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The Scope of Work consists of the delivery and installation of new interior 
furnishings for Carl Sandburg College’s Science and Technology Center in 
Galesburg, Illinois. Furnishings include, but are not limited to, task chairs, student 
chairs, cafe tables and stools, lounge chairs, modular lounge, occasional tables, 
collaboration tables, waste receptacles, whiteboards, and planters.

All products must be ordered at the same time in effort to eliminate possible 
mismatched dye lots, production run inconsistencies and/or discontinued or back-
ordered products. Products must be received by the furniture vendor for staging 
and storage until directed to deliver to Carl Sandburg at time of installation.

Products are required to be procured through a state-approved purchasing 
contract like, OMNIA Partners, TIPS, Illinois Public Higher Education Cooperative 
(IPHEC) Contract, E&I, or SourceWell.

Through internal initiatives, Carl Sandburg is encouraged to purchase from 
Minority Business Enterprise (MBE) or Women’s Business Enterprise (WBE)/
(WOSB)/(WBNEC) certified businesses. If your business qualifies for either 
certification, include your membership information in your RFP response.

Carl Sandburg College is not subject to Federal Excise Tax or Illinois Retailers 
Occupational Tax.

Delivery Hours: Standard Business Hours. 
Wages: Prevailing wage in according with the Illinois Prevailing Wage Act.

Table of Contents

RFP & INSTALLATION
SCHEDULE

DATE RFP ISSUED /
01/22/2023
 
DEADLINE FOR CLARIFICATIONS/
01/31/2024, 5:00PM CST
 
LAST ADDENDA ISSUED/
02/02/2024, 5:00PM CST
 
DEADLINE FOR PROPOSAL/
02/09/2024, 3:00PM CST
 
SEND PROPOSALS TO /
Heather MacDonald 
hmacdonald@f-w.com 
 
INSTALLATION /

All furniture must be installed 
between 6/24/24-7/12/24. 
 
Coordinate installation with  
River City Construction for site 
access.  
 
Site Contact: 
Jason Love 
jlove@rccllc.com 
309.202.2904

Project Description
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Instructions to Vendors 
DEFINITIONS
A. RFP Documents include the Instruction to Vendors, the specifications, all other bidding, 
phasing details and proposed Contract Documents, including all Addenda issued prior to 
receipt of bids. 

B. Addenda are written or graphic instruments issued by Farnsworth Group prior to the 
execution of the Contract, which modify or interpret the RFP Documents by additions, 
deletions, clarifications or corrections. 

C. A Vendor is one who submits a RFP for a contract with the Owner for the work 
described in the proposed Contract Documents. 

D. A Sub-Vendor is one who submits a RFP to a Vendor for materials and/or labor for a 
portion of the work.

E. A Vendor is one who has been awarded the contract for the work as defined in the 
specifications.

DOCUMENT DATA
A. Complete sets of RFP Documents will be issued via email and posted publically via  the 
Carl Sandburg College website.

EXAMINATION OF DOCUMENTS
A. Each Vendor, by submitting their RFP, represents that:

	 i. They have read and understand the RFP document and their RFP is  		
	 made in accordance therewith.

	 ii. Their RFP is based upon the materials and equipment described in 		
	 the RFP Documents which are equal to Basis of Design products.

PROJECT REQUIREMENTS
A. All questions about the RFP Documents shall be submitted in writing via email on or 
before Wednesday, January 31, 2024, 5:00PM CST to Heather MacDonald of Farnsworth 
Group, hmacdonald@f-w.com and Jeremy Collins, jcollins@f-w.com, concurrently.

B. Revisions arising out of questions requiring interpretations, clarifications or corrections 
to the RFP Documents will be made by Addendum.

C. Vendors shall not rely on any oral interpretation, clarification or correction made by an 
unauthorized individual.

D. Vendors shall make Farnsworth Group aware of any discrepancies that exist in the 
specifications and/or plans.

E. Vendors shall notify Farnsworth Group of estimated extended lead times upon 
notification from manufacturer.
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F. Vendors shall make Farnsworth Group aware of any fabric pattern direction concerns, 
changes or special considerations other than those specified by Farnsworth Group.

