV’S I-5/I-4 Annual  
Refrigerant 
Monitor 

R-15 Monthly  

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    



 
APPENDIX A -  Facility Narratives, Tasks, CBMS 
 

LOCATION NO. 2 
Philadelphia Detention Center 8201 State Rd. 

 
The Philadelphia Detention Center is located at  8201 state road.  Its primary 
function is of a correctional Prison, it is a facility that operates 24 hours a 
day, 7 days a week, it has two chillers and a cooling tower, one serves the 
Administration building and the other serves the Health service wing, one is 
located in basement mechanical room which is located outside the Adm. Building 
(which contains all pump motors, cooling tower and controls).  The second chiller 
is located on the roof of the medical wing along with all pumps, motors, compressor 
and controls.  Also located on medical wing roof are three AHU’s supply/returns 
that serve the building and six cool breeze units that serve six Isolation cells 
that are required to have yearly certification from an independent balancing 
company and special requirement for filter replacement (see Appendix B-CB).  There 
are several stand alone units that supply HVAC to the Receiving room, I-Dorm, 
Women’s locker room, visiting room, and are all located within our secure 
perimeter.  The Administration Building and Health Service Building is a two pipe 
system.   

 
 



 
 
APPENDIX A – Facility Narratives, Tasks, CBMS 

 
TASK TABLE 

LOCATION No. 2 – Philadelphia Detention Center 8301 State Rd. 
 

Equipment 
Description 

GM / PM
Guide 

GM / PM 
Frequen

cy 
Comments 

    
Chillers  Annual  
Cooling towers C-9/C10 Annual  
Chilled water 
pumps 

P-4 Annual  

Condensing 
Pumps 

P-4 Annual  

Air Handler 
Supply 

A-11 Annual  

Air Handler 
Returns 

A-11 Annual  

Cool Breeze 
AHU’s Supply 
and Returns 

CB/A-6 
C-24 

Annual  

Receiving Room 
York HVAC unit 

A-6 
C-24 

Annual  

I-Dorm 2 HVAC 
Units 

A-6 Annual  

Women Locker 
room Mcquay 
unit 

A-6 Annual  

Visiting Room 
3 mcquay units 
and 1 water 
cool carrier 
unit 

A-6 Annual  

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    



 
APPENDIX A – Facility Narratives, Tasks, CBMS 
 
 
LOCATION 3, 4, 5, 6,7, 8, House of Correction, MIS, ASD-CU, Cannery, Holmesburg, MOD-

3, 
8001 State Rd, 8215 Torresdale Ave Phila. Pa. 

 
The House of Correction is located at  8001 state road, Its primary function is of a 
correctional Prison, it is a facility that operates 24 hours a day, 7 days a week, it 
has 12 cell blocks that are numbered A1,A2, C1,C2 D1,D2 E1,E2 F1,F2 G1,G2 the HVAC 
that serves the cell blocks are 26 Trane M Series Climate Air Handlers, 24 are located 
in basement tunnel areas and two are located on outside of cell blocks D and F, all 
controls and devices are located on each of the cell blocks, steam is provide to the 
trane units by three steam boilers, 
 
MIS is located on the grounds of House of Correction at 8001 state road, it consists 
of several trailers conformed to office space for computer hardware and software 
storage.  Its primary function is to provide computer service to the PPS, it has one 
York HVAC unit that provides for an control environment to main frame area, 
 
ASD-CU is located at  8001 state road, its primary function is of a correctional 
Prison, it is a facility that operates 24 hours a day, 7 days a week, there are 20 
Trane HVAC units the serve the entire building, building structure is of one story and 
all HVAC units are located on roof of building, 
 
Cannery is located at  8215 torresdale ave, It’s primary function is of a correctional 
Prison, it is a facility that operates 24 hours a day, 7 days a week, HVAC for the 
building is handled by three roof top HVAC units (Air Zone), which are located on one 
story roof of cannery, steam is provided to units from the boiler located in building, 
 
Holmesburg is located at 8215 Torresdale Ave. it is currently a decommissioned prison 
that is currently being used to house inmates on a temporary basis in the gym, when in 
operation the facility will operate 24 hours/7 days a week, there are three HVAC units 
(2 that service the gym and 1 in Annex area). 
 
MOD-3 is located at 8001 state road, its primary function is of a correctional Prison, 
it is a facility that operates 24 hours a day 7 days a week, the building is served by 
five heat pumps that are located on the outside of building.  



 
APPENDIX A – Facility Narratives, Tasks, CBMS 
 

TASK TABLE 
LOCATION 3,4,5,6,7,8 

 

Equipment 
Description 

PM / 
GM 

Guide 

PM / 
GM 

Freque
ncy 

Comments 
 

HOC 26 Trane HVAC 
Units 

A 11 
U-1 

Annual  

MIS 1 York HVAC 
unit 

R-4 Annual  

ASD-CU 20 Trane 
HVAC Units 

R-4 Annual  

Cannery 3 Air 
Zone HVAC Units 

R-4 Annual  

Holmesburg 3 York 
HVAC Units 

R-4 Annual  

MOD-3 5 Heat 
Pumps 

A-10 Annual  

    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    

 



 
 

APPENDIX  B 
 
 

Maintenance Guides 
 
 

General Maintenance 
 and  

Preventive Maintenance Guide 
 
 



 
APPENDIX B – Maintenance Guides  General Maintenance and 
  Preventive maintenance Guide 
A-4 Air Compressor     Frequency: Semi-Annual 
 
.1 Special Instructions 
 
 1. Review manufacturer’s instructions and equipment history record. 
 2. Coordinate motor GM/PM on an annual basis.  See GM/PM Guide M-3. 
 3. Tank should be inspected and tested by a qualified inspector. 

4. De-energize, tag, and lock out circuits.  Review the Applicable Codes and 
Standards (ACS) on “Controlling Hazardous Energy Sources.” 

 
.2 Check Points 
 

1. Perform normal tour checks and operations.  Perform a visual inspection of 
the air system, noting any obvious leaks or portions of the air 
distribution network that may be subject to physical damage. 

2. Change compressor crankcase oil. 
3. Clean or replace air intake filter 
4. Check air dryer, automatic condensate drains, and air tanks for proper 

operation.  Clean condenser coils and cover grills. 
5. Inspect belt tension, alignment and condition.  Adjust or replace belts as 

required. 
6. Check for corrosion and scale on water cooled units. 
7. Clean heat exchange surfaces. 
8. Check accuracy of gauges with calibrated test gauge. 
9. On two stage compressor, check intermediate pressure. 
10. Test relief valves, replace if leaking or the relief range is incorrect.  

Do not readjust safety relief valves in the filed. 
11. Check operation of compressor unloaders, repair or replace if not loading 

and unloading properly. 
12. Check compressor suction and discharge valves for proper operation.  

Replace leaking valves. 
13. Check cut in and cut out of compressor pressure controller, readjust if 

necessary for proper air pressure requirements.  Do not exceed ASME maximum 
tank pressure. 

14. Check to make sure the belt guard is installed prior to putting air 
compressor back in service. 

15. No pressure vessel is to have its hand hole or man hole covers removed 
unless the vessel is at atmospheric pressure. 

16. Check if air compressor is running excessively or frequently cycling on and 
off (possible leaks).  Log hour meter readings. 

 
A-4 Air Compressor (Continued) 
 

17. Perform an air leak check of the compressor and air distribution network in 
the equipment room, using an appropriate ultrasonic scanning device.  Check 
hoses, hose connections, hose fittings, quick couplers, filters, 
regulators, and lubricators.  Correct or schedule repair as a work item.  
Tag location and date of leaks. 

18. Check motor for excessive vibration, noise, and overheating; lubricate. 
19. Clean cooling fans and air cooler. 
20. Fill out maintenance checklist and report deficiencies. 
21. Drain moisture from air storage tank and check low pressure out-in; while 

draining, check discharge for indication of interior corrosion. 
 



 
.3 Recommended Tools, Materials, and Equipment 
 
 1. Standard Tools – Basic 
 2. Belts 

3. Lubricants.  Consult the Material Safety Data Sheets (MSDS) for hazardous 
ingredients and proper personal protective equipment (PPE). 

 4. Fin comb 
 5. Vacuum cleaner commercial type 
 6. Test gauge 
 7. Ultrasonic scanner with tri-sonic and contact scanning modes. 
 
A-5 Air Conditioning Machine; Frequency: Annual Split System 
 
.1 Applications 
 

This GM/PM Guide applies to those packaged type air conditioning machines that 
are equipped with chilled water coils or direct expansion coils on split 
systems.  The other portion of the split system, i.e., a refrigeration 
condensing unit (GM/PM Guide C-24), or a packaged type chilled water unit (GM/PM 
Guide R-4), is to be serviced in conjunction with this GM/PM activity. 

 
.2 Special Instructions 
 

1. Review manufacturer’s instructions. 
2. A/C machine maintenance should be scheduled to coincide with condensing 

unit or packaged chiller maintenance as noted above. 
3. Comply with the latest provisions of Clean Air Act and Environmental 

Protection Agency (EPA) regulations as they apply to protection of 
stratospheric ozone. 

4. No intentional venting of refrigerants is permitted.  During the servicing, 
maintenance, and repair of refrigeration equipment, the refrigerant must be 
recovered. 

5. Whenever refrigerant is added or removed from equipment, record the 
quantities on the appropriate forms. 

6. Recover, recycle, or reclaim the refrigerant as appropriate. 
7. If disposal of the equipment item is required, follow regulations 

concerning removal of refrigerants and disposal. 
8. If materials containing refrigerants are discarded, comply with EPA 

regulations as applicable. 
9. Refrigerant oils to be removed for disposal must be analyzed for hazardous 

waste and handled accordingly. 
10. Closely follow all safety procedures described in the Material Safety Data 

Sheet (MSDS) for the refrigerant and all labels on refrigerant containers. 
 
.3 Check Points 
 
 1. Check with operating or area personnel for deficiencies. 

2. Thoroughly inspect and clean interior and exterior of machine with vacuum 
(remove panels). 

 



 
A-5 Air Conditioning Machine: 
Split System (Continued) 

 
3. Clean drain pan and note excessive corrosion.  Treat rusted areas with rust 

inhibitor.  Ensure that the rust inhibitor chemical does not add volatile 
organic compounds or contaminants to the drain pan.  If possible, rinse 
well after application or choose a less hazardous material.  Consult the 
chemicals.  Material Safety Data Sheet (MSDS) for this information. 

 4. Perform checks according to the type of unit. 
  a. Chilled water units: 

1). Check for chilled water leaks on all lines, valves, strainers, 
coils, etc.  if leaks are not able to be stopped or corrected, 
report leak status to supervisor. 

   2). Clean strainer on chilled water unit. 
   

b. Direct expansion units: 
1). Check for refrigeration leaks on all lines, valves, fittings, 

coils, etc., using a halogen leak detector or similar testing 
device.  If leaks are not able to be stopped or corrected, 
report leak status to supervisor. 

5. Check condition of cooling and reheat coils.  Use fin comb if needed to 
straighten fins. 

6. Clean coils.  Use detergent solution and warm water if coil is heavily 
soiled. 

7. Drain and clean humidifier pan or pad, whichever applies.  Replace pad if 
required.  Remove corrosion as needed. 

8. Clean and lubricate motor and squirrel cage fan(s).  Check alignment of 
motor and fan.  Check bearings for excessive wear. 

9. Check belt tension and condition.  Adjust or replace as required. 
10. Replace pre-filters if needed. 
11. Replace final filter if needed. 
12. Run machine, check action of controls, relays, switches, etc. to see that: 

  a. Chilled water units: 
   1). Chilled water valve(s) are operating properly. 
   2). Reheat coils activate properly. 
   3). Humidistat activates humidifier. 
   4). Valves regulating water pressure are proper on cooling. 
   5). Discharge air temperature is set properly. 
   6). Check and record chilled water inlet and outlet temperatures. 
   
 
A-5 Air Conditioning Machine: 
Split System (Continued) 
 

b. Direct expansion units: 
   1). Humidistat activates humidifier. 
   2). Reheat coils activate properly. 
   3). Discharge air temperature is set properly. 

13. Check and adjust vibration eliminator mountings if equipped.  Repair or 
replace if required. 

 14. Clean electrical wiring and connections; tighten loose connections. 
 15. During operation of unit, check refrigerant pressure; add refrigerant as 
  necessary 
 



 
.4  Recommended Tools, Materials, and Equipment 
 
 1. Tool Group A. 

2. Cleaning tools, grease gun, oil, and materials.  Consult the MSDS for 
hazardous ingredients and proper personal protective equipment (PPE). 

 3. Vacuum 
 4. Fin comb 
 5. Filters 
 6. Spare belts 
 7. Self sealing quick disconnect refrigerant hose fittings, if applicable. 
 8. Refrigerant recovery/recycling unit, if applicable. 
 9. EPA/DOT approved refrigerant storage tanks. 
 10. Safety Goggles 
 11. Gloves 
 12. Approved refrigerant 
 13. Electronic leak detector 
 
A-6 Air-Conditioning Machine Frequency: Annual 
Package Unit (Comfort Cooling) 
 
.1 Applications 
 
 This G/PM Guide applies to units that may have the evaporator, compressor, fan 

unit components, and condenser within a single housing or may have the condenser 
separate from the housing. If the condenser is separate, perform the GM/PM on 
the condensing unit using the GM/PM Guide A-9 at the same time. 

 
.2 Special Instructions 
 

1. Review manufacturer’s instructions. 
2. De-energize, lock out, and tag the electrical circuits. 
3. Comply with the latest provisions of the Clean Air Act and Environmental 

protection Agency (EPA) regulations as they apply to protection of 
stratospheric ozone. 

4. No intentional venting of refrigerant is permitted during the servicing, 
maintenance, and repair of refrigeration equipment, the refrigerant must be 
recovered. 

