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NOTE TO ALL USERS:  All items in brackets ([ ]) and bold are instructional and must be deleted or substituted with project-specific information.PRIVATE 

ANNOUNCEMENT
REQUEST FOR PROPOSAL (RFP)

[Insert Title, for example: CLEAR VIEW MASTER SITE PLAN; JONES TOWNSHIP COMPREHENSIVE RECREATION, PARKS AND OPEN SPACE PLAN]
The [Mayor, Manager, Secretary, etc.] of the [Name of Municipality, County], Pennsylvania is accepting proposals for a one-time contract to perform certain professional services work for the [Municipality] for [short description of work].  Information is attached outlining requirements for proposal submission, evaluation criteria, and the proposed contract.

Sealed proposals ([Number of Copies]) must be received by [Mayor, Manager, Secretary, etc.] at [Room, Address] no later than [Submission Date].  If mailed, the proposal should be addressed to: [Address].
[Optional] A pre-bid meeting to discuss the project scope of work will be held [Date and Time] at [Address]
If additional information is needed, please contact [Name, Title, Phone Number].
[Alternative Language] If you are interested in submitting a proposal for this work, you may obtain an RFP by contacting:


[Name, Title]

[Address]


[Phone Number]


[Email Address]
________________________________________

[Name, Title]
[The Announcement could also be in the form of a cover letter or invitation to interested consulting firms to request a copy of the RFP.]
TABLE OF CONTENTS
RFP FOR [Insert Title, for example: CLEAR VIEW MASTER SITE PLAN; JONES TOWNSHIP COMPREHENSIVE RECREATION, PARKS AND OPEN SPACE PLAN]
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Appendices to Contract:

· Appendix A: Nondiscrimination/Sexual Harassment Clause [required]
· [Include any other appendices as appropriate]

[Attach any other information that may be helpful to the proposer such as brochures describing the community and form of government, organizational charts, maps, and documents describing existing systems pertaining to the work being proposed.]
NOTE:  The term "proposer" or “firm” in this RFP means the person or firm making a proposal based on the RFP.  

SECTION 1. BACKGROUND
[Insert general information on the project and the community and any special circumstances that the proposers should be made aware of]
[This Provision is Required] This project is partially funded by a grant from the Community Conservation Partnerships Program administered by the Pennsylvania Department of Conservation and Natural Resources (DCNR), Bureau of Recreation and Conservation (Bureau).  The Bureau has certain requirements and standards that must be met by the [Municipality] and its contracted consultant.  This Request for Proposal (RFP) has been prepared in accordance with Bureau requirements and standards.  The Bureau will monitor the project and certain documents will be subject to Bureau review and approval.

The DCNR Grant Agreement number is [e.g. BRC-TAG-22-125].
SECTION 2.  GENERAL TERMS
· The [Municipality] reserves the right to reject any or all proposals and to select the proposal that it determines to be in the best interest of the [Municipality].

· The contract is subject to the approval of [Insert the title of the official or body that is the approving authority (e.g. Mayor, Manager, Council, etc.] and is effective only upon their approval.

· Proposers are bound by the deadline and location requirements for submittals in response to this RFP as stated above.

· Proposals will remain effective for [Municipality] review and approval for 60 days from the deadline for submitting proposals.

· If only one proposal is received by the [Municipality], it may negotiate with the proposer or seek additional proposals on an informal or formal basis during the 60-day period that proposals are effective.

· The proposer is encouraged to add to, modify, or clarify any scope of work items it deems appropriate to develop a high-quality plan at the lowest possible cost.  All changes should be identified with explanation.  However, the scope of work proposed must accomplish the goals and work stated below. 
SECTION 3.
SCOPE OF WORK
[Insert a general description of the work to be performed along with a detailed list of the work requirements and tasks for each major element of the scope of work.  State the goal of the work and the major product or outcome to be accomplished for each major work element.  This must be a narrative in compliance with the Bureau Scope of Work Guidelines for your specific project type.]
SECTION 4. 
CONSULTANT QUALIFICATIONS

[The Bureau will provide the Grantee with Consultant Qualifications applicable to their specific project type.  This document should be inserted in this section of the RFP.  The Grantee may also add additional requirements, as appropriate]
SECTION 5.
REQUIRED SUBMITTALS 
A.
Letter of Transmittal

This letter must include the following:

· A statement demonstrating your understanding of the work to be performed.

