
 

Purchasing Department  
PO Box 750416 

Dallas, TX 75275 

 

RFP Number: SMU -20240304 

EXPRESS SHUTTLE  

 

All bids in response to this RFP are due before: 

5:00 PM Central Time on March 22, 2024 
 

 
 
 
 

REQUEST FOR PROPOSAL  

Please be sure to include this RFP # on Any Submissions  



 
 



 
 

1.3 RFP Schedule 
 
Issue Request for Proposals Monday, March 4, 2024 

mailto:harmony@smu.edu


 
 

with any vendor if such action is deemed to be in the best interest of SMU. 
 

1.9 Proposal Submittal 
 
Suppliers interested in participating in the RFP should submit four (4) hard copies and one 
electronic PDF copy of your proposal to be received no later than close of business, 5:00 PM on 
Closing Date indicated in RFP Schedule. Proposals received after that due date may be rejected. 
To the extent reasonably possible, the University shall keep all proposals confidential.  

 
Proposals must be received by 5:00 PM CST on or before  Friday, March 22, 2024. 

 
Proposal delivery addresses: 
 

Electronic harmony@smu.edu 
  
Postal Mail SMU Purchasing 

Attn: Harmony Mei 
PO Box 750416 
Dallas, Texas 75275-0416 

  
Courier/Physical SMU Purchasing 

Attn: Harmony Mei 
6116 North Central Expressway, Suite 205A 
Dallas, Texas 75275-0416 

  
Ground Shipping SMU Purchasing 

Attn: Harmony Mei 
3140 Dyer Street, MS #416 
Dallas, TX 75205 

 
       
Proposals, modifications or withdrawals received after the date set for receipt of proposals may 
not be considered.   
 
Bidders shall not contact any person within the University directly, in person, by email or by 
telephone, other than the RFP Coordinator concerning this RFP. 
 
Notify Harmony Mei (harmony@smu.edu) via email if company would like to pick up their proposal 
hard copies.  SMU Purchasing will discard/recycle proposal hard copies 30 days after final award 
notification.   

  

mailto:harmony@smu.edu


 
 

Section 2 

RFP Proposal Content Requirements 

2.1 RFP Content 

All companies submitting proposals should include a comprehensive response to items as 
specified in the RFP document and Statement of Work.  Proposals are required to follow the 
exact order as provided in the RFP document and reference the appropriate section identification 
when responding to questions or providing company information 

 

2.2 Company Information 

Provide the company’s exact name, its legal nature (e.g., corporation, limited liability company, 
general partnership, limited partnership, etc.), and the state and country in which the entity was 
organized. 

Provide a brief history of the firm and number of years in business, and demonstrate that it is 
financially capable of providing services to the University. 

Provide the company’s corporate and local addresses (if different), main phone number, web 
address, and person authorized to commit the company to the terms specified in the proposal. 

 

2.3 Personnel Contact Information 

Provide information on the personnel composition of the company and individuals assigned to 
SMU’s account, 



 
 

• Provide hourly rate to be paid by SMU Campus services. Present your best offer initially. SMU 
makes no guarantee that further negotiations will occur. 

 

2.5 Insurance 

State insurance your company has or will obtain insurance to meet University requirements.  See 
Exhibit A  below for Insurance Requirements as set by Office of Risk Management.  Suppliers 
must demonstrate they have insurance that  meets University requirements. 

Submit current COI (Certificate of Insurance) with explanation of the insurances the company has 
and description of its claim history.  COI must be approved by Office of Risk Management.  

State if company agrees to voluntarily assume all risk of loss, damage, injury to its persons or 
property and waive all claims or causes of action which results from operations in, on or about 



 
 

Section 3 

Evaluation Criteria for Award 

3.1 Evaluation Information 

SMU will utilize a selection committee for the evaluation of the RFP.  Generally, the selection 
teams consist of 3-4 individuals who have a direct interest in the award of this contract.   

The Evaluation Committee will ensure that the contractor with the best overall value to the 
University will be selected.  The Committee shall be the sole judge of the comparative evaluation 
of the bids received.  The decision of the Committee will be final. Southern Methodist University 
reserves the right to reject any and all bids.   

