




































                                                                          REQUIREMENT CONTRACT
 
PIN: 8572700011
 
                                  SPECIAL INSTRUCTION TO BIDDERS
                              CONTRACT SPECIFIC TERMS AND CONDITIONS
 
                                         CITY OF NEW YORK
                          DEPARTMENT OF CITYWIDE ADMINISTRATIVE SERVICES
                               DIVISION OF MUNICIPAL SUPPLY SERVICES
                              MUNICIPAL BUILDING, NEW YORK, NY  10007
 
                              ---------------------------------------
 
                                       BID NUMBER: 2700011.
 
 
                     BID TITLE: AUTO BODY AND CHASSIS REPAIR SVCS, QUEENS EAST
 
         --------------------------------------------------------------------------------
 
         ALL INQUIRIES REGARDING THIS BID ARE TO BE DIRECTED TO:
         PURCHASING AGENT: SHERIQUE VASSELL               AT (212) 386-0421
 
                           VENDORS WILL BE SEEN BY APPOINTMENT ONLY
         --------------------------------------------------------------------------------
 
 
                        TYPE OF CONTRACT:  THIS IS A "C" CONTRACT
                        (REQUIREMENT CONTRACT) AS DEFINED IN THE NEW YORK
                        CITY PURCHASE CONTRACT, PART II, PARAGRAPH 2.8,
                        OR, IF APPLICABLE, THE NEW YORK CITY SERVICE
                        CONTRACT, PART II, PARAGRAPH 2.6.
 
                        IN ACCORDANCE WITH THE NEW YORK CITY PURCHASE
                        CONTRACT, PART II, SECTION 5.6 - ALTERNATE
                        PRODUCTS - OR, IF APPLICABLE, THE NEW YORK CITY
                        SERVICE CONTRACT, PART II, SECTION 5.5 -
                        ALTERNATE SERVICES:
                           A BIDDER MAY NOT BID MULTIPLE PRODUCTS OR
                           SERVICES FOR ONE BID ITEM.  IF A BIDDER OFFERS
                           MORE THAN ONE, ONLY THE LOWEST PRICE OFFERING
                           WILL BE CONSIDERED.  IF THE PRICE OFFERINGS
                           ARE IDENTICAL, ONLY THE FIRST ITEM LISTED WILL
                           BE CONSIDERED.
 
                        PRODUCTS OFFERED SHOULD BE MANUFACTURED FROM
                        RECYCLED, RECOVERED, OR ENVIRONMENTALLY
                        PREFERABLE MATERIALS TO THE MAXIMUM EXTENT
                        POSSIBLE PROVIDED THAT THE PRODUCT MEETS ALL
                        SPECIFICATIONS AND PERFORMANCE CRITERIA AND
                        PROMOTES ECONOMICALLY ADVANTAGEOUS LIFE CYCLE
                        COSTS.
                        ALL ITEMS AWARDED UNDER THIS CONTRACT MUST BE IN
                        COMPLIANCE WITH THE NEW YORK CITY MAYOR'S
                        EXECUTIVE ORDER NO. 113 (1988), "PROHIBITION OF
                        THE PURCHASE OF PRODUCTS MADE OF POLYSTYRENE
                        FOAM."
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                        WHENEVER PRACTICABLE, PACKAGING SHALL ELIMINATE
                        WASTE; REDUCE WASTE BY WEIGHT, VOLUME AND
                        TOXICITY WITHOUT SUBSTITUTING A MATERIAL THAT IS
                        NOT RECYCLABLE; AND SHOULD CONTAIN RECYCLED
                        CONTENT.
 
                        THE CITY MAY, IN IT'S SOLE DISCRETION, DISSAPROVE
                        ANY PROVIDER(S) OF GOODS AND/OR SERVICES USED BY
                        PRIME VENDOR/CONTRACTOR TO FULFILL ANY CONTRACT
                        RESULTING FROM THIS SOLICITATION.  AS USED IN
                        THIS SECTION, A "PROVIDER" SHALL INCLUDE, BUT NOT
                        BE LIMITED TO, A SUBCONTRACTOR, A SUPPLIER OF
                        GOODS AND/OR SERVICES, AND THE MANUFACTURER(S) OF
                        ANY GOODS BEING PROCURED UNDER SUCH CONTRACT.  A
                        VENDOR WHO IS AWARDED A CONTRACT PURSUANT TO THIS
                        SOLICITATION MAY, AT THE CITY'S OPTION, BE ASKED
                        TO PROVIDE TO THE CITY A LIST OF PROVIDERS AND,
                        FOR EACH PROVIDER, ITS ADDRESS AND THE NAME OF
                        ITS PRINCIPALS.
 
                        IN ADDITION, THE VENDOR MAY BE ASKED TO PROVIDE,
                        ANY OTHER INFORMATION DEEMED NECESSARY BY THE
                        CITY TO DETERMINE WHETHER A PROVIDER SHALL BE
                        DISAPPROVED.  FURTHERMORE, DURING THE TERM OF
                        SUCH CONTRACT, THE VENDOR MAY BE ASKED TO SUPPLY
                        TO THE CITY ALL SUCH INFORMATION REGARDING ANY
                        ADDITIONAL PROVIDER(S) IT INTENDS TO USE.
 
                        THE CITY RESERVES THE RIGHT TO WITHDRAW ANY
                        APPROVAL IT HAS GIVEN, WHERE SUCH WITHDRAWAL OF
                        APPROVAL IS BASED ON INFORMATION RECEIVED
                        SUBSEQUENT TO THE APPROVAL.  THE VENDOR MAY NOT
                        USE A PROVIDER THAT HAS BEEN DISAPPROVED BY THE
                        CITY OR WHOSE APPROVAL HAS BEEN WITHDRAWN.
 
                        PURSUANT TO PROCUREMENT POLICY BOARD RULE
                        2-08(F)(2),THE CONTRACTOR WILL BE CHARGED A FEE
                        FOR THE ADMINISTRATION OF THE PASSPORT SYSTEM,
                        INCLUDING THE VENDOR NAME CHECK PROCESS, IF A
                        VENDOR NAME CHECK REVIEW IS REQUIRED TO BE
                        CONDUCTED BY THE DEPARTMENT OF INVESTIGATION.
                        THE CONTRACTOR SHALL ALSO BE REQUIRED TO PAY THE
                        APPLICABLE REQUIRED FEES FOR ANY OF ITS SUB-
                        CONTRACTORS FOR WHICH VENDOR NAME CHECK REVIEWS
                        ARE REQUIRED. THE FEE(S) WILL BE DEDUCTED FROM
                        PAYMENTS MADE TO THE CONTRACTOR UNDER THE
                        CONTRACT.
 
                        FOR CONTRACTS WITH AN ESTIMATED VALUE OF LESS
                        THAN OR EQUAL TO $1,000,000, THE FEE WILL BE
                        $175.
 
                        FOR CONTRACTS WITH AN ESTIMATED VALUE OF GREATER
                        THAN $1,000,000, THE FEE WILL BE $350.
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                        INTENT AND SCOPE OF CONTRACT:
                        THE PURPOSE OF THIS CONTRACT IS TO PROCURE
                        AUTO BODY REPAIR SERVICES TO RESTORE A VEHICLE
                        TO IT'S PRE-INCIDENT CONDITION. SERVICES INCLUDE
                        BUT ARE NOT LIMITED TO,REPLACING AND
                        STRAIGHTENING AUTOMOTIVE BODY, CHASSIS AND
                        INTERNAL COMPONENTS, PAINTING AUTO BODY
                        COMPONENTS, OBTAINING PARTS AND MATERIALS, AND
                        PERFORMING RELATED PAINT PREPARATION, FINISHING
                        AND  DELIVERY RELATED TASKS OR AT THE DISCRETION
                        OF THE CITY OF NEW YORK.
 
                        PERIOD OF CONTRACT:
                        THE TERM OF CONTRACT RESULTING FROM THIS
                        SOLICITATION SHALL BE FOR THREE (3) YEARS WITH
                        ONE (1) THREE (3) YEAR RENEWAL OPTION.
 
                        THE ANTICIPATED DATES FOR THIS CONTRACT ARE:
                                FROM:  DECEMBER 1, 2026
                                  TO:  NOVEMBER 31, 2029
 
                        THE CITY RESERVES THE RIGHT, PRIOR TO CONTRACT
                        REGISTRATION, TO CHANGE (ADJUST) THE START AND
                        END DATES AS NOTED ABOVE.  THE CITY FURTHER
                        RESERVES THE RIGHT TO CHANGE (ADJUST) THESE
                        DATES AFTER CONTRACT REGISTRATION TO REFLECT
                        THE ACTUAL REGISTRATION DATE.
 
                        THE CITY RESERVES THE RIGHT TO REQUEST ANY
                        ADDITIONAL INFORMATION NECESSARY TO DETERMINE THE
                        BIDDER'S ABILITY TO PERFORM THE WORK AND PROVIDE
                        THE SERVICES IN ACCORDANCE WITH THE CONTRACT. IF
                        REQUESTED, THE INFORMATION MUST BE SUBMITTED
                        WITHIN FIVE (5) CALENDAR DAYS OF THE REQUEST.
 
                        THE CITY ALSO RESERVES THE RIGHT TO CONDUCT A
                        SITE VISIT TO ENSURE THAT BIDDERS HAVE THE
                        CAPABILITY TO PERFORM THE SERVICES UNDER THIS
                        CONTRACT. SITE VISITS WILL BE SCHEDULED AS
                        NECESSARY.
 
                        THE CITY'S DETERMINATION ABOUT A BIDDER'S
                        CAPABILITY SHALL BE FINAL.
 
                        CONTRACT QUANTITIES:
                        QUANTITIES SPECIFIED HEREIN ARE ESTIMATES BASED
                        ON EXPERIENCE. THE QUANTITIES TO BE ORDERED ARE
                        ONLY THOSE NEEDED BY THE AGENCY.  THE CITY WILL
                        NOT BE COMPELLED TO ORDER ANY SPECIFIC QUANTITY
                        OF ANY ITEM, NOR WILL THE CITY BE LIMITED TO THE
                        QUANTITY SPECIFIED.
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                        ALL BID PRICE ITEMS MUST INCLUDE ANY AND ALL
                        APPLICABLE TAXES.THE CITY OF NEW YORK, A
                        POLITICAL SUBDIVISION OF THE STATE OF NEW YORK
                        IS EXEMPT FROM NEW YORK STATE AND LOCAL SALES AND
                        USE TAX WITH THE STATE OF NEW YORK PURSUANT TO
                        NEW YORK STATE TAX LAW §1116. ANY TAX IMPOSED BY
                        A JURISDICTION AND REQUIRED TO BE COLLECTED FROM
                        THE CITY OF NEW YORK BY A CONTRACTOR MUST BE
                        INCLUDED IN ALL BID PRICES. BIDDERS ARE URGED TO
                        TO CAREFULLY READ ALL SPECIFICATIONS BEFORE
                        BIDDING.
 
                        PLEASE REFER TO THE ATTACHMENT A - SPECIFICATIONS
                        FOR ALL THE TERMS AND CONDITIONS RELATED TO THIS
                        CONTRACT.
 
                        THIS CONTRACT WILL BE SUBJECT TO THE ISSUANCE OF
                        PURCHASE ORDERS AND/OR BLANKET ORDERS.  BLANKET
                        ORDERS WILL INDICATE THE MAXIMUM AMOUNT OF
                        MONEY THE CITY HAS SET ASIDE FOR THE PURCHASE OF
                        PRODUCTS AND SERVICES. IF A BLANKET ORDER IS
                        ISSUED, SERVICE REQUIREMENTS OR WORK ORDERS WILL
                        BE ISSUED SUBSEQUENTLY, DETAILING SPECIFIC
                        REQUIREMENTS.
 
