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Note:  The informal selection procedure (OAR125-248-0210) may be used when the estimated fee will clearly not exceed $250,000 and the PM can identify a minimum of 5 prospective consultants to invite to submit Proposals through ORPIN, otherwise use the formal selection procedure (OAR125-248-0220).  The blue highlighted sections apply to solicitations for AE Services.  The green highlighted sections apply to solicitations for Related Services.
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1225 Ferry St. SE  U100

SALEM, OR  97301-4281

(503) 378-2865, Fax (503) 373-7210
RFP No: [Insert ORPIN Number]
Issuance Date: [Insert Month/Day/Year]
[Insert Title of Procurement (Avoid long titles, please keep it short and to the point]
[Insert PM Name], Project Manager  

[Insert PM email address name]@state.or.us

PROPOSALS DUE:
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File: [insert project number].07.02    RFP # [insert RFP number]
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1.00
ADVERTISEMENT, NOTICE INFORMATION AND PRE-PROPOSAL CONFERENCE
1.01
ADVERTISEMENT 


(This is a copy of the advertisement that was published (Formal - in the Daily Journal of Commerce) and on the State's ORPIN System)


RFP #: [Insert ORPIN Number


PROJECT:  [Insert Title of Procurement]
Issuance Date:  [Insert Month/Day/Year]
[Insert None / Voluntary / Mandatory] Pre-proposal Conference: on [Insert Month/Day/Year] at [Insert Time] [Insert AM/PM] (PST) in the [Insert Name or Number of Room] Conference Room on the [Insert Floor or other location] at [Insert Building Name], [Insert Address],  [Insert City/State/ZIP]

Proposal Due Date and Time: [Insert Month/Day/Year] at [Insert Time] [Insert AM/PM] (PST)
1.02
PUBLIC NOTICE
[Example for Design Services]

The Department of Administrative Services (DAS), hereinafter called the “Owner”, requests written Proposals to secure Design Services for the Eugene State Office Building Renovation (the “Project”), located at 165 SE Seventh St. NE, Eugene, Oregon.  The Owner is committed to renovate this facility to ensure that all systems function properly upon occupancy for the intended purpose, and so the Owner’s maintenance staff has adequate system access, control, monitoring capabilities, documentation and training to properly monitor, manage and maintain the facility.
[Example for Commissioning Agent]
The Department of Administrative Services (DAS), hereinafter called the “Owner”, requests written Proposals to secure Commissioning Agent (CA) Services for the Justice Building Renovation (the “Project”), located at 1162 Court St NE, Salem, Oregon.  The Owner is committed to commissioning this facility to ensure that all systems function properly upon occupancy, and that the owner’s maintenance staff has adequate system access, control, monitoring capabilities, documentation and training to properly monitor, manage and maintain the facility.
[Example for Environmental Consultant]

The Department of Administrative Services (DAS), on behalf of Oregon Judicial Department (OJD), hereinafter collective called the “Owner”, requests written Proposals to secure Environmental Consulting Services for the Courts Security Systems Upgrades Program – Region 1 through 4 (the “Project”) located at 47 courts facilities sites throughout the State of Oregon.  The Owner is committed to ensuring the affected facilities have proper surveying, samples testing, documentation, and possibly site specific removal procedures required to deal with hazardous materials (asbestos / lead paint) where pending construction work will occur.
Consultants capable of providing these Services and carrying a minimum of $1,000,000 per occurrence limit for any single claimant and $2,000,000 per occurrence limit for any number of claimants of professional liability insurance are invited to submit a Proposal for consideration.  
Electronic copies of this RFP and attachments, if any, can be obtained from the Oregon Procurement Information Network (“ORPIN”) Website at:  http://orpin.oregon.gov/open.dll/welcome by registered suppliers.  Consultants without access to ORPIN may be able to obtain hardcopy documents from Plan Centers and Blue Print Companies, but DAS is not responsible for which Plan Centers and Blue Print Companies will participate.  Hardcopies of the RFP are not available from DAS.
If, after downloading and reading the information provided in the RFP you have inquiries, please contact [Insert PM Name], Project Manager at (503) 373-[Insert PM Phone Number], Fax at (503) 373-7210 or e-mail:  [Insert PM email address]
1.03
SOLICITATION LAW AND RULES
This RFP and any resulting Contract are governed by Oregon Law.  The Services subject to this RFP are “Related Services” as defined in ORS 279C.100(8).  Specific laws and rules that govern the solicitation process are found in Oregon Revised Statues (ORS Chapters 279A and 279C), and Administrative Rules of the Oregon Department of Administrative Services [OAR Chapter 125 Division 246 and (OAR Chapter 125 Divsion248 see OAR Chapter137 Division 48)]. The RFP and resulting Contract may be subject to other laws and rules.
1.04
PRE-PROPOSAL CONFERENCE
PM will select from these pre-proposal conference options based upon Project need.
There is no pre-proposal conference for this Project.

or
VOLUNTARY PRE- PROPOSAL CONFERENCE:

A pre- proposal conference will be held on [Insert Month/Day/Year] at [Insert Time] [Insert AM/PM], in [Insert Name or Number of Room] Conference Room, [Insert Floor or other location]of the [Insert Building Name] Building, [Insert Address], [Insert City/Zip].  The meeting is designed to clarify the information that is requested and give an opportunity for questions and answers.

Any statements made at this conference will not change the terms of this RFP, the Project Plans and Specifications or other Contract Documents unless an Addendum has been issued from DAS and advertised on the ORPIN System.

