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	Request for Proposal (IFB) 
Cover Page


	Solicitation Issue Date: Friday, November 21, 2025

	Solicitation Closing Date: Friday, December 19, 2025
	Solicitation Closing Time: 2:00 pm (EST)

	Issued By: United Planning Organization (UPO)

	Address: 301, Rhode Island Ave, NW, Washington, DC 20001

	Telephone Number: 202-238-4600

	UPO is a non-profit organization in Washington DC, founded in 1962 and exempt from all state, local and federal taxes.

	Responses must be received by UPO on or before Friday, December 19, 2025 by 2:00 PM (EST.) 

	Electronic Responses: Please submit your proposal along with bid/quotation to procurement@upo.org 
referencing “Long Term Procurement Plan-OEL - IFB #2025-07” in the subject line. 


	

	For questions/information, please email rhaque@upo.org referencing “Long Term Procurement Plan -OEL – IFB #2025-07” in the subject line. Questions/information must be emailed no later than Monday, December 08, 2025. All questions received by this deadline will be answered within three (3) business days and will be posted as Q&A on the UPO website.

	UPO reserves the right to waive informalities or irregularities, to reject any or all proposals received, to accept the proposal deemed best for the organization, and/or request new proposals if necessary.

	Any objection to the above conditions must be clearly indicated in the proposals.

	In compliance with this IFB and to all the conditions imposed herein, the undersigned offers and agrees to furnish the services in accordance with the attached signed proposal or as mutually agreed upon by subsequent negotiation.

	VENDOR IDENTIFICATION

	Company Name:
	

	Address:
	

	Telephone:
	

	Email:
	

	Federal ID:
	

	Print Name
	Title
	Authorized Signature
	Date
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I. PURPOSE OF THIS IFB

United Planning Organization (UPO) is seeking bids/proposals from qualified, licensed and experienced suppliers/contractors to meet the long-term requirement of various kinds of supplies such as baby supplies, office supplies and school supplies which are required on day-to-day basis at several child development centers of UPO’s Office of Early Learning (OEL).

II. UNITED PLANNING ORGANIZATION 

UPO is a 501(c) (3) private non-profit corporation and the designated Community Action Agency for the District of Columbia (DC), providing leadership, support and advocacy to empower low-income residents of Washington, DC to obtain economic security and self-determination. UPO is a major Office of Head Start (OHS) grantee in the Nation's Capital spanning a period of 50 years.
UPO serves as Washington, DC’s premier non-government organization (NGO), Community Action Agency that promotes economic security and brings innovative ideas to the problem of economic insecurity throughout the District. UPO operates a wide array of special activities and offers many supportive and instructional services including:

· Early Head Start, and other child development programs that make measurable differences in the education of our youngest residents.
· Comprehensive youth services with scholarships for DC residents.
· Transportation services for DC residents experiencing homelessness.
· Training programs designed to prepare participants for skilled employment.
· Substance abuse treatment programs that assist individuals in overcoming their addictions.
· Free tax preparation and e-filing.
· Affordable housing development.
· Permanent supportive housing. 
· Job placement and career development services.
III.	CONTRACT PERIOD 
[bookmark: _Hlk122434980]The initial term of any contract resulting from this solicitation shall be a maximum of twelve (12) months: from January 1, 2026 (or from the date the contract is fully executed) to December 31, 2026, with up to four (4) additional option years, subject to annual review of performance and availability of funds.
The contract type will be “Indefinite Delivery/Indefinite Quantity (IDIQ), Firm-Fixed Price”.


IV.	DESCRIPTION/SPECIFICATIONS OF REQUIREMENTS
All the supplies needed by various child development centers/schools, operated by UPO’s Office of Early Learning (OEL), are grouped into three (3) major categories:

1. Baby Supplies
2. Classroom Supplies
3. Office Supplies

Details of supply items, their sizes/specifications and estimated annual requirements/quantities under these categories are provided in Appendix - B: Pricing Sheet attached to this solicitation. 

Estimated quantities are non-binding; Actual quantities will be determined at the time or times when the purchase orders are issued. This will be an Indefinite Delivery/Indefinite Quantity (IDIQ), firm-fixed-Price contract for on demand delivery of supplies to various locations of Child Development Centers detailed below.
 
