
Notice of Request for Proposals 
 

Facilities Services 
RFP No. 61 

 
Notice is hereby given that Opportunities for Learning – San Juan Capistrano (hereinafter referred to as                
“OFL-CAPO”) is requesting proposals for a provider of Facilities services (hereinafter referred to as              
“Proposer[s]”) to assist with OFL-CAPO’s operation of its charter school programs in San Juan Capistrano,               
California. 
 
Proposers should not construe from this notice that OFL-CAPO intends to enter into a contract with the                 
Proposer unless, in the opinion of OFL-CAPO, it is in the best interest of OFL-CAPO to do so. OFL-CAPO                   
reserves the right to negotiate final contractual terms with the successful Proposer. 
 

The Request for Proposal (RFP) documents are available at  
OFL-CAPO’s website at https://ofl-sjc.org/notices/rfp/  

 
To request the RFP documents by e-mail or postal mail, please contact: 

 
Angelica Lopez, Assistant Principal of Instructional Operations 

3501 Atlantic Ave  Long Beach, CA 90807 
alopez@emsofl.com 

 
OFL-CAPO will record and provide answers to any questions or requests for clarifying information about the                
RFP during the question and answer period. 
 

OFL-CAPO will hold a Optional Tour of OFL-CAPO facilities on 
 Thursday, April 11, 2019, and 9:00 a.m.  

Location:3501 Atlantic Ave,  Long Beach, CA 90807  
All potential Proposers are encouraged to attend before submitting a proposal. 

 
Proposers must submit written proposals via email or in a sealed package labeled: 

 
“Proposal – Facilities Services [RFP No. 61]”  

Addressed to: 
Angelica Lopez 

Opportunities for Learning, San Juan Capistrano 
3501 Atlantic Ave,  Long Beach, CA 90807 

 
OFL-CAPO will accept all proposals received on or before Friday, April 19, 2019. OFL-CAPO will not                
accept proposals that are received after the deadline.  
 
OFL-CAPO reserves the right to reject any or all proposals, and to waive any errors or corrections in a                   
proposal or in the proposal process. OFL-CAPO will award the contract based on a review and analysis of                  
the proposals that determines which proposal best meets the needs of OFL-CAPO. Following the review and                
analysis of all responsive proposals, OFL-CAPO staff will make a recommendation to the OFL-CAPO Board               
of Directors at a duly noticed board meeting.  
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Introduction/Purpose of Solicitation 

 
The purpose of this Request for Proposal (RFP) is to enter into a contract with a provider of Facilities                   
Services (collectively referred to herein as “Service Provider”) that will provide Opportunities for Learning –               
San Juan Capistrano (hereinafter referred to as “OFL-CAPO”) with assistance in the operation of its               
California public charter school located in San Juan Capistrano, California. The Service Provider will              
provide services to OFL-CAPO as described in the Scope of Work. The Charter School is currently operated                 
by OFL-CAPO, a California limited liability company. However, in light of Education Code section 47604               
as amended by Assembly Bill 406 (2018), operation of the Charter School will transition to OFL-San Juan                 
Capistrano, Inc., a California nonprofit public benefit corporation, upon approval by the San Juan Capistrano               
Unified School District as the school’s charter authorizer. Any contract resulting from this RFP will need to                 
be assigned from OFL-CAPO to OFL-CAPO, Inc. once the transition is approved and complete. 
 
Through this RFP, OFL-CAPO seeks to promote maximum open and free competition consistent with              
applicable federal and state laws and standards. Outlined below are examples of basic competitive bidding               
standards OFL-CAPO will use in the issuance of this RFP: 
 

● OFL-CAPO is soliciting competitive proposals in order to secure public objectives in the most              
effective manner and avoid the possibilities of fraud, collusion, etc. 

 
● OFL-CAPO released this RFP to benefit OFL-CAPO and not the Proposers. 

 
● Fulfillment of RFP specifications is based on full and fair competition and acceptance by OFL-CAPO               

of the Proposer who meets OFL-CAPO’s requirements, as determined by OFL-CAPO when            
evaluating proposals based on the criteria contained in the RFP. 

 
● The RFP provides a basis for full and fair competition among Proposers to a common standard, free                 

of restrictions that tend to stifle competition. 
 
