


 

 
 
 
 
 REQUEST FOR PROPOSALS 
 
 
 CITY OF QUINCY, MASSACHUSETTS 
 PURCHASING DEPARTMENT 
 1305 HANCOCK ST., QUINCY, MA 02169 
 
 
Invites sealed bids/proposals for furnishing and delivering to the City of Quincy: 
 
QUINCY CITY COUNCIL             CONSULTANT REVIEW SERVICE              JULY 7, 2015 @11:00 A.M. 
 
 
In accordance with M.G.L. Chapter 44, Section 53G, and Chapter 30B, The City of Quincy acting on behalf of the 
Quincy City Council, is soliciting proposals for furnishing non-exclusive on-call consultant review services for Special 
Permits.  Proposals will be received at the office of the Purchasing Department; City Hall; 1305 Hancock Street; 
Quincy, MA 02169, until Tuesday, July 7, 2015 at 11:00 a.m.  
 
Proposals may be submitted for one or more of each type of plan review.  One contract may be awarded for the 
whole service, or more than one contract may be awarded if it is deemed to be in the best interest of the City of 
Quincy. 
 
Non-Price Bid/Proposals must be in a sealed envelope and price proposals must be in a separate sealed envelope. 
 The outside of the sealed envelopes are to be clearly marked “RFP - NON PRICE PROPOSAL ENCLOSED" with 
time/date of RFP and "RFP - PRICE PROPOSAL ENCLOSED" with time/date of RFP.  
 
Bids/Proposals will be received at the Purchasing Office until the time and date stated above, at which time and 
date they will be opened and registered.  Late Bids/Proposals, delivered by mail or in person, will be rejected. 
 
Detailed specifications are available on-line at the City of Quincy’s website, www.quincyma.gov and also 
available at the office of the Purchasing Agent, Quincy City Hall, 1305 Hancock Street, Quincy, Massachusetts, 
02169, between the hours of 8:30 AM and 4:30 PM  
 
The City of Quincy and the Quincy City Council shall determine the selected proposer(s).  The City of Quincy and the 
Quincy City Council reserves the right to withdraw the Request for Proposal; to reject any and all proposals; and to 
accept any proposal deemed to be in the best interest of the City of Quincy. 
 
 
        Thomas P. Koch, MAYOR 
 
        Kathryn R. Hobin, Chief Procurement Officer 
 
 
 
LEGAL: JUNE 22, 2015   CENTRAL REGISTER 
LEGAL: JUNE 24, 2015   GOODS & SERVICE 
LEGAL: JUNE 18, 2015   REQ#: S070715    DEPT. CHARGED: CITY CLERKS 
 

http://www.quincyma.gov/


  

CITY OF QUINCY 
Purchasing Department 

1305 Hancock Street, Quincy, MA  02169 
 

 
 

TAX COMPLIANCE CERTIFICATE 
MASS. GENERAL LAWS, CH. 62c, s:  49A(b) 

 
 
 
 
 I hereby certify that I have complied with all laws of the Commonwealth of Massachusetts  
 
Relating to taxes. 
 
 
 Signed under the pains and penalties of perjury. 
 
 
 
 (1)  Individual Contractor  _________________________________________ 
       Contractor’s Name and Signature) 
 
 

(2) Corporation, Association 
or Partnership  _________________________________________  
     (Contractor’s Name) 

 
        Federal Tax ID Number, or 

Social Security Number _________________________________________ 
      

 
 
 
     By: _________________________________________ 
        (Authorized Signature) 
 
  
       
 
 
 
 
 
Note to Contractor: Please sign at (1) or (2), whichever applies. 
 
 

Phone:  376-1060 
 
Fax:      376-1074 

 



  

62C § 47A          TAXATION 
 
1983 Enactment.  St. 1983, c. 233, § 35, by § 101 made effective upon passage, was approved July 1, 1983.  Emergency declaration by the Governor was 
filed on the same date. 
 
Library References 
   Licenses ← 22.  S.J.S. Licenses § 34, 38, 39. 
 
§ 48.  Liability of lessee for tax due from lessor 
 
 The lessee of real estate or tangible personal property of any corporation, company or association subject to taxation under chapter sixty-three 
shall also be liable for the payment of the tax due from the lessor under chapter sixty-three.  Upon such payment, the lessee may, in the absence of an 
agreement to the contrary, retain it out of the rent of the property, or recover it in an action against the lessor. 
 
Added by St. 1976, c. 415, §22. 
 
1976 Enactment.  This section was derived from c. 63, §74. 
 
§ 49.  Information for collection of taxes; injunction 
 
 Taxes due from a company, association or corporation may be collected by an information brought in the supreme judicial court by the attorney 
general at the relation of the commissioner.  The court may issue an injunction upon such information, restraining the further prosecution of the business of 
the company, association or corporation until such taxes, with interest and costs thereon, have been paid and until the returns required by this chapter have 
been filed. 
 
Added by St. 1976, c. 415, §22. 
 
1976 Enactment.  This section was derived from c. 63.  § 745; c. 64D, § 5. 
 
Cross References 
 
 Penalties and forfeitures imposed by chapter 63 or § 74 of this chapter, collection remedies under this section and §47 of this chapter, see c. 63, 
§80. 
 
§ 49A.  Certification of compliance with tax laws as prerequisite to obtaining license or governmental contract 
 
(a) Any person applying to any department, board, commission, division, authority, district or other agency of the commonwealth or any subdivision 
of the commonwealth, including a city, town or district, for a right or license to conduct a profession, trade or business, or for the renewal of such right or 
license, shall certify upon such application, under penalties or perjury, that he has complied with all laws of the commonwealth relating to taxes.  Such right 
or license shall not be issued or renewed unless such certification is made. 
 
(b) No contract or other agreement for the purposes of providing goods, services or real estate space to any of the foregoing agencies shall be entered 
into, renewed or extended with any person unless such person certifies in writing, under penalties of perjury, that he had complied with all laws of the 
commonwealth relating to taxes. 
 
(c) Any such agency, which has been notified by the commissioner pursuant to section forty-seven A that a person who holds a license or certificate 
of authority issued by such agency or who has agreed to furnish goods, services or real estate space to such agency has neglected or refused to file any 
returns or to pay any tax required under this chapter and that such person has not filed in good faith a pending application for abatement of such tax or a 
pending petition before the appellate tax board contesting such tax, shall refuse to reissue, renew or extend such license, certificate of authority, contract or 
agreement until the agency receives a certificate issued by the commissioner that the person is in good standing with respect to any and all returns due and 
taxes payable to the commissioner as of the date of issuance of said certificate, including all returns and taxes referenced in the initial notification. 
 
