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* *  S A M P L E  * * 

NOTE: Use the following standard format and wording/language when preparing the project-specific document.  [Sample and/or explanatory language is in italics and should be edited/replaced with project-specific information.]   
REQUEST FOR PROPOSALS
Issue Date: 





RFP#

Title: 
[PROJECT INSPECTION / CLERK OF THE WORKS SERVICES] OR [PROJECT INSPECTION / PROJECT MANAGEMENT / CONSTRUCTION ADMINISTRATION SERVICES]
Commodity Code: Non-Professional Services
Issuing Agency & Address: 
Commonwealth of Virginia



[Insert Data]
Location of Work:

[Insert Data]

Period of Contract:  From 
 [enter date]  through  [enter date]
All Inquiries for Information Should be Directed To: 

[ enter name of agency contact]
 Phone:  [enter phone number]

IF PROPOSALS ARE MAILED, SEND DIRECTLY TO ISSUING AGENCY SHOWN ABOVE.  IF PROPOSALS ARE HAND DELIVERED, DELIVER TO:

[Show specific location where RFP responses are to be delivered.  i.e. Building #, Room #, Street Address, City/Town, State ]
Sealed proposals for furnishing the services described herein will be received until 4:00 p.m. local time on  [Insert deadline time and date]    Proposals must reach the above address by the deadline stated. 
In compliance with this Request For Proposals, which includes the attached Table of Contents and all provisions and appendices attached and referenced therein, and subject to all the terms and conditions set forth herein, the undersigned offers and agrees to furnish the services in accordance with the attached signed proposal.  It is understood that this proposal may be modified, by mutual agreement in subsequent negotiations.

Name and Address of Offeror:   

_________________________________
Date: ____________________________

_________________________________
By_______________________________

(Signature in Ink)

_________________________________
Typed Name: _______________________

_______________________Zip:        
Title:____________________________

FEIN/SSN # _______________________
Telephone No.(    ) _______________

PRE-PROPOSAL CONFERENCE: A pre-proposal conference will not be held.
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NOTE:  APPENDICES A & B ARE NOT PRINTED WITH THIS SAMPLE.
eVA Vendor Registration:  The bidder or offeror shall be a registered vendor in eVA.  See the attached eVA Vendor Registration Requirements.
I. PURPOSE:
The purpose of this Request for Proposals (RFP) is to solicit sealed proposals to establish a contract with the Issuing Agency, hereinafter called the Owner, for Project Inspector / Clerk of the Works, or Project Management, or Construction Administration services (a non-professional service) for the construction of the Library Building for the sports enthusiast to be located near the existing offices in Richmond, Virginia.

Failure to provide information required by this RFP will be grounds for rejection of the proposal. See Appendices B, C and D for the forms and information required for submission.

II. BACKGROUND:
The Owner has engaged the firm of Shirley & Scott, P.C., Architects/Engineers (A/E) of Richmond, Virginia to provide A/E design and construction period services as described in the Commonwealth of Virginia Construction and Professional Services Manual for the project to be constructed adjacent to 1234 Dogwood Avenue, Richmond, Virginia.

The Owner intends to procure non-professional full time Project Inspector / Clerk of the Works, and/or Project Management, or Construction Administration services for the project to supplement the construction period services provided by the A/E.

III. STATEMENT OF NEEDS / SCOPE OF SERVICES:
A.
The selected Offeror for these inspection services, this Contractor, shall furnish all labor, materials, and resources for full-time (Project Inspector/Clerk of the Works) or (Project Management) or (Construction Administration) services during the construction of the project.  The expected duration of the services is approximately twenty-two (22) months.  The work is expected to start on or about [enter date].  