                        NO WORK SHALL BE PERFORMED WITHOUT A PURCHASE
                        ORDER.
 
                        IT SHALL BE INCUMBENT UPON THE CONTRACTOR NOT TO
                        EXCEED THE AMOUNT OF MONEY AUTHORIZED BY THE
                        BLANKET ORDER.
 
                        IF SHIPPING INSTRUCTIONS ARE ISSUED AFTER BLANKET
                        ORDER IS DEPLETED, CONTRACTOR MUST NOTIFY AGENCY
                        AND WITHHOLD SHIPPING PRODUCT UNTIL A NEW ORDER
                        IS ISSUED.
 
                        USAGE REPORT
                        THE CITY MAY REQUEST USAGE REPORTS FOR ANY TIME
                        PERIOD AFTER THE CONTRACT IS EFFECTIVE. THE
                        REPORT SHALL BE FORMATTED TO INCLUDE: CONTRACT
                        TITLE, CONTRACT NUMBER, AND TERM OF THE CONTRACT
                        AT THE TOP, AND SHALL INDICATE THE PERIOD OF TIME
                        COVERED BY THE REPORT. THE REPORT IS TO BE
                        ORGANIZED TO SHOW USER AGENCY, ITEM ORDERED, UNIT
                        OF ISSUE, QUANTITY ORDERED, AND DOLLAR VALUE.
 
                        THE REPORT MAY BE SUBMITTED IN EXCEL, PDF OR ANY
                        OTHER FORMAT DEEMED ACCEPTABLE BY DCAS. ONCE
                        REQUESTED, THE REPORT MUST BE SUBMITTED WITHIN
                        FIVE (5) BUSINESS DAYS.
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                        PASSPORT:
                        VENDORS INTENDING TO DO BUSINESS WITH THE CITY OF
                        NEW YORK SHOULD COMPLETE AN ONLINE PROCUREMENT
                        AND SOURCING SOLUTIONS PORTAL (PASSPORT)
                        DISCLOSURE FILING (FORMERLY KNOWN AS VENDEX) TO
                        BE CONSIDERED FOR CONTRACTS. VENDORS MUST CREATE
                        ONINE ACCOUNTS AND FILE ALL DISCLOSURE
                        INFORMATION.
 
                        THIS CONTRACT MAY BE SUBJECT TO THESE FILING
                        REQUIREMENTS PRIOR TO ANY AWARD. FAILURE TO FILE
                        MAY BE CAUSE FOR DISQUALIFICATION.
 
                        PAPER SUBMISIONS, INCLUDING CERTIFICATIONS OF NO
                        CHANGE TO EXISTING VENDEX PACKAGES, WILL NOT BE
                        ACCEPTED IN LIEU OF COMPLETED ONLINE FILINGS. FOR
                        MORE INFORMATION ABOUT PASSPORT, PLEASE VISIT
                        NYC.GOV/PASSPORT.
 
                        PLEASE ALSO SEE PAGE B002 FOR ADDITIONAL PASSPORT
                        (AKA VENDEX) INFORMATION.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                B 005



 
 
 
                   DESCRIPTION                      QUANTITY   UOI  UNIT PRICE  EXTENSION
 
 
 
 
 
 CLASS/ZONE AWARD 1
 -------------------
 
ITEM NUMBER:   1.
 TOTAL FOR QUEENS EAST                                   1.    LOT   $________ $___________
 
 PLEASE ENTER YOUR TOTAL BID AMOUNT INTO THE
 PASSPORT ITEM GRID.
 
 
 TOTAL CLASS OR ZONE AWARD (ITEMS   1.00  THRU   1.00 ) 1  ...................$__________
 
               CASH DISCOUNTS
 
 OFFERS OF CASH DISCOUNTS WILL NOT BE CONSIDERED
 IN MAKING AN AWARD. PLEASE NOTE BELOW IF YOU
 OFFER A CASH DISCOUNT AND, IF SO, THE DISCOUNT
 TERMS.
 
                     DISCOUNT
 YES ..... NO .....   TERMS  ..... %  ..... DAYS
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DEPARTMENT OF CITYWIDE ADMINISTRATIVE SERVICES 

ATTACHMENT A 

AUTO BODY AND CHASSIS REPAIR SERVICES IN QUEENS EAST FOR VEHICLES OWNED 
AND/OR OPERATED BY THE CITY OF NEW YORK 

BID # 2700011  
EPIN# 85727B0030 

1. INTRODUCTION 
 

The City of New York, acting by and through its Department of Citywide Administrative Services 
(“DCAS” or the “Department”) seeks auto body and chassis repair services for vehicles that are owned, 
leased, or rented by City agencies. There will be one (1) award based on geographical location as 
described in Section 2 below. 

 
1.1. Background  

1.1.1. Geographical location 
 

The geographical based contract will be with an auto body and chassis repair services 
vendor that is located in the geographic area listed below. The geographical based 
contract will be for Light-Duty Vehicles only as defined in Section 2 “Definitions of Terms”. 
A vehicle is considered stationed in a geographical area when it is situated in that 
geographical area at the time of a request for any services to the vehicle. The request for 
service shall be made to the Contractor for that geographical area.  In the event that 
necessary services are not available within the geographically designated area set forth 
below, the City reserves the right during the term of the contract to have auto body and 
chassis repair services performed by an awarded vendor for another geographic location 
at its sole discretion. 

 
The geographical based award will be for Queens East which shall be defined below in 
Section 2 “Definitions of Terms”. The bidder's primary repair facility is required to be 
located ten (10) Drivable Miles, or less, from the Department of Parks and Recreation 
Repair Facility located in Cunningham Park, 199-02 Union Turnpike, Queens, New York. 

 
1.1.2. Appropriate Composition of the Fleet 

1.1.2.1 Currently, City agencies have approximately 28,600 units including just over 23,700 on 
road vehicles and 4,900 off road units and equipment. The geographical distribution of 
these vehicles by borough is as follows: Manhattan (26%), Brooklyn (22%), Bronx (11%), 
Queens (33%), Staten Island (6%), and in upstate New York (2%). The vehicles within the 
fleet average approximately six point seven (6.7) years of age with odometer readings 
of forty thousand one hundred (40,100) miles. 

1.1.2.2 The City does not guarantee that the composition, age or mileage of the fleet will remain 
constant and provides this information for background purposes only. 

1.1.3. Agency Contract Administrator 

1.1.3.1. NYC Fleet, the City’s Fleet Management unit located at the Department of Citywide 
Administrative Services (“DCAS”) will administer this requirement contract with each 
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auto body and chassis repair services vendor (“Contractor”). Upon award of the 
Contract(s), NYC Fleet will designate a Contract Manager (“CM”) who shall be the 
Contractor’s primary point of contact for overall Contract issues and concerns.  

1.1.3.2. The DCAS Contract Manager will provide a list of the Agency Contract Administrators 
whose responsibility is limited to its agency’s transactions. The DCAS Contract 
Manager and/or the Agency Contract Administrator (“ACA”) will be responsible for 
the daily management of its transactions which will include, but not be limited to: 
solving estimate issues, authorization of work, vehicle delivery and pickup, verification 
of work completed, payment of invoices and dealing with invoice inconsistencies. 

1.1.3.3. The DCAS Contract Manager will be responsible for resolving with the Contractor 
disputed contract issues which may include, but are not limited to, non-payment by a 
City agency, recurring contract disputes and city-wide issues, such as contract 
interpretation of intent, overall contract enforcement and relationship management. 

 
2. DEFINITIONS OF TERMS 

 
2.1. These Specifications are to be read in conjunction with all of the attached Contract documents 

including, but not limited to, 850L/January 2016 (A PAGES), hereinafter “850L” and the 
Standard New York City DCAS Service Contract (90L/January 2016), hereinafter “Standard 
Service Contract.”  Additional definitions may be found in Part I (“General Definitions”) of 850L. 
Unless otherwise specified: 

 
2.1.1. Acceptable Date of Completion (“ADC”) shall mean the date, no later than 5:00 p.m. of 

that date, by which auto body repairs are to be completed by the Contractor. The 
Contractor must ensure that the vehicle is ready for use, has been properly test driven 
at operating temperature, the vehicle’s keys are readily available, the painting is 
completely dry, and all work is done to the satisfaction of the City. The Contractor must 
meet the requirement to test drive the vehicle regardless of whether any repairs were 
made to mechanical components of the vehicle. 

 
2.1.2. Affirmative Claim shall mean a written claim demanding compensatory damages from 

the responsible third party to compensate for damages caused to the insured. 
 

2.1.3. Agency Contract Administrator (“ACA”) shall mean the individual(s) named by DCAS 
from the major fleet agencies who may authorize work on the behalf of their agency. 

 
2.1.4. Authorization - shall mean a written notice from the CM or an ACA that the Contractor 

may proceed to work on a vehicle. The Authorization will set forth the agreed upon dollar 
amount, the work order number assigned (from the NYC Fleet Focus management 
system or any future systems authorized by NYC Fleet), the date by which all parts must 
be ordered and received and/or the date back orders must be reported. 

 
2.1.5. City Business Days shall mean those days that the Department of Citywide 

Administrative Services offices are open and exclude the City-observed holidays of New 
Year’s Day, Martin Luther King, Jr. Day, President’s Day, Memorial Day, Independence 
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Day, Labor Day, Columbus Day, Election Day, Veteran’s Day, Thanksgiving Day, Christmas 
Day and weekends. 

 
2.1.6. Contract Manager (“CM”) shall mean the individual(s) named by the Chief Fleet 

Management Officer and employed by DCAS who have administrative and supervisory 
roles over this contract. 

 
2.1.7. Drivable Miles shall mean miles measured on a path upon which a vehicle can traverse 

on paved and publicly accessible roads. 
 

2.1.8. Hazardous Waste Removal shall mean the removal and/or disposal by the Contractor of 
materials that are defined by the United States Environmental Protection Agency (“EPA”) 
in 40 CFR Part 261 and/or the New York State Department of Environmental 
Conservation (“DEC”) in 6 NYCRR Part 371, as well as other materials regulated for 
purposes of release, reuse, disposal, or recycling (e.g., Chlorofluorocarbons (“CFCs”) 
ethylene glycol, mercury, oil, asbestos) or declared to be hazardous by another 
governmental entity with jurisdiction in the State of New York. 

 
2.1.9. Light-Duty Vehicle shall mean any motor vehicle with a gross vehicle weight of 8,500 

pounds or lower. 
 
2.1.10. Notice to Proceed with Work shall mean a documented confirmation from NYC DCAS to 

the Contractor indicating the date that the requirement contract will commence. For 
specific vehicle repairs the date of work performance will begin at 7:00 AM the next 
business day after receipt of the Authorization unless such Authorization is provided 
before 10:00 AM. In these cases, work days will begin on the day of notification. 

 
2.1.11. Orange Peeling shall mean an unacceptable painting condition resulting from the failure 

to prime surfaces properly or from inadequate paint distribution. 
 
2.1.12. Original Equipment Manufacturers (“OEM”) Specifications shall mean the specifications 

to which a motor vehicle manufacturer built a vehicle, including all parts used therein, as 
documented by the motor vehicle manufacturer. OEM Specifications are critical in 
determining proper alignment, gapping, clearances, strength, form, function and color, 
and must be rigorously adhered to by the Contractor. All parts specified by the 
Contractor as being OEM must be obtained from a licensed dealership and the parts must 
be labeled as genuine repair parts of the OEM. 