· A statement confirming that the firm meets the Consultant Qualifications (see Section 4 above). 
· The firm's contact person and telephone number.

B.
Profile of Firm

This consists of the following:

· A statement of the firm's experience in conducting work of the nature sought by this RFP; advertising brochures may be included in support of this statement. 

· The location of the firm's office that will perform the work.

· Resumes of individuals (consultants, employees) proposed to conduct the work and the specific duties of each in relation to the work.  DCNR requires that the project consulting team have the minimum qualifications outlined in Section 4 Consultant Qualifications.
· A reference list of other municipal clients of the firm with contact information.  

· Any other information relating to the capabilities and expertise of the firm in doing comparable work.

C.
Methods and Procedures 
The proposal must include a detailed description of the methods and procedures the firm will use to perform the work.  Inclusion of examples of similar work is encouraged.
D.
Work Schedule
The schedule must include time frames for each major work element, target dates for public meetings, and dates for completion of draft and final documents.

E.
Cost

For each major work element, the costs must be itemized showing:

· For each person assigned to the work, the title/rank (organizational level) of the person in

the organization, the hourly rate, and the number of hours to be worked 
· The reimbursable expenses to be claimed

The itemized costs must be totaled to produce a contract price.  If awarded a contract, a proposer is bound by this price in performing the work.  The contract price may not be exceeded unless the contract is amended to allow for additional costs.
If awarded a contract, the firm may not change the staffing assigned to the project without approval by the [Municipality]. However, approval will not be denied if the staff replacement is determined by the [Municipality] to be of equal ability or experience to the predecessor. 

The method of billing must be stated.  The preferred practice of the [Municipality] is to pay upon completion of the work and receipt of the required report. However, the [Municipality] will consider paying on a periodic basis as substantial portions of the work are completed.  Regardless of the billing method used, a minimum of 10% of the DCNR Grant Award will be withheld until the final product is approved by DCNR and all project costs are paid in full.
F.
Contract



The contract form and DCNR “Nondiscrimination/Sexual Harassment Clause” is provided in Section 7.  DCNR requires that the “Nondiscrimination/Sexual Harassment Clause” be incorporated and/or attached to the contract in its entirety.
SECTION 6.  EVALUATION CRITERIA
A.
Technical Expertise and Experience

The following factors will be considered:  
· The firm’s experience in performing similar work 

· The expertise and professional level of the individuals assigned to conduct the work 

· The clarity and completeness of the proposal and the firm’s demonstrated understanding of the work to be performed
B.
Procedures and Methods

The following factors will be considered: 

· The techniques for collecting and analyzing data
· The sequence and relationships of major steps
· The methods for managing the work to ensure timely and orderly completion 
C.
Cost

The following factors will be considered: 

· The number of hours of work to be performed
· The level of expertise of the individuals proposed to do the work.  
D.
Oral presentation
Any or all firms submitting proposals may be invited to give an oral presentation of their proposal.

SECTION 7.  CONTRACT FOR PROFESSIONAL SERVICES
A proposed contract is included for review.  If it is satisfactory to the firm, it should be completed, executed, and submitted with the proposal.  If the firm prefers an alternative contract, the firm may submit it as a part of the proposal submission.  However, the [Municipality] reserves the right to enter into the enclosed contract with the successful firm or to negotiate the terms of a professional services contract.