The Committee will initially review all proposals for completeness and compliance with the terms 
and conditions of the RFP. Proposals clearly inconsistent with the RFP requirements will be 
eliminated from further consideration. Proposals that pass the completeness and compliance 
review will be evaluated against the Evaluation Criteria outlined herein.  

 

3.2 Evaluation Criteria  

SMU will utilize a selection team to ensure that the contractor with the best overall value and 
ability to meet the requirements is selected.  The evaluation criteria are listed in no particular 
order of importance.  SMU at its sole discretion may choose to award part or all of the scope of 
work contained in this RFP to single or multiple firms. Furthermore, the University does not 
guarantee that any actual Agreement will ensue as a result of the RFP and its evaluation 
process.  

The University intends to award contracts based on perceived best value as determined by a 
review including, but not limited, to the following factors: 

• Firm’s plan to meet requirements as outlined in the Statement  of Work�x 



 
 

 
Section 4 

Requirements and Statement of Work 

  
SMU is seeking a Contractor(s) who will: 
 



 
 

• All driving staff provided have been drug tested in compliance with any applicable laws, rules 
and regulations of any authority having jurisdiction, if so required by such laws, rules and 
regulations. 

• All driving staff provided conform to all applicable requirements for motor carrier drivers. 

• All driving staff provided are prepared with accurate routing information and itinerary specifics. 

• All driving staff will pick-up and drop-off passengers in the safest manner and location possible 
so that passengers are not forced to exit vehicle into on-coming traffic.  Vehicle should be 
parked in such a manner that allows passengers to exit vehicle onto the sidewalk or parking lot 
so passengers are not crossing the street in on-coming traffic.  

• Contractor shall be responsible for providing an alternate vehicle or mode of transportation 
immediately when there is a vehicle mechanical failure.  

• All of the services to be performed by Contractor under or pursuant to the agreement shall be 
of the standard and quality which prevail among similar businesses and organizations of 
superior knowledge and skill engaged in providing similar services under the same or similar 
circumstances. 

• Contractor has all necessary corporate power and has received all necessary corporate 
approvals to execute and deliver the Preferred Provider Agreement/Contract, and the 
individual executing Preferred Provider Agreement/Contract on behalf of Contractor has been 
duly authorized to act for and bind the company. 

• Daily point of contact manager must be attentive, available, and communicative.  

 

To see the current  route maps  with the stops , please visit the DART website for the SMU 440 
Red Express and SMU 442 Blue Express. SMU will provide a list of additional stops to the 
selected vendor(s). Routes, additional stops, schedule, and hours of operation are subject to 
change as designated by t he University.  

 

https://dart.org/guide/transit-and-use/bus-routes/bus-route-detail/bus-route-440-smu-red-express
https://dart.org/guide/transit-and-use/bus-routes/bus-route-detail/bus-route-440-smu-red-express
https://dart.org/guide/transit-and-use/bus-routes/bus-route-detail/bus-route-442-smu-blue-express
https://dart.org/guide/transit-and-use/bus-routes/bus-route-detail/bus-route-442-smu-blue-express


 
 

 
 
 
 

SAMPLE CONTRACT 
 

TO PROVIDE SERVICES ON AN 
ANNUAL BASIS  

TO 
SOUTHERN METHODIST UNIVERSITY 

BY 
(CONTRACTOR) 

 
 
 
 This Contract to provide services (“the Services”) on an Annual Basis (this "Contract") is made 
by and between Southern Methodist University ("SMU"), a Texas nonprofit corporation, with its principal 
offices located at 6425 Boaz Lane, Dallas, Texas 75205, and [enter vendor] (“Contractor”), a [enter 
state] corporation, with its principal offices located at [enter address]. 
 

ARTICLE 1: SERVICES TO BE PROVIDED UNDER THIS CONTRACT 
 

Contractor will provide to SMU the services described in Contractor’s Proposal, attached hereto 
as Exhibit A.  The term “Services” means the services to be provided pursuant to this contract and 
includes all labor, materials, equipment, subcontractor services and/or miscellaneous items provided 
by Contractor to fulfill Contractor’s obligations hereunder.  Labor shall include straight-time wages, 
fringe benefits, workers’ compensation and other insurance, applicable taxes, small tools expenses, 
truck allowance, overhead and profit.  Contractor shall not charge SMU for overtime unless authorized 
by SMU”s Representative designated in Exhibit C. 
 
