PART FOUR - PROPOSAL FORMAT

4.1 The technical proposal should be submitted in a sealed envelope. To aid in thorough and
consistent review, the technical proposal shall be submitted on no more than 20, one-sided 8%” x 11”
pages in no smaller than 10-pitch font and shall be organized and numbered to correspond to Section |
through Section V:

4.2, SECTION | — Each proposal shall include a Title Page and a Table of Contents. The Title Page
should identify the project; the name of the firm, name of the firm’s primary contact, address,
telephone number, fax number and email address. The Table of Contents shall contain the sections and
corresponding page number for the items listed below. All pages of the proposal must be clearly
identified and consecutively numbered and correspond to the Table of Contents.

4.2.1 SECTION Il — Each proposer shall provide with its proposal a summary Project Plan that describes
the proposer’s approach to the successful implementation of the proposed services. Each proposer shall
submit, in the order below:

4.2.2. A detailed outline of proposed methodology to complete the project including a high level
timeline and brief descriptions of the key tasks, key milestones and key deliverables.

4.2.2.1 State the proposer’s belief of the scope of the intended strategy within the City. If there are
any gaps between what the proposer believes should be the proper scope of the services given all
information known at the time of this RFP, the proposer should clearly state these gaps in this section
and clearly mark these concerns as such;

4.2.2.2 Discussion of the assumptions relating to the responsibilities and/or commitments the proposer
is expecting of the City throughout the life of this project.



4.3 SECTION 1l — Each proposer shall provide three case histories of recent similar projects
completed by the firm.

4.4 SECTION IV — Each proposer shall document its staff, experience and qualifications by providing
in its proposal a Staffing Plan describing the manner in which it plans to manage and staff the awarded
contract, including the resumes of key and critical personnel, to successfully complete the project
objectives on a timely basis and within the agreed upon budget. The Staffing Plan should include, as a
minimum, the proposed project manager and key functional and technical team members and their
related roles and shall provide, at a minimum, the following for each team member:

4.4.1 Qualifications, including experience in the proposed project methodology and public sector
and/or municipal experience;

4.4.2 Summary of experience, including the number of years of relevant experience, years with the
firm and representative project experience with project name, client and date performed;

4.4.3 Other supporting documentation which demonstrates the ability to successfully perform the
work;

4.4.4 The intent, if any, to subcontract implementation personnel. Specifically, describe the functions
to be subcontracted and the expertise and credentials required from the subcontractor and include the
subcontractor’s company name;

4.4.5 The proposer’s assurance, to the extent possible, that the proposed team members will be
available and remain on the project until its completion. Include the availability of replacement team
members in the event the proposed team members become unavailable prior to the commencement of
or during the project;

4.5 SECTION V — Each proposer may, but is not required to, include references, qualifications,
resumes and any other materials deemed necessary but not provided otherwise (such as promotional
literature, white papers, etc.) They should be clearly marked “Additional Materials” and will not be
included with the 20-page maximum guideline for the proposal length. Note that these materials may or
may not be reviewed by all evaluators and will not be part of the official evaluation except to the extent



they support qualifications and experience. Any out-of-scope services not covered in other sections
should be included here with a description of the personnel likely to be involved, and the resources
brought to bear (including costs and/or hourly rates) should be provided.

PART FIVE - EVALUATION OF PROPOSALS

The City’s staff will review all proposals submitted. After reviewing the proposals, staff may, at its
discretion, invite to interview and demonstrate performance (at proposer’s expense at the City’s site)
one or more of the proposers whose proposals appear to best meet the City’s requirements. The
purpose of such an interview would be for all proposers to elaborate upon their proposal before a
recommendation for ranking of the proposals is made. Interview responses, and performance, along
with the written proposal and samples (if any), will become part of proposer’s submission to be
evaluated pursuant to the evaluation criteria. The City reserves the right to short-list proposers for
further consideration.

5.1 The City, in its discretion, may award the Contract to the responsible and responsive proposer
submitting the proposal which is deemed to be the most advantageous to the City. The following are
the evaluation criteria the City will consider in determining which proposal is most advantageous to the
City:

5.1.1 Project Understanding and Approach: Describe the consultant's understanding of the proposed
project as described in the Request for Proposals. Demonstrate an understanding of the magnitude of
the task, the constraints and the desired outcomes for the project.

5.1.2 Scope of Work: Include sufficient detail to determine how each task shall be accomplished. The
work plan will describe how the consultant proposes to complete the project. The work plan must be
sufficiently detailed for staff to determine the effectiveness of the proposal and should spell out how
this work can be performed in an effective manner.

5.1.3 Schedule: Include a schedule for timely completion of the scope of work. Include information on
the amount of time for each task.



5.1.4 Project Personnel: Provide information on personnel to be assigned to this project. Personnel
should have experience from similar projects and in fields necessary to complete this proposed work.

5.1.5 Similar Experience: List and describe your firm's projects worked on in the past five years that
best match the scope and design of this project. Identify unique constraints or challenges associated
with those projects and how you addressed those in order to deliver a successful project. The City may
request samples of comparable work during the proposal review process.

5.2 The evaluation criteria do not have any specific predetermined relative weight, nor will a
weighing scale be developed at a later date. The consideration of individual criterion is merely a tool to
assist the City in determining which Proposal is most advantageous, as a whole, to the City, and other
factors being considered. The relative advantages of a Proposer’s responses with respect to one
criterion may outweigh shortcomings of that Proposer’s responses in one or more other criterion,
depending on the relative disparities in the qualities of the responses in each criterion and the relative
importance of certain criteria to each other, as determined in the exclusive discretion of the City.



