



Airport Name/Owner Name
Request for Proposals (or Qualifications)
Solicitation for: 
Professional Services for (Project Name)
Issued:

(Date)
Due:

(Date)
(Time, Local Time)
Deliver to:

Addressee for proposals

Questions:

Contact information for questions
Optional: can include website where proposal is also available
1 GENERAL INFORMATION

1.1
SCOPE OF WORK

The   (Airport Sponsor)__ (OWNER) is seeking the professional services of a qualified (consultant, engineering, architectural etc. firm) (RESPONDENT), to provide (engineering, planning, and design etc. services) associated with the following separate project(s):

Insert Airport name and title of project. If a general consulting solicitation include the list of potential projects during the contract period and modify project to projects throughout the document.
Exhibit of the project location is included in Exhibit A.

Include if appropriate. If RESPONDENT is submitting a proposal as the prime RESPONDENT, the RESPONDENT may not have an interest in another proposal as a subconsultant for the same project. Firms submitting as a subconsultant only on a project may have an interest in more than one (1) proposal for that project.

The section below provides additional details on the project and should be consulted when preparing the proposal as outlined in Section 2.2.

Project Name
Project Objective:  Describe purpose of project, desired outcome, standards to be followed etc.
Project Background:  Provide any background information on the project. (For an Airport Improvement Program (AIP) funded project include any information to neutralize and unfair competitive advantage, per FAA Advisory Circular 150/5100-14E: Architectural, Engineering, and Planning Consultant Services for Airport Grant Projects Section 2.3.) 

Project Services Scope: The scope of work for this project includes (describe all the services anticipated as part of the project.)
This project will be executed using the professional services contract in Exhibit C to which a defined scope for the project will be attached.  (Attach sample contract that will be used for the project.)
Project Deliverables: Describe the project deliverables, such as survey or geotechnical investigations, design deliverables, permit submissions, reports, etc. 

Project Schedule:  Identify the project schedule and any schedule coordination with other projects. 
Key Considerations in Selection of Designer:  
· Identify if any key skills or experience is desired that is specific or unique to the project that will be evaluated as part of the proposal evaluation. Any key skills or experience identified should align with the evaluation criteria in Section 2.4
1.2 TERM OF CONTRACT

Identify anticipated term of contract or period of performance.

1.3 PROPOSAL DUE DATE AND TIME 

Proposals must be received at: 

Insert addressee and address to which proposal is to be submitted.
No later than time local time on date
1.4 MODIFICATION OR WITHDRAWAL OF OFFERS

Responses to this Request for Proposals (RFP) may be modified or withdrawn in writing or by fax notice to (contact person and information), if received prior to the exact hour and date specified for receipt of proposals. The RESPONDENT’S authorized representative may also withdraw the proposal in person, providing his or her identity is made known, he or she signs a receipt for the proposal, and it is prior to the exact hour and date specified for the receipt of proposals. Proposals may not be withdrawn after the proposal due date and time has passed.

Modification to or withdrawal of a proposal received by the OWNER after the exact hour and date specified for receipt of proposals will render the proposal void.  If it becomes necessary to revise any part of this RFP or if additional data is necessary for an exact interpretation of provisions of this RFP prior to the due date for proposals, an addendum will be issued by the OWNER. If such addendum issuance is/are necessary, the OWNER reserves the right to extend the due date and time of proposals to accommodate such interpretations or additional data requirements.
1.5 CONTRACT OBLIGATIONS
Although the OWNER expects that any RESPONDENT submitting a proposal will self-perform at least __% of the services as requested, subcontracting by the RESPONDENT is acceptable in performing the requirements of this RFP. RESPONDENTS are encouraged to team with the local contracting community in their proposal to this RFP. However, the RESPONDENT must obtain the approval of the OWNER before finalizing a contract with a subcontractor for any portion of the project’s requirements. The RESPONDENT is responsible for the performance of any obligations that may result from this RFP and shall not be relieved by the non-performance of any subcontractor. Any RESPONDENT’s proposal must identify all subcontractors and outline the proposed contractual relationship between the RESPONDENT and each subcontractor. A copy of the proposed subcontract or a letter of agreement over the official signature of the firms involved must accompany each proposal. This RFP is subject to the Supplier Diversity Program. The requirements are explained in the Supplier Diversity Program (Section 1.9) of this RFP.

