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COMPETITIVE SIMPLIFIED PROCUREMENT 
November 23, 2009 

 

PROJECT TITLE:  Audio Equipment Rental for Commencements  

 

PROJECT NUMBER:  TU-1032 

 

DESCRIPTION:  Provide audio equipment and technical support for winter and spring 
commencement ceremonies.   

 

PRE-BID/PROPOSAL/WALK-THROUGH:   Monday, November 30, 2010 @ 10:00 AM, Towson 
Center Arena.  If you wish to request an ADA accommodation, please telephone (410) 704-2171.  
This pre-bid, walk-through is not mandatory, but encouraged if you are not familiar with the 
University’s commencement ceremonies. 
  

DEADLINE FOR QUESTIONS:  Tuesday, December 1, 2009 @ close of business. 

 

BID DUE NO LATER THAN:  Tuesday, December 8, 2009 @ 2:00 PM 

 

TENTATIVE DATE OF AWARD: Thursday, December 10, 2009 

 

ISSUING OFFICE AND PROCUREMENT OFFICER: 
**Issuing Office:  Procurement Department 
Mailing Address  Towson University 
    8000 York Road 
    Towson, MD  21252 
 
 *Campus Office Location: 7720 York Road, 4th Floor 
Phone Number:  (410) 704-3492  
Facsimile Number:  (410) 704-8233 
Procurement Officer 
  Representative:  Lorraine Ziara-Denmark 
Procurement Director:  Lucy Slaich 
     

INQUIRIES REGARDING THIS BID MAY BE MADE TO: Lorraine Ziara-Denmark, Procurement 
Officer Representative, E-mail: lziaradenmark@towson.edu or Phone: (410) 704-3492. 
 

PROCUREMENT METHOD: This solicitation will be conducted in accordance with the University 
System of Maryland’s (USM) Procurement Policies and Procedures, Competitive Simplified 
Procurement. 
 

BASIS FOR AWARD:  Award will be made to the responsive and responsible bidder whose bid is 
determined to be most advantageous to the University considering the bid price, the submittal 
requirements detailed in the solicitation, and sound business practices. 
 

PARKING: All vehicles parked on Towson University property must strictly observe University 
parking regulations. Each vehicle parked on campus between 6 am and 8 pm, Monday through 
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Thursday, and from 6 am to 3 pm on Fridays, must display a valid University permit unless 
parked at a paid meter. Parking on sidewalks or unpaved areas is prohibited at all times. All fines 
for parking or other vehicle violations are the responsibility of the Contractor.  This applies 
to vendors, salespersons, company vehicles, and Contractor employees’ personal vehicles. Long- 
and short-term permits are available, at designated rates, for vendors with contracts 
that require them to park regularly on the campus; see the parking website at 
http://wwwnew.towson.edu/adminfinance/auxservices/parking/ for permit rates and information to 
support preparation of Bid/Price Proposal. 
 

NOTE:  PARKING FEES MUST BE INCLUDED IN BID/PRICE PROPOSAL 
 

INCLUDED IN BID PACKAGE:  Specifications, Bid Form, Terms & Conditions for Simplified 
Acquisitions, Exhibit F (Company Profile), and Exhibit G (Firm Experience).  
 

BID SUBMITTALS:  The following items should be submitted with the Bid: Bid Form, Exhibit F, and 
three different experience/references on Exhibit G (copy as needed). 
 
One (1) original copy is requested. 
 
Prices quoted are valid for 90 days unless otherwise noted. 
 

BID RESPONSE SHOULD BE MADE VIA: Mail: Regular mail or hand deliver, or Fax:  Fax – Angela 
Rehrmann (410-704-8233), hand deliver to *Campus Office Location, or mail to the **Issuing Office 
Location (please allow extra time if you plan to mail your bid). 
 

MINORITY BUSINESSES ARE ENCOURAGED TO RESPOND 

http://wwwnew.towson.edu/adminfinance/auxservices/parking/
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AUDIO EQUIPMENT FOR COMMENCEMENTS 

TU-1032  

SPECIFICATIONS 

 

A. SCOPE 

 

Towson University is seeking a contractor to provide audio equipment rental and 

technical support for the University’s winter and spring commencement ceremonies and 

for the Baltimore County high school graduation ceremonies held on campus. 

 

University commencement will take place on January 10, 2010 and on May 19, 20, and 

21, 2010, at the Towson Center Arena.  There will be two (2) ceremonies each day, one 

at 10:00 AM and one at 2:00 PM.  Each ceremony will last approximately two (2) hours. 

 

High school commencements will begin on May 28, 2010 and run through June 11, 

2010. 

 

B. CONTRACT TERM 

 

The contract will be for the 2009-2010 academic year. 