UPO’s Office of Early Learning operates following child development centers located within the District of Columbia: 

	Child Development CenterS
	 CENTER LOCATIONS

	Anacostia High School*

	1601 16th Street, SE
Washington, DC 20032


	Azeeze Bates**

	444 16th Street, NE
Washington, DC 20032


	Ballou High School*


	3401 4th Street, SE
Washington, DC 20019


	COOLIDGE HIGH SCHOOL*


	405 SHERIDAN STREET NW
Washington, DC 20011

	C.W. Harris Elementary School*

	301 53rd Street, SE
Washington, DC 20019


	Dunbar Senior High School*

	101 N Street, NW
Washington, DC 20001


	Edgewood OEL CENTER**

	601 Edgewood Terrace NE
Washington, DC 20017


	FREDERICK dOUGLASS CENTER


	3240 STANTON ROAD SE
Washington, DC 20020


	kETCHAM ELEMENTARY SCHOOL*

	1919 15TH STREET SE
WASHINGTON, DC 20020

	Luke C. Moore High School*

	1001 Monroe Street, NE
Washington, DC 20017*

	HD Woodson High School*

	540 55th Street, NE
Washington, DC 20019


	Roosevelt High School*
              
	4301 13th Street, NW. Washington DC, 20011


	Marie Reed Elementary School**


	2200 Champlain St., NW
Washington, DC 20009


	rANDLE hIGHLANDS EARLY CHILDHOOD EDUCATION CENTER*

	1650 30TH STREET SE
WASHINGTON, DC 20020


	DAVIS ELEMENTARY*

	4430 H ST SE 
WASHINGTON, DC 20019

	
	

	
	


*Time Restricted Access
**Key Access to Premises  

The contracted vendors may be required to deliver the ordered quantities of supplies to any of these child development centers/schools located within the District of Columbia, on the specified dates and times. 

V.	PROPOSAL REQUIREMENTS
[bookmark: _Toc401909846]	A. GENERAL REQUIREMENTS
1.	In order to be considered for selection, proposers must submit a complete response to this solicitation electronically to procurement@upo.org referencing “Long-Term Procurement Plan – OEL - IFB#2025-07”. No other distribution of the proposals shall be made by the proposer. 
NOTE: A proposer may submit no more than one proposal in response to this IFB.
2.	Proposals shall include a letter of transmittal signed by an authorized representative of the proposer. Sections must be filled out completely. Failure to submit all requested information will result in the organization requiring prompt submission of missing information. Proposals which are substantially incomplete or lack key information will be rejected by UPO. The contract shall be awarded in whole or partially to the contractor who provides goods or services in the best interest of UPO.
3.	Proposals should be prepared simply, as thorough and detailed as possible, providing a straightforward, concise description to satisfy the requirements of the solicitation. Emphasis should be placed on completeness and clarity of content.
4.	All responses are to be submitted on standard 8.5” X 11” paper size in 12 point font minimum type. Proposers shall respond to the items in the order they are shown in the solicitation. The responses should describe the most favorable terms and shall remain firm for 90 days from the bid closing date. 
5.	Prices should be submitted on the attached Pricing Sheet (Appendix B), exclusive of all federal, state, and local taxes. The contractor will be responsible for providing cleaning products and other materials/supplies proposed for use at the centers. These products should be briefly described in the proposal. Cost of these products and supplies should be included in the “rate per hour” for each center location on the Pricing Sheet. Prices submitted shall be a firm fixed price (all inclusive) for the term of the contract. 
6. 	Ownership of all data, materials and documentation originated and prepared for this solicitation by any proposer shall belong exclusively to UPO.
7.	Contractor shall provide a minimum of three (3) clients’references to whom the contractor has supplied this service during the last three (3) years, with a similar footprint as UPO.

B.	SPECIAL REQUIREMENTS

	All pages of the proposal should be numbered and should be addressed in the proposer’s response in the following order:
a. Completed and signed Cover Page of this IFB. 
b. Letter of transmittal, signed by an authorized representative of the bidder.
c. Table of Contents, cross-referencing the contents of the bid/proposal.
d. A written proposal explaining experience and capabilities along with a statement that the bidder/proposer understands UPO’s requirements.
e. Completed and signed Vendor Identification Form. Blank form included as an attachment (Appendix - A) to this IFB.
f. Completed and signed Pricing Sheet included as an attachment (Appendix - B) to this IFB. 

g. A copy of the current basic business license to operate in the District of Columbia.
h. A copy of the current certificate of liability insurance evidencing coverage of the minimum required in this solicitation and listing UPO as an additional insured.
i. A completed and signed ACH form (Appendix - C)
j. A completed and signed W-9 form. 