G. The Vendor shall be responsible for approval of graded-in fabrics for specified product(s).

H. All upholstered pieces to be compliant with Illinois state fire codes and any other 
applicable codes.

I. Neither the Owner nor Farnsworth Group shall be financially responsible for improper 
manufacturer finish selections, yardage requirements, dimensions, etc. Discrepancies shall be 
brought to the attention of the Interior Designer immediately. Any revisions or clarifications 
shall be made, if required, by Addendum.

J. The Vendor shall be responsible for verifying that the electrical components specified meet 
local codes and regulations. Coordinate electrical feed types and locations with Farnsworth 
Group and General Contractor (GC). Provide any whips or components specified as required 
to meet local codes and regulations. All electrical to be coordinated with architectural 
drawings. Coordinate dimensions in field with Architect and GC for junction box locations in 
order to power components as required.

K. Through internal initiatives, Carl Sandburg is encouraged to purchase from Minority 
Business Enterprise (MBE) or Women’s Business Enterprise (WBE)/(WOSB)/(WBNEC) certified 
businesses. If your business qualifies for either certification, include your membership 
information in your RFP. 
 

PREPARATION OF RFP
A. RFPs shall be submitted on the printed forms provided with all appropriate blank spaces 
filled in. All prices and notation must be in ink or typewritten. The signatures shall not be 
without interlineations, alteration or erasure unless initialed by the Vendor. RFP shall not 
contain any qualifications or recapitulation of the work to be done.

B. All materials must meet local and state codes as applicable to this project. All flame 
retardant documentation must be provided to the Owner upon completion of the project for 
internal record keeping.

C. Each Vendor will be responsible to guarantee all pricing and availability of product included 
in his/her RFP. Any concerns, pricing changes, discontinuations, out-of-stock materials, or any 
products that pose a potential concern to meet the published project deadline should be 
brought to the attention of the Interior Designer immediately. 

D. All pricing information shall include anticipated pricing changes, freight, delivery, union 
labor, storage, and waste removal as outlined on the RFP Form.

E. Pricing must be provided for the RFP in its entirety as specified in this document. Pricing to 
include the exact quantity, all necessary parts, accessories, and connectors to assemble and 
power all furniture in the specification.

F. Product substitutions will not be allowed for this RFP submittal.

G. Where dollar amounts are given in both words and figures, the words shall govern. If the 
amount is not written in words, the unit cost will take precedence over the extended price in 
case of discrepancy in the multiplication. 

H. If the Vendor is a corporation, the RFP shall contain the legal name of the corporation and 
shall be signed by a duly authorized officer. If a partnership, it shall be signed by one of the 
partners authorized to execute documents.
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I.  In summary, each Vendor must provide the following deliverables to be 
considered eligible to RFP:

	 i. A completed RFP Form.

	 ii. A completed RFP Cost Schedule with Extended Cost, Subtotals per  
	 Category, Freight & Installation Costs, Grand Totals matching totals on RFP 	
	 Forms.

	 iii. A signed Vendor Certification and Non-Collusion Form.

L. The Vendor must provide the following deliverables for verification and final 
approval before order is placed: 
	 i. Overall furniture layout plan and bill of materials.

	 ii. AutoCAD/Revit file of plan with furniture blocks.

	 iii. Physical samples of all selected finishes and upholsteries, labeled with  
	 corresponding furniture plan tag.

	 iv. Estimated delivery schedule and lead times.

SUBMISSION OF RFP
A. RFP submissions for this project, Carl Sandburg S+T, shall be received on or before 
Friday, Februrary 9, 2024 at 3:00PM CST. 

