REQUEST FOR QUALIFICATIONS
NUMBER 19-035

For

On-Call Building Design & Plan Review Services

REQUEST FOR QUALIFICATIONS DUE:
February 4, 2019 @ 2:00pm EST
No e-mail or fax accepted.

No pre-qualifications meeting.

Information concerning this solicitation may be found at:
http://www.Brookhavenga.gov
This website will have RFQ, Q&A and any clarifications, schedule changes and other important
information. Proposers should check these electronic pages daily!

Questions shall be directed to City of Brookhaven Purchasing Manager, by January 31, 2019 by
5:00pm EST. to: Purchasing@brookhavenga.gov. No questions will be accepted after this date.

All spaces below are to be filled in and Qualifications Letter on page two must be signed where
indicated. Failure to sign and return Qualifications Letter may cause rejection.

Request for Qualifications Submitted by:

Company Name:

Contact Name:

Address:

Telephone: Facsimile:

E-Mail:



mailto:Purchasing@brookhavenga.gov

City of Brookhaven
QUALIFICATIONS LETTER

We propose to furnish and deliver all the deliverables and services named in the attached Request for
Qualifications (RFQ). The price or prices offered herein shall apply for the period stated in the RFQ.

We further agree to strictly abide by all the terms and conditions contained in the City of Brookhaven
Vendor Manual as modified by any attached special terms and conditions, all of which are made a part
hereof. Any exceptions are noted in writing and included with this bid.

Itis understood and agreed that this statement of qualifications and proposal constitutes an offer, which
when accepted in writing by Purchasing Office, City of Brookhaven, and subject to the terms and
conditions of such acceptance, will constitute a valid and binding contract between the undersigned and
the City of Brookhaven.

It is understood and agreed that we have read the City’s specifications shown or referenced in the RFQ
and that this statement is made in accordance with the provisions of such specifications. By our written
signature on this proposal, we guarantee and certify that all items included in this statement meet or
exceed all such City specifications. We further agree, if awarded a contract, to deliver goods and
services which meet or exceed the specifications. The City of Brookhaven reserves the right to reject
any or all offers, waive technicalities, and informalities, and to make an award in the best interest of the
city.

It is understood and agreed that this statement of qualifications and proposal shall be valid and held
open for a period of one hundred twenty (120) days from opening date.

QUALIFICATIONS SIGNATURE AND CERTIFICATION
(Proposer to sign and return)

I certify that this offer is made without prior understanding, agreement, or connection with any
corporation, firm, or person submitting a proposal for the same materials, supplies, equipment, or
services and is in all respects fair and without collusion or fraud. 1 understand collusive bidding is a
violation of State and Federal Law and can result in fines, prison sentences, and civil damage awards. |
agree to abide by all conditions of the proposal and certify that | am authorized to sign this proposal for
the proposer. | further certify that the provisions of the Official Code of Georgia Annotated, Sections
45-10-20 et. seq. have not been violated and will not be violated in any respect.

Authorized Signature Date

Print/Type Name

Print/Type Company Name Here
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1.0 INTRODUCTION
11 Purpose of Procurement

The purpose of this Request for Qualifications (RFQ) is to select a qualified firm or consultant for On-
Call Building Design & Plan Review Services. Proposer’s shall submit Request for Qualifications
(RFQ) to the City which will be based on information provided herein. The term of contract shall be
one (1) year from the date of award with up to three (3) additional one-year renewal periods pending
funding and satisfactory contractor performance.

1.2 Basic Guidelines for This Request for Qualifications

Pursuant to the provisions of the city ordinance, the City of Brookhaven has determined that the use of
competitive sealed bidding will not be practical or advantageous to the City in completing the
acquisition of the services and/or commodities described herein. Competitive sealed RFQ shall be
submitted in response hereto and shall be opened in the same manner as competitive sealed bids. All
RFQ submitted pursuant to this request shall be made in accordance with the provisions of the City of
Brookhaven Purchasing Policy, these instructions, and specifications.

