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STATE OF CONNECTICUT

DEPARTMENT OF PUBLIC SAFETY
MUNICIPAL GRANT PROGRAM

BIDDING AND CONTRACTING REQUIREMENTS

1. CoNFLICT OF INTEREST NOTICE
Members and relations of the governing body and/or staff of the grantee
shall be prohibited from receiving contracts for material or services related
to the Construction/Renovation.

2. THE BID PACKAGE (INSTRUCTIONS TO BIDDERS)

a)

b)

c)

d)

f)

9)

All construction plans and specifications are to be prepared by a
licensed Professional engineer or architect.

All bidders must receive the same information to assure that they are
bidding on the same quantities and design documents.

A date and time of public bid opening must be clearly specified on the
Invitation to Bid Form.

The Bid Package must comply with and include all Commission on

Human Rights and Opportunities (CHRO) Contract Compliance

Regulations and forms. For additional information, please see the

following website locations:

i. Contract Compliance
http://www.ct.gov/chro/cwp/view.asp?a=2525&0Q=315904&chroPNavCtr

ii. Contract Compliance Regulations
http://www.ct.gov/chro/cwp/view.asp?a=2525&0=326596&chroPNavCtr

iii. Contract Compliance FAQ
http://www.ct.gov/chro/cwplview.asp?a=2525&0=315902&chroPNavCtr

iv. Contract Compliance Forms
http://www.ct.gov/chro/cwp/view.asp?a=2525&0=315900&chroPNavCtr

All bidders must complete and return the required forms with their bid
package.

The Bid Package should clearly state the terms and conditions for
bidding the project including the submission of the required forms.
Bids not including these forms should be considered incomplete and
rejected.

DPS must approve any exemption from the bidding process for
Emergency Work.
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3. ADVERTISING YOUR PROJECT

a) The notice must run in the Public Notices section of a newspaper with
statewide circulation and a local newspaper. The ad must end with the
following statement:

"An Affirmative Action/Equal Opportunity Employer.
Minority/Women's Business Enterprises are encouraged to

apply."

b) In addition to the local newspaper, trade media may also be used for
placing project notices. These media are not intended as substitutes
for the newspaper notices.

1) F.W. Dodge Reports (1-800-393-6343); or
www.dodge.construction.com

2) New England Construction News/CDC News (888-281-5593), or
www.cdcnews.com

3) The Blue Book www.thebluebook.com

c) The notice must run for at least two (2) days.

d) In cases where the total project cost is below $100,000, bids may also
be solicited by letter, fax or email. However, at least three quotations
must be solicited for such a project.

e) If, following advertisement in the newspaper, a change is made to the
specifications, the amended specifications should be readvertised to
allow all potential bidders an opportunity to bid.

f) Additionally, Towns and Municipalities have the option of posting bids
on State of Connecticut DAS Procurement Contracting Portal System;
If not currently registered, may register at the following site:
http://www.das.state.ct.us/rfpdoc/SCPRegistrationForm.doc _For more
information, visit DAS Procurement home page:
http://www.das.state.ct.us/busopp.asp

4. MATERIAL AND SERVICES

Material and services contracts may be procured with the following

resources:

a) Many State Department of Administrative Services (DAS) service
contracts are available to municipalities for use.
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b)

In cases where the total estimated material cost is below $25,000, fax,
email or letter solicitation for prices is acceptable. However, at least
three quotations must be solicited for the material, if not using a DAS
Procurement State Contract.

5. MINORITY/WOMEN CONTRACTORS

a)

b)

According to Administrative Regulations issued by the Connecticut
Commission on Human Rights and Opportunities to implement
Connecticut General Statutes (CGS) 4a-60 and 4a-60g, grantees are
required to make “good faith efforts to employ minority business
enterprises as subcontractors and suppliers of materials” on projects.

Federal Financing (EDA, UD, CDBG, ETC.)

Federal funding carries its own Minority/Women's contracting
requirements. You must comply. The granting sources will provide
instructions.

Minority Set-Asides

Municipalities may wish to designate a percentage of the work or set
aside a certain rate for Minority/Women Owned contractors. Certain
funding programs or municipalities have more stringent requirements,
consult your Architect or call the Project Manager for assistance.

6. BID BONDS/CERTIFIED CHECKS

a.

b.

Municipalities

Municipalities must require bid bonds for contracts exceeding
$50,000 or subcontracts exceeding $50,000 (CGS 49-41).

Private Non-Profit Projects
1) Where the general contract exceeds $100,000, the grantee
shall require bid bonds or certified checks from the general
contractor.

2)  Contracts less than $100,000.

e The grantee shall negotiate a payment schedule,
which, after an initial payment, will ensure that the
grantee has fixed assets equal to subsequent
payments.
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e The grantee shall secure lien waivers if
Subcontractors are employed. Consult your architect.

7. INSURANCE

a)

b)
c)

d)

Contractor's Certificate of Insurance shall be required. The grantee is
responsible for insuring that the levels are adequate.

State of Connecticut shall be listed as an additional insured.

Builder's Risk Insurance should be obtained either through the general
contractor or grantee's agent with the State of Connecticut listed as
AT.I.M.A.

The grantee should ensure the existing Liability Insurance coverage is
adequate. If not, secure a rider.

The "Hold Harmless" endorsement of the insurance shall include the
interest of the municipality and the State of Connecticut. The
Contractor and Subcontractors and other interests shall be so named.
This policy shall insure against all risks of physical damage except as
modified by the Contract Documents and subject to the normal all risk
exclusions.