 
2.1.13. Paint and Materials shall mean those materials needed to properly finish replaced and 

repaired parts, including automotive paint, thinners, primers, fillers, sandpaper, welding 
material and all the tools needed to apply such materials. All paint must be in accordance 
with the strictest EPA regulations in effect at either the time of bid opening or at the time 
of application. 

 
2.1.14. Pre-Incident Condition shall mean the condition of a vehicle before any damage or loss, 

as defined in New York State Insurance Department Regulation 64 [11 NYCRR 
216.7(b)(5)(vii)]. Restoring a vehicle to Pre-Incident Condition means that a restored 
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vehicle matches its pre-incident condition as to form, fit, finish, quality, performance, 
color, function and paint quality. 

 
2.1.15. Quality of non-OEM Parts shall mean that if non-OEM replacement parts (as defined in 

11 NYCRR 216.7(b)(5)) are used, those parts are to equal or exceed the comparable OEM 
part in terms of fit, form, finish, quality and performance. In addition, said part is to be 
warranted by the non- OEM at least to the extent and duration as the comparable OEM 
part. 

 
2.1.16. Queens East shall mean that section of the borough of Queens that is located east of, 

and including the east sides of, Junction Boulevard and Woodhaven Boulevard and south 
of, and including the south side of that section of Queens Boulevard that joins Junction 
Boulevard and Woodhaven Boulevard. 

 
2.1.17. Remanufactured Part shall mean a part that is rebuilt by a non-OEM manufacturer. 
 
2.1.18. Sandy Dry Quality shall mean an unacceptable surface condition resulting from the 

failure to prime surfaces properly or to apply sufficient paint to properly prime the 
surfaces of the vehicle and which causes the auto body surface to feel rough, dry and not 
sanded. 

 
3. CONTRACT TERM AND ESTIMATED CONTRACT AMOUNT 

 
3.1. Contract Term 

 
3.1.1. The term of the Contract awarded from this solicitation shall commence on the date set 

forth in the written Notice of Award issued by DCAS and shall terminate three (3) years 
after such commencement date, unless sooner terminated in accordance with the terms 
and conditions of the Contract. Any monies not used at the end of the Contract shall 
remain with the City.   

 
3.1.2. The City reserves the right, in its sole discretion, to renew the Contract for an additional 

three (3) years, in accordance with the Procurement Policy Board (PPB) Rules, unless 
sooner terminated in accordance with the terms and conditions of the Contract.   

 
3.1.3. The Agency Chief Contracting Officer reserves the right, in her or his sole discretion, to 

extend the Contract for an additional three hundred and sixty-five (365) consecutive 
calendar days in accordance with the PPB Rules.  

 
3.1.4. The City further reserves the right to change these dates after Contract registration to 

reflect the actual Comptroller’s registration date. 
 

3.2. Estimated Award Amount 
 

3.2.1. The estimated amount of the Contract is two million seven hundred thousand dollars 
($2,700,000.00).  
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3.2.2. This is a Requirements Contract for services to be provided at specified times as ordered 
by each User Agency.  The quantities specified herein are estimates based on historical 
usage and experience.  They are provided for bid estimate purposes only.  This estimated 
amount is not binding on the City.  The City will only order services as needed.  The City 
does not guarantee a minimum or maximum quantity of goods or services to be 
purchased under this Contract.   

 
4. BIDDER QUALIFICATIONS AND EXPERIENCE REQUIREMENTS 
 

4.1. Licenses and Permits 
 

4.1.1. Contractor must be registered and regulated pursuant to Article 12A of the New York 
State Motor Vehicle and Traffic Law (Motor Vehicle Repair Shop Registration Act). During 
the term of the contract, including any renewal or extension thereof, the Contractor 
must maintain a valid license, as a motor vehicle repair shop. A copy of the bidder’s 
motor vehicle repair shop license must be provided within the PASSPort Questionnaire 
at the time of the bid due date. 
 

4.1.2. The Contractor must have on its staff at least one technician who has a National Institute 
for Automotive Service Excellence (“ASE”) certificate or approved equal as a Master 
Collision Repair/Refinishing Technician. The ASE certification or approved equal may be 
held by the contractor’s and subcontractor’s employees. The certificate must have been 
issued within the last three (3) years. The bidder must provide a copy of an ASE 
certificate or approved equal within the PASSPort Questionnaire at the time of the bid 
due date. 

 
4.1.3. The Contractor must have at least five (5) years’ experience in providing the auto body 

repair and other services set forth in the contract. This must be confirmed within the 
Attachment B – Bidder Capacity Form and submitted within the PASSPort 
Questionnaire at the time of bid opening. 

 
4.1.4. The Contractor must submit, at the time of the bid, the names of four (4) references with 

e-mail addresses and phone numbers where the Contractor has provided similar service. 
This must be provided within the Attachment B – Bidder Capacity Form and submitted 
within the PASSPort Questionnaire at the time of bid opening. 

 
4.1.5. These permits and licenses must be maintained by, and the ASE certified or approved 

equal technician must be on the staff of, the Contractor at all times and must be available 
in person or via email or phone within 24 hours, upon request of the Agency Contract 
Administrator during the term of the contract, including any renewal or extension 
thereof. 

 
4.2. Hybrid Safety Training Requirements  

 
4.2.1. During the term of the contract, including any renewal or extension thereof, the 

Contractor, must provide: 
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4.2.1.1. Proof that at least two (2) of its technicians and those of any subcontractor have 
been hybrid safety trained by a hybrid manufacturer or a dealership representing the 
manufacturer or accredited training certificate approved by OEM (i.e., I-CAR, ASE, 
etc.). All Hybrid Safety Training Requirements must have been issued within the last 
three (3) years.  

 
4.2.1.2. Copies of the prime vendor’s technicians’ Safety Course Completion certificates 

constitute proof of meeting this requirement and must be submitted within the 
PASSPort Questionnaire at the time of the bid.  

4.3. Electric Vehicle Safety Training Requirements 

4.3.1. During the term of the contract, including any renewal or extension thereof, the 
Contractor,  or a designated subcontractor, must provide; 
 

4.3.1.1. Proof that at least one (1) of its technicians  and those of any subcontractor have 
been electric vehicle safety trained by an electric vehicle manufacturer or a 
dealership representing the manufacturer or accredited training certificate approved 
by OEM (i.e., I-CAR, ASE, etc.). All Electric Vehicle Safety Training Requirements must 
have been issued within the last three (3) years. 
 

4.3.1.2. Copies of the prime vendor’s technicians Safety Course Completion certificates 
constitute proof of meeting this requirement and must be submitted within the 
PASSPort Questionnaire at the time of the bid. 
 

5. SCOPE OF WORK  
 

5.1. General Requirements 
 

5.1.1. The Contractor will provide the auto body repair services necessary to restore a vehicle 
to its Pre-Incident Condition. These services include, but are not limited to, replacing, 
and straightening automotive body, chassis and internal components, painting auto body 
components, obtaining parts and materials, and performing related paint preparation, 
finishing and delivery related tasks or at the sole discretion of The City of New York. 
 

5.1.2. The Contractor and its subcontractors must possess all permits and licenses required by 
the applicable federal, state and local laws for all equipment operated on and at its 
premises and facilities. 
 

5.1.3. The work to be performed under the contract includes furnishing all labor, parts and 
materials, including travel time, equipment and all other work incidental thereto 
necessary or required to perform any repairs as part of this contract. 

5.1.4. Contractor, under the terms of this contract, is strictly prohibited from performing any 
work not specifically referenced in this contract. Examples of prohibited services 
include, but are not limited to, tinting of glass, installation of equipment such as light 
and siren packages and radios, vehicle “upfits.” Contractor must take care not to 
disrupt vehicle telematics systems. These systems must not be disconnected and 
reconnected when work is completed. Any removal of such devices will require the 
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Contractor, as his/her expense, to reinstall the system if, upon return of the vehicle, 
the telematics system is unresponsive. 
 

5.1.5. The Contractor’s primary repair facility shall be able to accommodate three (3) City 
vehicles for auto body repair at any given time, in addition to its other workload, and the 
facility must allow for appraisers and City inspectors to access such City vehicles. 
 

5.2. Services to be Provided 

5.2.1. The Contractor must be capable of providing the following services at its business 
location or at the business location of its subcontractor: 

5.2.1.1. Repair or replacement of body panels, including restoration of all mirrors and trim. 

5.2.1.2. Repainting, that includes color and type matching; and the proper masking of 
panels that are not to be painted. 

5.2.1.3. Straightening of frame and unibody assemblies to factory specifications. 
 

5.3. Intended Results of the Work 

5.3.1. The quality of services, as set forth above, requires that all auto body repair services 
restore the vehicle to its Pre-Incident Condition. The Contractor must estimate the work 
and, once agreed to by an Authorization, must accomplish the work in accordance with, 
and within the time and cost guidelines set forth in that Authorization. 

5.3.2. Following repairs and repainting, the Contractor must prepare the vehicle for delivery. If 
the Contractor experiences or locates any vehicle condition that constitutes an 
operational or safety problem which had not previously appeared on its estimate, the 
Contractor must notify the CM or the ACA of that condition in writing. If the Contractor 
has the capability to correct the condition, and it is auto body damage caused by the 
incident, the Contractor will issue a revised estimate to the City and wait for the City’s 
determination of the estimate. The Contractor will retain the vehicle, without imposition 
of any storage fees for a maximum of seven (7) City Business Days, while the City makes 
its determination to accept or reject the Contractor’s revised estimate. 

5.3.3. Quality of Repairs: 

To meet Pre-Incident Condition standards, the Contractor must repair all dents, dings, 
scratches, scrapes, crunches, buckles and similar conditions, subject to the City’s 
determination of satisfactory repairs. The City will require any unsatisfactory condition 
to be corrected prior to its acceptance of any vehicle. 

5.3.4. Quality of the Finishing: 

The Contractor must finish all vehicles to meet Pre-Incident Condition standards. Unless 
authorized by the City to blend an adjoining panel the Contractor shall cover such 
adjoining panels or other parts of the vehicle not requiring repair to avoid over-spraying. 
The City will not accept any painting that results in runs, Orange Peeling, Sandy Dry 
Quality of finish, dull spots, poorly matched color or improper blending. When so 
authorized, the Contractor must properly buff out and polish all surfaces painted. 

5.3.5. Quality of Straightened Parts: 
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The Contractor will ensure that all straightened components and auto body panels meet 
Pre-Incident Condition standards. The Contractor will adhere to all OEM Specifications 
regarding positioning, gapping and clearance. The City will not authorize the 
straightening of any component that has been designated by the City-contracted 
appraiser or the City inspector as in need of replacement. Whenever the estimated repair 
of any panel’s part or component equals 75% of the labor and parts cost of replacing 
same, the Contractor will show replacement of such part or component in its estimate. 
Parts that are considered to be safety components must be replaced. No attempt to 
repair these parts is to be made. 

 

5.4.  Contractor’s Responsibility for Performance of Work 

5.4.1. The Contractor is solely responsible for all work performed to ensure the vehicle is 
returned to a Pre-Incident Condition. The Contractor is solely responsible for all 
estimating, warranty, meeting of completion dates, delivery, and invoicing. 