1.3 Restrictions on Communications with Staff/Buyer of Record

From the issue date of this RFQ until contractors are selected and selections announced, offerors are not
allowed to communicate for any reason with any City Staff except through the Buyer of Record or as
provided by existing work agreement(s). For violation of this provision, the City shall reserve the right
to reject the RFQ of the offending offeror. All questions concerning this RFQ must be submitted in
writing (e-mail preferred) to the Purchasing Manager. No questions other than written will be accepted.
No response other than written will be binding upon the City. The Buyer of Record for this project is:

Tyra Little

Purchasing Manager

City of Brookhaven
purchasing@brookhavenga.gov

1.4  Project Manager

The successful contractor will report to the City Manager or his/her designee. Successful Consultant
agrees to take direction from the City Manager or designee to make all project documentation (time
sheets, etc.) available upon request. The City Manager or designee shall have sole discretion as to the
acceptability of all workers prior to working on site and has the right to require a replacement.
Identification badges will be issued and required while on site. Successful Contractors agree to follow
proper safety precautions and to maintain the site always in an orderly manner as directed.
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2.0 DESCRIPTION OF REQUIREMENTS
2.1 Introduction

The City of Brookhaven has established certain requirements with respect to proposals to be submitted
by Offerors.

Whenever the terms "shall”, "must", "will", or "is required" are used in the RFQ, the specification being
referred to is a mandatory requirement of this RFQ. Failure to meet any mandatory requirement will
cause rejection of Offeror's RFQ.

Whenever the terms "can", "may", or "should" are used in the RFQ, the specification being referred to is
a desirable and failure to provide any items so termed may not be cause for rejection, however, will
probably cause a reduction in score awarded.

2.2  Objective of the Procurement
2.2.1  Scope of Work
Scope of Work — On-Call Building Design & Plan Review Services

Following approval of the Zoning Ordinance Rewrite in 2018, the City has determined that it is
important for the Community Development Department to have access to professional building design
and plan review services. These services, which would be provided on an as needed basis, will allow
for the review of potential projects as set forth in this section; assist developers with the new
ordinance; and provide technical assistance to staff, Zoning Board of Appeals, Planning Commission,
and City Council.

Consultant Services

Therefore, the City requires the services of an Offeror(s) to provide professional building design and
plan review services on development and redevelopment projects on an as-needed basis, as determined
by the City.

If selected, copies of the Zoning Ordinance will be made accessible to the Consultant. The Consultant
will coordinate with the City representative for the use of the above materials. The Consultant is
expected to conduct applicable review and ensure appropriate application of the code and guidelines.

1. The following are the areas needing professional building design and plan review services:

e Projects that are currently zoned or proposed to be zoned Peachtree Road (PR) District

2. Projects Exempt from the professional building design and plan review:
e Detached houses located in a PR District
e Projects not zoned or proposed to be zoned PR



3. Professional building design and plan review services needed:

e Serve on an on-call basis to provide building design and plan review services based on the
Zoning Ordinance and as deemed necessary by the Community Development Director

e Review of design elements including, but not limited to, exterior wall finish materials, vertical
delineation of building stories, and building articulation and massing

e Review of plan elements, including but not limited to, setbacks, pedestrian access, parking,
open space, landscaping and screening, and signs

e Conduct in-person meetings with staff on projects submitted

e Provide technical assistance to the Zoning Board of Appeals, Planning Commission, and City
Council on an as-needed basis

e Attend Zoning Board of Appeals, Planning Commission, and City Council meetings as needed

4. General Notes
e It is the intent of the City to select the most qualified consultants for the building design and
plan review services listed above
e The City requests Offerors be familiar with City land development ordinances
e The City requests Offerors be familiar with City permitting processes
e Website: www.brookhavenga.gov

Required Administration Services
The required administrative services may include, but are not limited to the following:
e The completion schedule for each assigned review shall be mutually agreed upon by the City
and the Consultant based on the Land Use and/or Zoning Board of Appeals Process and
Meeting Calendars adopted by the City Council prior to the issuance of written authorization
to proceed by the City.

e Upon request by the City, the Consultant will be required to be present at all related public
hearings, City Council meetings, meetings with outside agencies, etc.

2.2.2 Contractor Qualifications
Proposals will include the following information supporting their qualifications:

The proposal will describe and demonstrate useful approaches for proactive program management,
effective project delivery, and best management practices.

A list of industry trained personnel on staff and their qualifications.
Copy of business license and proof of being in business at least ten (10) years.

Name and telephone number of the Contractor’s designated contact.
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A reference list of five (5) similar current projects including contact name and telephone number,
project dates, and project value.

The ability to render services five (5) days a week.
2.2.3  Quality Assurance

All work will be performed and completed to the satisfaction and acceptance of the owner.
Consultant will abide by all applicable professional standards, local codes, manufacturers’
recommendations, and safe work practices and will secure any or all applicable permits or licenses
to complete the described work.