The Owner (through the Construction Contractor) will provide a separate jobsite office containing approximately 120 square feet, light, HVAC, a desk, a 36" x 72" work table, chair, plan rack, and telephone line.  (NOTE: If the Owner wants the Construction Contractor to provide the jobsite office trailer for the Inspector / Manager, the Owner must coordinate with the A/E and assure that the requirement is included in the Division 1 requirements.)  This Contractor will be required to provide the telephone and any other office furnishings and/or equipment such as fax machine, camera, computer, copier, etc., including any monthly equipment and service charges, which are necessary for performing these services.

B.
The duties and functions of the Project Inspector/Clerk of the Works including those listed in Chapter 4, Chapter 5, and in Chapter 7 of the A/E Manual, and in Section 16 of the General Conditions of the Construction Contract, G.S. Form E&B CO-7, are described, generally, below.  A detailed list of duties along with sample formats for recording required information is included in APPENDIX N.   A duly authorized and qualified Inspector shall be present on-site during the entire time Work is in progress on the site.

The Project Inspector shall perform the following services:

(Note to RFP Preparer: Review list and add or delete as appropriate for the particular project.)
-
Monitor and inspect all construction materials, equipment, and supplies for compliance with the contract documents, shop drawings, and submittals.

-
Inspect installation and workmanship for compliance with the approved plans, specifications, shop drawings and referenced standards.   (e.g. ACI, SMACNA, NFiPA, NEC, BOCA, ASHRAE, etc.)  Verify compliance prior to cover or close-in of work.

-
Monitor quality and coordination of trade contractors' Work at all times.  Recommend to the Owner ways to alleviate identified problems.  Identify all work not done in accord with the Contract Documents and report it to the Owner and A/E.

-
Immediately report all discrepancies in the Contractor's work to the Architect/Engineer and the Owner.  Also report any discrepancies noted in plans and specifications to the Architect/Engineer (A/E) for clarification or resolution.  The Project Inspector shall not interpret or change approved plans and specifications.

-
Keep a record or records, including a daily log of construction activity, roofing, tests, inspections, reports, photographs, and annotated drawings, in order to show the progress of and changes in the project during its construction.  Keep records of the designer's and designer's representatives' site visits.  Maintain these records.  (See Formats in Appendix N of the Manual.)

-
Provide full-time inspection of the roof during its application.   The Inspector shall not permit the Contractor to install roofing materials without first having obtained from the A/E a copy of the manufacturer's certification confirming that roofing materials delivered for use on the project meet specified ASTM standards.   During 'Roofing Operations,' the inspector shall maintain a daily written roofing report covering such items as: weather conditions, deck conditions, materials stored, and installation procedures including, bitumen temperature at kettle and point of application, etc.  A copy of the daily report shall be given to the Contractor.

-
Notify the A/E and Owner if work begins before required shop drawings, product submittals, or samples have been approved by the A/E.  Receive and log samples required to be furnished at the site; notify the A/E when they are ready for examination; record the A/E's approval or other action; and maintain custody of approved samples.

-
Report to the A/E and the Owner when in his judgment the Work being performed does not conform to the requirements of the Contract Documents or safety requirements are not being followed and, if appropriate, recommend suspension of the Work.

-
Notify the Owner of any safety violations, OSHA visits, accident reports, and corrective actions observed.  Such reports do not relieve the General Contractor of responsibility for safety under terms of the Contract for construction.

-
Observe tests required by the Contract Documents.  Record and report, to the A/E and Owner, the Contractor's test procedures and, where applicable, results of the tests.  

-
Observe and report on all tests performed by the Contractor and note results in daily reports.

-
Report presence of and activities performed by Owner's Testing & Inspection agents.

-
Verify invoices for on-site tests/site visits of independent testing entities, which are to be paid by the Owner.

-
Submit to the Owner and the A/E a weekly report in an approved format summarizing the significant activities and occurrences at the project site.  Include copies of the Daily Reports with the report.  (See Formats in Appendix N of the Manual.)