 

ARTICLE 2: TERM 
 
 The term of this Contract shall commence on [enter date] and shall end at the conclusion of 
business on [enter date].   SMU reserves the right to extend this Contract by written direction of the 
President, a Vice President or other authorized signatory identified in Exhibit C, for three (3) additional 
one-year terms on the terms, including, without limitation, pricing terms, specified in this Contract. 
 
 
  



 
 

ARTICLE 3: CONTRACT SUM AND PAYMENTS 
 

3.1 SMU shall pay to Contractor the Contract sum not to exceed [enter estimated amount] 
$XXX,XXX (XXXX Dollars and No Cents) during each annual term of this Contract.  Contractor will 
invoice SMU on a monthly basis based upon completion of Services as described in quotes or 
proposals accepted by SMU. Each invoice will be delivered to SMU at the address set forth in Exhibit 
C and will specify the location of Services performed, the purchase order number, and will be delivered 
to the address set forth in Exhibit V. The term of the Contract will not extend beyond the latest date 
set forth in Article 2, without the written agreement of the President, a Vice President, or other 
authorized signatory identified in Exhibit C. 

 
3.2 Each invoice will be due and payable by SMU thirty (30) days after 

satisfactory completion of Services and acceptance and approval of the Services 
and of such invoice by SMU. 

 
3.3 Payments will be made only to Contractor and will be sent to 

Contractor at the address designated in Exhibit C. 
 

3.4 Contractor must present all invoices to SMU no later than ninety 
(90) days after completion of Services. Invoices should be sent electronically to 
invoices@smu.edu. 

 
3.5. Contractor shall not charge SMU for overtime unless authorized by a Contractor 

Directive.  No overtime shall be charged during a week unless SMU requires Contractor to furnish 
personnel in excess of a Weekly Full Schedule.  Contract shall not charge SMU for items other than 
labor unless specifically authorized by Contractor Directive. 

 
3.6 Contractor agrees to keep full and detailed accounts of costs and exercise such 

controls as may be necessary for proper financial management under this Contract.  SMU 
shall be afforded access to Contractor’s records books, correspondence, instructions, 
receipts, vouchers, memoranda and other data relating to this Contract for a period of three 
(3) years after final payment or for such longer period as may be required by law. 

 
ARTICLE 4: CONTRACT DOCUMENTS 

 
 The following documents form a part of this Contract and are attached hereto and incorporated 
herein by reference (including plans, specifications and drawings, if applicable): 
 
Exhibit      Title     Pages 
 
    A Contractor’s Proposal/Statement of Services XX 
    B Insurance Requirements x 
    C Primary Location of Business to Receive     x 

Invoices and Payments; Designated Persons to 
Receive Notices, Operational Points of Contact, and 
Authorized to Sign 

 
In the event of a conflict between (i) the provisions of this Contract and the attached Exhibits B and C 
and any Directive, as completed by SMU, and (ii) the provisions of Exhibit A or any other proposal or 
bid from Contractor, then the provisions of this Contract, the attached Exhibits B and C, and the 
Directive, as completed by SMU, will control. 
 
 



 
 

ARTICLE 5: RESPONSIBILITIES OF CONTRACTOR 
 

5.1 By execution of this Contract, Contractor represents that Contractor has visited the SMU 
premises where Contractor is to perform the Services under this Contract and is familiar with the local 
conditions under which the Services are to be performed. 
 

5.2 Contractor will be responsible to SMU for the acts and omissions of Contractor's 
employees, subcontractors, sub-subcontractors, suppliers, volunteers, agents and any other persons 
performing any part of the Services hereunder. Contractor is responsible for ensuring that 



 
 

employees and others performing any part of the Services under this Contract. When not a safety 
hazard, a photo ID badge must be worn in plain sight by all persons performing any part of the Services 
under this Contract. Contractor will not permit unfit persons or persons unskilled in the tasks assigned 
to them to perform any part of the Services hereunder. Contractor will independently verify whether any 
person assigned to work on SMU property has a record of a conviction of any felony or of a misdemeanor 
involving alcoholic beverages, animals, assault, computers, controlled substances, criminal mischief, 
dishonesty, disorderly conduct, explosives, fire alarms, fraud, harassment, indecent exposure, 



 
 

codes and will only use for the purpose of fulfilling the services under the contract. 
 