Added by St. 1983, c. 233, §36.  Amended by St. 1986, c. 557, § 72. 
 
1983 Enactment.  St. 1983, c. 233, §36, by §101  made effective upon passage, was approved July 1, 1983.  Emergency declaration by the Governor was 
filed on the same date. 
 
1985 Amendment.   St. 1985, c. 593, §22, purported to amend par. (c) by substituting “forty-seven A” for “forty-seven” as appearing in line 14 of the 1984 
GLM but apparently intended to substitute such amendment where appearing in line 15 of the 1984 GLM. 
 
  St. 1985, c. 593, was approved Dec. 18, 1985.  Emergency declaration by the Governor was filed on the same date. 
 
  St.1986, c. 557, § 213, an emergency act, approved Dec. 8, 1986, repealed St. 1985, c. 593, § 22. 
 
1986 Legislation 
 
   St. 1986, c. 557, §72, an emergency act, approved Dec. 8, 1986, in par. (c) substituted “forty-seven A” for “forty-seven” as apparently intended by the 
1985 amendment. 
 
Library References   Licenses ← 22.  C.J. S.  Licenses §§ 34, 38, 39. 



  

CITY OF QUINCY 
Purchasing Department 

1305 Hancock Street, Quincy, MA  02169 
 

 
 

SIGNATURE AUTHORIZATION 
 
 
 At a duly authorized meeting of the Board of Directors of the 
 
 

(NAME OF CORPORATION) 
 

held on ______________________, at which all the Directors were present or waived notice, it was  
   (DATE) 
VOTED, that: 
 
___________________________________  ____________________________________ 

(NAME)       (OFFICER) 
 
of this company, be and he/she hereby is authorized to execute Contracts and Bonds in the name and behalf of 
said Company, and affix its Corporate Seal thereto, and such execution of any Contract or obligation in this  
Company’s name on its behalf by such _______________________ under seal of the Company, shall be valid 
            (OFFICER) 
 
and binding upon this Company.  It was further voted that the City of Quincy may rely on such authorization of 
future Contracts until notified to the contrary. 
 
      A true copy, 
 
            ATTEST:  ______________________________ 
         (CLERK’S SIGNATURE) 

 
           PLACE OF BUSINESS:  ______________________________ 
 

           DATE OF THIS CONTRACT: ______________________________ 
 
I hereby certify that I am the Clerk of the: 
 
___________________________________ that ____________________________________  is the 
           (COMPANY)      (NAME) 
 
duly elected __________________________ of said Company, and that the above VOTE has not been  
   (TITLE) 
 
amended or rescinded and remains in full force and effect as of the date of this Contract. 
 
 

   _____________________________ CORPORATE SEAL 
 
 

Phone:  376-1060 
 
Fax:      376-1074 

 



 
REFERENCE LIST 

 
All vendors are to fill out the following reference form, and submit it with the bid 
package. 
 
Reference #1 Name: _______________________________________________________ 
 
Address: ________________________________________________________________ 
 
Telephone: ______________________________________________________________ 
 
Fax: ___________________________________________________________________ 
 
Email: __________________________________________________________________ 
 
Reference #2 Name: _______________________________________________________ 
 
Address: ________________________________________________________________ 
 
Telephone: ______________________________________________________________ 
 
Fax: ___________________________________________________________________ 
 
Email: __________________________________________________________________ 
 
Reference #3 Name: _______________________________________________________ 
 
Address: ________________________________________________________________ 
 
Telephone: ______________________________________________________________ 
 
Fax: ___________________________________________________________________ 
 
Email: __________________________________________________________________ 
 
Reference #4 Name: _______________________________________________________ 
 
Address: ________________________________________________________________ 
 
Telephone: ______________________________________________________________ 
 
Fax: ___________________________________________________________________ 
 
Email: __________________________________________________________________ 



                                CITY OF QUINCY       Phone: (617) 376-1060 
   Purchasing Department        Fax: (617) 376-1074 
   1305 Hancock Street, Quincy, MA  02169    
 
 
 

 
 

              CERTIFICATE OF NON – COLLUSION 
 
 

 
The undersigned certifies under penalties of perjury that this bid or proposal has  
 
been made and submitted in good faith and without collusion or fraud with any other  
 
person.  As used in this certification, the word “person” shall mean any natural  
 
person, business, partnership, corporation, union committee, club, or other  
 
organization, entity, or group of individuals. 
 

 
 
 

 
   (Name of person signing bid or proposal) 

  (Please print) 
 
 
 

                 (Signature required) 
 
 
 
                            (Name of business)  
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 INDEMNITY AGREEMENT 
 
 
 

In consideration of the award of Contract No.                                                                    . 

by the City of Quincy, hereinafter referred to as INDEMNITEE, to the CONTRACTOR/BIDDER: 

                                                                                                                                                      . 

hereinafter referred to as INDEMNITOR, and for other good and valuable consideration, said 

INDEMNITOR agrees to hold INDEMNITEE, City of Quincy, and its various department and 

employees harmless from any and all liability, loss or damage that INDEMNITEE may suffer as the 

result of claims, demands, costs, including attorneys fees, or judgement or other actions against it by 

reason of any and all work done by or on behalf of the INDEMNITOR in connection with the above-

referenced contract. 

 

INDEMNITOR, 

 

                                                                 . 
By Duly Authorized Agent 

 
 

Date:                                                         .       
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Request for Proposals (RFP) 
Consultant Review Services 

City of Quincy 
Quincy, Massachusetts 

 

   
Notice 

 
JULY 7, 2015  

  
 
In accordance with M.G.L. Chapter 44, Section 53G, and Chapter 30B, The City of Quincy acting on behalf of the 
Quincy City Council, is soliciting proposals for furnishing non-exclusive on-call consultant review services for 
Special Permits review. Proposals will be received at the office of the Purchasing Department; City Hall; 1305 
Hancock Street; Quincy, MA 02169, until Tuesday, July 7, 2015 at 11:00 a.m.  
 
Proposals may be submitted for one or more of each type of plan review.  One contract may be awarded for the 
whole service, or more than one contract may be awarded if it is deemed to be in the best interest of the City of 
Quincy 
 
Copies of the Request for Proposals may be obtained from the Purchasing Department; City Hall; 1305 Hancock 
Street; Quincy, MA 02169 or by calling (617) 376-1060, between 8:30 AM and 4:30 PM, Monday through Friday. 
 