The above four points are for illustrative purposes only. 
 
To respond to this RFP, interested Service Providers must present evidence of experience, ability, and               
financial standing necessary to meet the requirements stated in this RFP. OFL-CAPO will measure this               
evidence by scoring the proposals, using a point system that will rank each proposal from highest to lowest,                  
to determine which proposals they will consider for the award of a contract. 
 
To be competitive in this solicitation, the Proposer must: 
 

● Carefully read the entire RFP, attachments, exhibit, and OFL-CAPO responses to questions before             
submitting a proposal. 

 
● Ask appropriate questions or request clarification before the deadline in the RFP. 

 
● Submit all required responses by the required deadlines. 

 
● Follow all instructions and requirements of the RFP thoroughly and appropriately. 
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If a Proposer discovers any ambiguity, conflict, discrepancy, omission, or other errors in this RFP, the                
Proposer shall immediately notify OFL-CAPO of the error in writing and request clarification or a               
modification of the RFP. If the Proposer fails to notify OFL-CAPO of the error prior to the date for                   
submission of proposals, and is awarded the contract, the Proposer shall not be entitled to additional                
compensation or time by reason of the error or its later correction. 
 

Background Information 
 

OFL-CAPO proudly serves about 170 students and their families.  OFL-CAPO is a year-round public charter 
school that serves 7th grade to 12th grade students.  
 
At OFL-CAPO our mission is to create an educational choice for all students. Our staff connects with 
students to empower and inspire them to achieve their goals and make their dreams a reality. Our students 
enroll with us to meet various unique needs. Some students enroll to accelerate their progress toward their 
high school diploma so that they are able to graduate sooner than they might in traditional school. Others are 
falling behind in a traditional setting and are seeking academic recovery. Additionally, some students attend 
OFL-CAPO to eliminate some of the stressors associated with larger class sizes, increased student population 
and intimidating social demands of traditional high school settings. Our school offers both independent study 
courses and small group Instruction. Independent studies provides students with the space to work at their 
own pace and develop a heightened sense of accountability. Our small group instruction courses offers a 
classroom setting with fewer students than a traditional school, in order to maximize support for access to 
rigorous common core content. In our blended model of independent studies and small group instruction 
students are encouraged to take ownership of their education while still receiving the one on one support they 
need to successfully progress toward earning a high school diploma.  
 
Learning Center Location 
 
San Juan Capistrano 
OFL- CAPO 

 
 

 

31878 Del Obispo St. Suite 105 
San Juan Capistrano, CA. 92675 
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Schedule of Events 
for 

RFP No. 61 
 
 
 

● Release of RFP Monday, April 8, 2019 
● Optional Tour Thursday, April 11, 2019 
● Proposer Question Submission Deadline Friday, April 12,2019 
● OFL-CAPO Provides Answers Tuesday, April 16, 2019 
● Deadline for Submission of Proposal Friday, April 19, 2019 
● Proposals Evaluated Monday and Tuesday, April 22- April 23, 2019 
● Board Meeting – Proposal Approval On or about Friday, May 10, 2019 
● Anticipated Contract Award Date On or about Wednesday, May 22, 2019 

 
 
OFL-CAPO will make every effort to adhere to the schedule. However, OFL-CAPO’s management             
reserves the right to amend the schedule, as necessary, and will post a notice of said amendment at                  
https://ofl-sjc.org/notices/rfp/  
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General Instructions for Proposers 
 

 
1. Prepare proposals simply and economically. Provide a straightforward concise description of the            

Proposer’s capability to satisfy OFL-CAPO’s requirements. Emphasis should be placed on           
completeness and clarity of content.  

 
2. Submit proposals for the performance of all the services described within this RFP.  

 
3. OFL-CAPO may reject a proposal if the proposal is conditional or incomplete, deemed non              

responsive, or if it contains any alterations of form or other irregularities of any kind. OFL-CAPO                
may reject any or all proposals or waive any immaterial deviation in a proposal. OFL-CAPO’s waiver                
of an immaterial deviation shall in no way modify the RFP document or excuse the Proposer from                 
full compliance with all other requirements if awarded the contract.  