PROPOSERS ARE NOT REQUIRED TO ATTEND THIS VOLUNTARY PRE- PROPOSAL CONFERENCE, BUT WITH THE COMPLEXITY OF THIS PROJECT IT IS STRONGLY RECOMMENDED THAT PROPOSERS OR THEIR REPRESENTATIVE ATTEND.  

or
MANDATORY PRE- PROPOSAL CONFERENCE:

A mandatory pre- proposal conference will be held on [Insert Month/Day/Year] at [Insert Time] [Insert AM/PM], in [Insert Name or Number of Room] Conference Room, [Insert Floor or other location]of the [Insert Building Name] Building, [Insert Address], [Insert City/Zip].  The meeting is designed to clarify the information that is requested and give an opportunity for questions and answers.

Any statements made at this conference will not change the terms of this RFP, the Project Plans and Specifications or other Contract Documents unless an Addendum has been issued from DAS and advertised on the ORPIN System.
PROPOSERS OR THEIR REPRESENTATIVES ARE REQUIRED TO ATTEND THIS MANDATORY PRE- PROPOSAL CONFERENCE.  PROPOSALS WILL ONLY BE EVALUATED FROM PROPOSERS OR THEIR AUTHORIZED REPRESENTATIVES WHO REGISTERED AND ATTENDED THE MANDATORY PRE- PROPOSAL CONFERENCE, AND ALL OTHER PROPOSAL S WILL BE CONSIDERED NON-RESPONSIVE.

2.00
PURPOSE, BACKGROUND AND SCOPE OF WORK

2.01
PURPOSE

The State of Oregon, by and through DAS, is seeking the professional services of an architectural firm or engineering firm for the Project.  

2.02
BACKGROUND

The Project is [Insert the background of Project and or buidling] 
2.03
SCOPE OF WORK

The Services of a professional architectural firm or engineering firm are required for the components of the Project, described below:
[Insert the total scope of work in detail that you are reqesting to be performed or sought under this RFP for Project and or buidling].
ECO-CHARRETTE REPORT  [If Applicable]
Contractor will be required to create and deliver an Eco-Charrette Report.  The general process for an Eco-Charrette Report is as follows:

a) During the design phase and prior to construction bidding, the architect’s design team and Owner, including Owner’s Representative will come up with ideas of the various issues they may want to include in the building design that relate to sustainability.

b) The architect will generate estimates based upon the ideas presented.

c) Informal discussions between the architect’s design team and Owner, including Owner’s Representative, to discus, prioritize, eliminate or include for these ideas development into the Project construction bid documents.
For a sample Eco-Charrette Report that was created for the Eugene state office building, please contact Owner’s Representative.

2.04
ESTIMATED SCHEDULE

Proposed Project Schedule:
Phase



Estimated Schedule

[Insert List of Items]:
[Insert Weeks] Weeks

[Insert List of Items]:
[Insert Weeks] Weeks
[Insert List of Items]:
[Insert Weeks] Weeks
[Insert List of Items]:
[Insert Weeks] Weeks
[Insert List of Items]:
[Insert Weeks] Weeks
[Insert List of Items]:
[Insert Weeks] Weeks
This schedule is a tentatively proposed timeline and may be subject to change.

2.05
APPLICABLE DEFINITIONS
This paragraph contains some definitions and meanings that are used throughout this Request for Proposals (RFP), including appropriate abbreviations.

"A/E" means architectural services, engineering services or both architectural and engineering services and used to describe a proposer, firm or type of professional services associated with this RFP.
“Award” A Proposer has been awarded a Contract for Services.  The deadline for protest of Proposer selection has passed and no aggrieved Proposer has filed a protest of the selected Proposer.

“CA” The Commission Agent sought in a RFP solicitation process.

"Contract" An agreement between a state agency (here, the “Owner”) and an A/E or A/E Related Service firm for the Services covered by this RFP.

"Department of Administrative Services” or “DAS" is the State of Oregon agency with responsibility for this RFP and for management of any Contract resulting from this RFP.

The general terms “can”, “may”, “should”, “preferably”, or “prefers” identifies a desirable or discretionary item of the RFP.  Failure to comply with such an item will not result in the rejection of a Proposal.

“Owner” as defined in the Contract between Owner and the Consultant shall be the State of Oregon, Department of Administrative Services. 

“Project Team or Project Team Members” means the Owner, the Consultant, the construction contractor and other contractors, consultants and agencies who will be responsible for various aspects of the Project.
"Proposal" is the Proposer’s response to this RFP.

"Proposer" is the entity submitting a response to the RFP solicitation.
"Proposer or Offeror" is any person, corporation, or partnership who chooses to submit a Proposal in response to this RFP, with the intent of providing A/E services for this Project.

“Request for Proposal” or "Request for Proposals" or "RFP" is this solicitation document, any attachments incorporated by reference, and any addenda issued for use in soliciting Proposals, for this Project.

"Responsive Offer" or "Responsive Proposal" means an Offer or Proposal which conforms in all material respects to the requirements set forth in the RFP as determined by the Owner Selection Committee.  Material respects of an RFP include, but are not limited to quality, quantity or delivery requirements.

“SEED” is the State Energy-Efficient Design (SEED) Program
"Selection Notice” means a formal written notice by DAS that a Proposer has been selected for an award and can enter into a Contract for Services after the protest period passes.

“Services” means the Services to be performed by the consultant on the Project.
“State” is the State of Oregon, Department of Administrative Services.
In addition to terms defined elsewhere in this RFP, the definitions above apply to this RFP.

