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(date)
RE:
Project name (project no.)

Request for Proposal
Dear _____;

Based on your firms response to our Request for Qualification's your firm has been invited to submit a proposal for (type of Services)  for the (project name) project.

The project scope, professional services scope and the schedule of the project are provided in the attached Request for Proposal.  
The Proposal schedule is as follows:

1. Request for Proposal issued

(due date)

2. Pre-proposal Mandatory Meeting
(due date)
3. Cut-off Date For Questions

(due date)
4. Responses to Questions

(due date)
5. Proposal Due Date


(due date)
Firms that submit proposals will be evaluated for inclusion on a short list for interview and subsequent selection.  Firms not selected will be notified.
Sincerely,

(name)
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PROJECT NO. (Rxxxx)
Proposal Due Date:    Date
Issuing office:
Western Michigan University

Facilities Management - Engineering Division

date - draft?
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PART I - TECHNICAL PROPOSAL
SECTION A - GENERAL INFORMATION
A-1
Purpose

Request For Proposals for this project will be responded to in two parts.  Part I of this Request For Proposal provides the prospective Professional Services Contractor, here in after referred to as the Professional, with information to enable preparation of a technical proposal for the Western Michigan University, hereafter referred to as the University,  (project name) project.  Professional services will be provided for the following phases and in accordance with the University's Professional Services Agreement (Appendix E).
Phase 100
Study

Phase 200
Program Analysis

Phase 300
Schematic Design

Phase 400
Design Development

Phase 500
Construction Documents

Phase 600
Bidding/Pre-Construction

Phase 700
Construction

A-2
Issuing Office

The University's point of contact for this Request For Proposal is:

Donald Penskar

Purchasing Department

Western Michigan University

1903 W Michigan Ave

Kalamazoo, Mi  49008

Ph (269) 387-8800

donald.penskar@wmich.edu

A-3
Project Description

(brief general description of the project, including the estimated project budget, schedule and LEED requirements)
A-4
Professional Services Description
(brief description of requested professional services)

A-5
Contract Award

Contract award will be with the Professional whose proposals the University determines to be their best interest.

You are requested to submit a concise, written proposal of services in the format and sequence identified herein.  Please follow the directions outlined.
(editor's note:  Choose one of the following deliveries.)

(An electronic copy of the proposal in .pdf format shall be delivered to the above listed Purchasing agent's email by 5:00 pm on (date).   (Five copies of the submission are to be delivered or mailed to the issuing office by 5:00 pm on (date).)  The Proposal should be prepared simply and economically, providing a straightforward comprehensive description of the professional's ability to meet the requirements of the proposal.  Proposals must be signed by an official authorized to bind the Professional to its provisions.

The proposal will become a contract document supplemental to the Professional Services Agreement entered into by the University and the Professional.

A-6
Selection Criteria

The written proposals for firms will be evaluated according to the following criteria:

1. Clarity of project management approach, scope, budget and schedule controls.

2. Qualifications of key individuals, and their past experience working together.

3. Availability of resources for this project.

Also to be considered separately are the following:

1. Fee proposal 

2. Logistics plan of consultant team, including daily communications, method and proximity to the project site.

A-7
Rejection of Proposals

Western Michigan University reserves the right to reject any and all proposals received as a result of this Request For Proposal.

A-8
Incurring Costs

Western Michigan University is not liable for any cost incurred by the professional prior to issuance of the Professional Services Agreement.

A-9
Inquiries

Questions that arise as a result of the Request For Proposal must be submitted in writing or via email to donald.penskar@wmich.edu no later than (date).

A-10
Addenda to the Request For Proposal

In the event that it becomes necessary to amend any part of this Request For Proposal, addenda will be provided to all the professionals who received the Request For Proposal.

A-11
Mandatory Pre-Proposal Meeting

A mandatory Pre-Proposal meeting will be held at Campus Services Building on (Date/Time).  Following the meeting a walk-thru will be held at the project site.

A-12
Response Date

To be considered, proposals must be received on or before (date/time).

A-13
Prime Professional Service Contractor Responsibilities

The Professional is solely responsible  for all services required  in this proposal.  Further, the University will consider the professional to be the sole point of contact with regard to contractual matters, including payment of any and all charges resulting from the Agreement.