[The Grantee solicitor/attorney should be consulted concerning the contract form used for this RFP, including insertion of any contractual terms not addressed in this proposed contract, such as termination, breach, remedies for breach, etc.]
CONTRACT FOR PROFESSIONAL SERVICES


This Contract is made and entered into this _______ day of __________, 20[__], by and between the [Municipality, County], Pennsylvania (“[Municipality]”), and ____________________ _________________________________("Consulting Firm").


WHEREAS, the [Municipality] desires to have certain one-time professional consulting work performed involving [Insert here title or short description of work (same as used in RFP)];

WHEREAS, the [Municipality] desires to enter into a contract for this work pursuant to a Request for Proposals (“RFP") issued by [Municipality];

WHEREAS, the Consulting Firm desires to perform the work in accordance with the proposal it submitted in response to the RFP;

WHEREAS, the Consulting Firm is equipped and staffed to perform the work;


NOW, THEREFORE, the parties, intending to be legally bound, agree as follows:


THE CONSULTING FIRM WILL:

1. Provide professional consulting services in accordance with the RFP, its proposal in




response to the RFP, and the Nondiscrimination/Sexual Harassment Clause, which is



attached hereto and incorporated herein as Appendix A. [[Municipality] may add other



appendices as appropriate.]
2. Obtain approval from the [Municipality] of any changes to the staffing stated in its

proposal.  However, approval will not be denied if the staff replacement is determined by the [Municipality] to be of equal ability or experience to the predecessor. 

THE [Municipality] WILL:

1. Compensate the Consulting Firm based on the actual hours worked and actual reimbursable expenses for a total amount not to exceed $_____________.


2. Provide the Consulting Firm with reasonable access to [Municipality] personnel, facilities, and information necessary to properly perform the work required under this Contract.

3. Except as provided in item 4 below, make payment to the Consulting Firm within 30


days after receipt of a properly prepared invoice for work satisfactorily performed. [Revise


this provision to reflect actual payment arrangement agreed to.]

4. Make final payment of 10% of the funds available to the Consulting Firm under this Contract within 30 days after final product approval by the Department of Conservation and Natural Resources.


IT IS FURTHER AGREED THAT:

1. All copyright interests in work created under this Contract are solely and exclusively the


property of the [Municipality].  The work shall be considered work made for hire under


copyright law; alternatively, if the work cannot be considered work made for hire, the


Consulting Firm agrees to assign and, upon the creation of the work, expressly and


automatically assigns, all copyright interests in the work to the [Municipality].  

2. In the performance of services under this Contract, there shall be no violation of the right of privacy or infringement upon the copyright or any other proprietary right of any person or entity.

3. The Consulting Firm may terminate this Contract at any time upon giving the [Municipality] written notice of not less than [insert number] calendar days. The [Municipality] may terminate this Contract at any time if the Consulting Firm violates the terms of this Contract or fails to produce a result that meets the specifications of this Contract.  In the event of termination of this Contract by either party, the [Municipality] shall within [insert number] of calendar days of termination pay the Consulting Firm for all services rendered by the Consulting Firm up to the date of termination, in accordance with the payment provisions of this Contract. 


In witness thereof, the parties hereto have executed this Contract on the day and date set forth above.

WITNESS:




FOR THE [Municipality]:

_________________________

___________________________________







TITLE: ____________________________
                                                             

WITNESS:




FOR THE CONSULTING FIRM: 

_________________________

____________________________________







TITLE:_____________________________

APPENDIX A
NONDISCRIMINATION/SEXUAL HARASSMENT CLAUSE 

The Grantee agrees:

1. In the hiring of any employee(s) for the manufacture of supplies, performance of work, or any other activity required under the grant agreement or any subgrant agreement, contract, or subcontract, the Grantee, a subgrantee, a contractor, a subcontractor, or any person acting on behalf of the Grantee shall not discriminate by reason of race, gender, creed, color, sexual orientation, gender identity or expression, or in violation of the Pennsylvania Human Relations Act (PHRA) and applicable federal laws, against any citizen of this commonwealth who is qualified and available to perform the work to which the employment relates.