3.00
PROCUREMENT REQUIREMENTS

3.01
PROPOSAL SUBMISSION

Proposers must submit one (1) original and [Insert the Number of Copies] complete copies of the Proposal.  Only one Proposal per Proposer shall be allowed.  Proposals shall be submitted in sealed packages or envelopes. To ensure proper identification and handling, all packages and envelopes shall be clearly marked as follows:
RFP Title: [Insert RFP Title]
RFP No.: [Insert ORPIN Number]
[Insert PM Name], Project Manager
Department of Administrative Services
Enterprise Asset Management
1225 Ferry St. SE  U100
Salem, OR  97301-4281
PROPOSALS MUST BE DATE AND TIME-STAMPED AS RECEIVED BY THE STATED DEADLINE.  Self-service proposal submittal is located on the 1st floor of the General Services Building, 1225 Ferry St U100, Salem, Oregon  97301-4281.  Proposals will not be accepted after the Closing date/time as stated on page one (1) of this RFP or as may be extended by any subsequently issued Addenda.  Facsimile Proposals will not be allowed or accepted.  Failure to comply with this requirement shall result in rejection of the Proposal as non-responsive.
Proposals shall be submitted in a sealed, appropriate mailing container (such as an envelope) appropriately marked with the return name and address of the Proposer.  If the requested number of copies does not fit into the appropriate mailing container, enclose all copies in a box, seal it and attach a label on top with the appropriate information.  Please use the minimum amount of tape necessary to seal the mailing container.

3.02
RFP PROTEST AND REQUEST FOR CHANGE

Prospective Proposers may submit a written protest of anything contained in the RFP and may request a change to any provision, specification or Contract term contained in the RFP, no later than seven (7) calendar days prior to the Proposal deadline set in the RFP.  Protests shall follow the requirements set forth in OAR 137-048-0240(1).  Each protest and request for change must include the reasons for the protest or request, and any proposed changes to the RFP provisions, specifications or Contract terms. DAS will not consider any protest or request for change that is submitted after the submission deadline.  Protests shall be sent to the designated DAS contact for protest of proposer selection at the address specified in section 3.03 of this RFP.  If DAS determines that additional information or interpretation is necessary, such information or interpretation will be supplied in Addenda that will be posted to ORPIN.  All such Addenda shall have the same binding effect as though contained in the main body of this RFP.  Oral instructions or information concerning the specifications of the Project from State managers, employees or agents to prospective Proposers shall not bind the State.  DAS shall issue all Addenda not less than five (5) calendar days prior to the Proposal deadline.
3.03
PROTEST OF PROPOSER SELECTION

DAS will provide to all Proposers a copy of the Selection Notice that was sent to the highest-ranked Proposer.  A Proposer who claims to have been adversely affected or aggrieved by the selection of the highest ranked Proposer may submit a written protest of the selection to DAS no later than seven (7) calendar days after the date of the Selection Notice as listed on ORPIN under “Intent to Award”.  DAS will address all timely submitted award protests that are in accordance with OAR 137-048-0240(2).
Protests shall be in writing and physically received by DAS no later than 4:00 p.m. on the seven (7) calendar day after the date of issuance of the Selection Notice.



Address protests to:

PROTEST OF AWARD TO RFP NO. [Insert ORPIN Number]
Attn: Paul Lucas
State of Oregon, 

Department of Administrative Services 

Procurement Services
On Behalf of Enterprise Asset Management
1225 Ferry St SE, U100

Salem, OR  97301-4281

Protests not filed within the time specified in paragraph 1, Section 3.03, above, or which fail to meet the requirements of OAR 137-048-0240(2) shall be rejected.
3.04
COST OF PREPARATION OF RESPONSE

Each Proposer is responsible for all costs incurred in Proposal preparation and participation in the Proposal evaluation, Award and Contract negotiation processes.
3.05
PROPOSAL REJECTION AND SOLICITATION CANCELLATION

DAS may reject any and all Proposals prior to Contract execution and may cancel this RFP at anytime if DAS believes it is in the public interest to do so.  DAS is not liable for any costs or expenses incurred by RFP cancellation or Proposal rejection.
3.06
MINOR INFORMALITIES

DAS may waive minor informalities in Proposals.  Minor informalities are: (1) matters of form rather than substance when evident in the Proposal, or (2) insignificant mistakes that can be waived or corrected without prejudice to other Proposers.  DAS, in its sole discretion, may waive minor informalities or allow a Proposer to correct them.  Examples of minor informalities include Proposer’s failure to: 

a) Submit the required number of originals or copies, or both, of Proposals

b) Sign the Proposal in the designated block provided an authorized signature appears elsewhere in the Proposal evidencing an intent to be bound.
3.07
INITIAL NEGOTIATIONS  

If DAS does not cancel the RFP after it receives the results of the scoring and ranking for each Proposer, DAS has the right to negotiate a final Contract and will begin negotiating a Contract with the highest ranked Proposer.  DAS will direct negotiations toward obtaining written agreement on: 

a)
Consultant's performance obligations and performance schedule; 

b)
Payment methodology and a maximum amount payable to Contractor for the Architectural, Engineering and Land Surveying Services or Related Services required under the Contract that is fair and reasonable to the State agency with budget authority for payments under the resulting contract (the “Authorized Agency”) as determined solely by the Authorized Agency, taking into account the value, Scope, complexity and nature of the Architectural, Engineering and Land Surveying Services or Related Services; and 
c)
Any other provisions DAS believes to be in the best interest of the State to negotiate.