The City of Quincy City Council shall determine the selected proposer(s).  The City of Quincy City Council reserves 
the right to withdraw the Request for Proposal; to reject any and all proposals; and to accept any proposal deemed 
to be in the best interest of the City of Quincy. 
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Request for Proposals (RFP) 
Consultant Review Services 

 

 
 

Request for Proposal Conditions and Instructions to Proposers 
 
Introduction & Background            
 
The City of Quincy, acting on behalf of the City Council, is soliciting proposals for Consultant Review Services to 
be provided on an on-call basis.  The City of Quincy is seeking plan review services in each of the following areas 
for: 

Special Permit Reviews pursuant to M.G.L. C. 40A, S.9 and the City of Quincy Zoning Ordinances. 
 
A proposer may offer a proposal relative to one or more of each type of plan review.  Each proposal shall be clearly 
marked as to the type of plan review for which it is offered for consideration.  Multidisciplinary firms capable of all 
such reviews are desirable.  One contract may be awarded to a multidisciplinary firm capable of all elements of the 
required plan review services, or a separate contract may be awarded for each type of plan review.  In determining 
whether to award one or more contracts, the City and the City Council shall determine in each case, which proposal 
best meets the interests of the City of Quincy. 
 
The Quincy City Council has adopted review fee regulations under Chapter 593 of the Acts of 1989 which requires 
all applicants for Special Permits to defray the City’s cost of consultant reviews.  The City Council may impose a 
Consultant Review Fee, in accordance with M.G.L. Chapter 44, Section 53G (as amended by Chapter 46 of the Acts 
of 2003), on those applications which require, in the judgment of the City Council, review by outside consultants 
due to the size, scale, or complexity of a proposed project, the project's potential impacts, or because the City lacks 
the necessary expertise to perform the review work related to the permit or approval.  To this end, the City of 
Quincy is seeking proposals from qualified multidisciplinary firms or individuals to provide such consultant services 
on a contract basis. 
 
Through this solicitation and the resulting contract, the qualified proposer (Consultant) will provide non-exclusive 
on-call consulting services as needed to the City Council and other City Boards.  Each of these Boards - including, 
but not limited to the Planning Board, Zoning Board of Appeals, and the Commissioner of Public Works are 
involved in various aspects of planning and land use.  Consultant services will be provided on an as-needed basis for 
each separate Board accordingly.  Such consulting services are primarily to fill the need for outside expertise 
required in reviewing developer’s proposals, permits, and applications.  Such consulting services are not intended to 
be an exclusive arrangement nor are they expected to be utilized for specific municipal capital projects.  The City 
retains the right to solicit additional consulting services beyond the scope of the subject matter of this RFP and 
contract if doing so is in the best interest of the City.  Fees for separate Board reviews shall be administered through 
individual accounts for each such Board.  However, the consultant agrees that any such fees for time and/or 
materials shall be distributed appropriately and that at no time will the consultant or sub-consultants “double-bill” 
the City or project applicants when similar review work is completed for two or more Boards simultaneously.  The 
Scope of Work (below) is specific to the Quincy City Council.  A smaller scope, or additional work, may be required 
from the Consultant if services are provided to another City Board utilizing this Contract. 
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General Process for Project Reviews           
 
The City of Quincy may engage a consultant, at the applicant’s expense, where conditions of the proposed Special 
Permit or Site Plan Review and Traffic Studies require the assistance of a planning, legal, architectural, engineering, 
environmental, traffic, soils or other consultant to assist the City Council in its review.  All such applicants deposit 
appropriate funds with the City Treasurer to be held in a separate escrow account.  No applications are deemed 
complete and no public hearings are held unless said funds have been deposited in a Consultant Review Account 
(53G Account).  Applicants must, within forty-eight (48) hours of submitting an application for approval, forward 
copies of any plans and/or reports to the City Council’s Consultant. 
 
The City Council directs the City Treasurer to expend such funds to pay for all reasonable design and development 
review by its consultant to assist the City Council in determining the adequacy of the submitted plan(s).  The 
applicant is required to replenish the initial deposit ($5,000) if notified at any time that the balance of the account 
has fallen below half of the initial deposit ($2,500).  No approved plans or permits are issued until the City has been 
compensated in full for review costs as outlined herein. 
 
The Consultant shall provide regular invoices to the City Council for approval of services rendered, and shall report 
directly to the City Council as to findings, investigations, scope of work, and actions.  Said invoices shall include the 
name of the project, the date of services, staffing and hourly rates applied, and total billing amounts.  The City 
Council furnishes copies of all such review and documentation to the applicant accordingly. 
 
Upon final action (filing decisions with the City Clerk) the Clerk of Council returns the balance of funds in escrow 
to the applicant, retaining sufficient funds to cover the unpaid portion of any approved, outstanding invoice until 
such payment is made. 
 
 
 
 
General Conditions              
 
This section of the Request for Proposals contains the general conditions and restrictions covering the preparation, 
submission, and content of Proposals as well as the Professional Services Contract. 
 
Uniform Proposals:  To enable the City to perform a fair comparative analysis and evaluation of proposals, it is 
essential that a uniform format be employed in structuring each proposal.  The required proposal format is specified 
later in the RFP.  The consultant’s degree of compliance with the requirements of this Request for Proposals and 
their clarity in such proposal will be a significant factor in the subsequent evaluation of the proposal.  Each 
proposer must comply with all submission requirements as directed herein.  Proposals which are defective, irregular, 
or not in compliance will be rejected immediately.  Unnecessarily elaborate responses and excess material beyond 
that requested above will be considered unresponsive. 
 
Proposers Examination of the Request for Proposals:  Proposers shall examine all information and materials 
contained in and with this Request for Proposals.  Failure to do so shall be at the proposer's risk.  Copies of the 
applicable City of Quincy land use regulations (Zoning Ordinances, General Codes, Guidelines, Rules and 
Regulations) are available via email upon request.  By submitting a proposal all proposers certify that they have read 
and agree to comply with each provision of this RFP, and the award of contract (if applicable).  (Please see City of 
Quincy - Current Bids for links to above information.)           
 
Date of Submission:  All proposals must be received in the Purchasing Department; City Hall; (second floor) 1305 
Hancock Street; Quincy, MA  02169, no later than 11:00 a.m. on Tuesday, July 7, 2015 @ 11:00 a.m. 

http://www.quincyma.gov/Government/PPD/PurchasingBidPage.cfm
http://www.quincyma.gov/Government/PPD/PurchasingBidPage.cfm
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Independent Contractor:  The selected individual or company will be considered an independent contractor and 
will not be entitled to any benefits provided to regular city employees.  The consultant will be responsible for paying 
his or her own income and Social Security taxes, as well as any other employment benefits. 
 
Compliance with Regulations:  The successful proposer must comply with all applicable federal, state, and local 
laws and regulations. 
 
Withdrawal of Proposals: Proposals may be withdrawn by written or facsimile notice received by the City of 
Quincy Purchasing Department and the Quincy Clerk of the City Council prior to the time specified for receipt of 
proposals. 
 
