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INTRODUCTION 

 
The Building Committee for the Town of Putnam requests construction services from an HVAC 
contractor for an HVAC Mini-Split project at Putnam Middle School. The selected Firm will be 
working with the committee to upgrade and install HVAC mini-split at Putnam Middle School per 
the mechanical, electrical and plumbing design drawings provided. 

 
Putnam Middle School currently provides education for approximately 340 students in Grades 5- 
8 and is the only middle school in the town. Construction of the building was completed in 1992. 
The facility contains general classrooms with additional spaces for art, music, gymnasium, 
cafeteria, library media center, and office/administration. 

 
The Town of Putnam and its Agencies and Commissions are Affirmative Action – Equal 
Opportunity employers. Respondents to the request for proposal agree and warrant that in the 
performance of the work on these projects, they will not discriminate or permit discrimination 
against any person or group of persons on the grounds of race, color, religious creed, age, marital 
status, national origin, ancestry, sex, mental retardation, or physical disability. Respondents 
agree to provide the State of Connecticut Commission on Human Rights and Opportunities with 
such information requested by the Commission concerning employment practices and 
procedures. 

 
 
 
 
 
 

Steven Rioux Norman Seney 
Superintendent of Schools Mayor, Town of Putnam 
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1.0 General 
 

1.1 The Building Committee is accepting proposals from HVAC installation firms 
(hereinafter referred to as the “Firm”) to install mini-split units at Putnam Middle 
School.  

 
1.2 The project includes installation of 23 HVAC mini-split units.  

 
1.3 The Firm will have demonstrated experience in compliance with the State of 

Connecticut statutory and regulatory school construction projects that are grant 
funded. 

 
1.4 The Firm shall obtain and maintain, at the Firm’s expense, Professional Liability 

Insurance as indicated in the Insurance Requirements document. 
 

1.5 The Firm shall adhere to the insurance requirements for both the Town of Putnam 
and the Putnam Board of Education. Please see the attached Insurance 
Requirements document. 

 
1.6 The Building Committee will evaluate each Firm’s proposal based upon all of the 

information provided in Section 9.0 Checklist and Evaluation and intends to 
award the proposal to the lowest responsible qualified Firm. The committee may 
waive this provision for good cause if the total proposal is less than $20,000. 

 
1.7 The Building Committee reserves the right to reject any and all proposals and to 

waive any informalities in the process. It shall be understood that the award made 
by the Building Committee shall be final and conclusive and without recourse or 
appeal by the remaining Firms. 
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2.0 
 

 

The Building Committee for the Town of Putnam is requesting proposals from vendors to 
provide all materials, equipment and labor for installation of 19 HVAC mini-split units for 
the classrooms and 4 HVAC mini-split units for the gymnasium of Putnam Middle 
School.   

 
2.1 Project objective and scope 

 
Installation of 23 HVAC mini-split air conditioning units, including providing all 
materials, equipment and labor for the installation. 

 
2.2 Permit 

 
The Contractor is responsible for obtaining any necessary permits and paying all 
associated fees prior to the start of work.  The Contractor shall also be 
responsible for ensuring that necessary inspections are scheduled and are 
completely satisfactorily. 
 

2.3 Project Cleanliness 
 

            A. Contractor is responsible for keeping the jobsite in neat and orderly condition 
during construction progress.  The building interior and exterior shall be broom 
clean at the end of each working day. 

            B. Contractor is responsible for waste and rubbish removal during construction. 
            C. The building shall receive a final thorough cleaning prior to completion. 
            D. The Contractor shall guarantee their work and the work of all subcontractors 

for a period of time to be agreed upon by the Contractor and the Town. 
            E. The Contractor shall repair all the damages caused by construction. 

F. Representatives of the Contractor and the Town shall participate in a final site 
visit upon completion of the work. 

 
2.4 Perform all investigative work necessary to establish existing conditions. 

 
2.5 Temporary Facilities, parking, badging, - Coordinate with Marc Coderre Director 

of Special Projects. 
 

 
2.6 Construction During Occupancy – The construction shall occur during school 

occupancy. The contractor will coordinate permitted work locations and times 
with Marc Coderre. 
 

2.7 Employee Standards – All employees of Contractor and Subcontractors shall 
follow the hiring a behavioral standards of the State of Connecticut DPW. Use or 
possession of alcohol, drugs, or weapons shall be prohibited. 