-
The Inspector shall record, maintain, and submit with the Weekly Report a running record of outstanding, unresolved issues.  The record shall include the issue, date of occurrence, and date of resolution.  After an item is reported to be corrected, it shall be deleted from the list in the weekly report.

-
The Inspector shall report, in writing, to the Owner and A/E any notifications from the Contractor of dates and times that services will be disrupted.

-
The Inspector shall participate in progress and monthly pay meetings with the owner's representative, Architect, Contractor, and other designated representatives, to review the current status of Work and any action needed to keep the project within budget and on schedule.  The Owner may assign the Inspector other duties related to these scheduled meetings.

-
The Inspector shall record, maintain, and submit with the weekly report a running record of outstanding discrepancies / deficiencies noted by the Inspector.  The record shall include the item, the date observed, and the date corrected.  After an item is reported to be corrected, it shall be deleted from the list in the weekly report.

-
The Inspector shall maintain, on site, a complete set of minutes of meetings as a "Running Record" of evolution of problems and solutions during progress of the work.

-
The Inspector shall maintain current copies of the following at the jobsite:

a.
current set of Contract Documents (addenda, contracts, drawings, specifications, change orders, proposed change orders, request for clarification, construction change authorizations, A/E's supplemental instructions, etc.

b.
all correspondence and reports of site conferences

c.
shop drawings

d.
samples and product data

e.
Owner's purchases, including material and equipment

f.
supplementary drawings

g.
color boards, schedules and samples

h.
names and addresses of Contractors, Sub-contractors, and Principal Material Suppliers

i.
Contractor's Applications For Payment

j.
running list of discrepancies/deficiencies and dates

k.
running list of Unresolved Issues

l.
A/E punch lists with date of issue indicated on each

m.
any other documents and revisions resulting from issues concerning the Contract or Work

n.
maintenance and operating manuals and instructions when received from Contractor

-
The Inspector shall review and provide a recommendation to the Owner on the acceptability of all proposals submitted by the Contractor for changes initiated by the Owner or Architect, and the acceptability of all claims for change orders initiated by the Contractor.

-
The Inspector shall confirm to the Owner that changes required by approved change orders are incorporated in the work at a time deemed appropriate by the Contractor, and are reflected in the Contractor's progress schedule.

-
The inspector shall keep a record of all Proposal Requests from the Architect, change order proposals from the General Contractor, and executed change orders from the Architect.  He shall file copies with the Owner monthly.

-
Throughout construction, the Inspector shall review the Contractor's detailed schedule and advise the owner on the Contractor's progress and all other construction scheduling issues.  He shall monitor the schedule, notify the owner of any slippage in critical path time, make recommendations on accepting the Contractor's proposed schedule recovery plan, and maintain an annotated copy of the schedule that reflects actual progress of the work.

-
The Inspector shall maintain, at the site, a copy of the project schedule with notations, highlighting, etc., that show work to date and any changes made in the CPM schedule.  Where a schedule shows early/late start and finish dates for various activities, the Project Inspector shall note actual dates of each occurrence on a copy of the CPM listing.  The Inspector shall make recommendations to the Owner as appropriate concerning the Contractor's conformance to the schedule and/or recovery plans.

-
When the Contractor is directed to make changes based on unit costs, the Inspector shall verify accuracy of quantities of material and labor (or other units of measure) attributable to change orders.  The Inspector shall verify that all change orders are complete.

-
The Inspector shall observe the Contractor's Record Drawings at intervals appropriate to the state of construction and shall notify the Architect of any apparent failure by the Contractor to maintain up-to-date records.

-
The Inspector shall review each certificate and application for payment.  He shall advise the Architect and Owner whether they accurately represent progress of the work and values of each line item in the Schedule of Values.  He shall verify that stated quantities of stored materials are accurate.  Based on such review and verification, he shall make recommendations to the Owner and Architect to approve or to revise the Certificate and application for payment.

-
The Owner may assign the Project Inspector other duties related to the project.

