EXAMPLE:  REQUEST FOR PROPOSAL
ALL italicized words and statements must be replaced with information specific to the recipient and the RFP.  Community Development Block Grant (CDBG) is used as a sample funding source throughout this document.  If your project is funded with a source other than CDBG, be sure to change the language in the example.  
Town of Oz
Request for Proposals for Administrative Services

Contract #199-15

The Town of Oz is hereby requesting proposals from qualified administrative consultants.  The Town of Oz has been awarded [has applied for] a Community Development Block Grant (CDBG) through the State of Arizona Department of Housing (ADOH) and funded by the U.S. Department of Housing and Urban Development (HUD) for the purpose of removal of architectural barriers and construction of a senior center.

The Town is seeking to contract with a competent administrative services firm or individual that has experience with municipal and federally funded construction projects to include Community Development Block Grants (CDBG).

I.
Project Description

The following is a brief description of the activities for which administrative services are required:

Design and construction of a 4,000 square foot single story masonry building with wood framed roof to be used as a Senior Center.  The facility will include two (2) handicapped accessible restrooms, a kitchen, storage area and main multi-purpose room.  This activity will require completion of an ERR, procurement of an architect and contractor and compliance with labor standards requirements.  $300,000 is budgeted for this activity.

II.
Scope of Work

The administrative consultant or firm is to provide contract related management services to the Town that include, but are not limited to, the following:

· Financial management (including activity ledgers and payment requests from ADOH);

· Materials and services procurement;
· Recordkeeping (as required by ADOH);
· Environmental Review Record;
· Equal employment opportunity requirements; 

· Labor standards monitoring; 
· Contract close-out
III.
Proposal Requirements

Submit one (1) original and (1) copy of the following:

1. Cover Letter:  One (1) page introduction including the proposed contract price and assurance that minimum insurance requirements will be met.  Contract price shall include all work to effectively conduct and complete all services listed in the scope of work and all necessary costs including, but not limited to, travel, mailing and phone expenses, labor, materials, taxes, profit, insurance and other overhead expenses.  Please note that there will be no reimbursables on this project.

2.
Executive Summary:  A one (1) or two (2) page summary including: 


a.
qualifications of the individual or firm;


b.
project manager and his/her experience.

3.
Statement of Qualifications:  Describe the competence and experience of the firm or individual including: 


a.
Experience in working with federally funded projects, 


b.
Contract/construction management experience to include federal contracts; 


c.
Experience in financial management; 


d.
Experience in conducting environmental reviews; 


e.
Experience with labor standards compliance requirements; 


f.
List of fees for additional services. 

4.
Previous Experience:  One (1) or two (2) pages containing: 


a.
A list of past clients including local governments and similar projects.  Information should include, at a minimum, the following in order to expedite reference checks during the scoring process: 

· Name of project and location;
· Owner/client's name;
· Owner/client's address;
· Contact name;
· Phone number;
· Contract award date;
· Contract completion date;
· Dollar amount of the project.
5.
Response to the Scope of Work:  Describe the tasks to be completed under each item listed in II.  Scope of Work. 

6.
Proposed Cost:  Include your proposed cost for providing administrative services.  Include the number of hours to be dedicated to the contract and the dollar value per hour. 

7.
Certifications

a.
The remaining certifications are required and must be submitted with your proposal. 


b.
All certifications must be original signatures by the owner, general partner or an appropriate officer of the firm. 

Sealed proposals will be received in the office of the Town Clerk, Oz Town Hall, 479 East Main Street, Oz, AZ  99994 until 1:00 p.m.  on January 31, 2016, at which time all proposals received will be opened and the amount of the total bid read aloud.  Failure of the proposer to complete all of the bid documents may result in rejection of the proposal.  All bids should be identified as “Sealed Proposal - Administrative Services”.

Correspondence, questions, and/or clarifications of the proposal procedure should be directed to: Glenda Johns, Town Clerk, 479 East Main Street, Oz, AZ  99994; e-mail:  glenda.johns@oz.az.us until 1:00 p.m. on January 31, 2016.
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