3.08
SUBSEQUENT NEGOTIATIONS 

DAS shall, either orally or in writing, formally terminate negotiations with the highest-ranked Proposer if the Authorized Agency and Proposer are unable for any reason to reach agreement on a Contract within a reasonable amount of time.  DAS may thereafter negotiate with the second-ranked Proposer, and if necessary, with the third-ranked Proposer, and so on, in accordance with Section 3 of OAR 125-248-0210 – Informal Selection Procedure or Section 4(c) of OAR 125-248-0220 – Formal Selection Procedure.  If negotiations with any Proposer do not result in a Contract within a reasonable amount of time, DAS may end the particular Informal or Formal Solicitation.  DAS may also proceed with a new Informal or Formal Solicitation for the same Services or take other procurement action that DAS determines is in the best interest of the State.

Upon successful negotiation of terms, the successful Proposer will be required to enter into the State’s Standard Professional Services Contract in substantially the form set forth in the sample contract attached to this RFP as Attachment A. 

3.09
DISPUTES

In case of any doubt or differences of opinion as to the items or Service to be furnished hereunder, or the interpretation of the provisions of the RFP, the RFP on file with DAS shall govern and the decision of the State of Oregon shall be final and binding upon all parties.

3.10
CLARIFICATION OF RESPONSES

DAS reserves the right to request clarification of any item in a Proposal or to request additional information necessary to properly evaluate a particular Proposal.  All requests for clarification and responses shall be in writing.  Except for requests and responses related to a clarification necessary to evaluate whether a Proposal has met minimum requirements, all requests for clarification and responses shall be provided to each selection committee member.

3.11
REFERENCES

DAS reserves the right to investigate references including customers other than those listed the Proposal.  Investigation may include past performance of any Proposer with respect to its performance of similar projects, compliance with specifications and contractual obligations, its completion or delivery of a project on schedule, and its lawful payment of employees and workers.  Supportive references are required.

3.12
COLLUSION

A Proposer submitting a Proposal hereby certifies that no officer, agent or employee of the State has a pecuniary interest in this Proposal; that the Proposal is made in good faith without fraud, collusion or connection of any kind with any other Proposer and that the Proposer is competing solely in its own behalf without connection with, or obligation to, any undisclosed person or firm.

3.13
OREGON FALSE CLAIMS ACT
Each Proposer, by submitting a Proposal in response to this RFP, thereby certifies that it understands that any statement or representation contained in or attached to its Proposal, and any statement, representation, or application the Proposer may submit under any contract DAS may award under this RFP, that constitutes a “claim” (as defined by the Oregon False Claims Act, ORS 180.750(1)), will be subject to the Oregon False Claims Act, ORS 180.750 to 180.785, and to any liabilities or penalties associated with the making of a false claim under that Act.
3.14
PUBLIC RECORDS

All Proposals and protests are public information after the Proposals have been opened and after the protest period ends.  However, copies of Proposals will not be provided until the evaluation process has been completely closed and a Contract has been executed with the selected Proposer.  Copies of public information may be requested by any person.  Therefore, if the Proposer considers any part of its Proposal or protest a trade secret, or otherwise exempt from disclosure under the Oregon Public Records Law, ORS 192.410 through 192.505, the Proposer must clearly designate that portion as confidential in order to obtain protection, if any, from disclosure at the time of submission.  See Oregon Revised Statutes 192.410 through 192.505, and 646.461 to 646.475.  Application of the Oregon Public Records Law shall determine if the confidential information claimed to be exempt is in fact exempt from disclosure. 

3.15
CONFIDENTIAL OR PROPRIETARY INFORMATION:
Following award of a Contract, responses to this RFP are subject to release as public information unless the response or specific information contained therein is identified as exempt from public disclosure.  Proposer is advised to consult with legal counsel regarding disclosure issues.  

If a Proposer believes that any portion of a Proposal contains any information that is considered a trade secret under ORS Chapter 192.501(2), or otherwise is exempt from disclosure under the Oregon Public Records Law, ORS 192.410 through 192.505, each page containing such information must include the following:

“This data is exempt from disclosure under the Oregon Public Records Law pursuant to ORS 192, and is not to be disclosed except in accordance with the Oregon Public Records Law, ORS 192.410 through 192.505.”

Identifying the Proposal, in whole, as exempt from disclosure is not acceptable. Proposers are cautioned that cost information submitted in response to an RFP is generally not considered a trade secret under Oregon Public Records Law. If Proposal fails to identify the portions of the Proposal that Proposer claims are exempt from disclosure, Proposer is deemed to have waived any future claim of non-disclosure of that information.

Pursuant to ORS 279C.107, Proposers may schedule requests for inspection of any RFP file after negotiations have been completed with the selected Proposer and a Contract has been executed.
3.16
CERTIFICATION OF COMPLIANCE WITH DISCRIMINATION LAWS

Each Proposer, by submitting a Proposal in response to this RFP, thereby certifies that it has not discriminated against minority, women or emerging small business enterprises, or a business enterprise that is owned or controlled by or that employs a disabled veteran, as that term is defined in ORS 408.225, in obtaining any subcontracts, and that the Proposer is not in violation of any discrimination laws.
3.17
PROPOSAL VALIDITY
Proposals shall remain valid for a period of ninety (90) days following the deadline set for receiving Proposals.
4.00
PROPOSAL FORMAT, EVALUATION, AND SELECTION