B. General: 
	 a. RFP shall be submitted via email to Heather MacDonald, 	  
	 hmacdonald@f-w.com,  Jeremy Collins, jcollins@f-w.com, Carrie Hawkinson,  
	 chawkinson@sandburg.edu, and Tony Day, tday@sandburg.edu, 	  
	 concurrently.

	 b. Unsigned or late RFPs will not be considered.

	 e. Carl Sandburg College is not subject to Federal Excise Tax or llinois 		
	 Retailers Occupational Tax.

	 f. Prices quoted shall include all charges for packing, transportation and  
	 delivery to the campus location or where designated on the RFP.

	 g. Correspondence shall be addressed to Heather MacDonald at 		
 	 Farnsworth Group, hmacdonald@f-w.com.

	 h. Oral, telephonic, telegraphic or facsimile transmitted proposals will not 	
	 be accepted.

C. Errors and Omissions: All proposals shall be submitted with each space properly 
completed. The special attention of Vendors is directed to the policy that no claim 
for relief because of errors or omissions in the bidding will be considered, and 
bidders will be held strictly to the proposals as submitted.  Should venders find any 
discrepancies in, or omissions from, any of the documents, or be in doubt as to 
their meanings, they shall advise Farnsworth Group who will issue the necessary 
clarifications to all prospective Vendors by means of addenda.

D. Firm RFP: All RFPs will be considered to be firm for a period of sixty (60) days from 
Friday, Februrary 9, 2024.
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E. Review of Vendors: 

	 a. Farnsworth Group will make such review as is necessary to 	  
	 determine the ability of the Vendor to fulfill RFP requirements.  The Vendor  
	 shall furnish such information as may be requested and shall be prepared  
	 to show completed installations of equipment, types of service or supplies 	
	 similar to those included in the RFP.  
	 c. Vendor must agreed to the installation schedule of two weeks,  
	 June 24-July 17, 2024. 
	 b. The Owner reserves the right to reject any RFP if it is 	  
	 determined that the Vendor is not properly qualified to carry out the  
	 obligation of the contract.

F. Reservation of Rights by the Institution: The Owner reserves the right to 
reject any or all bids, to waive irregularities and to accept the lowest responsible 
Vendor, considering conformity with specifications, terms of delivery, quality and 
serviceability.  All items shall be new unless otherwise specified.  By submitting a RFP, 
Vendors agree to mandatory binding arbitration on all RFP disputes.

G. Signature Constitutes Acceptance: The signing of these RFP forms shall be 
construed as acceptance of all provisions contained herein.

H.   Evaluation: The Owner reserves the right to reject any and all proposals, to 
waive any technicalities in the RFP and to determine if a Vendor is not a responsible 
Vendor and should be disregarded.  The Owner will authorize the release of 
purchase orders upon acceptance of bids.  In the event of pricing errors the unit 
cost(s) listed will prevail and be considered accurate.

I. Total Price for All Items RFP: A total RFP dollar amount of all items must be entered 
in the appropriate section of the RFP Form before signing and submitting the RFP.

J. Hold Harmless and Indemnification: The Contractor shall assume all liability for, 
and shall protect, defend, indemnify and hold harmless, the Board of Trustees and 
its members individually, their officers, employees, servants and agents, from and 
against all claims, actions, suits, judgments, costs, losses, expenses and liabilities of 
whatsoever kind or nature including reasonable legal fees incurred by owner arising 
out of: 
	 a.   Any infringement (actual or claimed) of any patents, copyrights  
	 or trade names by reason of any work performed or to be 	  
	 performed by the Contractor under this Contract or by reason of  
	 anything to be supplied by the Contractor pursuant to this Contract.

	 b. Bodily injury, including death, to any person or persons (including 		
	 Contractor’s officers, employees, agents and servants) or damage to  
	 or destruction of any property, including the loss of use thereof:

	 -Caused in whole or in part by an act, error or omissions by the Contractor 	
	 or any subcontractor or anyone directly or indirectly employed by any of 	
	 them regardless of whether or not it is caused in part by a party to be 
	 indemnified hereunder.

	 -Arising directly or indirectly out of the presence of any person in or about 	
	 any part of the project site or the streets, sidewalks and property adjacent 	
	 thereto.

