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AGENDA
REGULAR MEETING OF THE BIRMINGHAM PLANNING BOARD
WEDNESDAY JULY 9, 2025 - 7:30 PM
151 MARTIN ST., CITY COMMISSION ROOM 205, BIRMINGHAM MI*

Roll Call
Review and Approval of the Minutes of the Regular Meeting of June 25, 2025
Chairpersons’ Comments
Review of the Agenda
Meeting Open to the Public for Items Not on the Printed Agenda
Unfinished Business
Rezoning Applications
Community Impact Studies
Special Land Use Permits
Site Plan & Design Reviews
Study Session
1. Zoning Ordinance Update — Request for Proposal Discussion

L. Miscellaneous Business and Communications:

1. Pre-Application Discussions

2. Communications

i. Project Updates
3. Administrative Approval Correspondence
i. June 20, 2025 — July 4, 2025

4. Draft Agenda — July 23, 2025

5. Action List — 2025

6. Other Business
M. Planning Division Action Items

1. Staff Report on Previous Requests

2. Additional Items from Tonight's Meeting
N. Adjournment
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*please note that board meetings will be conducted in person once again. Members of the public can attend in person at Birmingham City Hall OR may
attend virtually at:

Link to Access Virtual Meeting: https://zoom.us/j/111656967
Telephone Meeting Access: 877-853-5247 US Toll-Free
Meeting ID Code: 111656967

NOTICE: Due to Building security, public entrance during non-business hours is through the Police Department — Pierce St. Entrance
only. Individuals with disabilities requiring assistance to enter the building should request aid via the intercom system at the parking
lot entrance gate on Henrietta St.

Persons with disabilities that may require assistance for effective participation in this public meeting should contact the City Clerk’s
Office at the number (248) 530-1880, or 248-644-3405 (TDD) at least one day before the meeting to request help in mobility, visual,
hearing, or other assistance.

Las personas con incapacidad que requieren algln tipo de ayuda para la participacion en esta sesién publica deben ponerse en
contacto con la oficina del escribano de la ciudad en el nimero (248) 530-1800 o al (248) 644-3405 (para las personas con incapacidad
auditiva) por lo menos un dia antes de la reunion para solicitar ayuda a la movilidad, visual, auditiva, o de otras asistencias. (Title VI of
the Civil Rights Act of 1964).


https://zoom.us/j/111656967

City Of Birmingham
Regular Meeting Of The Planning Board
June 25, 2025
City Commission Room
151 Martin Street, Birmingham, Michigan

Minutes of the regular meeting of the City of Birmingham Planning Board held on June 25, 2025.
The meeting was convened at 7:30 p.m.

A. Roll Call

Present: Chair Scott Clein, Vice Chair Bryan Williams; Board Members Bert Koseck, Daniel
Share, Janelle Whipple-Boyce; Alternate Board Members Duncan Currie; Student
Representative Carter Anderson

Absent: Board Members Robin Boyle, Stuart Jeffares; Alternate Board Member
Nasseem Ramin; Student Representative Olivia Betanzos

Staff: Planning Director Dupuis; City Transcriptionist Eichenhorn

B. Approval Of The Minutes Of The Regular Planning Board Meeting of June 11, 2025
06-43-25

Motion by Share
Seconded by Williams to move approval of the minutes of the regular meeting of June
11, 2025.

Motion carried, 6-0.

VOICE VOTE
Yeas: Currie, Koseck, Williams, Clein, Whipple-Boyce, Share
Nays: None

C. Chair’s Comments
The Chair welcomed everyone to the meeting and reviewed the meeting’s procedures.

D. Review Of The Agenda

E. Meeting Open to the Public for Items Not on the Printed Agenda

F. Unfinished Business

G. Rezoning Applications

H. Community Impact Study and Site Plan Review

I. Special Land Use Permits

1. 479 S. Old Woodward — Birmingham Towers — Request for Special Land Use

Permit to Modify Floor Plans and Seek Approval of a Parking Waiver Pursuant
to Article 3, Section 3.04 (D)(3)(a) of the Zoning Ordinance.
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The Chair clarified the reason for the previous month’s postponement of the item. The Chair then
explained that another request for postponement of today’s hearing had been received and
reviewed by the City Attorney.

It was noted that the City Attorney did not recommend a further postponement on the basis of
the second request.

The Chair then noted the belated submission of a letter and an engineering report by the applicant
and their counsel. Due to the belated submission, it was noted that the item would be postponed
until the Board, staff, and the public had adequate time to review the submission.

Patrick Howe, attorney for the applicant, and Doraid Markus, applicant, spoke on behalf of the
request.
06-44-25

Motion by Williams

Seconded by Whipple-Boyce to postpone consideration of 479 S. Old Woodward —
Birmingham Towers request for special land use permit, and also request for final site
plan and design review to July 23, 2025.

Board comment was as follows:

e The applicant could be afforded the opportunity to withdraw the report
entirely, with no opportunity for future review, since the applicant had counsel
present. This should not present due process concerns.

e Residents that are concerned about the existing building construction need
more clarity from staff on where to direct those concerns.

Public Comment

Kate McNevin supported the postponement, supported more involvement from other
City Boards and departments, and commented frustration at the need to postpone.

Sam McKnight supported a rejection of the untimely submission, commented
regarding a petition, commented regarding the approximately 40 residents present,
and commented regarding the review process for this item.

Staff answered an informational question from Bill Kolb.

Larry Rockind opposed the postponement.

Mr. Howe commented that the letter and report were forwarded to the Board as a
courtesy, that it was the applicant’s intent to go over the information in detail, that
there was no intent to disrespect the City, and that there seemed to be some
inconsistency in how documents submitted close to a meeting were handled.

Motion carried, 5-1.

VOICE VOTE
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Yeas: Currie, Koseck, Williams, Clein, Whipple-Boyce
Nays: Share

J. Site Plan & Design Reviews

1.

479 S. Old Woodward — Birmingham Towers — Request for Special Land Use
Permit to Modify Floor Plans and Seek Approval of a Parking Waiver Pursuant
to Article 3, Section 3.04 (D)(3)(a) of the Zoning Ordinance.

Postponed per Motion 06-44-25.

K. Study Session
L. Miscellaneous Business and Communications

1.

Pre-Application Discussions
i. 35001 Woodward

Kevin Biddison, architect, spoke on behalf of the applicant.

There was Board consensus that the applicant, staff, and relevant consultants should determine
whether the project’s early submittals and Community Impact Study were still adequately
reflective of the amended proposal.

omhwnN

Communications

Administrative Approval Correspondence
Draft Agenda

Action List

Other Business

At Commission request, the Board would study how the ordinance treats outdoor dining location
approvals in the future.

M. Planning Division Action Items

1.
2.

Staff Report on Previous Requests
Additional Items from tonight's meeting

The Board discussed the RFP process for the ordinance update process. Board comments were
as follows:

Staff should clarify what the Board has said needs to be corrected from the 2040 Plan.
The Board would benefit from a written summary explaining what the Board is and is not
attempting to do with the RFP.

This document would also benefit the RFP process, and the public’s understanding.

The information for the July 9, 2025 meeting should link to the 2040 Plan for the public’s
benefit.

If there are items to be studied before an RFP is written, that should occur before a
consultant is hired.

The RFP should explain the scoring criteria and interview process.

The Board might also discuss possible recommendations for improvements for the
Commission’s interview process.
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N. Adjournment

No further business being evident, the meeting adjourned at 8:27 p.m.

AN

Nick Dupuis, Planning Director Laura Eichenhorn, City Transcriptionist



BIRMINGHAM

A WALKABLE CITY

MEMORANDUM

Planning Department

DATE: July 9, 2025
TO: Planning Board Members
FROM: Nicholas Dupuis, Planning Director

SUBJECT: Zoning Ordinance Update — Request for Proposal Discussion

As the Planning Board embarks on the major Zoning Ordinance update project, it has been
emphasized that the Request for Proposal (RFP) process is an important first step in starting the
project off on the right footing. In order to develop an RFP that supports the needs of the project,
the Planning Department, Planning Board, and City Manager’s Office will collaborate closely to
develop the RFP and its components. In general, the RFP will have 5 critical components (among
others):

1. Introduction

2. Scope of Work

3. Submission Requirements

4. Evaluation Procedure and Criteria
5. Timeline & Deliverables

At this time, as City Staff continues to construct the RFP, the attached resources have been
reviewed and will help guide the drafting of the RFP for review by the Planning Board.
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Purpose: Rewrite of the Zoning Ordinance (including, but not limited to, Chapter 24 of the Code of
Ordinances) for the City of Ferndale (Ml).

Issue Date: February 14, 2023

Live Question and Answer Session via Zoom: March 7, 2023 at 2pm EST (contact Roger Caruso for link)
Question and Answer Response Date: March 14, 2023 at 12pm EST (contact Roger Caruso for Q and A’s)
Deadline for Submittal: March 28, 2023 at 12pm EST.

Contact (Please include all parties listed below on any email questions):

-Roger Caruso, Community & Economic Development Director, rcaruso@ferndalemi.gov, 248-546-2363
-Kyle Bryce, Senior Planner, kbryce@ferndalemi.qov, 248-336-4370

-Christine Ross, Planner |, cross@ferndalemi.gov, 248-546-2525 x136

The City of Ferndale is pleased to present this request for proposals, pursuant to the city’s desire to engage
a qualified firm, individual, organization, or team in the rewrite of the Zoning Ordinance. The proposal is
outlined according to the following sections:

COMMUNITY PROFILE
SUMMARY AND BACKGROUND
SCOPE OF WORK

SUBMITTAL REQUIREMENTS
WITHDRAWAL

REJECTION

PROCUREMENT POLICY
RESPONSE SIGNATURES

. SELECTION CRITERIA

10. CONTRACT AWARD

11. FREEDOM OF INFORMATION ACT

RNV A WS

1. COMMUNITY PROFILE

The City of Ferndale (the “City”) is an active community of nearly 20,000 located in southeast Oakland
County, Michigan. Known for its mix of small-town neighborhoods and vibrant downtown district, residents
and visitors choose Ferndale for its unique shopping and dining, plentiful parks, and safe homes and streets.
Ferndale is a walkable and bike friendly community with a lively and diverse mix of more than 1,200
businesses and 14 parks. Inclusiveness, integrity, inspiration, and innovation are core values of the services
we provide.

2. SUMMARY AND BACKGROUND

The City of Ferndale recently updated its Master Land Use Plan (adopted September 2022 and known as
“Plan Ferndale”) to equitably reflect current and future land use, economic development, parks and
recreation, accessibility, housing, and sustainability needs of the community, including the response to
climate change and its impacts. In accordance with this update, the City seeks a rewrite of Chapter 24 —
Zoning, of the City’s Code of Ordinances and additional ancillary sections related to the city’s zoning rules
and regulations (collectively known as the “Zoning Ordinance”).



mailto:rcaruso@ferndalemi.gov
mailto:kbryce@ferndalemi.gov
mailto:cross@ferndalemi.gov
https://drive.google.com/file/d/1-b8dgtT9Vo9uod24D9BoU0r9CLUdAGIb/view
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Although most recently amended and restated in 2010, the Zoning Ordinance contains several sections that
likely date to the 1960s or earlier. As a living document, the City has created new provisions while amending
and removing others as needed. However, these small changes over time have led to conflicting language,
continuance of ineffective planning practices, and an overall loss of cohesion.

The Zoning Ordinance is also not user friendly, especially by those who are not familiar with city codes. The
City desires a document with a strong degree of accessibility for all users.

The existing Zoning Ordinance can be accessed here:
https://ferndale.municipalcodeonline.com/book?type=ordinances#tname=CHAPTER 24 ZONING

The next step, to be addressed with this RFP, is to assess the current document, engage the public on
specific important topics, formulate effective recommendations and craft a modern and accessible Zoning
Ordinance in conformity with the goals of Ferndale.

3. SCOPE OF WORK
City staff will work with the consultant to review the current Zoning Ordinance from start to finish,

identifying important issues that will be addressed through community engagement of in-person and online
methods. The final output will be a completely revised, rewritten and functionally modernized Zoning
Ordinance, complete with rich and effective graphics that are intended to greatly enhance understanding of
the code for all. This document will need to be utilized through the existing Municode interface.

The ideal consultant will have experience and understanding of how zoning ordinances can be updated in
accordance with existing master plans. This consultant will also understand the value and impact of
accessibility and easy to understand language.

The consultant will primarily report to the City of Ferndale Community & Economic Development Director
and the Senior Planner, who will recruit a Steering Committee to provide input, recommendations, and
supporting research. The desired product from this project includes the following components:

A. Tentative Schedule
Staff envisions a process that includes community engagement, a steering committee, request for

proposals (RFP) from planning consultants to lead the process, along with participation from City Council
and the Planning Commission. The goal is to have the Zoning Ordinance amended by City Council in 10
to 12 months with a recommendation for adoption from the Planning Commission.

The planning timeline noted below is tentative and may need to be adjusted due to revised public
meeting schedules.


https://ferndale.municipalcodeonline.com/book?type=ordinances#name=CHAPTER_24_ZONING
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2023 Zoning Ordinance Rewrite

2022

2023

Project Task

Dec

Jan

Feb

Apr

May

Jun

Jul

Aug

Sep

Oct

Internal Staff Planning

Steering Committee Selection

RFP Issued (6 weeks)

RFP Review (1week)

RFP Interviews

Consultant Agreement Internal Review

Consultant Agreement Review by Council

Internal Consultant/Staff Planning Meeting

Community Engagement

Zoning Ordinance - First Draft

Planning Commission Recommendation

Zoning Ordinance Adoption by Council

B. Zoning Ordinance and Plan Ferndale Review and Site Visit:

The consultant will be expected to review the existing Zoning Ordinance in its entirety and provide

an analysis. The consultant will also fully review the recently adopted Plan Ferndale, in particular its

goals and objectives, to help formulate recommendations.

The consultant will visit the community at least once at the beginning of the project to audit current

conditions, and visit the community as needed throughout the project.

Staff will provide other relevant documentation as requested.

C. Zoning Ordinance Action Items

The primary outcome of the project will be a fully revised ordinance. Staff envisions the following

action items to complete this project:
I Identification of key issues to be addressed through public outreach with assistance from staff,

including:

e Unique conditions for specific corridors and neighborhoods, such as Livernois Avenue,

Woodward Avenue, 8 Mile Road, 9 Mile Road, and Downtown Ferndale.

e Effectiveness of existing form-based code in commercial zoning districts.

e Achievable Plan Ferndale goals such as, but not limited to, duplexes City-wide and
encouragement of Accessory Dwelling Units.

e QOutdated or confusing language.

Il Public engagement will be a cornerstone of the project. Staff will look to the consultant for the

most appropriate general community engagement strategy. In addition to the general

community engagement strategy, a requirement of the consultant will be to hold three or four

community engagements on specific topics to be determined, such as: 1) Downtown Design; 2)
Zoning and Racial Equity; 3) ADU’s city-wide. Staff will be working with Council to finalize a list

of preferred topics, and would expect the consultant to assist in designing the final topics.
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1l. Review recommendations with staff, Steering Committee and Planning Commission for a clear
path forward.

V. Drafting of the new document with new language and graphics to be reviewed by staff, Steering
Committee and Planning Commission. The final version will be reviewed and recommended by
the Planning Commission for review and approval by the City Council.

4. SUBMITTAL REQUIREMENTS

Qualified consultant must provide the following information via PDF, emailed to rcaruso@ferndalemi.gov,
kbryce@ferndalemi.gov and cross@ferndalemi.gov no later than March 28, 2023 at 12pm EST:

e Detailed response to the specific scope of work items addressed in this RFP.

e Description of all personnel that will work on this project, outlining their specific roles and relevant
qualifications.

e Proposed schedule of work.

e Line-item budget detailing all project costs to the city, including projected number of hours and
personnel involved, for each task and how long the budget is valid for.

e At least two (2) examples of comparable Zoning Ordinance work completed within the last five (5)
years, with client references.

e Brief overview of consultant/team and its history.

e Narrative of unique strategies used in similar projects - what sets you apart from other consultant?

Questions with the subject line “QUESTION RE: FERNDALE ZONING ORDINANCE REWRITE” will be
accepted until March 14, 2023 at 12pm EST. Hard copies of the submittal will not be accepted.

5. WITHDRAWAL
Responses may only be withdrawn by written notice prior to the date and time set for the opening of
responses. No Response may be withdrawn after the deadline for submission.

6. REJECTION

The City reserves the right to reject any or all responses, or to accept or reject any response in part, and to
waive any minor informality or irregularity in responses received if it is determined by the City that the best
interest of the City will be served by doing so. If all Responses are rejected by the City, notice will be posted
on the City’s websites as noted on the Cover Page of this document. No Response will be considered from
any person, firm or corporation in arrears or in default to the City on any contract, debt, or other obligation,
or if the Respondent is debarred by the City from consideration for a contract award, or if Respondent has
committed a violation of the City’s Charter and/or Code of Ordinances which resulted in a termination of a
contract or other material sanction within the five (5) years immediately preceding the date of issuance of
this document.

7. PROCUREMENT POLICY

Procurement for the City will be handled in a manner providing fair opportunity to all businesses. This will
be accomplished without abrogation or sacrifice of quality and as determined to be in the best interest of
the City.


mailto:rcaruso@ferndalemi.gov
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8. RESPONSE SIGNATURES

Responses must be signed by an authorized official of the Respondent. Each signature represents binding
commitment upon the Respondent to provide the goods and/or services offered to the City if the
Respondent is determined to be the most responsive and responsible Respondent.

9. SELECTION CRITERIA
Qualified consultant will be evaluated based on the following criteria:
. Professional competence

o Consultant’s experience of similar successful projects.

o Lead staff have held similar roles in other projects.

o A certification statement is submitted that it holds all licenses and registrations required by
applicable federal, state, and local laws for businesses offering environmental services, and
all licenses and registrations are currently in good standing.

. Project understanding
o Understanding of zoning ordinance crafting and general planning needs of the City.
o Identification of key project success factors.

. Experience on similar projects

o Prior project descriptions clearly demonstrate successful completion of similar projects in
the last five (5) years.

o Ability to perform the required services within the overall time schedule.

o Anticipated fee schedule.

. Experience in community visioning and consensus building.

. Employ urban design and urban planning best practices.

. Exhibit experience with successful collaboration with the development community and other
stakeholders in achieving the community’s vision.

. Experience with policy development and engagement on equity issues.

. Ability to explain the process and clearly present information and recommendations to the
community, elected officials, and staff.

. Exhibition of unique strategies used in similar work - what sets you apart from other
consultants?

. Experience with projects rooted in current climate change trends in planning, engagement, and

implementation projects.

Each response submitted in response to this RFP shall focus on these criteria. A Steering Committee,
composed of City employees and elected and appointed officials, shall assist the Community and Economic
Development department throughout the process. The Steering Committee will conduct interviews of
selected consultants.

The In addition, the evaluation team also may consider the past performance of the response on other
contracts with the City or other entities. The City reserves the right to make such additional investigations as

it deems necessary and may require the submission of additional information.

Preferences
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e Living Wage
e Minority and/or Women-Owned Vendor
e Local Vendor

Racial Equity Statement

The City of Ferndale is intentional about creating equity in everything we do. We believe in leading with racial
equity—working with our residents, elected officials, visitors, employees, and other stakeholders to realize
this goal. We strive to be a welcoming, inclusive community in which racial identity and other characteristics
that have been used to create inequity are no longer a factor in how people enjoy and achieve success.

10. CONTRACT AWARD

The City reserves the right to award by item, group of items, or total response. The Respondent to whom
the award is made will be notified at the earliest possible date. Tentative acceptance of the response, intent
to recommend award of a contract and actual award of the contract will be provided by written notice sent
to the Respondent at the address designated in the response. All responses must be firm for at least 90 days
from the due date of the response. After a final award of the Agreement by the City of Ferndale, the
Contractor must execute and perform said Agreement. The date on which the Agreement is signed by the
City of Ferndale marks the beginning of the Agreement.

11. FREEDOM OF INFORMATION ACT (FOIA) REQUIREMENTS
Responses are subject to public disclosure after the deadline for submission in accordance with state law.
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Sealed proposals endorsed *"MASTER PLAN UPDATE", will be received at the Office of
the City Clerk, 151 Martin Street, PO Box 3001, Birmingham, Michigan, 48012; until
June 1, 2018 at 3:00pm after which time bids will be publicly opened and read.