5. Whenever refrigerant is added or removed from equipment, record the 
quantities of the appropriate forms. 

6. Recover, recycle, or reclaim the refrigerant as appropriate. 
7. If disposal of the equipment item is required, follow regulations 

concerning removal of refrigerants and disposal of the appliance. 
8. If materials containing refrigerants are discarded, comply with EPA 

regulations as applicable. 
9. Refrigerant oils to be removed for disposal must be analyzed for hazardous 

waste and handled accordingly. 
10. Closely follow all safety procedures described in the Material Safety Data 

Sheet (MSDS) for the refrigerant and all labels on refrigerant containers. 
 
.3 Check Points 
 
 1. Check with operating or area personnel for deficiencies. 

2. Thoroughly inspect and clean the interior and exterior of machine with 
vacuum cleaner, (remove panels). 

3. Clean drain and note excessive corrosion, prepare metal and paint as 
necessary.  Consult the Material Safety Data Sheet (MSDS) to ensure that 
the paint lead level is 0.06% or less. 



 
A-6 Air-Conditioning Machine  
Package Unit (Comfort Cooling) (continued) 
 

4. Check for refrigerant leaks using a halogen detector or similar testing 
device.  Repair all leaks before recharging unit.  If leaks are not able to 
be stopped or corrected report the leak status to the supervisor.  Consult 
the MSDS for disposal requirements.  Reclaimed and recycled CFCs are exempt 
from hazardous waste regulations (Consult 40 CFR Part 261). 

5. Check refrigerant levels for proper charge and recharge as needed. 
6. Check condition of cooling and reheat coils.  Use fin comb if needed to 

straighten fins. 
7. Clean coils, use coil cleaner detergent solution and high pressure water. 
8. Check belts for wear, adjust tension or alignment, and replace when 

necessary. 
9. Drain and clean humidifier drip pan, if applicable.  Remove corrosion; 

prime, and paint as needed. 
10. Lubricate motor and fan bearings, if not sealed.  Check alignment of motor 

and fan. 
11. Replace prefilters if needed. 
12. Replace final filters if needed. 

 13. Check compressor oil level, if compressor has an oil sight glass. 
 14. Run machine, check action of controls, relays, switches, etc., to see that: 
  a. compressor(s) run at proper settings 
  b. reheat coils activate properly 
  c. humidistat activates humidifier 
  d. suction and discharge pressures are proper 
  e. discharge air pressure is set properly. 

15. Check and tighten any loose unit electrical terminals, disconnect switches, 
or connectors. 

16. Check and adjust vibration eliminators.  Replace if required. 
17. Remove all trash or debris from the work area.  Consult the MSDS for proper 

personal protective equipment (PPE). 
18. Fill out maintenance checklist and report deficiencies. 

 
.4 Recommended Tools, Materials, and Equipment 
 
 1. Tool group A 

2. Cleaning tools and materials, vacuum wet/dry, fin comb, grease gun and oil, 
filters, and prefilters, spare belts. 

 3. Approved refrigerant. 
  
A-6 Air-Conditioning Machine    
Package Unit (Comfort Cooling) (continued) 
 

4. Paint and brushes as required.  Consult the MSDS to ensure that the paint 
lead level is 0.06% or less 

 5. Self sealing disconnect refrigerant hose fittings 
 6. Refrigerant recovery/ recycle unit 
 7. EPA/DOT approved refrigerant storage tanks 
 8. Safety goggles 
 9. Gloves 
 10. Electronic leak detector 
 
A-7 Air Conditioning Package Unit with Gas Heat Frequency:  Various 
 

1. Inspect and clean unit interior at the beginning of each heating and cooling 
season or as operating conditions require. 



 
2. Clean evaporator and condenser coils using a commercial coil cleaner. Wash both 

sides of the coils and flush with clean water quarterly. 
3. Flush condensate pan after coil cleaning. 
4. Annually inspect and clean the condensate drain. 
5. Replace filters monthly. 
6. Clean outdoor-air inlet screens monthly. 
7. Check the main burners at the beginning of each heating season, inspect for 

deterioration or blockage due to corrosion or other causes. 
8. Observe the main burner flames monthly and adjust if necessary. 
9. Inspect and clean the flue collector box and the upper areas of the heat 

exchanger monthly. 
10. Inspect and clean the Combustion-Air-Blower monthly 
11. Inspect and test the limit switch monthly. 

 
A-8 Packaged Air Conditioning Unit with Heat Pump:   Frequency:  Various 
 

a. Check Cooling operation (at the beginning of each cooling season) 
b. Check heating operation (at the beginning of each heating season) 
c. Check condenser surface- Chemically clean with high-pressure washer 
d. Check evaporator surface 
e. Check supply fan or blower  
f. Check condenser fans 
g. Lubricate all accessible bearings as required 
h. Inspect and adjust drive belts, as needed 
i. Check refrigerant charge as necessary 
j. Check voltage and electrical connections 
k. Check crankcase heater for operation 
l. Check controls, contactors and safeties 
m. Make sure all panels are securely installed 
n. Check return and supply temperature 
o. Check filters, clean or replace as necessary 
p. Visually check system for signs of leaks and piping integrity 
q. Check assessable condensate pans and drains, clean if necessary 
r. Check economizer operation, if applicable 
s. Check reversing valve operation 
t. Check defrost controls and operation 
u. Check supplemental electric heat 
v. Check duct connections 
w. Clean and service all electrical disconnects 
x. Inspect and clean drain pan. 

 
A-11 Air Handler Unit Frequency: Annual 
 
.1 Special Instructions 
 

1. Schedule shutdown with operating personnel, as needed. 
2. Review manufacturer’s instructions 
3. Review the Applicable Codes and Standards (ACS) for “Controlling Hazardous 

Energy Sources”. 
4. De-energize, lock out and tag electrical circuit(s). 
5. Schedule GM/PM on motor per GM/PM Guide M-3, in conjunction with this 

guide. 
Include the following additional special instructions on cases where the air handler 
is equipped with a direct expansion cooling coil: 
 



 
6. Comply with the latest provisions of the Clean Air Act and Environmental 

Protection Agency (EPA) regulations as they apply to protection of 
stratospheric ozone. 

7.  No intentional venting of refrigerants is permitted.  During the 
servicing, maintenance, and repair of refrigeration equipment, the 
refrigerant must be recovered. 

8. Whenever refrigerant is added or removed from equipment, record the 
quantities on the appropriate forms. 

9. Recover, recycle or reclaim the refrigerant as appropriate. 
10. If disposal of the equipment item is required, follow regulations 

concerning removal of refrigerants and disposal of the equipment. 
11. If material containing refrigerants are discarded, comply with EPA 

regulations as applicable. 
12. Refrigerant oils to be removed for disposal must be analyzed for hazardous 

waste and handled accordingly. 
13. Closely follow all safety procedures described in the Material Safety Data 

Sheet (MSDS) for the refrigerant and all labels on refrigerant containers. 
  
.2 Check Points 
 
 1. Check with operating or area personnel for deficiencies. 
 2. Check fan blades for dust build-up and clean if necessary. 
 3. Check fan blades and moving parts for cracks and excessive wear. 
 4. Check fan RPM against design specifications. 
 5. Check bearing collar set screws on fan shaft to make sure they are tight. 
A-11 Air Handler Unit (Continued) 
 

6. Check dampers for dirt accumulations, clean as necessary.  Check felt, 
repair or replace as necessary. 

7. Check damper actuators and linkage for proper operation.  Adjust linkage on 
dampers if out of alignment. 

8. Lubricate manual connections of dampers sparingly. 
9. Clean coils by brushing, blowing, vacuuming, or pressure washing. 
10. Check coils for leaking, tightness of fittings.  On direct expansion units, 

check for refrigerant leaks on all lines, valves, fittings, coils, etc., 
using a halogen leak detector or similar testing device.  If leaks are not 
able to be stopped or corrected report the leak status to the supervisor. 

11. Use fin comb to straighten coil fins. 
12. Flush and clean condensate pans and drains, remove all rust, prepare metal 

and paint.  Consult the Materials Safely Date Sheet (MSDS) to ensure that 
the paint lead level is 0.06% or less.  Hose down coils and drain pans and 
wash with an appropriate EPA approved solution.  Treat condensate pans with 
an EPA approved biocide. 

13. Check belts for wear and cracks, adjust tension or alignment, and replace 
belts when necessary.  Multi-belt drives shall only be replaced with 
matched sets. 

14. Check rigid couplings for alignment on direct drives, and for tightness of 
assembly.  Check flexible couplings for alignment and wear. 

15. Before heating season (chilled water coils only): Drain cooling coils; blow 
down to remove moisture; refill with antifreeze and water solution; drain. 

16. Check freezestat for proper temperature setting and operation. 
17. Vacuum interior of unit. 
18 Lubricate fan shaft bearings while unit is running.  Add grease slowly 

until slight bleeding is noted fromm the seals.  Do not over lubricate.  
Remove old or excess lubricant. 

19. Clean up work area. 
20. Fill out maintenance checklist and report deficiencies. 



 
 
.3 Recommended Tools, Materials, and Equipment 
 
 1. Tool group A 
 2. Tachometer 
 3. Grease gun and oiler 
 4. Pressure washer 
 5. Vacuum 
 6. Fin comb 
 
A-11 Air Handler Unit (Continued) 
 

7. Cleaning tools and materials.  Consult the MSDS for hazardous ingredients 
and proper personal protective equipment (PPE) 

 8. Safety goggles 
 9. Gloves 
 
A-12 Belt Drive Air Handling Unit Frequency:  Various 
   

1. Every three months of operation grease fan bearings. 
2. Every three months of operation lubricate fan motor ( if applicable) 
3. Every three months of operation check belt tension. 
4. Annually inspect and clean blower wheel 
5. Annually check electrical connections 
6. Annually check bearings, drives and blower wheel for tightness. 

 
A-13 Airpak Air Handling Unit Frequency:  Various 
 

1. Every month check the cleanliness of the filters and replace or clean as 
required.  

2. Every month examine the damper and operator linkages to insure that each is free 
and operating smoothly. 

3. Lubricate fan bearings as required by the severity of required duty. 
4. Check belts monthly replace when necessary. 
5. Annually check the fan wheels and inspect the drain pan for sludge and foreign 

material. Clean if required. 
6. Annually observe the operation of all dampers and make any necessary adjustments 

in the linkage and blade orientation for proper operation. 
7. Annually inspect and lubricate inlet vane bearings with SAE 30 oil. 
8. Semi-annually check humidifier controls, strainer screen.  
9. Periodically check the drain pan and drain line to see that condensate water is 

being properly drained.  
10. Every three months check condensate pans for algae, if growth is found consult 

 a water treatment specialist for proper chemical treatment.   
 
C-2  Rotary Screw Liquid Chiller requency:  Various 
  

1. Record operating pressures and temperatures monthly, put in log. 
2. Check oil and refrigerant levels monthly. 
3. Monthly check operation of oil heater. 
4. Quarterly check 3-phase voltage and current balances.  
5. Quarterly leak check and repair leaks. 
6. Annually calibrate safety controls.  
7. Annually check slide valve operation and calibrate slide valve Potentionmeter. 
8. Annually lubricate motor bearings( per manufacturer’s recommendation) 
9. Annually (or as necessary) brush condenser tubes. 
10. Annually Megohm motor. 



 
11. Annually perform oil analysis on compressor lube oil. 
12. Annually remove condenser water box (s) and inspect tube sheets 
13. Annually replace filters/ driers. 
14. Every 50,000 hours replace oil filters. 
15. Annually, verify evaporator and condenser water flow rates vs. Design 

 Conditions 
16. Annually perform a vibration analysis 
17. Every 50,000 hours perform an internal inspection of the compressor.  
 

 
C-3 Coils Preheat, Reheat, Etc.Frequency: Annual (Remote Locations) 
 
.1 Applications 
 
 This GM/PM guide applies to coils that are not part of an air washer or air 
 handling unit. 
 
.2 Special Instructions 
 
 Review the Applicable Codes and Standards (ACS) for “Selection, Care, and Use of 

Respiratory Protection.” 
 
.3 Check Points 
 
 1. Vacuum or blow out the fins, coils, etc. 
 2. Remove obstructions to the air flow, 
 3. Check coils.  Correct or report any leaks. 
 4. Test and inspect controls that protect coils against freezing. 
 
C-3 Coils Preheat, Reheat, Etc. (Continued) 

 
5. Check for rust or corrosion around coil frame and coil mounting bracket.  

Clean, prepare for painting and coat with proper type paint as necessary. 
 
.4 Recommended Tools, Materials, and Equipment 
 
 1. Standard Tools – Basic 
 2. Vacuum cleaner wet / dry 
 3. Radiator brush 

4. Coil cleaner.  Consult the Material Safety Data Sheets (MSDS) for hazardous 
ingredients and proper personal protective equipment (PPE). 

 5. Respirator 
 6. Safety goggles 

7. Materials to properly prepare and paint metal.  Consult the MSDS to ensure 
that the paint lead level is 0.06% or less. 

 
C-24 Condensing Unit, Refrigeration Frequency: Annual 
 
1. Applications 
 
 This GM/PM Guide applies to those units that have the compressors located inside 

the air cooled condenser housing.  These units are considered one-half of a 
split system.  Normally installed where compressor noise and/or vibration is 
undesirable and normally associated with air handlers, air conditioning 
machines, and modular A/C units, ceiling/wall mounted, split system.  The unit 
may stand alone and be associated with walk-in freezers and refrigerators. 



 
 
.2 Special Instructions 
 
 The frequency of maintenance for these units will be the same frequency as is 

established for the air handler or packaged A/C unit it services.  Normally, 
once yearly for air handlers and comfort cooling A/C units and monthly for 
special purpose A/C units. 

 
 Comfort cooling units should be serviced just prior to the cooling season. 
 

1. Schedule outage with operating personnel. 
2. Review the Applicable Codes and Standards (ACS) for “Controlling Hazardous 

Energy Sources.” 
3. Obtain and review manufacturer’s instructions. 
4. Review the Applicable Codes and Standards (ACS) for “Selection, Care, and 

Use of Respiratory Protection.” 
5. De-energize, tag, and lock out electrical circuit. 
6. Comply with the latest provisions of the Clean Air Act and Environmental 

Protection Agency (EPA) regulations as they apply to protection of 
stratospheric ozone. 