VI.	AWARD OF CONTRACT


A. All received bids/proposals will be reviewed to determine if they adhere to the format and instructions of the IFB, meet the criteria, and conform to the objectives and requirements of the IFB. The lowest responsive and responsible bidders will be awarded the contract. 
B. Contract(s) may be awarded to one or more contractors, depending on their pricing and capacity to deliver at various locations within the District of Columbia. 
C. Award of contract does not oblige UPO to order or accept more than UPO’s actual requirements during the period of this agreement, as determined by actual needs and availability of appropriated funds. Contract may be awarded to the Contractor(s) who provide services at the best value for UPO. 
D. UPO reserves the right to accept or reject all or any part of any bid or proposal, waive minor technicalities and award the contract to one or more contractors who best serves the interest of UPO.
E. UPO reserves the right to (a) waive variances or reject any or all bids/proposals, and (b) request clarifications from any or all bidders/proposers. 
F. Bids/proposals shall be rejected if they: (a) are received after closing date and time, (b) contain alterations not initialed by an authorized official, and (c) are not meeting the minimum qualification requirements.

Vii.	GENERAL TERMS AND CONDITIONS

               Please follow this link to refer to the general terms and conditions of this solicitation:
	https://www.upo.org/general-terms-and-conditions-ifb-2025-05/



VIII.	MISCELLENOUS

PLEASE NOTE: UPO is closed on the holidays below and services are not required. A holiday schedule will be provided to the successful contractor upon the execution of contract.
New Year's Day (Observed)
Martin Luther King Jr.'s Birthday (Observed)
President's Day (Observed)
DC Emancipation Day (Observed)
Memorial Day (Observed)
Juneteenth Day (Observed)
Independence Day (Observed)
Labor Day (Observed)
Indigenous People’s Day (Observed)
Veteran’s Day (Observed)
Thanksgiving Day (Observed)
Thanksgiving Friday 
Christmas Day (Observed)
Christmas Holiday 

KEYS Upon award of the contract: Essential keys will be issued for all facilities listed. The contractor(s) must sign for these keys. If a contractor loses any keys, they will be charged for replacements and any additional charges incurred. The contractor(s) must return all issued keys at the termination of the contract.

WASTE: The successful contractor(s) will limit waste of supplies while performing janitorial services. Waste should be disposed of in proper containers. Recycled items should be placed in blue bins at the recycling stations.
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APPENDIX – A

VENDOR IDENTIFICATION (Must be completed and returned with the Proposal)

	Company/Individual’s Name:
	  

	Doing Business As (DBA):
	  

	Company Federal ID# or Social Security No :
	  

	Address:
	

	Remit To Address:
	

	Telephone:
	

	Fax:
	  

	Email:
	  

	Web address:
	

	Main Contact Person:
	  

	Person responsible for response (if different):
	
  

	
    Print Name     
	
   Title
	  Authorized Signature
	
Date

	
	
	
	










APPENDIX – B

PRICING SHEET
	Baby Supplies, Classroom Supplies & Office Supplies - FY 2026
	
	

	ITEM
	MEASURING UNIT
	TOTAL QUANTITY
	UNIT PRICE
	TOTAL AMOUNT

	COMMENTS       (If any)

	A
	B
	C
	D
	E = CxD
	 
	 

	BABY SUPPLIES

	Baby Wipes
	item per case
	2960
	
	0
	 
	 

	shoe covers
	item per case
	850
	 
	0
	 
	 

	changing paper
	item per case
	780
	 
	0
	 
	 

	curity size 3 diapers
	item per case
	1080
	 
	0
	 
	 

	curity size 4 diapers
	item per case
	1320
	 
	0
	 
	 

	curity size 5 diapers
	item per case
	1660
	 
	0
	 
	 

	curity size 6 diapers
	item per case
	2280
	 
	0
	 
	 

	Huggies 2t-3t pull ups
	item per case
	1080
	 
	0
	 
	 

	Huggies 3t-4t pull ups
	item per case
	1800
	 
	0
	 
	 

	Huggies 4t-5t
	item per case
	2320
	 
	0
	 
	 

	Infant Toothbrush 0-3
	per item
	266
	 
	0
	 
	 

	Toothpaste kid -friendly
	per case
	266
	 
	0
	 
	 

	Toothbrush caps
	per case
	533
	 
	0
	 
	 

	food service gloves
	per pack
	178
	 
	0
	 
	 

	Spiffies Xylitol tooth wipes
	per box
	24
	 
	0
	 
	 

	Huggies Pull up 3T-4T Girls 
	per case
	150
	 
	0
	 
	 

	Huggies Pull up 3T-4T Boys
	per case
	150
	 
	0
	 
	 

	Huggies Pull 4T-5T boys
	per case
	150
	 
	0
	 
	 