3.0 STATEMENT SUBMISSION AND EVALUATION
3.1  Economy of Presentation

RFQ shall be prepared simply and economically, providing straight-forward, concise delineation of
Offeror's capabilities to satisfy the requirements of this RFQ. Fancy bindings, colored displays, and
promotional material are not required. Emphasis on each statement must be on completeness and clarity
of content. To expedite the evaluation of statements, it is essential that Offerors follow the format and
instructions contained herein.

3.2 Required Organization of Offeror’s RFQ

The RFQ package shall and must be organized in a manner such that the requirements in the
RFQ are cross-referenced with the RFQ document. It is mandatory that the requirements from the
RFQ be captured at one location at the beginning of the RFQ. The locations with the RFQ where each
requirement is met shall and must be identified next to the requirement.

3.3 Submission of RFQ
The packages shall be in sealed envelopes and identified as follows:

RFQ Number: 19-035 On-Call Building Design & Plan Review Services
Opening Date and Time: February 4, 2019 @ 2:00pm
Question due January 31, 2019 at 5:00 PM

City of Brookhaven
4362 Peachtree Road NE
Brookhaven, Georgia 30319

All packages are due at the location specified no later than the date and time specified herein.

The RFQ package must include detailed information relative to Section 2.2.2, Contractor
Qualifications, as required. The Qualifications Letter, included as page one & two of this RFQ, must
be included in the package and must be signed by a person authorized to legally bind the company.
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One (1) original document and one USB/Flash Drive of the RFQ must be submitted in a sealed
envelope. No Cost needed at this time.

FAILURE TO INCLUDE THIS SIGNED STATEMENT LETTER WILL RESULT IN THE
REJECTION OF YOUR RESPONSE.

3.4 Evaluation Criteria and Process
3.4.1 Review of RFQs

All RFQs received will be reviewed by the Purchasing Manager to ensure that all administrative
requirements of the RFQ package have been met by the Offerors. Each RFQ will be reviewed to ensure
that the Offeror submitted all information required in the RFQ and that all documents requiring a
signature have been signed. Failure to meet these requirements may be cause for rejection. All RFQ
that meet the administrative requirements will then be turned over to the evaluation committee for
further evaluation.

Experience 50 points
References 25 points
Resumes 25 points

3.4.2 Evaluation Committee

The Evaluation Committee will review all submittals received and rank Offerors based on submittal
information required in RFQ Section 2.2.2, Contractor Qualifications. Discussions may be conducted
by the City of Brookhaven with responsible Offerors who submit RFQ determined to be reasonably
susceptible of being selected for award for clarification to assure full understanding of and
responsiveness to the solicitation requirements. Offerors shall be accorded fair and equal treatment with
respect to any opportunity for discussion and revision of statements; and such revisions may be
permitted after submissions and prior to award. In conducting any such discussions, there shall be no
disclosure of any information derived from proposals submitted by competing Offerors. Cost will not be
a deciding factor in this RFQ, only qualifications.

3.4.3 Award of Contract

Awards of contract shall be made to the responsible Offerors who have successfully submitted an RFQ
and been ranked by the Evaluation Committee considering all the evaluation factors set forth in this
RFQ. No other factors or criteria shall be used in the evaluation. The City of Brookhaven reserves the
right to reject all RFQ’s submitted in response to this RFQ.

4.0 TERMS AND CONDITIONS

4.1  Vendor Registration

Vendors responding to this RFQ can become a registered VVendor to sell products or services to the City
of Brookhaven. Please note that the vendor file is a good source for vendor information but not the only
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source. Registration does not guarantee that your firm will be solicited for any or all requirements. The
vendor file will also be used to support financial transactions with vendors including invoice payments.
A Vendor Application is available at www.brookhavenga.gov

If you have any question or concerns, please feel free to email:
City of Brookhaven
Purchasing Office
purchasing@brookhavenga.gov

4.2 RFQ Amendments

The City of Brookhaven reserves the right to addend the RFQ prior to the date of RFQ submission.
Addenda will be posted to the Brookhaven website at www.brookhavenga.gov.

4.3 Statement Withdrawal

Prior to the due date, a submitted RFQ may be withdrawn by the Offeror by submitting a written request
to the Buyer named herein. A person authorized to sign for the Offeror must sign all such requests.

4.4 Contract

The City reserves the right to add provisions to the contract to be consistent with the successful
Offeror's offer and to negotiate with the successful Offeror other additions to, deletions from, and/or
changes in the language in the Contract, provided that no such addition, deletion or change in Contract
language would, in the sole discretion of the City affect the evaluation criteria set forth herein, or give
the successful Offeror a competitive advantage.