7. No intentional venting of refrigerants is permitted.  During the servicing, 
maintenance, and repair of refrigeration equipment, the refrigerant must be 
recovered. 

8. Whenever refrigerant is added or removed from equipment, record the 
quantities on the appropriate forms. 

9. Recover, recycle, or reclaim the refrigerant as appropriate. 
10. If disposal of the equipment item is required, follow regulations 

concerning removal of refrigerants and disposal of the item. 
11. If materials containing refrigerants are discarded, comply with EPA 

regulations as applicable. 
 

C-24 Condensing Unit, Refrigeration (continued) 
 
12. Refrigerant oils to be removed for disposal must be analyzed for hazardous 

waste and handled accordingly. 
13. Closely follow all safety procedures described in the Material Safety Data 

Sheet (MSDS) for the refrigerant and all labels on refrigerant containers. 
 
.3 Check Points 
 

1. Check with operating or area personnel for deficiencies. 
2. Remove debris from air screen and clean underneath unit. 
3. Pressure wash coil with coil cleaning solution.  Rinse and neutralize 

(cleaning solution) in accordance with manufacturer’s recommendations. 
4. Straighten fin tubes with fin comb. 
5. Check electrical connections for tightness. 
6. Check mounting for tightness. 
7. Check all refrigeration lines for support and signs of wear. 
8. Thoroughly inspect and clean interior and exterior of machine. 
9. Clean and treat all rusted areas.  Touch up prime and paint as needed. 
10. Check for refrigerant leaks using a halogen leak detector, soap bubbles, or 

similar testing device.  If leaks are not able to be stopped or corrected, 
report leak status to the supervisor. 

11. Check refrigerant levels and recharge if needed. 
12. Perform required lubrication and remove old or excess lubricant. 
13. Clean motor with vacuum or low pressure air (less than 40 psi).  Check for 

obstruction in motor cooling and air flow. 



 
14. Visually inspect fused disconnect switches and contractors for condition, 

proper operation, arcing or any evidence of overheating. 
15. Check motor name plate for current rating and controller manufacturer’s 

recommended heater size.  (Heater size shall not be changed without City 
approval.) 

16. Check line and load connections and heater mounting screws for tightness. 
17. Check fan blades for dust buildup and clean if necessary. 
18. Check fan blades and moving parts for excessive wear. 
19. Check RPM to design specifications. 
20 Check bearing collar set screws on fan shaft to make sure they are tight, 

if applicable. 
21. Check dampers for dirt accumulation.  Check felt; repair or replace as 

required. 
22. Check damper motors and linkage for proper operation.  Adjust linkage on 

vanes if out of alignment, if equipped. 
 
C-24 Condensing Unit, Refrigeration (continued) 
 

23. Lubricate mechanical connections of dampers sparingly, if equipped. 
24. Check compressor oil level (non-hermetically sealed units only) if 

compressor is equipped with a sight glass. 
25. Run machine with service gauge manifold attached, checking action of 

controls, relays, switches, etc. to see that: 
 a.  compressor(s) run at proper settings 
 b.  controls activate properly 
 c.  controls activate unit. 
 d.  suction and discharge pressures are proper. 
26. Check setting on controls and return to normal operation. 
27. Clean up the work area and properly dispose of debris and waste. 
28. Check unit for proper operation, excessive noise or vibration. 
29. Lubricate shaft bearings and motor bearings. 
30. Inspect fan(s) or blower(s) for bent blades or imbalance; adjust as 

necessary. 
31. Check belt(s) for condition, proper tension, and misalignment; adjust for 

proper tension and/or alignment, if applicable. 
32. Inspect piping and valves for leaks; tighten connections as necessary. 
33. Fill out maintenance checklist and report deficiencies. 

 
Note: Seal off all service ports with flare caps.  Report any missing caps or dust 
covers. 
 
.4 Recommended Tools, Materials, and Equipment 
 
 1. Tool Group A 
 2. Refrigeration manifold. 
 3. Pressure washer. 
 4. Fin comb. 
 5. Paint brush. 

6. Cleaning materials and tools, vacuum, grease gun, and oil.  Consult the 
Material Safety Data Sheets (MSDS) for hazardous ingredients and proper 
personal protective equipment (PPE). 

 7. Respirator. 
 8. Safety goggles. 
 9. Gloves. 

10. Rust inhibitor and protective coatings.  Consult the MSDS for hazardous 
ingredients and proper PPE.  Consult the MSDS to ensure that the paint lead 
level is 0.06% or less. 



 
 11. Self sealing quick disconnect refrigerant hose fittings. 
 
C-24 Condensing Unit, Refrigeration (continued) 
 

12. Refrigerant recovery/recycle unit. 
 13. EPA/DOT approved refrigerant storage tanks. 
 14. Approved refrigerant. 
 15. Electronic leak detector. 
 
 
F-27 Fan, Centrifugal Frequency: Annual 
 
.1 Special Instructions 
 

1. Review manufacturer’s instructions. 
 2. Schedule shut-downs with operating personnel, as needed. 

3. Review the Applicable Codes and Standards (ACS) for “Controlling Hazardous 
Energy Sources.” 

4. Review the Applicable Codes and Standards (ACS) for ‘Selection, Care and 
Use of Respiratory Equipment”. 

 5. De-energize, lock out, and tag fan motor electrical circuit. 
6. Refer to appropriate guide and manufacturer’s instructions for motor 

maintenance. 
 
.2 Check Points 
 
 1. Check fan blades for dust buildup and clean if necessary. 
 2. Check fan blades and moving parts for excessive wear.  Clean as needed. 
 3. Check fan RPM to design specifications. 
 4. Check bearing collar set screws on fan shaft to make sure they are tight. 
 5. Vacuum interior of unit of accessible.  Clean exterior. 

6. Lubricate fan shaft bearings while unit is running.  Add grease slowly 
until slight bleeding is noted from seals.  Do not over lubricate.  Remove 
old or excess lubricant. 

7. Check belts for wear, adjust tension or alignment, and replace belts when 
necessary.  Multiple belts should be replaced with matched sets. 

 8. Check structural members, vibration eliminators, and flexible connections. 
 9. Remove all trash and clean area around fan and fan room. 
 
.3 Recommended Tools, Materials and Equipment 
 
 1. Standard Tools – Basic. 
 2. Tachometer 

3. Cleaning equipment and materials – Consult the Material Safety Data Sheets 
(MSDS) for hazardous ingredients and proper personal protective equipment 
(PPE). 

 4. Vacuum. 
5. Grease Guns, Lubricants – Consult the MSDS for hazardous ingredients and 

proper PPE. 
 6. Respirator. 
 
H-4 Plate Heat Exchanger Frequency: Annual 
 
.1 Special Instructions 
 

1. Review manufacturer’s instructions and drawings. 



 
2. Open unit only when defective plates are suspected or leaks occur that 

cannot be stopped by tightening. 
3. If unit is opened follow the manufacturer’s instructions concerning 

disassembly, internal cleaning and reassemble. 
4. Never open the unit when hot. 
5. The pressure of both liquids should be simultaneously decreased gradually 

when shutting down a unit. 
6. If leaks occur tighten to average dimension as shown on assembly drawing or 

unit data plate, follow manufacturer’s suggested tightening sequence. 
7. Back flush the unit when fibers or large particulate are present; this can 

be accomplished by flushing the unit with clean water in reverse flow at 1 
to 1 ½ times the product flow mode on the product side for certain periods 
of time. 

8. Clean in Place (CIP) when back flushing does not provide desired results.  
The unit must be flushed clear to obtain a thorough cleaning and it is 
necessary to flow CIP solution bottom to top to ensure wetting of all 
surfaces the rate of flow should be greater than the normal product flow 
rate. 

9. Strainers should be installed in supply lines ahead of the exchanger when 
the streams contain significant solids or fibers. 

 
.2 Check Points 
 

1. Check exposed bolt threads, upper guide bars, rollers in the movable end 
frame and connecting frame.  Clean and coat with a light grease. 

2. Check unpainted carbon steel surfaces, clean and coat with light grease, 
SAE-30 oil or other rust inhibiting product. 

3. Check pressure and temperature gauges.  Back flush unit and clean in place 
annually or any time pressure / temperature profile exceeds set limits. 

4. Check unit for leaks, follow manufacturer’s trouble shooting guide to 
locate defective plates. 

5. Check overall external appearance and condition of unit. 
 
I-2 Fan Coil Unit, Under Window Type Frequency: Annual 
 
.1 Special Instructions 
 

1. Review the Applicable Codes and Standards (ACS) for “Selection, Care, and 
use of Respiratory Protection”. 

2. If materials to be worked on are suspected to contain asbestos, refer these 
issues to the City Project manager. 

 
.2 Check Points 
 
 1. Check with operating or area personnel for deficiencies. 
 2. Check unit for noise and vibration. 
 3. Check V-belt conditions and tension.  Adjust if needed, or replace. 
 4. Clean and wash permanent filters.  Recharge wire mesh filters with oil. 
 5. Replace disposal filters. 
 6. Drain and clean condensate pan. 
 7. Lubricate fan shaft bearings (if not sealed). 
 8. Lubricate motor bearings sparingly using SAE 10W motor oil (if not sealed). 
 9. Remove access panel and clean coils by vacuuming or brushing. 
 10. Use fin comb to straighten coil fins. 
 11. Clean strainers for accumulation of dirt. 
 12. Check controls, trap, freeze-stat, and control-stat for proper operation. 
 13. Clean fan blades and interior unit surfaces to remove soil. 



 
 14. Damp wipe exterior surfaces. 
 15. Clean surrounding floor area, and remove any dirt and debris from work 
  area. 
 16. Check coil unit while operating. 
 17. Remove access panel and vacuum inside of unit. 
 18. Check coils and piping for leaks, damage, and corrosion; repair as  
  necessary. 
 19. Clean coil, drip pan, and drain line with solvent. 
 20 Check operation after repairs. 
 21. Fill out maintenance checklist and report deficiencies. 
 
.3 Recommended Tools, Materials, and Equipment 
 
 1. Tool Group A 

2. Cleaning materials and equipment.  Consult the Materials Safety Data Sheets 
(MSDS) for hazardous ingredients and proper personal protective equipment 
(PPE) 

 3. Fin comb 
 
I-1 Fan Coil Units, Under Window Type (Continued) 
 

4. Oilier 
 5. Filter. 
 6.  Belts 
 7. Vacuum 
 8. Respirator 
 9. Goggles 
 
I-5 Fan Coil Unit, Ceiling Hung Frequency: Annual 
VAV Box with Electric Reheat 
 
.1 Applications 
 

This GM/PM Guide applies to those ceiling hung units that provide heating and/or 
cooling and have functions similar to the I-2 fan coil units. 

 
.2 Special Instructions 
 

1. Review manufacturer’s instructions. 
2. Review Applicable Codes and Standards (ACS) for “Controlling Hazardous 

Energy Sources.” 
3. Review the Applicable Codes and Standards (ACS) for “Selection, Care, and 

Use of Respiratory Protection.” 
4. Schedule shutdowns with operating personnel. 
5. De-energize, lock, and tag circuits. 

.3 Check Points 
  

1. Check with operating personnel or area personnel for deficiencies. 
2. Check to see that operating control stat activates damper per design 

specifications.  Replace if malfunctioning. 
3. Check damper linkage for tightness or damage.  Lightly oil moving parts. 
4. Inspect dampers for free movement in duct for mixing box.  Replace felt or 

other type seals as required. 
5. Inspect mixing box and connecting ducts for air leaks.  Correct leaks with 

duct tape or tighten connections as required. 
6. Inspect damper activators for tightness to mounting brackets. 



 
7. Tighten electrical connections to servomotors.  Clean vent ports. 
8. If pneumatic actuator does not stroke properly, correct sticking valve stem 

or binding linkage.  Replace diaphragm if necessary. 
9. Inspect for air leaks around actuator and in air line between controller 

and actuator. 
10. Check unit for noise and vibration. 
11. Check V-belt conditions and tension.  Adjust or replace as necessary. 
12. Clean and wash permanent filters.  Recharge wire mesh filters with oil. 
13. Replace disposable filters. 
14. Lubricate fan shaft bearings if not sealed. 
15. Lubricate motor bearings sparingly, using SAE 10W motor oil if not sealed. 

 
I-5 Fan Coil Unit, Ceiling Hung VAV Box with Electric Reheat (Continued) 
 

16. Remove access panel and clean coils by vacuuming or brushing. 
17. Clean fan blades and interior surfaces of unit to remove soil. 
18. Damp wipe exterior surfaces. 
19. Clean up work area. 
20. Check coils and piping for leaks, damage and corrosion; repair as 

necessary. 
21. Check operation after repairs. 
22. Fill out maintenance checklist and report deficiencies. 

 
.4 Recommended Tools, Materials, and Equipment 
 
 1. Tool Group A 

2. Cleaning materials and equipment.  Consult the Material Safety Data Sheets 
(MSDS) for hazardous ingredients and proper personal protective equipment 
(PPE). 

 3. Fin comb 
 4. Oilers 
 5. Filters 
 6. Belts 
 7. Vacuum 
 8. Respirator and goggles 

9. Ladder constructed according to OSHA/ANSI standards, scaffold, or lift as 
required.  Check ladder for defects.  Do not use defective ladders. 

 
P – 4 Pump, Centrifugal  Frequency: Annual 
 
.1 Special Instructions 
 

1. Review Manufacturer’s instructions. 
2. Review the Applicable Codes and Standards (ACS) for “Controlling Hazardous 

Energy Sources”. 
3. Pump maintenance should be scheduled to coincide with drive motor 

maintenance, and fire pump maintenance where applicable. 
4. De-energize, lock out and tag circuit, except where noted. 
5. For replacement of mechanical seals, see the addendum at the end of this 

guide.  It is generally not a good idea to tamper with pumps using 
mechanical seals if they are otherwise performing properly.  Since 
mechanical seals can cost as much as the pump, it is usually not cost 
effective to risk damaging the seal by performing and annual internal 
inspection of the pump. 

