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INTRODUCTION 
 

The Downtown Brooklyn Partnership, Inc., a New York not-for-profit corporation with an office located at 1 
MetroTech Center North, Suite 1003, Brooklyn, NY 11201 (“DBP”) is acting as agent for three organizations, 
Fulton Mall Improvement Association (“FMIA”), Court-Livingston-Schermerhorn Business Improvement 
District (“CLS”), and the MetroTech Area District Management Association (“MTBID”), (collectively the 
“business improvement districts” or (“BIDs”) is seeking proposals from  independent, Passport–approved 
contractors (“Proposer”) to install, maintain, repair, remove and store existing holiday season 
fabrications that will enliven DBP’s public spaces and streetscapes during holiday seasons for years 
to come; increase exposure and brand awareness for Downtown Brooklyn and the three BIDs; 
attract visitors to Downtown Brooklyn, especially during evening and nighttime hours; and serve 
as a positive amenity for the businesses, employees, residents, and other stakeholders of the 
district beginning November 11, 2018 through the first week of January of the following year. 
 
SCOPE OF SERVICES  
The Downtown Brooklyn Partnership is seeking a firm or team of firms to install, maintain, repair, remove and 
store existing holiday season fabrications. Proposers should include estimated costs for changes each year. 
 
It is the intention of the Downtown Brooklyn Partnership to enter into a contract with the chosen firm or 
team for the execution of this project. 

 
Proposal Requirements 
x The fabrications will be placed outdoors and must be able to withstand adverse weather conditions. 
x Proposals should include a plan for transportation, removal, and storage of the fabrications and all 

requisite costs. 
x The total cost should not exceed $120,000.  
x Proposals should include retrofitting abilities for a power source. 
x Proposals must include a single point of contact including phone number and email address. 
x The fabrication must be fully installed and operational by Sunday, November 11, 2018. 
x Proposal is required to provide adequate maintenance personnel at the ceremonial lighting of the holiday 

installation at a date to be determined. 
 
Project Management, Implementation and Coordination 
Proposer shall provide a standard operating procedure for the project to be successfully executed, including 
but not limited to the following: safe installation, operation, and maintenance management a t  the 
installation site and how the necessary approvals and permits will be obtained. The installation may evolve or 
expand over time. As stated above, if annual storage is provided, the costs for storage should be included and 
can be provided as a separate cost if applicable.  
 

Timeline and Schedule 
Proposer must provide a preliminary project schedule including key project milestones and decision points, and 
deliverables for installation, maintenance and storage as well as securing necessary approvals and permits. 
 



 

  
Experience 
The Proposer or Proposer team shall be experienced in the following: 

x Successfully implementing outdoor installations. 
x Coordinating and implementing large-scale projects, programs and/or experiences for audiences in 

public spaces. 
x Experience with the technical aspects, components and equipment (structural needs, lighting, 

programming, projecting, etc.) required by the scope of services. 
x Navigating city permitting and approval processes to execute public projects similar to what is being 

sought by the Downtown Brooklyn Partnership. 
  
PERTINENT DATES 

x Release Date: Tuesday, August 7, 2018 
x Pre-Proposal Site Tour: Friday, August 17, 2018  
x Proposal Submission Closing Date: Tuesday, August 21, 2018 5:00 p.m. 
x Finalist Selection Notification Date: Friday, August 24, 2018 
x Installation Set Up Deadline: Sunday, November 11, 2018 
x Opening Ceremony and Related Programming Events: Week of November 19, 2018 

 
PROPOSAL SUBMISSION PROCESS 
 

The Downtown Brooklyn Partnership will not accept oral proposal. Proposals should be submitted electronically 
to Charlotte Laffler at claffler@downtownbrooklyn.com. Proposals received after the Closing Date may not be 
accepted and, if accepted, may not be considered in response to this RFP. 
 
Questions regarding the RFP must be in writing and should be directed to Charlotte Laffler, via electronic mail 
(claffler@downtownbrooklyn.com). Questions should be submitted no later than Friday, August 10th, 2018.  
 
A pre-proposal conference followed by site tour will be held at 1PM on August 14, 2018 at 1 MetroTech Center 
North, Suite 1003, Brooklyn, NY 11201. Potential Proposers must RSVP by August 10, 2018 for the pre-proposal 
conference via email to claffler@downtownbrooklyn.com. 
 
 
 Proposals shall contain the following: 
 

1) Cost and schedule (See Appendix A) 
2) Proof of Passport certification 
3) Statement of qualifications including but not limited to the number of years of experience providing 
electrical services, a list of past projects, letters of reference and examples of other electrical maintenance 
and repair work if applicable; 
4) U p o n  r e q u e s t ,  p roof of relevant permits, licenses, operating certificates and other documents 
that provide or otherwise evidence the Proposer’s governmental authority for work to be performed in the 



 

City of New York must accompany its response to this Proposal, together with copies of any violations 
issued by any relevant city, state, or federal agency received in the last three years, and their status upon 
request. 
5) Proposers must acknowledge, in writing, that they have sufficiently reviewed and understand the detailed 
scope of work (starting on page 1). 
6) If selected, the Proposer must show proof of the following insurance (See General Terms) 
 

SUBMISSION GUIDELINES 
 
Review of Submissions 
The Downtown Brooklyn Partnership will review all submissions for completeness and compliance with the 
terms and conditions hereof. The Downtown Brooklyn Partnership reserves the right to request additional 
materials, including those it may deem useful or appropriate to evaluate each Proposer’s qualifications and 
past experience, or clarification or modification of any submitted proposal. The Downtown Brooklyn Partnership 
will permit the correction of deficient submissions that do not completely conform to this RFP on a case by 
case basis. Submission of a proposal shall constitute the Proposer’s permission to the Downtown Brooklyn 
Partnership to make such inquiries concerning the Proposer, as the Downtown Brooklyn Partnership in its 
discretion deems useful or appropriate. The Downtown Brooklyn Partnership is not obligated to make any such 
request or to accept any unsolicited additional materials, clarification, modification or background information. 
The Downtown Brooklyn Partnership may conduct discussions with some of the Proposers submitting 
proposals and not others. The Downtown Brooklyn Partnership reserves the right, in its sole discretion, to reject 
at any time any or all proposals, and to withdraw this RFP without notice. 
 