	 -Arising directly or indirectly out of the use, misuse or failure of any 		
	 machinery or equipment used directly or indirectly in the performance of 	
	 this contract.
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K. Recycled Products: The Owner supports national and local efforts for 
recycling.

MODIFICATIONS OR WITHDRAWAL OF RFP
A. No RFP may be modified, withdrawn or canceled by the Vendor with in 
sixty (60) days following the RFP date and time as designated in original 
bidding documents. Vendors agree to these terms when submitting their RFP.

B. Prior to the time and date designated for receipt of RFPs, any documents 
submitted early may be modified or withdrawn only by notice to the party 
receiving the RFPs.

C. Withdrawn RFPs may be resubmitted up to the time designated within the 
specifications provided they are in full compliance with project requirements.

AWARDS OF CONTRACT
A. The Owner reserves the right to reject any or all bids, the right to waive 
minor informalities in any RFP, and the right to make an award in the best 
interest of the Owner after all RFPs have been examined and evaluated. In 
addition, the Vendor recognizes the right of the Owner to reject a RFP if the 
Vendor failed to furnish any data required by the bidding documents or if the 
RFP is in any way incomplete, unqualified or irregular.

B. In case of default by the successful Vendor, the Owner may procure the 
articles or services from other sources and may deduct from the unpaid 
balance due the successful Vendor any of its costs resulting from the default, 
or may collect against the bond or surety for excess costs so paid, and the 
prices paid by the Owner shall be considered the prevailing market price at 
the time such purchase is made.

C. The Owner reserves the right to terminate in case of nonperformance or 
for any reason. If terminated the Owner will pay all previous billings.  

DELIVERY OF FURNITURE
A. The Vendor(s) shall be responsible for field verifying all jobsite conditions 
related to the product specifications and installation prior to ordering 
product and installation. Site visits can be accommodated as requested with 
River CIty Construction. 

B. All requested site visits, deliveries and facility questions shall be directed 
to Site Contact, Jason Love, River Cirty Construction, or at jlove@rccllc.com.

C. The tagging system identified in the specifications should be attached and/
or visible on the outside of product cartons and packaging. 

D. All products must be delivered to Vendor(s) warehouse for storage before 
delivery to the job site. When scheduled installation commences, products 
shall be delivered on site at street level, using entrance as directed by River 
City Construction.
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E. It is the responsibility of the Vendor(s) to inspect all items upon receipt at the site 
to verify that the items meet the specifications, tagging requirements have been 
met and no products sustained any damage in transport. Any items with visible 
damage should be inspected immediately to determine if the product is acceptable 
for install. Should any products sustain damage or be in unacceptable condition 
prior to installation, the Vendor shall work with the freight company and furniture 
manufacturer to replace damaged piece immediately at no additional cost to the 
Owner. 

F. The Vendor(s) shall be responsible for the disposal of all packaging, crating, 
wrapping, etc., daily. 

G. A standard passenger elevator is available for use during installation of second 
floor furniture. 

H. Vendor(s) shall provide all necessary surface protection used to transport 
furnishings through the facility. This includes, but is not limited to, floors, walls, 
ceilings, stairs, and elevators. Any damage sustained as a result of furniture 
transport or installation shall be repaired at the Vendor’s expense. 

I. Vendor(s) shall be responsible for any expense incurred if products are not 
supplied as specified (i.e. size, finish, special instructions, etc.)

K. Vendor(s) must notify Farnsworth Group of any problems and/or special 
situations that arise (i.e. delays, backorder, discontinued items), and is responsible 
for resolution of those issues immediately. The Vendor(s) must verify all ship dates 
meet installation schedule and notify Farnsworth Group of the status.

M. Vendor(s) to field verify all existing architectural conditions and dimensions and 
notify Farnsworth Group of any discrepancies or issues with the floor plan layout. 
 