(Note to RFP Preparer: The following Construction Project Management / Contract Administration activities not specifically required to be performed by the A/E may be performed by the Owner or by the Owner's Project Management / Project Inspection Consultant provided the A/E's Contract is so written or amended.   The Owner or its consultant may then, among others, review construction schedules, maintain accounts of the work, issue change orders, review applications for payment, issue certificates for payment, provide on-site observation of the work, instruct the Project Inspector, issue the Certificate of Completion and issue the final Certificate of Payment.   See the Terms and Conditions of the A/E Contract and Chapter 7, Section 7.10 of the Manual.  
[EDIT THE FOLLOWING LIST OF DUTIES TO SUIT THE PARTICULAR PROJECT]
C.
The Owner plans to designate an on-site Project Manager to be the Owner's designated representative on the project to perform certain inspection, verification, acceptance, rejection, and administrative duties.  The scope of the Project Manager's authority is limited to that authorized by the Owner.  .  
The construction period services to be provided by the Project Manager / Construction Administrator are generally described as follows:  
- Provide all Project Inspection / Clerk of the Works duties described above;  

- Conduct Preconstruction meeting;

- Confirm in writing, all oral orders given by the A/E to the Contractor and/or the Project Inspector;

- Transmit Owner's Orders to Contractor;

- Review Contractor's proposed work plan & schedule for logic and durations of activities, for coordination with Owner's phasing/shutdown schedule, etc.;

- Review schedule for adequate time to review submittals;

- Review/recommend approval of project schedule per Section 19 of the Form CO-7, General Conditions of the Construction Contract;

- Report on Contractor adherence to schedule;

- Review/approve Contractor's periodic progress graph/schedule as it relates to actual progress of the Work;

- Approve Contractor's proposed type of temporary heat as it may affect protection of construction;

- Advise Owner on construction matters related to the project; 

- Keep accurate records of daily weather conditions, Contractor's manpower and equipment on-site, construction activities/work being performed, materials delivered and accepted, outstanding submittals and/or Requests For Information which may impact job progress, and any other relevant information;

- Provide written Daily and Weekly Reports of construction site conditions, activities and progress;

- Determine progress & quality of Work;

- Observe Contractor's adherence to safety regulations and the Contractor's safety program and advise the Contractor and the Owner of any violations observed; 

- Recommend suspension of Work when appropriate;

- Note & report Defects & Deviations in the Work; 

- Make any checks or inspections as required by the Construction Contract Documents as the Work progresses;

- Coordinate/Schedule Special Inspections with Owner's Testing Contractor; 

- Require defective Work to be removed and redone; 

- Reject inferior or poor workmanship; 

- Reject Work which does not conform to Contract Documents requirements; 

- Require Contractor to make repairs or corrections deemed necessary; 

- With Owner's approval, suspend Work which depends on non-conforming Work until an acceptable correction or replacement is provided by the Contractor; 

- Approve repair/restoration of damaged work; 

- Inspect roof & advise when ready for roof survey; 

- Review Contractor's requests for Change Order and make recommendations to Owner on validity of request; 

- Review Contractor's Change Order, CO-11, pricing and determine validity of amounts proposed; provide recommendation to Owner; and assist Owner in negotiating with Contractor when requested; 

- Approve Schedule of Values, CO-12, format and content / breakdown to assure level of detail is adequate to assess the Work completed and evaluate the certificate for payment.   

- Schedule & conduct monthly pay meeting; 

- Review CO-12 pay request vs. work done & materials stored & certify amount;  

- Certify monthly pay requests; 

- Receive Contractor's Affidavit of Payment of Claims; 

- Review Contractor requests/claims for Extension of time and provide recommendation to Owner; 

- Review Contractor claims for Extras and provide recommendation to Owner 

- Verify Project is ready for substantial completion inspection prior to actual inspection; 

- Conduct Substantial Completion Inspection and prepare "Punchlist"; 

- Conduct Final Completion Inspection; 

- Complete and sign Certificate of Substantial Completion, CO-13.1a, and Certificate of Completion, CO-13.1; 

- Assure "As-Built" drawings prepared by the Contractor reflect the actual as-built conditions;

- Prepare Record Drawings (if this work is deleted, in writing, from the A/E's Work and included in these services).