 
4. Proposers are responsible for the costs of developing proposals, and shall not charge OFL-CAPO for               

any preparation costs.  
 

5. Proposers may modify their proposal after submission by withdrawing the original proposal and             
resubmitting a new proposal prior to the submission deadline.  

 
6. Proposers may withdraw their proposal by submitting a written withdrawal request to OFL-CAPO,             

signed by the Proposer or their authorized agent, through the contact person named in the “Contact                
Information” provided on page 2 of this RFP. Thereafter, a Proposer may submit a new proposal prior                 
to the proposal submission deadline. Proposers may not withdraw their proposal without cause after              
the proposal submission deadline.  

 
7. OFL-CAPO may modify the RFP prior to the date given for submission of proposals by posting an                 

addendum on https://ofl-sjc.org/notices/rfp/. OFL-CAPO will notify Proposers so they can obtain any            
addenda from OFL-CAPO’s Website, or request it by email, postal mail, or fax.  

 
8. OFL-CAPO reserves the right to reject all proposals for any reason and at OFL-CAPO’s discretion.               

OFL-CAPO is not required to award a contract. 
 

9. Any proposals and resulting contract(s) will be public documents reviewed by the OFL-CAPO Board              
of Directors at a public meeting. Proposers understand that such documents will not be kept               
confidential. 

 
10. OFL-CAPO will not consider more than one proposal from an individual, firm, partnership,             

corporation, or association under the same or different names. Reasonable grounds for believing that              
any Proposer has submitted more than one proposal for work contemplated herein will cause              
OFL-CAPO to reject all proposals submitted by the Proposer. If there is reason to believe that                
collusion exists among the Proposers, OFL-CAPO will not consider any of the participants of such               
collusion in this or future solicitations.  

 
11. OFL-CAPO will not consider a joint proposal submitted by two or more entities. 

 
12. Additional charges for regular or express delivery, parcel post, packing, cartage, insurance, license             

fees, permits, or for any other purpose shall be included (and separately identified) in the proposal. 
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13. All proposals shall include the forms provided as attachments to this RFP. Proposers may copy these                

forms. A proposal is considered responsive if it follows the required format, includes all attachments,               
and meets all deadlines and other requirements outlined in this RFP. 

 
14. OFL-CAPO shall not accept proposals after the submission deadline specified in the RFP and shall               

return the unopened late proposals to the respective Proposers.  
 

15. Proposers are responsible for examining the entire RFP package, seeking clarification for any item or               
requirement that may not be clear to them, and checking all responses in their proposal for accuracy                 
before submitting it. 

 
16. Proposers may submit their questions regarding the information presented in this RFP to Angelica              

Lopez in writing by postal mail at 3501 Atlantic Ave, Long Beach, CA 90807, e-mail at                
alopez@emsofl.com, no later than 5pm on the date set forth above. OFL-CAPO will answer all               
questions received by the deadline in writing without exposing the query source. This will be the sole                 
process for asking and answering questions regarding this RFP. Proposers may not contact             
OFL-CAPO employees directly to ask questions.  

 
17. OFL-CAPO representatives reserve the right to inspect a Proposer’s operations prior to any award of               

a contract. 
 

18. OFL-CAPO reserves the right to negotiate the final terms and conditions of the contract, which may                
differ from those contained in the proposal, provided OFL-CAPO considers such negotiation to be in               
its best interest. OFL- CAPO may award the full contract to any one Proposer, or may choose to split                   
up the contract between multiple Proposers if in OFL-CAPO’s best interest.  

 
19. Interested Proposers are invited to inspect OFL-CAPO’s premises prior to submitting a proposal in              

order to determine all requirements associated with the proposed contract. The inspection of premises              
will occur during the Optional Tour. 