PROJECT CLOSEOUT
A. Vendor(s), Farnsworth Group and Owner shall conduct a punch-list, indicating 
missing parts, manufacturer defects or damage to the furniture incurred during 
installation. Vendor shall provide missing or replacement product and shall 
coordinate installation for those products with the Owner.

B. Vendor(s) shall provide Owner’s Manual to Owner’s Maintenance reference. 
Documents to include manufacturer’s product data, warranty, cleaning instructions 
and flame spread certifications for all products upon completion of installation 
declaring compliance with all health, safety and local fire codes. 



BID PACKAGE CONTENTS
PLACEHOLDER CATEGORY TEXT
VENDOR CERTIFICATION
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VENDOR CERTIFICATION /

(MUST BE RETURNED WITH PROPOSAL)

CARL SANDBURG COLLEGE

2400 TOM L. WILSON BLVD, GALESBURG, IL 61401

________________, AS PART OF ITS PROPOSAL FOR PROVIDING A BID FOR PROJECT OFFICIAL NAME, FOR CARL SANDBURG 
COLLEGE, HEREBY CERTIFIES THAT SAID CONTRACTOR/VENDOR COMPLIES WITH SPECIFICATIONS LISTED BELOW FOR THAT OF 
A RESPONSIBLE BIDDER.

RESPONSIBLE BIDDER MEANS A BIDDER WHO MEETS ALL THE VENDOR SPECIFICATIONS, THE FOLLOWING APPLICABLE 
CRITERIA, AND SUBMITS EVIDENCE OF SUCH COMPLIANCE:

A.	 All applicable laws prerequisite to doing business in Illinois, such as, but not limited to Section 33E-3 (bid rigging) or 
Section 33E-4 (bid rotating) of Article 33E of Chapter 38 of the Illinois Revised Statutes.

B.	 Evidence of compliance with

1.	 Federal Employer Tax Identification Number or Social Security Number (for individuals).

2.	 Provision of Section 2000(e) of Chapter 21, Title 42 of the United States Code and Federal Executive Order No. 11246 
as amended by Executive Order No. 11375 (known as the Equal Opportunity Employer provisions).

C.	 Certificates of insurance indicating the following coverage’s: general liability, workers’ compensation, completed 
operations, automobile, hazardous occupation, product liability, and professional liability.

D.	 Compliance with all provisions of the Illinois Prevailing Wage Act, including wages, medical and hospitalization 
insurance and retirement for those trades as covered in the Act.

E.	 Compliance with all provisions of the Illinois Drug Free Workplace Act.

BY: ____________ DATE: ____



BID PACKAGE CONTENTS
PLACEHOLDER CATEGORY TEXT

NON-COLLUSION / BID-RIGGING 
AFFADAVIT
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NON-COLLUSION / BID RIGGING AFFIDAVIT /

(COMPLETE AND SUBMIT WITH PROPOSAL) 

STATE OF ____________________)	

) SS

COUNTY OF ____________________)	

________________BEING DULY SWORN, SAYS THAT HE/SHE IS

________________ OF ____________.

(SOLE OWNER, MEMBER OF FIRM, CORPORATE OFFICIAL)		  (INDIVIDUAL, FIRM OR CORPORATE NAME)

WHICH HAS BY THE ENACTMENT OF THIS DOCUMENT AFFIRMED THAT HE/SHE, IN THE PREPARATION OF THE BID ESTIMATES, 
HAS NOT ENTERED INTO ANY VERBAL AND/OR WRITTEN AGREEMENT WITH ANY OF THE OTHER BIDDERS OR THEIR AGENTS 
FOR THE SPECIFIC PURPOSE OF FIXING BID ESTIMATES TO BENEFIT HIM/HER-SELF OR THE FIRM HE/SHE REPRESENTS.

