
Pre-Bid Conference Minutes 
Monday, April 23, 2012 

DHMH/OPASS #13-10886 
 

DHMH Requestor:  Springfield Hospital Center (SHC) 
 
Solicitation:   Cosmetology Services at Springfield Hospital Center  
 
Purpose:  To provide Cosmetology services for Springfield Hospital Center 
 
Procurement Method: Invitation for Bid  
 
DHMH Employees Present: 
 
Cathy Carter, Office of Procurement and Support Services 
Janet Short, Springfield Hospital Center 
Paul Althoff, Springfield Hospital Center 
 

Meeting Minutes 
Topic Discussion Action 

Introduction Cathy Carter called the Pre-bid conference to 
order with introductions 

 

 

Pre-Bid Minutes Mr. Althoff reviewed the DHMH Invitation for 
Bid  

 

 
Attendees were asked to sign the sign-in sheet and leave business cards in case there is a need to 
contact individuals as a result of the conference, or if any addendums, etc. are required. 
 
The contract resulting from this IFB will be for a period of three (3) years beginning on or about 
July 1, 2012 through June 30, 2015.  There is no renewal options associated with this contract. 
 
The procurement method for this solicitation is COMPETITIVE SEALED BIDS.  Subsequent to 
this pre-bid conference, written questions will be accepted by the Issuing Office until there is 
insufficient time for a response.  Questions and Answers along with the Minutes from this pre-
bid will be posted on eMarylandMarketplace (eMM). 
 
 It was also noted that in order to receive a contract award a vendor must be registered on eMM 
and eMM vendor  number should be indicated on transmittal letter. 
 
TIMELY SUBMISSIONS ARE IMPORTANT – LATE SUBMISSIONS SHALL NOT BE 
ACCEPTED – Bids are due no later than May 7, 2012 @ 2:00 p.m.  Bids are to be submitted in 
triplicate and addressed to Mr. Paul Althoff at the address listed on the Key Information 
Summary Sheet of the Invitation to Bid. 
 
This is an “Indefinite Quantity Contract with Firm Fixed Unit Prices” in accordance with 
COMAR 21.06.03.06. 
 
The Department intends to make up to one (1) award as a result of this IFB. 
 



Be sure that you have completed and signed the Bid/Proposal Affidavit. If there is a question of 
who your Resident Agent is, please call the State’s Corporate Charter Division at (410) 767-
1330. The office is located at 301 W. Preston Street, Balto., MD.  
 
Within five (5) days of being notified of its recommendation for award, the bidder must complete 
and submit Contract Affidavit set forth in Attachment C. Please note that the contract shall not 
become effective until the Contract Affidavit is signed and returned. We suggest that this 
document be completed and submitted with your bid.  
 
Please include in your transmittal letter a statement regarding the appropriate Tier designation 
for the Living Wage Requirement Law (see Attachment G and G1). 
  
IMPORTANT DOCUMENTS TO BE INCLUDED WITH THE BID are listed under Section 
3.4 - Additional Required Submissions. 
 
Page 11 informs contractor of payment by Electronic Funds Transfer, and is mandatory for all 
procurements exceeding $100,000.00.  
 
Do not forget to sign the Bid and Signature pages.  
 
There are three acceptable means of delivering your proposals. 
 
U.S. POSTAL SERVICE 
HAND DELIVERY BY OFFEROR – ask for receipt 
HAND DELIVERY BY COMMERCIAL CARRIER – ask for receipt 
 
Your bids will be opened at 2:00 p.m. on May 7th, 2012, at which time the award will be made 
to the most favorable (lowest) responsive and responsible bidder.  The BID opening is open to 
the public. 
 
Section 2 – Scope of Work 
 

Reviewed cosmetologist work requirements on pages 14-20 of solicitation 
Reviewed sections 2.2 (bidder minimum qualifications) and 2.3 Scope of Work Requirements on 
page 14; Services to be performed on page 15;  Orientation requirements were reviewed as well 
as Criminal Background Check requirements;  additional required submissions (Sec. 3.4) on 
page 21 as well as the attachments described on page 23.  Reviewed bid page found on page 45-
49 of the solicitation. 
 

Those in attendance were asked to send any further questions via email so that there would be a 
written record of any requests.  A site tour was provided of the salon and one of the patient units.   
 
It was also mentioned that at times the cosmetologist may need to go to the patient units to 
provide haircuts, no other services will be provided outside of the salon. 
 



Questions 
 

Q:  The solicitation is only requiring the cosmetologist to have 2 year’s of experience? 
A:  Yes- The cosmetologist shall have provided service as a licensed cosmetologist for the past 2     
years. 
 
Q:  What are the Insurance Requirements? 
A:  The insurance requirements can be found on page 19 of the solicitation 
 
Q:  What is a Resident Agent? 
A:  The registered agent must be available during normal business hours and have a physical 
address in the state of incorporation or qualification.   A registered agent receives important legal 
and tax documents on behalf of a business.  For additional information on what a resident agent 
is, please call the State Corporate Charter Division at 410.767.1330 
 
Q:  What if there was a special hair concern (i.e. such as issues with the scalp)? 
A:  The Contractor would stop treatment and report concern to the Contract Monitor.  Also 
Contractor should always follow all health and safety standards as regulated by the MD State 
Board of Cosmetologists. 
 
 
Pre-Bid Conference Attendees: 
 
Angela James – Emajs Hair Replacement, LLC 
Sylvia Williams – Fetish for Hair Salon 
 
The Pre-Bid Meeting adjourned at 11:45 AM. for a tour of the salon. 
 
 

Respectfully submitted:      Paul Althoff___________________ 

           Paul Althoff, Procurement Coordinator  