 
.2 Check Points 
 



 
 1. Mechanical Seals: 

a. Refer to manufacturer’s instructions.  Generally, the only 
maintenance required would be lubrication of the seal faces with oil 
or grease.  The type of lubricant used depends upon the pump service.  
Many applications require no lubrication other than from the liquid 
being pumped. 

  b. Visually inspect the energized pump and motor: 
1). Look for fluid leaks originating from the area of the mechanical 

seal.  Replace seal even if leaking only slightly. 
2). Look for fluid leaks from other areas of the pump, flanges and 

gaskets, pressure gauges and fittings.  Bypass tubes or piping, 
and air release valves. 

3). Look for bearing oil or grease leaks. 
   4). Observe coupling for excessive noise or obvious misalignment. 

5). Observe fluid temperatures, pressures, and bearing temperatures 
if thermometers and pressure gauges are available. 

  c. De-energize pump and motor. 
d. Observe pump and motor during shutdown.  Often times, vibration and 

bearing problems become more noticeable during a coasting slow down 
of the pump and motor. 

e. Close suction and any bypass valves.  Bleed off pressure but do not 
drain pump.  Observe pressure gauges for signs that the discharge 
check valve is not closing tightly. 

 
P – 4 Pump, Centrifugal (Continued)  
 

f. Close discharge valve.  Bleed off pressure but do not drain pump.  
Observe pressure gauges for signs that the discharge and suction 
valves are not closing tightly. 

 g. Lubricate pump and motor bearings.  DO NOT OVER LUBRICATE. 
h. Use a torque wrench to check the tightness of all bolts, especially 

the bolts of cast iron pumps. 
  i. Closely inspect the pump-motor coupling. 
  j. Check pump and motor alignment. 
  k. Inspect and clean suction strainers and blow down valves. 
  l. Clean pump and casing surfaces. 
  
 2. Other pumps: 
  a. Check that base bolts are securely fastened. 

b. After shut-down, drain pump housing, check suction, discharge and 
check valve for holding. 

  c. Remove cover gland and packing. 
  d. Remove corrosion from impeller shaft and housing cover. 

e. On pumps with oil ring lubricate bearings, drain oil, flush, and fill 
to proper level with new approved type oil. 

  f. Inspect oil level with new approved type oil. 
  g. Clean pump suction strainers, and pump packing water seal   
   filter/strainer. 
  h. Replace packing, and reassemble. 
  i. Start and stop pump, noting vibration, pressure, and action of check 
   valve. 
  j. Adjust packing. 
  k. Lubricate impeller shaft bearings. Do not over lubricate. 
  l. Check motor and pump alignment. 
  m. Check drive shaft coupling. 
 
 3. Clean up work area and remove all debris 



 
 
   
 
  
  
 
 
 
 
 
 
 
P – 4 Pump, Centrifugal (Continued)  
 
.3 Recommended Tools, Materials, and Equipment 
 
 1. Tool Group C  
 2. Alignment indicator 
 3. Grease gun 

4. Cleaning equipment and materials.  Consult the Material Safety Data Sheets 
(MSDS) for hazardous ingredients and proper personal protective equipment 
(PPE). 

 5. Hoist assembly for large pumps. 
 
.4 Special Instructions 
 

1. Review the Applicable Codes and Standards (ACS) for “Controlling Hazardous 
Energy Sources”. 

2. When replacing a mechanical seal on a pump, it is important that the seal 
is designed for the type and temperature of the liquid to be pumped. 

3. De-energize, lock out and tag circuits.  Close off pump suction and 
discharge valves.  Drain pump housing. 

4. A balanced mechanical seal can fail suddenly on start-up.  Stand in a safe 
location out of range of the potential gland spray area when starting the 
pump. 

5. When installing mechanical seals that utilize glad bolts as seal retainers, 
be very careful to level the gland bolts, centering the bolts horizontally 
on the split of a split case pump. 

 

COUPLING SIZE ALLOWABLE 
ALIGNMENT 

  
1” – 2” 0.101 Total ind. 

Reading 
Over 2” – 4” 0.015 Total ind. 

Reading 
Over 4” – 7” 0.020 Total ind. 

reading 



 
.5 Procedure 
 
 1. Disconnect and remove pump/motor coupling from pump shaft. 

2. Clean external pump housing and shaft, remove flange on pump housing to 
remove pump mechanical seal assembly while noting how the seal is assembled 
on the shaft and in the pump housing. 

3. After the old seal has been removed, clean surfaces of the shaft sleeve.  
If this sleeve is galled or damaged, a new seal will not hold for long.  It 
is best to replace the shaft sleeve at this time.  If the shaft sleeve is 
not damaged, follow seal manufacturer’s instructions and install a new 
mechanical seal.  Install new pump housing “O” ring or gasket, reinstall 
pump housing.  Slowly open discharge and suction valve, then rotate pump 
shaft to assist in setting mechanical seal.  Check alignment of pump and 
motor couplings.  The use of shims may be necessary under the motor or pump 
to align the pump coupling with the motor coupling. 

 
P – 4 Pump, Centrifugal (Continued)  
 

4. Examine both suction and discharge pressure gauges if they are not 
registering 0 psig.  Replace one or both gauges if defective.  Open pump 
suction and discharge valves, vent air out of pump housing.  Log static 
pressure, if any, from pump suction gauge.  Start pump motor, record pump 
operating suction and discharge pressures.  Any unusual noises should be 
investigated and corrected before allowing pump to be put back in service.  
Record pump motor voltage and operating amps.  Restore pump to service, 
remove tag. 

 5. Clean up work area 
  
 R-4 Central Chilled Water Package Unit Frequency: Annual Comfort Cooling 
 
.1 Application 
 
 This GM/PM Guide applies to chilled water producing units that are self 

contained, consisting of refrigeration compressors, air cooled condenser, 
chilled water coils, refrigerant receivers, fan and motor, etc., contained in a 
common housing assembly. 

 
 These units are normally installed where: 
 

1. Several packaged air conditioning units are required for seasonal service.  
One central chilled water packaged unit will serve several packaged air 
conditioning units. 

 
.2 Special Instructions 
 

1. If necessary, schedule shut down with operating personnel. 
2. Review manufacturer’s instructions. 
3. Review the Applicable Codes and Standards (ACS) for “Controlling Hazardous 

Energy Sources”. 
4. De-energize, lock out, and tag electrical circuits serving motor when 

applicable. 
5. Comply with the latest provisions of the Clean Air Act and Environmental 

Protection Agency (EPA) regulations as they apply to protection of 
stratospheric ozone. 



 
6. No intentional venting of refrigerants is permitted.  During the servicing, 

maintenance, and repair of refrigeration equipment, the refrigerant must be 
recovered. 

7. Whenever refrigerant is added or removed from equipment, record the 
quantities on the appropriate forms. 

8. Recover, recycle, or reclaim the refrigerant as appropriate. 
9. If disposal of the equipment is required, follow regulations concerning 

removal of refrigerants and disposal of the item. 
10. If materials containing refrigerants are discarded, comply with the EPA 

regulations as applicable. 
11. Refrigerant oils to be removed for disposal must be analyzed for hazardous 

waste and handled accordingly. 
12. Closely follow all safety procedures described in the Material Safely Data 

Sheet (MSDS) for the refrigerant and all labels on refrigerant containers. 
13. Remove access covers prior to accomplishing Check Points. 

 
R-4 Central Chilled Water Package Unit For Comfort Cooling (Continued) 
 
.3 Check Points 
 
 1. Condenser: 
  a. Remove debris from air screen and clean underneath unit. 
  b. Pressure wash coil with proper cleaning solution. 
  c. Straighten fin tubes with fin comb. 

d. Check electrical connections for tightness.  Check fused disconnect 
switches for condition and operation. 

  e. Check mounting for tightness. 
  f. Check for corrosion.  Clean and treat with inhibitor as needed. 
  g. Clean fan blades. 

h. Inspect pulleys, belts, couplings, etc.: adjust tension and tighten 
mountings as necessary.  Change badly worn belts.  Multi-belt drives 
should be replaced with matched sets. 

  i. Perform required lubrication and remove old or excess lubricant. 
  j. Inspect water cooled tubes for corrosion and scale.  Clean if  
   required. 
  k. Clean intake side of condenser coils, fans and intake screens. 
  l. Clean chiller and surrounding areas. 
  
2. Compressor(s): 
  a. Lubricate drive coupling. 
  b. Lubricate motor bearings (non-hermetic). 
  c. Check and correct alignment of drive couplings. 

d. Inspect evaporator tubes for scale.  Clean if required.  Leak test 
tubes using halogen leak detector or suitable substitute. 

  e. Add refrigerant per manufacturer’s instructions if needed. 
  f. Check compressor oil level. 
  g. Run machine; check action of controls, relays, switches, etc. to see 
   that: 
   (1) Compressor(s) run at proper settings. 
   (2) Suction and discharge pressures are proper. 
   (3) Outlet water temperature is set properly. 
  h. Check and adjust vibration eliminators.  Replace as necessary. 

i. Sample test the refrigerant and oil to verify compliance with the Air 
Conditioning and Refrigeration Institute Standards.  Based on the 
results, refrigerant may been to be replaced or recycled, and oil 
replaced. 

  j. Check and calibrate safely controls. 



 
 
R-4 Central Chilled Water Package Unit Frequency: Annual For Comfort Cooling 
 

3. Controls 
 a. Check operation of all relays, pilot valves, and pressure regulators. 

b. Check resulting action of pressure sensing primary control elements 
such as diaphragms, bellows, inverted bells, and similar devices when 
activated by air, water, or similar pressure 

 
4. Motors. 
 a. Check ventilation ports for soil accumulations; clean if necessary. 
 b. Clean exterior of motor surfaces of soil accumulation. 
 c. Lubricate bearings according to manufacturer’s recommendations. 
  (1) Remove filler and drain plugs (use zerk fittings if installed). 

(2) Free drain holes of any hard grease (Use a piece of wire if 
necessary). 

(3) Add grease.  Use good grade lithium base grease unless otherwise 
specified. 

d. Check motor windings for accumulation of soil.  Blow out with low 
pressure air or vacuum as needed. 

 e. Check hold-down bolts and grounding straps for tightness. 
 f. Remove tags, start unit, and check for vibration noise. 
 
5. Check unit for proper operation, excessive noise or vibration 
6. Run system diagnostic test. 
7. Check superheat and sub cooling temperatures. 
8. Check contactors, sensors, and mechanical safety limits. 
9. Check electrical wiring and connections; tighten loose connections. 
10. Inspect fan(s) or blower(s) for bent blades of imbalance. 
11. Inspect plumbing and valves for leaks, adjust as necessary. 
12. Fill out maintenance checklist and report deficiencies. 

 
.4 Recommended Tools, Materials, and Equipment 
 
 1. Tool groups A and B 
 2. Pressure washer 
 3. Fin comb 
 4. Paint brushes 
 
R-4 Central Chilled Water Package Unit  
For Comfort Cooling (Continued) 
 

5. Cleaning materials and equipment.  Consult the Materials Safety Data Sheets 
(MSDS) for hazardous ingredients and proper personal protective equipment 
(PPE). 

 6. Respirator 
 7. Safety goggles 
 8. Gloves 
 9. Self sealing quick disconnect refrigerant hose fittings 
 10. Refrigerant recovery / recycle unit 
 11. EPA/DOT approved refrigerant storage tanks 
 12. Approved refrigerant 
 13. Electronic leak detector 
 
T – 1 Tanks, Water (all Types) Frequency:  3 Years 
 
.1 Special Instructions: 



 
 

1. Maintenance shall be coordinated with required inspections.  This applies 
to hot water, cold water, expansion tanks, etc., but not to hot water 
converter (steam) tanks. 

2. Review the Applicable Codes and Standards (ACS) for “Confined Space Entry”. 
3. Review the Applicable Codes and Standards (ACS) for “Selection, Care, and 

Use of Respiratory Protection”. 
4. If asbestos containing materials are suspected as being present, notify the 

City Project Manager. 
 
.2  Check Points 
 

1. Examine exterior of tank including fittings, manholes, and hand holes for 
leaks, signs of corrosion, and correct as indicated. 

 2. Drain and flush tank. 
3. Open tank and remove rust, scale, and build up by scraping, wire brushing 

or shot cleaning. 
4. Inspect thoroughly the interior of the tank; record size and depth of pits, 

presence of cracks, and condition of openings, fittings, welds, rivets, and 
joints. 

 5. Coat with epoxy or other approved protective coatings. 
6. Inspect structural supports and repair or replace damaged insulation or 

covering.  If insulation is suspected as containing asbestos, and is 
damaged or eroded, notify the City’s Project Manager. 

 7. Clean, test, and inspect sight glasses, valves, fittings, drains, and  
  controls. 
 8. Perform hydrostatic test if required. 
 9. Fill and return to service. 
 10. Add an EPA approved biocide. 
 11. Clean up work site. 
  
T – 1 Tanks, Water (All Types) (Continued) 
 
.3 Recommended Tools, materials, and Equipment 
 
 1. Tool Group C 
 2. Safety signs 
 3. Respirator 
 4. Goggles 

5. Cleaning equipment and materials.  Consult the Materials Safety Data Sheets 
(MSDS) for hazardous ingredients and proper personal equipment (PPE). 

6. EPA approved biocide.  Consult the Materials Safely Data Sheets (MSDS) for 
hazardous ingredients and proper personal protective equipment (PPE). 

 
U – 1 Unit Heaters (Steam and Hot Water) Frequency: Annual 
 
.1 Special Instructions 
 
 If materials to be worked on are known or suspected to contain asbestos, refer 

these issues to the City Project Manager. 
 



 
.2  Check Points 
 
 1. Check with operating or area personnel for deficiencies. 
 2. Clean strainer ahead of valve.  Check valve head and seats for wear and 

 cutting. 
3. Replace valve if seats need regrinding.  Send old valve to manufacturer to 

overhaul. 
 4. Steam quality should be examined for foreign matter if valves are being 

 damaged. 
 5. Check steam gauges. 
 6. Check pop safety or pressure relief valve for relieving and seating. 
 7. Check diaphragms for failure. 
 8. Check binding of valve stem. 
 9. Clean and adjust heater deflector fins and element. 
 10. Clean fan and lubricate motor. 
 11. Adjust weighted lever or spring control tension. 
 12. Clean up work site. 
 13. Inspect, clean, and adjust control valves and thermostat. 
 14. Inspect coils, connections, trap, and steam piping for leaks; repair as 

 necessary. 
 15. Check fan and motor for vibration and noise; lubricate bearings. 
 16. Check electrical wiring to motor. 
 17. Check unit heater operation through complete cycle or up to 10minutes. 
 18. Fill out maintenance checklist and report deficiencies. 
 