A-14
Firm Interview

The apparent successful team will be required to participate in a pre-award meeting with the University project team prior to contract award.

A-15
Confidentiality

No part of the proposal can be considered proprietary or confidential.  As required by law, submittals could become public information.

SECTION B - PROPOSAL FORMAT

Proposals are to be submitted in the format outlined below:

B-1
Executive Summary

In one page maximum, summarize your strong points and describe how your experience will benefit this project.

B-2
Statement of the Problem

In two pages or less, state in succinct terms your understanding of the project work and the major issues of this project.

B-3
Management Summary

In two pages or less, briefly describe how you intend to address the main issues of the project.

B-4
Work Plan

Include a time-related chart, show events, milestones, tasks and decision points in your work plan.  Discuss how the project organization will be coordinated and how you intend to interface with the University.  Include an overall proposed project schedule thru completion of construction.

B-5
Manpower

The Professional must be able to staff a project team with the qualifications and expertise necessary to undertake a project of this scope.  Include the number of executive and professional personnel by skill and qualification that will be employed in the Work.  Describe their role in the project.  Identify key participants, including major consultants, with name, resumes, qualifications and relevant experience.  Please also indicate a percentage of time which each key participant will allocate to this project.  Include a listing of their current project responsibilities and the dates they will be available to begin work on this project.  Resumes including qualifications for key individuals must be provided.  Include a brief description of three major projects in which each individual has been instrumental (these may be projects completed for other firms, but be certain to identify the firm).  One page per individual.

B-6
Methods

Describe pertinent methods for project coordination, cost control, scheduling, verification of constructability and construction administration.

B-7
Interface With Contractor

Describe your preferred method for interface with contractor(s).  List five examples of recently completed projects having similar size and complexity. List pre-construction estimate, contractor's initial pricing, change orders, final project cost,  and contractor references for each project.

PART II - COST PROPOSAL

INSTRUCTIONS

Part II shall carefully interface all tasks and phases of the work plan identified in Part I.  Cost shall be estimated in accordance with the Professional Services Agreement that is attached using direct payroll rates.  Multipliers shall be computed using the formula in the Agreement.  Cost proposals without these justification records will receive a reduced score by the evaluation committee.
Utilizing the form provided in the attached Professional Services Agreement, summarize the compensation being requested and adjust those amounts utilizing your multiplier.  The multiplier for direct payroll shall be as outlined in Attachment B of the Agreement.  
The design phase services compensation shall include completely furnishing all project data and services necessary to legally implement the project.  This includes, but may not be limited to, code reviews and/or interpretations, meetings, presentations, hearings, utility allocations, requests, and/;or connections, easements or permits.

The design phase compensation should include any and all services required for issuing and processing of bulletins arising from, but not limited to, design omissions,  code compliance issues (precipitating either from plan review or field inspection), or modification of existing structures or systems necessary to achieve the intent of the project statement.  Additionally responding  to and resolution of contractor claims arising wholly or in part from design errors or omissions or other aspects of the design or for any aspect of the professional's performance which is inconsistent with the professional or construction contracts shall be the Professional's responsibility.    
No additional compensation will be allowed unless the University changes the scope or intent of the project.  
Separate professional firms or consultants, if proposed, shall be included in the direct payroll amounts and noted.
Reimbursable costs shall be identified and defined in accordance with the Professional Services Agreement and included in this proposal.  Reimbursements should include costs for reproduction of the drawings, specifications and  postage for the documents as necessary for the state review and approval process.   No further reimbursement will be considered.  Electronic copies of the bid documents will be provided by the Professional to a printer of the University's choice and Contractors will purchase them directly.
PART III - APPENDIX

A. Campus Plan with Project Boundaries

B. Project - Preliminary Site Plan

C. ...(Project Syllabus)
D. ...(Project Data ... Phase 100 - 300?)
E. Professional Services Agreement



REQUEST FOR PROPOSAL 





(ARCH/ENG SERVICES)





(FOR)





(name of project)








Request for Professional Services_2010 11.docx
2
rev 2010-11-29