The City of Birmingham, Michigan is accepting sealed bid proposals from qualified
professional firms to conduct a comprehensive master plan update. This work must be
performed as specified in accordance with the specifications contained in the Request
For Proposals (RFP).

The RFP, including the Specifications, may be obtained online from the Michigan Inter-
governmental Trade Network at http://www.mitn.info or at the City of Birmingham, 151
Martin St., Birmingham, Michigan, ATTENTION: Jana L. Ecker, Planning Director.

The acceptance of any proposal made pursuant to this invitation shall not be binding
upon the City until an agreement has been executed.

Submitted to MITN: April 11, 2018
Deadline for Submissions: June 1, 2018 at 3:00pm
Contact Person: Jana L. Ecker, Planning Director

P.O. Box 3001, 151 Martin Street
Birmingham, MI 48012-3001
Phone: 248-530-1841

Email: jecker@bhamgov.org


http://www.govbids.com/scripts/MITN/public/home1.asp
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INTRODUCTION

For purposes of this request for proposals the City of Birmingham will hereby be
referred to as “City” and the private consulting firm or firms will hereby be referred to
as “Contractor.”

The City of Birmingham, Michigan is seeking a comprehensive update of the City-wide
master plan, and is accepting sealed bid proposals from qualified professional planning
firms who have experience drafting comprehensive master plan updates. Qualified
Contractors must demonstrate experience in conducting strategic visioning sessions,
encouraging public participation, community consensus building, demographic and land
use analysis, parking analysis, planning best practices, and have a strong background
working in traditional, walkable communities.

During the evaluation process, the City reserves the right where it may serve the City’s
best interest to request additional information or clarification from proposers, or to
allow corrections of errors or omissions. At the discretion of the City, firms submitting
proposals may be requested to make oral presentations as part of the evaluation.

It is anticipated the selection of a firm will be completed by August 1, 2018. An
Agreement for services will be required with the selected Contractor. A copy of the
Agreement is contained herein as Attachment A. Contract services will commence upon
execution of the service agreement by the City.

The purpose of this RFP is to request sealed bid proposals from qualified parties
presenting their qualifications, capabilities and costs to provide a comprehensive update
of the City-wide master plan. The City’s current comprehensive master plan is entitled
The Birmingham Plan, and was adopted in 1980. Since the adoption of the master
plan, several sub-area plans have also been adopted for specific sections of the City:

Downtown 2016 Plan (1996);

Eton Road Corridor Plan (1999);
Triangle District Plan (2007);

Alleys and Passages Plan (2012); and
Multi-modal Transportation Plan (2013);
Parks and Recreation Master Plan (TBD)

Each of these sub-area plans continue to be relevant and have essentially acted as
updates to the City’s comprehensive master plan for portions of the City. The new
comprehensive master plan should facilitate a collective utilization of the City’s various
districts coming together. In addition, the review document produced as a result of
Andres Duanys’ visit in 2014 should also be considered and incorporated into the
development of a new comprehensive master plan.



At this time the City is seeking a comprehensive update of the 1980 Birmingham Plan,
and the formal inclusion of each of the subarea plans into an updated comprehensive
master plan (“the Plan”). Most of the plans noted above primarily address the City’s
commercial areas, and thus the updated master plan should provide a clear focus and
priority on the City’s residential areas which were last studied in the City’s 1980
comprehensive master plan. While some portions of the Birmingham Plan may continue
to be relevant today, specific areas that need to be updated include:

e Community vision and planning objectives;

e Update of Population section to include current demographic data, future
projections and analysis;

e Update of Regional and Surrounding Development section to include current
and projected demographic data (residential, retail, office, mix of land
uses) and analysis of the region, regional and downtown development
trends and regional collaboration efforts;

e Update of Residential Housing section to include neighborhood vision in
residential areas, analysis of changes in residential patterns and
residential areas from 1980 to now, typology and character of
neighborhoods, development trends, future projections and future
direction;

e The physical characteristics of neighborhoods should be identified and
documented including historic attributes, landscape conditions, housing
type and the period of construction for each area;

e Review and update of Transportation section to include current local
vehicular, pedestrian and bicycle data, recent and currently budgeted
infrastructure improvements, current multi-modal trends, regional
transportation projects, and future recommendations based on regional
and national best practices;

e Update and review of existing land use, updated recommendations for
future land uses and an updated future land use map including the area of
Woodward between 14 Mile Rd. and Lincoln, known as the S. Woodward
gateway;

e Parking analysis and recommendations for both public and private parking
regulations throughout the entire City including consideration of parking
requirements, public parking needs, residential parking permitting
requirements, accessible parking needs, potential for shared parking and
emerging and innovative technologies;

e Review and update of the Policies section to encourage the implementation
of the City’s vision, current goals, best practices, current technological
advances, and innovative policies.

This work must be performed as specified in accordance with the specifications outlined
by the Scope of Work contained in this Request for Proposals (RFP). It is anticipated



that the master plan update will commence in August of 2018 and be completed by
June of 2020.

PUBLIC PARTICIPATION

Extensive public participation is vital to the success of the master plan update. During
the master plan update process, the Contractor will solicit and garner the input of the
public on the future vision for the City and build consensus to provide the basis for the
overall direction of the master plan update. Extensive public input will also be
encouraged throughout the entire master planning process, including specific
discussions on residential areas, the downtown and commercial areas, and the
transitional areas that connect these zones. The selected Contractor will be required to
submit a detailed community engagement plan as a part of this RFP that allows for
public input throughout the entire process from visioning to formal adoption of the Plan,
utilizing contemporary technologies.

SCOPE OF WORK

The selected Contractor will work with the public, City staff, the Planning Board, and
the City Commission to review and update Birmingham’s master plan. The Contractor
will coordinate with City staff and the City Attorney to ensure compliance with all State
and/or Federal laws related to a community master plan update. The scope of services
is as follows:

1. Comprehensive Community Engagement Plan. Create a detailed
and inclusive comprehensive Community Engagement Plan to encourage
and facilitate ongoing public participation of all stakeholders in the master
planning process, including workshops, charrettes, visioning process,
surveys, walking tours and/or other such methods that have been
demonstrated to stimulate public discourse to gather input from residents
and business owners (property owners and retailers) for integration into
the strategic vision for the residential neighborhoods and commercial
areas within the Plan. This process is expected to include at a minimum,
a multi-day workshop that provides substantial opportunities for various
local stakeholders and residents to provide input to achieve consensus on
the direction of the City moving forward and ongoing engagement with
elected and appointed boards and commissions throughout the entire
planning process.

2. Updated Data Collection and Analysis. Review and update all
demographic, social, economic and market data and provide future
projections and trends. Review and update existing land use and zoning
patterns and evaluate future land uses (ie. zoning district boundaries,
transitional zoning, lot consolidation etc.). Evaluate current trends and
best practices in other dense, traditional, walkable communities to make
policy recommendations for the future success of Birmingham.



3. Infrastructure Analysis. Review existing infrastructure, current

construction  practices, evaluate future needs and provide
recommendations. Specific emphasis should be placed on transportation
infrastructure, including analysis of existing vehicular, pedestrian, bicycle
and transit facilities, current multi-modal trends, the formulation of
recommendations based on future projections, best practices and the
incorporation of Complete Streets principles and walkability priorities.

. Parking Analysis. Review current parking regulations in effect in the
City of Birmingham for both private and public property. Provide best
practice analyses and recommendations for updating current parking
regulations for both private developments and on street public parking in
residential and commercial areas, including consideration of the following:

1. A review of the Central Business District Parking Assessment District
with regards to desired future land use, and the need to consider a
restructuring of the Parking Assessment District to consider price
variations for future expansion of buildings;

2. A study of build-out capacity as it relates to parking needs and
perceived parking issues Downtown;

3. The potential need for a municipal parking system in the Triangle
District and parking needs in the Rail District, with reference to recent
analysis and recommendations;

4. An analysis of the need for other public parking structures and
locations along with ideas on financing strategies;

5. A comprehensive review of the Zoning Ordinance parking regulations
that apply outside of the Parking Assessment District;

6. Analysis of the impact of ride sharing, autonomous vehicles and mass
transit on future parking needs as it pertains to the Metro Detroit area;

7. The need for a written standard relative to the maximum number of
dining decks that can be installed in on street parking spaces per block
or other defined distance;

8. The need for demand pricing for parking that would create dynamic
hourly rates depending on daily changes in demand both on the street
and in the structures;

9. Development of a policy for electric vehicle charging stations;

10.Residential Permit parking and alternatives (City-wide);

11.The need for restricted on-street parking between 2am-6am; and

12.A review of options to transition public parking decks to other uses in
the future if demand for parking declines.

. Attendance at Meetings. The Contractor shall expect to attend the
following meetings and base their fees accordingly:
» A multi-day charrette as noted in subsection (1) above.



» One (1) meeting with the Planning Board to discuss process and
finalize a schedule to meet the requirements of this RFP.
» Up to five (5) work sessions with City staff to discuss progress and
recommendations.
» Two (2) progress report meetings with the City Commission during
the master planning process.
> Up to three (3) work sessions/monthly meetings with the Planning
Board to discuss updates to key segments of the Plan.
» One (1) public hearing for review of the final draft at the Planning
Board.
» One (1) public hearing for review of the final draft at the City
Commission.
The City reserves the right to reduce or increase the number of meetings
depending on the progress of the project with an adjustment in the
contract accordingly.

6. Plan Preparation. The Contractor will prepare a detailed progress
report for review by the City Commission upon completion of 50% of the
project, and another progress report for review by the City Commission
upon completion of 75% of the project. The Contractor shall provide
ongoing engagement with respective commissions and boards. The
Contractor will prepare drafts of each key segment of the Plan for review
by the Planning Board, and shall make changes as directed throughout
the process. The Contractor will prepare one draft version of the Plan
including updated census information, maps, charts, exhibits and graphics
to create a vital and compelling statement of public policy. The
Contractor will work with the public and the Planning Board to refine the
draft Plan into a final draft for approval by the City Commission.

7. Finalization and Adoption. A draft of the updated Plan will be
presented to the Planning Board for initial recommendation and to the
City Commission for their concurrence. The Contractor will participate in
the required public hearing(s) and prepare a completed final document
with all necessary changes.

This outline is not necessarily all-inclusive and the Contractor shall include in the
proposal any other tasks and services deemed necessary to satisfactorily complete the
project.

DELIVERABLES

The Contractor shall provide a detailed, master graphic format of the Plan that
incorporates all sub-area plans and includes an extensive use of illustrations, photos,
before and after examples, charts and tables that clearly depict the plan content, vision
and implementation in the following formats upon adoption of the final version of the
Plan:



1. One (1) reproducible PDF digital file and twenty (20) hard copies of the draft
Plan at 50% completion of plan;

2. One (1) reproducible PDF digital file and twenty (20) hard copies of the draft
Plan at 75% completion of plan;

3. One (1) reproducible PDF digital file and twenty (20) hard color copies of the
completed plan;

4. One reproducible PDF digital file of the final Plan for publication on the web and
social media; and

5. One page infographic outlining vision, goals and recommendations of the Plan.

All data, illustrations and projections created or compiled throughout the project shall
become the sole property of the City of Birmingham.

TIME SCHEDULE AND COST PROPOSAL

All proposals must include a proposed time schedule for completion of the project and a
fixed price agreement with an associated fee schedule for extra meeting costs, should
they be required. Reimbursable expenses will be billed at direct cost plus a 10%
administrative charge. Normal reimbursable expenses including... associated with the
project are to be included in the estimated fees as outlined in the proposal.

The Contractor shall perform all services outlined in this RFP in accordance with the
requirements as defined and noted herein.

INVITATION TO SUBMIT A PROPOSAL

Proposals shall be submitted no later than Friday June 1, 2018 at 3:00pm to:
City of Birmingham
Attn: City Clerk
151 Martin Street
Birmingham, Michigan 48009

One (1) electronic copy and ten (10) hard copies of the proposal must be submitted.
The proposal should be firmly sealed in an envelope, which shall be clearly marked on
the outside, "MASTER PLAN UPDATE”. Any proposal received after the due date
cannot be accepted and will be rejected and returned, unopened, to the proposer.
Proposer may submit more than one proposal provided each proposal meets the
functional requirements.

SUBMISSION REQUIREMENTS
All proposals that wish to be considered must contain the following:

(1) Cover Letter;
(2) Outline of qualifications of the Contractor and of the key employees that will
be involved in the project, including an organizational chart of the roles and



responsibilities of each team member, and references for the team leader(s).

The project team should include each of the following skill sets:

Urban design;

Multi-modal transportation;

Sustainability;

Urban planning;

Zoning and form-based code;

Architecture;

Physical design;

Landscape architecture;

Transportation engineering;

Parking expertise; and

e National Charrette Institute certification and/or training.

(3) Outline of Contractor(s) experience with the preparation of similar master
plan updates, including references from at least two relevant communities
where you have completed such plans. (Portions of sample plans prepared by
the Contractor should be submitted with the proposal, up to a maximum of
twenty-five (25) pages);

(4) Outline presenting a description of the scope of work to be completed,
broken down into the following separate components:

(i) Community Engagement Plan;

(ii) Data collection and analysis;

(iii) Parking and infrastructure Analysis;
(iv) Preparation of draft plan;

(v) Presentation and Adoption;

(5) Proposed time frame for completion of each component of the scope of
work;

(6) A statement of any additional services that you recommend, if any. Define
hourly rates for additional services by discipline.

(7) Bidders Agreement (Attachment B);

(8) Cost Proposal (Attachment C); and

(9) Iran Sanctions Act Vendor Certification (Attachment D).

INSTRUCTIONS TO BIDDERS

1. Any and all forms requesting information from the bidder must be completed
on the attached forms contained herein (see Contractor’s Responsibilities). If
more than one bid is submitted, a separate bid proposal form must be used
for each.

2. Any request for clarification of this RFP shall be made in writing and delivered
to: Jana L. Ecker, Planning Director, 151 Martin Street, Birmingham, MI, or
via email to jecker@bhamgov.org. Such request for clarification shall be
delivered, in writing, no later than 5 days prior to the deadline for




submissions. Email requests must contain in their subject line “Request for
Clarification”.

3. All proposals must be submitted following the RFP format as stated in this
document and shall be subject to all requirements of this document including
the instruction to respondents and general information sections. All proposals
must be regular in every respect and no interlineations, excisions, or special
conditions shall be made or included in the RFP format by the respondent.

4. The contract will be awarded by the City of Birmingham to the most
responsive and responsible bidder and the contract will require the
completion of the work pursuant to these documents.

5. Each respondent shall include in their proposal, in the format requested, the
cost of performing the work. Municipalities are exempt from Michigan State
Sales and Federal Excise taxes. Do not include such taxes in the proposal
figure. The City will furnish the successful company with tax exemption
information when requested.

6. Each respondent shall include in their proposal the following information:
Firm name, address, city, state, zip code, telephone number, and fax number.
The company shall also provide the name, address, telephone number and e-
mail address of an individual in their organization to whom notices and
inquiries by the City should be directed as part of their proposal.

EVALUATION PROCEDURE AND CRITERIA

The City will utilize a qualifications-based selection process in choosing a Contractor for
the completion of this work. The evaluation panel will consist of City staff, board
members, and/or any other person(s) designated by the City who will evaluate the
proposals based on, but not limited to, the following criteria:

Ability to provide services as outlined.

Experience of the Contractor with similar projects.

Professional qualification of key employees assigned to the project.
Public Involvement Process.

Content of Proposal.

Cost of Services.

Timeline and Schedule for Completion.

References.

TERMS AND CONDITIONS

1. The City reserves the right to reject any or all proposals received, waive
informalities, or accept any proposal, in whole or in part, it deems best. The City
reserves the right to award the contract to the next most qualified Contractor if
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the successful Contractor does not execute a contract within ten (10) days after
the award of the proposal.

The City reserves the right to request clarification of information submitted and
to request additional information of one or more Contractors.

The City reserves the right to terminate the contract at its discretion should it be
determined that the services provided do not meet the specifications contained
herein. The City may terminate this Agreement at any point in the process upon
notice to Contractor sufficient to indicate the City’s desire to do so. In the case
of such a stoppage, the City agrees to pay Contractor for services rendered to
the time of notice, subject to the contract maximum amount.

Any proposal may be withdrawn up until the date and time set above for the
opening of the proposals. Any proposals not so withdrawn shall constitute an
irrevocable offer, for a period of ninety (90) days, to provide the services set
forth in the proposal.

The cost of preparing and submitting a proposal is the responsibility of the
Contractor and shall not be chargeable in any manner to the City.

Payment will be made within thirty (30) days after invoice. Acceptance by the
City is defined as authorization by the designated City representative to this
project that all the criteria requested under the Scope of Work contained herein
have been provided. Invoices are to be rendered each month following the date
of execution of an Agreement with the City.

The Contractor will not exceed the timelines established for the completion of
this project.

The successful bidder shall enter into and will execute the contract as set forth
and attached as Attachment A.

CONTRACTOR'S RESPONSIBILITIES

Each bidder shall provide the following as part of their proposal:

1.

2.

Complete and sign all forms requested for completion within this RFP.
Bidder’s Agreement (Attachment B)
Cost Proposal (Attachment C)
Iran Sanctions Act Vendor Certification Form (Attachment D)
Agreement (Attachment A — only if selected by the City).
Provide a description of completed projects that demonstrate the firm’s ability
to complete projects of similar scope, size, and purpose, and in a timely
manner, and within budget.

Q0 oo
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3. Provide a written plan detailing the anticipated timeline for completion of the
tasks set forth in the Scope of Work.

4, The Contractor will be responsible for any changes necessary for the plans to
be approved by the City of Birmingham.

5. Provide a description of the firm, including resumes and professional
qualifications of the principals involved in administering the project.

6. Provide a list of sub-contractors and their qualifications, if applicable.

7. Provide three (3) client references from past projects, include current phone
numbers. At least two (2) of the client references should be for similar
projects.

8. Provide a project timeline addressing each section within the Scope of Work

and a description of the overall project approach. Include a statement that
the Contractor will be available according to the proposed timeline.

CITY RESPONSIBILITY

The City will provide a designated representative to work with the Contractor to
coordinate both the City’s and Contractor’s efforts and to review and approve any work
performed by the Contractor.

SETTLEMENT OF DISPUTES

The successful bidder agrees to certain dispute resolution avenues/limitations. Please
refer to paragraph 17 of the Agreement attached as Attachment A for the details and
what is required of the successful bidder.

INSURANCE

The successful bidder is required to procure and maintain certain types of insurances.
Please refer to paragraph 12 of the Agreement attached as Attachment A for the details
and what is required of the successful bidder.

CONTINUATION OF COVERAGE

The Contractor also agrees to provide all insurance coverages as specified. Upon failure
of the Contractor to obtain or maintain such insurance coverage for the term of the
agreement, the City may, at its option, purchase such coverage and subtract the cost of
obtaining such coverage from the contract amount. In obtaining such coverage,
Birmingham shall have no obligation to procure the most cost effective coverage but
may contract with any insurer for such coverage.
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EXECUTION OF CONTRACT

The bidder whose proposal is accepted shall be required to execute the contract and to
furnish all insurance coverages as specified within ten (10) days after receiving notice
of such acceptance. Any contract awarded pursuant to any bid shall not be binding
upon the City until a written contract has been executed by both parties. Failure or
refusal to execute the contract shall be considered an abandonment of all rights and
interest in the award and the contract may be awarded to another. The successful
bidder agrees to enter into and will execute the contract as set forth and attached as
Attachment A.

INDEMNIFICATION

The successful bidder agrees to indemnify the City and various associated persons.
Please refer to paragraph 13 of the Agreement attached as Attachment A for the details
and what is required of the successful bidder.

CONFLICT OF INTEREST

The successful bidder is subject to certain conflict of interest requirements/restrictions.
Please refer to paragraph 14 of the Agreement attached as Attachment A for the details
and what is required of the successful bidder.

EXAMINATION OF PROPOSAL MATERIALS

The submission of a proposal shall be deemed a representation and warranty by the
Contractor that it has investigated all aspects of the RFP, that it is aware of the
applicable facts pertaining to the RFP process and its procedures and requirements, and
that it has read and understands the RFP. Statistical information which may be
contained in the RFP or any addendum thereto is for informational purposes only.