5.4.2. Subcontracting: 

Provided that the Contractor specified in its bid submission that subcontractors would 
be used, such subcontractors may perform up to 20% of the labor and paint hours on an 
Authorization. The Contractor must, either in its bid or prior to the award of the contract, 
identify any subcontractors and the work that is to be subcontracted. These 
subcontractors must be geographically located within the required Drivable Miles criteria 
set forth in Attachment B – Bidder Capacity Form. The Contractor remains solely 
responsible for the completion of all work, including the generation of all estimates and 
invoices. The Contractor warrants that any work performed by a subcontractor meets or 
exceeds the quality standards set forth in the contract, including the standards for Pre-
Incident Condition. At any time during the term of the contract or any renewal or 
extension thereof, the City may require the Contractor to terminate the services of any 
subcontractor for failure to comply with the requirements of the contract. NYC Fleet 
reserves the right to not issue payment to a Contractor for services provided by a sub-
contractor in the event a Contractor uses a subcontractor that was not approved by or 
was rejected by the City. The continued use of unauthorized subcontractors may result 
in the termination of this contract. 

5.4.3.  Invoicing by a Subcontractor: 

The Contractor will submit with its invoices to the City all of its suppliers’ invoices, 
including subcontractors’ invoices with all required documentation, for any work 
performed. All required notices, work orders, directives and requests for services will be 
issued only to the Contractor. The City will neither accept invoices from any 
subcontractor of the Contractor nor pay any differential costs to the Contractor for any 
work done by a subcontractor when the amount does not adhere to the Contractor’s bid. 
The Contractor will further ensure that its subcontractors do not place a mechanic’s lien 
on the City vehicle due to non-payment of any subcontractor invoice or for any monies 
owed to the subcontractor by the Contractor. Any work to be performed by the 
subcontractor must be identified on the Contractor’s estimate and approved in advance. 
If a subcontractor starts work without advance approval, the City reserves the right to 
disapprove payment for the work performed by such subcontractor. 
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5.5. Delivery of the Vehicle 

The City will bring its vehicle to the Contractor’s facility at the address set forth in its bid. The 
City will not pick up, deliver to or arrange for appraisals or inspections at any facility of 
Contractor’s subcontractor. NYC Fleet at its sole discretion may make exceptions for this in case 
of vehicle inoperability or if additional damage would occur to vehicle if further transported. 

 
5.6. Damages Incurred at the Contractor’s Facility 

 
5.6.1. When a vehicle is dropped off at a Contractor’s Facility, the Contractor and driver must 

review and document all damage. From the time a vehicle is delivered to the Contractor 
until the time a duly designated representative of the City picks up the vehicle, the 
Contractor has sole responsibility for the vehicle’s safekeeping.  
 

5.6.2. Any damage not previously noted in the City-contracted appraiser’s report, or identified 
by the Contractor upon submission of its shop estimate, will be deemed to have been 
caused by the Contractor. For such damage, the Contractor must perform the repair at 
no cost to the City, according to the same quality standards set forth herein. 

 
5.7. Access to Vehicles by City Inspectors and City-Contracted Appraiser 

 
5.7.1. The City reserves the right to have all damaged and vandalized vehicles appraised and 

inspected by City inspectors and/or City-contracted appraiser at any time during 
Contractor’s business hours. City inspectors may arrive to conduct the inspection at any 
time and without prior notification to the Contractor. City inspectors may make 
appointment times with Contractors where workload and scheduling require additional 
time.  

 
5.7.2. The City-contracted appraiser will provide the Contractor with no more than 90 minutes 

advanced notice. Contractors should use this time to prepare the vehicle for the 
appraisal which includes, without limitation, securing a bay and lift in the repair facility. 
The Contractor will allow whatever access, including placing the vehicles on a lift, that is 
needed to determine the scope of work and will not interfere with the City’s inspections 
and appraisals. 

 
5.7.3. The Contractor and the City inspector and/or City-contracted appraiser must agree as to 

the scope of work, including which panels and components require some form of repair, 
straightening, refinishing, removal and reinstallation or replacement. The Contractor, 
however, is not required to agree with the City-contracted appraiser as to the method in 
which the work is to be performed or the length of time of such operations. The CM or 
ACA will resolve any differences in the Authorization.  

 
5.8. Contractor’s Estimate 

 
5.8.1. Prior to writing an estimate, the Contractor must determine if the estimate can be 

written from a review of visible damage to the vehicle. If so, the Contractor must submit 
a written estimate to the CM or ACA within two (2) City Business Days from receipt of 
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the vehicle. However, should the Contractor determine, based on the impact, that there 
is other damage that can only be assessed by removing body panels, the Contractor must 
request a partial Authorization from the City.  

 
5.8.2. The Contractor’s estimate must be complete and separately detail labor hours, paint 

labor hours, parts costs, Paint and Materials, any subcontractor work, and miscellaneous 
expenses. The Contractor must submit estimate(s) and invoice(s) in accordance with the 
requirements of Section 398-d of the New York State Vehicle and Traffic Law.  

 
5.8.3. Contractor is to use the current version of one of the following estimating software 

programs: Motor Crash Estimating Data, Audatex, Mitchell Estimating, ADP Shoplink or 
CCC One. Should Contractor wish to use other software, such software must be 
evaluated by NYC Fleet.  No software may be used until it is approved by NYC Fleet.   

 
5.8.4. If the City has filed an Affirmative Claim to recover the costs of repair, Contractor will 

provide an estimate for that repair. If there are additional damages to the vehicle, not 
covered by the claim, Contractor is required to provide a separate estimate for the 
additional repairs. 

 
5.8.5. Contractor’s Estimate must comply with the prices set forth in their bid.  

 
5.8.6. Procedure to Request Partial Authorization 

 
If Contractor determines that body panels need to be removed in order to assess 
damage, the Contractor must request, in writing, a partial Authorization from the 
Contract Manager or ACA. The request is to document the number of hours requested, 
the reason for that number of hours and must be accompanied with digital 
photograph(s) showing the area that needs teardown. If so authorized, the City will send 
a partial Authorization, setting forth the number of labor hours it is approving. If the City 
chooses to repair the vehicle, such dismantling time will be considered part of the labor 
hours needed to repair the vehicle and it is not to be added to the estimate or invoice as 
an additional charge. However, if the City does not repair the vehicle, the CM or ACA will 
then advise the Contractor whether the removed components are to be reassembled 
and, if so reassembled, the City will revise the partial Authorization accordingly. The 
Contractor will send a final bill in the amount set forth in the final partial Authorization 
issued. 

 
5.8.7. Contractor to Use Estimate to Assist City Inspector and/or Appraiser 

 
The Contractor is responsible for completing its estimate prior to the scheduled 
independent appraisal by the City inspector and/or City-contracted appraiser. Based on 
its estimate, the Contractor must ensure that the City inspector and/or City-contracted 
appraiser sees all the required work needed to restore the vehicle to Pre-Incident 
Condition. As the City- contracted appraiser must perform an independent judgment of 
the repairs needed, the Contractor must not show or provide the City-contracted 
appraiser a copy of its own estimate. A failure by the Contractor to show the City-
contracted appraiser the required work on the vehicle may result in the City refusing to 
provide Authorization for that repair. 
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5.8.8. City Right to Prepare its Own Estimate 
 
The City reserves the right to estimate damages that it wants repaired prior to delivery 
of the vehicle. Agencies using the City generated estimate will provide the Contractor 
with such an estimate upon delivery of the vehicle. Then, the Contractor, within the 
required two (2) City business days, must generate its own estimate detailing its 
agreement or non-concurrence with the City’s estimate. It is then the responsibility of 
the CM or ACA to resolve any differences. 

 
5.8.9. Requirement to Provide Digital Photographs  

 
In order to expedite an Approval, the Contractor must provide digital photographs of the 
areas of the vehicle to be repaired with each estimate. These digital photographs must 
have sufficient resolution to allow them to be viewed clearly using commercial software 
products such as Microsoft Photo Gallery (76 dot per inch (DPI) or higher). 

 
5.8.10. Completeness of the Estimate 

 
The Contractor is solely responsible for the content and completeness of its estimate and 
must ensure that it is consistent with its bid price and the commercial estimating 
software being used. 

 
5.8.11. Repair in Lieu of Replacement  

 
Should the Contractor recommend repair of a part that the City inspector and/or City-
contracted appraiser has indicated needs replacement, the Contractor must ensure that 
all body labor hours associated with removals and reinstallations and repair, and all 
related painting are included in its estimate. For example, if the Contractor is 
recommending repair of a door rather than its replacement, the Contractor must 
ascertain whether repairs are needed to any internal door component. If the Contractor 
cannot ascertain this without access time, the Contractor must follow the procedures for 
partial Authorizations as set forth in Section 5.8.6.  The City reserves the right to reject 
the Contractor’s approach or any requests for a partial Authorization. 

 
5.8.12. Paint and Materials 

 
The Contractor, in its estimate and invoice, must set forth its calculation of the amount 
for Paint and Materials by multiplying the authorized number of paint labor hours by the 
hourly rate shown in its bid. 

 
5.8.13.  Parts  

 
In its estimate and invoice, the Contractor must set forth the price of each part reflecting 
the respective parts discount contained in its bid for an OEM part, a non-OEM part, an 
aftermarket part, or a remanufactured part. The City reserves the right to provide any or 
all required parts, in which case, the Contractor will only charge the requisite remove, 
replace and re-finish times. 
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a. OEM Parts  
For any OEM part, the discount shown on the bid is to be applied to the manufacturer’s 
price book’s list price that is current on the date of the estimate.  
 

b. Aftermarket Parts  
For aftermarket parts where a price list exists that shows the list price, the item will be 
estimated and invoiced with the discount shown on the bid. Should a price list not exist, 
the Contractor will estimate and invoice at the mark-up percent shown in its bid. 
 

c. Remanufactured Parts 
For remanufactured parts where a price list exists that shows the list price, the item will 
be estimated and invoiced with the discount shown on the bid. Should a price list not exist, 
the Contractor will estimate and invoice at the mark-up percent shown in its bid. When a 
remanufactured part is installed, the Contractor must ensure that its quality, performance 
and warranty meet OEM standards. The Contractor will not add any preparation time to 
the labor hours allowed by its commercial estimating software for the removal of the old 
part and installation of the remanufactured part. 
 

d. Like Kind Quality (“LKQ”) Parts 
For any LKQ part, the mark-up shown on the bid is to be applied to the manufacturer’s. 
price book’s list price that is current on the date of the estimate. 
 

e. Non-OEM Parts 
 For a non-OEM part, the Contractor must show the supplier of that part, including the 

supplier’s telephone number. The Contractor must show the total cost of replacing the 
damaged part with a non-OEM part; therefore, the estimate must show the cost of the 
non-OEM part including any discount or mark-up as shown on the bid. The Contractor must 
then add the cost of any labor and parts needed to prepare the non-OEM part so that it 
meets the Pre-Incident Condition standard. In this regard, the Contractor must ensure that 
the total cost of the non-OEM option does not exceed 75% of the total cost of using OEM 
or aftermarket parts. On the invoice, the cost of the non-OEM part must equal the 
purchase price paid by the Contractor plus the additional percentage to be added as set 
forth in its bid. A photocopy of the invoice showing the purchase price of the non-OEM 
part to the Contractor must accompany the final bill. (Note: If, from the date of estimate 
until the date an Authorization is given, the original supplier of the non-OEM part no longer 
has the part available and the Contractor is unable to either secure the part in the agreed 
time frame or obtain it at the agreed price, the Contractor must immediately contact the 
CM or ACA to seek an amended Authorization.) In all cases, the City reserves the right to 
reject the non- OEM option and insist on an OEM part. Please note Aftermarket, 
Remanufactured and Like Kind Quality Parts fall under Non-OEM Parts. 