CERTIFICATION:  THE UNDERSIGNED BIDDER CERTIFIES THAT IT HAS NOT BEEN CONVICTED OF BRIBERY OR ATTEMPTING 
TO BRIBE AN OFFICER OR EMPLOYEE OF THE STATE OF ILLINOIS, OR ANY UNIT OF GOVERNMENT IN THE STATE OF ILLINOIS, 
NOR HAS THE BIDDER MADE AN ADMISSION OF GUILT OF SUCH CONDUCT WHICH IS A MATTER OF RECORD, NOR HAS AN 
OFFICIAL, AGENT, OR EMPLOYEE OF THE BIDDER COMMITTED BRIBERY OR ATTEMPTED BRIBERY ON BEHALF OF THE BIDDER 
AND PURSUANT TO THE DIRECTION OR AUTHORIZATION OF A RESPONSIBLE OFFICIAL OF THE BIDDER.

THE UNDERSIGNED BIDDER FURTHER CERTIFIES THAT NEITHER THE BIDDING FIRM, INCLUDING ANY INDIVIDUAL PRESENTLY 
AFFILIATED WITH THE BIDDING FIRM, NOR THE INDIVIDUAL ACTING AS AGENT FOR THE BIDDING FIRM HAS BEEN BARRED 
FROM BIDDING ON A PUBLIC CONTRACT AS A RESULT OF A CONVICTION FOR THE VIOLATION OF STATE LAWS PROHIBITING 
BID-RIGGING OR BID-ROTATING, EITHER SECTION 33E-3 (BID RIGGING) OR SECTION 33E-4 (BID ROTATING) OF THE ILLINOIS 
CRIMINAL CODE CONTAINED IN CHAPTER 38 OF THE ILLINOIS REVISED STATUTES.

	 SIGNATURE ________________

	 SUBSCRIBED AND SWORN TO ME THIS ____ DAY OF ______________ A.D. 20__

	 ____________ (SEAL)



BID PACKAGE CONTENTS
PLACEHOLDER CATEGORY TEXT

REQUEST FOR PROPOSAL FORM



Carl Sandburg College Science + Technology Center / Request for Proposal, Furniture FARNSWORTH GROUP  /  15

REQUEST FOR PROPOSAL FORM /

____________________________________________________________________________
(Vendor/Company Name)

I have received the documents, drawings and specifications titled Carl Sandburg College Science + Technology Center.  
I have received the following Addenda and have included their provisions in my bid:

	 Addendum(s)  _________________________________________.

I have examined the documents and site. In submitting this RFP, I agree:

1.	 To hold my price open for 60 days;

2.	 To accept the provisions of the Contract Documents;

3.	 To accomplish the work in accordance with the Contract Documents;

4.	 To complete the work in Substantial Completion suitable for occupancy and use for the purpose intended, as per the 
date(s) specified in the Contract Documents;

5.	 If awarded the contract, the undersigned further agrees to begin work within 7 days, from date of Notice To Proceed 
or date established in the agreement.

The Scope of Work is submitted in the total amount of:  
	  
	 Seating & Tables: 	 
	 ___________________________________________________________________dollars ($__________________)	
	  
	 Miscellaneous: 
	 ___________________________________________________________________dollars ($__________________)	
	
	 Combined (Seating, Tables & Miscellaneous)	: 
	 ___________________________________________________________________dollars ($__________________)	

These numbers includes prevailing wages, delivery, freight, waste removal, and storage fees that may apply. (Amount shall be 
shown in both words and figures. In case of discrepancy, the amount shown in words will govern.

Site Delivery/Installation Dates: June 24, 2024 through July 12, 2024 (verify with Construction Schedule closer to date)

Vendor Information:

Company Name:	 ___________________________________________________________________________

Street:		  ___________________________________________________________________________

City, State & Zip:	 ___________________________________________________________________________

Vendor Representative’s Name: ________________________________________________________________

Title: 		  ___________________________________________________________________________

Email: 		  ___________________________________________________________________________

Phone:		  ___________________________________________________________________________

Vendor Representative’s Signature: 

		  ___________________________________________________________________________



BID PACKAGE CONTENTS
PLACEHOLDER CATEGORY TEXT

APPENDIX A - FURNTIURE LISTING
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