Request for Proposals		City of [Insert]
Stormwater Master Plan Project
Request for Proposal

City of [Insert City Name]
Stormwater Master Plan Project
[RFP Project Number]


[Insert City Logo]


Submit Proposals To:
[City Name] – Public Works Department
Attention: [Name of Contact Person]
[Address Of Submittal Location]
[City], Missouri [ZIP Code]

Issue Date:
[Insert Date of Posting]

Proposals Due By:
[Insert Proposal Due Date and Time]

[Instructions for submittal if applicable]
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1. [bookmark: _Toc207960890] Introduction	Comment by Gabrielle Schram: Numbered items are headings that can stay, bullets are suggestions on what to fill in
· Relevant City background (location, notable areas/landmarks, history)
· Invite Firms to apply
· Outline what is included in this RFP
2. [bookmark: _Toc207960891]Project Overview
· Provide a description and purpose of the master plan project
· List notable stormwater problems the City hopes to resolve
3. [bookmark: _Toc207960892]Scope of Services
· Introduce the outline of specific services to be provided by the Firm 
3.1 [bookmark: _Toc207960893]Task 1 – Project Management
· Project administration tasks
· Coordinate meetings, including kickoff meeting
· QA/QC review
· Evaluate funding sources, such as MSD’s grant program
· Work with other City departments as needed
· Review current city stormwater ordinance and policies
3.2 [bookmark: _Toc207960894]Task 2 – Data Collection 
· Public outreach, stormwater questionnaire
· Identify stormwater problems (public vs. private)
· MSD-identified projects
· Obtain MSD GIS and complaint data
· Topography
· FEMA/SEMA floodplain mapping
· Site visits, existing conditions
· Inventory of existing infrastructure and current level of service
· Citywide stormwater hydraulic model for existing conditions
3.3 [bookmark: _Toc207960895]Task 3 – Recommend Projects
· Produce a list of identified projects/locations to be included in Master Plan
· For each project, provide:
· Drainage area delineation
· Hydrologic model
· Hydraulic calculations
· Conceptual project design
· Project exhibit
· When applicable, recommend improvements for water quality and environmental issues
3.4 [bookmark: _Toc207960896]Task 4 – Opinion of Probable Cost
· Describe what costs are/are not included (preliminary study, construction, etc.)
· Request worksheets are included to show calculation methods
· Research additional funding options for projects
3.5 [bookmark: _Toc207960897]Task 5 – Priority Ranking Recommendations
· Should be based on B/C Ratio rankings
· Ensure the City helps determine ranking factors
· Organize in a way that makes sense for future funding opportunities
· Provide an X-year project implementation schedule
· Request worksheets are included to show ranking methods
· Compare with MSD ranking method
3.6 Task 6 – Final Stormwater Master Plan
· Prepare the final document including all required sections as appropriate, such as:
1) Executive Summary
2) Project Overview
3) Data Collection
4) Recommend Projects
5) Opinion of Probable Cost
6) Priority Ranking Recommendations
· Attend final public meeting to present stormwater master plan
· Provide which completion phases (60%, 100%, etc.) will require submissions or meeting presentations to the City
· Provide a general timeline or deadlines for completion phases
4. [bookmark: _Toc207960898]Proposal Submission Requirements
· State required format of proposal (maximum number of pages, font size, etc.)
· Provide a contact for proposal questions:
Attention: [Name of Contact Person]
[Address]
[City], Missouri, [ZIP Code]
· Introduce the list of components to be submitted
4.1 [bookmark: _Toc207960899]Introduction and Background
· Overview of submittal
· Highlight key points
· Firm’s contact information
4.2 [bookmark: _Toc207960900]Project Approach
· Description of perceived issues and elements to be addressed
· Include unique and creative techniques that will enhance the project outcome
4.3 [bookmark: _Toc207960901]Project Schedule
· Provide an overview of the Stormwater Master Plan Project schedule
· Attach a task list, including work breakdown costs
4.4 [bookmark: _Toc207960902]Key Personnel
· Highlight experiences, qualifications, and background
· Provide resumes of key staff as an Appendix (maximum 2 pages per person)
4.5 [bookmark: _Toc207960903]Project Examples
· Describe relevant projects completed by the Firm
· Include project’s cost, duration, and client references
5. [bookmark: _Toc207960904]Evaluation Criteria
· Describe evaluation methods of proposal
· Provide an overview of the selection process (scoring, interviews, etc.)
· Outline the weight of each section
Table 1: Sample Weight of Proposal Sections
	Criteria
	Maximum Pages
	Weight

	Introduction and Background
	
	X%

	Project Approach
	
	X%

	Project Schedule
	
	X%

	Key Personnel
	
	X%

	Project Examples
	
	X%

	Total
	
	100%


6. [bookmark: _Toc207960905]Schedule
· Outline the schedule for the RFP process
Table 2: Sample RFP Schedule
	Action
	Date
	Time

	RFP Posting
	
	

	Pre-Proposal Questions Due
	
	

	Responses to Pre-Proposal Question Posted
	
	

	Proposals Due
	
	

	Interviews (if applicable)
	
	

	Award Contract
	
	

	Begin Contract
	
	

	Project Completion (estimated)
	
	


7. [bookmark: _Toc207960906]Submittal Instructions
· Provide specific instructions on how to submit proposals
· Due date and time
· Drop off location
Attention: [Name of Contact Person]
[Address]
[City], Missouri, [ZIP Code]
· Number and format of copies
· How to label sealed proposal envelopes
8. [bookmark: _Toc207960907]Payment
· Terms of payment from the City to the Firm
· Request a summarized “Payment Schedule” be provided by the Firm, including total proposed fee
Table 3: Sample Payment Schedule
	Task Description
	Budget
	Task Duration

	Task 1 – Project management
	$
	

	Task 2 – Data Collection
	$
	

	Task 3 – Recommend Projects
	$
	

	Task 4 – Opinion of Probable Cost
	$
	

	Taks 5 – Priority Ranking Recommendations
	$
	

	Task 6 – Final Stormwater Master Plan
	$
	

	Total
	$
	



9. [bookmark: _Toc207960908]Terms and Conditions
· State the City’s rights to accept or reject proposals
· Information & Services to be provided by the City (City Infrastructure Project information, site access, location to host public meetings, etc.)
· Legal requirements
· Insurance
· Public Records statement
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