Proposals Considered Firm:  All proposals in response to this Request for Proposals will be considered "firm" 
and may not be withdrawn for a period of sixty (60) days after the time specified for receipt of proposals.  Proposals 
must be unconditional. 
 
Amendment of Proposals: Proposals may be amended by written notice received by the City of Quincy prior to 
the time specified for receipt of proposals.  No proposer will be allowed to amend its proposal on or after that time.  
All amendments must be delivered to the Purchasing Department in an envelope or similar packaging, clearly 
marked "Amendment to Proposal for Consultant Review Services” indicating “Price Proposal” or “Non-Price 
Proposal” accordingly, and include the proposer's name and date of delivery of said amendment to the proposal. 
 
Incurring Costs:  The City shall not be liable for any costs incurred by proposers in preparing, submitting or 
presenting proposals, or in satisfying and demonstrating requirements.  The City shall not reimburse any costs 
incurred by proposers in anticipation of being awarded the contract under this Request for Proposals. 
 
Assignment of Contract:  The Consultant who is awarded a contract shall not assign, transfer, convey, sublet or 
otherwise dispose of said contract, or his right, title, obligation, or interest in or to the same, or any part thereof, 
without previous consent in writing from the Quincy City Council, endorsed on or attached to the contract.   
 
Notice to Proceed and Availability of Funds:  Services provided by the successful proposer shall be rendered 
through a Professional Services Contract based on the requirements and conditions provided in this Request for 
Proposals.  After a contract is approved it shall only become operative upon the delivery to the Consultant of a 
contract signed by the City of Quincy.   Monies for payment of said contract will be held in escrow by the 
originating City Council on behalf of applicants on a per project basis.  The Consultant must receive in writing, 
from the Director of Inspectional Services, permission to begin any project reviews up to an agreed upon amount.  
The Consultant can not exceed agreed upon amounts without certification as to available funds by the Director of 
Inspectional Services, and the City shall only be obligated under the contract to the extent of such orders.  The 
Consultant shall prepare separate bills for each individual project.  If requested, a detailed bill shall be prepared 
showing a separation of tasks and the number of hours spent on each.  All fees will be collected and the Clerk of 
the City Council will approve payments for work.  No work shall begin until an authorization Notice to Proceed is 
received from the City Council.   
 
Availability and Distance from Quincy: Proposers shall be available to meet with the Planning Board and/or 
Director of Inspectional Services within three business days of a request, and their principal place of business shall 
be located within sixty (60) road miles of Quincy City Hall. 
 
Force Majeure:  Neither party will be liable to the other for any failure or delay in rendering performance arising 
out of causes beyond its control and without its fault or negligence.  Such causes may include, but not be limited to, 
acts of God or the public enemy, freight embargoes, and unusually severe weather, but the failure or delay must be 
beyond its control and without its fault or negligence.  Dates or times of performance may be extended to the 
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extent of delays excused by this section, provided that the party whose performance is affected notifies the other 
promptly of the existence and nature of such delay. 
 
Requests for Clarification: Any questions regarding this Request for Proposals should be submitted in writing to 
the Purchasing Department, and received no later than 12:00 PM, Wednesday, July 1, 2015.  Such questions 
should be directed to the City of Quincy’s Chief Procurement Officer Kathryn Hobin and emailed to: 
khobin@quincyma.gov cc kimtrillcott@quincyma.gov or by fax: 617-376-1074. All responses will be provided by 
Quincy’s Chief Procurement Officer in the form of an addendum.  All firms who have requested a copy of this 
Request for Proposals from the City of Quincy will be required to check the City’s website for any addenda which 
may be issued. 
 
 
Proposal Format & Submission Requirements          
 
Responses to this Request for Proposals shall be submitted to the Purchasing Department, City Hall; 1305 Hancock 
Street; Quincy, MA 02169.  One (1) set of unbound original materials submitted in a three ring binder or otherwise 
bound but not stapled (to allow copying if necessary) containing an original signature of the firm’s principal.  Also 
seven (7) copies of the same, which may be bound, providing no papers are loose.  Proposals shall be submitted no 
later than 11:00 a.m. on Tuesday, July 7, 2015.  Postmarked submissions will not be accepted. 
 
“Price” and “Non-Price Proposals”: 
 
Non-Price Proposals must be in a sealed envelope and Price Proposals must be in a separate sealed envelope.  
The outside of the sealed envelopes are to be clearly marked “RFP - NON PRICE PROPOSAL ENCLOSED" with 
time/date of RFP and "RFP - PRICE PROPOSAL ENCLOSED" with time/date of RFP.  
 
Price Proposal 
Cost information must be included with the proposal.  It must be submitted in a separate, marked envelope.  The 
inclusion of cost information with the non-price proposal may result in the consultant’s disqualification.  All Price 
Proposals shall be marked on the outside envelope "Price Proposal for Consultant Review Services".  The 
outside envelope shall also list the name of the proposer and the date of delivery of said proposal.   
The best price for this proposal is the lowest price offered by a proposer deemed to have complied 
RESPONSIBLY with the requirements and Selection Criteria of this Request for Proposals.  Price Proposals shall 
be submitted as a list of Standard Billing Rates and Employee Classifications, with the understanding that the 
selected proposer will complete each project review on a Time and Materials basis.  Any costs the successful 
proposer incurs in fulfilling the contract are part of the price proposed. 
The Proposer shall submit a listing of hourly billing rates for those staff and positions it anticipates assigning to the 
project(s).  The billing rates shall include all charges to the City of Quincy including salary, overhead, indirect costs 
and profit.  Identifiable expenses may be charged separately without markup - typical additional charges not 
included in the basic hourly rate such as travel time, mileage, copying, telephone, faxing, and any others.  The rate of 
all technical personnel whose use is anticipated shall be specifically noted for each service on which a proposal is 
submitted.  
 
Non-Price Proposals: 
 
All Non-Price proposals shall be submitted marked on the outside envelope "Non-Price Proposal for 
Consultant Review Services".  The outside envelope shall also list the name of the proposer and the date of 
delivery of said proposal.  The Non-Price Proposal shall follow the format identified below (see table), separated by 
tabbed dividers, labeled as indicated, and contain the information required in the sections where it is requested.  If 
the information is not found in the appropriate section it will be considered as missing and therefore non-
responsive.  All proposals shall include the following elements within each section respectively: 

mailto:khobin@quincyma.gov
mailto:kimtrillcott@quincyma.gov
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Proposal Format 
 
Tabbed Divider Section Title & Contents 
  
Section 1 General Qualifications of the Firm * 
 A) Letter of Transmittal:  Letter of introduction providing a narrative describing the 

nature, size, background, and qualifications of the firm, the names and background of all 
personnel who will be working on the contract from all firms, including subcontractors.  
Identification of lead professionals and key personnel in each field of expertise. 