.3 Recommended Tools, Materials, and Equipment 
 
 1. Tool Group C 
 2. Fin comb 
 3. Vacuum 

4. Lubricant.  Consult the Materials Safety Data Sheets (MSDS) for hazardous 
ingredients and proper personal protective equipment (PPE). 

 
U – 2 Unit Heater (Gas and oil Fired) Frequency: Annual 
 
.1 Special Instructions 

1. Review the Applicable Codes and Standards (ACS) for ‘Controlling Hazardous 
Energy Sources”. 

 2. Open and tag electric circuits. 
 3. Review manufacturer’s instructions. 

4. If materials to be worked on are known or suspected to contain asbestos, 
refer these issues to the City Project Manager. 

 
.2 Check Points 
 1. Check with operating or area personnel for deficiencies. 
 2. Clean and adjust heater deflector funs and element. 
 3. Clean fan and lubricate motor. 

4. Clean burner, chamber, thermocouple and control.  (Use a high suction 
vacuum and/or brush.) 

 5. Adjust pilot or electric ignition device. 
 6. Inspect vent and damper operation. 
 7. Operate unit and adjust burner. 

8. Check operation and safety pilot, gas shut off valve, and other burner 
safety devices. 

9. Clean up work site. 
10. Test the room air around the unit for carbon monoxide emission.  Ensure 

that carbon monoxide level averages less than 9 ppm/day (parts per million 



 
/ day).  If the level of carbon monoxide in the room exceeds 9 ppm, turn 
the unit off and repair.  Retest the unit before it is placed back into 
service. 

 11. Inspect fuel system for leaks around unit. 
 12. Replace primary air intake filter. 
 13. Clean spark electrode and reset gap, replace if necessary. 
 14. Clean pilot and thermo-sensor bulb, replace if necessary. 
 15. Check alignment of thermo-sensor bulb. 
 16. Check wiring and connections; tighten any loose connections. 
 17. Check and clean pilot sight glass. 
 18. Vacuum pump (fan): 
  a. Check motor bearings for overheating; adjust or repair as required. 
  b. Lubricate motor bearings. 
  c. Check motor mountings; adjust as required. 
  d. Check fan blade clearance; adjust as required. 
  e. Check wiring, connections, switches, etc.; tighten any loose  
   connections. 
  
U – 2 Unit Heater (Gas and Oil Fired) (Continued) 
 

19. Operate unit to ensure that it is in proper working condition. 
 20. Fill out maintenance checklist and report deficiencies. 
 
.3 Recommended Tools, Materials, and Equipment 
 
 1. Tools Groups C 
 2. Fin comb 
 3. Vacuum 
 4. CO2 analyzer 
 5. CO analyzer 

6. Lubricants.  Consult the Material Safety Data Sheets (MSDS) for hazardous 
ingredients and proper personal protective equipment (PPE). 

 
X – 23 Unit Heater, Electric Frequency:  Semi-annual 
 
.1 Special Instructions 
 
 1. Review manufacturer’s instructions. 
 2. Disconnect, tag and lock out electrical circuit. 
.2 Check Points 
 
 1. Clean coils and other components with a vacuum. 
 2. Change filter if necessary. 
 3. Check for loose electrical connections in unit and tighten as necessary. 
 4. Clean and wipe any excess dust, dirt, and oil as required. 
 5. Oil motor bearings as necessary. 
 6. Check operation of fan motor for excessive bearing wear. 

7. Check operation of all controls, such as PE switches dampers, damper 
operations, and thermostats. 

 
.3 Recommended Tools, Materials, and Equipment. 
 
 1. Standard tools – basic 
 2. Vacuum 

3. Lubricants.  Consult the Materials Safety Data Sheets (MSDS) for hazardous 
ingredients and proper personal protective equipment (PPE) 

 



 
 
CB- Special Requirement for Cool Breeze Unit 
    Provide yearly Balancing report from certified balancing company which is due by 

December 31, Make all necessary adjustments to cool breeze units to provide 
negative pressure in 6 Isolation cells and provide for filter change of units 
twice a year and disposal of filters as Hazarded waste, Filter sizes Hepa 
86cx96/29  Pre-filter 24x24x2, Final-filter 1x24246-1D 

 
 
 
 
 
 



Attention Bidder:

This bid document may not contain all of the documents that you will
need to complete the bid submission. On occasion, it is not possible to
include the following:

Exhibits
Drawings
Attached specifications
Attached documents

If you have not received a corresponding attachment, drawing or exhibit that
is referenced in the bid document you may obtain it by contacting the Public
Information Unit at 215-686-4720.



C I T Y   O F   P H I L A D E L P H I A
INSTRUCTIONS FOR GETTING PAID

BY THE CITY OF PHILADELPHIA

The City attempts to process invoices in a timely manner.  Delays can occur because of incomplete or
inaccurate invoicing information.  Please make sure that all your invoices contain the following
information to help the City in paying you as quickly as possible.

1. AFTER THE DELIVERY OR SERVICES HAS BEEN COMPLETED YOU MUST SUBMIT THREE
(3) COPIES OF AN INVOICE FOR PAYMENT TO THE RECEIVING DEPARTMENT LISTED ON
THE PURCHASE ORDER.

 
2. THE INVOICE MUST CORRECTLY REFERENCE THE PURCHASE ORDER NUMBER, THE

VENDOR NAME, ADDRESS AND FEDERAL EMPLOYER IDENTIFICATION NUMBER.
 
3. CHECKS WILL  ONLY BE MADE PAYABLE TO THE COMPANY NAME AS SHOWN ON THE

PURCHASE ORDER; THE INVOICE MUST REFLECT THIS SAME COMPANY NAME AS THE
“PAY TO”.

 
4. THE INVOICE MUST SHOW THE QUANTITY AND TYPE OF ITEM OR SERVICE AND THE

PRICE.
 
5. THE UNIT OF PURCHASE ON THE INVOICE MUST AGREE WITH THE UNIT CITED ON THE

PURCHASE ORDER.  REFERENCE TO THE SPECIFIC LINE ITEM IS HELPFUL.

Paying vendors is the responsibility of the receiving City Department(s), not the Procurement
Department.  Vendors should bring any problems concerning payments to the attention of the
appropriate City receiving department.  The name and number of the contact person can generally be
found on the purchase order.  If all necessary paperwork has been submitted to the department and
questions still remain, vendors should contact:

 City of Philadelphia
 Accounting Verification

 Room 1340 Municipal Services Building
 1401 J.F.K. Blvd.

 Philadelphia, PA 19102
 Tel.  215 686 6365

 
VENDORS INTERESTED IN RECEIVING PAYMENTS ELECTRONICALLY MUST COMPLETE AN 
ACH VENDOR ENROLLMENT AND CHANGE FORM.  THIS FORM CAN BE DOWNLOADED FROM
WWW.PHILA.GOV/BIDS.

 

Procurement 



BIDDERS GUIDELINES*

The following list will assist you in the preparation of your bid.
• Read the entire bid so that you fully understand all the requirements.

• All bids must be submitted to the City no later than the time and date stated as the
bid opening.

 
• Note the City Anti-Discrimination Policy.  If Office of Economic Opportunity

Participation is required be sure to fill out all appropriate forms.  If you have
questions call OEO at (215) 686-6232.

• Make sure you submit the appropriate Bid Security and Bid Submission Fee with
your bid.  Refer to Section 1 of the bid and the Conditions of Bidding sheet.

• Bidder must meet all qualifications.

• If an alternate to any item is being offered, you must follow the instructions in
paragraph 2 of the Conditions of Bidding sheet.

• Does the bid require a site inspection, attendance at a Pre-Bid Meeting, samples,
financial information or other data you must provide?

• Have you signed and returned all Addenda?

• If the bid is going to be awarded as a whole, you must bid on all items.  See
Section 3 of the bid:  Bid Evaluation and Award.

• Bidders’ attention is directed to the Conditions of Bidding sheet regarding the
Master Performance Bond.

• Bids and pricing must be written in ink or typed.  FAXed bids will not be accepted.

• Do not submit counter terms or conditions.  Your bid will be rejected.

• Have you signed the Contract Page and affixed your Corporate Seal as required?

• Do not combine check amounts:  All checks should be individual and specific.

• Please double check all mathematical calculations for errors.

If you have questions call Public Information at (215) 686-4720.

*This information is provided for guidance only and does not preclude your
responsibility to read fully and respond to all portions of this bid.

Biddersguidelines.doc



 
CITY  OF  PHILADELPHIA 
PROCUREMENT DEPARTMENT 

Public Information Unit 
 

ATTENTION VENDORS  
 

If your company would like to receive the results of a particular bid, the 
Public Information Unit of the Procurement Department will forward this 
information to you at a $10.00 fee, company check or money order only, 
no personal checks or cash, for each bid number requested. Please be 
advised that bid tabulations are not available by telephone. If you have any 
questions, Please call 215-686-4755 or 215-686-4756. 

 

BID RESULTS REQUEST FORM 
 

  Please complete form below. Only one (1) request per form. 
 
Date of Request:_________ 
 
Bid Number Requested:    _________________    Opening Date: ___________ 
 
Company Name:                __________________________________________ 
Company Representative:  __________________________________________ 
Address:                             __________________________________________ 
                                           __________________________________________ 
Telephone No.:                  ____________________   Fax No.: _____________ 
 
Mail this Request to the address below and enclose the following items: 
 Company check or Money Order payable to “City of Philadelphia” 
 A self-addressed stamped envelope which is at least 9 ½ ” x 12 ½ ” or larger for 

each Bid requested. 
Failure to send either of the above items, will void your request. 

Mail Request To: 
The Procurement Department Public Information Unit 

Attention: Bid Results 
1401 JFK Blvd. 

Room 170B 
Philadelphia, PA 19102 

 
COMPANY CHECK OR MONEY ORDER ONLY 

Revised 09/08 



                                              
C I T Y  O F  P H I L A D E L P H I A 

 
Procurement Department                  Hugh Ortman 
120 Municipal  Services Building                  Procurement Commissioner 
Philadelphia, PA 19102-1685 
(215) 686-4720 
(215) 686-4716 Fax 

Master Bid Security Program for Service, Supplies and Equipment Bids 
Period of Coverage:   July 1, 2010 – June 30, 2012

 

(Bids for Professional Consulting Services, Public Works, Construction and Demolition [wrecking and 
building removal] are not covered under the Master Bid Security Program) 

 
 

Dear Vendor:  
 
The Philadelphia City Charter requires that each bid submission over $30,000 be accompanied by a certified check in the amount 
specified in the bid invitation.  This requirement can be met for most bids if the Bidder is covered under the City’s Master Bid Security 
Program.  This program provides bid security coverage for Service, Supply and Equipment bids that have a total dollar value of over 
$30,000 up to $500,000. 
 
To file for coverage under the Bid Security Program, for the period July 1, 2010 to June 30, 2012, complete the enclosed application and 
return it with a check for $175.00.  Make the check payable to “City of Philadelphia”.  It is non-refundable.  To clarify the precise use 
of the check, enter the words “Bid Security Program” 2010–2012on the face of the check. 
 
If you do not become a participant in the program at this time, you may still submit bids.  However, they must be accompanied by a 
certified check in the amount specified in the Terms and Conditions of Bidding. 
 
For additional information or inquiries regarding this program, please contact: The Public Information Unit at (215) 686-4719,  
(215) 686-4720 or (215) 686-4721. 
 
IF A RECEIPT IS REQUESTED, PLEASE ENCLOSE A SELF-ADDRESSED STAMPED ENVELOPE. 
 
                       ___________________________________________________________________________________________________________ 

Forward Check with Application to 
CITY OF PHILADELPHIA  

MASTER BID SECURITY PROGRAM 
 170A Municipal Services Building  

Philadelphia, PA 19102-1685 
Company Name:    ______________________________________________________     
 

Fed EIN/SSN:        ______________________________________________________ 
 
Street Address        ______________________________________________________ 
 
City, State, Zip:      ______________________________________________________ 
 
Contact Person:      ______________________________________________________ 
 
Telephone No:       (___)____________________Fax No:  (___)__________________ 
  

    A.  Check payable to the City of Philadelphia in the amount of $175.00 for 7/1/10 to 6/30/12
 DO NOT SEND CASH.  NO PERSONAL CHECKS. 

Internal Use Only 

    Rcvd. ___/___/___  Pymt. Type _________  Ck. Amt. $ __________  Ck.# ________ 



 

C  I  T  Y     O  F     P  H  I  L  A  D  E  L  P  H  I  A 
 
Office of the Director of Finance  
Room 1330, Municipal Services Bldg. 
1401 John F. Kennedy Boulevard 
Philadelphia, Pa 19102-1685 

Rob Dubow 
Director of Finance  

 
 
 
 

 
 
 
 
 
 
 
 
The City of Philadelphia is pleased to announce a Vendor Information 
Payment System (VIPS) which will allow businesses such as yours to 
inquire about the status of invoices billed against purchase orders and 
professional services contracts. The only requirement is that your invoices 
utilize a unique number – either alpha, numeric or a combination of the two. 
 
This system will be operational twenty four hours a day, seven days a week. 
All you have to do is dial 215-686-5968, and follow the prompts to get an 
up-to-date status on your payments. 
 
Enclosed for your convenience is an easy to use reference guide which 
provides a brief overview of what you can expect. I urge you to give it a try 
and see for yourself how easy it is to use. If you should happen to experience 
any problems, or if you would like to comment on this system, please call 
the Office of the Director of Finance at 215-686-6167. 
 
I believe that you will find this way of obtaining payment information 
convenient and easy to use.  