 
20. Proposers shall submit one paper copy and one copy in digital format (e.g., email, CD, DVD, or flash                  

drive.).  
 

a. The paper copy must contain the original signature of the individual(s) authorized to bind the               
Proposer contractually and be labeled “Master Copy.”  

 
b. The Proposer must ensure the digital copy is complete and inclusive of all materials contained               

in the paper copy, including any required signatures. If there is an inconsistency between the               
paper and digital copies, the paper copy will take precedence.  

 
c. The sealed proposal envelopes must be marked legibly with OFL-CAPO’s RFP number and             

title, and OFL-CAPO’s name and address, as shown in the following example:  
Proposal— Facilities Services [RFP No.61] 

[Enter Service Provider Name Submitting RFP] 
for 

Opportunities for Learning, San Juan Capistrano 
Submitted to: 

Angelica Lopez 
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3501 Atlantic Ave,  Long Beach, CA 90807 
 
 

Proposal Requirements 
 

 
To be eligible for evaluation, a proposal must adhere strictly to the format set forth below; failure to do so                    

may result in disqualification. Proposers must complete, label, and separate each section, and number all               
pages. The content and sequence of the proposal will be as follows:  

 
Section Title 

 
1. Cover Letter  
2. Table of Contents  
3. Attachments Checklist 
4. Minimum Qualifications  
5. Proposal Questionnaire  
6. Proposer References  
7. Authorization Agreement. 
8. Fee Proposal 

 
1. Cover Letter 
 
Only the individual(s) authorized to bind the Proposer contractually may sign the cover letter, which shall be                 

a part of the proposal package. OFL-CAPO may reject the proposal if the Proposer fails to include the                  
following required information: 
 

● Name and address of responding company 
 

● Organizational structure of the responding company (e.g., corporation, partnership, etc.) 
 

● Proposer’s Federal Employee Identification Number and Corporate Identification Number, if          
applicable 

 
● Name, title phone number, fax number, and e-mail address of the representative who will be               

designated as the primary liaison to OFL-CAPO  
 

● Name, title, phone number, and e-mail address of the representative(s) authorized to bind the              
Proposer in a contract if different from the primary liaison 

 
● A statement expressing the Proposer’s willingness to perform the services described in this RFP 

 
● A statement expressing the Proposer’s ability to perform the services required in the Scope of               

Work, including availability of staff and other required resources to meet all deliverables as              
described in this RFP 

 
● A statement regarding the Proposer’s proprietary information; if applicable, the Proposer must            

clearly mark in the upper right hand corner those pages to be considered proprietary (Note: the                
Proposer cannot consider the entire proposal to be proprietary; marking the proposal as             
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proprietary does not mean that OFL-CAPO can keep it confidential, as OFL-CAPO must comply              
with the California Public Records Act) 

 
● The following certification: 

 
By signing this cover letter, I (we) certify that the information contained in this proposal is accurate                 

and that all attachments required to be submitted as part of the proposal are certified to be true                  
and binding upon our company. 

 
2. Table of Contents 

 
Immediately following the cover letter, include a comprehensive Table of Contents that lists all submitted               

proposal sections, subsections, attachments, and materials.  
 

3. Attachments Checklist 
 
The Proposer shall include all documents identified in the Attachments Checklist (Attachment B).             

OFL-CAPO may reject proposals that do not include the proper required attachments.  
 

4. Minimum Qualifications  
 
OFL-CAPO will only consider Proposers that meet all minimum qualifications (as listed on Attachment C). 
 

5. Proposal Questionnaire 
 
The Proposal Questionnaire (Attachment D) is intended to provide OFL-CAPO with specific information             

concerning the Proposer’s capability to provide services as described in this RFP. Proposers should limit               
their responses to the number of pages noted in the questionnaire and answer each question in the same                  
order. 

 
6. Proposer References 

 
Proposers must provide two references on the Proposer References form (Attachment E). OFL-CAPO             

reserves the right to contact any of the references listed, and retains the right to conduct reference checks                  
with individuals and entities beyond those listed.  

 
7. Authorization Agreement 

 
The Proposer or their authorized representative must sign the Authorization Agreement (Attachment F) and              

return it with the proposal package. 
 

8. Fee Proposal 
 
The Proposer must complete the Fee Proposal (Attachment G) and return it with the proposal package. 
 

 

10 
 



 

Evaluation of Proposals 
 
Proposals will be opened on or after the date specified in the Schedule of Events. During the evaluation                  
process, OFL-CAPO may ask Proposers to clarify information in the proposals, but Proposers may not               
change their proposals. 
 
