

























































































process best [its the needed service. Regardless of the process. these shall be based
on qualifications and a negotiated price. Specialized Professional Services are usually
needed when the city does not have the personnel resources to perform the services

required.

c. _An RFP is appropriate when the proposed project has sufficient specifications that a

consultant can provide pricing based on those written specifications. An RFP will
require detailed pricing to be submitted for the project.

An RFQ is appropriate when the proposed project has broad specifications subject to
multiple approaches, many types of consultants might be interested or there is
expectation that the specifications will need to be refined during the selection process.
An RFQ requires general fees and fee schedules with estimated hours to be submitted

for the project.

Any REP and the RFQ shall include the following information:
1. Specification that best describe the service for the expected scope of work.
Proposal submittal date.
The sclection criteria.
The selection process with estimated dates.
Pricing information.
Insurance requirements.
Business license requirements.
Sample Consultant Services Agreement.
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The RFP or RFQ shall be distributed to interested firms, posted on the City’s
webpage and posted at other sources where qualified consultants can be attracted.

If questions will be answered during the process, the RFP or RFQ shall include the

question and answer process to ensure the all potential proposers have the same
information. The RFP/RFQ can include a date for when questions will be accepled
then addendum to the RFP or RFQ will be prepared to answer the question and that
addendum will be posted in the same manner as the original documents at least 3 days
prior to the submittal date.

The evaluation process will generally be based on the following criteria:
1. Professional experience and gualifications.

2. Satisfaction of previous clients.
3. Project scheduling and consultant availability.
4. Evidence of success with similar projects.


