Vendor Information Payment 
Reference Guide

1- Call 215-686-5968.
2- After the prompts,enter the 8 numeric    
characters that uniquely identifies your purchase 
order.
3- Select one of the three inquiry options:

a) by your purchase order.
b) by your company.
c) by your specific invoice number. 

(Numeric invoice numbers only)  



 
C  I  T  Y     O  F     P  H  I  L  A  D  E  L  P  H  I  A 
 
 
 
PROCUREMENT DEPARTMENT    Hugh Ortman 
120 Municipal Services Building     Procurement Commissioner 
Philadelphia, Pa 19102-1685 
 
 
 
 
 
 
Dear Valued Vendor, 
 
The City of Philadelphia is pleased to announce a new online Vendor Invoice 
Information (VII) Website which will allow businesses such as yours to inquire 
about the status of invoices billed against purchase orders and professional 
services contracts. The only requirement is that your invoices utilize a unique 
number – alpha, numeric or a combination of the two. 
 
This system will be operational twenty four hours a day, seven days a week.  All 
you have to do is log on to the City of Philadelphia website: www.phila.gov, 
click on “Vendor Invoice Information” under the “Help Me” section of the home 
page, enter your Federal Employer Identification Number (FEIN) and a valid 
active purchase order. Then, agree to a waiver statement and follow the prompts 
to get an up-to-date status on your payments. 
 
You are urged to give it a try and see for yourself how easy it is to use. If you 
should happen to experience any problems, or if you would like to comment on 
this new system, please e-mail us using the question and comment field provided 
on the site. 
 
We believe that you will find this new way of obtaining payment information 
convenient and easy to use. 
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BID SUBMISSION 
 
1. PREPARATION AND SUBMISSION OF BID. 
All bids must be written in ink or typewritten and made 
on the forms issued and signed in ink by a person with 
legal authority to bind the bidder. The contract awarded 
hereunder shall consist of the Invitation and Bid, , all 
addenda thereto issued by the City, all exhibits and 
attachments issued and/or accepted by the City and 
these Terms and Conditions of Bidding and Contract 
(the “Contract”). It is the sole responsibility of the bidder 
to ensure that it has received any and all addenda and 
the Procurement Commissioner  may in his/her sole 
discretion reject any bid for which all addenda have not 
been executed and returned in accordance with the 
instructions provided therein. No bid may be considered 
if received after the date and time for the opening of 
bids established by the Invitation and Bid, nor may any 
bid be modified after that date and time. The time of bid 
opening shall be the time displayed on the City’s official 
bid clock located at the bid room. In the event of any 
discrepancy between actual time and the City’s official 
bid clock, the latter shall determine the time of bid 
opening. 
 
2. BID SECURITY. Unless the bidder is enrolled under 
the City’s Annual Master Bid Security Program or an 
individual bid bond is required in the Invitation and Bid, 
all bids must be accompanied by a Certified Check, 
Treasurer’s Check, Cashier’s Check, Bank Money 
Order, or United States Postal Money Order made 
payable to the order of “The City of Philadelphia” in the 
proper amount as shown below: 
 

AMOUNT OF BID OR                     AMOUNT OF 
ESTIMATED. CONTRACT            CERTIFIED CHECK 
$  30,000.00 or less                          No Check Required 
$  30,000.01 - $  99,999.99     $   500.00 
$100,000.00 - $249.999.99  $2,000.00 
$250,000.00 - $499,999.99  $4,000.00 
$500,000.00 or more  $6,000.00 
When computing amount of Bid for Certified Check 
purposes, do NOT deduct for trade-ins. 
 
Any bid in excess of $500,000 is not covered by the 
Annual Master Bid Security Program, and bidder must 
submit a certified check, treasurer’s check, cashier’s 
check, bank money order, or United States postal 
money order made payable to the order of “The City of 
Philadelphia” in the required amount. 
 
Once the lowest responsive and responsible bidder has 
been determined all other bidders will receive a refund 
in the amount of the bid security submitted.  Bid 
security submitted by the lowest responsive and 
responsible bidder will be refunded after receipt of all 
duly executed Contract documents, required fees, 
bonds or other performance security.  Funds submitted 
for the Master Bid Security Program are not refundable. 
 
3. BID PROCESSING FEE.  In addition to bid security 
and any other fee or monies required to be submitted 
with the bid, the bid shall be accompanied by a non-
refundable processing fee in the form of a separate 
standard check, bank money order or United States 
postal money order made payable to the order of “City  
of Philadelphia” in an amount based on the gross 
amount of the bid in accordance with the formula below. 
Cash is not acceptable. 
 
 

 
AMOUNT OF BID OR AMOUNT OF 

ESTIMATED CONTRACT PROCESSING FEE 
$     30,000.00 or less No Check Required 
$     30,000.01 - $   100,000.00  $  10.00 
$   100,000.01 - $   300,000.00  $  30.00 
$   300,000.01 - $   500,000.00  $  50.00 
$   500,000.01 - $1,000,000.00  $100.00 
$1,000,000.01 - $2,000,000.00  $200.00 
$2,000,000.01 - $3,000,000.00  $300.00 
$3,000,000.01 - $4,000,000.00  $400.00 
$4,000,000.01 - $5,000,000.00  $500.00 
$5,000,000.01 or more  $600.00 
 
4.  SPECIFICATIONS. When a formal, numbered, 
specification is referred to in the Invitation and Bid, no 
deviation therefrom will be permitted, except if/as 
indicated in the Invitation and Bid and the bidder will be 
required to furnish articles and/or services in conformity 
with that specification. When catalogues, model 
numbers, trade names, or cuts are listed in the 
Invitation and Bid, they are, unless otherwise specified, 
included for the purposes of furnishing bidders with 
information concerning the style, type or kind of article 
and /or service desired. A bidder may offer an article 
and/or service which he/she certifies to be equal or 
better in quality, performance and other essential 
characteristics. If submitting an alternate, the bidder 
must specify the alternate (e.g., make and model #) in 
the bid and submit with the bid a complete description 
of the article (including any technical literature) and/or 
service proposed to be furnished. Failure to do so will 
require the bidder to furnish the article and/or service 
specified in the Invitation and Bid. The Procurement 
Commissioner reserves the sole right to determine 
whether alternates offered are equal or better. Unless 
otherwise provided in the bid specifications, all items 
offered by the bidder must be new. A “new” item is one 
which will be used first by the City. This clause shall not 
be construed to prohibit bidders from offering goods, 
supplies, equipment, or materials containing recycled 
materials or printing with recycled content; bidders 
intending to provide goods made with recycled 
materials should notify the Procurement Department. 
 
5. PATENTS. The successful bidder shall be solely 
responsible for all royalties and charges that may be 
due to any patent holder for or on account of the use of 
any patented appliance, product or processes. 
Evidence of such payment shall be submitted upon 
request of the Procurement Commissioner and failure 
to submit such evidence may, in the sole discretion of 
the Procurement Commissioner, result in rejection of 
the bid or constitute an event of default, entitling the 
City to all rights and remedies as provided herein in 
Section 16 and/or 18. 
 
6.  LOCAL BIDDING PREFERENCE 
In accordance with Chapter 17-109 of the Philadelphia 
Code relating to Local Bidding Preferences for 
Procurement Contracts, this bid may be subject to a 5% 
local bid preference.  In order to determine eligibility to 
receive the 5% preference, if applicable, bidder or 
subcontractor must be certified at the time of the bid 
opening and must submit with the bid, the Local 
Business Entity Certification Number* as issued by the 
Procurement Department for the prime contractor or the 
applicable subcontractor. 
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*Note:  If you wish to apply for Local Business Entity 
(LBE) certification, go to www.phila.gov/bids.  Please 
allow sufficient time prior to bidding for processing of 
the LBE application. 
 

EVALUATION AND AWARD 
 
7. TYPES OF BIDDER RESTRICTED. Bidders must 
not be a party to more than one bid for the same article 
or service. A violation of this condition may, in the sole 
discretion of the Procurement Commissioner, result in 
rejection of any or all such bids in which the bidder has 
an interest. 
 
8. RESPONSIVENESS. Subject to the right of the 
Procurement Commissioner to waive non-
responsiveness as set forth below in this Section, these 
Terms and Conditions of Bidding and Contract and the 
specifications and requirements included in the 
Invitation and Bid are mandatory and must be strictly 
followed by all bidders in the preparation and 
submission  of their bids. After bids are opened, the 
Procurement Department, and other City departments 
or agencies where appropriate or specified, shall review 
all bids for responsiveness to these Terms and 
Conditions of Bidding and Contract and the 
specifications and requirements included in the 
Invitation and Bid. 
 
Any bid which is incomplete, obscure, conditional, or 
unbalanced, which contains additions not called for, or 
irregularities of any kind, including alterations or 
erasures, or which fails to conform in any respect to 
these Terms and Conditions of Bidding and Contract 
and the specifications and requirements included in the 
Invitation and Bid is non-responsive and shall be 
rejected, except where the Procurement Commissioner, 
in his/her sole discretion, determines that the non-
responsiveness is not material to the Invitation and Bid 
or that a waiver of the non-responsiveness is otherwise 
permitted by the Invitation and Bid, by these Terms and 
Conditions of Bidding and Contract or by law. The 
Procurement Department’s determination of non-
responsiveness shall be final and any bid rejected as 
non-responsive shall not be eligible for contract award. 
 
9. RESPONSIBILITY. Unless otherwise specified, after 
bids are opened, the Procurement Department, and 
other City departments or agencies where appropriate 
or specified, shall review and may investigate the 
responsibility, including, but not limited to, the 
qualifications, references, capacity and ability to 
perform the Contract resulting from the Invitation and 
Bid in accordance with its terms, and integrity, of the 
lowest responsive bidder. All determinations of bidder 
responsibility shall be vested in the sole discretion of 
the Procurement Commissioner and other City officials. 
Any bidder who is deemed not responsible shall be 
ineligible for award of the Contract. 
 
Bidders deemed not responsible will be notified of such 
determination and the reasons therefore in writing by 
the Procurement Department, and shall have the right 
to contest the determination by submitting to the 
Procurement Department, within forty-eight (48) hours 
after receipt of its written determination, a written 
request for reconsideration that includes information 
relating to the bidder’s qualifications and responsibility 
and demonstrating the insufficiency of the reasons 
stated in the written determination finding the bidder not 

responsible.  Any further determination of a contesting 
bidder’s responsibility shall be vested in the sound 
discretion of the Procurement Commissioner and other 
City officials. 
 
10. CANCELLATION AND AWARD. The Procurement 
Commissioner, in his/her sole discretion, may cancel 
any Invitation and Bid prior to bid opening. After bid 
opening, the Procurement Commissioner, in his/her 
sole discretion, may reject all bids, if deemed in the 
best interest of the City.  In all cases where a Contract 
award is made by the Procurement Department, the 
bidder is bound by the terms and conditions of the 
Invitation and Bid upon the submission of its bid. All 
bids are valid for a period of not less than 60 days, or 
as otherwise specified in the Invitation and Bid. If the 
bid has not been awarded within the specified period of 
time, the bid shall be valid for subsequent award only 
upon the express consent of the bidder, with no change 
to the submitted bid.  Any price increases/decreases 
expressly provided for in the Invitation and Bid will be 
allowed.  All Contract awards shall be made by the 
Procurement Department upon written notice to the 
bidder that is determined by the Procurement 
Department to be the lowest responsive and 
responsible bidder. 
 
11. QUANTITIES AWARDED. For requirements 
contracts only, the articles and quantities of such 
articles as set forth in the Invitation and Bid are 
estimates and the Procurement Commissioner, in 
his/her sole discretion, may make an award for all or 
some of the articles bid and in such quantities as the 
Procurement Commissioner shall deem appropriate. 
For firm limit contracts, it is the City’s intent to award 
based upon the quantities set forth in the Invitation and 
Bid, but the City reserves the right to award more or 
less. 
 
12. DELIVERY, PRICE INCREASES AND TIE BIDS.  
All articles must be delivered at the price(s) bid, FOB 
Destination.  Bids containing reservations of the right to 
increase the price(s) bid, including, but not limited to, 
late payment charges, will not be considered, except 
where the Procurement Commissioner, in his/her sole 
discretion, finds it in the City’s best interest to do so. In 
the event of an absolute tie, the award decision will be 
made in the best interests of the City as determined by 
the Procurement Commissioner. 
 

CONTRACT EXECUTION AND CONFORMANCE 
 
13.   CONTRACTS.   Awards of contracts in amounts 
less than or equal to $30,000 shall become contracts 
binding upon the City upon written notice of award by 
the Procurement Commissioner. Awards of contracts in 
amounts greater than $30,000 shall not become 
contracts binding upon the City until after written notice 
of award is made and until after all of the following 
conditions have been satisfied: 
 
a. Successful bidder posts sufficient performance 
security, as required in the Invitation and Bid, within the 
time specified in the written notice of award; 
 
b. Successful bidder posts a payment bond or other 
payment security, if and as required by the Invitation 
and Bid, within the time specified in the written notice of 
award; 
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c. Approval of the Contract as to form by the City’s 
Law Department; 
 
d. Certification by the Director of Finance and City 
Controller as to the availability of funds; and 
 
e. Execution of the Contract by the Procurement 
Commissioner. 
 
The Procurement Commissioner may, in his/her sole 
discretion, cancel any Contract award if any of the 
above conditions (a-e) are not satisfied, or if the 
Procurement Commissioner, in his/her sole discretion, 
determines cancellation to be in the best interests of the 
City. The bidder agrees that in the event of such 
cancellation, it shall not have any claim against the City, 
including any claim for breach of contract or of any 
other legal duty, or for lost profits, costs, damages, or 
expenses of any kind. 