The Downtown Brooklyn Partnership may choose a Proposer to execute specific services such as fabrication 
and/or installation or other aspects of the project for a design concept not submitted by any Proposers. The 
Downtown Brooklyn Partnership reserves the right to request to purchase a design concept or concepts from 
one Proposer and select another firm or Proposer to execute it. 
 
Although the Installation is intended to be used on an annual basis, the Downtown Brooklyn Partnership 
reserves the right to suspend or terminate the holiday season installation in subsequent years due to budget 
constraints or other relevant factors. 
 
Selection 
The Downtown Brooklyn Partnership will select the Proposer which, in the sole judgment of the Downtown 
Brooklyn Partnership, most successfully demonstrates the necessary qualities to undertake the project, offers 
the most cost effective proposal and best meets the needs and goals of the Downtown Brooklyn Partnership. 
The Downtown Brooklyn Partnership reserves full right to reject all proposals if it so chooses. Under no 
circumstances will the Downtown Brooklyn Partnership pay any costs incurred by a Proposer in responding to 
this RFP. The review or selection of a proposal submitted by a Proposer will create no legal submission or 
equitable rights in favor of the Proposer, including without limitation, rights of enforcement or reimbursement.  
 
 



 

Selection Criteria 
Criteria on which the Downtown Brooklyn Partnership will base its selection may include, but are not limited to, 
the following: 

x The Proposer’s demonstration of experience in providing services similar to those required by the RFP. 
x The quality of the Proposer’s management, reputation and references. 
x The quality of the proposal and the degree to which it demonstrates the Proposer’s full understanding 

of the ability to perform the services required by the RFP. 
x The cost estimate to complete the project. 

 
GENERAL TERMS 
 
Permits 
The Proposer selected shall be responsible for obtaining all required permits, licenses, approvals and 
authorizations from any and all appropriate City, State and Federal agencies necessary to install, operate and 
manage the project. Costs associated with obtaining the aforementioned items must be included in the project 
cost estimates. 
 
Indemnification 
The Proposer agrees to indemnify and hold the City of New York, the NYC Department of Small Business 
Services, the NYC Department of Transportation, and the Downtown Brooklyn Partnership, the MetroTech BID, 
the CLS BID, the FMIA their agents and employees, harmless from any and all claims, damage, loss, judgments, 
or liabilities including costs and expenses, legal or otherwise, to which they may be subject as a result of any act 
or omission of the Proposer, its agents, employees, subcontractors, contractors, or permittees in connection 
with this RFP. The Proposer shall be solely responsible for the safety and protection of all its employees due to 
the negligence, fault or default of the Proposer. The Proposer shall also require such indemnification from its 
contractors, subcontractors and permittees. 
 
Warranties 
The Proposer warrants that services of any nature furnished hereunder shall be rendered competently by 
qualified personnel in accordance with the best-accepted practice. The Proposer further warrants that such 
services comply with all requirements of federal, state, and local laws and regulations, including, without 
limitation, the Occupational Safety and Health Act of 1970. 
 
Insurance  
Throughout the terms of the contract, the Proposer shall maintain, and shall cause all its subcontractors and 
permittees to maintain, in effect: 
 

x Commercial General Liability Insurance of not less than three million dollars ($3,000,000) combined 
single limit per occurrence, and five million dollars ($5,000,000) aggregate. 

x Workers’ Compensation covering all aspects of its performance under the contract as per statutory 
requirements. 



 

x Automobile Liability Insurance: Commercial Automobile Liability Insurance covering all owned, non-
owned, hired and borrowed vehicles of not less than one million dollars ($1,000,000) for any one 
occurrence. 

x The Downtown Brooklyn Partnership, the MetroTech BID, the CLS BID, the FMIA, the City of New York, 
the NYC Department of Small Business Services, and the NYC Department of Transportation must be 
named as additional insured on all such policies, and the Proposer must be named as an additional 
insured on such policies obtained by its subcontractors and permittees. All insurance policies entered 
into by the Proposer in relation to the contract shall provide that any change in or cancellation of any 
such policies shall not be valid until the Downtown Brooklyn Partnership has had thirty (30) days’ 
notice in writing such change or cancellation. 

x The Proposer shall procure and deliver to the Downtown Brooklyn Partnership certificates of insurance 
executed by the insurance companies providing such insurance upon execution of the contract. 
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APPENDIX A - SERVICES & RATES 
 

The Proposer must submit an estimated budget that outlines the expected costs for all services including, but 
not limited to, hardware/equipment, installation, repair, refurbishment, maintenance and storage as well as 
costs for securing any and all permits or authorizations that may be required. Proposer shall provide all required 
lights, power distribution boxes and electrical cord in good working order and all necessary weather protection.  
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