 
f. Tires 

For replacement tires, the Contractor must specify the quantity, unit cost, brand name and 
tire dimensions. The Contractor is to obtain unit pricing consistent with, or better than, 
those published by tire manufacturers or on commercial internet sites, such as 
Tirerack.com. The Contractor will be allowed to mark up the tires consistent with the 
percentage set forth in its bid. The City agency reserves the right to reject the replacement 
of any tire or request the Contractor to consider other makes and models of tires. 
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5.8.14. Miscellaneous Charges 

 
The Contractor will ensure that its bid for labor, parts, paint and materials includes all 
expenses associated with the preparation for painting and delivery of the vehicle to the 
City agency. These expenses include, but are not limited to: preparation charges, such as 
car washing, vacuuming of interiors; use of stock materials, such as car washing products, 
sealers, car covering and flex agents; and all charges associated with the disposal of such 
products (hazardous waste removal). While required to bid the cost of wheel alignments 
and other miscellaneous charges, these charges will only be included in an estimate or 
invoice if such items of work are actually required and provided, and only at the rates set 
forth in the Contractor’s bid. 

 
a. Restrictions on Clear Coating, Wet Sanding, Buffing, Denibbing, and Polishing  

 
The Contractor may use any acceptable estimating software that is permitted in Section 
5.8.3. to determine the time to be estimated for these operations. However, the 
Contractor must set its software for clear coating to a maximum time limit of 2.5 hours. 
Additionally, when entering refinishing time for wet sanding, rub out and buffing, 
denibbing and polishing, the Contractor will ensure that the total of these operations does 
not exceed 1.5 hours. (Note: The Contractor may request additional time for wet sanding, 
buffing, denibbing and polishing should an agency request a complete re-painting of a 
vehicle. Should an agency request a compounding of the vehicle to remove dulling of the 
finish due to exposure to the elements, the Contractor will show this on the estimate as a 
separate “Compounding” charge). The City reserves the right to reject the provision of any 
of these operations. 
 

b. Restrictions on Pre/Post Scanning 
 
Scanning is limited to 1.5 hours. Scanning the vehicle computer prior and after repairs is 
limited to 1.5 hours. If additional scanning is needed due to other failures, preapproval by 
DCAS fleet is required. Pre-approval will only be sent via email. 
 

5.8.15. Revisions to the Original Estimate  
 
Prior to initiating any repair or purchasing any part that is not included in its original 
estimate, the Contractor must revise its original estimate and notify the CM and or ACA 
in writing. The Contractor must wait until it receives an amended Authorization. To 
substantiate the need for the revision, the Contractor must provide the City with 
documentation including, but not limited to, digital photographs of any previously hidden 
damage, copies of supplier invoices on price revisions. The Contractor will not be 
compensated for the provision of any additional repairs or parts not contained in an 
amended Authorization. 

 
5.9. Authorization to Begin Repair 

 
5.9.1. The City will provide the following information in its Authorization: the name of the 

individual authorizing the repair, the dollar amount of the Authorization, the Acceptable 
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Date of Completion and the date by which parts backorders must be reported, if the 
Contractor believes such backorders will affect its ability to meet the Acceptable Date of 
Completion.  

 
5.9.2. The Contractor agrees that immediately upon receipt of an Authorization, it will order all 

needed parts and refinishing materials. The Contractor will not begin any auto body 
repairs unless authorized to do so by the CM or ACA. In general, work is to begin at 7:00 
AM the next business day unless notice to proceed is provided before 10:00 AM. In these 
cases, workdays will begin on the day of notification. 

 
5.9.3. Determination of the Amount of the Authorization 
 

The CM or ACA will compare the scope of work shown in the Contractor’s estimate with 
that of the City’s appraisal or inspection. If consistent, any appraisal or inspection 
amounts will be re- calculated according to the prices, price rates, fees and discounts set 
forth in the Contractor’s bid. After comparison to the Contractor’s estimate, the CM or 
ACA will determine if the Contractor’s estimated price is reasonable and will establish 
the Acceptable Date of Completion. The accepted terms will be recorded on the 
Authorization, which will be sent to the Contractor. The Contractor must accept the 
Authorization terms, either by a written response to the CM or ACA or by initiating work. 
If the CM or ACA does not accept the Contractor’s estimate and/or the Contractor rejects 
the price or the Acceptable Date of Completion, the City reserves the right to negotiate 
a fair and reasonable amount or to remove the vehicle from the Contractor’s facilities. 
In the latter case, the City shall only pay the Contractor for any work previously 
authorized and the “Charge for Estimate When City Decides Not to Repair Vehicle” 
amount set forth in the Contractor’s bid. 

 
5.9.4. Contractor Not to Exceed Scope of the Authorization 

 
The Contractor shall not perform any work beyond that which is agreed to and 
authorized by the CM or ACA. The City will not pay for any work performed without an 
Authorization, including the Contractor’s failure to receive prior approval to revise an 
original estimate for work performed. Notwithstanding any dispute concerning payment, 
neither the Contractor nor its subcontractors shall place a mechanic’s lien on the vehicle 
and shall promptly release the vehicle to the City. 

 
5.9.5. Calculation of the Acceptable Date of Completion  

 
The CM or ACA will calculate the Acceptable Date of Completion by dividing, by six (6), 
the sum of labor and paint hours authorized by the City and adding three (3) City Business 
Days to obtain parts. (Note: The sum of labor and paint hours authorized is not the 
number indicated by the Contractor in its estimate. Instead, it is the number of such 
hours noted in the appraisal plus any additional hours noted in the Contractor’s estimate 
that are allowed by the CM or ACA.) 
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5.9.6. Amended Authorizations  
 

When an Authorization is amended (see Section 5.8.15.), the additional time for a new 
Acceptable Date of Completion will be determined by dividing, by six (6), the number of 
additional labor and paint hours authorized, and adding one (1) City Business Day to 
obtain parts; this additional time will be added to the original Acceptable Date of 
Completion. (For example, if the original Acceptable Date of Completion was October 15, 
2025 (a Monday and a City Business Day) and an additional two (2) City Business Days 
are authorized, the new Acceptable Date of Completion would be October 17, 2025). 

 
5.9.7. City’s Right to Remove Vehicle if the Contractor Fails to Meet the Acceptable Date of 

Completion 
 

The City reserves the right to remove from the Contractor’s premises, or the premises of 
any subcontractor, any vehicle that has not been repaired by five (5) City Business Days 
beyond the Acceptable Date of Completion. The City may elect to use a contracted 
towing firm, or a firm contracted by the New York State maintenance management 
company. The City will be required to pay only for those completed repairs, less any 
deductions as shown in Section 12.1.3. and less the cost of any towing of the vehicle and 
the differential amount of the repair at the new facility. 

 
5.10. Pickup of Vehicle upon Completion 

 
5.10.1. The City is responsible for pickup of a vehicle upon completion of repairs. The CM or ACA 

may reject any vehicle deemed completed by the Contractor if the City determines that 
the vehicle needs further repairs that the Contractor included or failed to include in its 
estimate. If these further repairs cause any delay beyond the original Acceptable Date of 
Completion, the City may deduct the amount set forth in Section 12.1.3.  

 
5.11. Contractor’s invoice 

 
5.11.1. The Contractor’s final invoice must not exceed the amount set forth in the final 

Authorization issued by the CM or ACA. The invoice must be based on prices and rates 
no greater than those contained in the Contractor’s bid and its estimate, inclusive of any 
applicable fees, taxes or other expenses incurred by the Contractor. 
 

5.11.2. Contents of Invoice 
 

The Contractor shall submit clear and legible original invoices, detailing its repair in the 
same format as its estimate. The invoice must show the locations of all work performed, 
including the date materials were received. Failure to comply with any of the 
requirements set forth in the contract may result in the delay or denial of payment. At a 
minimum, the invoice must show the following: 

 
a. Contractor’s name, address and telephone number 
b. NYC Contract number 
c. Tax Identification Number 
d. Invoice number and date 
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e. Total Amount Due 
f. Completed Authorization (Agency Issued) 
g. Sign-In / Sign-Out Time Sheet (Agency Issued) - When applicable. 

 
5.11.3. Attachments to the Invoice 

 
As part of its invoice to the City, the Contractor must attach a photocopy of parts invoices 
for those parts replaced with a unit cost over twenty-five dollars ($25.00). In order to 
receive payment from the City for a part, the parts invoice must be dated, contain the 
supplier’s invoice number, name, address and telephone number, the name of the part, 
the part number and its list price, and the invoice must be billed to the Contractor’s (or 
if applicable subcontractor’s) business name and address shown on the Notice of Award 
of the Contract. 

 
5.11.4. Invoicing in PASSPort 

 
MOCS or the User Agency may request that the Contractor start submitting invoices 
relating to the User Agency’s individual contract(s) through the City’s PASSPort System. 
Upon receipt of such request from the City, the Contractor agrees that it shall commence 
submitting invoices relating to the User Agency’s individual contract(s) through the 
PASSPort System. Contractor training will be made available to process invoices in 
PASSPort. 

 
5.12. Contractor’s Emergency Telephone 

 
5.12.1. The Contractor shall furnish the telephone numbers of at least three (3) responsible firm 

members or employees of the Contractor who can be reached twenty-four (24) hours a 
day in the event of an emergency concerning the work to be performed under the 
contract. Emergency contacts must be provided within the PASSPort Questionnaire at 
the time of bid opening. 

 
6. PRICES FIXED FOR THE TERM OF THE CONTRACT 

 
The prices bid by the Contractor are fixed for the term of the contract, excluding any price adjustments 
executed pursuant to Section 13 of the specifications.  

 
7. WARRANTY 
 

7.1. The Contractor will provide a warranty, of no less than twelve (12) months from date of pickup 
from the Contractor, for all defects due to improper repair/painting techniques or insufficient 
amount of paint applied, including cracking, peeling and paint wear. Such defects that occur 
during the warranty period will be corrected by the Contractor at no cost to the City. 

 
7.2. The Contractor will also warrant all parts for ninety (90) days from the date of pickup from the 

Contractor or the manufacturer’s warranty period, whichever is longer.  
 

7.3. The Contractor will warrant that all parts installed, whether OEM, aftermarket or non-OEM 
meet OEM Specifications in terms of fit, form, finish, quality and performance.  
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7.4. The Contractor must perform warranty work to correct any warranted defects and the 

Acceptable Date of Completion for such work shall be calculated in the same manner as done 
in Section 5.9.5. from the date the vehicle is delivered to the Contractor. Failure to perform the 
warranty work within that date will subject the Contractor to the deductions set forth in Section 
12.1.3.  

 
7.5. The City will deduct these amounts from future invoices or, if no invoices exist, require the 

Contractor to remit to the City a certified check or money order in the amount due. Contractor’s 
obligation to pay shall survive the expiration or earlier termination of the contract. 

 
8. STATUS OF REPAIRS AT EXPIRATION OR TERMINATION OF CONTRACT 
 

8.1. At the expiration of the contract, or earlier termination thereof, DCAS will be liable to the 
Contractor only for work that was authorized prior to the date of expiration or earlier 
termination. 

 
8.2. The Contractor will notify the City of any vehicles that have not been authorized by that date 

and the City will remove them from the Contractor’s premises within three (3) City Business 
Days. In the event the City fails to remove the vehicles, the Contractor may begin on the fourth 
City Business Day to charge storage fees for each City Business Day thereafter.  

 
8.3. The Contractor’s storage fee will not exceed five dollars ($5.00) per City Business Day. The 

Contractor will not charge storage fees for those days that are not City Business Days. 
 