 
14.  PERFORMANCE SECURITY. The City of 
Philadelphia requires performance security for contracts 
greater than $30,000. If the amount of the contract to 
be awarded is greater than $30,000 but less than or 
equal to $500,000, the successful bidder is required to 
participate in the City’s Master Performance Security 
Program by paying to the City a non-refundable fee of 
$5.00 per thousand dollars of the contract amount for 
firm limit contracts and $4.00 per thousand dollars of 
the contract amount for requirements contracts, or as 
otherwise specified. If the amount of the contract to be 
awarded is in excess of $500,000 the successful bidder 
is required to furnish an individual performance bond, 
issued by a surety approved by the City on a form 
prepared by the City’s Law Department and in the 
amount specified in the notice of contract award.  The 
successful bidder is also required to pay a bond 
preparation fee to the City’s Law Department in an 
amount prescribed by Chapter 17-700 of The 
Philadelphia Code; a schedule of such fees may be 
obtained from the Procurement Department’s Public 
Information Office. 
 
 
15.  INSURANCE.  Unless otherwise specified, the 
successful bidder (referred to in this Section as 
“Contractor”) shall, at its sole cost and expense, 
procure and maintain in full force and effect, during the 
entire period of the Contract (including any applicable 
warranty and/or renewal periods), the minimum types of 
insurance specified below.  All insurance shall be 
procured from reputable insurers authorized to do 
business in the Commonwealth of Pennsylvania and 
shall be acceptable to the City.  All insurance required 
herein shall be written on an “occurrence” basis and not 
a “claims-made” basis.  The City of Philadelphia, its 
officers, employees, and agents are to be named as 
additional insured on all policies required hereunder, 
except the Workers’ Compensation and Employers’ 
Liability.  Also, an endorsement is required stating that 
the coverage afforded these parties as additional 
insured will be primary to any other coverage available 
to them.  The City’s coverage as an additional insured 
shall be primary coverage.  The insurance shall provide 
for at least thirty (30) days prior written notice to be 
given to the City in the event coverage is materially 
changed, canceled or non-renewed.  Certificates of 
insurance evidencing the required coverages shall be 
submitted to the City within fifteen (15) days of notice of 
contract award.  The City reserves the right to require 
the Contractor to furnish certified copies of the original 

policies of all insurance required hereunder at any time 
upon fifteen (15) days prior written notice.  The 
insurance requirements set forth herein are not 
intended and shall not be construed to modify, limit, or 
reduce the indemnifications made in this Contract by 
the Contractor to the City of to limit the Contractor’s 
liability under this Contract to the limits of the policies of 
insurance required to be maintained by the Contractor 
hereunder. 
(a)  WORKERS COMPENSATION AND EMPLOYERS 
LIABILITY 
 (1)  Workers’ Compensation – Statutory limits 
 (2)  Employers Liability - $100,000 Each Accident – 
Bodily Injury by Accident; $100,000 Each Employee – 
Bodily Injury by Disease; $500,000 Policy Limit – Bodily 
Injury by Disease 
 (3)  Other states insurance including Pennsylvania 
(b)  GENERAL LIABILITY INSURANCE 
 (1)  Limit of Liability:  $1,000,000 per occurrence 
combined single limit for bodily injury (including death) 
and property damage liability. 
 (2)  Coverage:  Premises operation:  Blanket 
Contractual liability; Personal Injury liability; Products 
and completed operations; Independent Contractors; 
Employees as additional insured; Cross liability; Broad 
form property damage (including loss of use) liability; 
Asbestos abatement liability coverage (Note:  Required 
for asbestos abatement projects only). 
(c)  AUTOMOBILE LIABILITY 
 (1)  Limit of Liability:  $1,000,000 per occurrence 
combined single limit for bodily injury (including death) 
and property damage liability. 
 (2)  Coverage:  owned, non-owned and hired 
vehicles.   
 
16. INDEMNIFICATION.  All bidders shall indemnify, 
defend and hold harmless the City, its officers, 
employees and agents from and against any and all 
losses, costs (including, but not limited to, litigation and 
settlement costs and counsel  fees), claims, suits, 
actions, damages, liabilities and expenses, occasioned 
wholly or in part by the bidder's act or omission or fault 
or negligence or the act or omission or fault or 
negligence of bidder’s agents, subcontractors (including 
suppliers), employees or servants in connection with 
the Contract, including, but not limited to, those acts or 
omissions or faults or negligence in connection with 
loss of life, bodily injury, personal injury, damage to 
property, contamination or adverse effects on the 
environment, the bidder’s default under the Contract, 
losses incurred by the City’s Master Performance 
Security Program, failure to pay subcontractors and 
suppliers and any infringement or violation of any 
proprietary right (including, but not limited  to, patent, 
copyright, trademark, service mark and trade secret).  
This obligation to indemnify, defend and hold harmless 
the City, its officers, employees and agents shall 
survive the termination of the Contract resulting from 
the Invitation and Bid. 
 
 
17.  FAILURE TO EXECUTE CONTRACT.  Any bidder 
not lawfully released from its bid, who refuses to 
execute a contract in accordance with its bid or who 
fails, refuses or is unable to furnish any required 
payment security, performance security or insurance, 
as may be required by the Invitation and Bid and/or 
these Terms and Conditions of Bidding and Contract, 
shall be liable for the entire amount of its bid security, 
as liquidated damages to the City; or if bid security is 
furnished under the Annual Master Bid Security 



TERMS AND CONDITIONS OF BIDDING AND CONTRACT 

SS&E Terms and Conditions of Contract Revised July 1, 2009 
Page 4 of 8 

Program, for 10% of the amount of its bid, as liquidated 
damages to the City; or where the damages are readily 
ascertainable by the City, for the actual loss, cost or 
damage incurred by the City as a result of its failure to 
execute the contract or to furnish such bonds, 
performance security or insurance. 
 
18.  ASSIGNMENT.  The successful bidder shall not 
assign the Contract resulting from the Invitation and 
Bid, or any part of the Contract, or any right to any 
monies to be paid under the Contract, or delegate 
performance of the Contract, without obtaining the prior 
written consent of the Procurement Commissioner.  The 
decision whether to consent to an assignment is within 
the Procurement Commissioner’s sole discretion.  In no 
case shall the Procurement Commissioner’s consent to 
the assignment of any monies to be paid under the 
Contract relieve the bidder from faithful performance of 
any of its obligations under the Contract or change any 
of the terms and conditions of the Contract.  Any 
purported assignment in violation of this provision shall 
be of no effect. 
 
19.  DEFAULT.  All work performed and goods and 
services rendered by a successful bidder (referred to in 
this Section as “Contractor”) under any Contract 
resulting from the Invitation and Bid shall strictly 
conform to these Terms and Conditions of Bidding and 
Contract and the specifications and requirements 
contained in the Invitation and Bid.  The successful 
bidder shall comply with all applicable federal, state and 
local laws, statutes and ordinances and the regulations 
of all governmental departments, boards, agencies, and 
commissions.  The following shall constitute events of 
default under any Contract resulting from the Invitation 
and Bid: 
 
a.   Failure by Contractor to comply with any provision 
or Section of the Contract, including the bid 
specifications contained in the Invitation and Bid and 
these Terms and Conditions of Bidding and Contract 
and/or failure by Contractor to comply with any federal, 
state and local law, statute, ordinance or regulation of 
any governmental department, board, agency and 
commission. 
 
b.   Falseness of any representation or warranty made 
in the Contract or other document(s) submitted to the 
City by Contractor in connection with the Invitation and 
Bid. 
 
c. Failure by Contractor to pay its suppliers or 
subContractors, misappropriation of any funds provided 
under the Contract or failure to notify City upon 
discovery of any misappropriation. 
 
d.  A violation of law by Contractor which results in its 
making a guilty plea, a plea of nolo contendere, or 
conviction of a criminal offense by Contractor, its 
directors, employees, or agent or indictment or charges, 
in the sole judgment of the Procurement Commissioner, 
adversely affect the performance of the Contract. 
 
e.  Failure by Contractor to comply with the Mayoral 
Executive Order establishing the City’s 
antidiscrimination policy relating to the participation of 
minority, woman and disabled owned disadvantaged 
business enterprises. 
 
f.  The Procurement Department’s determination that 
the Contractor is not a responsible bidder on the 

Invitation and Bid, where such determination is made, 
and is based upon, information received after award of 
the Contract and/or after execution of the Contract by 
the Procurement Commissioner and/or after satisfaction 
of any or all other conditions of a binding Contract set 
forth in Section 2 above. 
 
g.  Any other act or omission identified in these Terms 
and Conditions of Bidding and Contract or elsewhere in 
the Invitation and Bid as an event or condition 
constituting default. 
 
Upon the occurrence of an event of default, the 
Procurement Commissioner, in his/her sole discretion, 
may require Contractor to cure the default within a 
period of time to be determined by the Procurement 
Commissioner, or terminate the Contract in whole or in 
part and exercise any one or more of the following 
remedies (which remedies may be concurrent and shall 
be in addition to and not in lieu of the remedies 
available to the City at law, in equity, under any bond(s) 
filed in connection with the contract or under other 
sections of these Terms and Conditions of Bidding and 
Contract and Contract): 
 
a.  Purchase goods and/or services from others in 
substitution of goods or services that were not furnished 
or performed by Contractor or that were defective or 
otherwise in violation of any provision of the Contract; 
the cost of such substituted goods and services shall be 
the sole responsibility of Contractor and Contractor 
agrees to pay immediately, upon receipt of the City’s 
invoice, the difference between the Contract price and 
the substituted product or service cost, plus any other 
loss, cost or damages incurred by the City. 
 
b.  Appropriate to the payment of the difference 
between the Contract price and the cost of such 
substitute goods or services, and the amount of any 
other loss, cost or damage incurred by the City as a 
result of the default, any monies which may then be due 
and payable to Contractor under this Contract or any 
other Contract that Contractor then has with the City. 
 
The City shall notify Contractor in writing of such 
termination, which shall be effective as of the date 
specified in the notice of termination (the “Termination 
Date”).  The Procurement Commissioner may, in 
his/her sole discretion, require Contractor to continue to 
furnish all goods and perform all services required 
under the Contract until the Termination Date, in which 
case, subject to the remedies enumerated above, the 
successful bidder shall be paid in accordance with the 
Contract therefore.  If the City requires Contractor to 
cure the event(s) of default, or to continue to furnish 
goods or services until the Termination Date, and 
Contractor refuses or fails to do so, then such failure 
shall itself be deemed an event of default under this 
Section, for which the City may exercise any of its rights 
hereunder. 
 
20. PAYMENT FOR EQUIPMENT. Unless otherwise 
provided in the bid specifications, when equipment 
involves installation, (which shall also be interpreted to 
mean erection and/or setting up or placing in position 
for service or use) and/or testing, and where such 
installation or testing is delayed though no fault of the 
contractor, contractor shall be entitled to a payment 
equal to 50%  of the price bid when such equipment is 
delivered on site and to a further payment equal to  an 
additional  25% of the price bid when the equipment is 
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installed and ready for test.  The balance shall be paid 
only after the equipment is tested and found to be 
satisfactory by the City. If the equipment must be 
tested, but installation is not required to be made by the 
supplier or if the equipment must be installed but 
testing is not required, and the installation or testing is 
delayed through no fault of the contractor, contractor 
shall be entitled to a payment equal to 75% of the price 
bid at the time of delivery and the balance shall be paid 
after satisfactory testing and/or installation, as required. 
 

TAX MATTERS 
 
21.  TAX EXEMPTION. The City of Philadelphia is 
exempt from the payment of any federal excise or 
transportation taxes and any Pennsylvania sales tax. 
The price bid must be net, exclusive of taxes. However, 
when under established trade practice any federal 
excise tax is included in list prices, bidder may quote 
the list price and shall show separately the amount of 
the federal tax, either as a flat sum or as a percentage 
of the list price, which shall be deducted by the City. In 
the event bidder pays any sales or use tax, bidder 
hereby assigns to City, or City’s agent, all of its rights, 
title and interest in any sales or use tax which may be 
refunded as a result of the purchase of any articles 
furnished in connection with the Contract and bidder, 
unless directed by the City, shall not file a claim for any 
sales or use tax refund subject to this assignment. 
Bidder authorizes the City, in City’s name or the name 
of bidder, to file a claim for refund of any sales or use 
tax subject to this assignment. 
 
22. TAX INDEBTEDNESS. The City of Philadelphia 
does not wish to do business with tax delinquents or 
other businesses indebted to the City. In furtherance of 
this policy, the following certifications have been 
developed and shall form a part of any Contract 
resulting from the Invitation and Bid. The successful 
bidder or other entity Contracting with the City is 
referred to below as the “Contractor”. 
 
a. Contractor’s Certification of Non-Indebtedness - -

Contractor hereby certifies and represents that 
Contractor and Contractor’s parent company(ies) and 
subsidiary(ies) are not currently indebted to the City of 
Philadelphia (the “City”) and will not at any time during 
the term of this Contract (including any extensions or 
renewals thereof) be indebted to the City, for or on 
account of any delinquent taxes (including, but not 
limited to, taxes collected by the City on behalf of the 
School District), liens, judgments, fees or other debts 
for which no written agreement or payment plan 
satisfactory to the City has been established. In addition 
to any other rights or remedies available to the City at 
law or in equity, Contractor acknowledges that any 
breach or failure to conform to this certification may, at 
the option of the City, result in the withholding of 
payments otherwise due to Contractor and, if such 
breach or failure is not resolved to the City’s satisfaction 
within a reasonable time frame specified by the City in 
writing, may result in the offset of any such 
indebtedness against said payments and/or the 
termination of this Contract for default (in which case 
Contractor shall be liable for all costs, losses and other 
damages resulting from the termination). 
 
b. Subcontractor’s Certification of Non-Indebtedness - -

Contractor shall require all subcontractors performing 
work in connection with this Contract (“subcontractor” 

shall also include suppliers providing goods or 
materials) to be bound by the following provision, and 
Contractor shall cooperate fully with the City in 
exercising the rights and remedies described below or 
otherwise available at law or in equity: 
 
“Subcontractor hereby certifies and represents that 
subcontractor and subcontractor’s parent company(ies) 
and subsidiary(ies) are not currently indebted to the 
City of Philadelphia (“City”). and will not at any time 
during the term of Contractor’s Contract with the City 
(the “Contract”), including any extensions or renewals 
thereof, be indebted to the City, for or on account of any 
delinquent taxes (including, but not limited to, taxes 
collected by the City on behalf of the School District of 
Philadelphia), liens, judgments, fees or other debts for 
which no written agreement or payment plan 
satisfactory to the City has been established. In addition 
to any other rights or remedies available at law or in 
equity, subcontractor acknowledges that any breach of 
or failure to conform to this certification may, at the 
option of the City, result in the withholding of payments 
otherwise due to subcontractor for services rendered in 
connection with the Contract and, if such breach or 
failure is not resolved to the City’s satisfaction within a 
reasonable time frame specified by the City in writing, 
may result in the offset of any such indebtedness 
against said payments otherwise due to subcontractor 
and/or the termination of subcontractor for default (in 
which case subcontractor shall be liable for all costs, 
losses and other damages resulting from the 
termination).” 