5.12 Contractor will permit SMU access to observe and evaluate Contractor's performance 

of the Services at any time desired by SMU. 
 
5.13 INDEMNIFICATION. 

(a) TO THE FULLEST EXTENT PERMITTED BY LAW, AND EXCEPT TO 
THE EXTENT CAUSED BY THE NEGLIGENCE OR FAULT OF THE INDEMNIFIED 
PARTY, CONTRACTOR WILL INDEMNIFY, DEFEND (WITH COUNSEL 
ACCEPTABLE TO SMU) AND HOLD HARMLESS SMU, ITS TRUSTEES, 
OFFICERS, EMPLOYEES, VOLUNTEERS AND/OR AGENTS AND/OR THE 
SUCCESSORS AND/OR ASSIGNS OF ANY OF THEM (EACH, AN “INDEMNIFIED 
PARTY”) FROM  AND AGAINST ANY AND ALL LOSS, COST, EXPENSE, DAMAGE, 
INJURY, LIABILITY, CLAIM, DEMAND, FINE, PENALTY OR CAUSE OF ACTION, 
INCLUDING, BUT NOT LIMITED TO, ATTORNEYS’ FEES AND COSTS AND 
EXPENSES OF ANY DISPUTE RESOLUTION PROCEEDING (EACH A “CLAIM”  
AND COLLECT IVELY, “CLAIMS”), DIRECTLY OR INDIRECTLY ARISING OUT OF, 
RESULTING FROM, OR RELATING TO CONTRACTOR’S PERFORMANCE OF THE 
SERVICES HEREUNDER OR OTHER ACTIVITIES OF THE CONTRACTOR, 
INCLUDING, BUT NOT LIMITED TO: 

(i) CONTRACTOR’S BREACH OF THIS  CONTRACT;  
(ii) ANY CLAIM  ATTRIBUTABLE TO BODILY INJURY, SICKNESS, 
DISEASE, OR DEATH OF ANY PERSON, OR TO INJURY TO OR 
DESTRUCTION OF PROPERTY, INCLUDING, BUT NOT LIMITED TO, LOSS 
OF USE OF THE PROPERTY; 
 
(iii) ANY LIEN CLAIM OR NOTICE OF LIEN CLAIM ASSERTED  BY ANY 
SUBCONTRACTOR, SUB-SUBCONTRACTOR, SUPPLIER OR EQUIPMENT 
PROVIDER OF ANY TIER WHO PROVIDES LABOR, MATERIALS OR 
EQUIPMENT TO THE PROJECT TO CARRY OUT ANY OF THE SERVICES 
PROVIDED IN THIS CONTRACT, TO THE EXTENT CONTRACTOR HAS 
BEEN PAID FOR THE SERVICES; OR 
 
(iv) THE ACT OR OMISSION OF CONTRACTOR, A SUBCONTRACTOR, 
SUB-SUBCONTRACTOR, SUPPLIER, OR ANY OTHER PERSON OR ENTITY 
DIRECTLY OR INDIRECTLY EMPLOYED BY SUCH PARTIES OR FOR 
WHOSE ACTS OR OMISSIONS THEY MAY BE LIABLE.  

 
In the event that an Indemnified Party is found by final award to be negligent or at fault 
at whole or in part, the indemnity and hold harmless obligation of Contractor with regard 
to attorneys’ fees and costs and expenses of any dispute resolution proceeding will be 
reduced by the percentage of fault .



 
 

TO SMU), AND HOLD HARMLESS EACH INDEMNIFIED PARTY FROM AND 
AGAINST ANY CLAIM (i) DIRECTLY OR INDIRECTLY ARISING OUT OF, 
RESULTING FROM, OR RELATING TO BODILY INJURY, SICKNESS, DISEASE OR 
DEATH OF ANY EMPLOYEE OF CONTRACTOR, ANY SUBCONTRACTOR OR 
ANYONE DIRECTLY OR INDIRECTLY EMPLOYED BY EITHER, BROUGHT BY 
SUCH INJURED EMPLOYEE OR THE EMPLOYEE'S WORKERS’ COMPENSATION 



 
 

subcontract with a third-party Registered Accessibility Specialist (RAS) acceptable to SMU. The cost 
of RAS services will be billed by Contractor as a direct pass-through cost to SMU without mark-up. 