4.01
PROPOSAL FORMAT

The Proposal shall be limited in format and length.  All Proposals shall be typed and single-spaced, with font size no smaller than 11 point.  Proposal pages shall be numbered consecutively.  Format will be 8-1/2" x 11" with foldout sheets allowed up to 11" x 17" in size.  All foldout sheets, up to a maximum of 11" x 17" sheets will be counted as two pages and shall be labeled as such.  Length of the Proposal shall be limited to a maximum of  [Insert Max Number of Pages] numbered pages (printed sheet faces).  If there is any question as to format requirements contact the DAS staff for clarification, prior to submittal of the Proposal.  Any pages that exceed the maximum number of pages shall not be evaluated.
Proposals shall be prepared providing a concise description of the Proposers’ ability to meet the requirements of this RFP.  Emphasis should be placed on completeness, clarity and organization.  The Proposals must be arranged in separate sections according to the Proposal content requirements described below.
NOTE: Material with the “**” notation is excluded from the  [Insert Max Number of Pages] page maximum count.  Cover Letter is included in the maximum page count.
· Title page (one page maximum) **

· Tables of Contents page (one page maximum) (number as page i)**

· Proposer Representations and Certifications Form (Attachment B)**

· Reference Form (Attachment C)** 
· Certified Business Firm Outreach Plan (Attachment D)**

· Divider pages or tabs (blank except for title information)** 
4.02
EVALUATION AND SELECTION PROCESS

An evaluation committee (“Evaluation Committee”) consisting of not less than three (3) individuals with expertise in the Project area ("Evaluators") will evaluate Proposals.  Each Evaluator will assign scores to each Proposal for each of the [Insert Number] ([Insert Number]) non-price categories specified below and further described in section 4.03:
        
Proposal Elements                                                Maximum Possible Score  

[Example:  AE Services – no price (Design Services)]
A.

Cover Letter/Background



10 points
B.

Proposer History/Philosophy 


15 points

C.

Project Approach/Schedule 

25 points

D.

Experience of Assigned Project Team Members
25 points

E.

Proposer’s Experience




25 points
F.

Required Forms




Pass/Fail


Total Maximum Possible Score:


100 points
[Example:  Related Services - price included (Commissioning Agent)]
A.

Cover Letter/Background



10 points

B.

Proposer History/Philosophy


25 points

C.

Project Approach/Schedule

25 points

D.

Experience of Assigned Project Team Members
25 points

E.

Price





15 points

F.

Required Forms




Pass/Fail
 

Total Maximum Possible Score:


100 points
Each Evaluator will review and assign a score to each section of the Proposal that corresponds to the Proposal elements A through E D, above, and evaluation criteria described under section 4.03.  After determining all criteria scores, each Evaluator will be separately provided the Price points for each Proposal (see Section 4.03 E) and then will add up the scores awarded for each criterion and determine the total score out of 100 possible points for each Proposal.  After scoring each Proposal in this manner, each Evaluator will rank each Proposal from highest to lowest, with the Proposal ranked #1 being the Proposal with the highest total score.

The Evaluation Committee will add all rank numbers assigned to each Proposal to determine that Proposal’s final rank number.  The highest-ranked Proposal will have the lowest final rank number.  If two or more Proposals have tied rank numbers, the Evaluation Committee will determine the final ranks of the tied Proposals by consensus determination of the ranking that is in the best interests of the State.  
[For Proposer Interviews use the following section]
An oral interview may be scheduled if it is determined to be in the best interests of the State.  The Proposers with the highest final ranking of the written evaluation scores, but not more than three (3), will be invited to an oral interview with the Evaluation Committee, if interviews are conducted.  Questions used to evaluate the finalists during the oral evaluations will be provided prior to the interview.  No additions, deletions or substitutions may be made to Proposals during the oral evaluations that cannot be viewed as a clarification, as solely determined by DAS.

After the oral interview evaluations, each Evaluator will assign a score to each oral interview evaluation criterion and the criteria scores for the oral interview evaluation will be summed for each Proposal.  After scoring each Proposal in this manner, each Evaluator will add the score for the oral interview evaluation to the previous score for the Proposal for each Proposer.  Each Evaluator will add the scores and determine the total score out of 150 possible points for the combination of oral interview and evaluation of the Proposal for each Proposer. After scoring each Proposal in this manner, each Evaluator will rank each Proposal from highest to lowest, with the Proposal ranked #1 being the Proposal with the highest total combined score.
The Evaluation Committee will add all rank numbers assigned to each Proposal for the oral interview evaluation and Proposal evaluation to determine that Proposal’s final rank number.  The highest-ranked Proposal will have the lowest final rank number, which will be at least, but may be greater than, 3.  The Proposer with the lowest Total Evaluation Ranking number for interviews will be considered as the highest ranking Proposal for award purposes.  If two or more Proposals have tied rank numbers, the Evaluation Committee will determine the final ranks of the tied Proposals by consensus determination of the ranking that is in the best interests of the State.
4.03
PROPOSAL ELEMENTS and EVALUATION CRITERIA
Each Proposal shall include responses covering the specific information requested below for each of the categories.  Responses shall be presented by category in the order listed below, and will be scored by the Evaluators using the number of points available for that category.  The relative importance of the [Insert Number] ([Insert Number]) non-price categories is indicated by the points available for scoring in that category.  The highest total score available for all categories together is 100 points.
Note: When possible it is advised to further divide the points available within the individual Proposal elements according to specific importance.
[Example:  AE Services – no price (Design Services)]
A.
Cover Letter/Background 
(0 - 10 points available)

Each Proposal shall include a cover letter with the following:

a)
A statement that Proposer accepts the terms and conditions contained in Attachment A, Sample State of Oregon, Standard Professional Services Contract;

b)
A brief summary of Proposer’s experience in the programming and design phases for projects similar to the Project (which will be covered in more detail by Proposer’s response to Section E, below);

c)
A brief summary of Proposer’s experience in energy-efficient building design and control strategy optimization;

d)
A brief summary of Proposer’s knowledge in designing for the requirements for the State of Oregon State Energy Efficiency Design (“SEED”) and Solar Energy programs; and

e)
A statement that the Proposal is valid for at least ninety (90) calendar days following the Proposal Submission Deadline; and

f)
A statement certifying that no officer, agent or employee of the Department of Administrative Services has a pecuniary interest in the Proposal; that the Proposal is made in good faith without fraud, collusion or connection of any kind with any other Proposer and that the Proposer is competing solely on its own behalf without connection with, or obligation to, any undisclosed person or firm.