PROJECT TIMELINE (MAXIMUM)

Evaluate Respondents June 2018
Interview Contractors June-July 2018
Award Contract July-August 2018
Project Kick Off Meeting August 2018
50% Completion of draft Plan August 2019
75% Completion of draft Plan February 2020
Final Draft of Plan Completed June 2020

The Contractor will not exceed the timelines established for the completion of this
project. A shorter timeline is encouraged and preferred.
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ATTACHMENT A - AGREEMENT
FOR MASTER PLAN UPDATE

This AGREEMENT, made this day of , 2018, by and
between CITY OF BIRMINGHAM, having its principal municipal office at 151 Martin
Street, Birmingham, MI (hereinafter sometimes called "City"), and ,
Inc., having its principal office at (hereinafter called
"Contractor"), provides as follows:

WITNESSETH:

WHEREAS, the City has heretofore advertised for bids for the procurement and
performance of services required to complete an update to the City-wide
comprehensive master plan, and in connection therewith has prepared a request for
sealed proposals (“RFP”), which includes certain instructions to bidders, specifications,
terms and conditions.

WHEREAS, the Contractor has professional qualifications that meet the project
requirements and has made a bid in accordance with such request for cost proposals to
complete an update to the City-wide comprehensive master plan.

NOW, THEREFORE, for and in consideration of the respective agreements and

undertakings herein contained, the parties agree as follows:

1. It is mutually agreed by and between the parties that the documents consisting of
the Request for Proposal to complete an update to the City-wide comprehensive
master plan and the Contractor’s cost proposal dated , 2018 shall
be incorporated herein by reference and shall become a part of this Agreement, and
shall be binding upon both parties hereto. If any of the documents are in conflict
with one another, this Agreement shall take precedence, then the RFP.

2. The City shall pay the Contractor for the performance of this Agreement in an
amount not to exceed , as set forth in the Contractor’s
, 2018 cost proposal.

3. This Agreement shall commence upon execution by both parties, unless the City
exercises its option to terminate the Agreement in accordance with the Request for
Proposals.

4. The Contractor shall employ personnel of good moral character and fitness in
performing all services under this Agreement.

5. The Contractor and the City agree that the Contractor is acting as an independent
contractor with respect to the Contractor's role in providing services to the City
pursuant to this Agreement, and as such, shall be liable for its own actions and
neither the Contractor nor its employees shall be construed as employees of the
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City. Nothing contained in this Agreement shall be construed to imply a joint
venture or partnership and neither party, by virtue of this Agreement, shall have any
right, power or authority to act or create any obligation, express or implied, on
behalf of the other party, except as specifically outlined herein. Neither the City nor
the Contractor shall be considered or construed to be the agent of the other, nor
shall either have the right to bind the other in any manner whatsoever, except as
specifically provided in this Agreement, and this Agreement shall not be construed
as a contract of agency. The Contractor shall not be entitled or eligible to
participate in any benefits or privileges given or extended by the City, or be deemed
an employee of the City for purposes of federal or state withholding taxes, FICA
taxes, unemployment, workers' compensation or any other employer contributions
on behalf of the City.

. The Contractor acknowledges that in performing services pursuant to this
Agreement, certain confidential and/or proprietary information (including, but not
limited to, internal organization, methodology, personnel and financial information,
etc.) may become involved. The Contractor recognizes that unauthorized exposure
of such confidential or proprietary information could irreparably damage the City.
Therefore, the Contractor agrees to use reasonable care to safeguard the
confidential and proprietary information and to prevent the unauthorized use or
disclosure thereof. The Contractor shall inform its employees of the confidential or
proprietary nature of such information and shall limit access thereto to employees
rendering services pursuant to this Agreement. The Contractor further agrees to
use such confidential or proprietary information only for the purpose of performing
services pursuant to this Agreement. The Contractor agrees that it will require all
subcontractors to sign a Non-Disclosure Agreement satisfactory to the City Attorney.

. This Agreement shall be governed by and performed, interpreted and enforced in
accordance with the laws of the State of Michigan. The Contractor agrees to
perform all services provided for in this Agreement in accordance with and in full
compliance with all local, state and federal laws and regulations.

. If any provision of this Agreement is declared invalid, illegal or unenforceable, such
provision shall be severed from this Agreement and all other provisions shall remain
in full force and effect.

. This Agreement shall be binding upon the successors and assigns of the parties
hereto, but no such assignment shall be made by the Contractor without the prior
written consent of the City. Any attempt at assignment without prior written
consent shall be void and of no effect.

10.The Contractor agrees that neither it nor its subcontractors will discriminate against

any employee or applicant for employment with respect to hire, tenure, terms,
conditions or privileges of employment, or a matter directly or indirectly related to
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employment because of race, color, religion, national origin, age, sex, height, weight
or marital status. The Contractor shall inform the City of all claims or suits asserted
against it by the Contractor’s employees who work pursuant to this Agreement. The
Contractor shall provide the City with periodic status reports concerning all such
claims or suits, at intervals established by the City.

11.The Contractor shall not commence work under this Agreement until it has, at its
sole expense, obtained the insurance required under this paragraph. All coverages
shall be with insurance companies licensed and admitted to do business in the State
of Michigan. All coverages shall be with carriers acceptable to the City of
Birmingham.

12.The Contractor shall maintain during the life of this Agreement the types of
insurance coverage and minimum limits as set forth below:

A. Workers' Compensation Insurance: Contractor shall procure and maintain during
the life of this Agreement, Workers' Compensation Insurance, including
Employers Liability Coverage, in accordance with all applicable statutes of the
State of Michigan.

B. Commercial General Liability Insurance: Contractor shall procure and maintain
during the life of this Agreement, Commercial General Liability Insurance on an
"Occurrence Basis" with limits of liability not less than $1,000,000 per
occurrence combined single limit, Personal Injury, Bodily Injury and Property
Damage. Coverage shall include the following extensions: (A) Contractual
Liability; (B) Products and Completed Operations; (C) Independent Contractors
Coverage; (D) Broad Form General Liability Extensions or equivalent; (E)
Deletion of all Explosion, Collapse and Underground (XCU) Exclusions, if
applicable.

C. Motor Vehicle Liability: Contractor shall procure and maintain during the life of
this Agreement Motor Vehicle Liability Insurance, including all applicable no-fault
coverages, with limits of liability of not less than $1,000,000 per occurrence
combined single limit Bodily Injury and Property Damage. Coverage shall include
all owned vehicles, all non-owned vehicles, and all hired vehicles.

D. Additional Insured: Commercial General Liability and Motor Vehicle Liability
Insurance, as described above, shall include an endorsement stating the
following shall be Additional Insureds. The City of Birmingham, including all
elected and appointed officials, all employee and volunteers, all boards,
commissions and/or authorities and board members, including employees and
volunteers thereof. This coverage shall be primary to any other coverage that
may be available to the additional insured, whether any other available coverage
by primary, contributing or excess.
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E. Cancellation Notice: Workers' Compensation Insurance, Commercial General
Liability Insurance and Motor Vehicle Liability Insurance (and Professional
Liability Insurance, if applicable), as described above, shall include an
endorsement stating the following: "Thirty (30) days Advance Written Notice of
Cancellation or Non-Renewal, shall be sent to: Finance Director, City of
Birmingham, PO Box 3001, 151 Martin Street, Birmingham, MI 48012-3001.

F. Proof of Insurance Coverage: Contractor shall provide the City of Birmingham, at
the time the Agreement is returned for execution, Certificates of Insurance
and/or policies, acceptable to the City of Birmingham, as listed below.

1) Two (2) copies of Certificate of Insurance for Workers'
Compensation Insurance;

2) Two (2) copies of Certificate of Insurance for Commercial General
Liability Insurance;

3) Two (2) copies of Certificate of Insurance for Vehicle Liability
Insurance;

4) Two (2) copies of Certificate of Insurance for Professional Liability
Insurance;

5) If so requested, Certified Copies of all policies mentioned above will
be furnished.

G. Coverage Expiration: If any of the above coverages expire during the term of this
Agreement, Contractor shall deliver renewal certificates and/or policies to the
City of Birmingham at least (10) days prior to the expiration date.

H. Maintaining Insurance: Upon failure of the Contractor to obtain or maintain such
insurance coverage for the term of the Agreement, the City of Birmingham may,
at its option, purchase such coverage and subtract the cost of obtaining such
coverage from the Agreement amount. In obtaining such coverage, the City of
Birmingham shall have no obligation to procure the most cost-effective coverage
but may contract with any insurer for such coverage.

13.To the fullest extent permitted by law, the Contractor and any entity or person
for whom the Contractor is legally liable, agrees to be responsible for any
liability, defend, pay on behalf of, indemnify, and hold harmless the City of
Birmingham, its elected and appointed officials, employees and volunteers and
others working on behalf of the City of Birmingham against any and all claims,
demands, suits, or loss, including all costs and reasonable attorney fees
connected therewith, and for any damages which may be asserted, claimed or
recovered against or from and the City of Birmingham, its elected and appointed
officials, employees, volunteers or others working on behalf of the City of
Birmingham, by reason of personal injury, including bodily injury and death
and/or property damage, including loss of use thereof, which arises out of or is
in any way connected or associated with this Agreement. Such responsibility shall
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not be construed as liability for damage caused by or resulting from the sole act
or omission of its elected or appointed officials, employees, volunteers or others
working on behalf of the City of Birmingham.

14.1f, after the effective date of this Agreement, any official of the City, or spouse,
child, parent or in-law of such official or employee shall become directly or
indirectly interested in this Agreement or the affairs of the Contractor, the City
shall have the right to terminate this Agreement without further liability to the
Contractor if the disqualification has not been removed within thirty (30) days
after the City has given the Contractor notice of the disqualifying interest.
Ownership of less than one percent (1%) of the stock or other equity interest in
a corporation or partnership shall not be a disqualifying interest. Employment
shall be a disqualifying interest.

15.If Contractor fails to perform its obligations hereunder, the City may take any
and all remedial actions provided by the general specifications or otherwise
permitted by law.

16.All notices required to be sent pursuant to this Agreement shall be mailed to the
following addresses:

City of Birmingham CONTRACTOR
Attn: Jana L. Ecker

151 Martin Street

Birmingham, MI 48009

248-530-1841

17.Any controversy or claim arising out of or relating to this Agreement, or the
breach thereof, shall be settled either by commencement of a suit in Oakland
County Circuit Court, the 48th District Court or by arbitration. If both parties
elect to have the dispute resolved by arbitration, it shall be settled pursuant to
Chapter 50 of the Revised Judicature Act for the State of Michigan and
administered by the American Arbitration Association with one arbitrator being
used, or three arbitrators in the event any party’s claim exceeds $1,000,000.
Each party shall bear its own costs and expenses and an equal share of the
arbitrator’s and administrative fees of arbitration. Such arbitration shall qualify as
statutory arbitration pursuant to MCL§600.5001 et. seq., and the Oakland County
Circuit Court or any court having jurisdiction shall render judgment upon the
award of the arbitrator made pursuant to this Agreement. The laws of the State
of Michigan shall govern this Agreement, and the arbitration shall take place in
Oakland County, Michigan. In the event that the parties elect not to have the
matter in dispute arbitrated, any dispute between the parties may be resolved by
the filing of a suit in the Oakland County Circuit Court or the 48th District Court.

18.FAIR PROCUREMENT OPPORTUNITY: Procurement for the City of Birmingham
will be handled in a manner providing fair opportunity for all businesses. This
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will be accomplished without abrogation or sacrifice of quality and as determined
to be in the best interest of the City of Birmingham.
IN WITNESS WHEREOF, the said parties have caused this Agreement to be

executed as of the date and year above written.

WITNESSES: CONTRACTOR

By:

Its:

CITY OF BIRMINGHAM

By:
Andrew Harris
Its: Mayor
By:
Cherilynn Mynsberge
Its: City Clerk
Approved:
Jana L. Ecker, Planning Director Joseph A. Valentine City Manager
(Approved as to substance) (Approved as to substance)

Timothy J. Currier, City Attorney
(Approved as to form)

Mark Gerber, Director of Finance
(Approved as to financial obligation)
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ATTACHMENT B - BIDDER'S AGREEMENT
FOR MASTER PLAN UPDATE

In submitting this proposal, as herein described, the Contractor agrees that:

1. They have carefully examined the specifications, terms and Agreement of
the Request for Proposal and all other provisions of this document and
understand the meaning, intent, and requirement of it.

2. They will enter into a written contract and furnish the item or items in the
time specified in conformance with the specifications and conditions contained
therein for the price quoted by the proponent on this proposal.

PREPARED BY DATE

(Print Name)

TITLE DATE
AUTHORIZED SIGNATURE E-MAIL ADDRESS
COMPANY

ADDRESS PHONE

NAME OF PARENT COMPANY PHONE

ADDRESS




ATTACHMENT C - COST PROPOSAL
FOR MASTER PLAN UPDATE

In order for the bid to be considered valid, this form must be completed in its
entirety. The cost for the Scope of Work as stated in the Request for Proposal
documents shall be itemized as follows:

Project Elements
1. Comprehensive Community
Engagement Plan $

2. Updated Data Collection and Analysis | $

3. Infrastructure Analysis $

4. Parking Analysis $

5. Attendance at Meetings $

6. Plan Preparation $

7. Finalization and Adoption $

TOTAL AMOUNT $

Additional Meeting Charge $ per meeting

Additional Services Recommended (if $ / hour

any): $ / hour
$ / hour
$ / hour
$ / hour
$ / hour
$ / hour

Firm Name

Authorized signature Date




ATTACHMENT D - IRAN SANCTIONS ACT VENDOR CERTIFICATION
FORM

FOR MASTER PLAN UPDATE

Pursuant to Michigan Law and the Iran Economic Sanction Act, 2012 PA 517 (“Act”),
prior to the City accepting any bid or proposal, or entering into any contract for goods
or services with any prospective Vendor, the Vendor must certify that it is not an “Iran
Linked Business”, as defined by the Act.

By completing this form, the Vendor certifies that it is not an “Iran Linked Business”, as
defined by the Act and is in full compliance with all provisions of the Act and is legally
eligible to submit a bid for consideration by the City.

PREPARED BY DATE

(Print Name)

TITLE DATE
AUTHORIZED SIGNATURE E-MAIL ADDRESS
COMPANY

ADDRESS PHONE

NAME OF PARENT COMPANY PHONE

ADDRESS

TAXPAYER 1I.D.#



REQUEST FOR PROPOSALS

ZONING ORDINANCE

City of Allegan
Allegan County, Michigan

Background.

The City of Allegan is hereby requesting proposals from qualified, multi-
disciplinary professionals in the fields of urban planning, architecture,
traffic and civil engineering, historic preservation, economic and
community development and computer visualization to assist in the
preparation of a new Zoning Ordinance, zoning map and design
guidelines. These documents are to be developed in accord with the City
and Village Zoning Act (PA 207 of 1921, as amended) and the City’s EPA-
approved brownfield grant to facilitate the development of the community.

The current Zoning Ordinance was adopted in 1993 and has been
amended periodically from time to time. In its current form, the Ordinance
fails to meet the City’s needs in several areas. It is a conventional use-
based, “Euclidean” model ordinance that segregates uses and offers little
guidance on how streets and buildings will function, and on the form or
human interaction elements of neighborhood development. The City
desires professional planning and zoning assistance to explore and
develop a practical and useable form-based code or a hybrid ordinance
that incorporates the principals outlined in EPA’s “Smart Growth in
Brownfield Communities” initiative, while preserving and protecting several
important values in the City.

The City has completed a new Master Plan which outlines a general
growth and development vision for the City and several specific
implementation strategies to be incorporated into the new Zoning
Ordinance. The planners at Williams & Works have assisted the City in
the completion of that plan with an eye toward a more progressive set of
land use strategies. Williams & Works currently serves the City providing
interim planning assistance and would continue to do so, supporting and
cooperating with the selected consultant as indicated below.

The City of Allegan has received $100,000 from EPA to complete a Smart
Growth demonstration project including the development of a form-based
ordinance. That grant funding will be matched by $50,000 from the City of
Allegan. It is anticipated that about $120,000 will be available to support
the fees of a consultant selected pursuant to this RFP.



Scope of Services.

The following professional planning services and general scope of work is
anticipated. However, consultants are encouraged to expand on this
description and to suggest alternative approaches they believe will better
achieve the City’s objectives:

1.

Initial Review and Analysis. The consultants will work with the
Planning Commission, the Zoning Administrator, the City Manager,
City Attorney and the City Council in a thorough review of the existing
zoning ordinance, development challenges and an on-site analysis of
the community. The planners at Williams & Works will develop an
initial zoning ordinance audit which may serve the consultant as a point
of beginning in reviewing the existing land use regulatory structure.
That audit will outline ordinance provisions that must be adjusted to
fulfill the goals and objectives of the City’s Master Plan. In addition,
any ordinance provisions that conflict with Plan objectives will be
highlighted.

Stakeholder Interviews and Charrette. This element will involve key
community stakeholders in a series of interviews to communicate
community goals and to gain a better understanding of stakeholder
objectives and concerns. The consultant and Williams & Works will
develop necessary background mapping to aid in the charrette
process. These sessions will also be used to educate and inform
residents, land owners and business persons about the advantages
and challenges of a form-based approach. It is expected that as the
stakeholder interviews proceed, the consultant will maintain frequent
and complete communication with the City Manager and Williams &
Works.

The consultant will host a visioning charrette intended to move from
general visions to specific form-based recommendations including
street type, neighborhood type, building form, liveable neighborhoods,
pedestrian connections and design strategies. These will be
developed in concept, based on the overall vision of the City and will
form the basis for the actual ordinance. The goal of the charrette
process will be to form a consensus among participants concerning
practical neighborhood, street and building form for general areas of
Allegan.

Form-based Code. The consultant will work with the City Planning
Commission and Williams & Works to develop the initial draft of the
form-based code or the hybrid ordinance. This process will involve
several steps including resolution of the final form of the ordinance,
development of key definitions and general provisions, creation of
ordinance graphics and finally regulatory language. The City will
expect advice from the consultant in working with the City Attorney and
Zoning Administrator to on the most effective form for the regulatory



structure incorporated in the form-based ordinance. Thus, some
elements of the ordinance regulatory structure may be more effectively
handled in such guideline documents as a Pattern Books or other
advisory texts and the consultant will be expected to provide advice on
the most effective means to incorporate this approach and to develop
such advisory texts or pattern book. The City anticipates a user-
friendly and realistic ordinance, rich in graphics and illustrations that is
practical and responsive to existing conditions and the City’s planning
Master Plan goals and objectives.

It is expected that the consultant will be responsible for the assembly
of the initial draft, but some tasks may be delegated to the planners at
Williams & Works working under the direction of the consultant. A key
element of this process must be the on-going involvement of the City’s
Zoning Administrator and other building officials. In addition, the
consultant may revisit with stakeholders or charrette participants to test
concepts and approaches to assure that the emerging document is at
once responsive to the overall vision, yet practical in its application.

4. Presentation. The consultant will present the initial draft ordinance to
the Planning Commission, City Council and in two public information
sessions. These sessions will be structured as informal, open houses
including story-board or other presentation formats to introduce the
draft document and to explain how it varies from the current and how it
supports the goals of the Master Plan. The form of the open house will
be at the direction of the consultant, but the City desires a brief
synopsis of the draft ordinance which may be prepared as a hand-out
for open house attendees. Following these meetings, the consultant
will confer with the City Manager and the City’s planning team to
resolve any major issues on the draft. Remaining implementation
tasks will be completed by the City and its planning team. Final
adoption of the ordinance will be the responsibility of the City staff.

5. Deliverables. The consultant will be expected to provide all graphics
and illustrations to be included in the ordinance, the synopsis and any
hand-outs used in public meetings in both “hard copy” and electronic
form. In addition all text produced through this assignment will be
provided in “hard copy” and electronic form.

Proposal Submission.

A total of 10 copies of the proposal must be received no later than 5:00
p.m. on October 22, 2004. Proposals received after this deadline will not
be considered. Submitted proposals shall remain in effect for 120 days
from the due date. All costs incurred for proposal preparation,
presentation or contract negotiations are the responsibility of the
consultant. The City of Allegan reserves the right to reject any or all
proposals submitted in response to this request for proposal and/or to



select the proposal that it determines, in its sole judgment, to best meet
the needs of the City.

To be considered, proposals should include the information set forth below
and must be received by the due date at the following address:

Ms. Lisa Sutterfield, City Manager
City of Allegan

112 Locust Street

Allegan, Ml 49010

Proposal Format.