 
 
 

Scope of Services
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3.0 Invoicing and Payment 
 

3.1 Payments shall be made monthly as project progresses on the basis of work 
completed. Draft copies AIA G702 and 703 shall be submitted by the contractor 
on or about 20th of each month. Project meetings shall be called on or about 25th 
of each month, and final notarized AIA application for payment shall be received 
on or about the first of the following month. The contractor shall receive payment 
within 45 days of receipt of the approved application. Payment retainage shall be 
5%. 

 
The application for payment shall include separate line items for materials and 
labor. Materials shall be payable when fully installed or stored on-site or in a 
bonded warehouse. Invoices and photographs of stored materials shall be 
included with final monthly applications. 
 

 
3.2 The successful Firm will be expected to execute a standard AIA contract or other 

contract as approved by the Town of Putnam and the State of Connecticut School 
Construction Grant Process. 

 
 

4.0 Documentation 
 

4.1 Form of Proposal 
 

The Firm shall submit the bid form enclosed addressed to James Purdon, 
Putnam Public Schools, signed by an authorized principal or agent of the Firm, 
as well as the name, title, phone number, and an email address of the person to 
whom the Building Committee may direct questions concerning the request for 
qualifications. 

 
4.2 The bidders shall include a filled-out AIA 701 bidders qualification form – copy 

enclosed. To include: 
 

A brief history of the company including: 
 

a) Firm size and organization 
 

b) Length of time the Firm has been in business 
 

 
c) Products and services offered 

 
d) Resumes of key individuals that will be assigned to this project 

 
The Firm must demonstrate: 

a) Relevant Connecticut public school experience 
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b) Previous work consistent with installation of HVAC mini-split projects 

 
c) Experience and expertise in the constructions, and renovations of school 

facilities as it relates to the installation of HVAC mini-split units. 
 

 
d) Knowledge of state and federal laws pertaining to school building such as 

state and federal requirements, life safety requirements including the 
abatement of all hazardous materials and air quality issues, and other laws, 
regulations and rules that provide for a healthy school environment. 
 

e) A list of at least three (3) current schools for which the Firm has completed 
such projects. 
 
 

 

5.0 Project Schedule 
 

The bidder shall submit a construction schedule. The Building Committee will work with 
the selected Firm to develop a project schedule consistent with the school schedule. The 
intent is the have all work finished by July 2025 

 
6.0 Pricing 

 
Fill out all pricing, including all fees, bonds and insurance to complete the 
full project. 

    
6.1 This project is subject to all requirements of the State of Connecticut 

subdivisions including, but not limited to prevailing wages and CHRO 
requirements and filing standards. 
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7.0 Responses to Request for Proposal 
 

7.1 The Firm shall provide three (3) copies of their proposal and may be required to 
meet with the Building Committee to discuss their proposal. 

 
7.2 The Firm shall mail or hand-deliver their proposals in a sealed envelope and shall 

clearly mark the envelope as follows: 
 

Putnam Public Schools 
Attn: RFP for HVAC Mini-Split installation – Putnam 
Middle School  
152 Woodstock Avenue 
Putnam, Connecticut 06260 

 
7.3 The Building Committee will receive proposals until 10:45 AM  August 20th, 

2024, at the Putnam Public Schools Administrative Offices. Proposals received 
after that time will not be considered. Interested parties are invited to attend. 
Proposals will be opened publicly and read aloud immediately after the specified 
closing time. 

 
7.4 No proposal may be withdrawn within sixty (60) days of the proposal opening. 

7.5 If you have any questions, contact the Director of Special Projects: 

Marc Coderre 
Director of Special Projects 
Putnam Public Schools 
Phone: 860-963-6925 Ext 2021 
Email: coderrem@putnam.k12.ct.us 
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8.0 LIST OF DRAWINGS 
 
 
 

 
 
 
 
 
 
 
 
 
 
Specifications-See page 2 of this RFP 
 
July 24, 2024
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9.0      Checklist and Evaluation 
 

The following checklist represents the minimum requirements that will be used to evaluate 
and determine the lowest responsible qualified Firm. Please review the list carefully and 
ensure that each item is included in your proposal. Please return this sheet with your 
proposal and check off that each item is included. 

 

    9.1       The Firm has included a proposal form signed by an authorized principal or 
agent of the Firm as outlined in Section 4.1 under Documentation. 