9. PARKING, TRAFFIC AND TOWING PENALTIES 

 
9.1. The Contractor shall be solely responsible for the payment of any parking, traffic or towing 

charges, fines or penalties levied against a vehicle while in the possession of the Contractor or 
its subcontractor.  

 
9.2. The Agency Contract Administrator will maintain logs indicating pick-up and delivery times of 

such vehicles. The DCAS Contract Manager may deduct from any amount due the Contractor, 
the amount of any such charges, fines or penalties levied against a vehicle while in the 
Contractor's or a subcontractor’s possession for which the City is required to pay. 

 
9.3. If there is no amount due the Contractor, the Contractor, within ten (10) City Business Days of 

written notification to pay for any such charges, fines or penalties, shall remit to the City a 
certified check or money order in the amount due. Contractor’s obligation to pay such charges, 
fines or penalties shall survive the expiration or earlier termination of the contract. 

 

10. THE BID INFORMATION: 
 

10.1. The following attachments and exhibits are included in this bid: 
 

10.1.1.  Bid Book (Divided into A, B and C pages) 
10.1.2.  New York City Standard Service Contract (90L/January 2016) 



18 
 
 
 

10.1.3.  Attachment “A” – Specifications 
10.1.4.  Attachment “B” – Bidder Capacity Form  
10.1.5.  Attachment “C” – Bid Sheet (Provided within the PASSPort Questionnaire) 
10.1.6.  Attachment “D” – Whistleblower Notification and DOI Poster 
10.1.7.  Attachment “E” – NYC Earned Safe and Sick Time Contract Rider 
10.1.8.  Attachment “F” – NYC Side Guard Law Rider 
10.1.9.  Attachment “G” – Iran Divestment 
10.1.10.  Attachment “H” – NYC Mayoral Executive Order 39 Rider 
10.1.11. Attachment “I” – Subcontractor Reporting System Rider 

 
Important note: It is the Contractor's responsibility to verify and ensure all of the requirements set  
forth in the bid solicitation documents are submitted in the PASSPort Questionnaire. Failure to comply  
may render your bid non-responsive. 

 
11. SUBCONTRACTING, JOINT VENTURES AND PARTNERSHIPS 

 
11.1. Subcontracting 
 

11.1.1. Subcontracting will be permitted in accordance with the requirements set forth in Part 
IV, Section 9.2 of the Standard Service Contract.   

 
11.1.2. The Contractor shall first obtain written approval from DCAS before subcontracting any 

portion of the Services.  
 
11.1.3. All subcontractors shall be approved by DCAS. The Contractor shall request approval and 

approval modifications for all subcontractors in PASSPort. No subcontractor shall 
commence work under the contract unless the Contractor has requested approval in 
PASSPort and has received approval of such request, in writing, from the City. 

 
11.1.4. All subcontractors/business partners shall be fully qualified and possess all requisite 

licenses, certificates and permits to perform the work described herein. The City reserves 
the right to request proof of qualifications, licenses and experience prior to making a 
final determination. 

 
11.1.5. The Contractor shall identify any subcontractors or business partners who shall perform 

Contract work and their specific responsibilities and qualifications.  All subcontractor 
arrangements, joint ventures, and partnerships are subject to prior written approval by 
the City.  

 
11.1.6. Subcontracting on any individual Purchase Order shall be approved by the User Agency. 

All subcontractors and their personnel shall be subject to all terms and conditions of this 
Contract. 

 
11.1.7. When subcontracting is allowed, all required notices, Work Orders, directives and 

requests for services will be issued to the Contractor. 
 
11.1.8. The Contractor will be responsible for Quality Control of all work performed by all 

subcontractors. 
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11.1.9. The City reserves the right to require the Contractor to terminate the services of any 

subcontractor at any time. 
 

11.1.10. The City reserves the right to prohibit subcontracting and to require the Contractor to 
self-perform all services under the contract. 
 

11.1.11. In no event shall the prices charged to the City for subcontracting Work exceed bid prices. 
 

11.1.12. All invoices prepared by a subcontractor shall be submitted to the Contractor with all the 
necessary back up. 
 

11.1.13. The Contractor shall submit to the City with its invoices all suppliers' invoices including 
all relevant subcontractor invoices for Work performed. 

 
 
11.2. Joint Ventures and Partnerships 
 

11.2.1. There is no minimum requirement for the proportion of work performed by either of the 
two (2) venture partners.  Joint ventures must carry the required insurances either as 
policies written specifically for the joint venture entity, or by using their existing single 
entity policies with endorsements written for the joint venture activity. 
 

11.2.2. The City does not recognize the corporate configuration wherein one company is “in 
association with” another.  Relationships between two (2) or more firms shall be either 
as a Joint Venture or Prime /Subcontractor. 
 

12. LIQUIDATED DAMAGES 
 
12.1. The Contractor must notify the CM or ACA of the arrival of any vehicle at the Contractor’s 

primary facility within two (2) hours of its arrival. Exceptions will be made for emergency tows 
that occur outside of normal business hours, weekends, and holidays. Failure to issue 
notification of any vehicles dropped off at Contractor’s facility shall result in the Contractor 
being subject to fixed and liquidated damages of twenty-five dollars ($25.00) for every two (2) 
hour period to a maximum of one hundred dollars ($100) per day. Unless otherwise directed 
by the Contract Manager, a vehicle must remain at the Contractor’s facility to allow for the 
schedule of any appraisal and issuance of a towing by the CM or ACA. 
 

12.2. The Contractor must send all estimates by fax or email to the appropriate CM and/or ACA and 
have the capability of sending such estimates as PDF attachments to emails.  The Contractor 
will be subject to a fixed and liquidated damages of twenty-five dollars ($25) per day to a 
maximum of one hundred dollars ($100) for failure to provide estimates on time. Contractors 
will be informed by City when estimates have exceeded the two-business day requirement and 
will be given four (4) hours after the notice to provide such estimates before penalties are 
assessed. 

 
12.3. Without waiving any other right, the CM or ACA shall deduct a fixed and liquidated damages of 

fifty dollars ($50.00) from the Contractor’s invoice for each City Business Day beyond an original 
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Acceptable Date of Completion or new Acceptable Date of Completion that work on the vehicle 
is not completed. The CM or ACA, in his or her sole discretion, may waive this deduction 
provided that the Contractor can substantiate that its failure to meet the Acceptable Date of 
Completion was for reasons that were beyond the ability of the Contractor to prevent. 

 
13. ESCALATION CLAUSE 

 
13.1. If the three (3) year renewal is exercised, the rate may be adjusted for each renewal year to 

reflect the percentage change in the Consumer Price Index (CPI) CUUR0000SETD for Motor 
Vehicle Maintenance and Repair in U.S City average, all urban consumers, not seasonally 
adjusted. The initial base date for comparison will be the month in which this contract is 
registered. The increase shall go into effect on the date indicated in the contract modification. 
  

13.2. CPI price adjustments are not automatic. It is the contractor’s responsibility to initiate the price 
adjustment request. The request must be made in writing to DCAS Agency Chief Contracting 
Officer and must include CPI price adjustment calculations based on the CPI along with other 
supporting documents justifying the reasons for the adjustment. The letter shall be on company 
letterhead and shall be signed by the proper authority of the company. (Note: Not all 
percentage changes in CPI will result in an increase. In cases where there is a decrease DCAS 
will adjust the pricing accordingly.) 
 

13.3. The escalation clause is only applicable to bid items 1 through 4 and 16 through 20. There shall 
be no adjustments to any percent markups or discounts for the life of the contract. 
 

13.4. It is the contractor’s responsibility to verify if the CPI percentage change will result in an 
increase or decrease prior to requesting a price adjustment. 

 
14. INDEMNIFICATION 

 
14.1. Sections 13.2 and 13.3 of Part IV of the Standard Service Contract are hereby deleted in its 

entirety and replaced with the provisions of this Section 14. 
 

14.2. To the fullest extent permitted by Law, the Contractor shall defend, indemnify, and hold 
harmless the City, including its officials and employees, against any and all claims (even if the 
allegations of the claim are without merit), judgments for damages on account of any injuries 
or death to any person or damage to any property, and costs and expenses to which the City or 
its officials or employees, may be subject to or which they may suffer or incur allegedly arising 
out of any of the operations of the Contractor and/or its subcontractors under this Contract to 
the extent resulting from any negligent act of commission or omission, any intentional tortious 
act, and/or the failure to comply with Law or any of the requirements of this Contract. Insofar 
as the facts or Law relating to any of the foregoing would preclude the City or its officials or 
employees from being completely indemnified by the Contractor, the City and its officials and 
employees shall be partially indemnified by the Contractor to the fullest extent permitted by 
Law. 

 
14.3.  To the fullest extent permitted by Law, the Contractor shall defend, indemnify, and hold 

harmless the City, including its officials and employees, against any and all claims (even if the 
allegations of the claim are without merit), judgments for damages, and costs and expenses to 
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which the City or its officials or employees, may be subject to or which they may suffer or incur 
allegedly arising out of any infringement, violation, or unauthorized use of any copyright, trade 
secret, trademark or patent or any other property or personal right of any third party by the 
Contractor and/or its employees, agents, or subcontractors in the performance of this Contract. 
To the fullest extent permitted by Law, the Contractor shall defend, indemnify, and hold 
harmless the City and its officials and employees regardless of whether or not the alleged 
infringement, violation, or unauthorized use arises out of compliance with the Contract’s scope 
of services/scope of work. Insofar as the facts or Law relating to any of the foregoing would 
preclude the City and its officials and employees from being completely indemnified by the 
Contractor, the City and its officials and employees shall be partially indemnified by the 
Contractor to the fullest extent permitted by Law. 

 
 

15. INSURANCE REQUIREMENTS 
 
15.1. Part III of the Standard Services Contract is hereby deleted in its entirety and replaced with the 

provisions of this Article 15. 
 

15.2. The Contractor shall maintain the following types of insurance if and as indicated in the 
schedule on Page A-6 of 850L/January 2016 (A-Pages) of the Bid Book (hereinafter referred to 
as the “Insurance Schedule”), with the minimum limits and special conditions specified in the 
Insurance Schedule, throughout the term of this Contract, including any applicable guaranty 
period. All insurance shall meet the requirements set forth in this Article. Wherever this Article 
15 requires that insurance coverage be “at least as broad” as a specified form (including all ISO 
forms), there is no obligation that the form itself be used, provided that the Contractor can 
demonstrate that the alternative form or endorsement contained in its policy provides 
coverage at least as broad as the specified form. 

 
15.3. Worker’s Compensation, Disability Benefits and Employers’ Liability Insurance 

 
15.3.1. The Contractor shall maintain Worker’s compensation insurance, employers’ liability 

insurance and disability benefits insurance in accordance with the Laws of the State on 
behalf of, or with regard to, all employees providing Services under the Contract. 
 

15.3.2. Within 10 days of award of this Contract or as otherwise specified by DCAS, and as 
required by N.Y. Workers’ Compensation Law §§ 57 and 220(8), the Contractor shall 
submit proof of Contractor’s workers’ compensation insurance and disability benefits 
insurance (or proof of a legal exemption) to the Department in a form acceptable to the 
New York State Workers’ Compensation Board. ACORD forms are not acceptable proof 
of workers compensation coverage. The following forms are acceptable: 
 

15.3.2.1.  C-105.2 Certificate of Workers’ Compensation Insurance; 
15.3.2.2.  U-26.3 – State Insurance Fund Certificate of Workers’ Compensation Insurance; 
15.3.2.3.  Form SI 12 – Certificate of Workers’ Compensation Self Insurance; 
15.3.2.4.  Form GSI-105.2 – Certificate of Participation in Worker’s Compensation Group          

Self- Insurance;  
15.3.2.5.  Form DB-120.1 – Certificate of Disability Benefits Insurance; 
15.3.2.6.  Form DB-155 – Certificate of Disability Benefits Self-Insurance; 
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15.3.2.7.  Form CE-200 – Affidavit of Exemption 
15.3.2.8.  Other forms approved by the New York State Workers’ Compensation Board; or 
15.3.2.9.  Other proof of insurance in a form acceptable to the City. 