 
5.17 Minors on Campus.  Contractor agrees to comply with Texas Education Code, Section 

51.976, which mandates that all persons in a position involving contact with minors enrolled in a 



 
 

any personal compensation or consideration by or from Contractor or any of Contractor's directors, 



 
 

 
6.13 This Contract, including its exhibits (as set forth specifically in this Contract), and each 

Directive constitutes the entire agreement of the parties and supersedes any previous oral or written 
agreements regarding the subject of this Contract.  Article and section headings are inserted for 
convenience of reference only and shall in no way alter, modify, or define, or be used in construing the 
text of such articles or sections.  Terms and conditions submitted by Contractor with a proposal, a 
Directive, an invoice or otherwise are not incorporated in this Contract.  This Contract shall not be 



 
 

EXHIBIT A 
Southern Methodist University  

Office of Risk Management  
Insurance Requirements of the Agreement  

(Third Party Doing Business with SMU) as of 2/15/22  

 

A valid Certificate of Insurance, along with copies of policy provisions and the required endorsements, must be provided 
to SMU’s Office of Risk Management by any person or entity who is (i) providing goods or services to or for SMU, (ii) 
using SMU property for events, programs or other purposes or (iii) otherwise doing business with SMU (each a 
“Contractor”). Insurance must be in place prior to commencement or provision of goods or services or the use of 
property or other business engagement and must be maintained throughout the term of the contract  or other agreement 
or engagement between SMU and the Contractor (the “Contract”), and thereafter. Contractor, at its sole cost and 
expense including payment of any premiums, deductibles, and/or self-insured retentions, will provide the insurance 
required pursuant to this Exhibit A  sufficient to insure all of the Contractor’s duties and responsibilities under the 
Contract, as required below: 

1. These requirements apply to Contractor, and to Contractor’s sub-subcontractors, consultants, selected 
contractors and others fulfilling Contractor’s obligations under the Contract, whether individuals or entities and including 



 
 

2.     CERTIFICATE HOLDER:  listed as follows and address to send Certificate of Insurance to:  
 

Southern Methodist University 
Office of Risk Management 
P.O. Box 750231 
Dallas, Texas 75275-0231 [by courier:  3050 Dyer Ct., Dallas, TX 75205]  
riskmanagement@smu.edu 

 

3. CONTACT FOR QUESTIONS:  Associate Director, Risk Operations 
Your prompt attention in this matter is greatly appreciated.  If you have any questions, please contact (214) 768- 2486 
or riskmanagement@smu.edu; Fax:  (214) 768-4138  

 

 

SOUTHERN METHODIST UNIVERSITY 

Standard Minimum Limits of Liability and Certificate of Insurance Requirements  



 
 



 
 

PRIMARY LOCATION OF BUSINESS TO RECEIVE INVOICES AND PAYMENTS: 

Invoices shall be sent to SMU via email to invoices@smu.edu as a PDF attachment only.  For 
timely invoice processing and payment, invoices should include the following information: 

• Supplier ID 
• Department requester or name of primary point of contact 
• SMU School, Division or Area 
• SMU Department #/Org # (a 6-digit number which identifies the department) 
• Purchase order # 
  



 
 

OPERATIONAL POINTS OF CONTACT 

The parties hereby designate and appoint the following persons to be the operational points of 
contacts. 

For Contractor: 

 

 

For SMU: 

 

 

DESIGNATED PERSONS AUTHORIZED TO SIGN: 

Unless specifically stated otherwise in the Contract, the following are the designated persons 
authorized to sign written authorizations or agreements, including but not limited to Change 
Orders and Directives required by the Contract: 

 For Contractor:   

    

 

 For SMU: 

  Directives:  

Shannon S. Brown, Director of Purchasing 

  Authorizations, Contracts, Change Orders: 

Shannon S. Brown, Director of Purchasing, or 
Chris Regis, Vice President for Business and Finance, or 
Dr. R. Gerald Turner, President 

     

Should it become necessary to change the Primary Location of Business to Receive Notices and 
Payments or the Designated Persons to Receive Notices and Authorized to Sign, any party may 
do so by giving written notice to the other representatives as provided in the above within seven 
(7) days of such change. 
 


	EXHIBIT A