 

C. GENERAL CONDITIOINS 

 

1. All bidders shall have a minimum of five years experience providing production 

video equipment and services. 

2. Bidders shall provide technical support for all rental equipment  24 hours a day, 7 

days a week. The name and telephone number for technical support shall be 

provided prior to the start of the contract. 

3. At least three references of projects similar in size and scope to this solicitation, 

preferably with higher education institutions, shall be submitted on Exhibit G 

(duplicate as necessary) and shall include current names and telephone 

numbers.  The University may contact the references provided to verify the 

accuracy of any information submitted. 

4. Bidders shall have facilities within a 50-mile radius of the University in order to 

provide a 2-hour turn-around time for equipment. 

5. The University may require any bidder to furnish additional information regarding 

performance, financial capacity, expertise, or other qualifications to confirm 

bidder responsibility. 

 

D. SPECIAL CONDITIONS 

 

1. All directions for the commencement ceremonies shall come from the Technical 

Operations Production Manager for the University. 
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2. At the beginning of the contract period and as required due to personnel changes, 

the Contractor shall supply the University with emergency phone numbers for the 

Contractor representatives. 

 

3. Equipment must be delivered during the designated timeslots. 

 

4. No additional delivery or fuel charges shall be billed to the University. 

 

5. Contractor’s personnel shall wear uniforms or badges to clearly identify that they 

are employees of the contractor. 

 

6. The University may request the removal of any of the Contractor’s employees. 

 

7. Inclement weather may necessitate moving the winter commencement to January 

11, 2010.  Bidders shall include the cost should postponement be made by the 

University. 

 

8. Towson University Winter Commencements 

 Show Date:  January 10, 2010, 10:00 AM and 2:00 PM 

 Delivery and Set-up:   January 8, 2010, 9:00 AM 

 Strike and Pick-up:   January 10, 2010, 5:00 PM 

 

9. Towson University Spring Commencements 

 Show Date:  May 19, 20, and 21, 2010, 10:00 AM and 2:00 PM 

 Delivery and Set-up:  May 17, 2010, 9:00 AM 

 **Strike and Pick-up:  May 21, 2010, 5:00 PM 

 

10. High School Commencements 

 Show Dates:  May 28 through June 11, 2010 

 **Delivery and Set-up:  May 27, 2010, 9:00 AM 

 Strike and Pick-up:  June 11, 2010, 10:00 PM 

 

** (The University prefers that the equipment stay on campus between May 17 and 

May 28.  However, since it will not be used, it may be picked up and redelivered for the 

high school ceremonies.) 

 

E. EQUIPMENT SUMMARY 

 

1. Twelve (12) JBL VerTec speakers with power (VT4888DP) or equivalent.  To 

include all necessary rigging and cabling to fly in a left/right configuration.  (no 

QSC, PAS, Renkus-Heinz).  Self-powered cabinets. 

 

2. Twenty-four (24) JBL Control 25A/V or equivalent. To include all cabling, stands, 

and amplification to provide two (2) on-stage mixes for fold-back.   



TU-1032 Audio Equipment Rental for Commencements – Specifications Page 3 of 3 
 

 

3. Power distribution for items 1 and 2 above.  (Power is 150 feet from the stage, 

ground and neutral reversed.)  

 

4. All access of control parameters for equipment to be available to the technical 

operations staff of Towson University. 

 

F. PERSONNEL SUMMARY 

 

1. Technician to deliver and set-up equipment. 

2. Technician to strike and return equipment. 

 

G. UNIVERSITY TO PROVIDE 

 

1. Complete FOH setup 

2. Audio snake 

3. Supplementary speaker systems (front fills, monitors) 

4. Crew for setup and strike 
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INDIVIDUAL PRINCIPAL Firm Name:        

  Address:         

             

 Phone/Fax No.:        

 E-mail Address:        

               
                            Federal Tax ID or Social Security No. 
 
Witness:                                                               Signed:          
  

 
 

CO-PARTNERSHIP PRINCIPAL   Address:         

 Phone/Fax No.:        

 E-mail Address:        

         
                        Federal Tax ID or Social Security No. 
In the Presence of 

Witness:                                                                 By:         
 
Witness:                                                                 By:         
 
Witness:                                                                 By:            
        Partner   
 

 
 
CORPORATE PRINCIPAL        
    Name of Corporation 
 
 Address:       

         

 Phone/Fax No.:        

 E-mail Address:        
 
             
    Federal Tax ID Number  
 
The undersigned affirms, and it is a condition precedent to acceptance of this bid, that the bidder has not 
been a party to any agreement to bid a fixed or uniform price.   
 
  By:        
    Signature of Officer or Authorized Agent 
      (Affix Corporate Seal) 
 
             
     Printed Name 
 
             
           Title 
 
Witness:     
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