Any subcontracts entered into by the RESPONDENT must be in compliance with all applicable State of _________ statutes and be subject to the provisions thereof. For each portion of the proposed products and services to be provided by a subcontractor, the technical proposal must include the identification of the functions to be provided by the subcontractor and the subcontractor’s related qualifications and experience.

The combined qualifications and experience of the RESPONDENT and any or all subcontractors will be considered in the OWNER’s evaluation. The RESPONDENT must furnish information to the OWNER as to the proposed amount of the subcontract, the qualifications of the subcontractor for guaranteeing performance, and any other data that may be required by the OWNER. All subcontracts held by the RESPONDENT must be made available upon request for inspection and examination by the OWNER and such relationships must meet with the approval of the OWNER.     
1.6      CONFIDENTIAL INFORMATION
RESPONDENTS are advised that materials contained in proposals are subject to the _______ Public Records Act, (act number) and, after the contract award, may be viewed and copied by any member of the public, including news media and competitors. RESPONDENTS claiming a statutory exception to the __________ Public Records Act must place all confidential documents (including the requisite number of copies) in a sealed envelope clearly marked “Confidential” and must indicate in the transmittal letter and on the outside of that envelope that confidential materials are included. The RESPONDENT must also specify which statutory exception provision applies. The OWNER reserves the right to make determinations of confidentiality. If the OWNER does not agree that the information designated is confidential under one of the disclosure exceptions to the _________ Public Records Act, it may either reject the proposal or discuss its interpretation of the allowable exceptions with the RESPONDENT. If agreement can be reached, the proposal will be considered. If agreement cannot be reached, the OWNER will remove the proposal from consideration for award and return the proposal to the RESPONDENT. The OWNER will not determine pricing data to be confidential information.   
1.7
CONTRACT DOCUMENTS

Any or all portions of this RFP and normally any or all portions of the RESPONDENT’S response may be incorporated by reference as part of the final contract. Proprietary or confidential material submitted properly (see Section 1.6) will not be disclosed.

1.8     PROPOSAL LIFE

All proposals made in response to this RFP must remain open and in effect for a period of not less than ___________ days after the due date for proposals. Any proposal accepted by the OWNER for the purpose of contract negotiations shall remain valid until superseded by a contract or until rejected by the OWNER.

1.9      SUPPLIER DIVERSITY PROGRAM 

There is a reasonable expectation by the OWNER with respect to disadvantaged, minority, women, and veteran-owned business enterprise participation in this Project. Therefore, a goal of _____ % (state DBE, MBE, WBE or VBE goals, as applicable) RESPONDENTS seeking assistance in achieving this goal should (identify any local resource to assist responders in identifying potential team members) and (identify certification agency from which certification will be accepted). 
While goals have been established for the project, the OWNER encourages RESPONDENTS to consider leadership, partnership, and other meaningful opportunities as part of their supplier diversity efforts.  The RESPONDENT shall identify in their proposal Supplier Diversity utilization efforts that the OWNER should expect to see as part of this project. This information should include name of anticipated subcontractor(s), subcontractors' area(s) of expertise and role on this project, and subcontractors’ percentage of participation on this project. The OWNER reserves the right to verify all supplier diversity information included in the proposal before making final determination of the RESPONDENT’s responsiveness and responsibility.

1.10    DISCUSSION FORMAT

The OWNER reserves the right to conduct discussions, either oral or written, with the RESPONDENTS determined by the OWNER to be reasonably viable to being selected for award. 

The OWNER reserves the right to reject any and/or all proposals received or to award, without discussions or clarifications, a contract on the basis of initial proposals received. The OWNER also reserves the right to conduct clarifications to resolve minor issues. 
1.11
TIMELINE

The following key dates are intended to illustrate the anticipated timeline for the RFP.