B.
Proposer History/Philosophy  
(0 - 15 points available)
Each Proposal shall describe the Proposer’s history as well as Proposer’s philosophy for approaching projects similar to this Project.  Each Proposal shall include the following information:

a) A description of Proposer’s size and corporate structure;

b) Proposer’s organizational chart showing staff to be assigned to this Project; and 

c) A description as to how Proposer will maintain stability in assigned Project staff during the Project.

C.
Project Approach / Schedule  
(0 - 25 points available)

Proposals shall demonstrate an understanding of Project requirements and the steps necessary to successfully meet the Project goals.  Each Proposal shall include the following:

a)
A step-by-step detailed description as to how the Proposer would approach the Project in order to minimize Project costs, provide Services in a timely manner, and ensure Project quality;

b)
An outline of the elements of the Services to be performed, in the stages and a schedule for the performance of the Services elements;

c)
A description of how the Proposer will meet Project objectives within the schedule;

d)
A description of how the Proposer’s Project team members will interact effectively with each other, with DAS, and with all other Project participants including contractors; and

e)
Proposer’s approach to handling proposed change order requests from the general construction contractor during Project construction.  

D.
Experience of Assigned Project Team Members  
(0 - 25 points available)

Each Proposal shall specifically identify each individual employee and Sub-consultant intended to assist Proposer with Project Services and shall include the following for each identified employee and Sub-consultant:

a) Names and titles of all staff (employees and Sub-consultants’ employees) assigned to Project;

b) Resumes for all staff assigned to the Project that include a summary of the staff professional qualifications and relevant experience, including but not limited to:  education, years of experience in design field, years in proposed Project capacity, industry licenses, and certifications. 

c) A summary of Project staff experience within the past 5 years on projects similar in size and scope to the Project, and the dollar amount, size and description of the projects, including experience organizing, scheduling, coordinating and producing Eco-Charrette reports for those projects.
E.
Proposer’s Experience    





(0 – 25 points available)

Each Proposal shall include the following:

a)
A completed Proposer Reference Form attached as Attachment C to this RFP;

b)
A list and brief project description of up to ten (10) projects that Proposer has been the principle architect of record within the last 5 years; 

c)

The initial construction contract amount for the individual projects identified under subsection b above, and the final construction contract amount after all change orders;

d)
A 5-year work history being a principal or a consultant for projects similar to the Project;

e)
A detailed description of Proposer’s experience organizing, scheduling, coordinating and producing Eco-Charrette reports; and

f)
A detailed description of Proposer’s experience with designing buildings based on the principles of sustainability, energy conservation, and indoor air quality, and experience with designing buildings in accordance with State Energy Efficiency Design (“SEED”) program standards and U.S. Green Building Counsel’s Leadership in Energy and Environmental Design (“LEED”) program standards.
F.
Required Forms








(Pass/Fail)

a) Attachment B – Proposer Representations and Certifications.

b) Attachment C –Reference Form.
c) Attachment D – MWESB Outreach Plan
G.  Interviews (optional)






(0 – 50 points available)
[Example:  Related Services - price included (Commissioning Agent)]
Proposers must submit all pricing information in a separate, sealed envelope (separate from the rest of the proposal), marked as follows:

“Pricing

[Insert RFP Title]
RFP # [Insert ORPIN Number]”

A.
Cover Letter / Background
(0 - 10 Points)

Each Proposal shall contain a cover letter stating they accept the terms and conditions of the contract provisions as provided and shall show:

a)
Extensive experience in the operation and troubleshooting of HVAC systems, energy management control systems and lighting controls systems.  

b)
Knowledge in building operation and maintenance and O&M training.

c)
Knowledge in test and balance of both air and water systems.

d)
Experience in energy-efficient equipment design and control strategy optimization.

e)
Knowledge in monitoring and reporting on the State of Oregon SEED program. 

B.
Proposer History/Philosophy
(0 - 25 points)
Each responsive Proposal will be evaluated to assess the CA and sub consultant firm’s overall experience history as well as the firm’s philosophy in establishing the Project requirements.  The CA firm and each of the consultants involved with the Project shall provide the following:

a) A brief description of the firm size and five (5) year work history being a principal CA firm.

b) Project organization chart showing staff assigned to this Project.  Demonstrate that the team will be stable during the Project, and is comprised of members with an authority level appropriate to this Project.

c) Demonstrate how the various team members will interact effectively with each other and with State personnel, and with Project design teams. 

d) The majority of the required expertise for this Project shall be part of the skill and experience set of the prime firm making the Proposal.  

e) A member of that firm will be the designated Commissioning Agent. 

f) The Commissioning Agent shall be fully qualified to commission the majority of the above listed systems.  

g) If the Commissioning Agent or prime firm does not have sufficient skills to commission a specific system, the prime firm shall subcontract with a qualified party to do so.  That party’s qualifications and personnel shall be included and clearly designated in the response to this RFP.