The Owner may assign the PI/PM/CA other duties related to the Owner's inspection and/or construction administration of the project.  

D.
The Project Inspector / Project Manager / Construction Administrator has no authority to and shall not: 

1.
Authorize deviations from the Contract Documents;

2.
Enter into areas of responsibility of the Contractor's superintendent;

3.
Issue directions regarding construction means, methods, techniques, sequences or procedures, or safety precautions and programs in connection with the Work;

4.
Authorize the Owner occupy the project in whole or in part;

5. Issue a certificate for payment.
IV.
QUALIFICATIONS FOR PROJECT INSPECTOR/CLERK OF THE WORKS
The Project Inspector shall 
-
have education, trade related training, and experience in a design or construction related field;  

-
have the ability to read and understand the requirements of building Plans & Specifications;  

-
 have some knowledge of construction means, methods and procedures;

-
be knowledgeable of and have reasonably convenient access to the codes and standards referenced in the Contract Documents which stipulate the requirements for installation and workmanship on the trades involved in the Work.  (e.g. ACI, SMACNA, NFiPA, NEC, BOCA, ASHRAE, etc.)  

-
have an understanding of the General Conditions of the Construction Contract;  

-
have the ability to read and understand a construction bar chart schedule; and 

-
have the ability to communicate effectively orally and in writing.

QUALIFICATIONS FOR PROJECT MANAGER / CONSTRUCTION ADMINISTRATOR
The Project Manager / Construction Administrator staff shall have the following qualifications as a minimum:  

-
Project inspectors shall have the minimum qualifications listed for Project Inspectors;  

-
On-site staff shall be knowledgeable of and have reasonably convenient access to the codes and standards referenced in the Contract Documents which stipulate the requirements for installation and workmanship on the trades involved in the Work.  (e.g. ACI, SMACNA, NFiPA, NEC, BOCA, ASHRAE, etc.)  

-
Staff shall include experienced and competent Cost Estimator(s);

-
Staff shall include a competent Scheduler who is experienced with CPM schedules and knowledgeable in construction sequencing and manpower requirements; 

· Staff shall include one or more persons who are knowledgeable of and experienced in application of the requirements of the General Conditions of the Construction Contract.

V.
PROPOSAL PREPARATION AND SUBMISSION REQUIREMENTS:

A.
General: 

In order to be considered for selection, Offerors must submit a complete response to this RFP.  One original and three (3) copies of each proposal must be submitted to the Issuing Agency at the address shown on page 1 of this RFP.  No other distribution of the proposals shall be made by the Offeror.

B.
Proposal Preparation:

1.
Proposals shall be signed by the authorized representative of the Offeror.  All information requested should be submitted.  Failure to submit all requested information may result in the Owner requiring prompt submission of missing information and/or giving a lowered evaluation of the proposal.  Proposals which are substantially incomplete or lack key information may be rejected as "Not Responsive" by the Owner at its discretion.

2.
Proposals should be prepared simply and economically, providing a straightforward, concise description of capabilities to satisfy the requirements of the RFP.  Emphasis should be on completeness and clarity of content.

3.
Each copy of the proposal should be bound in a single volume where practical.  All documentation submitted with the proposal should be bound in the single volume.

4.
Identify any "proprietary" information exempted from public disclosure under the Virginia Freedom of Information Act by Section 2.2-4342, Code of Virginia, and state the reasons why protection is necessary.