    9.2       The Firm has included AIA 701 Qualification form as outlined in Section 4.2 
under Documentation. 

    9.3       The Firm has included the properly filled out CHRO forms. 

    9.4       The Firm has included at least three (3) References as indicated in Section 
4.5 under Documentation. 

    9.5       The Firm has included a bid bond. 

    9.6       The Firm has provided three (3) copies of their proposal as specified in  
Section 7.1 under Responses to Request for Proposal. 

    9.7       The Firm has clearly marked the envelope as specified in Section 7.2 under 
Responses to Request for Proposal. 

    9.8       The Firm has mailed or will hand-deliver their proposal no later than the 
designated opening date and time as specified in Section 7.3 under 
Responses to Request for Proposal. 
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INSURANCE AND BID BOND REQUIREMENTS 

 

 

BOND REQUIREMENTS 
A BID BOND in the amount of 5% of the bid shall be required to be included with the bid. No 
bid may be withdrawn for a period of 90 days after opening of the bids.  The owner reserves the 
right to reject any and all bids and to waive informalities and irregularities. 

 

PERFORMANCE BOND AND PAYMENT BOND; The Bidder shall furnish bonds covering the 
faithful performance of the Contract and the payment of all obligations arising thereunder.  The 
cost of such bonds shall be included in the Bid. 
 
The Bidder shall provide such surety bonds from a company lawfully authorized to issue surety 
bonds in Connecticut.  The Penal Sum of the Payment and Performance Bonds shall be the 
amount of the Contract Sum. 

 

Contractor shall agree to maintain in force at all times during the contract the following minimum 
insurance types and coverages and shall name the Town of Putnam and the Putnam Board of 
Education as an Additional Insured on a primary and non-contributory basis per contract to all 
policies, except Workers Compensation and Professional Liability. All policies should also 
include a Waiver of Subrogation in favor of the Town of Putnam and the Putnam Board of 
Education except Professional Liability. A certificate of insurance is required and Contractor 
shall defend, indemnify and hold the Town of Putnam and the Putnam Board of Education 
harmless from and against any claims that arise from the “Project” to the fullest extent permitted 
by law. 

 
Insurance shall be written with Carriers approved in the State of Connecticut and with a 
minimum AM Best’s Rating of “A-“ VIII. In addition, all Carriers are subject to approval by the 
Town of Putnam and the Putnam Board of Education. 

 
  (Minimum Limits) 

General Liability Each Occurrence 
General Aggregate 
Products/Completed Operations Aggregate 

$1,000,000 
$2,000,000 
$2,000,000 

Auto Liability Combined Single Limit including owned, 
hired and non-owned 

$1,000,000 

Umbrella/Excess Each Occurrence $5,000,000 
Liability Aggregate $5,000,000 

Professional Liability Each Claim $2,000,000 
 Aggregate $2,000,000 

 
If any policy is written on a “Claims Made” basis, the policy must be continually renewed for a 
minimum of two (2) years from the completion date of this contract. If the policy is replaced 
and/or the retroactive date is changed, then the expiring policy must be endorsed to extend the 
reporting period for claims for the policy in effect during the contract for two (2) years from the 
completion date. 
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Workers’ Compensation and WC Statutory Limits 
Employers’ Liability EL Each Accident $1,000,000 

EL Disease Each Employee $1,000,000 
EL Disease Policy Limit $1,000,000 

 
Original, completed Certificates of Insurance must be presented to the Town of Putnam and the 
Putnam Board of Education prior to contract issuance. Contractor agrees to provide 
replacement/renewal certificates at least 60 days prior to the expiration date of the policies. 
Should any of the above-described policies be cancelled, limits reduced, or coverage altered, 60 
days written notice must be given to the Town of Putnam and the Putnam Board of Education. 
 
 
 
 
 

 

 
 

 

Note: Emailed acknowledgments are requested! 
Email: coderrem@putnam.k12.ct.us 

PROPOSALS MUST BE SUBMITTED IN SEALED 
PACKAGES 
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APPENDIX A – BID FORM - STIPULATED SUM (SINGLE-PRIME CONTRACT) 