 
23. TAX REQUIREMENTS. Any person or entity who 
bids on and/or is awarded a contract by the City and/or 
School District of Philadelphia, is subject to 
Philadelphia’s business tax ordinances and regulations.  
The City Solicitor has determined that anyone who is 
awarded a contract by the City and/or School District 
pursuant to a bid has entered into a contract within the 
City, and the subsequent delivery of goods into the City 
or performance of services within the City constitutes 
doing business in the City and subjects the successful 
bidder, including but not limited to, one or more of the 
following taxes: 
 
a. Business Privilege Tax 
b. Net Profits Tax 
c. City Wage Tax 
 
The successful bidder, if not already paying the 
aforesaid taxes, is required to apply to the Department 
of Revenue, 1401 John F. Kennedy Blvd., Public 
Service Concourse, Municipal Services Building, 
Philadelphia, PA 19102 for a tax identification number 
and to file appropriate business tax returns as provided 
by law. Questions should be directed to the Business  
and Earnings Tax Unit at (215) 686-6600. 
 

GENERAL INFORMATION 
 
24. COMPLIANCE WITH LAWS.  All goods and 
services and all documents and other materials 
furnished under the Contract shall conform with all 
applicable federal, state and local laws, statutes and 
ordinances and the applicable rules, regulations, 
methods and procedures of all governmental boards, 
bureaus, offices, commissions and other agencies. 
Contractor shall maintain during the term of the 
Contract all licenses, and authorizations required by 
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any applicable federal, state or local law or regulation.  
Applicable law shall include, without limitation, the laws 
stated in paragraphs 25 through 29 herein. 
 
25. NONDISCRIMINATION. 
 
a. Any Contract awarded pursuant to the Invitation and 
Bid is entered into under the terms of the Philadelphia 
Home Rule Charter and in its performance, Contractor 
shall not discriminate nor permit discrimination against 
any person because of race, color, religion, national 
origin, or sex. Such discrimination shall constitute an 
event of default under this Contract entitling City to 
terminate this Contract forthwith. This right of 
termination shall be in addition to any other rights or 
remedies as provided herein in Section 19 or otherwise 
available to the City at law or in equity. 
 
b. In accordance with Chapter 17-400 of The 
Philadelphia Code, Contractor agrees that its payment 
or reimbursement of membership fees or other 
expenses associated with participation by its 
employees in an exclusionary private organization, 
insofar as such participation confers an employment 
advantage or constitutes or results in discrimination 
with regard to hiring, tenure of employment. 
promotions, terms, privileges or conditions of 
employment, on the basis of race, color, sex, sexual 
orientation, gender identity, religion, national origin or 
ancestry, shall constitute an event of default under this 
Contract and shall entitle the City to all rights and 
remedies as provided herein in Section 19 or otherwise 
available to the City at law or in equity. Contractor  
agrees to include the immediately preceding sentence, 
with appropriate adjustments for the identity of the 
parties, in all subcontracts which are entered into 
pursuant to this Contract. Contractor further agrees to 
cooperate with the Commission on Human Relations of 
the City of Philadelphia in any manner which the said 
Commission deems reasonable and necessary for the 
Commission to carry out its responsibilities under 
Chapter 17-400 of The Philadelphia Code. Failure to so 
cooperate shall constitute an event of default under this 
Contract entitling the City to all rights and remedies as 
provided herein in Section 19 or otherwise available to 
the City at law or in equity. 
 
26. ETHICS REQUIREMENTS. To preserve the 
integrity of City employees and maintain public 
confidence in the competitive bidding system, the City 
intends to vigorously enforce the various ethics laws as 
they relate to City employees in the bidding and 
execution of City contracts. Such laws are in three 
categories: 
 
a. Gifts. Executive Order No. 02-04 prohibits City 
employees from soliciting or accepting anything of 
value from any person or entity seeking to initiate or 
maintain a business relationship with the City of 
Philadelphia, its departments, boards, commissions, 
and agencies.   Bidder understands and agrees that if it 
offers anything of value to a City official or employee 
under circumstances where the receipt of such item 
would violate the provisions of this Executive Order 
shall be subject to sanctions with respect to future City 
Contracts. Such sanctions may range from 
disqualification from participation in a particular 
Contract to debarment, depending on the nature of the 
violation. All bidders, agents or intermediaries who are 
solicited for gifts or gratuities by City employees are 
urged to report these incidents to the Inspector 

General, Aramark Tower, Third Floor, 1101 Market 
Street, Philadelphia, PA 19107. 
 
b. City Employee Interest in City Contracts. In 
accordance with Section 10-1112 of The Philadelphia 
Home Rule Charter, no bid shall be accepted from, or 
Contract awarded to, any City employee or official, or 
any firm in which a City employee or official has a direct 
or indirect financial interest. All bidders are required to 
disclose any current City employees or officials who are 
employees or officials of the bidder’s firm, or who 
otherwise would have a financial interest in the 
Contract. 
 
c. Conflict of Interest. Both the State Ethics Act and the 
City Ethics Code prohibit a public employee from using 
his/her public office or any confidential information 
gained thereby to obtain financial gain for 
himself/herself a member of his/her immediate family, 
or a business with which he/she or a member of his/her 
immediate family is associated. “Use of public office” is 
avoided by the employee or official publicly disclosing 
the conflict and disqualifying himself/herself from official 
action in the matter, as provided in The Philadelphia 
Code Section 20-608. 

 
27. NORTHERN IRELAND. Section 17-104(2)(b) of 
The Philadelphia Code prohibits the City from accepting 
bids from companies that do business in Northern 
Ireland, unless that business has implemented the fair 
employment principles embodied in the MacBride 
Principles. In furtherance of this ordinance, bidder 
makes the following certification and representations: 
 
a. In accordance with Section 17-104 of the 
Philadelphia Code, bidder by execution of its bid 
certifies and represents that (i) bidder (including any 
parent company, subsidiary, exclusive distributor, or 
company affiliated with Bidder) does not have, and will 
not have at any time during the term of any Contract 
resulting from this bid (including any extensions 
thereof), any investments, licenses, franchises, 
management agreements or operations in Northern 
Ireland, and (ii) no product to be provided to the City 
under any resulting Contract will originate in Northern 
Ireland. unless Bidder has implemented the fair 
employment principles embodied in the MacBride 
Principles. 

 
b. In the performance of any Contract resulting from this 
bid, Bidder agrees that it will not utilize any suppliers or 
subcontractors at any tier (i) who have (or whose parent 
subsidiary, exclusive distributor of company affiliate 
have) any investments, licenses, franchises, 
management agreements or operations in Northern 
Ireland or (ii) who will provide products originating in 
Northern Ireland unless said supplier or subcontractor 
has implemented the fair employment principles 
embodied in the MacBride Principles. Bidder further 
agrees to include provisions with this subparagraph (b), 
with appropriate adjustments for the identity of the 
parties, in all subcontracts and supply agreements 
which are entered into in connection with the 
performance of any resulting Contract. 
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c. Bidder agrees to cooperate with the City’s Director 
of Finance in any manner which the said Director 
deems reasonable and necessary to carry out the 
Director’s responsibilities under Section 17-104 of The 
Philadelphia Code. Bidder expressly understands and 
agrees that any false certification or representation in 
connection with this subparagraph (c) and/or any failure 
to comply with the provisions of this subparagraph (c) 
shall constitute a substantial breach of any Contract 
resulting from the Invitation and Bid entitling the City to 
all rights and remedies provided in this bid or otherwise 
available in law (including, but not limited to, Section 
17-104 of the Philadelphia Code) or at equity. In 
addition, it is understood that false certification or 
representation is subject to prosecution under IS 
Pa.C.S. Section 4904. 
 
28.  BUSINESS, CORPORATE AND SLAVERY ERA 
INSURANCE DISCLOSURE. In accordance with 
Section 17-104 of The Philadelphia Code, the 
successful bidder, after award of the Contract, will 
complete an affidavit certifying and representing that 
the bidder (including any parent company, subsidiary, 
exclusive distributor or company affiliated with bidder) 
has searched any and all records of the bidder or any 
predecessor business entity regarding records of 
investments or profits from slavery or slaveholder 
insurance policies during the slavery era.  The names 
of any slaves or slaveholders described in those 
records must be disclosed in the affidavit. 
 
The bidder expressly understands and agrees that any 
false certification or representation in connection with 
this Paragraph and/or any failure to comply with the 
provisions of this Paragraph shall constitute a 
substantial breach of this Contract entitling the City to 
all rights and remedies provided in this Contract or 
otherwise available in law (including, but not limited to, 
Section 17-104 of The Philadelphia Code) or equity and 
the Contract will be deemed voidable.  In addition, it is 
understood that false certification or representation is 
subject to prosecution under Title 18 Pa.C.S.A. Section 
4904. 
 
29. PHILADELPHIA 21st CENTURY MINIMUM WAGE 
STANDARD. If Contractor is an Employer, as defined 
in Philadelphia Code Section 17-1302(5) and 17-1303, 
Contractor shall comply with the minimum 
compensation standards by providing to those 
employees an hourly wage, excluding benefits, at least 
150 percent of the federal minimum wage, and health 
benefits to each full-time, non-temporary, non-seasonal 
covered Employee, as more fully set forth at 
Philadelphia Code Chapter 17-1300.  By submission of 
its Bid, Contractor so acknowledges and certifies its 
compliance with Chapter 17-1300 and shall promptly 
provide to the City, at its request, all documents and 
information further verifying its compliance with the 
requirements of this Chapter.  Furthermore, Contractor 
shall notify each affected employee what wages are 
required to be paid. 
 
The Office of Labor Standards may grant a partial or 
total waiver of Chapter 17-1300 based on specific 
stipulated reasons elaborated in Section 17-1304. 
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SIGNING OF BIDS 
 This contract consists of the Invitation and Bid (including exhibits and attachments), any addenda thereto issued by the City and the 
foregoing Terms and Conditions of Bidding and Contract (collectively, the “contract”) and contains all the terms, conditions and requirements 
agreed upon by the parties. The terms “contract” and “agreement,” whether capitalized or uncapitalized, shall have the foregoing meaning 
wherever they are used in the invitation and Bid, addenda thereto, the Terms and Conditions of Bidding and Contract, and this page. No other 
contract or agreement, oral or otherwise, regarding the subject matter of the contract shall be deemed to exist or to bind any party hereto or to 
vary any of the terms contained in the contract. 
 This contract may not be changed, amended or renewed, in whole or in part, except by a written amendment signed by the parties.  No 
waiver by the City of any breach or noncompliance by the undersigned with any provision of this contract shall relieve the undersigned of any of 
its obligations or representations made under this contract. 
 This contract and all disputes arising under this contract shall be governed, construed and decided in accordance with the laws of the 
Commonwealth of Pennsylvania.  The parties agree that any lawsuit, action, claim or legal proceeding involving, directly or indirectly, any matter 
arising out of or related to this contract or the relationship created or evidenced thereby, shall be brought exclusively in the United States District 
Court for the Eastern District of Pennsylvania or the Court of Common Pleas of Philadelphia County.  It is the express intent of the parties that 
jurisdiction over any lawsuit, action, claim, or legal proceeding shall lie exclusively in either of these two forums.  The parties further agree not to 
raise any objection to any lawsuit, action, claim or legal proceeding which is brought in either of these two forums and the parties expressly 
consent to the jurisdiction and venue of these two forums. The parties further agree that service of original process in any such lawsuit, action, 
claim or legal proceeding may be duly affected by mailing a copy thereof, by certified mail, postage prepaid to the addresses specified in the 
Invitation and Bid and/or this page. 
 
NOTE:  ANY BID THAT IS NOT EXECUTED IN ACCORDANCE WITH THE INSTRUCTIONS PROVIDED BELOW OR THAT DOES NOT 
INCLUDE STREET ADDRESS, CITY, STATE AND PHONE NUMBER, MAY, IN THE SOLE DISCRETION OF THE PROCUREMENT 
COMMISSIONER, BE REJECTED. 
 
SIGNING OF BIDS: 
If bid is by an INDIVIDUAL or a PARTNERSHIP, or if the bid does not exceed $30,000, date and sign the bid here, with the original signatures, in ink. 
 
 
 This  day of  20 
 
 
 
             
(Signature of Owner, Partner)     (Type or Print Name and Title) 
 
      
(Business Name of Bidder) 
 
              
(Address, including Zip Code)     (Telephone Number, including Area Code) 
 
 
If the bid is a CORPORATION, date and sign the bid here with original signatures, in ink, by (a) President or Vice President of the Corporation AND (b) 
Secretary, Assistant Secretary, Treasurer or Assistant Treasurer of the Corporation; and  (c) affix the seal of the Corporation.  If the form is not signed by 
the President or a Vice President and Secretary, Assistant Secretary, Treasurer or Assistant Treasurer, attach a duly certified corporate resolution 
authorizing the person signing in place of such officers to execute this bid for the corporation. 
 
       This  day of  20 

CORPORATE SEAL 
 
 

             
       (Corporate or Business Name of Bidder) 
 
 
              
(Address, including Zip Code)     (Telephone Number, including Area Code) 
 
 
              
(Signature of President or Vice President)    (Signature of Secy., Asst. Secy., Treas. or Asst. Treas.) 
 
 
              
(Type or Print Name and Title)     (Type or Print Name and Title) 
 
 
 
 APPROVED AS TO FORM     CONTRACT EXECUTION 
 
 
 
              
(Assistant City Solicitor)     (Procurement Commissioner) 
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