	Huggies Pull  4T-5T girls
	per case
	150
	 
	0
	 
	 

	Huggies Pull  2T-3T boys
	per case
	100
	 
	0
	 
	 

	Huggies Pull  2T-3T girls
	per case
	100
	 
	0
	 
	 

	Curity Training Pants-Large
	per case
	150
	 
	0
	 
	 

	Curity Training Pants-XL
	per case
	150
	 
	0
	 
	 

	Curity Training Pants-incontinence youth unisex Medium
	per case
	150
	 
	0
	 
	 

	Curity Training Pants-incontinence youth unisex Large
	per case
	150
	 
	0
	 
	 

	CLASSROOM SUPPLIES

	gloves 
	item per case-variety of sizes-large & extra large
	1210
	
	0
	 
	 

	facial tissue
	item per case
	360
	
	0
	 
	 

	toilet paper
	item per case
	720
	
	0
	 
	 

	toilet seat cover
	item per case
	240
	
	0
	 
	 

	disposable chix wipes 
	item per case
	720
	
	0
	 
	 

	trash bags (large)
	item per case
	1060
	
	0
	 
	 

	trash bags (small)
	item per case
	820
	
	0
	 
	 

	laundry detergent
	item per case
	380
	
	0
	 
	 

	dish washing soap
	item per case
	240
	
	0
	 
	 

	bleach
	item per case
	360
	
	0
	 
	 

	hand soap 7.5 oz
	item per case
	180
	
	0
	 
	 

	hand soap 1 gallon
	item per case 
	600
	
	0
	 
	 

	hand sanitizer
	item per case
	920
	
	0
	 
	 

	Roll Towel
	item per case
	960
	
	0
	 
	 

	tri-fold paper towel
	item per case
	1200
	
	0
	 
	 

	Disinfect solution
	item per case
	290
	
	0
	 
	 

	OFFICE SUPPLIES

	copier paper
	per case
	1332
	
	0
	 
	 

	pens
	per pack
	178
	
	0
	 
	 

	post it
	per pack
	266
	
	0
	 
	 

	notepads
	per pack
	444
	
	0
	 
	 

	paper clips
	per pack
	355
	
	0
	 
	 

	staples
	per pack
	444
	
	0
	 
	 

	3 hole punch
	per one
	89
	
	0
	 
	 

	2 hole punch
	per one
	89
	
	0
	 
	 

	letter folder
	per pack
	266
	
	0
	 
	 

	manila folder letter size
	per pack
	355
	
	0
	 
	 

	scissors
	per pack
	133
	
	0
	 
	 

	tape
	per pack
	222
	
	0
	 
	 

	printer ink for HP printer
	per item/bundle with all colors
	25
	
	
	 
	

	HP414; HP410;HP902XL
	 
	 
	
	0
	 
	 

	Staple Remover
	pieces
	15
	
	0
	 
	 

	Stapler
	pieces
	20
	
	0
	 
	 

	Classification Folders with fasteners and 2 dividers
	Box
	30
	
	0
	 
	

	Whiteout correction tape
	pack of 18
	10
	
	0
	 
	 

	Pencils
	pack
	15
	
	0
	 
	 

	Sharpie (black)
	Pack 
	5
	
	0
	
	

	Highlighter-assorted colors
	pack
	30
	
	0
	 
	 

	 
	 
	 
	 
	 
	 
	 

























APPENDIX C

Certification of Debarment, Suspension, Ineligibility and Voluntary Exclusion—Lower Tier Covered Transactions

(1) The prospective lower tier participant certifies, by submission of this proposal, that neither it nor its principals is presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any Federal or District department or agency.

(2) Where the prospective lower tier participant is unable to certify any of the statements on this certification, such prospective participant shall attach an explanation to this proposal concerning each statement to which certification has not been made.
The prospective lower tier participant certifies that neither it nor its principals are on the consolidated List of Debarred, Suspended or Ineligible Contractors prepared by the General Services Administration, the Department of Housing and Urban Development or other Federal or District department or agency.

______________________________________________________
Signature

______________________________________________________
Printed Name and Title of Authorized Signatory

______________________________________________________
Date






APPENDIX D

Certification Regarding Lobbying

The undersigned certifies, to the best of their knowledge and belief, that:
(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for influencing or attempting to influence an officer or employee of an agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal loan, the entering into any cooperative agreements, and the extension, continuation, renewal, amendment, or modification of any federal contract, grant, loan, or cooperative agreement.

(2) If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of /Congress, or an employee of a Member of Congress in connection with this Federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit Standard Form LLL, “Disclosure Form to Report Lobbying,” in accordance with its instructions.