Proposals shall include the following information:

1.

Cover Letter. The cover letter should be signed by a member of
the consulting firm empowered to commit the firm to a contractual
arrangement with the City. The cover letter should also identify the
firm submitting the proposal and any sub-consultants that may be
proposed. It should generally outline your understanding of the
assignment.

Work Approach and Timeframe. Present a detailed description of
the work you propose to fulfill the requirements of this request for
proposal. For each task, describe the activity, the intended results,
any work or activity you assume will be conducted by the City or the
planners at Willams & Works and an anticipated timeframe for
completion.

Professional Staff. Describe which individual professionals would
work with the City, their respective roles in the project and provide
professional resumes of each key member of the project team.

Qualifications and References. Provide descriptions of recent
prior experience with other clients, which is relevant to the
challenges of this assignment. For each past project, include the
name, title and phone number of a representative that the City may
contact to discuss your experience.

Fees. Provide your fees for performing the services required as
detailed in your proposal. Describe any modifications you would
recommend to the general work scope described in this request for
proposal and the impact of those modifications on your fee
proposal. Fees shall be stated as a total not-to-exceed fee for the
services outlined, based on the hourly billing rates of the staff that
would serve the City together with any added reimbursable costs
for such expenses as printing, mileage, data or sub-consultants.



Evaluation of Proposals.

The City will evaluate all submitted proposals based on the
responsiveness of the work approach proposed, the qualifications of the
staff that will work with the City, the overall qualifications of the firm and
the fees proposed. Specifically, the City is seeking consultants with the
following capabilities and experience:

¢ Experience in preparing form-based ordinances or codes to
regulate development and redevelopment in smaller communities.

¢ Experience in building community consensus to support innovative
regulatory structures

¢ Strong graphics and written and oral communication skills
¢ Experience in evaluating, codifying and capturing qualities of
community design and character

The City may schedule oral interviews with some or all of the firms
responding and, in that event, the outcome of such interviews may
influence the evaluation of proposals.

Timing.
It is expected that a contract will be executed with the selected firm within
90 days of the due date for proposals.
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Introduction

The resources contained in this guidebook will help public sector
organizations leverage procurement to improve the outcomes of government-
funded programs and services, including by writing results-driven requests for
proposals (RFPs) and by better managing the RFP development process.

Overview

Nearly every important government activity
combines the efforts of government employees
with goods and services acquired from the
private sector. This is true of building roads,
collecting and recycling trash, and providing job
training to the unemployed. Unfortunately,
governments often treat procurement as a
rushed, back-office administrative function, rather
than as a core strategic activity to achieve their
mission and goals.

In our work with state and local governments
across the country, we have helped governments
create greater public value by developing RFPs
aimed at improving outcomes and by improving
the effectiveness of procurement and contracting
practices.

Results-driven contracting is a set of strategies
designed to help governments use procurement
and contracting to achieve better outcomes for
residents, businesses, and community
stakeholders.

Results-driven contracting aims to:

1. Transform the procurement process to
be efficient, inviting, and transparent,

2. Improve the outcomes of contracted
programs, products, and services, and

3. Elevate and resource procurement as
a strategic government function.

You have probably already noticed opportunities
for improvement in your jurisdiction’s
procurement practices. Your government may
struggle to plan for upcoming procurements or
conduct sufficient market analysis before
developing a scope of work. You might wonder if
including so many specific requirements in your
RFPs is discouraging vendors from being
innovative. When managing contracts, you may
feel like you spend more time on compliance and
processing invoices instead of working with the
vendor to improve performance.

We know that for many government staff, writing
an RFP can feel daunting. As you face an
upcoming need for services, you may be tempted
to fall back on a previously issued version of an
RFP, simply mimic what a peer city or state has
done, or renew an existing contract — even
though you know you could probably find a better
performing vendor.

What will you learn from this
guidebook?

Through the eight modules outlined below, we
will walk you through the RFP process step by
step, from early planning through managing a
contract. We will also help you manage the
process to reduce delays.

e Module 1: Planning for Your RFP

e Module 2: Information Gathering to Inform
Your RFP

e Module 3: RFP Writing - Problem
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Statement and Goals

e Module 4: RFP Writing - Scope of Work
and Incentives

¢ Module 5: RFP Writing - Metrics and
Contract Management

e Module 6: RFP Writing - Evaluation and
Selection Criteria

¢ Module 7: Finalizing Your RFP

¢ Module 8: Activities Following RFP
Release

In each of these modules, you will first learn
about best practices for the specific topic area
covered by that module. We follow this with
examples from other jurisdictions to help you see
what this work looks like in practice. Finally, each
module contains two interactive sub-sections: 1)
discussion questions, which you will use as an
internal brainstorming tool to generate
consensus around the ideas your RFP will
communicate, and 2) planning and drafting
prompts, which will help you create the written
content you will incorporate directly into your
RFP draft.

Who should use this guidebook?

The primary audience for this guidebook is
department-level program managers, buyers,
contract analysts, and other procurement and
contracting professionals. Executive leaders in
state and local government will also find this
guidebook helpful in building linkages between
procurement and their strategic goals.

For which procurements will this
guidebook be most helpful?

Given limited resources, not every upcoming
RFP should receive the intensive level of
targeted assistance this guidebook promotes.
This intensive approach is often most appropriate
for: 1) contracts large in dollar amount or in
program reach; 2) contracts that reflect strategic
policy priorities for the department or for

executive leadership; 3) contracts that involve a
high level of risk; or 4) contracts that have not
made sufficient progress in achieving desired
outcomes.

Using this guidebook

We encourage you to make this guidebook your
own. Components of this document may be more
useful or relevant for different audiences or
experience levels. You may find that some
modules are the exact help you need, while other
modules already reflect your current RFP
development practices.

Your jurisdiction may already have clearly
defined procedures that come at each of these
steps. Think of the guidebook as a
supplementary resource to complement local
best practices. Identify what you might be able to
add from this guidebook’s toolbox to ensure that
your jurisdiction has an appropriately strategic
lens applied to your procurement and contracting
activities.

About us & contact information

The Government Performance Lab at the
Harvard Kennedy School conducts research on
how governments can improve the results they
achieve for their residents. An important part of
this research model involves providing pro bono
technical assistance to state and local
governments. Through this hands-on
involvement, the Government Performance Lab
gains insights into the barriers that governments
face and the solutions that can overcome these
barriers. For more information about the
Government Performance Lab, please visit our
website: www.govlab.hks.harvard.edu.

If you have questions while using this guidebook
or would like to receive additional support from
the Government Performance Lab, reach out to
us at govlab@hks.harvard.edu.
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Module 1: Planning for Your RFP

In this module, you will:
. lIdentify key team members to be part of the RFP process
« Plan the timeline for your RFP and set up project management structures

1.1 Best Practices

Once your department or agency leadership has secured approval for a new service or purchase, or
once you have noticed that a contract is soon to expire, you might be tempted to immediately begin

writing your RFP! However, jumping into RFP writing without conducting proper planning can create
problems down the road.

As you dive into planning for this RFP, you are committing to a results-driven approach to writing an
RFP that is likely a departure from business as usual. You will be moving from viewing an RFP as a
necessary hurdle to get a vendor hired to seeing the RFP as a strategic opportunity to help your
department or agency achieve its strategic goals and improve outcomes for residents. This is an
exciting journey to embark on!

In this module, we will discuss two important planning activities to devote time to before you begin
conducting research on your service or product and writing your RFP. Building your project team with
care and developing a project plan will lay the foundation for a successful RFP.

Building a Well-Rounded Project Team

First, identify which internal team members have a role to play or would be helpful to include in each
stage of the RFP process, from early planning and research through contract execution. These
individuals might include program and procurement/purchasing staff, department/agency leadership,
managers, end-users of the service or product, legal or finance teams, and staff who have procured
similar services in the past. You will identify and engage additional external stakeholders in the next
module, as they will provide valuable insight into your target population, best practices, and the
feasibility of your approach.

Thoughtfully building your internal project team and including important voices from within your
jurisdiction will enrich the final content of your RFP, help you align with leadership’s priorities, and
reach alignment on contract outcomes. This effort will also help you and your team gain early clarity
on roles and responsibilities, avoid instances of duplicated work, and complete all tasks promptly.
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KEY CONCEPT: CHARACTERISTICS OF STRONG RFP TEAMS

coordinate roles, keep RFP development on schedule, and manage the process overall.
This person should be someone who can devote adequate time to this project, keep
documents and drafts well organized, facilitate meetings, and help to reconcile differences
in opinions.

1 Defined role of project manager/coordinator. It can be helpful to designate one person to

Depending on your jurisdiction, RFP development and contracting responsibilities may fall
to purchasing or procurement staff, department or program staff, or (as is often the case) be
divided among these groups. Early on, make sure your team includes expertise on both the
subject matter AND procurement processes, rules and regulations. Gain clarity on roles for
each team member.

2 Designated responsibilities among procurement staff and program/department staff.

aiming to address with this RFP will have the most in-depth knowledge about what the
service or product really looks like on the ground. Involving front-line staff in the RFP
planning and drafting process will allow these individuals to provide valuable input on a
service or product that they will be interacting with very closely.

3 Perspective and input from front-line staff. The staff closest to the problem that you are

surprise last-minute input from decision makers (who you might not have known wanted to
weigh in!) can delay the release of your RFP. Early in your planning, identify which decision
makers will need to review or approve at each step. For example, will you need to consult
your legal team? How much time will they need to approve your document? These decision
makers may not have an extensive role early on, but identifying their role and putting this
RFP on their radar is good practice.

I Identified decision makers and RFP approval authority. Unanticipated reviews, or

Clarity on the team’s time and capacity. Many state and local government staff wear a
5 variety of hats and balance competing priorities. When building your team, be realistic about

the amount of time each member can or will devote to this RFP. Can you carve out small
roles for folks you think will have valuable input but do not have the time to be intimately
involved (e.g., department staff that recently wrote similar RFPs, legal, finance, or data
teams)?
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Developing a Project Plan

At this early stage, it may be hard to know what activities lie ahead. While it can be tempting to wait to
address tasks as they come up, planning ahead will help you complete your RFP and final contract
much more efficiently. Even if the RFP content is terrific, poor project management practices can
derail what otherwise would have been a very successful RFP or an effective contract. For example,
in your previous work, you might have seen the harmful impact of waiting until the last minute to work
on an RFP or forgetting to consult with a group of key stakeholders.

With your RFP team and in consultation with your procurement/purchasing staff, you should develop a
project plan (you might call this your work plan or timeline) that includes all of the major steps that will
need to take place before your jurisdiction executes a contract with the successful proposer. In
building this project plan, you will start to lift the curtain on what the next months will look like. A
timeline or work plan can also accomplish the key task of helping to hold all members of your team
accountable—to motivate action—especially if other responsibilities are likely to compete for their time
and attention.

When developing your project plan, you likely will want to start with the end date — the date by which
your contract will be executed (i.e., when you need the vendor to start work) and work backwards.
Check with your procurement/purchasing staff to see how long similar procurements have taken in the
past to make sure your timeline is reasonable. As you build your timeline, you might find yourself with
less time than you expected for each of the activities leading towards an executed contract. If you find
yourself needing to reduce the timeline, consider which activities you can conduct in parallel or where
you could reduce time between internal deadlines. The one place you should never cut time from is
the proposal response period. The quality of proposals you receive will be much higher if you give
proposers sufficient time to prepare thoughtful responses!
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1.2 Example

In one jurisdiction that the GPL has worked with, department staff use a project planning tool to set
target dates for key activities associated with each upcoming RFP. This tool also helps the department
identify which responsibilities belong to program staff and which belong to procurement staff. The
example below is a snapshot of some initial activities that the department includes in the planning
stage for an RFP.

Name of RFP:
Staffing leads
PROGRAM STAFF:
PROCUREMENT STAFF:
TASK RESPONSIBILITY
TARGET
DATE
Procurement Program M er?'ntl?;fr( s)
1.0 Planning
11 Determine source of funding, finalize the
) project budget, and council authority
Develop project timeline for major activities —
1.2 release date, submission date, and pre-
proposal conference
1.3 Choose procurement method
14 Conduct strategic planning to establish goals,
’ performance metrics
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MODULE 1: WORKBOOK

1.3 DISCUSSION QUESTIONS

Gather your team and brainstorm answers to the questions below. Your answers to these questions
will help inform the creation of a project team and project plan in the next section.

1. In your jurisdiction, what responsibilities does your procurement/purchasing staff hold for a typical
RFP (in comparison to program/department staff)?

2. Whom might you need to consult to check that your team is following all legal and policy
requirements as you plan and draft your RFP?
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3. Who in your jurisdiction has recently completed a similar RFP and could have valuable input for
your project team?

4. Looking back at past RFPs, which steps took the longest? Where were delays most likely to occur?




1.4 PLANNING PROMPTS

1. Build a project team matrix, similar to the version below, to identify the internal stakeholders for the
RFP project team. We have filled out row one as an example.

INTERNAL STAKEHOLDER ROLES

Name and position In what areas can this What does this
inap person offer support, person’s capacity Stakeholder role
of internal e 1 . .
stakeholder critical input, or look like during the
feedback? next four months?
Example:
) Example: Jane would provide ) , ,
Example: Jane Example: Jane thinks she | RFP drafting team

helpful input on the
performance metrics we
develop to monitor the
vendor’s work.

can devote 5 hours per
month for the next 4
months. ____ Decision-maker

Martinez,
Performance Analyst
in the Mayor’s Office

X __ Consultant

___ Supporter
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2. Build your project plan. Below we share a basic structure as an example. You will likely want to
create a table similar to this one and add additional rows for activities specific to your jurisdiction or
this RFP.

PROJECT TIMELINE

Notes (e.g., who will be responsible,
what this activity will include, what
could potentially delay this activity)

Target date or

Activity date range

Basic project organization completed
(budget identified, timeline finished, &
project team created)

Information gathering completed

RFP draft completed

RFP review by decision makers

RFP release date

Deadline for proposer questions

(at least 6 weeks

RFP d
responses aue after RFP release)

Evaluation committee first-round scor-
ing completed

Interviews/demos held

Awardee(s) selection date

Contract negotiations and drafting

Contract approval process

Contract executed
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Module 2: Information Gathering to Inform
Your RFP

In this module, you will:

« Gather critical information and conduct market research to inform your RFP
drafting

. Engage stakeholders and end-users to learn from prior service delivery

« Understand the needs of those who will receive your service or use your
product and the ability of vendors to meet those needs

2.1 Best Practices

Now that you have a good understanding of your timeline and the makeup of your project team, you
are ready to start gathering information to inform how you write your RFP!

When writing a results-driven RFP, the steps you take to gather information before writing are
fundamental to building your understanding of the context your RFP falls within, the problem your
government is aiming to solve with the RFP, and your vision for a successful outcome.

In this section, we will help you identify the needs of those who will receive your service or use your
product and the ability of vendors to meet those needs. If you have previously contracted for this
service or product, this is also the time to assess the impact of prior service delivery and the
opportunities for improvement in your service model.

As part of your information-gathering process, you will speak to stakeholders, including:

e End-users or program recipients: individuals who will benefit from this service or product and will
have the best sense of their needs and what a successful service or product would look like.
These could be external end-users (e.g., families attending an early childhood program) or internal
end-users (e.g., police officers using mobile data computers in their patrol cars).

e Front-line staff and supervisors: individuals delivering services or managing programs who can
offer insights into how service delivery currently operates and opportunities for improvement.

e Administrators in other departments: auditors, inspectors or finance staff who may have previously
explored the cost, effectiveness, performance, or compliance of vendors previously delivering
services.

e Vendors or providers: organizations who have offered this service in the past or could in the future
and may be able to give you a better sense of the potential capacity and expertise of the
marketplace. A benefit of vendor engagement can also be informing the marketplace of the
direction the government is headed in terms of planned service delivery (e.g., funding a new
community program, or dividing one large citywide contract into smaller opportunities to bring more
vendors in).
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e Subject matter experts: representatives from associations or community-based non-profits who
could provide you with broader context about your RFP, help you understand community needs, or
share information about the marketplace.

Depending on the complexity of the RFP and how much time you are able to allocate, this information-
gathering stage could range from a few weeks to six months.

Understanding Your Users to Better Direct and Deliver Services

For routine government services or software products (e.g., library custodial services or a new public
transit app), it may feel unnecessary to spend time thinking about the recipients of your service or
product. However, there is still a population benefitting from the service or product! For library
custodial services, for example, the service recipients might be users of your city’s libraries. Consider
how proper cleaning and maintenance of facilities could impact the experience of these users — a
parent/tot book group needs clean rugs to gather on, visitors and staff need clean bathrooms, and
individuals with underlying medical conditions need public spaces to be cleaned and sanitized
periodically. For a new public transit app, as another example, your target population is all of the
individuals who will be using the app. Different sub-groups of individuals using the app likely have
different needs, such as those whose primary language is not English or those with limited technology
experience.

Take steps to understand the needs of those using or benefitting from the service or product. What
qualitative and quantitative data have you previously captured or could you capture about their needs?

Looking at Past Performance to Understand Previous Effectiveness

If you are issuing an RFP for an existing service that your government provides, you will want to
spend sufficient time understanding the effectiveness of your service delivery model.

First, look back at the prior RFP process to procure this service. How successful was the previous
procurement? Maybe you did not receive as many proposals as you hoped. Maybe the vendors found
the RFP confusing and had numerous questions. What can you learn about how to improve the RFP
this time around from looking back at the last one?

Second, spend time with stakeholders to assess what’s working and what’s not working about how
current vendors are providing this service. Internally, consider: what data do you have about whether
these vendors are meeting your goals? What are common complaints from service recipients,
program managers, or inspectors?

Your current vendors will also have valuable insights about performance! They can probably tell you
what works well about the current scope of services. You might ask them: what outcomes have been
difficult to achieve? How could the City work with them in a more effective, more collaborative way?
You might also observe the service offered in person, or create process maps to improve your
understanding of service delivery.

Third, think about what has changed since your current model of service began. How have the needs
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of the population receiving your service changed? Have external disruptions, such as a public health
crisis or economic downturn, meant that the population requiring your service has changed? Have
increased or reduced investments meant that the larger service landscape has changed regarding
what other similar services are being provided to your recipients?

Conducting Market Research to Understand what Vendors Can Offer

Before drafting your RFP, take steps to understand the pool of potential vendors, the services they are
able to offer, and whether your budget is feasible. This can be a moment to be curious about what
other cities or states are doing - or if any new solutions have emerged since the last time you
procured for the service or product.

KEY CONCEPT: MARKET RESEARCH OPPORTUNITIES

Internet research can be a great starting place, which you likely know well already! Use in-
1 ternet research as a first step to understand what similar programs exist and what firms or

organizations might be able to meet your needs. Since many governments publicly post their
RFPs online, you may be able to find good examples of RFPs for similar services. Internet
research can also be a starting point to understand the demographics of service recipients,
and historical injustices related to the program or service context.

Speaking with associations or peer cities can be an easy way to understand what best
practices exist in contracting for a specific service or product. Your peer cities, counties, or
states have likely experienced some of the same challenges you have. Don’t be shy about
picking up the phone or sending an email!

Vendor interviews or focus groups can help you understand what products and services
are out there, how they work, and who they serve. Vendors bring valuable expertise! You
might learn that the product or service that best meets the needs of your target population is
different than the one you planned on soliciting.

Requests for Information (RFIs) and Concept Papers. An RFI is an informal solicitation of
ideas, solutions and/or recommendations to assist in the development of a scope of work for
an RFP. An RFI does NOT result in a contract being awarded, but is used instead as a fact-
finding activity to gather information about the marketplace. You can use an RFI to get feed-
back or advice from expert vendors to strengthen an upcoming solicitation. Because it is
shared widely with your vendor pool, it can be an easy way to give all vendors the chance to
hear about an opportunity and give feedback.