ACTIVITY
DATE
RFP available

Written questions due


Written responses to questions released


Proposals due

Short list interviews (if needed)


Contract award anticipated

The Pre-Proposal Meeting on date and time local time will be held at location of meeting. The written response to questions will be (identify how written response or addendum will be distributed). (Identify if pre-proposal meeting is mandatory.)
2   PROPOSAL PROCEDURES

2.1 INQUIRIES ABOUT THE RFP

All inquiries and requests for information about this RFP must be submitted in writing to:


Identify email address for submission of question. (Airport staff should not talk directly to potential respondents about the project during the proposal process.
no later than time local time on date as noted on the Respondent’s Question Form (Exhibit B), (if using a standard question form).
All questions should be submitted using the RESPONDENT’S Question Form that is included as part of this RFP.

The OWNER reserves the right to judge whether any questions should be answered. If responses are provided, the responses will be written.  Copies of the written responses will be issued via addendum (identify how the addendum will be distributed or posted, such as on a website.) No negotiations, decisions or actions shall be initiated by any RESPONDENT as a result of any verbal discussion with any consultant of the OWNER or with any OWNER employee.

Inquiries are not to be directed to any consultant or staff member of the OWNER. Such action may disqualify RESPONDENT from further consideration for a contract as a result of this RFP. 
2.2 PROPOSAL SUBMISSION

General

All proposals shall be duplexed and limited to ____ 8 1/2” x 11” sheets (__ sheets times 2 sides equals __ pages) and up to ___ 11” x 17” duplex page, if desired, plus a cover letter.  Section tabs are not included in the sheet limit. The cover letter and letters of commitment or sample contract for subcontractor are excluded from the duplex and sheet limit requirements. Unnecessarily elaborate brochures or other presentations, beyond what is sufficient to present a complete and effective proposal, are not desired. Fonts should be easily readable, no smaller than 10 point. (It is desirable to limit the time need to evaluate each proposal.)
All RESPONDENTS shall identify the contact person for each proposal and include the contact information in the cover letter for each proposal.

All Proposals must be submitted in a sealed envelope clearly marked with the project name as listed in Section 1.1 and the Proposal Due Date and Time. All submittals shall include (identify number of hard copies and/or electronic copies desired) ____ complete copies of the proposal, and ____ electronic copy of the original proposal on either CD/DVD or Thumb Drive (or if it is an electronic submittal). Any proposal received after the Proposal Due Date and Time will be unopened and returned to the RESPONDENT upon request. All rejected proposals not claimed within thirty (30) days of the date of rejection will be destroyed. 

2.3 CONTRACT NEGOTIATIONS

After recommendation of a selected RESPONDENT by appropriate officials of the OWNER, contract negotiations will commence. The contract will be based on the agreement as it appears in Exhibit C per project description in Section 1.1. RESPONDENTS must identify acceptance of, or any contract issues or concerns in the proposal submittal. If at any time contract negotiation activities are judged ineffective by the OWNER, OWNER will cease all activities with that RESPONDENT and begin contract negotiations with the next highest qualified RESPONDENT. This process may continue until either both the RESPONDENT and the OWNER execute a completed contract or OWNER determines that no acceptable alternative proposal exists. 

2.4
PROPOSAL EVALUATION PROCEDURE AND CRITERIA

The ONWER has selected a group of personnel to act as a proposal evaluation team for each project. All evaluation personnel will use the evaluation criteria stated below. The proposals will be evaluated giving strong consideration to the project descriptions and key factors identified in Section 1.1. The selection will be based on the best overall proposal as determined by the evaluation team. Following a review of the responses to this request, the OWNER may conduct interviews. The OWNER reserves the right, in its sole and absolute discretion, to make a selection based solely upon the RFP submission. (Weighting criteria included for example purposes only. Assign criteria and points based priorities for each procurement. See FAA Advisory Circular 150/5100-14E: Architectural, Engineering, and Planning Consultant Services for Airport Grant Projects Section 2.9.10 for potential selection criteria.)
· Project approach and work plan that describes how the team proposes to accomplish the work including schedule and minimizing impact to users and skills drawn from similar previous projects to address the project information in Section 1.1. Include a discussion of any perceived challenges of this project and the proposed plan to resolve them. (potential points 30)
· Project personnel and qualifications to perform their respective roles including resumes of the project manager and key staff members who will be working on this project. Resumes of project manager and key staff should include recent experience relevant to the project. Include an organization chart for the project. (potential points 20)
· Recent RESPONDENT experience as relevant to the project for which a response is being submitted (see key factors for the project in Section 1.1) within the last five (5) years.  (potential points 25)