 
15.4. Other Insurance 

 
15.4.1. Commercial General Liability Insurance  

 
The Contractor shall maintain commercial general liability insurance in the amounts 
specified in the Insurance Schedule covering operations under this Contract. Coverage 
must be at least as broad as the coverage provided by the most recently issued ISO Form 
CG 00 01, primary and non-contributory, and “occurrence” based rather than “claims 
made.” Such coverage shall list the City, together with its officials and employees, and 
any other entities listed in the Insurance Schedule, as an additional insured with coverage 
at least as broad as the most recently issued ISO Form CG 20 10 or CG 20 26 and, if 
construction is performed as part of the Services, ISO Form CG 20 37. 
 

15.4.2. Commercial Automobile Liability Insurance 
 
If indicated in the Insurance Schedule and/or if vehicles are used in the provision of 
services under this Contract, the Contractor shall maintain commercial automobile 
liability insurance for liability arising out of ownership, maintenance or use of any owned, 
non-owned or hired vehicles to be used in connection with this Contract. Coverage shall 
be at least as broad as the most recently issued ISO Form CA 00 01. If vehicles are used 
for transporting hazardous materials, the commercial automobile liability insurance shall 
be endorsed to provide pollution liability broadened coverage for covered vehicles 
(endorsement CA 99 48) as well as proof MCS-90. 
 

15.4.3. Professional Liability Insurance 
 

15.4.3.1. If indicated in the Insurance Schedule, the Contractor shall maintain and submit 
evidence of professional liability insurance or errors and omissions insurance 
appropriate to the type(s) of such services to be provided under this Contract. The 
policy or policies shall cover the liability assumed by the Contractor under this 
Contract arising out of the negligent performance of professional services or 
caused by an error, omission, or negligent act of the Contractor or anyone 
employed by the Contractor. 
 

15.4.3.2. All subcontractors of the Contractor providing professional services under this 
Contract for which professional liability insurance or errors and omissions 
insurance is reasonably commercially available shall also maintain such insurance 
in the amount specified in the Insurance Schedule. At the time of the request for 
subcontractor approval, the Contractor shall provide to the Department, evidence 
of such professional liability insurance on a form acceptable to the Department. 

 
15.4.3.3. Claims-made policies will be accepted for professional liability insurance. All such 

policies shall have an extended reporting period option or automatic coverage of 
not less than two years. If available as an option, the Contractor shall purchase 
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extended reporting period coverage effective on cancellation or termination of 
such insurance unless a new policy is secured with a retroactive date, including at 
least the last policy year. 

 
15.4.4. Other Insurance 
 

The Contractor shall provide such other types of insurance in the amounts specified in 
the Insurance Schedule. 
 

15.5. General Requirements for Insurance Coverage and Policies 
 

15.5.1. Unless otherwise stated, all insurance required by this Article must: 
 

15.5.1.1. be provided by companies that may lawfully issue such policies; 
 

15.5.1.2. have an A.M. Best rating of at least A- / VII, a Standard & Poor’s rating of at least 
A, a Moody’s Investors Service rating of at least A3, a Fitch Ratings rating of at 
least A- or a similar rating by any other nationally recognized statistical rating 
organization acceptable to the New York City Law Department unless prior 
written approval is obtained from the New York City Law Department; and 

 
15.5.1.3. be primary (and non-contributing) to any insurance or self-insurance maintained 

by the City (not applicable to professional liability insurance/errors and 
omissions insurance). 

 
15.5.2. The Contractor shall be solely responsible for the payment of all premiums for all 

required insurance policies and all deductibles or self-insured retentions to which such 
policies are subject, whether or not the City is an insured under the policy. 
 

15.5.3. There shall be no self-insurance program, including a self-insurance retention, exceeding 
$10,000.00, with regard to any insurance required under this Article, unless approved in 
writing by the Commissioner. Any such self-insurance program shall provide the City and 
any other additional insured listed in the Insurance Schedule with all rights that would 
be provided by traditional insurance required under this Contract, including but not 
limited to the defense obligations that insurers are required to undertake in liability 
policies. 
 

15.5.4. The limits of coverage for all types of insurance for the City, including its officials and 
employees and any other additional insured listed on the Insurance Schedule that must 
be provided to such additional insured(s) shall be the greater of (i) the minimum limits 
set forth in the Insurance Schedule (ii) the limits provided to the Contractor as named 
insured under all primary, excess, and umbrella policies of that type of coverage. 
 

15.6. Proof of Insurance 
 

15.6.1. For each policy required under this Article and the Insurance Schedule, the Contractor 
shall file proof of insurance and, where applicable, proof that the City, including its 
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officials and employees, is an additional insured with DCAS within ten days of award of 
this Contract. The following proof is acceptable: 
 

15.6.1.1. A certificate of insurance accompanied by a completed certification of insurance 
broker or agent (included in the A-Pages of this Contract) and any endorsements 
by which the City, including its officials and employees, have been made an 
additional insured; or 

 
15.6.1.2. A copy of the insurance policy, including declarations and endorsements, certified 

by an authorized representative of the issuing insurance carrier. 
 

15.6.2. Proof of insurance confirming renewals of insurance required under this Article must be 
submitted to the Department prior to the expiration date of the coverage. Such proof 
must meet the requirements of Section 15.6.1. 
 

15.6.3. The Contractor shall provide the City with a copy of any policy required under this Article 
14 upon the demand for such policy by the Commissioner or the New York City Law 
Department. 
 

15.6.4. Acceptance by the Commissioner of a certificate or a policy does not excuse the 
Contractor from maintaining policies consistent with all provisions of this Article 14 (and 
ensuring that subcontractors maintain such policies) or from any liability arising from its 
failure to do so. 
 

15.6.5. If the Contractor receives notice, from an insurance company or other person, that any 
insurance policy required under this Article 14 shall expire or be cancelled or terminated 
for any reason, the Contractor shall immediately forward a copy of such notice to both 
the Commissioner and to the New York City Comptroller, Attn: Office of Contract 
Administration, Municipal Building, One Centre Street, Room 1005, New York, New York 
10007. 
 

16.  CONFIDENTIALITY 
 

Part IV, Section 15.2 of the Standard Service Contract is hereby deleted in its entirety and  
replaced with the following: 

 
16.1. The Contractor agrees to hold confidential, both during and after the completion or termination 

of this Agreement, all of the reports, information, or data, furnished to, or prepared, assembled 
or used by, the Contractor under this Agreement. The Contractor agrees to maintain the 
confidentiality of such reports, information, or data by using a reasonable degree of care, and 
using at least the same degree of care that the Contractor uses to preserve the confidentiality 
of its own confidential information. The Contractor agrees that such reports, information, or 
data shall not be made available to any person or entity without the prior written approval of 
the Department. The obligation under this Article to hold reports, information or data 
confidential shall not apply where the Contractor is legally required to disclose such reports, 
information or data, by virtue of a subpoena, court order or otherwise (“disclosure demand”), 
provided that the Contractor complies with the following: (1) the Contractor shall provide 
advance notice to the Commissioner, in writing or by e-mail, that it received a disclosure 
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demand for to disclose such reports, information or data and (2) if requested by the 
Department, the Contractor shall not disclose such reports, information, or data until the City 
has exhausted its legal rights, if any, to prevent disclosure of all or a portion of such reports, 
information or data. The previous sentence shall not apply if the Contractor is prohibited by 
law from disclosing to the Department the disclosure demand for such reports, information or 
data.  

 
16.2. Where in connection with the services under this Agreement the Contractor, or its employees, 

subcontractors, or agents, will have access to, acquire, disclose, or use any data that includes 
private information (as defined in Admin. Code § 10-501(b)), the Contractor shall provide 
written notice to the Department within three days of the earlier of discovery by the Contractor 
or notification to Contractor of any breach of security (as defined in Admin. Code §10-501(c)). 
Such notice shall inform the Department of the nature and scope of the breach of security. 

 
16.2.1. Upon such discovery or notification of such breach of security, the Contractor shall take 

reasonable steps to determine the cause(s) of such breach and to remediate the cause(s) 
of such breach, shall provide written notice to the Department of such steps, and shall 
cooperate with any investigation conducted by the City of such breach. Such cooperation 
includes, but is not limited to, promptly responding to the City's reasonable inquiries and 
providing prompt access to in human and machine readable format all evidentiary 
artifacts associated with such breach of security, such as relevant records, logs, files, data 
reporting, and other materials. 

 
16.2.2. In the event of such breach of security, the Contractor shall cooperate and coordinate 

with the City regarding any notifications determined by the City to be made to individuals 
affected by such breach. 
 

16.2.3. Without limiting any other right of the City, the City shall have the right to withhold 
further payments under this Agreement for the purpose of set-off in sufficient sums to 
cover the costs of such notifications to individuals affected by the breach of security 
and/or other actions mandated by any Law, or administrative or judicial order, to address 
such breach of security, and to cover the costs of any fines or disallowances imposed by 
the State or federal government as a result of such breach. The City shall also have the 
right to withhold further payments hereunder for the purpose of set-off in sufficient 
sums to cover the costs of identity theft monitoring services for individuals affected by 
such breach of security by a national credit reporting agency, and/or any other 
commercially reasonable preventive measure. The Department shall provide the 
Contractor with written notice and an opportunity to comment on such preventive 
measures prior to implementation. Alternatively, at the City’s discretion, or if monies 
remaining to be earned or paid under this Agreement are insufficient to cover the costs 
detailed above, the Contractor shall pay directly for the costs, detailed above, if any. 
 

16.3. The Contractor shall restrict access to confidential information to persons who have a 
legitimate work related purpose to access such information. The Contractor agrees that it will 
instruct its officers, employees, and agents to maintain the confidentiality of any and all 
information required to be kept confidential by this Agreement. 
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16.4. The Contractor, and its officers, employees, and agents shall notify the Department, at any time 
either during or after completion or termination of this Agreement, of any intended statement 
to the press or any intended issuing of any material for publication in any media of 
communication (print, news, television, radio, Internet, etc.) regarding the services provided or 
the data collected pursuant to this Agreement at least 24 hours prior to any statement to the 
press or at least five business days prior to the submission of the material for publication, or 
such shorter periods as are reasonable under the circumstances. The Contractor may not issue 
any statement or submit any material for publication that includes confidential information as 
prohibited by this Article. 

 
16.5. At the request of the Department, the Contractor shall return to the Department any and all 

confidential information in the possession of the Contractor or its subcontractors. If the 
Contractor or its subcontractors are legally required to retain any confidential information, the 
Contractor shall notify the Department in writing and set forth the confidential information 
that it intends to retain and the reasons why it is legally required to retain such information. 
The Contractor shall confer with the Department, in good faith, regarding any issues that arise 
from the Contractor retaining such confidential information. If the Department does not 
request such information or the Law does not require otherwise, such information shall be 
maintained in accordance with the requirements set forth in Part IV, Section 15.3.2 of the 
Standard Services Contract. 

 
16.6. A breach of this Section 16 shall constitute a material breach of this Agreement for which the 

Department may terminate this Agreement pursuant to Part IV, Section 18 of the Standard 
Service Contract. The Department reserves any and all other rights and remedies in the event 
of unauthorized disclosure. 