 
B) Resumes: Resumes of the principals and staff, lead professionals and key personnel in 

each field of expertise including any Subconsultants.  Include resumes of all personnel 
who will be working directly on the reviews, reports, inspections and other work or 
directly overseeing any of such work.  

 
C) References: A minimum of three (3) Firm or individual references including name, title, 

agency, address, phone, fax, and email (if applicable). 
 
D) Firm Interests: Names and addresses of all partners, if a partnership; of all officers, 

directors, and all persons with an ownership interest of more than five per cent in the 
proposer if not a partnership. 

 
E) Professional Registrations:  The lead engineer shall be a Professional Engineer (PE) 

supervising the review and registered in Massachusetts. The registration numbers, 
licenses, certifications and status of each key personnel in every jurisdiction in which 
such person has ever been registered as an engineer, architect, landscape architect, or 
related profession. 

 
F) Municipal Experience:  Previous and on-going experience in similar work.  A narrative 

indicating that your firm has relevant and similar experience with providing municipal 
plan reviews and inspection services similar to those requested in this Request for 
Proposals.  Include a list of all cities and towns within the Commonwealth for which the 
applicant has performed or has entered into a contract to perform consultant review 
services within the five (5) year period immediately preceding the filing of the 
information required in this section. 

 
Section 2 Review Approach & Scope of Work * 
  

Description of Proposed Engineering Review: An outline of the firm’s method for 
providing and delivering services for the Scope of Work below. Include method for 
coordinating the work of different staff and Subcontractors (Subconsultants) if applicable.  
Subcontracted services, for which the firm does not have in-house capabilities, expertise, or 
qualifications, should be clearly noted within the proposal. 
 

Section 3 Documentation * 
 A) All attached City of Quincy required forms. 

 
B) Documentation/Certificates of Workmen's Compensation Insurance and Professional 

Liability Insurance for the minimum amount as required by applicable state law. 
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C) A minimum of three (3) example peer review letters, memorandum, or reports:  
Each proposal must be accompanied by three actual plan reviews completed by the 
proposer.  The Plan reviews must be of: Traffic Study Review, Subdivision Plans; Site 
Plans and Planned Unit Development Site Plan/Special Permit applications pursuant to 
M.G.L. C. 40A, S.9 or Water Protection District Special Permits Authorized under 
M.G.L. C.40A, S.9, and other legislation; or a combination of the same.  

 
 
* If known, indicate subcontracted firm(s) and include applicable information accordingly. 
 
Ownership and Confidentiality of Proposals          
 
Proposals are Public Records:  All documents submitted in response to this Request for Proposals are deemed 
public records under Massachusetts General Laws, Chapter 30B, Section 3 and open to public inspection.  Subject 
to the requirements of the Massachusetts Public Records Laws, all proposal materials are subject to disclosure upon 
request.  However, pursuant to M.G.L. C.30B Section 3, all proposals shall remain confidential until the completion 
of all evaluations pursuant to this Request for Proposals.  Notwithstanding the provisions of M.G.L Chapter 4, 
Section 7, proposals shall remain confidential until completion of the evaluation of all proposals, in accordance with 
M.G.L. Chapter 30B, Section 6(d).   
 
Rights to Submitted Material:  All proposals, responses, inquiries, or correspondence relating to or in reference 
to this Request for Proposals, and all reports, charts, displays, schedules, exhibits, and other documentation 
submitted by proposers shall become the property of the City of Quincy when received.  All material submitted by 
consultants becomes the irrevocable and sole property of the City of Quincy unless otherwise specified in this RFP. 
The City of Quincy shall be under no obligation to return any proposals or material submitted by a consultant in 
response to this RFP unless specified in this RFP. 
 
Selection Criteria              
 
All proposers will receive consideration without regard to race, color, creed, age, sex, religion, or national origin. 
 
Proposals will be ranked on the following scale of maximum benefit to the city: “Highly Advantageous” (3 points), 
“Somewhat Advantageous” (2 points), “Not Advantageous” (1 point), or “Unacceptable” (0 points). In addition, 
references may be checked and applicants may be interviewed during the selection process.  The proposal submitted 
should specifically address all evaluation criteria for each service item for which a proposal is submitted. 
 
Proposals will be evaluated based on their responsiveness to the following criteria: 
 
1) Overall qualifications of the Firm, its Subconsultants and applicable staff.  Multidisciplinary nature and 

expertise other than civil engineering (if applicable). 
 
2) Size and organizational stability of Firm and its principals.  Proximity and availability of staff to complete 

reviews within the required deadlines.  Sufficient staffing capacity to expedite the work within the Planning 
Board schedule. 

 
3) Thorough knowledge and understanding of all elements of the required Scope of Work and proposed 

approach to the review. 
 
4) Prior successful experience with Massachusetts municipalities providing Subdivision, Site Plan, and Special 

Permit Review, and Project Inspection services for similar municipal boards or committees.  Quality of past 
consulting review services as evidenced by sample submissions and references. 
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5) Quality of proposal and presentation.  Strong written and verbal communication skills; ability to explain and 

interpret technical information to a non-technical audience. 
 
6) Ability to commence work immediately. 
 
7) Any other criteria that the City Council considers relevant for the review. 
 
Award of Contract              
 
The Quincy City Council shall review all qualified proposals.  This review may include interviews with 
representatives of the lead firm and any firms that will receive work under this contract. Quincy City Council 
Officials will determine the selected proposer(s) in review of the Non-Price Proposals, prior to opening the required 
Price-Proposals.  The contract(s) will be awarded to the selected proposer(s) on completion of evaluation of 
proposals. 
 
If the City’s City Council Officials will rank first a Non-Price Proposal which is not the least expensive Price-
Proposal, the City Council shall specify in writing why the added benefits of the proposal outweigh the higher fee 
being proposed by the vendor.  The City Officials shall prepare, based on its ratings, rankings and written 
justification a recommendation to the Chief Procurement Officer for the execution of a contract.  The 
recommendations shall include any conditions to the recommended award, which require successful negotiation or 
revisions to the Scope of Work identified by the City’s Officials during the evaluation of the proposal.  The scope of 
these negotiations shall be limited to those areas authorized by M.G.L. Chapter 30B.  The City of Quincy shall 
award any and all contracts authorized under this RFP. 
 
Following the procedures previously described, the City of Quincy will make a decision regarding selection of the 
consultant with whom it wishes to enter into contract negotiations.  This may not necessarily be the low bidder.  
The nonelection of any proposal will mean that another proposal was deemed to be more advantageous to the City 
of Quincy or that no proposal was accepted.  Proposers whose proposals were not accepted will be so notified. 
 