C.
Project Approach / Schedule
(0 - 25 points)

Each responsive Proposal will be evaluated to assess the consultant firm’s specific understanding of Project requirements, and the steps necessary to successfully meet the Project goals, as well as general Project approach. The firm shall provide a step-by-step detailed description as to how they would approach the Project in order to minimize Project costs, provide Services in a timely manner, and ensure Project quality.  Provide an outline of the elements of the Services to be performed, in the stages of the process based on the requirements above.  Include a description of how the team will meet Project objectives within the schedule.
D.
Experience of Assigned Project Team Members
(0 - 25 points)

Each responsive Proposal will be evaluated to assess the experience of the individual team members the CA proposes to assign to the Project, including those who may be provided by a sub consultant firm. References may be checked.  

Information related to this criterion shall also include a list of similar Projects that have been completed within the last five (5) years.  Provide information on the proposed Project team members.

a) Names of staff assigned to the following positions (project manager, senior personnel and assigned staff to the Project).

b) Staff professional qualifications and relevant experience; A Bachelor’s Degree in Mechanical Engineering is strongly preferred and P.E. certification is desired, however, other technical training and past commissioning and field experience will be considered. Provide any applicable history, certifications and resumes. 

c) Staff’s history on projects in similar size and scope within the past five years, provide the dollar amount, size and scope of the projects.

d) Name and current phone number of the past project owner’s contact person.

E.
Price
(0 - 15 points)

Proposal shall include a maximum not to exceed price for all Contractor obligations under the Project Philosophy and General Obligations, for completion of all Basic Services specified in Exhibit A of Attachment A.  The lowest proposed maximum Contract price for all Basic Services will receive 10 points, and all other proposed maximum Contract prices for all Basic Services will receive the percentage of 10 points that equals the percentage of that proposed price to the lowest proposed price.

Provide a total Project fee schedule of values that details the Services outlined in this RFP, including travel costs and all incidentals.  Include a breakdown list of hourly rates for all individuals that will be assigned to the Project.  List the estimated number of hours it will take these individuals to complete work elements outlined in the RFP documents.  All pricing information must be submitted in a separate, sealed envelope. (The Services are Related Services for which price is a permissible evaluation factor.  See ORS 279C.100(6) and 279C.120.)
F.
Required Forms








(Pass/Fail)

a)
Attachment B – Proposer Representations and Certifications.

b)
Attachment C –Reference Form.
c)
Attachment D – MWESB Outreach Plan

G.  Interviews (optional)






(0 – 50 points available)
[Example:  Related Services - price included (Environmental Consultant)]
Proposers must submit all pricing information in a separate, sealed envelope, marked as follows:

“Pricing

[Insert RFP Title]
RFP # [Insert ORPIN Number]”


A.
Cover Letter / Background
(0 - 10 Points)

Each Proposal shall contain a cover letter stating they accept the terms and conditions of the contract provisions as provided and shall show:

a)
Extensive experience in the identification, sampling, and testing of hazardous materials.  

b)
Knowledge in regulations and requirements for hazardous material abatement. 

c)
Knowledge in air sampling and report information.

d)
Experience in providing Owner training in hazardous materials awareness.

B.
Proposer History/Philosophy
(0 - 30 points)
Each responsive Proposal will be evaluated to assess the environmental consultant firm’s overall experience history as well as the firm’s philosophy in establishing the Project requirements.  The environmental firm shall provide the following:

a) A brief description of the firm size and five (5) year work history being an environmental consulting firm.

b) Project organization chart showing staff assigned to this Project.  Demonstrate that the team will be stable during the Project, and is comprised of members with an authority level appropriate to this Project.

c) Demonstrate how the various team members will interact effectively with each other, with the contractor, with State personnel, and with Project design teams. 

C.
Project Approach / Schedule
(0 - 20 points)

Each responsive Proposal will be evaluated to assess the consultant firm’s specific understanding of Project requirements, and the steps necessary to successfully meet the Project goals, as well as general Project approach. The firm shall provide a step-by-step detailed description as to how they would approach the Project in order to minimize Project costs, provide Services in a timely manner, and ensure Project quality.  Provide an outline of the elements of the Services to be performed, in the stages of the process based on the requirements above.  Include a description of how the team will meet Project objectives within the schedule.
D.
Experience of Assigned Project Team Members
(0 - 30 points)

Each responsive Proposal will be evaluated to assess the experience of the individual team members the environmental consulting firm proposes to assign to the Project. References may be checked.  

Information related to this criterion shall also include a list of similar Projects that have been completed within the last five (5) years.  Provide information on the proposed Project team members.

a)
Names of staff assigned to the following positions (project manager, senior personnel and assigned staff to the Project).
b)
Staff professional qualifications and relevant experience. Provide any applicable history, certifications and resumes. 

c) Staff’s history on projects in similar size and scope within the past five years, provide the dollar amount, size and scope of the projects.

d) Name and current phone number of the past project owner’s contact person.

E.
Price
(0 - 10 points)

Proposal shall include a maximum not to exceed price for all of the firm’s obligations under the Project Philosophy and General Obligations, for completion of all Basic Services specified in Exhibit A of Attachment A – Sample Professional Services Contract.  The lowest proposed maximum Contract price for all Basic Services will receive 10 points, and all other proposed maximum Contract prices for all Basic Services will receive the percentage of 10 points that equals the percentage of that proposed price to the lowest proposed price.

Provide a total Project fee schedule of values that details the Services outlined in this RFP, including travel costs and all incidentals.  Include a breakdown list of hourly rates for all individuals that will be assigned to the Project.  List the estimated number of hours it will take these individuals to complete work elements outlined in the RFP documents.  All pricing information must be submitted in a separate, sealed envelope.  (The Services are Related Services for which price is a permissible evaluation factor.  See ORS 279C.100(6) and 279C.120.) 