An error in the proposal may cause OFL-CAPO to reject that proposal; however, OFL-CAPO may, at its sole                  
discretion, retain the proposal and make certain corrections. When determining if a correction will be made,                
OFL-CAPO will consider the conformance of the proposal to the format and content required by the RFP and                  
that the Proposer's intent is clearly established based on review of the whole proposal.  
 
OFL-CAPO will open proposals to determine if they contain all the required information in accordance with                
this RFP. OFL-CAPO will evaluate qualifying proposals using the following criteria: 
 
 
 

CRITERIA MAXIMUM POINTS  

Administrative Requirements: did the Proposer include all required        
information in accordance with the General Instructions and        
Proposal Requirements? 

5 

Did the Proposer demonstrate experience with and an        
understanding of the facilities needs as described?  10 

Based on the Proposal Questionnaire responses and the Cover         
Letter, did the Proposer demonstrate a complete understanding of         
OFL-CAPO’s service requirements, as described in the RFP and the          
Scope of Work. 

10 

Does the Proposer have the requisite capability and experience, as          
measured by performance record, years in the industry, relevant         
charter school experience, number of other schools served, client         
retention and satisfaction, and references?  

15 
 

Cost 10 

TOTAL POINTS 50 
 
OFL-CAPO will score and rank selected proposals by assigning a score between zero and the maximum                
score to each proposal criterion. OFL-CAPO will recommend awarding the contract to the Proposer with the                
highest total proposal score. 
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Attachments 
 

Attachment A 
 

Optional Tour 
 
 

The Optional Tour will include an escorted tour. 
 

● The tour schedule includes the sites listed below.  
 

● Prospective Proposers may not contact any sites or employees outside of the scheduled visit.  
 

● OFL-CAPO requests that Proposers do not take pictures during the tour as OFL-CAPO has not               
obtained releases from parents, students, and employees.  

 
 

TOUR SCHEDULE 
 

Tour begins at 9:00 AM 
 3501 Atlantic Ave,  Long Beach, CA 90807 

 
 
 
OFL-CAPO thanks all Proposers for abiding by our request to keep the disruption caused by the visit to a                   
minimum. 
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Attachment B 
 

Attachments Checklist 
 

 
__________________________________ 

Proposer Company Name 
 

Please complete this checklist to confirm that the items listed below have been included in your proposal.                 
Place a checkmark or “x” next to each item submitted to OFL-CAPO. For your proposal to be considered, all                   
required attachments must be returned, including this checklist. Submit one copy of your proposal in a sealed                 
package.  
 
 

Section Title 
 

_____ 1 Cover Letter 
 
_____ 2 Table of Contents 
 
_____ 3 Attachments Checklist  

 
_____ 4 Minimum Qualifications  

 
_____ 5 Proposal Questionnaire  

 
_____ 6 Proposer References  

 
_____ 7 Authorization Agreement  

 
_____ 8 Fee Proposal  
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Attachment C 
 

Minimum Qualifications 
 
A Proposer must meet all of the following minimum qualifications to OFL-CAPO’s satisfaction to be given                
further consideration. Failure to satisfy any of the minimum qualifications may result in the immediate               
rejection of the proposal.  
 
Both the Proposer’s company and its key personnel currently meet all of the following minimum               
qualifications: 
 

1. The Proposer has at least three years of experience with providing Facilities services.  
 

Yes _____ No _____ 
 

2. The Proposer has knowledge and experience working with California charter schools.  
 
Yes _____ No _____ 
 

3. The Proposer has professional references that demonstrate and evidence the ability to perform the              
required services.  

 
Yes _____ No _____ 
 

4. The Proposer is licensed to do business in the state of California.
 

Yes ______ No ______ 
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Attachment D 
 

Proposal Questionnaire 
 
 
This proposal questionnaire is intended to provide OFL-CAPO with specific information concerning the             
Proposer’s capability to provide services as described in the RFP. Please be as concise as possible and limit                  
your responses to no more than two pages per question, unless instructed otherwise. Type each question                
in the same order as listed in the questionnaire. 
 
1. Provide a general description of your company’s qualifications and experience relevant to the minimum              

qualifications in Attachment C, along with any necessary substantiating information. Limit your            
responses to information about your company’s capabilities. 