1.1 BID INFORMATION 

A. Bidder: ____________________________________________________ 

B. Prime Contract: ______________________________________________ 

C. Project Name: Putnam Middle School-HVAC Install 

D. Project Location: 35 Wicker Street, Putnam, CT-06260. 

E. Owner: Putnam Board of Education, 152 Woodstock Ave., Putnam, CT 

F. Architect: Russell and Dawson, Inc.  

G. Architect Project Number: 24103.02 

1.2 CERTIFICATIONS AND BASE BID 

A. Base Bid, Single-Prime (All Trades) Contract: The undersigned Bidder, having carefully 
examined the Procurement and Contracting Requirements, Conditions of the Contract, 
Drawings, Specifications, and all subsequent Addenda, as prepared by Russell and 
Dawson, Inc. and Architect's consultants, having visited the site, and being familiar with 
all conditions and requirements of the Work, hereby agrees to furnish all material, labor, 
equipment and services, including all scheduled allowances, necessary to complete the 
construction of the above-named project, according to the requirements of the 
Procurement and Contracting Documents, for the stipulated sum of: 

1. ________________________________________________ Dollars 
($______________). 

1.3 BID GUARANTEE 

A. The undersigned Bidder agrees to execute a contract for this Work in the above amount 
and to furnish surety as specified within 10 days after a written Notice of Award, if offered 
within 90 days after receipt of bids, and on failure to do so agrees to forfeit to Owner the 
attached cash, cashier's check, certified check, U.S. money order, or bid bond, as 
liquidated damages for such failure, in the following amount constituting five percent 
(5%) of the Base Bid amount above: 

1. ________________________________________________ Dollars 
($______________). 

B. In the event Owner does not offer Notice of Award within the time limits stated above, 
Owner will return to the undersigned the cash, cashier's check, certified check, U.S. 
money order, or bid bond. 
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1.4 CONTRACTOR'S LICENSE 

A. The undersigned further states that it is a duly licensed contractor, for the type of work 
proposed, in Putnam, Connecticut, and that all fees, permits, etc., pursuant to submitting 
this proposal have been paid in full. 

1.5 SUBMISSION OF BID 

A. Respectfully submitted this ____ day of ____________, 2024. 

B. Submitted By:______________________________(Name of bidding firm or 
corporation). 

C. Authorized Signature:____________________________________(Handwritten 
signature). 

D. Signed By:______________________________________________(Type or print 
name). 

E. Title:___________________________________(Owner/Partner/President/Vice 
President). 

F. Witnessed By:___________________________________________(Handwritten 
signature). 

G. Attest:_______________________________________________(Handwritten 
signature). 

H. By:____________________________________________________(Type or print 
name). 

I. Title:_________________________________(Corporate Secretary or Assistant 
Secretary). 

J. Street 
Address:___________________________________________________________. 

K. City, State, 
Zip:___________________________________________________________. 

L. Phone:_______________________________________________________________
___. 

M. License 
No.:_____________________________________________________________. 

N. Federal ID No.:_____________________________________(Affix Corporate Seal 
Here). 
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1.6  RECEIPT OF ADDENDA 

THIS BID INCLUDES THE FOLLOWING ADDENDA 

Addenda#   Description 

 

 

Addenda#   Description 

 

 

Addenda#   Description 

 

 

END OF BID DOCUMENT  
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APPENDIX B – SUPPLIMENTAL GENERAL REQUIREMENTS 

PART 1 - GENERAL  

1.1 WAGE RATES 

A. As per C.G.S. Sec. 31-53c, any Project one hundred thousand dollars or more shall pay prevailing 
wages rates for any construction, remodeling, refinishing, refurbishing, rehabilitation, alteration, or 
repair contracts entered into.  

B. When prevailing wage requirements are triggered for business projects, general contractors, 
subcontractors, and/or construction managers will be required to submit monthly certified payroll 
records to the DECD Funding Recipient (for-profit or non-profit clients) that contain among 
other items, a signed statement from the employer that (a) the records are correct, (b) the 
employer met the prevailing wage law's requirements, and (c) the employer understands the 
penalties for knowingly filing false payroll records. The DECD Funding Recipient shall keep 
records satisfactory to DECD and hold DECD harmless in any disputes regarding Conn. Gen. 
Stat. Sec. 31-53c. 

 

C. When Prevailing Wage Rates are required, the construction contract shall contain the following 
provision:  
1. "The wages paid on an hourly basis to any person performing the work of any mechanic, 

laborer or worker on the work herein contracted to be done and the amount of payment or 
contribution paid or payable on behalf of each such person to any employee welfare fund, as 
defined in subsection (i) of section 31-53, shall be at a rate equal to the rate customary or 

prevailing for the same work in the same trade or occupation in the town in which such 
construction, remodeling, refinishing, refurbishing, rehabilitation, alteration or repair 
project is being undertaken. Any contractor who is not obligated by agreement to make 
payment or contribution on behalf of such persons to any such employee welfare fund shall 
pay to each mechanic, laborer, or worker as part of such person's wages the amount of 
payment or contribution for such person's classification on each pay day.” 