 
17. PROCUREMENT AND SOURCING SOLUTIONS PORTAL (PASSPORT) 
 

17.1. Vendors intending to do business with the City of New York should complete an online 
Procurement and Sourcing Solutions Portal (PASSPort) disclosure filing (formerly known as 
VENDEX) to be considered for contracts. Vendors must create online accounts and file all 
disclosure information. 

 
17.2. This contract may be subject to these filing requirements prior to any award. Failure to file may 

be cause for disqualification. 
 
17.3. Paper submissions, including Certifications of No Change to existing VENDEX packages, will not 

be accepted in lieu of completed online filings. For more information about PASSPort, please 
visit nyc.gov/passport. 

 
17.4. Additionally, pursuant to Procurement Policy Board Rule 2-08(f)(2), the Contractor will be 

charged a fee for the administration of the PASSPort system, including the Vendor Name Check 
process, if a Vendor Name Check review is required to be conducted by the Department of 
Investigation. The Contractor shall also be required to pay the applicable required fees for any 
of its sub-contractors for which Vendor Name Check reviews are required. The fee(s) will be 
deducted from payments made to the Contractor under the contract. 
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17.5. For contracts with an estimated value of less than or equal to $1,000,000, the fee will be $175. 
For contracts with an estimated value of greater than $1,000,000, the fee will be $350. 
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ATTACHMENT B BIDDER CAPACITY FORM – QUEENS EAST 

THE CITY OF NEW YORK 
DEPARTMENT OF CITYWIDE ADMINISTRATIVE SERVICES 

AUTO BODY AND CHASSIS REPAIR SERVICES FOR  
VEHICLES OWNED AND/OR OPERATED BY THE CITY OF NEW YORK 

STATIONED IN QUEENS EAST 

NOTICE: The City of New York ("City") is seeking auto body and chassis repair services vendors that are in 
close geographic proximity to the parking and operating areas of the City's fleet stationed in QUEENS 
EAST, as defined in the specifications. For this portion of the bid, the bidder's primary repair facility is 
required to be located ten (10) Drivable Miles, or less, from the Department of Parks and Recreation 
[“DPR”] Repair Facility located in Cunningham Park, 199-02 Union Turnpike, Queens, New York. 

To bid on the QUEENS EAST auto body and chassis repair services solicitation, the bidder must complete 
this Bidder Capability Form and the Bid Sheet labeled "QUEENS EAST." To bid on a solicitation for 
another geographical area of the City, the bidder must complete the Bid Capability Form and the Bid 
Sheet labeled for that other geographical area. 

The bidder hereby certifies that, in providing the auto body and chassis repair services, it can meet and provide 
the requirements lettered A through F, below, by initialing the appropriate blocks and setting forth in detail how 
it meets and provides each requirement. The City may reject any bid that fails to meet these requirements. The 
City reserves the right to request the bidder to further explain its comments and to inspect the bidder's facilities 
prior to an award of a contract.  

Please complete this form in its entirety and attach the completed form to the PASSPort Questionnaire. 

A. Licenses, Certificates, References

1. Does bidder possess a valid license as a motor vehicle repair shop?

Yes _____ No _____ Bidder Initials: _____

2. Please provide New York State Motor Vehicle Repair Shop Certificate Number OR New Jersey
License #:

___________________________________________________________________

3. Does bidder have on its staff at least one (1) technician who has a National Institute for Automotive
Service Excellence ["ASE"] certificate as a Master Collision Repair/Refinishing Technician?

Yes _____ No _____ Bidder Initials: _____ 

4. Are all permits and licenses to use all equipment within bidder's facilities current?

Yes _____  No _____  Bidder Initials: _____
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5. Are bidder's facilities for Hazardous Waste Removal in compliance with EPA, state and local laws, 
rules and regulations? 

 
   Yes _____  No _____  Bidder Initials: _____ 

 
6. Bidder to list at least five years of experience in providing auto body repair services and provide at least 

four (4) references. 
 

Number of years' experience:  _______ 
 

References: 
 
#1: Name: ___________________________________________________________________ 
 

Address: ___________________________________________________________________ 
 
 ___________________________________________________________________ 
 
e-mail: ___________________________________________________________________ 
 
Phone:  ___________________________________________________________________ 

 
 
#2: Name: ___________________________________________________________________ 
 

Address: ___________________________________________________________________ 
 
 ___________________________________________________________________ 
 
e-mail: ___________________________________________________________________ 
 
Phone:  ___________________________________________________________________ 

 
 
 
 
#3: Name: ___________________________________________________________________ 
 

Address: ___________________________________________________________________ 
 
 ___________________________________________________________________ 
 
e-mail: ___________________________________________________________________ 
 
Phone:  ___________________________________________________________________ 

 
#4: Name: ___________________________________________________________________ 
 

Address: ___________________________________________________________________ 
 
 ___________________________________________________________________ 
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e-mail: ___________________________________________________________________

Phone:  ___________________________________________________________________ 

7. Does the bidder have on its staff at least two (2) technicians who has been Hybrid Safety trained by a
hybrid manufacturer or a dealership representing the manufacturer or accredited training certificate
approved by OEM (i.e., I-CAR, ASE, etc.).

  Yes _____  No _____  Bidder Initials: _____ 

8. Does the bidder have on its staff at least one (1) technician who has been Electric Vehicle Safety trained
by a hybrid manufacturer or a dealership representing the manufacturer or accredited training
certificate approved by OEM (i.e., I-CAR, ASE, etc.).

  Yes _____  No _____  Bidder Initials: _____ 

B. Staging and Parking Facilities

The bidder's primary facility  is to be located within ten (10) drivable miles of the DCAS garage facilities located at 
Cunningham Park, 199-02 Union Turnpike, Queens New York.  Further, the bidder's primary repair facility is to 
be able to accommodate three (3) City vehicles for auto body repair at any given time, in addition to its other 
workload, and the facility must allow for appraisers and City inspectors to access such City vehicles. 

1. Bidder to list the address of its primary repair facility where City vehicles will be delivered and picked up.

Comments:  
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2. Is this facility within ten (10) drivable miles of Cunningham Park, 199-02 Union Turnpike, 

Queens, New York?

Yes _____ No _____ Bidder Initials: _____

3. Can this facility accommodate three (3) City vehicles in addition to other workload?Yes 

_____ No _____ Bidder Initials: _____

C. Body Repairs and Chassis Straightening

The bidder must be able to perform: 
• all mechanical, electrical and body repair, including the straightening or replacement of body

panels, bumpers, brackets and lights;
• chassis alignments and must possess straightening equipment to repair all unibody and

conventional frames to manufacturer specifications.

1. Can the bidder perform all mechanical, electrical and body repair?

Yes _____  No _____  Bidder Initials: _____

2. Can the bidder perform chassis alignment?

Yes _____ No _____ Bidder Initials: _____ 

3. Does the bidder possess straightening equipment to repair all unibody and conventional frames to
manufacturer specifications?

Yes _____ No _____ Bidder Initials: _____

4. Does the bidder possess wheel alignment machines to align steering?

Yes _____ No _____ Bidder Initials: _____

Comments:  
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D. Painting Facilities and Equipment 
 
The bidder must have an enclosed paint spray booth that conforms to:  
 

• All requirements of the United States Environmental Protection Agency ["EPA"] and  
• New York City fire prevention and building codes or the applicable codes of another locality where the  
 spray booth is located. 
 
1.  Does the bidder have an enclosed paint spray booth as described above? 

 
   Yes _____  No _____  Bidder Initials: _____ 
 
The bidder must employ industry recognized masking and repainting techniques, including color matching 
and blending.  
 

2. Will the bidder employ industry recognized masking and repainting techniques?  If so, please 
describe those techniques. 

 
Yes _____ No _____ Bidder Initials: _____ 
 

Description: 
 

 
 
 
 
 
 
 
 

 
 
 
 Comments:   
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E. Subcontractors 
 

1.  Will bidder utilize any subcontractors for this contract? 
 
Yes _____  No _____  Bidder Initials: _____ 
 

  
2.  If yes, please provide the following information: 

 
 Subcontractor(s) Name: 
 
 

 
 
 
 

 
 Subcontractor(s) Address: 
 
 

 
 
 
 
 
 
 
 

 
 
 Services to be Subcontracted: 
 
  

 
 
 
 
 
 
 
 

 
 
Note: Per the Specifications, the Contractor shall obtain written approval from DCAS before subcontracting any 
portion of the Services.  The City reserves the right to request proof of qualifications, licenses and experience 
prior to making a final determination. Please review Section 11 of the Specifications for additional information. 
 
 
 



BIDDER CAPACITY FORM – QUEENS EAST 

F. Other 
 

1. Does the bidder have a digital camera? 
 

 Yes _____  No _____  Bidder Initials: _____ 
 
 

2. Can bidder attach digital photographs to shop estimates?   
 
 Yes _____  No _____  Bidder Initials: _____ 
 

3. Can bidder forward estimates by e-mail using PDF or similar file extension? 
 
  Yes _____  No _____  Bidder Initials: _____ 
 
 
 
 

4. Bidder to indicate which software it will be using to write its estimates: 
 
 Motor Crash Estimating Data Yes _____ No _____ Bidder Initials: _____ 
 
 Audatex  Yes _____ No _____ Bidder Initials: _____ 
 
 Mitchell Estimating Yes _____ No _____ Bidder Initials: _____ 
 
 ADP Shoplink Yes _____ No _____ Bidder Initials: _____ 
 
 Other, please list: 
 
 ___________________________________________________________________________ 
 NOTE:  Other offered software will be evaluated and must be approved for use by NYC Fleet 
 
 
 
 
 
 
 

COMPANY NAME: 

SUBMITTED BY (print name): 

TITLE: 

SIGNATURE: 

DATE: 



N¥C Yume Kitasei  

Commissioner 

Citywide Administrative Services 

ATTACHMENT D

Roman Gofman 

Deputy Commissioner 

Citywide Procurement 

Whistleblower 
Notification & DOI 

Poster



ATTACHMENT D 

NOTICE TO BIDDERS, PROPOSERS, CONTRACTORS, AND 

RENEWAL CONTRACTORS 

This contract includes a provision concerning the protection of employees 

for whistleblowing activity, pursuant to New York City Local Law Nos. 30-2012 and 

33-2012, effective October 18, 2012 and September 18, 2012, respectively. The

provisions apply to contracts with a value in excess of $100,000.

Local Law No. 33-2012, the Whistleblower Protection Expansion Act 

("WPEA"), prohibits a contractor or its subcontractor from taking an adverse 

personnel action against an employee or officer for whistleblower activity in 

connection with a City contract; requires that certain City contracts include a 

provision to that effect; and provides that a contractor or subcontractor may be 

subject to penalties and injunctive relief if a court finds that it retaliated in 

violation of the WPEA. The WPEA is codified at Section 12-113 of the New York 

City Administrative Code. 

Local Law No. 30-2012 requires a contractor to prominently post 

information explaining how its employees can report allegations of fraud, false 

claims, criminality, or corruption in connection with a City contract to City officials 

and the rights and remedies afforded to employees for whistleblowing activity. 

Local law No. 30-2012 is codified at Section 6-132 of the New York City 

Administrative Code. 
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NYC Earned Safe & Sick Time Rider 
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ATTACHMENT F 

NYC Side Guard Law Rider 
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ATTACHMENT G 

   Iran Divestment Rider
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NYC Mayoral Executive 
Order 39 Rider 
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90L Standard Service Contract 
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