 
2. Provide a statement indicating the year your company was founded; what the primary business(es) of               

the company is(are); the length of time the company has been providing Facilities services as described                
in this RFP. In addition, provide the duration and extent of experience the company has with providing                 
any similar services.  

 
3. Provide a general description of your company’s experience with California charter schools. 

 
4. Provide a general description of how your company will be able to provide the experience, ability, and                 

financial standing necessary to meet the requirements set forth in this RFP. 
 

5. Provide a complete list of organizations or schools that have discontinued or terminated your              
company’s services in the last five years and the reason(s) why.  

 
6. Provide an organization chart for your company, a description of the lines of communication, and the                

responsibilities at each company level.  
 

7. Provide a complete balance sheet or annual report (verified by a certified public accountant) for the last                 
three years of operation.  

 
8. Provide a recommended transition plan that describes the steps the Proposer will take to begin               

providing the services described in this RFP. 
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Attachment E 
 

Proposer References 
 
List at least two references to which the Proposer has provided Facilities services within the past five year(s).                  
Failure to complete and return this Attachment will cause your proposal to be rejected. 

Reference 1 

Name of Reference 

Street Address 

City State Zip Code 

Contact Person Contact Title Contact Phone 
Number 

Brief Description of Services Provided 

Dates of Service 

Reference 2 

Name of Reference 

Street Address 

City State Zip Code 

Contact Person Contact Title Contact Phone 
Number 

Brief Description of Services Provided 

Dates of Service 

Reference 3 (optional) 

Name of Reference 

Street Address 

City State Zip Code 

Contact Person Contact Title Contact Phone 
Number 

Brief Description of Services Provided 

Dates of Service 
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Attachment F 
 

Authorization Agreement 
 

Request for Proposal for Facilities Services  
RFP No. 61 

 
We, [Enter Company Name], by our signature on this document certify the following:  
 
1. That we will operate in accordance with all applicable California state and federal laws and regulations. 
 
2. That the terms, conditions, warranties, and representations made within this RFP and our proposal shall               

be binding upon us and shall be considered a part of the contract as if incorporated therein.  
 
3. That the proposal submitted is a firm and irrevocable offer good for one year.  
 
4. That we have made examinations and verifications, and are fully conversant with all conditions under               

which services are to be performed for OFL-CAPO.  
 
5. That negligence in the preparation or presentation of, errors in, or omissions from proposals shall not                

relieve us from fulfillment of any and all obligations and requirements in the resulting contract.  
 

Company Name: __________________________________________________ 
 
Address: ______________________________________________________ 
 
City: _________________ State: ____  Zip: ________ 
 
E–mail Address: _________________________________________________ 
 
Web Site Address: _______________________________________________ 
 
Name of Authorized Representative: _________________________________ 
 
Title of Authorized Representative:  _________________________________ 

 
 _____________________________________________________________ 
Signature of Authorized Representative 
 
Date Signed: ___________________________________________________ 
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Attachment G 
 

Fee Proposal 
 

 
COST BREAKDOWN 

Proposer Instructions 
 Provide a breakdown of all costs included in the fixed price, including personnel costs. 
 Clearly identify all costs 

Item # Description of Services Annual Cost 
1.  $ 
2.  $ 
3.  $ 
4.  $ 
5.  $ 
6.  $ 
7.  $ 
8.  $ 

GRAND TOTAL  
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RFP EXHIBIT 1 

 
I. Facilities Management 

A. Furniture Management - Work with Office Ergonomic Solutions (OES) and Instruction team 
to determine layout, delivery, storage and disposal of furniture. 

1. Purchasing 
2. Disposing 
3. Rental 
4. Storage 
5. Layout 

B. Moves - Work with school to coordinate vendors, schedules, negotiate pricing and vet 
multiple bids. 

1. Move in centers 
2. Move out of centers 
3. Relocate centers and setup 

C. Cleaning / Janitorial Services - Manage all janitorial services agreements for all schools. 
Resolve disputes and initiate special requests on behalf of the schools. 

1. Setup and cancel service 
2. Carpet cleaning 
3. Seal and Wax 
4. Deep clean 
5. Move in and Move out cleaning 

D. Signage - Manage all signage requests from schools with vendors for building signage, 
monument signs, parking signs, ADA signs, window decals, window wraps including anti-graffiti and 
tint, etc. Support permit process for signage. 