Execution of Contract              
 
Upon the acceptance of a Consultant’s proposal(s), the City with assistance from the Purchasing Department and 
the Director of Inspectional Services will prepare a one-year contract(s) with 2 addition one year renewal periods to 
the Consultant(s).  In the event that the successful Consultant(s) fails, neglects or refuses to execute the contract(s) 
within fourteen (14) days after receiving a letter of award from the City, the City may at its option terminate and 
cancel its action in awarding the contract and the selection of the consultant shall become null and void and of no 
effect.  The City may then proceed to the next highest rated proposal(s) accordingly.  The Consultants must provide 
insurance certificates to the City prior to award of the Contract. 
 
Incorporated by reference into the Professional Services Contract which is to be entered into by the City and the 
successful Consultant pursuant to this RFP shall be:  
  
1.  All of the information presented in this RFP and the consultant’s response thereto.  Within the Professional 

Services Contract, the term “proposer” shall be synonymous with the terms “consultant” and “firm” for any 
and all provisions therein. 

  
2. All written communications between the City and the consultant whose proposal is accepted.  An 

authorized official of the consultant(s) and the City of Quincy shall execute the contract(s).  
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Reservation of Rights              
 
The City of Quincy reserves the right to cancel this Request for Proposals, to accept or reject in whole or in part 
any and all proposals, or to waive any informality in the proposing when it is determined that said cancellation or 
rejection serves the best interests of the City.  Reasons for cancellation or rejection shall be stated in writing. 
 
Scope of Work              
 
Purpose 
 
The purpose of the consultant review is to assure consistency between applications and plans and the Quincy 
Zoning Ordinances as well as Subdivision Plans related to the matter before the City Council acting as the Special 
Permit Granting Authority Rules and Regulations, state regulations, and other City regulations and policies.  The 
Consultant shall provide a full Scope of Work and be responsible at a minimum for the following services on a per 
project basis.  This Scope of Work is preliminary and may be expanded if mutually agreeable by both parties for 
inclusion in the Professional Services Contract. 
 
In General 
 
In general, the selected proposer (Consultant) shall be responsible for a full technical review of new Planned Unit 
Development Applications, Special Permits and other proposed development with respect to proposed stormwater 
management systems, traffic circulation and safety, and impacts on municipal infrastructure, including drainage, 
water and roadway systems; and for providing inspectional services during the construction of roads and 
infrastructure in new developments as needed.  If one firm does not have expertise in all of the above areas, a lead 
firm which can perform technical review services, review of impacts on infrastructure and inspection services may 
subcontract with another firm or firms (Subconsultants) to perform traffic analysis and other reporting.  If 
professional peer review services are required beyond the Scope of Work called for in this RFP and Professional 
Services Contract the Consultant will be expected to secure Subconsultants as necessary. 
 
For each project review, the Consultant shall: 
 
1. Thoroughly review any and all materials and correspondence for the provided by either the applicants or the 

Board in relation to specific projects. 
 
2. Review drainage, grading, site plans and calculations for the proposed development for conformance with 

all such regulations and sound engineering judgment, providing recommendations to eliminate adverse 
impacts. 

 
3. Review and evaluate impacts of the proposed development on traffic, environmental, safety, infrastructure, 

and other issues as appropriate to the project.  (Larger projects typically require a Development Impact 
Statement from the applicant.) 

 
4. Provide comments and recommendations with respect to the applicant’s submission relative to any and all 

applicable federal, state and local land use and environmental regulations, including but not limited to 
Zoning, Subdivision Rules and Regulations, EPA Stormwater Regulations, Title V Regulations, and MEPA 
Regulations. 

 
5. Provide comments and recommendations with respect to the applicant’s submission relative to Section 

4,:”Required Documents and Information” of the Quincy City Council Special Permit Granting Authority 
Rules and Regulations for Special Permit Site Plan Review. 
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6. Provide comments and recommendations with respect to Zoning, Dimensional and Site Plan Contents. 
 
7. Provide comments and recommendations with respect to any plans and/or special studies as may be 

prepared, required, or utilized by the Planning Board. 
 
8. Provide comments and recommendations with respect to traffic, parking, vehicular circulation and access, as 

appropriate to the site. 
 
9. Provide comments and recommendations with respect to grading and utilities. 
 
10. Provide comments and recommendations with respect to other site design features (as appropriate). 
 
11. Provide comments and recommendations with respect to the completeness and adequacy of proposed 

stormwater management system design, calculations, and required Operation and Maintenance Plan (O&M), 
both pre- and post-construction. 

 
12. Provide comments and recommendations with respect to landscaping, screening, and buffering 

requirements. 
 
13. Provide comments and recommendations with respect to the completeness and adequacy of submitted 

plans, details and specifications as eventual construction drawings. 
 
14. Provide comments and recommendations with respect to what, if any additional information, comment, 

design, detailing or analysis is needed from the applicant for proper review and comment on the proposed 
development. 

 
15. At the direction of the City Council, present comments and recommendations regarding each application at 

the appropriate public hearings held by the City Council. 
 
16. At the direction of the Director of Inspectional Services, schedule and conduct meetings with the 

applicant’s representative, Director of Inspectional Services, and other interested parties, including other 
City Boards and Departments. 

 
17. Be available to meet with the City Council or Director of Inspectional Services within three days of a 

request. 
 
18. Attend any and all site visits, meetings and hearings in relation to the project as required by the City Council 

and Director of Inspectional Services.  (Normally, a minimum of three public hearings is held for each 
proposed development project.  Not all projects will require regular meeting attendance. The Director of 
Inspectional Services will confirm the dates and times for such attendance, as required for each project.) 

 
19. Maintain open communication with the Director of Inspectional Services, City Council, Commissioner of 

Public Works, and the applicant’s engineer or other representatives throughout the review process. 
 
20. Discuss technical issues with the applicant’s engineer as necessary, to resolve technical issues to the extent 

feasible.   
 
21. Submit written reports, stamped by the lead engineer, indicating a detailed review of applicable documents 

with comments and recommendations for each project based on the above requirements.   
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Such reports are required for any new (initial) materials and any subsequent (additional or revised) materials, 
and shall consist of appropriate text, graphics, and maps to clearly communicate the Consultant’s findings, 
and shall be submitted regularly no later than the Tuesday prior to the applicable City Council hearing date 
upon which the application will be considered according to the the Quincy City Council Special Permit 
Granting Authority Rules and Regulations for Special Permit.  (According to Section 3: Time Restrictions). 
The Consultant shall forward the report to the Quincy City Council, and the Commissioner of Public 
Works.  Issues, which have not yet been resolved, shall be clearly identified in the report.  At no time shall 
such reports be submitted later than two (2) weeks after materials have been provided for review, unless 
otherwise approved by the Director of Inspectional Services.  This is to allow sufficient time for distribution 
and review by members of the City Council and other City Departments.  If no new materials are submitted, 
a report is not necessary.  Late submissions provided by the applicant (without sufficient time for review) 
will be addressed directly with the applicant.  Hearings will be continued as necessary by the City Council in 
order to address any issues deemed outstanding. 