F.
Required Forms








(Pass/Fail)

a)
Attachment B – Proposer Representations and Certifications.

b)
Attachment C –Reference Form.
c)
Attachment D – Certified Business Firm Outreach Plan

G.  Interviews (optional)






(0 – 50 points available)
5.00
CONTRACT TERMS AND CONDITIONS

5.01
THE STATE OF OREGON PROFESSIONAL SERVICES CONTRACT

DAS and the Successful Proposer shall execute the standard form of State of Oregon Professional Services Contract, a sample of which is attached to this RFP as Attachment A.  If Proposer takes exception to any portion of the Contract, Proposer must request change as described in Section 3.02 of this RFP.  DAS will not consider Contract exceptions stated in the Proposal.  If any discrepancies, inconsistencies or ambiguities exist between the Proposal and the RFP, the RFP takes precedence.

5.02
INSURANCE REQUIREMENTS

Insurance requirements for the Contract are specified in “Exhibit C - Insurance Provisions” of Attachment A.

5.03
LEGAL COMPLIANCE
Proposer must comply with all applicable requirements of federal and state civil rights law and rehabilitation statutes including the Americans with Disabilities Act.
5.04
RECYCLABLE PRODUCTS

The State of Oregon encourages use of recyclable products to the maximum extent economically feasible in the performance of the contract Services set forth in this document.

5.05
CERTIFIED BUSINESS FIRM PARTICIPATION (ORS 200.005 to 200.075; ORS 200.160 to 200.200; ORS 279A.105)
Participation By Disadvantaged Business Enterprises, Minority-Owned Businesses, Woman-Owned Businesses, Businesses Owned by Service-Disabled Veterans and Emerging Small Businesses. 

As noted in Executive Order 12-03: “Minority-owned and Woman-owned businesses continue to be a dynamic and fast-growing sector of the Oregon economy.  Oregon is committed to creating an environment that supports the ingenuity and industriousness of Oregon’s Minority Business Enterprise [MBE] and Woman Business Enterprise [WBE]. Emerging Small Business [ESB] firms are also an important sector of the state’s economy.”

Any Oregon firm that is certified as a disadvantaged business enterprise, minority-owned business, woman-owned business, business owned by a service-disabled veteran or emerging small business, as defined in ORS 200.005 and pursuant to ORS 200.055 (a “Certified Business Firm”), has an equal opportunity to participate in the performance of contracts financed with State funds. By submitting its Proposal, Proposer certifies that it will make good faith efforts to ensure that Certified Business Firms are provided an equal opportunity to compete for and participate in the performance of any subcontracts resulting from this procurement.  Proposer further certifies and agrees that it has not discriminated and will not discriminate in its employment practices with regard to race, creed, age, religious affiliation, sex, disability, sexual orientation or national origin, and it has not discriminated and will not discriminate against a subcontractor in the awarding of a subcontract because the subcontractor is a Certified Business Firm pursuant to ORS 200.055.

If there may be opportunities for subcontractors to work on the Project, it is the expectation of the Agency that the Proposer will take reasonable steps to ensure that Certified Business Firms are provided an equal opportunity to compete for and participate in the performance of any contract resulting from this procurement or any subcontracts associated with Services to be performed under any contract resulting from this procurement.

The information submitted in response to this clause will not be considered in any scored evaluation and no evaluative points will be assigned to the information.  

To meet the requirements of this clause, please complete the Certified Business Firm Outreach Plan, Attachment D. The Certified Business Firm Outreach Plan will become a contractual obligation in the event the Proposer receives a contract award and signs the resulting contract.
Furthermore, as and when applicable, the successful Consultant executing any resulting contract shall maintain any Certified Business Firm certifications applicable to the Consultant, and require in its subcontracts that subcontractors maintain any applicable Certified Business Firm certifications required by Section 2, Chapter 325, Oregon Laws 2015, as amended by Section 26, Chapter 565, Oregon Laws 2015 as a material condition of the contract. If the Consultant or subcontractor was awarded the contract or any underlying subcontract, as applicable, in the course of the State’s carrying out an affirmative action goal, policy or program under ORS 279A.100 – 279A.107, and fails to maintain the required certification, Agency may terminate the contract, require the Consultant to terminate the subcontractor, or exercise any of the remedies reserved for a breach of the contract.
5.06
CERTIFICATE OF PAY EQUITY TRAINING
This is a legislatively-mandated requirement effective January 1, 2016.  Prior to execution of the Contract, the apparent successful Offeror must submit to DAS within 7 calendar days of notification of intent to award, a true and correct copy of an unexpired certificate, issued to the Offeror by the Oregon Department of Administrative Services under 2015 Oregon Laws, chapter 454, section 2.  This requirement applies only to Offerors that employ 50 or more full-time workers and only if the Contract has an estimated contract price that exceeds $500,000.
5.07
SILENCE OF SPECIFICATION

The apparent silence of this scope of work, any specifications and any supplemental specifications as to any detail, or the apparent omission from one of these areas of a detailed description concerning any point, shall be regarded as meaning that only the best commercial and industrial practice is to prevail and that only materials and workmanship of first quality are to be used.  Services not specifically mentioned in the RFP, but which are necessary to provide the functional capabilities described by the Proposer, must be itemized in the Proposal.  
6.00
ATTACHMENTS

The following items are attached separately as part of this RFP:

6.01
Attachment A: Sample Professional Services Contract

6.02
Attachment B: Proposer Representations and Certifications

6.03
Attachment C: Reference Form

6.04
Attachment D: Certified Business Firm Outreach Plan

6.04
Attachment E: State Energy-Efficient Design (SEED) Program
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