(3) The undersigned shall require that the language of this certification be included in the award documents for all sub-awards at all tiers (including subcontracts, sub-grants, and contracts under grants, loans, and cooperative agreements) and that all sub-recipients shall certify and disclose accordingly. This certification is a material representation of fact upon which reliance was placed when this transaction was made or entered into. Submission of this certification is a prerequisite for making or entering this transaction imposed by section 1352, title 31, U.S. Code. Any person who fails to file the required certification shall be subject to a civil penalty of not less than $10,000 and not more than $100,000 for each such failure.
______________________________________________________
Signature

_____________________________________________________
Print Name and Title of Authorized Signatory

_____________________________________________________
Date

APPENDIX E

Certification Regarding Drug-Free Workplace

By signing and submitting this grant application, the applicant, in accordance with 28 CFR Part 83, certifies that it will provide a drug-free workplace by:

(a) Publishing a statement notifying employees that the unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited in the applicant's workplace and specifying the actions that will be taken against employees for violation of such prohibition,

(b) Establishing a drug-free awareness program to inform employees about:
The dangers of drug abuse in the workplace,
The applicant’s policy of maintaining a drug-free workplace,
Any available drug counseling, rehabilitation, and employee assistance programs, and
The penalties that may be imposed upon employees for drug abuse violation occurring in the workplace. 
(c) Making it a requirement that each employee to be engaged in the performance of the grant be given a copy of the statement required by paragraph (a) above.

(d) Notifying the employee in the statement required by paragraph (a) above, that as a condition of employment under the grant, the employee will:
1. Abide by the terms of the statement, and
1. Notify the employer of any criminal drug statute conviction for a violation occurring in the workplace no later than five day after such conviction. 

(e) Notifying the agency within ten days after receiving notice under subparagraph (d) (2) above, from an employee or otherwise receiving actual notice of such conviction.

(f) Taking one of the following actions, within 30 days of receiving notice under subparagraph (d) (2) above, with respect to any employee who is so convicted:
1. Taking appropriate personnel action against such an employee, up to an including, termination, or
1. Requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitation program approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate agency; and

(g) Making a good faith effort to continue to maintain a drug-free workplace through implementation of paragraphs (a), (b), (c), (d), (e), and (f) above.


[SIGNATURE ON NEXT PAGE]


______________________________________________________
Signature 

______________________________________________________
Printed Name and Title of Authorized Signatory

______________________________________________________
Date

































APPENDIX F

[bookmark: _Hlk114049090]Certification Regarding Environmental Tobacco Smoke

Public Law 103-227, also known as the Pro-Children Act of 1994 (Act), requires that smoking not be permitted in any portion of any indoor facility owned or leased or contracted for by an entity and used routinely or regularly for the provision of health, day care, early childhood development services, education or library services to children under the age of 18, if the services are funded by Federal programs either directly or through State of local governments, by Federal grant, contract loan, or loan guarantees. The law also applies to children’s services that are provided in indoor facilities that are constructed, operated, or maintained with such Federal funds. The law does not apply to children’s services provided in private residence, portions of facilities used for inpatient drug or alcohol treatment, service providers whose sole source of applicable Federal funds is Medicare or Medicaid, or facilities where WIC coupons are redeemed. Failure to comply with the provisions of the law may result in the imposition of a civil monetary penalty of up to $1000 for each violation and/or the imposition of an administrative compliance order on the responsible entity.

By signing the certification, the undersigned certifies that the applicant organization will comply with the requirements of the Act and will not allow smoking within any portion of any indoor facility used for the provision of services for children as defined by the Act.

The applicant organization agrees that it will require that the language of this certification be included in any sub-awards which contain provisions for children’s services and that all sub-recipients shall certify accordingly.

______________________________________________________
Signature

___________________________________________________
Print Name and Title of Authorized Signatory

______________________________________________________
Date





Appendix G 

Supplier ACH/Direct Deposit Authorization Form
(see next page)
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lJ P o WITH OPPORTUNITIES Supplier ACH/Direct Deposit Authorization Form
V United Planning Organization Accounts Payable

NEW Direct Deposit CHANGE Direct Deposit CANCEL Direct Deposit

Name:

Address:

Contact Person’s Name (if other than payee):

Telephone Number:

Email Address:

Bank Name:

Bank Address:

Name on Bank Account:

Bank Account Number:

Nine-Digit Bank Routing/Transit Number (ABA):

Type of Account: Checking Savings

Print Name: Signature: Date:

Please return completed form via email: payments@upo.org

Reviewed and Approved By:

Date:
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