1. Wall Signs 
2. Window Wraps 
3. Parking Signs 
4. Window Tints 
5. Marquee Signs 
6. Anti-Graffiti 
7. ADA signs 
8. Decals 
9. Window Wraps 

E. Carpet - Coordinate all carpet and tile VCT (bio rooms) flooring requests for installation, 
repair or custom requests. 

1. Coordinate carpet, tile and VCT with instruction and create floor layout 
2. Coordinate floor install to completion 

F. Paint - Coordinate all painting projects with the vendor including onsite project oversight. 
Ensure project scheduling does not conflict with school schedules. 

1. Coordinate paint colors with instruction and create paint layout 
2. Coordinate paint to completion 
3. Paint touch ups 

G. Pest Control - Manage vendor for all sites. Address special needs and requests. 
1. Start and stop service 
2. Extra services required regarding pests in centers 

H. Shades / Blinds  
1. Coordinate shades/blinds with instruction staff 
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2. Install shades to completion 
3. Repairs on shades 

I. Roof Leaks - Research financial responsibility with Property Management team to determine 
accountability. Source vendors for immediate repairs and create temporary solutions to ensure school 
can continue uninterrupted. 

1. Coordination between facilities and property management. 
J. Locksmith - Manages all key and lock request from all centers. 

1. New Main Center Door Keys 
2. Re-keying (lost keys/new center) 
3. File cabinet locks 
4. Maglocks 

K. HVAC - Manage and coordinate all HVAC repairs and unit replacements as well as research 
financial accountability for repairs with Property Management team. 

1. Repairs (Condensers / Motors / Reversing Valves / etc) 
2. Filter Changes 
3. Installation of ducting / New Vents 
4. Preventive Maintenance 

L. Plumbing - Manage emergency plumbing issues at all centers. Coordinate with the Property 
Manager and/or Landlord to address issues that are clearly stated in the lease verbiage as the 
responsibility of the PM/Landlord. Perform annual and monthly preventive maintenance walkthrough 
to identify any potential problems. 

1. Stoppage / Clogs 
2. Main Line Stoppage / Clogs 
3. Preventive Maintenance 

M. Security Guards - Manage security guard contracts for all centers. In case of an emergency, 
contact the vendor to determine what type of service is needed depending on the severity of the 
situation and obtain those services. 

1. Manage all security guard contracts 
2. Dispatch emergency coverage 
3. Manage the relationship between the center & vendor 

N. Miscellaneous Tasks  
1. Mold Remediation - Provide support in identifying issues of mold, engage the landlord 
to take all necessary steps to remediate and create enclosures to ensure student and staff are 
not in harm's way. 
2. POMS Insurance Safety Walks - Attend all school district and POMS Insurance safety 
walkthroughs, ensuring that all centers follow the written guidelines and standards. 
3. Transient Issues - Provide site walk through before centers to open to address transient 
issues and as needed, provide cleanup and safe removal of any unsanitary materials left 
behind. 
4. After Hours Support - Provide response to burglar and fire alarms during off hours 
when school staff are unavailable or not responding to the alert. 
5. Visit City Municipalities - Visit city offices on behalf the OFL - BP schools with 
request such as: Zoning permitting questions (adding flag poles), trash enclosures, etc. 

II. Real Estate 
A. Site Acquisition  

1. Conduct a market analysis to assist in budgeting 
2. Create and implement a site checklist 
3. Feasibility analysis on prospective properties 
4. Coordinate site visits with various departments, i.e. construction, instruction 
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5. Coordinate various systems inspections 
6. Negotiate LOI and lease. 
7. Prepare a lease summary for board approval. 

III. Property Management 
A. Site Disposal/Termination 

1. Reference lease to obtain relevant information, i.e. expiration date, early termination 
clause 
2. Create and send out official notice to landlord/PM. 
3. Communicate and collaborate with third party vendors to ensure space is ready to 
return to Landlord. 
4. Conduct and document the final walkthrough with landlord/property manager. 
5. Ensure security deposit is returned. 