2~ WN

Similarly, a Concept Paper can be a tool used pre-RFP to announce your RFP vision and
plan to the vendor community. This can be especially helpful for new or substantially rede-
signed programs or services, or when you have changed your RFP process. In a Concept
Paper, you often will share your proposed programmatic approach, goals and objectives,
and RFP components. There will then be an opportunity to hear feedback and suggestions
from vendors, stakeholders and researchers prior to writing the RFP. You might find it useful
to pair the release of your Concept Paper with a vendor meeting to explain the new concept
or approach you are taking.
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Check with your local procurement expert; in most jurisdictions, it is OK for the government to have
conversations with potential vendors as long as you operate transparently, include numerous firms or
organizations in the discussions, and these conversations happen before the start of RFP drafting.
You should never discuss specific conditions of the RFP, nor should you allow potential vendors to
draft or revise RFP language. For example, it is inappropriate to show a potential vendor the draft
scope of work, submission requirements, or evaluation criteria before you release an RFP.

Information Gathering in a Social Service Context

If you are working on an RFP for social or human services, you should take additional steps to
understand the needs of the population receiving your services, and how the target population will be
matched with and referred to services.

First, understand the target population receiving your services. Who are the intended recipients of
your services? What socioeconomic and demographic data do you have about this population? What
qualitative data have you previously captured or could you capture about their needs? Your goals in
understanding the target population are to:

* Move from a broad population definition to more specifically defining the target population.

e Give your proposers a clear picture of this population using local data or statistics

e Describe the specific challenges the population faces, incorporating the voices and perspectives of
the population when possible.

o Be able to call the proposer’s attention to any key sub-populations (e.g., LGBTQ+ homeless youth
within a broader homeless population) with specific needs, challenges, or disparate outcomes that
may require more specialized offerings.

Second, think about how you are identifying service recipients and referring or matching those
individuals to services. When exploring who actually receives your services, you might find that your
program is not reaching those most in need of support, or that your service delivery has not met the
needs of historically marginalized communities.

Third, if you are continuing an existing social service or community program, explore whom the
program or service actually served. Did some individuals end up on a waitlist? What was the
program’s recruitment or referral process? Did the service you offered match recipient or user needs?
In the next module, you will use the information you have gathered about your target population to
closely inform your problem statement.

Synthesizing What You Have Learned

You will gather quite a bit of useful information throughout these activities. The next planning prompt
encourages you to synthesize and organize what you have learned so that, in the next module, you
can use this research to inform your understanding of the problem your RFP aims to solve.
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2.2 Example

Imagine that you work in a Department of Community Services that holds contracts with three service

providers who prepare and serve a healthy lunch to seniors on weekdays at six senior centers. You

are planning to issue a new RFP, since these contracts will expire in the next year. You want to
investigate how well services are being delivered and whether they meet the needs of your target
population. Here are the activities that your research process might include:

Understanding previously delivered services

e Hold an initial meeting with staff who directly supervise the contracted meal providers.
Understand how they currently measure the performance of these vendors, what works well
about the current model for this meal program, and where there have been problems.

e Speak with each of the three providers. What is working for them? Do they have any ideas for
improvement, efficiency, or better meeting the needs of the seniors in this program? What
contract requirements have been difficult or costly for them to meet? What could make the
collaboration between the government and the vendor more effective?

and speaking directly with staff and seniors. You might ask questions such as:

= Do the meals served consistently meet the county’s health and nutritional standards?
Do the meals served arrive on time each day?
Do the meals taste good? What would make them better?
Is the right amount of food provided on each plate? Are there often meals left over? Do
you have to turn seniors away due to lack of meals?

Uyl

Understanding your target population

o Gather data about the demographics of the seniors regularly receiving these meals. Are the
seniors receiving this service the ones that this program aims to target?

be?
e How are seniors referred to this program? How is the program advertised?

Conducting market research

e Understand what the landscape of potential service providers looks like. Are there many other
catering businesses locally that could provide these meals? Do you anticipate there might be
other organizations out there interested in delivering these services?

o Speak with other county governments who offer similar meal service programs.

e Assess the program’s entire budget to identify if the budget matches the full set of resources

run by peers.

o Explore overall satisfaction with the meal provider and program by dropping in on lunch one day

e What groups of seniors might be eligible for this program but aren’t showing up? Why might that

required. Ask if the prices your county pays seem reasonable compared to similar meal programs
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MODULE 2: WORKBOOK

2.3 DISCUSSION QUESTIONS

Gather your team and brainstorm answers to the questions below. Your answers to these questions
will help inform the creation of a project team and project plan in the next section.

1. What data and information can you collect about current service delivery? Does vendor
performance data exist? Would it be appropriate to observe service delivery in action? Is there
anything that program managers or vendors might be resistant to sharing honestly?

2. Who are the intended recipients of this program or product? What are their needs?

Guidebook for Drafting a Results-Driven RFP | Harvard Kennedy School Government Performance Lab



3. What level of market research feels appropriate given your gaps of knowledge and timeframe?
Would a Request for Information (RFI) or focus group help enrich your understanding of the market
and potential solutions?

4. Additional notes:




2.4 PLANNING PROMPTS

After conducting market research and understanding the effectiveness of current service delivery, it is
time to synthesize and organize your findings. We suggest you organize your findings in a table simi-
lar to the one below. We have filled in the first row as an example, with a potential finding from our
senior meal services example.

RESEARCH SYNTHESIS

H ill in th
Research discovery Implication/impact ow we will address in the

RFP
Example:

Example: .

Example: - Add a performance metric to
dvslc)\ior;nA I:;f:at/,:ggl?ime Because of this, clients at one senior cap_tur e data about on-time meal

g ; center often must wait 30-40 minutes for | delivery.

because they deliver meals to ) L
two senior centers on lunch, Wh/gh has led to a drop in clients | _ pfjocate contracts differently so

at that senior center. that providers are serving senior

opposite ends of {fie cotinty. centers closer in distance
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Module 3: RFP Writing - Problem
Statements & Goals

In this module, you will:

« Understand how to communicate the problem you want to solve to
potential bidders and clearly articulate what a successful outcome looks
like, especially as it connects to your jurisdiction’s overall goals.

. Draft a problem statement and at least three key goals for your RFP, to
help your proposers understand what you view as a successful outcome
from the resulting contract.

3.1 Best Practices

Now that you have put together a project plan, built your team, and done sufficient research to
understand the needs of your service recipients and how you might improve service delivery, it is time
to start drafting your RFP!

Problem Statements

Beginning your RFP with a problem statement that effectively communicates the challenge you are
facing is the first step in designing a procurement focused on results. By painting a clear picture of the
problem that the vendor will help you solve, you begin to ground the procurement in a real issue and
invite a more creative, problem-focused range of solutions. Furthermore, by opening with a problem
statement, you can specify your jurisdiction’s goals to solve that problem (more on that later!).

For example, if a contract for homeless services defines the problem as lack of shelter bed capacity,
the range of possible solutions is narrowed to only those that increase the number of shelter beds,
and likely limits possible respondents to only shelter providers. If the problem is instead framed more
broadly as one of “housing instability,” this invites more wide-ranging, creative, and potentially cost-
effective solutions.
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KEY CONCEPT: CHARACTERISTICS OF GOOD PROBLEM STATEMENTS

Problem statements contain the seeds of your definition of success. Tying the problem to a
specific set of goals clarifies departmental priorities for the vendor community and provides
a standard against which you will judge services. If you are making major changes to
service delivery or programmatic changes, you might find that the RFP’s problem
statement is the place to expand on why those changes are being made and how changing
the service model connects to your outcome goal(s).

1 Connects the department’s priorities to a clear and specific outcome goal.

Clearly explains how where you are today differs from where you want to be.
lllustrating the difference between the present state and your desired end state offers a
clear sense of what progress would look like and invites vendors to think about how they
can help get you there. Good problem statements often use a “from - to” description to
signal to vendors key priorities or expectations for changing the current state.

Quantifies key variables related to where you are today and where you want to be.
What are the data or statistics that help illustrate the gap between your desired future state
and the status quo? Quantifying the different aspects of your problem, where possible, and
sharing that information with vendors can help indicate the scale of the problem and how
you would assess success in solving the problem.

Includes description of end-users or the target population to receive services and

service or product. For social service RFPs, we encourage you to revisit Module 2 to learn
about assessing the needs and demographics of your target population.

Sufficiently focused to be actionable.

A problem statement that is too broad may not allow vendors to propose sufficiently
detailed solutions. Specifying a target population, describing current services, and sharing
past program data can help narrow the definition of the problem while also allowing
providers flexibility to propose innovative solutions.

As neutral as possible about possible problem diagnosis or solutions.

Good problem statements assume little about why the problem exists or what solutions
could be appropriate. By avoiding specific solutions in the problem statement, you leave
space for vendors to draw on their own expertise and offer solutions you may not have
considered.

clarifies their needs.
Good problem statements will clearly describe the intended recipients or end-users of the
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Goals

While the problem statement grounds the RFP in a well-defined challenge, articulating clear goals
allows you to define for vendors what success looks like — what it looks like when the problems are
addressed. A clear definition of success is a critical input for all other results-driven contracting
strategies. It informs how you will select vendors, what metrics you track over the course of the
contract, how you structure the contract, and how you design your next procurement.

KEY CONCEPT: CHARACTERISTICS OF STRONG GOAL STATEMENTS

Inputs are the ingredients that go into the activities provided under the contract, like dollars
spent, number of staff, materials used, etc. Outputs measure the completion of the activities
themselves, like clients served, miles paved, number of software subscriptions, etc.
Outcomes are the intended results or measurable effects of the contracted activities, like %
of clients retaining employment for 90 days, number of citizen complaints about street
conditions, etc. Inputs and outputs are important for monitoring vendor progress, but
outcome goals should be the overarching focus of the contract.

1 Relate to outcomes rather than inputs, outputs, or processes

Lend themselves to quantification
2 The benefits of quantifying your problem also apply to your goals. Quantifiable goals define
success in a way that you can use to guide and assess the vendor’s work. However, not
every goal will be easily quantifiable. If that is the case, you could write the goal as a
qualitative statement and use creative performance metrics to measure whether the goal
has been achieved through survey data or “proxy” measures. Goals differ from performance
metrics (see Module 5) in that performance metrics help you measure progress toward the
outcome goal.

address the problem, i.e., are actionable and realistic

Defining your goal precisely can offer useful guidance to vendors. Offering data, critical
information, or illustrative examples could provide helpful additional information about your
goal. Be careful! The more specific your goal, the more narrow the range of possible
solutions.

3 Focused enough to narrow the range of possible responses or interventions to

Broad enough to encompass the impact you want to have on residents/beneficiaries
4 and allow room for operational innovation by focusing on the “what” instead of the
“how”

Goals should be specific enough to be actionable, but not so specific that vendors focus
only on those activities and not on bringing their best ideas and approaches to bear on the
larger problem.
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3.2 Examples

Problem Statement

This example is an excerpt from a city’s RFP for youth intentional housing supports. In the callout
boxes, we show how this example connects to the characteristics of problem statements.

Youth Intentional Housing Supports RFP

Goals

The goal of Youth Intentional Housing Supports is to

quickly house youth experiencing housing insecurity

while providing the support needed to remain stably
housed and build a foundation for success in the
future ...

According to the City’s Dashboard to End
Homelessness, in March 2018 there were 1,227
youth experiencing homeless in the City. Of
those, 126 were matched to projects and awaiting
enrollment, and 45 youth experiencing homelessness
were enrolled in projects and awaiting permanent
housing. An average of 158 new youth seek
support from our system each month, and it
takes 144 days from identifying a youth to that
youth being housed.

In order to reduce these prolonged episodes of
homelessness, the City seeks to support a menu of
housing interventions for youth that are
developmentally appropriate and quickly
deployable.

What do good goals look like in practice? On the left, we show what a typical goal might look like, and

on the right, we indicate what an improved version of the goal might look like.

Instead of...

“Provide supportive services run by certified
nursing assistants for elderly individuals three

Try

“Enable elderly individuals to safely live at home
by providing services that can decrease

times per week.”

placements into long-term nursing care by 30%.”

“Provide after-school and summer programs to
youth.”

“Increase access to, enrollment in, and sustained
participation in after-school and summer programs
targeted to youth in grades 4-8.”
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MODULE 3: WORKBOOK

3.3 DISCUSSION QUESTIONS

Gather your RFP drafting team and discuss the questions below. Brainstorming around your problem
statement and goals ahead of time will help your team when it comes time to write the solicitation.

Problem Statements

1. Imagine that a friend of yours, who lives in but does not work for your jurisdiction, asks you what
problem you are trying to solve with this procurement. In your own words, how would you describe the
problem to them?

2. What do you know about this problem (including any statistics or data points)? What are the
features of this problem that somebody would need to know to solve it?

3. How have you tried to solve this problem in the past? What do you believe were the main obstacles
in the path of past efforts?
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Goals

1. While it may not always be obvious, this RFP and the resulting contract are opportunities to
advance your department’s (or citywide) priorities. Become grounded in those priorities by creating a

list of your department’s goals and how this RFP might contribute to achieving those goals, using the
table below.

Departmental (or jurisdiction- How this RFP contributes to achieving

wide goal) the goal

Example: Reduce homelessness city-wide | Example: Provides solutions to more quickly house
youth experiencing housing insecurity and reduces
prolonged episodes of homelessness

2. Imagine that this contract has reached a successful conclusion. How would you describe the

success of the project to your boss and what evidence or data would you point to as evidence of
success?
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3.4 DRAFTING PROMPTS

1. Drawing on your responses from the above set of questions, write a problem statement that reflects
the “characteristics of good problem statements”, which you will include in the introduction or
background section of your RFP (aim for 200-300 words).

2. Drawing on your responses from the warm up questions, write up to three well-defined goals that
you will include in the introduction or background section of your RFP. Depending on the service or
product you are procuring for, one overall outcome goal may effectively synthesize what you want to
achieve, which is perfectly okay! Make sure your goal(s) correspond with the “characteristics of good
goals.”

Guidebook for Drafting a Results-Driven RFP | Harvard Kennedy School Government Performance Lab



RFEP Writing:
Scope of
Work &
Incentives



Module 4: RFP Writing - Scope of Work &

Incentives

In this module, you will:

. Learn how to draft a scope of work that aligns vendors’ objectives with your
contract goals, and offers vendors the opportunity to provide new and

impactful solutions.

. Develop, where appropriate, unique payment or contract structures to

incentivize vendor performance.

4.1 Best Practices

With a clear definition of the problem you aim to
solve and the success you hope to achieve
established, you will now develop your scope of
work. In this module, we will discuss what it takes
to create an inviting and clear scope of work that
gives vendors the space to test new or adapt
existing approaches to solve your government’s
problem.

The purpose of a scope of work is to give
prospective vendors a clear sense of the work
required of them, including how they should bring
their expertise to the table. Often, it can be
tempting to develop a scope of work that is a
long list of tasks for a vendor to do and
requirements to meet. The problem with this
approach, however, is that it encourages vendors
to prioritize compliance over outcomes. This can
have a number of unintended consequences. It
might result in unnecessary costs that do not
meaningfully impact the product or services
delivered. It may foster a relationship between
you and the vendor that is combative, rather than
collaborative. Most critically, by taking this
approach, you miss an opportunity to enlist
vendors’ valuable expertise to better solve your
problems.

Rather than writing a scope of work as a
prescriptive to-do list, remember that it is
fundamentally a job description. The most
successful scopes of work anchor on your RFP
goals. They set clear expectations and
parameters for the project, while leaving space
for vendors to bring their expertise to the
solution. Prospective vendors should finish
reading the scope of work excited about the
opportunity to work with your government, and
with a clear understanding of: 1) the work
required to meet the contract outcomes; 2)
opportunities to innovate to achieve these
outcomes; and 3) any operational, policy, or legal
requirements to which a vendor must adhere.

The specific content you include in your scope of
work will be determined by your RFP goals and
the context of your project; however, it may draw
from elements in the list below. Being realistic
about what a vendor can provide given the time,
budget and constraints outlined in your scope of
work will help generate relevant, high-quality
proposals. You likely will want to use the market
research you conducted during module 2 to
inform your assessment of what is reasonable to
ask of a vendor.
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e Expected outputs and deliverables: What will
the vendor need to deliver in support of your
goals?

e Functional requirements or technical
specifications: What is the desired magnitude
of the program or service? Who will be the
users? Are there specific functions that the
solution must perform, or that the program
must deliver? What components of your
service model are mandatory versus nice-to-
have?

e Project management and communication: Are
there any key timelines or milestones in the
project? How will the vendor be working with
government staff and what responsibilities will
the government retain? How do you expect
the vendor to communicate with you about
what work they have completed?

e Compliance: What are the legal, regulatory, or
policy frameworks with which the vendor must
comply?

A variety of approaches can be effective for
organizing the content in your scope of work. For
instance, you may choose to organize the scope
of work for a complex project (e.g., social service
programs, large-scale IT projects) based on
expected outcomes. In contrast, you may choose
to organize the scope of work for a more narrowly
defined or transactional project (e.g., auditing
services or IT hardware) based on operational
milestones or related categories of activities.
Regardless of your approach, be intentional and
logical about the organizational structure you use.

Lastly, as you draft your scope of work,
beware of two common pitfalls!

To minimize risk, cities often take the approach of
specifying precisely how a vendor shall deliver
services (even down to the exact height of the
lettering on lawn maintenance equipment!).
Specifying this kind of detailed, relatively
unimportant information sets up the government-
vendor relationship as one where the vendor is
executing on systematic directions rather than
bringing valuable expertise and a problem-solving
mindset to the table. While some specifications
are necessary to ensure that vendors follow the
law or a government’s policy priorities (e.g.,
workers must wear hardhats at construction
sites), other specifications are so limiting that
vendors are unable to offer new solutions that
might save time and money and produce better
outcomes. Rather than prescribing “how” a project
should be done in a scope of work, define “what”
the city is trying to achieve. Risk can then be
managed through performance metrics and your
contract management approach, as you will see in
module 5.

Remember, a scope of work is not a contract.
While it may be important for potential vendors to
be aware of future contract terms up front, it can
often be confusing or off-putting to include
extraneous contract language as part of the scope
of work. Consider whether you might include
contract terms and conditions in an RFP appendix
or omit terms that you will negotiate and finalize
after contract award.
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KEY CONCEPT: CHARACTERISTICS OF AN EFFECTIVE SCOPE OF

WORK

Connects closely to your goals. In Module 3, you identified the goals for your RFP. The
scope of work should closely connect to your goals and provide context for the vendor to
understand the work that they will need to do in order to achieve these goals.

Is well-organized. A clear, logical structure for your scope of work will help the vendor
understand what you expect of them. Be intentional about the organizational structure you
use to ensure it logically orients vendors towards your goals, communicates your needs,
and outlines any operational or regulatory guardrails.

Encourages innovation. Vendors are often subject-matter experts who can contribute to
the design of innovative and cost-effective approaches to achieving your goal. A well-
crafted scope of work leverages these unique capabilities by allowing for a range of
solutions, for adaptation of existing approaches, or for new solutions to be tested.

Invites collaboration. The scope of work will set the tone for your working relationship with
vendors moving forward. It should create a positive impression of your government as a
client and set expectations for how you will work together throughout the project. This can
be accomplished by using a collaborative tone, clearly defining roles and responsibilities,
and (when appropriate) structuring positive incentives for the vendor that are aligned with
overarching project goals.

D WON -

Is realistic. From your market research in module 2, you should have a good sense for
5 what vendors are able to provide, and what is attainable given the time and budget for the

project. The scope of work should be drafted with these considerations in mind. A realistic
RFP will be more likely to receive relevant, high-quality responses.

Using Payments or Contract Structures to Minimize Risk and Incentivize
Performance

Your payment structure is another method of minimizing performance risk and encouraging strong
vendor performance. There are many ways to incentivize vendors to perform well, including financial
incentives (performance payments), transparent vendor performance reviews, and ongoing
collaborative contract management. Many of these techniques will be discussed in the following
modules.

As you develop your scope of work, consider how you might incorporate any of the following methods
of incentivizing vendor performance through your scope of work or payment structure:
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KEY CONCEPT: PAYMENT CONSIDERATIONS

Timing of payments.
Contracts often withhold payment until key deliverables are completed or milestones are
met.

Collecting metrics or grading vendor performance.
Defining, measuring, and discussing performance regularly over the course of the contract,
even without performance payments, can provide a meaningful performance incentive.

Selecting future work based on vendor performance.

A common complement to grading vendor performance is to condition future work on
satisfactory performance. This can apply to selecting vendors from a vendor pool, contract
extensions, new work under an existing contract, or the opportunity to compete for future
contracts.