· Supplier Diversity efforts that the OWNER should expect to see as part of this project. (potential points 15)
· Current workload, demonstrated ability to meet the proposed schedule, and ability to respond quickly to OWNER’s requests. (potential points 10)
· References on similar recent work. (Pass/Fail) 

· Comments On or Acceptance of Contract Terms. (Present or Not)
Based on the results of this evaluation, the qualifying proposals determined to be the most advantageous, may be selected by OWNER for further action, such as contract negotiations. If, however, OWNER decides that no proposal is sufficiently advantageous to the OWNER, the OWNER may take whatever further action is deemed necessary to fulfill its needs. If, for any reason, a proposal is selected and it is not possible to execute a contract with the RESPONDENT, OWNER may begin contract negotiations with the next qualified RESPONDENT or determine that no such alternate proposal exists.

2.5      DISCLAIMER

Nothing contained in this RFP constitutes an offer to the RESPONDENT(S). The OWNER reserves the right to reject any and all submissions. Proposals shall become property of the (Owner). RESPONDENTS shall not be compensated or reimbursed for costs incurred in preparing a response to this RFP.
ATTACHMENTS:
EXHIBIT A
PROJECT LOCATION (or other data)
EXHIBIT B
RESPONDENT’S QUESTION FORM 
EXHIBIT C
SAMPLE CONTRACT
 EXHIBIT A
(Insert exhibit)

EXHIBIT B
RESPONDENT’S QUESTION FORM
PROFESSIONAL SERVICES FOR (NAME)
Please state your questions in the spaces provided below.  The questions should be e-mailed to insert email address.
All questions must be received no later than date at time local time.
NAME:












COMPANY:











	No.
	Question:

	
	

	
	

	
	

	
	

	
	


EXHIBIT C
SAMPLE CONTRACT
Insert a sample of the local contract to be used for the professional services (architecture, engineering and/or planning) being procured

Proposal Evaluation

Project Name: ________________________________________________________________
Reviewer: ___________________________________________________________________

Date: _______________________________________________________________________

	Project Approach  30 points maximum

How the team proposes to accomplish the work consideration with to schedule and minimizing impact to users. (10 points)

Skills drawn from similar previous projects to address the project information. (10 points).

Perceived challenges of this project and the proposed plan to resolve them. (10 points) 



	Evaluation:



	Personnel Qualifications (20 points)

Resumes of the project manager and key staff members who will be working on this project. Recent experience relevant to the project. Include an organization chart for the project. 

	Evaluation: 

Project manager (10 points)

Other Staff (8 points)

Organizational chart (2 points)

	Recent Experience (25 points)

Recent team/firm experience as relevant to the project within the last five (5) years.



	Evaluation:

Are there similar projects, similar sized airport, similar challenges etc.: 



	Supplier Diversity  (15 points)
Supplier Diversity efforts that the OWNER should expect to see as part of this project. 

	Evaluation:  (Establish a value for meet and a higher value for exceed to obtain full points)



	Staff Availability (10 points)

Current workload, demonstrated ability to meet the proposed schedule, and ability to respond quickly to OWNER’s requests.

	Evaluation:


	References (Pass/Fail)

References on similar recent work. 

	Evaluation: Did they provide? Are they favorable?



	Contract Terms (Present or Not)

Comments On or Acceptance of Contract Terms.


This is a sample request for proposals template that must be customized for the project and to meet local legal requirements. Underlined text needs to be completed or revised to align with local requirements. Text in italics provides explanation. See Airport Cooperative Research Program (ACRP) Report 16, Guidebook for Managing Small Airports 2nd Edition Section 3.10 for additional consultant selection information. 








Professional Services for (fill in projects) 
ACRP Report 16 2nd Edition: Guidebook for Managing Small Airports
Due:  (Date)





  Sample RFP and Score Sheet
Professional Services for (Project Name) 
ACRP Report 16, 2nd Edition: Guidebook for Managing Small Airports
Due:  (Date)





  Sample RFP and Score Sheet
Page 1 of XX