 
22. Deliver compatible electronic files of all deliverables (reports, correspondence, etc.) to the City.  Reports 

shall be MS Word files, spreadsheets must be MS Excel files, and drawings must be AutoCAD files.  
Drawing files must also be compatible with the City’s GIS system. 

 
Review of Drainage & Stormwater Management 
 
With regard to drainage and stormwater management, the Consultant shall review plans for conformance with 
standard engineering practices, drainage design and standards as required by the City’s Rules and Regulations 
Governing Subdivision of Land or Zoning Ordinance as applicable, any State or Federal rules such as the 
Commonwealth of Massachusetts Department of Environmental Protection (DEP) Stormwater Management 
Guidelines and Federal Clean Water Rules, all Department of Public Work’s regulations and standards regarding 
sanitary sewer, water supply, drainage, roadway construction and/or other utilities and any other standard requested 
by the Board.  Drainage review shall typically include: 
 
1. Evaluation of hydrologic and hydraulic calculations for analysis of stormwater management design and 

stormwater impacts. 

2. Evaluation of proposed stormwater management systems with respect to capacity and ability to convey and 
control peak flow. 

 
3. Recommendations for appropriate installation and maintenance for these systems. 
 
4. Recommendations on methods for control of erosion and sedimentation during construction. 
 
Traffic Analysis 
 
During the review process, the City Council will determine whether or not the proposed development project 
requires a traffic analysis.  In the event a traffic analysis is required, the following will typically be included and shall 
be reviewed by the Consultant: 
 
1. Traffic Impact & Access Study. Review of on-site roads and off-site roads in the vicinity.  Identification 

of any concerns regarding: capacity of roads and intersections used by or providing access for traffic from 
the development; review of traffic volume generated by the development; review of safety issues including 
accident history of nearby roads and intersections; design speeds of roads within, or providing access to, the 
development; geometry, layout, and other road characteristics affecting the ease, convenience and safety of 
circulation within the development; emergency access; safety for vehicles entering and exiting the 
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development; other issues of safe and adequate access; provision for traffic calming.  Recommendations for 
on- and/or off-site traffic mitigation measures for the proposed development. 

 
2. Bicycle & Pedestrian Access and Safety. Review of projects with respect to bicycle and pedestrian access 

and safety issues including availability and location of bike paths where applicable, sidewalks, crosswalks, 
school bus routing, Americans with Disabilities Act compliance and access ramps.  Recommend mitigation 
measures for the proposed development. 

 
3. National Standards. Traffic-related analysis shall be conducted utilizing the nationally accepted standards, 

methods and criteria of The Institute of Transportation Engineers (ITE) and the American Association of 
State Highway and Transportation Officials (AASHTO). 

 
Construction Inspection Services: 
 
The consultant may be required to complete any or all of the following inspectional services, as requested by the 
City Council prior to, during or after construction of specific projects under review, in order to ensure compliance 
with applicable regulations and conditions of approval: 
 
1. Attendance at Pre-Construction Meeting with the developer and/or owner, General Contractor, Director of 

Inspectional Services, DPW Superintendent, and others, prior to the start of construction. 
 
2. Periodic site visits during clearing, cut and fill, and general preparation of roadways and subgrades. 
 
3. Site visits during the installation and backfilling of utilities, water, sewer, drainage, etc.  Check locations of 

utilities in order to assure proper placement and separation. 
 
4. Check location, size depth and elevations of retention/detention ponds and other stormwater structures 

during and after construction. 
 
5. Check road sub-base prior to placement of base gravel.  The contractor and/or his engineer will provide 

offsets and elevations. 
  
6. Check placement of base gravel on a spot check or continuous basis, depending upon the frequency of 

delivery of material. 
 
7. Observe any material testing during construction if deemed necessary. 
 
8. Check gravel finish grade and compaction prior to placement of binder course.  The City may require the 

Contractor to conduct compaction testing on sub-base and/or base material prior to placement of binder. 
 
9. Continuously check binder placement in roadway, to insure proper thickness. 
 
10. Make periodic site visits during installation of curbing. 
 
11. Make periodic site visits during gravel placement and compaction associated with sidewalk construction. 
 
12. Spot-check pavement or concrete placement during sidewalk construction. 
 
13. Spot check landscaping, grass plots, and street trees, erosion controls and overall site stability. 
 
14. Continuously check top course asphalt wearing surface during installation to insure proper thickness. 
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15. Make site visits to check monument installation, upon notification that all markers are in place. 
 
16. Make final site visits for preparing “Punch Lists”, or to verify construction according to As-Built Plans and 

insure compliance with the design plans. 
 
17. After receiving a request by the City Council, the Consultant shall review the site conditions and contact the 

Director of Inspectional Services prior to recommending whether or not surety held in escrow is ready to be 
released to the applicant. 

 
18. Prepare field reports for each observation and provide the applicant’s engineer, contractor, Commissioner 

of Public Works and Director of Inspectional Services with a copy of each such report. 
 
19. Final Inspection, with notification to the City that all road construction and drainage work is complete and 

in conformance with the approved plans. 
 
20. Perform all other project inspections as needed by the Director of Inspectional Services and City Council. 
 
Additional Work Requirements by Project (Plan Review) Type 
 
Those factors which must be considered in each type of Plan Review include, but are not limited to, the following: 
 
Review:   Special Permits authorized under M.G.L. Chapter 40A, Section 9, and the Quincy Zoning 

Ordinances for Planned Unit Development. 
 

1.   Site Plan Design - curbcuts, internal circulation, landscape islands, adequacy of parking, trip 
generation. 

 
2.   Drainage - culverts, catch basins, leaching basins, detention basins, drainage design and  
 calculations. 
  
3.   Layout, bulk requirements and landscaping/setbacks, lot coverage, landscaping, buffers. 
 
4.   Review of Site Plan/Special Permit using the Quincy City Council Special Permit Granting 

Authority Rules and Regulations Section 4: Application Requirements. 
 