B. Lease Management 
1. Inform client of upcoming renewals 
2. Advise on what options are available and make a recommendation 
3. Negotiate lease renewals, expansions, assignments, etc. 
4. Coordinate with accounting department for lease related payments, i.e. security 
deposits, termination fees. 
5. Review monthly invoices and annual CAM reconciliations 
6. Review and process estoppel certificates and SNDa's when requested by 
landlords/PM's.. 

C. Site Management 
1. Coordinate with facilities department on any issues/emergencies 
2. Maintain ongoing communication with landlords/PM's. 
3. Reference lease and negotiate accordingly when a facilities dispute arises. 
4. Start/Stop various utilities/services. 
5. Draft and mail out any notices required per the lease. 
6. Coordinate with senior management to obtain necessary signatures. 

D. Record Keeping 
1. Create system for easy retrieval of both physical and electronic copies of lease 
documents. 
2. Maintain up-to-date database for upcoming expirations and rent increases. 
3. Process and maintain record of business licenses and various permits. 
4. Assist with the annual filing of property tax exemption forms with the county. 
5. Ensure physical copies of licenses and permits are on display at each location. 
6. Maintain historical data on recurring maintenance issues. 

IV. Site Acquisition 
A. Pre-acquisition: Inspection 

1. Fire Sprinkler System 
2. HVAC Systems - Age, Title 24 Compliance 
3. Electrical System - Title 24 Compliance/Size Of Panel 
4. 1 Hour Fire Wall Assembly 
5. ADA at Exterior - Path of Travel/Parking/Public Walkway 
6. ADA at Interior - Bathrooms/Drinking Fountains/Guard Rails/Path of Travel Exits 
7. Knox Box 
8. Fire Alarm 
9. Mold/Asbestos/Water Damage 
10. Request "As Built" plans 

B. Post-Acquisition, Pre-Construction 
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1. Collaborate with peers on processes, procedures and developing standards. 
2. Interpret and explain plans and contract terms to administrative staff, workers and 
client. 
3. Evaluated and prepared budgetary estimates. 
4. Adhere to local, state and federal regulations as applicable. 
5. Apply and proceed with application for ADA Hardship when applicable. 

C. Construction: Build Out Phase 
1. Manage subcontractors work to ensure the fulfillment of contractual obligations. 
2. Maintain project calendar and communicate critical deadlines to appropriate staff and 
client committees. 
3. Organize and coordinate all development scheduling and operations. Executed any 
necessary action required to remain on schedule with all operations. 
4. Conduct field site safety and quality assurance inspections. Evaluate and prepare 
observation and field project progress and status reports. Report any and all deficiencies, 
expressed in writing with photographs. Submit said reports to Architect and MEP Engineer of 
record. 
5. Provide solutions to fluid problems that might arise. 
6. Ensure projects are completed within designated parameters. 
7. Adhere to local, state and federal regulations as applicable. 
8. Shift workload based on client's priority demands. 
9. Supply chain management for all projects. 

D. Post-Construction 
1. Facilitate and procure final permits and Certificate of Occupancy. 

V. Permitting Services 
A. AUP, CUP, and Zoning 

1. Prepare and facilitate AUP, CUP, and Zoning applications.  
2. Provide managerial support for the design/architectural/MEP process. Review Plans 
for potential corrections prior to plan check submittal. 
3. Monitor all files and follow-up with local jurisdictions for the status of applications.  
4. Negotiate process with city departments during the CUP phase so the conditions of 
approval are within reason for the school. 
5. When AUP, CUP, or Zoning is at issue, gather and prepare all information necessary 
and attend hearing appearances to successfully obtain a Use or Zoning change. 
6. Communicate between the school, city and architect to meet last minute requirement 
deadlines imposed by the cities 
7. Communicate with the landlord on what their responsibilities are per the CUP and 
provide oversight for those responsibilities.  

B. Building Permit 
1. Prepare and facilitate Building Permit application.  
2. Provide managerial support for the design/architectural/MEP process. Review Plans 
for potential corrections prior to plan check submittal. 
3. Submit Application and Plans to Plan Check for review and approval. 
4. Monitor all files and follow-up with local jurisdictions for the status of approval.  
5. Correspond with Architect and/or MEP Engineer and City Building Officials to 
facilitate and expedite any necessary plan changes. 
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