C. Oral Presentation:

Offerors may be required to give an oral presentation of their proposal to the Owner.  This will provide an opportunity for the offeror to clarify or elaborate on the proposal but will in no way change the original proposal.  The Owner will schedule the item and location of these presentations.  An oral presentation will be expected to include those senior person who will actively manage and participate in the project.  Oral presentations are an option of Owner and may not be conducted.  Therefore, proposals should be complete.

D. Specific Requirements:

Proposals should be as thorough and detailed as possible so the owner may properly evaluate the Offeror's capabilities to provide the required services.  Offerors are required to submit the following items to constitute a complete proposal:

1)
The return of this entire RFP, signed and filled out as required.

2)
Complete Project Inspector / Project Manager / Construction Administrator Data Form (Appendix C).

3)
A narrative statement or description showing:

a)
Offeror's proposed staffing to provide the required services including names, functions, primary and/or backup assignments, and other pertinent data.

b)
The experience, knowledge and capabilities of proposed staff in construction inspection and record keeping.

c)
Resumes of proposed on-site persons including a list of recent project experience and a description of the duties and responsibilities on each project.

d)
The Offeror's approach to providing the project services described above on a full time basis.

4)
A statement that the Offeror has adequate manpower to provide all necessary and requested services throughout the entire project.

5)
Disclosure of any potential conflict of interest relating to any Contractor, Subcontractor, or supplier who may provide Work on this project..

6)
Any pertinent information which demonstrates your corporate capabilities (i.e. reports, records and/or appropriate documents).

7)
Statement of proposed fees for the indicated services on this project. (Appendix D).

VI.
EVALUATION AND AWARD CRITERIA:

A. 
Evaluation Criteria:

Proposals will be evaluated by the Issuing Agency using the following criteria:

1)
Expertise, qualifications and experience of 

Offeror's proposed staff
0-40
2)
References from other clients
0-10
3)
Proposed methodology/procedures
0-10
4)
Price
0-40
______

TOTAL
0-100
5)
Oral interview (if required)
(0-25)    
TOTAL
(0-125)
6)
Small Business & Women and Minority

Owned Business Participation (if proposed 

fee exceeds $100,000)
(0-20)  
TOTAL
(0-145)
B.
Award of Contract:

Selection shall be made of two or more Offerors deemed to be fully qualified and best suited among those submitting proposals on the basis of the evaluation factors included in the Request for Proposals, including price, if so stated in the Request for Proposals.  Negotiations shall then be conducted with each of the Offerors so selected. Price shall be considered, but need not be the sole determining factor.  After negotiations have been conducted with each Offeror so selected, the Issuing Agency or public body shall select the Offeror which, in its opinion, has made the best proposal, and shall award the contract to that Offeror.  The Commonwealth may cancel this Request for Proposals or reject all proposals at any time prior to an award, and is not required to furnish a statement of the reason why a particular proposal was deemed to be most advantageous. (11-65D, Code of Virginia.)  Should the Issuing Agency or public body determine in writing and in its sole discretion that only one Offeror is fully qualified, or that one Offeror is clearly more highly qualified than the others under consideration, a contract may be negotiated and awarded to that Offeror.  The award document will be a contract incorporating by reference all the requirements, terms and conditions of the solicitation and the Offeror/Contractor's proposal as negotiated.
VII
METHOD OF PAYMENT:


A.
Payments will be made monthly to this Contractor for the proportional part of the services rendered during the period.

B.
This Contractor shall submit to the Owner by the 5th day of the month a statement for approval and payment for the services performed during the preceding month.  

C.
The lump sum fixed fee will include all services for a twenty-two (22) month contract services period.  

D.
Should services be required beyond that time, this Contractor will be compensated at a rate set forth in the Contract or, if not set forth in the Contract, at a rate commensurate with the services provided and at the equivalent rates used in the Contract for the personnel classifications involved.

VIII
PRICING SCHEDULE: See Appendix D

Attachments:

Attachment A: eVa Vendor Registration Requirements