Structure of payments. How payments are structured, of course, can be the most
important performance incentive. Here are some of the ways that governments can
structure payments to vendors:

o Fixed Price: Contract is paid as a lump sum based on completing requirements.

o Time and Materials: Government pays a vendor over time, based on the dollars spent or
hours worked.

o Performance Payment: Government pays out some portion of the contract based on
performance, measured using process and/or outcome metrics. When designing
performance payments, carefully consider what structural barriers vendors will face in
their efforts to achieve outcome metrics. Check that you are not basing your
performance payments on outcomes that a vendor may be unable to control during the
contract term.

WO NN=-

If a performance payment is not deemed feasible, a fixed price contract will likely be optimal
because it ensures that you will not exceed the price agreed upon with the contractor. In a
fixed price contract, the risk falls to the contractor that the actual cost of the work will be
higher than the price of the contract. Time and materials contracts can generally be
appropriate only if there is high uncertainty about the extent or duration of the work or ability
to anticipate costs with confidence.
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4.2 Examples

Example 1: An IT scope of work that connects to goals and encourages innovation

The example below showcases an excerpt from a well-organized scope of work for a new citywide
project management software. In this example, the scope of work was organized by six key project
features/goals. For each goal, the City described the ideal end state, and listed 1-5 desired features.
This content was presented in a concise (<1 page per goal), results-oriented manner, with mandatory
functionality differentiated from nice-to-haves. This approach gave prospective vendors responsibility
for solution design, while ensuring minimal functional criteria were met.

OUTLINE OF SCOPE OF WORK

Overview

1: Project transparency through data centralization

: Robust workflow visualization

: Facilitates collaboration

: Promotes active project management

: Can interface with the City’s current systems

ol o | A~ WOWDN

: Secure and dependable experience in the office and field

Content Deep Dive | Goal 6. Secure and dependable experience in the office and field

The City requires a hosted cloud-based solution with 99.9% availability. We require access to all
data, compliance with data retention/public records laws, and protection of sensitive data such as
school layouts and utility infrastructures. We also expect regular updates to the software.

Your tool should provide an intuitive, beautifully designed user experience. Drag-and-drop
functionality for dashboard, process flow, and report customization would be preferred, as would
automatic routing/upload of documents via Google email. Ideally, your tool will be consistent with the
City’s visual brand (details regarding the City’s brand are available at www.gplexamplecity.gov/brand-
guidelines), and should be accessible for users with disabilities under ADA Title Il (see WCAG2 and
Section 508 for guidance). Your tool should be available on any web browser or mobile device.

We require in-person training as part of implementation, using a “train-the-trainer” model, with
electronic resources available moving forward. The ability to conduct additional training in-house,
segmented by specific user groups (i.e., administrators, project managers, contractors) is key.
Ongoing support throughout the deployment phases is also critical, as designated City staff will
require help desk support in order to escalate technical issues.

Key features can be summarized as follows:

e Hosted solution

e Simple and intuitive user experience

o Availability on any web browser or mobile device
e Technical training and continued support
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Example 2: A parks department scope of work that is less prescriptive and invites

collaboration

The example below shows how a parks department improved a heavily prescriptive section of its
scope of work for landscaping services. The original version had led vendors to prioritize compliance
over impact, and had contributed to a tense working relationship between vendors and the city.

The revised language focuses on “what” the city is trying to achieve rather than “how” the vendor
achieves it. In this way, it aligns vendor priorities with the city’s goal, while still effectively managing

risk, without an exhaustive list of compliance requirements.

Original Procurement

Revised Procurement

Minimum Equipment List (See Attachment A) for performing the
work under these specifications shall be possessed by the
Contractor for listed project areas at time of award of bid and
maintained throughout the maintenance season. It will be
determined by the city, after bid openings, whether more equipment
will be required due to how many acres are actually awarded.
Number of acres, slope areas and maintenance cycles will be
determining factors. Any additional equipment will be purchased prior
to award of bid. Mowers shall be of an appropriate size for the area
being mowed. Blades shall be sharp as to give a fine, clean cut.
Mower decks shall be leveled as to give an even, level cut. The
equipment shall be operated at a speed and manner that poses no
danger to the public and achieves the desired appearance.
Contractor’s vehicles, tractors and mowers (60" deck or larger) are to
be clearly identified in a visible contracting color with the name of the
Contractor’'s company, using minimum two (2”) inch (height) letters.
The Contractor's company name is to be permanently placed on the
equipment in a location which is highly visible to the general public.
The City shall approve equipment identification.

Proposed Equipment. The
contractor shall be
responsible for providing all
equipment necessary to
perform these services. The
City is not defining equipment
requirements. However,
proposals should include a
list of all equipment
anticipated to be utilized for
the scope of work.

As part of this revision, the City also moved from a long list of punitive fines for damages (including
$200 fines for each instance of mowed-over trash) to performance payments. For each location in
which a contractor had only one or less unacceptable reviews, the contractor received an incentive

payment equal to 5% of payment earned during that period of review.
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MODULE 4: WORKBOOK

4.3 DISCUSSION QUESTIONS

Gather your RFP drafting team and discuss the questions below.

1. For each of the goals you developed for this RFP, with your RFP team, 1) brainstorm what activities
you expect a vendor must do to meet the goal and what outputs you would expect to see produced
from those activities, and 2) identify which activities are essential to achieving the outcome and which
are desirable. Think of the output as the action or items that contribute to achieving the outcome. Be
creative! You might sketch out the product or service or hold a group brainstorm.

2. ldentify three (or more!) highly prescriptive requirements that you plan to include in the scope of
work section of the RFP that you are worried that a vendor will not do unless required — why is it
important that the vendor follow those specifications? Why are you worried that they will not deliver on
those specifications? Is it a legal reason? If not, how might you reframe the requirement to make sure
it is not overly prescriptive? Note: We encourage you, for the items listed here, to reach out to your
legal counsel contact for support in identifying which requirements are legal in nature.
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3. Indicate the risks and uncertainties for both the government and the vendor that you want to

minimize in the delivery of the service you are procuring.

e What challenges and risks do you anticipate in the service delivery? For each of these risks,
brainstorm strategies for minimizing the risks and discuss why you will employ these strategies,
using the table below (strategies may include supplementing your goal definition, performance
metrics, program requirements, or reforming your contract management approach):

Risk minimization Reason for choosing
strategy strategy
Example: Fraud - Vendors will | Example: Audit and oversight, Example: This strategy will allow us
bill for things they didn’t do or verification that your vendor is doing | tg. ..
fabricate work. work, and interviews with program

participants.

Example: Staff turnover - Example: Help providers find ways | Example: This strategy will allow us
Providers will not be able to to incentivize staff and build to...

retain staff leading to long workplace satisfaction.

waitlists.

4. Using the table below, consider the payment structure options and indicate why these structures
are or are not a good fit for your RFP.

Payment structure  Fit Rationale

(Yes or No)

Fixed Price

Time and Materials

Performance Payment

5. For your contract, how do you expect the timing of payments to align with the delivery of the
contracted services? Can you use the timing of payments to incentivize good performance? Why or
why not?
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4.4 DRAFTING PROMPTS

1. Write a well-organized scope of work for this service, organized either by your goals, or by
categories of service to be provided. In drafting your scope of work, take the following steps:

1.

For each of the goals you developed for this RFP, describe your desired activities and
outputs. Where possible, challenge your assumptions about the service model and think
hard about what has to happen to meet the goal rather than to be faithful to the service
model.

Add all requirements that are necessary for vendors to: 1) meet regulatory or legal
requirements; 2) meet city priorities; or 3) to comply with specific technical specifications.
For each, consider why it is important for vendors to follow these specifications and to
consider where you might reframe requirements to make sure they are not overly
prescriptive.

Include information that indicates how your government plans to manage risks. This could
include a communication and monitoring plan, an expected project management approach,
or information about the timing and structure of payments.

Now that you have drafted the scope of work, review the language you have written in
steps 1-3. Is there any opportunity to remove overly prescriptive requirements to allow
more room for innovation?

Consider the flow of your scope of work. Is it easy to follow and well-organized?
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2. There may be outstanding questions that you need to answer to develop your scope of work. What
additional information would you like to gather to complete your scope of work? Use the table below to
outline this information and your plan for gathering it.

Additional Information Needed Action Plan

Example: The number of city employees requiring | Example: 1) Review user accounts for the

access to and training on how to use a new Fire City’s current Fire RMS system to estimate the
Department Records Management System (RMS). | current number of active users. 2) Speak with
Without this information, the Department cannot IT staff to understand which additional city
give prospective IT vendors an accurate estimate employees should have access to the new

of how many staff will require training. RMS system, given improved functionality.

3. Draft a “Terms of Payment” section for the RFP indicating how the vendor will be paid for the
delivery of services. Indicate whether and how past performance will be used to either condition a
portion of payments or to inform selection for future work/contract renewal.
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Module 5: RFP Writing - Metrics & Contract
Management

In this module, you will:

. Understand how tracking and discussing contract performance with your
selected vendor throughout the life of the contract can create opportunities
for continuous learning and improvement.

« Draft metrics you will use to track and measure vendor performance,
identify how you will assess outcomes across different sub-groups, and
draft an active contract management strategy.

5.1 Best Practices

Performance Metrics

Performance metrics are an extension of the contract goals drafted previously. Metrics create
accountability by allowing you to measure whether vendors are realizing your vision of success. By
regularly discussing performance with vendors through data-driven discussions, you can build
accountability, inform contract renewal decisions, and better understand what it means to successfully
deliver services.

Although it may seem natural to turn a contract goal into a simple, binary success metric (i.e., the goal
was (or was not) achieved), a yes/no goal limits your understanding of whether the metric is improving
over time and whether you and your vendors are closer to (or further away from) achieving success. In
addition to understanding whether a service is effective, appropriate performance metrics also yield
insights into how your vendor is delivering a service, what components of the service model are
working well, disparities in who is benefiting from a service, and where there is room for improvement.
Performance metrics should therefore aim to measure project success as well as improve your
understanding of how to be successful.

As you develop your set of performance metrics, consider the difference between outcome and output
measures. Output measures track the activities themselves, like clients served, miles paved, software
subscriptions, etc. Outcome measures track the intended results or effects of the activities, like
reductions in unemployment, quality of road construction, reductions in data entry time, etc. Your RFP
should include a mix of both outcome and output performance metrics. Finally, you might find it helpful
to place your performance metrics within a logic model, noting the desired outcomes and then
determining the inputs and outputs to track to see whether you are heading towards your desired
results.

For each metric, you will want to devise a clear plan for how that metric is generated, who is
responsible for generating it, where the data will be stored, and how and when it will be shared. One
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tip for developing this plan is to keep things as simple as possible. There are many information
management and enterprise data systems that can facilitate data generation and sharing, and you
should consider leveraging the tools already at your government’s disposal. However, a simple
standardized excel spreadsheet or a web-based form can often work well. Most importantly, the data
generation and sharing process should not be confusing or administratively cumbersome.

Consider the following tips for effectively defining performance metrics in your RFP:

KEY CONCEPT:

CHARACTERISTICS OF AN EFFECTIVE PERFORMANCE METRICS

shared understanding of what both parties are working toward. Consider what success
looks like for different sub-groups impacted by your contract, especially different racial
groups or neighborhoods.

1 Orient vendors to success. Articulate goals/metrics to define success and establish a

Keep it (relatively) simple. Too few metrics may make it hard to fully understand
performance. Too many metrics may make it hard for vendors to understand what is most
important to focus on. While you will brainstorm at least five metrics in this module, you may
ultimately find that it only makes sense to track one or two metrics and dive deep into
analysis of outcomes by sub-groups within those one or two metrics. Additionally, metrics
that are composite measures are often too complex to be operationally meaningful. Avoid
metrics that are formulated by aggregating multiple data inputs, resulting in measures that
make it difficult to attribute trends to specific changes in the work the vendor is doing.

N

Balance output and outcome measures. Including outcome metrics is crucial to
understand whether the vendor is on track to meet your desired goals. Ideally, outcome
metrics include a combination of short-term and long-term measures. Output measures are
important for understanding how the contract is being executed and to identify the
mechanisms that drive success on outcomes, however, without also including outcome
measures, it is difficult to say if a contract is truly achieving the desired results.

Identify data tracking responsibility. Note within the RFP when and how you will be
relying on the vendor to provide data. Consider using metrics that are based on existing or
administrative data, as these may be a lower burden for the vendor to provide, can be more
complete, and may reduce the risk of false reporting.

Be consistent. Use consistent metrics when contracting with multiple providers for the
same good/service in order to compare performance between vendors and combine
performance across contracts to understand system-wide impact.

Leave room to learn.

Asking vendors to propose a metric for the quality or success of the contract is a helpful
strategy when you want to leverage the expertise of the vendor community. Reserve the
right to adjust goals/metrics once programs are up and running, and analyze data by
different sub-group characteristics (e.g., race, gender, neighborhood, or client profile).

o) NS NI G
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Preparing for Active Contract Management

In addition to specifying the performance metrics in the RFP, you will also signal to vendors the roles
and responsibilities for collecting performance metrics and the process by which you plan to review
this data with vendors. The GPL calls this process “active contract management” (ACM). ACM
features the following components:

e High-frequency reviews of real-time performance data: Frequently reviewing performance metrics
enables agencies and vendors to identify problems before they become ingrained or too far off
course.

e Regular, executive-level meetings between the government and vendors focused on operational
insights: ACM meetings between vendors and government create built-in opportunities to swiftly
troubleshoot problems and identify ways to replicate success. Critically, in these regular meetings,
vendors and departments have solutions-oriented conversations that connect current performance
to the design and operations of the specific project or program. These meetings also facilitate
transparency into department decision-making and vendor improvement efforts, resulting in
greater trust.

e Collaborations to implement changes that improve results: ACM empowers leaders to quickly
detect performance trends, make consistent improvements, and identify opportunities for
reengineering service delivery systems to achieve better outcomes.

Much of the work of active contract management begins after contract execution, but the RFP offers
an important opportunity to share with vendors that you plan to develop a collaborative relationship
focused on contract performance.

More information about active contract management is available on GPL’s website at: https://
govlab.hks.harvard.edu/active-contract-management.
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5.2 Examples

Performance Metrics

Imagine that you work in a Department of Social Services that is issuing an RFP for a vendor to run a
financial counseling program for low-income individuals. You want to identify metrics that can help you
keep track of the day-to-day operations of the vendor (and know when it would be helpful to course
correct!). However, you also know that without tracking the outcomes of the services, you might not be
able to show your Department Manager the impact on the lives of residents. Here is a sample of
output and outcome metrics you might plan to include:

Output Metrics (metrics which aim to track the activities conducted)

e Number of financial counseling program participants served within 10 days of referral

e Number of financial counseling program participants attending 6-month follow up visit

o Percentage of financial counseling program participants who are undocumented (a focus
population for the program)

Outcome Metrics (metrics which aim to track the results of the activities conducted)

e Percentage of financial counseling program participants with reduced debt one year following
referral

e Percentage of financial counseling program participants with credit scores raised by >50 points
one year following referral

o Percentage of financial counseling program participants with stable employment at two-year mark
following referral

e Analysis of how these outcomes vary by different racial groups and other client demographics

Performance Metrics in Practice

One city human services department that the GPL worked with defined new performance metrics and
used active contract management (ACM) techniques in their contracts with homeless shelter service
providers.

In the past, metrics for homelessness service providers were inconsistent, sometimes even across the
same program type, and focused primarily on counting activities rather than measuring outcomes. To
better understand program impact, the department collaborated with providers to identify consistent
metrics that accurately measure program performance in real-time and can be aggregated to
understand system-wide progress.

The department also set up a system to regularly review program performance data to identify
homelessness trends and challenges in delivering effective services. Using this information, the
department and providers could swiftly and collaboratively develop solutions to achieve better
outcomes. The department implemented i) monthly meetings with each provider, ii) quarterly internal
meetings, and iii) quarterly executive meetings with groups of providers serving the same target
population.

With these data and an active contract management meeting structure, the department will be able to
1) compare the performance of similar programs, 2) identify characteristics or strategies of high-
performing programs and share best practices amongst providers, and 3) understand system-wide
progress in moving people from homelessness to permanent housing.
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MODULE 5: WORKBOOK

5.3 DISCUSSION QUESTIONS

Gather your RFP drafting team and discuss the questions below.

1. Following the tips outlined above, start by taking the goals you drafted earlier and convert each goal
into something that could be measured (by either the jurisdiction or the vendor).

You may find it helpful to put each of your outcome goals within the context of a logic model, similar to
the structure below:

Planned Activities Effects of Planned Activities
(to become part of your scope of work) (your outcome goals and performance metrics)

Outcome Goals

Inputs Activities Outputs (Short or Long
Term)

Changes in program
participants as a result

Government and Organized activities Direct products of NGy
vendor resources conducted as part of program activities (e.g., ((); p rog;a,{;v Ceggécel;?ﬁt/on
that will go towards | the program (e.qg., the number of af?t,a ants’ academic
the program (e.g., services offered, participants receiving the g chie \fe ment. or whether
staff and funding) outreach conducted) services) they started a small

business)
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2. What aspects of contract performance do you anticipate discussing with your vendor in a meeting
at the following periods: monthly, quarterly, annually, or as needed? What data will you review with
your vendor at each of the following periods? Who will be responsible for leading, planning, and
bringing information to each meeting? What other individuals will be a part of the meeting?

Frequency Topics & Data Participant Roles

Quarterly:

Annually:

As needed:

3. What information systems or tools can you use to generate, collect, track and analyze the data?
(E.g., Excel spreadsheets or Google Forms for capturing inspections data)
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5.4 DRAFTING PROMPTS

1. Drawing on the discussion questions above, draft a set of performance metrics to be included in
your RFP. There should be at least two draft performance metrics for every goal you outlined in the
last spreadsheet, and at least six performance metrics in total. For each metric, indicate who is
responsible for collecting the data, how they will collect it, and how often it will be collected. (Note: A
table, like the one below, may be a useful way to present this information in the RFP.)

Metric

Example:

Number of validated citizen
complaints received related to
landscape services.

Data Source

Example:

City’s 311 call log
and email
submissions.

Data Frequency

Example:

The City will review data
with the vendor at monthly
meetings.

Responsibility

Example:

Parks Dept. staff will
tabulate this data on a
monthly basis.
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2. Drawing on your responses from the above set of questions, draft a few paragraphs to be included
in your RFP that describe how you will meet regularly with vendors to review performance metrics
(i.e., your active contract management strategy).
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Module 6: RFP Writing - Evaluation &
Selection Criteria

In this module, you will:

« Understand how adding transparency to your evaluation criteria can help
proposers gain better clarity on how the evaluation team will assess their
proposals.

« Learn how tailored, well-organized proposal submittal requirements can
facilitate an easier evaluation process.

. Draft a set of evaluation criteria and proposal submission requirements.

6.1 Best Practices

Evaluation and Selection Criteria

At this point in drafting your RFP, you probably have a good sense of what work you want a vendor to
do! However, you will need to select the vendor best able to deliver the services required to achieve
your goals. This module will help you learn more about how to draft a set of evaluation criteria to
assess the proposals you receive. You will also develop a clear idea of the different components you
would like a prospective vendor to include in their proposal.

Proposal Submission Requirements

A prospective vendor’s proposal is the primary opportunity for the vendor to show how they can meet
your goals, solve the problems you face, and accomplish the scope of work. Generally, the proposal
will be an opportunity for the proposer to tell you about how they meet your service requirements,
what budget they can offer, whether they have the skills and qualifications you seek, and whether they
have strong past performance doing similar work. The information you ask the proposer to submit
should be the information you truly need to make a decision!

Depending on the RFP content, proposal submission requirements will vary. Regardless of the
proposal submission requirements you include, it is important to put yourself in the shoes of the
proposer, and to check that the submission requirements are clear and directly tied to either
evaluation criteria, or government legal and policy requirements.

Sometimes, it can make sense to minimize requiring long narrative responses and instead ask for
multiple short answer responses in a questionnaire format. By asking shorter, tailored questions, you
can often solicit specific needed information about a proposer’s experience, or understand the unique
way they might approach a problem you have. This also allows you to focus vendors on your
department’s priorities for service delivery and tie successful responses to addressing these
priorities.
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Often, it is also beneficial to provide a separate submission template and budget template,
incorporating all of the required information and questions you need a vendor to answer (rather than
embedding this information in the RFP text), which can make it especially easy for a vendor to
understand what they will need to submit in their proposal. Both minimizing the burden of multi-page
narratives and using submission templates can also make responses more consistent and easier to
evaluate.