Compliance with Federal, State and Local Laws, Statutes & Regulations      
 
The selected proposer (Consultant) will be required to review all plans for compliance with federal, state, and local 
laws, statues and regulations, and federal law and regulations.  The Consultant shall adhere at all times to the highest 
professional certifications, standards, and guidelines) any and all such laws, statues and regulations, as applicable to 
the profession(s). 
 
Billing              
 
All bills for services rendered shall be submitted to the Clerk of the City Council for approval and payment, and 
shall state the date(s), hours, and product or matter worked upon so that both applicant and City Council shall be 
made aware of the scope of work performed.  All bills shall be rendered within thirty (30) days of the service having 
been performed. 
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Length of Contract              
 
The terms of this contract shall run one calendar year.  The City of Quincy shall have the option to renew this 
contract for two one-year periods.  Any renewal of said contract shall be at the sole discretion of the City of Quincy 
and the City Council, upon the Council’s determination that renewal of the Professional Services Contract is in the 
best interests of the City of Quincy. 
 
Severability              
 
The provisions of the Professional Services Contract shall be severable.  If any provision is found by a court to be 
invalid, the remaining provisions shall remain fully effective. 
 
 
Amendments              
 
The Professional Services Contract may only be amended by the written consent of both the City of Quincy and the 
Consultant. 
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Comparative Evaluation Criteria (Selection Criteria) 

 
Comparative Evaluation Criteria will be applied uniformly to all proposals.  In accordance with the provisions of 
M.G.L. Chapter 30B, each criterion shall be rated as follows: 
 
• “Highly Advantageous” (3 points - response excels on the specific criterion) 
• “Advantageous” (2 points - response meets evaluation standard for the criterion) 
• “Not Advantageous” (1 point - response does not fully meet the evaluation criterion or leaves a question or issue not fully addressed) 
• “Unacceptable” (0 points - response does not address the elements of this criterion) 
 
The purpose of this document is to clarify the ranking system used for all proposals pursuant to the Request for 
Proposals (RFP) and said M.G.L. Chapter 30B.  Copies of firm rankings will be kept on file. 
 
1: Overall Qualifications             
Overall qualifications of the Firm, its Subconsultants and applicable staff.  Multidisciplinary nature and expertise 
other than planning consulting (as applicable). 
 

Points Rating Description 
0 Unacceptable The proposal indicates no evidence of “areas of expertise” outside of planning consulting 

necessary to complete this project.  
1 Not Advantageous The proposal indicates evidence of one “area of expertise” outside of planning consulting 

necessary to complete this project. 
2 Advantageous The proposal indicates evidence of more than one “area of expertise” outside of planning 

consulting necessary to complete this project. 
3 Highly Advantageous The proposal indicates evidence that the firm has substantial in-house “areas of expertise” 

outside of planning consulting necessary to complete this project or that the firm has made 
prior arrangements for Subconsultants in areas for which in-house services are unavailable. 

 
2: Size/Structure/Capacity of Firm           
Size and organizational stability of Firm and its principals.  Proximity and availability of staff to complete reviews 
within the required deadlines.  Sufficient staffing capacity to expedite the work within the City’s schedule. 
 

Points Rating Description 
0 Unacceptable The proposal fails to indicate a well-established firm, with proximity or availability of staff to 

complete work within the required deadlines.  The proposal provides no evidence that the firm 
is large enough and diverse enough to expedite all work within the City’s schedule. 

1 Not Advantageous The proposal fails to provide either evidence of a well-established firm, with proximity or 
availability of staff to complete work within the required deadlines.  The proposal provides 
insufficient evidence that the firm is either large enough or diverse enough to expedite all work 
within the City’s schedule. 

2 Advantageous The proposal provides a history of the firm, with proximity or availability of staff to complete 
work within the required deadlines.  The proposal provides adequate evidence that the firm is 
large enough and/or diverse enough to expedite all work within the City’s schedule. 

3 Highly Advantageous The proposal provides a detailed history of the firm indicating a well-established firm, with 
proximity and availability of staff to complete work within the required deadlines.  The proposal 
provides evidence that the firm is both large enough and diverse enough to expedite all work 
within the City’s schedule. 
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3: Understanding Scope of Work            
Thorough knowledge and understanding of all elements of the required Scope of Work and proposed approach to 
the project. 
 

Points Rating Description 
0 Unacceptable The proposal indicates inadequate review or understanding of the required Scope of Work.  
1 Not Advantageous The proposal indicates incomplete review or a vague understanding of the required Scope of 

Work. 
2 Advantageous The proposal indicates sufficient review and understanding of the required Scope of Work, and 

documents the firm’s proposed approach. 
3 Highly Advantageous The proposal indicates a thorough review and full understanding of the required Scope of 

Work, and proposes a clear and comprehensive approach. 
 
4: Quality of Past Work             
Prior successful experience with Massachusetts municipalities providing consulting services for similar cities and 
towns.  Quality of past consulting services as evidenced by sample submissions and references. 
 

Points Rating Description 
0 Unacceptable None of the sample submissions submitted by the firm are clear and complete and/or have 

relevance to the services being solicited under the RFP.  
1 Not Advantageous One or two of the sample submissions submitted by the firm are unclear, incomplete, or have 

little relevance to the services being solicited under the RFP. 
2 Advantageous All three of the sample submissions submitted by the firm are written clearly and fully cover the 

relevant subject matter, having clear relevance to the services being solicited under the RFP. 
3 Highly Advantageous All three sample submissions are written clearly, fully cover the relevant subject matter, and also 

excel with respect to quality, graphics, formats, and/or writing style. 
 
5: Quality of Written Proposal    
Quality of proposal and presentation.  Strong written and verbal communication skills; ability to explain and 
interpret technical information to a non-technical audience. 
 

Points Rating Description 
0 Unacceptable The written response submitted by the firm is both unclear and incomplete.  
1 Not Advantageous The written response submitted by the firm is either unclear or incomplete. 
2 Advantageous The written response submitted by the firm is clear and complete, and fully covers the relevant 

subject matter. 
3 Highly Advantageous The written response submitted by the firm is clear and complete, fully covers the relevant 

subject matter, and excels with respect to graphics, formats, and/or writing style. 
 
6: Immediate Availability & Timeline for Project Completion        
Ability to commence work immediately and proposed timeline for completion of the Scope of Work. 
 

Points Rating Description 
0 Unacceptable The applicant has provided no evidence of immediate availability to begin work and/or ability 

to ensure project completion.  
1 Not Advantageous The applicant has indicated a vague or incomplete timeline for availability and/or project 

completion. 
2 Advantageous The applicant has provided adequate evidence of immediate availability and a proposed timeline 

for project completion. 
3 Highly Advantageous The applicant has provided evidence of immediate availability and has proposed a timeline for 

project completion which is ambitious and timely in nature. 
 
 