Any exceptions to the agreement must be clearly identified, accompany the Offeror's RFQ and be
attached to the agreement. Offerors are cautioned that any exception submitted that will give the
Offeror a competitive advantage over another Offeror or that will cause a failure to meet a mandatory
requirement of the RFQ will not be accepted.

Prior to award, the apparent winning Offeror(s) may be required to enter into discussions with the City
to resolve any contractual differences before an award is made. These discussions are to be finalized
and all exceptions resolved within one (1) week of notification, if not, this could lead to rejection of the
Offeror's proposal. Offeror will not retype the enclosed contract.

45  Payment for Services

The Successful Contractor shall be compensated upon acceptance of a correct and acceptable invoice for
services rendered for the previous month with the final payment upon project completion and
acceptance by the project manager. Acceptable invoices will have attached documentation.

4.6 Conflict of Interest

If an Offeror has any existing client relationship(s) that involves the City of Brookhaven that would
prevent their being objective, the Offeror must disclose such relationship(s).
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4.7  Confidentiality Requirements

The staff members that are assigned by the successful Offeror to this project may be required to sign a
departmental non-disclosure statement. Proposals are subject to the Georgia Open Records Act and
may be provided to anyone properly requesting same, after contract award. The City cannot protect
proprietary data submitted in VVendor proposals.

4.8  Policy on Drug-Free Workplace

The final award of a contract is contingent upon the contractor certifying to the City that a drug-free
workplace will be provided for the Contractor's employees during the performance of the contract as
required by the "Drug-Free Workplace Act' (O.C.G.A. 50-24-1).

4.9 Financial Information

The Department is concerned about proposers’ financial capability to perform. Therefore, please
provide sufficient data to lead evaluators to the conclusion that your firm has the financial capability to
perform. As detailed financial data is generally proprietary, and proposers do not wish such information
to be part of the public record under the Georgia Open Records Act (G.O.R.A.), the Department
reserves the right to perform additional due diligence in this area, at the sole discretion of the
Department, prior to award of any contract.

5.0 INSURANCE

5.1  Worker’s Compensation

Required documentation includes certificate from insurance company showing issuance of Worker’s
Compensation coverage for the State of Georgia.

5.1.1 Comprehensive General Liability Insurance

Bodily Injury Liability $300,000 each person
$500,000 each occurrence
$1,000,000 aggregate

Property Damage Liability $100,000 each occurrence
$1,000,000 aggregate

5.1.2 Comprehensive Auto Liability Insurance

Bodily Injury Liability $300,000 each person
$1,000,000 each occurrence

Property Damage Liability $100,000 each occurrence

5.1.3 Excess Umbrella Liability
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Combined Single Limit Bodily Injury and / or Property Damage
$100,000 each occurrence
$1,000,000 aggregate

5.1.4 Guidelines

The Contractor shall provide the City of Brookhaven with a certified copy of each of the policies, or
binders indicating the existence of the policies prior to the beginning of the contract term. Inthe eventa
binder is delivered; it shall be replaced within ten (10) days by a certified copy of the policy. Each
policy shall contain a valid provision or endorsement that the policy may not be canceled without giving
thirty (30) days written notice thereof to the official City of Brookhaven representative. A renewal
policy or certificate shall be delivered to the City of Brookhaven at least thirty (30) days prior to the
expiration date of each expiring policy. If at any time, any of the policies shall be or become
unsatisfactory to the City of Brookhaven as to form or substance, or any of the carriers issuing such
policies shall be or become unsatisfactory to the City of Brookhaven, the Contractor shall deliver to the
City of Brookhaven representative upon demand a certified copy of any policy required herein for
review.

The Contractor does hereby agree to indemnify, defend and save harmless the City of Brookhaven
against all claims of any nature whatsoever, including, but not limited to, damages to property of the
City of Brookhaven or injury to employees or visitors of the City of Brookhaven arising out of any of
the operations included in this RFQ and agreement.

6.0 CERTIFICATION

By my signature below, it is certified that my firm can meet all terms of the statement of qualifications
and will perform the services specified; and for the privilege of doing so on the City of Brookhaven
premises. | understand that, upon proper acceptance of this offer by the City of Brookhaven, a contract

will thereby be created.

Given under my hand this day of , 20

Name of Firm

Signature

Title

Business Address

Email address
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Sworn to and subscribed before me

this day of , 20

Notary Public

My commission expires on the above date.
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