D. Prevailing Wage Rates shall be applied for by the Applicant and issued as an Addenda to the Bid 
Documents 

E. The Contractor shall keep and provide submissions per all requirements of the Connecticut 
Department of Labor. 

1.2 AFFIRMATIVE ACTION CHRO REQUIREMENTS 

A. CHRO REQUIREMENTS a. The grantees and their contractors will need to comply with Sections 
4a-60, 4-60a, 4a-60g, 46a-56, 46a-68b, 46a-68c, 46a-68d, 46a-68e and 46a-68f of the Connecticut 
General Statutes (C.G.S.) and Sections 46a-68j-21 through 43 of the Regulations of Connecticut State 
Agencies. The above statutes and regulations require the grantee to “aggressively solicit the 
participation of legitimate minority business enterprises as bidders, contractors, subcontractors and 
suppliers of materials.” on projects. Consult your Project Manager for assistance.  
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B. All bidders must complete, sign, and return the “CHRO Contract Compliance Regulations 
Notification to Bidders” form to the grantee at the time of bid opening. Bids not including this form 
should be considered incomplete and rejected. This form is attached, and can also be found at: 
http://www.ct.gov/chro/lib/chro/pdf/notificationtobidders.pdf  

C. For contracts valued at over $50,000, state law requires the contractor, general contractor, or 
construction manager at risk to set a goal of twenty-five per cent (25%) of the state-funded portion of 
the contract for award to eligible subcontractors holding current small business enterprise (SBE) 
certification from the DAS under the provisions of C.G.S. 4a-60g. Of the portion of contracts set 
aside for SBE’s, a goal of twenty-five percent (25%) (or 6.25% of the value of the entire contract 
funded by the state) must be set aside for awards to eligible contractors holding current minority 
business enterprise certification (i.e.: DAS certified Minority (“MBE”), Women (“WBE”) and/or 

Disabled (“DisBE”) owned businesses). The contractor, general contractor, construction manager at 
risk must make good faith efforts to employ minority business enterprises as subcontractors and 
suppliers of materials on such projects.  

1.3 RETAINAGE: 

A. Retainage shall be 5% of the total completed Work per payment period. 

1.4 PROJECT SIGN 

A. See APPENDIX “A” 

1.5 CHRO FORMS 

A.  APPENDIX “B” 
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8’-0” 

 
 Russell and Dawson, Inc.  

APPENDIX “B”                     A1.1 
 
SIGN PANEL: ¾” MDO-EXT-APA PLYWOOD SUPPORTED WITH (2) 4X4 TREATED WOOD D 

SIGN PANEL:  ¾” MDO-EXT-APA PLYWOOD SUPPORTED WITH (2) 4X4 TREATED WOOD COLUMNS AND 
SECURED 4’ INTO GRADE. TOP OF SIGN AT 8’-0” ABOVE GRADE. 

 
COLORS: ALL LETTERS AND SYMBOLS ARE TO BE ROYAL BLUE. THE BACKGROUND WILL BE 

WHITE ENAMEL. BACK OF PLYWOOD AND SUPPORT STRUCTURE SHALL BE PAINTED 
MATTE BLACK. 

 

TYPEFACE: HELVETICA MEDIUM 
 

LOCATION: SIGN MUST BE LOCATED TO BE CLEARLY VISIBLE TO THE PUBLIC. 
 

TIMING:          INSTALL AT THE START OF CONSTRUCTION AND REMOVE AT CONSTRUCTION                               
b                                COMPLETION.  

 

 
INSTALLATION OF MINI-SPLIT HVAC UNITS AT    

PUTNAM ELEMENTARY SCHOOLS 

 
TOWN OF PUTNAM 

Constructed in cooperation with the 

STATE OF CONNECTICUT 
NED LAMONT, GOVERNOR 

 

Department of Economic and Community Development 
David Lehman, Commissioner 

 

and the 

TOWN OF PUTNAM 
(Name of Chief Elected Official and title & 

Mayor) Name of General Contractor 

4’-10” 
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APPENDIX “B”                  B1.1 
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                        B1.2 
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                         B1.3 
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                          B1.4 

 



GENERAL REQUIREMENTS  

                       B1.5  

 
 

END OF SECTION 