2. The Grantee, any subgrantee, contractor or any subcontractor or any person on their behalf shall not in any manner discriminate by reason of race, gender, creed, color, sexual orientation, gender identity or expression, or in violation of the PHRA and applicable federal laws, against or intimidate any of its employees.

3. Neither the Grantee nor any subgrantee nor any contractor nor any subcontractor nor any person on their behalf shall in any manner discriminate by reason of race, gender, creed, color, sexual orientation, gender identity or expression, or in violation of the PHRA and applicable federal laws, in the provision of services under the grant agreement, subgrant agreement, contract or subcontract.
4. Neither the Grantee nor any subgrantee nor any contractor nor any subcontractor nor any person on their behalf shall in any manner discriminate against employees by reason of participation in or decision to refrain from participating in labor activities protected under the Public Employee Relations Act, Pennsylvania Labor Relations Act or National Labor Relations Act, as applicable and to the extent determined by entities charged with such Acts’ enforcement, and shall comply with any provision of law establishing organizations as employees’ exclusive representatives.

5. The Grantee, any subgrantee, contractor or any subcontractor shall establish and maintain a written nondiscrimination and sexual harassment policy and shall inform their employees in writing of the policy. The policy must contain a provision that sexual harassment will not be tolerated and employees who practice it will be disciplined.  Posting this Nondiscrimination/Sexual Harassment Clause conspicuously in easily-accessible and well-lighted places customarily frequented by employees and at or near where the grant services are performed shall satisfy this requirement for employees with an established work site.

6. The Grantee, any subgrantee, contractor or any subcontractor shall not discriminate by reason of race, gender, creed, color, sexual orientation, gender identity or expression, or in violation of the PHRA and applicable federal laws, against any subgrantee, contractor, subcontractor or supplier who is qualified to perform the work to which the grant relates.

7. The Grantee and each subgrantee, contractor and subcontractor represents that it is presently in compliance with and will maintain compliance with all applicable federal, state, and local laws and regulations relating to nondiscrimination and sexual harassment.  The Grantee and  each  subgrantee,  contractor  and subcontractor further represents that it has filed a Standard Form 100 Employer Information Report (“EEO-1”) with the U.S. Equal Employment Opportunity Commission (“EEOC”) and shall file an annual EEO-1 report with the EEOC as required for employers’ subject to Title VII of the Civil Rights Act of 1964, as amended, that have 100 or more employees and employers that have federal government contracts or first-tier subcontracts and have 50 or more employees. The Grantee, any subgrantee, any contractor or any subcontractor shall, upon request and within the time periods requested by the Commonwealth, furnish all necessary employment documents and records, including EEO-1 reports, and permit access to their books, records, and accounts by the granting agency and the Bureau of Diversity, Inclusion and Small Business Opportunities for the purpose of ascertaining compliance with the provisions of this Nondiscrimination/Sexual Harassment Clause.

8. The Grantee, any subgrantee, contractor or any subcontractor shall include the provisions of this Nondiscrimination/Sexual Harassment Clause in every subgrant agreement, contract or subcontract so that those provisions applicable to subgrantees, contractors or subcontractors will be binding upon each subgrantee, contractor or subcontractor.

9. The Granter’s and each subgrantee’s, contractor’s and subcontractor’s obligations pursuant to these provisions are ongoing from and after the effective date of the grant agreement through the termination date thereof.  Accordingly, the Grantee and each subgrantee, contractor and subcontractor shall have an obligation to inform the commonwealth if, at any time during the term of the grant agreement, it becomes aware of any actions or occurrences that would result in violation of these provisions.
10. The commonwealth may cancel or terminate the grant agreement and all money due or to become due under the grant agreement may be forfeited for a violation of the terms and conditions of this Nondiscrimination/Sexual Harassment Clause. In addition, the granting agency may proceed with debarment or suspension and may place the Grantee, subgrantee, contractor, or subcontractor in the Contractor Responsibility File.

Based on Management Directive 215.16 Amended (8/2/18)
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