Developing Evaluation Criteria

In an RFP, you have the opportunity to consider factors other than the lowest bid in how you select
your vendors. The cumulative set of evaluation factors should allow you to identify the best solution or
vendor that meets your full set of needs. Developing evaluation criteria that fairly and accurately
assess what a proposer can bring to the table and how well their proposal meets your goals, budget,
and service requirements is a key step in making sure that your procurement is results-focused. You
certainly will not be able to meet your intended outcomes if you have not hired the right vendor for the
job!

Furthermore, by clearly spelling out “how you will choose” from the proposals you receive, you help
the proposer further understand your vision of success by articulating all the factors that you predict
would enable a vendor to be a successful partner for your jurisdiction. As an example, consider an
RFP that selects a vendor based 70% on price, and 30% on staff’s prior experience. By omitting a
category around “project plan” or “approach”, you will not know about the vendor’s plan for how to
accomplish your goals.
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KEY CONCEPT: CHARACTERISTICS OF GOOD EVALUATION CRITERIA

Connect to your specific outcome goals, metrics, and scope of work.
The evaluation criteria should flow from the prior sections of your RFP, as a logical
continuation of your goals, metrics, and scope of work.

The evaluation criteria generally should not weigh any one criterion too highly. If one criterion
heavily outweighs the others, make sure you have good justification, and understand how
the weighing might strongly influence selection. For example, focusing too heavily on price
can come at the detriment of other equally important evaluation criteria that might help you
assess the vendor’s ability to deliver results.

2 Give the right balance between multiple priorities.

looks like.

Generally, you and your evaluation committee should have a clear idea of what a high
scoring proposal would look like in each criterion before evaluations begin. Depending on the
RFP, it can be helpful to share this information with proposers. Furthermore, if a criterion
includes multiple different sub-components, designating points for the sub-components can
help proposers and reviewers pay sufficient attention to each unique dimension of a criterion.
For example, you might have a category called “work experience,” but within that category
you might designate points for each different aspect of “work experience,” which could
include components such as “project management experience” and “municipal finance
experience.”

3 Provide sufficient information to let proposers know what a successful response

Each evaluation criteria should connect to one or more pieces of information that a proposer
submits. Take time to reflect on each piece of information that you are asking a proposer to
submit and consider whether it will tell you what you need to know to assess a proposer on
the evaluation criterion to which it corresponds.

I Clearly align to proposal responses and submittals requested.

Are fair to all proposers, free of bias, consistent, and not overly restrictive.

5 You should ensure that all evaluation criteria are fair, and do not give a preference to
incumbent vendors. If you are establishing minimum requirements, they should not be so

limiting that they weed out vendors who could actually perform the job well, especially small

and minority firms. What underlying biases might be present in your evaluation criteria, the

makeup of your evaluation panel, or in the evaluation process that could unnecessarily

advantage or disadvantage certain types of proposers?
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6.2 Example

The example below shows evaluation criteria from a city that issued an RFP to hire a local non-profit
to administer and manage an economic mobility program that had previously been run in-house. In
this RFP, by sharing the relative importance of the evaluation criteria, and by breaking out the specific
qualification areas that the city was interested in knowing more about, the city was able to have an
improved understanding of a proposer’s specific strengths and qualifications. In the right column, we

share what the city asked proposers to submit in each qualification area.

EVALUATION CRITERIA

Qualification Area

Proposal submittal
information

ORGANIZATIONAL CAPACITY AND EXPERIENCE (XX%)

Based upon the respondent’s overall capacity and experience that is
relevant to the work in this RFP, and demonstrated ability to provide
successful program management, technical and data expertise,
partnership management, and fundraising efforts during the term of
the contract. The City understands that an organization might need to
hire for new capacity, and may give full credit to responses that
present a thoughtful, realistic plan about how new capacity and
expertise will be hired or developed.

Five short-answer questions
asking about the proposer’s
capacity and experience in
relevant topic areas.

METHOD OF APPROACH (XX%)

Referring to the soundness of the proposer’s planned approach to the
project, including ability to address current and future challenges,
planned approach to working in partnership with the City, evidence of
organizational buy-in, and proposed staffing approach.

Four short-answer questions
asking about the proposer’s
approach, ability to tackle
challenges outlined in the
RFP, and plan to work
collaboratively with the City.

EQUITY AND ECONOMIC MOBILITY APPROACH (XX%)

Based upon the respondent’s understanding and planned approach to
address equity and economic mobility in program design, execution
and administration.

Three short-answer
questions assessing the
proposer’s ability to consider
equity in their efforts and
understand the needs of the
target population.

BUDGET AND RESOURCE ALLOCATION (XX%)

Referring to the respondent’s planned approach to allocate City
financial resources and ability to supplement those resources with in-
kind or outside support. The Issuing Office reserves the right to
negotiate a final project price and scope in accordance with the City
Code of Ordinances.

Proposers completed a cost
proposal outlining their plan
to allocate financial
resources and supplement
with outside or in-kind
support.
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MODULE 6: WORKBOOK

6.3 DISCUSSION QUESTIONS

Gather your RFP drafting team and discuss the questions below.

1. Think back about the goals and scope of work that you drafted. For each of those goals, what
would you need to know about a company to know whether they could meet those goals and
accomplish your scope of work?

2. Imagine the perfect vendor -- one that would lead to 100% satisfaction at the end of the contract.
Put down a few words about your “dream” vendor. What experience and qualifications would they
have? How would you work with them? What staff would be on the project? What price would they
offer?
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3. Do you have any absolute requirements that a prospective vendor would need to meet for you to
consider them for this project/service?

Note: Consider the minimum amount of experience, qualifications, licenses, or permits needed.
However, remember that you do not want to be too restrictive or you may disqualify a perfectly
capable vendor, or a small or minority business very capable of doing the work! If something is not a
deal breaker, but rather a preference, consider whether you could incorporate it in the evaluation
criteria rather than as a minimum requirement.

4. (Optional) If you anticipate awarding multiple contracts from this RFP, what information will you
collect from proposers that helps you to distribute the work among selected vendors?

Note: Consider whether you need unique evaluation criteria for different service types, or whether you

need proposers to tell you what areas of the city/or types of work they are interested in being
considered for.
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6.4 DRAFTING PROMPTS

1. Drawing on your responses from the above set of questions, write a set of evaluation criteria that
reflect the characteristics of good evaluation criteria, which you will include in your RFP. As you write
these, remember that clear, reasonable criteria will also make the process easier for your evaluation
team. Include the percentage weight of the total that each evaluation criterion will be worth (or number
of points), and a few sentences describing what a top score would look like for each criteria. The first
row provides an example answer.

% of total points (or

Evaluation Criterion What would a top score look like?

number of points)

Example: Proposer has no history of
major performance problems as reported
in their proposal, and all references report
excellent quality work.

Example: Performance

History Example: 20% of total
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2. After drafting your evaluation criteria, consider what information a proposer will submit to allow you
to assess how well they meet the criteria. Using the table below, indicate in the first column: the
evaluation criterion, and in the second column: what a proposer will submit that connects to that
evaluation criterion.

Note: If price, be clear about how the price information will be collected — fixed lump sum cost?
Monthly cost? Additionally, it can often be helpful to conduct interviews or product demos to help you
go beyond just written responses to know whether a company is qualified to help you reach your goals
(especially as part of a second round evaluation). Finally, for submission requirements that do not
align with the evaluation criteria but exist for legal or policy reasons, put N/A under the evaluation
criterion it connects with.

Evaluation
Criterion

Proposal Submission Component

Example: Short Answer Question -

Paat | leace tellus about your experience | /BT TOEE LS S Lo T
Experience p g y similar services to City governments.

governments.”
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Module 7: Finalizing Your RFP

In this module, you will:
- Understand best practices for organizing and structuring your RFP draft,
and identify how best to solicit feedback on your RFP draft.

7.1 Best Practices

You now have most of the major substantive components of your RFP, including a problem statement,
goals and objectives, metrics and a contract management plan, a scope of work, payment structure,
evaluation and selection criteria, and proposer response specifics. It is time to begin putting the pieces
together to form a full RFP draft!

How to Structure Your RFP

Your jurisdiction may have a defined RFP template or structure you are required to follow. If you have
flexibility with the structure, you might consider organizing your RFP in the following order. The bolded
areas refer to the specific RFP components you developed in prior modules.

Sample RFP Outline:
1. Title page and/or summary page with key project dates, facts and contact information
2. Table of contents
3. The opportunity
e Project summary and outcome goals
e Problem statement
o Other relevant background information
4. Scope of work
o Description of services to be provided
o Performance metrics and active contract management plan
5. Proposal content and submission process
e Submission requirements and checklist
o Information about schedule, pre-proposal conference, how to submit questions,
deadline, and submittal process
6. How we choose
e Evaluation criteria
e Selection process, and protest information
7. Terms and conditions
8. Attachments, exhibits and required forms (e.g., template contract, pricing sheet, or

You will notice that we have not discussed some of these sections in this guidebook, such as “Terms
and Conditions.” Some components of RFPs are very specific to each jurisdiction, and you likely have
required legal and policy language already developed that will become part of your RFP.
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If your jurisdiction or department does not
already have an RFP template, once you have
an organization and structure that you have
found to work well on a few RFPs, consider
creating one. A template can reduce internal
drafting and review time, and let you focus more
on updating the specific sections that need to
change from one RFP to the next. A consistent
RFP appearance can also make the experience
of responding to an RFP more familiar for
proposers! We recommend jurisdictions revisit
and consider updating their template every few
years.

Regardless of how you choose to organize your
RFP, it is important to keep in mind that your
RFP should be a friendly and welcoming
document. Picture a person or team trying their
best to offer you a strong proposal — does your
RFP facilitate that? Make it easy for the proposer
to understand exactly what you want them to
submit, exactly how they will be evaluated, and
exactly what work they will be expected to do if
selected as a vendor. Also clearly and honestly
share what you don’t know, and where you want
vendors to offer their creative approaches or
expertise in solving your problem! Keep in mind
that your RFP is the first signal of what it will be
like to work with your team and your department,
so help the vendor see that your government will
be a great client. Here are some tips:

* Make the document easily navigable by
including page numbers, descriptive section
headers, and a table of contents.

e Place important project-specific information
at the front of the document, and terms and
conditions towards the end.

e Write for humans! Do not use agency-specific
terms or complex jargon that might be hard
for an outsider to understand.

o Keep your RFP to a reasonable length! Think
critically about whether components of your
RFP add value to either the proposer’s
understanding of the work, or the legal or
policy requirements that govern the process.

What to Look for When Reviewing
Your RFP

Once you have a solid draft of your RFP, you
should gather members of your team and other
internal experts for an internal RFP presentation.
During this meeting, present the RFP draft,
identify assumptions, and poke holes in your
team’s thinking and structure. This meeting is
also a great moment to ask critical questions and
revisit the findings of your stakeholder research
to be sure you have addressed major concerns
in the RFP. Keep in mind that by including team
members who have not been as “in the weeds”
on RFP drafting, you can often surface great
ideas.

Using a checklist to run through your RFP can be
helpful to make sure there are not any concerns
before publishing. Here are examples of items for
which you might check:

e Does the RFP flow in a logical manner? Does
it feel like each section builds off the previous
one?

¢ Do you clearly indicate why the RFP is being
issued and what the desired outcome of the
procurement is?

e For every submission requirement, is it clear
what the proposer needs to do or submit to
respond to that requirement? Is it clear how
the submission requirements connect to the
evaluation criteria?

e |s the RFP fair? Is there any language that
gives specific vendors an advantage or that
preferences the incumbent vendor? Do your
evaluation criteria reward certain vendor
characteristics that do not actually
correspond with what is needed to do the
work? s the timeline for responses likely to
make it difficult for certain firms to respond?

¢ Do you provide the proposer with key dates
and an estimated timeline?

o Do you indicate how your staff will respond to
questions proposers may have while the RFP
is open?
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7.2 Examples

The Government Performance Lab has many examples of RFPs that incorporate these results-driven
contracting techniques on our website: https://govlab.hks.harvard.edu/government-documents. We
also encourage you to take a look at our Results-Driven Contracting Solutions Book: https://
govlab.hks.harvard.eduffiles/results _driven_contracting_brief.pdf.

Making your RFP succinct and straightforward can do wonders to make the RFP and associated
process inviting for proposers. The City of Boston demonstrated this in 2015 with their RFP to solicit a
redesign of their main government website — boston.gov. The City structured this RFP as a slide deck:
https://www.cityofboston.gov/Images _Documents/COB_Web_DesignRFP2.pdf
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MODULE 7: WORKBOOK

7.3 DISCUSSION QUESTIONS

Gather your RFP drafting team and discuss the questions below.

1. Return to the RFP components that you completed in past modules. If some time has passed since
your team drafted some of these components, consider the following: has anything changed about
your understanding of the problem or goals as you have drafted other RFP sections? Is there some
additional research you need to conduct to make sure what you are asking of proposers and vendors
is reasonable?

2. If any additional questions have come up during RFP drafting, make a list of the remaining
questions that you will need to answer with your RFP team. Additionally, think about what your action
plan might be to resolve those last remaining questions.
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3. What will your plan be for ensuring that all interested parties hear about your RFP? With your team,
put together an outreach strategy focused on obtaining vendor diversity. You might include:

o Websites where the RFP or a link to the opportunity could be posted publicly. If you work for a city
or county, explore whether any state vendor portals or advertising platforms could host notice of
your RFP.

o Make a list of vendors that could receive notification of the opportunity. Consider especially how
you might advertise to and seek out minority, small and women-owned businesses. What
companies are qualified to do the work, but may historically not have obtained their proportional
share of contracting opportunities from your jurisdiction?

e Send to industry and trade groups or other associations.

e Issue a press release if this is a very high-priority RFP to which your government wants to draw
major attention.

7.4 DRAFTING PROMPT

1. Your task in this module is to combine the previously drafted sections of your RFP with any
additional necessary information to create your RFP draft, and take proper review and approval steps
to finalize your RFP for release.
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Module 8: Activities Following RFP Release

In this module, you will:

« Understand best practices for major steps following RFP release, including
hosting a pre-proposal conference, evaluating proposals received, and
drafting and negotiating your contract.

8.1 Best Practices

Below we share best practices related to major
steps after you have released your RFP:

Hosting a Pre-Proposal Conference

The pre-proposal conference is an exciting
opportunity for prospective vendors to ask
qguestions and hear about your goals. Take extra
care to be well-prepared and identify roles and
responsibilities for the pre-proposal conference —
this event is often how vendors get their first
impression of what your government will be like
to work with as a client!

When planning for your pre-proposal conference,
note that proposers have different levels of
familiarity with your government’s contracting
rules. Nearly always, proposers will ask
questions about your scope of work or
requirements during the pre-proposal
conference. Make sure to identify who is legally
able to provide answers to proposers - in many
jurisdictions it must be the contracting officer or
the procurement unit. It can be helpful to develop
a preparation document ahead of time that
includes draft answers to questions you
anticipate. If a question asked requires research,
you should not feel obligated to answer it on the
spot. Share all questions answered during the
pre-proposal conference and received by email
or phone in a public document or RFP addendum
that all prospective vendors can access.

Receiving and Evaluating
Proposals

Generally, once you receive proposals, your
government will conduct a “pre-screening” or
“threshold review” to make sure that proposals
received are responsive and compliant before
the evaluation committee conducts its formal
evaluation. The evaluation committee will only
evaluate proposals that have passed this
threshold review (generally called “responsive”
proposals). It sometimes can be difficult to
ascertain whether a proposer’s failure to fill out a
page of a form should cause them to be found
non-responsive or whether it should be waived
as a minor administrative error. Consult with your
legal or purchasing team for guidance.

Building your evaluation team is an important
part of ensuring that you select the most qualified
proposer. As you build your evaluation team,
make sure:

¢ You are including diverse perspectives
and appropriate technical expertise.
Consider including individuals from outside
your department or agency, including
representatives from community
organizations or service recipients. You may
also find it helpful to bring in advisory
members that can offer additional technical
expertise.
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e Your evaluation team understands your
vision of what an ideal vendor looks like.
To ensure all evaluators are on the same
page, schedule a kick-off meeting or
evaluator training to discuss your evaluation
plan, review your objectives and come to a
shared understanding of what you seek.
Useful tools for training evaluators can
include: 1) developing a scoring guide that
defines strong and weak responses; 2) using
a sample response from a prior RFP that
everyone scores and reviews together as a
practice run; and 3) helping evaluators to
look for response quality, not just whether the
question was answered (e.g., don’t allocate
points simply if training was included in a
response, but instead gauge the quality of a
training plan).

¢ Your team has no perceived or apparent
conflict of interest, is able to provide an
objective and impartial evaluation, and
can maintain confidentiality. In the case of
evaluators, a conflict of interest can come
from an evaluator having an existing
relationship or affiliation with one of the
proposers or a stake in having one entity win
the contract. Another important conflict to
avoid is having two individuals on the
evaluation committee where one individual
supervises another individual. This could
create the appearance that not all members
of the evaluation committee have equal say.

Although done rarely, conducting a blind review
of proposals may be a tool to allow for a
completely unbiased review process when
contracting for some types of services. If this is
the case, the evaluated proposal documents
must not contain any names that might identify
who the proposer is and proper instructions to
ensure this should be included in the RFP.
Additionally, it may be necessary to scrub any
additional identifying information off proposals
before the evaluation committee reviews.

Holding Interviews, Demos or Site
Visits

In your RFP, you may have specified a second
round evaluation of interviews, site visits, or
demos with short-listed proposers before making
a final selection. Interviews and demos are the
primary opportunity to meet and evaluate the key
staff members assigned to the project by the
proposer and go deeper on proposal substance.
If you conduct interviews, best practice is to keep
them short and require that the interviewees are
staff who will be working directly on the project
(rather than marketing or sales staff).

You might consider integrating information from
interviews, demos or site visits into your scoring
protocol in one of the following ways, depending
on your jurisdiction’s procurement rules: a)
conduct interviews/demos/site visits before
scores are finalized and allow reviewers to adjust
scores based on additional information gathered;
or b) assign interviews a separate set of points
that reviewers allocate in addition to points from
written proposals.

Selecting Vendors for Award and
Negotiating the Contract

The steps involved in final vendor selection vary
from one jurisdiction to another. Regardless of
any constraints you face, consider this moment
an opportunity to carry out due diligence checks,
identify what flexibility you have to adjust the
scope of work before it is incorporated into the
final contract, and clarify the proposer’s planned
approach.

The contract negotiation phase offers your team
an opportunity to set expectations for vendors
around how you will measure performance over
the course of the contract as well as a chance to
negotiate pricing and other contract terms.
Facilitating internal discussions before contract
negotiations take place may be helpful for your
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team to align on the points they wish to
negotiate. The goal from the negotiation is to
emerge with an agreement that captures all
services required by your government, with a
quality level, schedule, and price that is
agreeable to both parties.

The negotiation process is the beginning of a
good working relationship with the vendor.
Establishing mutual goals for a “win-win”
situation will help to develop a well-written,
comprehensive contract that will further this
relationship. Major benefits of a successful
negotiation last throughout the contract duration
— completion of a successful project or service
and a vendor who is motivated to bid on other
projects with your government.

Debriefing Unsuccessful Proposers

Offering unsuccessful proposers a debrief is an
opportunity to exchange constructive feedback
both ways, allowing you to develop better
relationships with prospective vendors and
increasing the capacity of small and minority
proposers to respond to future RFPs. This
debrief can also give you valuable feedback on
your RFP process.

Debriefing information given to proposers should
be factual and consistent with scoring. In a
professional manner, discuss the strengths and
weaknesses of their proposal, including sharing
in which areas they did not score as high as the
successful proposer did. However, you should
not feel obligated to provide a point-by-point
comparison or direct reference to other
proposers.

Hosting an After Action Review

Following the completion of the evaluation of
proposals, it can be helpful to have a meeting
with the entire team involved in the procurement
to discuss what aspects of the procurement

process succeeded or failed. Sometimes this
type of meeting is called an “after action review.”
By drawing conclusions about what went well in
the procurement process and what could be
done differently next time (while information and
insights are still fresh!), you can preserve
institutional knowledge and identify opportunities
to improve the next time a similar RFP process is
conducted.

Some questions to ask in this meeting could
include:

¢ How many proposers did we expect and how
many proposals did we receive?

¢ What other actions could we have taken to
help a more diverse group of firms/
organizations participate in the RFP process?

¢ How long did we expect the procurement
process to take? How long did it actually
take?

e« Were any proposers non-responsive? Why
did we find them non-responsive? Are there
any steps we can take to clarify the
requirements better in the future?

e What worked well and why?

e What can be improved and how?

Managing and Monitoring the
Contract

Once you have moved into the contract
management phase, one of your key areas of
focus is to develop and maintain an environment
in which the vendor can succeed. Your vendor is,
above all, a partner in helping you achieve your
government’s goals and realizing the outcomes
you want to see! To be successful, you will need
to coordinate and aim towards common goals,
motivate your vendor, and establish an
environment of trust where vendors can be
upfront about the problems they are facing.

As discussed earlier in this guidebook, in most
service contracts, it can be hugely beneficial to
meet with the vendor regularly to discuss their
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performance and look at how they are meeting specific performance metrics that you have established
in the RFP and the contract. The motivation for actively managing your vendor is that you:

Know whether your vendor is providing services at a standard level of quality
Help your vendor to continuously improve.
Immediately become aware of defects in the service provision and provide a response.

You can achieve your goals through the following techniques:

Regular reviews of real-time performance data. Frequently reviewing performance metrics
associated with your contracts allows you to rapidly identify major problems before they become
ingrained or unfixable.

Regular, collaborative meetings between vendors and departments. In these meetings, you
can have solutions-oriented conversations that connect current performance to the design and
support of a specific project or program. These meetings also facilitate transparency into
department decision-making and vendor improvement efforts, resulting in greater trust. Establish
the appropriate cadence for these meetings early on. From these meetings, you will jointly identify
operational changes and other methods to improve vendor performance.

Reports from the vendor and periodic performance reviews. Establish procedures for
receiving reports from the vendor and for preparing evaluations. You may also find it necessary to
assess performance through periodic, random spot checks. A formal written evaluation of
performance at the end of the contract can provide a helpful record of performance when you
consider whether you will renew the contract, or if the vendor bids on future contracting
opportunities in your jurisdiction.
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8.2 Example

To make performance improvement a key focus during the term of a contract, one state government
encourages state agencies to incorporate the below language (or an adapted version of it) into their
contracts. This language helps to establish an ongoing collaboration with vendors to improve perfor-
mance.

The State of X seeks to actively and regularly collaborate with the vendor and other
stakeholders to enhance accountability and contract management, improve results, and
adjust the delivery of products or services based upon learning what works.

As part of this effort, the State expects all awarded vendors to adhere to the following
principles of active contract management in order to improve the performance of
contracted products and services over time.

1. Defined Performance Objectives. The vendor and the State recognize the
importance of defining key performance objectives that the contracted products or service
(s) are intended to accomplish. Performance objectives inform data fields to be collected,
outcome and indicator metrics to be reported, and trends to be monitored.

2. Reliable Data Collection and Reporting. The vendor and State recognize that
reliable and relevant data is necessary to ensure contract compliance, evaluate contract
results, and drive improvements and policy decisions. Sharing data between the vendor
and the State on a regular basis can ensure that key stakeholders operate with a
common understanding of performance and trends.

3. Consistent and Collaborative Meetings to Review and Improve Performance. The
vendor and the State recognize that regular reviews of and conversations around
performance, results and data, particularly related to the defined performance objectives,
will allow the State and vendors to employ real-time information to track performance,
identify good practice, and swiftly, collaboratively, and effectively address any challenges.
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MODULE 8: WORKBOOK

8.3 DISCUSSION QUESTIONS

Gather your RFP drafting team and discuss the questions below.

1. Who would be most appropriate to include on your evaluation team? How can you represent a
diversity of opinions and perspectives, and include sufficient technical expertise?

2. How would holding an interview, demo or site visit help you better assess your proposers’
qualifications, expertise, and ideas? What types of questions might be best to ask in this setting?
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3. What do you anticipate will be difficult topics of contract negotiation? What research can you do in
advance about the selected proposer to be prepared? What negotiation points is your government
willing to compromise on with the selected proposer? What do you consider non-negotiable?

8.4 DRAFTING PROMPT

Draft language that you will incorporate into your contract that signals to the vendor: 1) how and who
will regularly track key performance metrics during the course of the contract, and 2) what
conversations and regular meetings will be held during the contract term to discuss contract
performance and the vendor’s progress toward meeting your overall objectives.
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Closing



Closing

We hope you walk away from this guidebook feeling equipped with a toolbox of strategies that you can
apply to RFPs you will work on now and in the future. As you know, the development of any RFP is
more than just placing a scope of work into a template. Each new RFP is a strategic opportunity to
understand more deeply the problem you face and gain clarity on the results your government wants
to achieve, so that you and your selected vendor are able to work in partnership towards your vision.
Now that you have learned and practiced results-driven contracting strategies, we encourage you to
champion these practices within your jurisdiction. We wish you nothing but success in your future
RFPs!

The Government Performance Lab is grateful for support from Bloomberg Philanthropies, Casey
Family Programs, the Corporation for National and Community Service Social Innovation Fund, the
Dunham Fund, the Laura and John Arnold Foundation, the Pritzker Children’s Initiative, and the
Rockefeller Foundation.

© Copyright 2020 Harvard Kennedy School Government Performance Lab.
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Developing a Request
for Proposal

Updated by Sarah Sunderman, Research Assistant/December 2009

Developing a well-written request for proposal can be a daunting task. It takes time,
careful thought, and planning. However, a well-written RFP can help form the
foundation of a successful relationship with a vendor and provide important goods and

services to your county.

Important Definitions to
Know

To start, it is important to explain the
difference between a request for proposal,
a request for information, a request for
quotation, and a bid.

® A request for proposal (RFP) is a
solicitation inviting proposals from
vendors who believe they can provide
the products and/or services your
county needs. It is also a formal and
binding document. A RFP describes
the products and/or services needed,
but can also ask vendors to propose a
solution to one of the county’s needs.

® A request for information or a request
for interest (RFI) is a non-binding
document that is issued when a
county is considering the acquisition
of a particular service or product.
The purpose of a RFI is to solicit
information and/or to determine the
level of vendor interest in providing a
service or product.

® A request for quotation (RFQ) is
the most informal of the three types
of requests. This kind of quotation is
typically used for low-dollar purchases.
A verbal price quotation, telephone

A Publication of the Research Division of NACo’s County Services Department

quote, or faxed quotes are three

examples of a RFQ.

® A bid is a formal, binding document
used to obtain pricing from vendors for
a specific period of time. It contains
complete specifications of the goods or
services requested by the county. A bid
also includes payment terms, delivery
requirements, and other conditions
that define the scope of the purchase.
Bids are used to establish contracts for
the county for products or services or
for one-time purchases of high-dollar
items (usually over $1,000).

Benefits of using a RFP
® Common format allows for easy

comparison of proposals.

® Establishes a level playing field by
specifying the evaluation to be used
and incorporates by reference other
contractual terms and conditions
applicable to the procurement.

RFPs: Use, Preparation,

and Evaluation

A RFP is generally used when other
factors in addition to price and delivery
are important in the procurement. If
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your county is installing a county-wide fiber optic
network, successful experience installing a fiber optic
network, the cost of materials and labor, and the
ability to schedule and coordinate the installation
with minimum disruption to county operations are
all important factors.

Tips for writing a RFP

® Before you begin writing your RFP, obtain
examples of RFPs for similar products/services
from neighboring counties or from other
departments within your county. These examples
may give you ideas of things to include. They can
also alert you to things you may want to avoid.

® Include enough information in your RFP so that
the vendor has a good idea of the product/result
you expect.

® Limit the amount of space vendors can use
to respond to your RFP. Limiting space forces
vendors to respond to the RFP in a concise and
exact manner.

RFPs can take many different forms depending upon
the county, department, and the purpose. However,
there are some basics that all RFPs should contain.

Purpose/General Information

The first section usually identifies the purpose
of the RFP, the name of the person in the county
to contact for further information, and specific
instructions for submitting proposals, such as the
number of copies required for submission. This
section can also contain a timetable of dates
relevant to proposal submission and the project.

Specifications

The specification section is one of the more
important sections of the RFP because the quality
of the specifications will determine the quality of
the proposal and the quality of the final product
or service. Examples of the types of information
contained in the specifications are performance
criteria, work to be completed, experience,
qualifications of offerors, scheduling, delivery,




references, financial information,
service contracts, and similar
items. Proposals that fail to meet
the specifications should not be
evaluated further and should not
be selected by the county.

Evaluation Criteria

The evaluation criteria should
be explained in the RFP. The
evaluation criteria section can
explain how each criterion
will be weighted. A simplified
example is: Experience 25%,
Quality of Offeror 30%, Cost
25%, and Schedule 20%. The
criteria should directly relate
to the specifications. Each
specification should fit into one
of the evaluation criteria. If a specification does
not fit into your evaluation criteria, there is no
method of considering the vendor’s response to that
specification.

How to Improve the Quality of
Vendor Proposals

There are several steps your county can take to
increase the quality of proposals that are submitted
by vendors.

Details, Details, Details

As mentioned before, it is very important to provide
enough details in your RFP to allow vendors to write
a good proposal. The more detail you provide, the
more accurately vendors will be able to respond. In
particular, if you are able to define the scope and
boundaries of the project in detail, vendors will be
able to more accurately estimate the resources they
will need to commit to the project.

Pre-proposal conference

Another way to improve the quality of proposals
your county will receive is to invite vendors to a pre-
proposal conference. Local governments increasingly
use pre-proposal or “start-up” conferences to ensure
that RFP requirements are understood and that as
many potential problems as possible are identified
and addressed up front before the proposals are

of

submitted. In order for the vendors to get the most
out of the pre-proposal conference, it is best to hold
one-on-one sessions with each vendor. One-on-one
sessions will allow vendors to feel more at ease when
asking questions because they can protect their ideas
from competing vendors.

Addendum

[t is never too late to make changes to your RFP,
even after it has been issued. An addendum can
be an effective and important tool in the RFP
process. After a RFP has been issued, mistakes can
be corrected and changes can be made to any part
of the RFP by issuing an addendum to all vendors.
Although it may create more work for the vendor, it
will help ensure that the county gets exactly what it
wants and needs from the vendor.

How to Select the Right Vendor

The following are tips for selecting the right vendor
for your county:

® Contact other local governments who have issued
similar types of RFPs and ask them for a list of
good vendors they have worked with recently.

® Ask for several references from prior customers
and check them out.

® Ask for samples of other RFP proposals they have
completed.




Internet Resources

A The National Institute of Governmental Purchasing, Inc.
http:/Jwww.nigp.org/eweb/

4 National Association of Stat Procurement Officials

http:/Jwww.nigp.orgleweb/

A National Contract Management Association
http:/[www.ncmahq.org/

A Mercer County, NJ - 2010 County RFP Questions and Answers
http:/Jwww.state .nj.us/counties/mercer/departments/pdfs/hs_gnarfp2010.pdf

A Cuyahoga County, OH
adpboard.cuyahogacounty.us/pdffREPTEMPLATE .doc

A Durham County, NC
www.ipma-hr.org/pdf/rfp/DNCgen.pdf

4 McAfee Foundstone

www. foundstone.com/us/services/foundstone_rfp_template.doc

A Georgia Tech’s Center for Education Integrating Science, Mathematics, and Computing
http:/Jwww.intelisef2008.0rg/MM_Tools/RPT.html

About the National Association of Counties

The National Association of Counties (NACo) is the only national organization that represents county governments in
the United States. Founded in 1935, NACo provides essential services to the nation’s 3,068 counties. NACo advances
issues with a unified voice before the federal government, improves the public’s understanding of county government,
assists counties in finding and sharing innovative solutions through education and research, and provides value-added
services to save counties and taxpayers money. For more information about NACo, visit www.naco.org.
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BIRMINGHAM

A WALKABLE CITY

MEMORANDUM

Planning Department

DATE: July 9, 2025
TO: Planning Board Members
FROM: Nicholas Dupuis, Planning Director

SUBJECT: Project Updates & Information

The following report contains the most recent updates on projects that have completed by the
Planning Board and are on to the next steps of approval. In addition, other significant
development-related projects that have been reviewed or embarked upon by boards/commissions
such as the Historic District Commission, Design Review Board, Multi-Modal Transportation Board,
or similar bodies have been included for reference as well.

Site Plan & Design Reviews

e 2159 E. Lincoln — Lincoln Yard — Temporary Certificate of Occupancy has been issued

e 35001 Woodward — Land lease executed by City Commission/design development, site
plan extension granted on April 23, 2025

e 239 N Old Woodward — Bloom Bistro — Under construction

e 300 S. Old Woodward — Restoration Hardware — Under construction

e 707 S. Worth — Temporary Certificate of Occupancy has been issued

e 243 Merrill — La Strada — Final inspections

e 320 Martin — Birmingham Post Office — Permitting

e 34350 Woodward — Fred Lavery Porsche — Permitting, site plan extension request granted
on March 26, 2025.

e 479 S. Old Woodward — Birmingham Tower — Under construction

e 245 S. Eton — Big Rock — Under construction

e 33866 Woodward — The Vault — Permitting

e 370 E. Brown — Under construction

e 163 W. Maple — Origins Café — Final Inspections

City Commiission

o 33278 Woodward — Ducati Detroit — Set Public Hearing (Waiting on Applicant)
e 185 N. Old Woodward — Bell Bistro — Public Hearing set for June 23, 2025.




e 280 E. Lincoln — Grace Baptist Church — Public Hearing set for June 9, 2025. Board of
Zoning Appeals granted both requested variances on May 13, 2025

e 298 S. Old Woodward — Daxton — Public Hearing Planned for July 28, 2025. Board of
Zoning Appeals granted variance on June 10, 2025.

Ordinance Amendments/Master Planning
Non-Planning Board Projects

185 Oakland — Belfor — Facade renovations, permitting

33680 Woodward — Petrucci Studio — Under construction

138 W. Maple — Blakeslee Building — Facade renovations, permitting

106 S. Old Woodward — O'Neal Building — Fagade renovations, permitting

e Historic Preservation Master Plan — In progress.



€) BIRMINGHAM

AGENDA
REGULAR MEETING OF THE BIRMINGHAM PLANNING BOARD
WEDNESDAY JULY 23, 2025 - 7:30 PM
151 MARTIN ST., CITY COMMISSION ROOM 205, BIRMINGHAM MI*

Roll Call
Review and Approval of the Minutes of the Regular Meeting of July 9, 2025
Chairpersons’ Comments
Review of the Agenda
Meeting Open to the Public for Items Not on the Printed Agenda
Unfinished Business
Rezoning Applications
Special Land Use Permits
1. 479 S. Old Woodward — Birmingham Towers — Request for Special Land Use Permit to Modify
Floor Plans and Seek Approval of a Parking Waiver Pursuant to Article 3, Section 3.04 (D)(3)(a)
of the Zoning Ordinance (POSTPONED FROM 6/25/25).
Community Impact Studies
J. Site Plan & Design Reviews
1. 479 S. Old Woodward — Birmingham Towers — Request for Final Site Plan & Desigh Review to
Modify Floor Plans and Seek Approval of a Parking Waiver Pursuant to Article 3, Section 3.04
(D)(3)(a) of the Zoning Ordinance (POSTPONED FROM 6/25/25).
K. Study Session
1. Zoning Ordinance Update — Request for Proposal Discussion
L. Miscellaneous Business and Communications:
1. Pre-Application Discussions
2. Communications
i. Project Updates
3. Administrative Approval Correspondence
i. July4, 2025 — July 18, 2025
4. Draft Agenda — August 13, 2025
5. Action List — 2025
6. Other Business
M. Planning Division Action Items
1. Staff Report on Previous Requests
2. Additional Items from Tonight's Meeting
N. Adjournment
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*please note that board meetings will be conducted in person once again. Members of the public can attend in person at Birmingham City Hall OR may
attend virtually at:

Link to Access Virtual Meeting: https://zoom.us/j/111656967
Telephone Meeting Access: 877-853-5247 US Toll-Free
Meeting ID Code: 111656967

NOTICE: Due to Building security, public entrance during non-business hours is through the Police Department — Pierce St. Entrance
only. Individuals with disabilities requiring assistance to enter the building should request aid via the intercom system at the parking
lot entrance gate on Henrietta St.

Persons with disabilities that may require assistance for effective participation in this public meeting should contact the City Clerk’s
Office at the number (248) 530-1880, or 248-644-3405 (TDD) at least one day before the meeting to request help in mobility, visual,
hearing, or other assistance.

Las personas con incapacidad que requieren algln tipo de ayuda para la participacion en esta sesiéon publica deben ponerse en
contacto con la oficina del escribano de la ciudad en el nimero (248) 530-1800 o al (248) 644-3405 (para las personas con incapacidad
auditiva) por lo menos un dia antes de la reunidn para solicitar ayuda a la movilidad, visual, auditiva, o de otras asistencias. (Title VI of
the Civil Rights Act of 1964).


https://zoom.us/j/111656967

€) BIRMINGHAM

AGENDA
REGULAR MEETING OF THE BIRMINGHAM PLANNING BOARD
WEDNESDAY AUGUST 13, 2025 - 7:30 PM
151 MARTIN ST., CITY COMMISSION ROOM 205, BIRMINGHAM MI*

Roll Call

Review and Approval of the Minutes of the Regular Meeting of July 23, 2025
Chairpersons’ Comments

Review of the Agenda

Meeting Open to the Public for Items Not on the Printed Agenda
Unfinished Business

Rezoning Applications

Community Impact Studies

Special Land Use Permits

Site Plan & Design Reviews

Study Session
1. Zoning Ordinance Update — Request for Proposal Discussion
2. Triangle District Bonus Height Requirements Phase 2 — Study Session
3. Childcare Ordinance — Study Session

L. Miscellaneous Business and Communications:

1. Pre-Application Discussions
2. Communications
i. Project Updates
3. Administrative Approval Correspondence
i. July 18, 2025 — August 8, 2025
4. Draft Agenda — August 27, 2025
5. Action List — 2025
6. Other Business
M. Planning Division Action Items
1. Staff Report on Previous Requests
2. Additional Items from Tonight's Meeting
N. Adjournment
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*please note that board meetings will be conducted in person once again. Members of the public can attend in person at Birmingham City Hall OR may
attend virtually at:

Link to Access Virtual Meeting: https://zoom.us/j/111656967
Telephone Meeting Access: 877-853-5247 US Toll-Free
Meeting ID Code: 111656967

NOTICE: Due to Building security, public entrance during non-business hours is through the Police Department — Pierce St. Entrance
only. Individuals with disabilities requiring assistance to enter the building should request aid via the intercom system at the parking
lot entrance gate on Henrietta St.

Persons with disabilities that may require assistance for effective participation in this public meeting should contact the City Clerk’s
Office at the number (248) 530-1880, or 248-644-3405 (TDD) at least one day before the meeting to request help in mobility, visual,
hearing, or other assistance.

Las personas con incapacidad que requieren algun tipo de ayuda para la participacion en esta sesidn publica deben ponerse en
contacto con la oficina del escribano de la ciudad en el nimero (248) 530-1800 o al (248) 644-5115 (para las personas con incapacidad
auditiva) por lo menos un dia antes de la reunién para solicitar ayuda a la movilidad, visual, auditiva, o de otras asistencias. (Title VI of
the Civil Rights Act of 1964).


https://zoom.us/j/111656967

Planning Board Action List — 2025

Updated 4/2/25

i issi Status
Topic General Goals Cl.ty C?mmlssmn 2040 Plan | Quarter
Directive? In Progress | Complete
Comprehensive Zonin Update the Zoning Ordinance
'p g based on recommendations of the O Ongoing O Ol
Ordinance Update
2040 Plan.
Trlangle District Bonus Height Creatce. a new list of l:.)onus hglght = = 1% (January-March) o
Requirements provisions for the Triangle District
Review and improve standards for
Impervious Surface, Open Space |mpng|ous surfaces and ensure . O 1% (January-March) =
& Lot Coverage consistency with open space and
lot coverage goals
Develop a comprehensive set of
Public Project Review Process guidelines for the review of public O O 2" (April-June) O O
development projects
Crea'Fe. a V.\/oodwar::l Safety and B.eg.m to address the Woodward 0 3 (July-September) 0 0
Beautification Plan. divide.
Ordinance Enforcement Maintain a vibrant community. ] | 4™ (October-December) Ol Ol
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