8. WAGE RATES

a)

b)

Municipal grantees shall pay the prevailing wage rates on projects: (a)
where the total cost of all work to be performed by all contractors and
subcontractors in connection with new_construction is $400,000 or
more; and (b) where the total cost of all contractors and subcontractors
for remodeling, refurbishing, rehabilitation or repair is $100,000 or
more (C.G.S. 31-53g). The State Department of Labor's Wage and
Workplace Standards Division (860-263-6549) will assist Municipalities
in determining the prevailing wage rate.

Where federal funds are involved, Davis-Bacon Act rates may apply.
Consult funding source.

9. PREQUALIFYING BIDDERS

a)

Municipal contracts for the construction or renovation of a public
building, where the estimated value is $500,000, or greater, may need
to comply with Public Act 04-141. In such cases the contractors must
be pre-qualified by the State of Connecticut Department of
Administrative Services (DAS). Please visit DAS Procurement
Contractor Prequalification Program home page
http://www.das.state.ct.us/Business _Svs/PreQual/Prequal.asp

DPS MGP Bidding and Contracting Requirements Rev 12/2008
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b) It is permissible to use AIA form A305, Contractor's Qualification

Statement, as a prerequisite to bidding, PROVIDED prequalification
does not prevent minority/women owned firms from bidding. Consult
your architect.

10. CONSTRUCTION MANAGERS IN PLACE OF GENERAL CONTRACTORS

Municipalities may employ a construction manager, but, if this
management method is used, each subcontract must be bid employing
the same procedures outlined above with a minimum of three bids for
each subcontractor, advertising for each and compliance with minority
regulations.

11. SELECTING THE GENERAL CONTRACTOR

a) Lowest Responsible and Qualified Bidder

b) Competitive Bidding - Contracts greater than $100,000 for MGP

Projects:

The grantee will give full opportunity for free, open and competitive
bidding for each contract to be let by it calling for installation,
construction, reconstruction, demolition, removal, site improvement
work, or other similar work, as a part of the program, or for use on the
program; will give such publicity to its advertisements or calls for bids
for each such contract and will provide adequate competition; and the
award of such contract, when made, will be made by it as soon as
practicable to the lowest responsible and gualified bidder. As used in
this section, "lowest responsible and qualified bidder" means the
bidder whose bid is the lowest of those bidders possessing the skill,
ability and integrity necessary to faithful performance of the work.
Should the grantee reject the lowest bidder as not responsible and/or
not qualified, the grantee shall immediately notify DPS of the reasons
for the rejection and request DPS concurrence. The Commissioner of
DPS shall at his/her discretion either approve or deny the grantee's
rejection. The Grantee agrees to hold DPS harmless from any and all
claims by rejected bidders. (Funding Restrictions for State Bond Fund
Contracts for Capital Development of Facilities, attached).

In the event that the grantee does not believe the lowest bidder, as
defined in “a” above, to be responsible and qualified, the grantee will
notify DPS requesting their concurrence in its choice before executing
the general contract. In the event that there are less than three
bidders, the grantee shall inform the Department and request
instructions.

DPS MGP Bidding and Contracting Requirements Rev 12/2008
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d) Individual Physical development contracts under $10,000 in value shall
not be subject to competitive bid requirements.

e) Performance, Labor and Material Payment Bonds

Municipal Projects where the general contract exceeds $ 50,000 or a
subcontract exceeds $50,000 must require bonds (CGS 49-41).

MUNICIPALITIES WILL SUBMIT A CERTIFICATION OF COMPLIANCE VERIFYING ALL OF THE
ABOVE BIDDING AND AWARD REQUIREMENTS WERE COMPLIED WITH ONCE THE
GENERAL CONTRACT HAS BEEN EXECUTED. IN ADDITION, THE MUNICIPALITY WILL
ATTACH THE GRANTEE'S AUTHORITY TO EXECUTE THE CONTRACT, |IE BOARD
RESOLUTION, ETC.

12. LAND/BUILDING ACQUISITION

a)

b)

f)

All available excess state property in the area should be considered
for use before a search begins for any other property.

If no suitable state property is found, the Municipality must
advertise its needs and specifications in a newspaper having a
substantial circulation in the area in which the property is being
sought. A copy of the notice must be sent to the Connecticut
Association of Realtors.

If the property to be acquired is valued at less than $100,000 one
independent appraisal is to be prepared and submitted to DPS.

For property valued at $100,000 or more, two independent
appraisals shall be prepared and submitted to the DPS.

The purchase price of the property must not exceed the high
appraised value unless approval is obtained from the State
Properties Review Board. All attempts should be made to negotiate
the lowest possible price.

In all transactions, the acquisition of property should be an "arms
length" transaction.

Municipalities will submit a Certification of Compliance verifying all of the
above requirements were complied with. This will be submitted with the
required appraisals.
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13.

GRANTEE RESPONSIBILITY

a)

b)

It is the responsibility of the grantee, its architect and its Attorney to
ensure that the documents are technically correct and complete and
where necessary protect the grantee and the State of Connecticut from
any and all claims.

SAFEGUARDS: The grantee will comply with all relevant Local, State
and Federal regulations, and comply with all standard contracting
practices to safeguard the interests of the grantee and the State
including, but not limited to, contractor performance, security,
insurance, permits, and inspections and the provisions of the Funding
Restrictions to this contract.

The grantee shall erect a suitable sign attributing funding to State of
Connecticut, Governor; Department of Public Safety, Commissioner.
(sample attached)

DPS MGP Bidding and Contracting Requirements Rev 12/2008
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4’_ O”

PROJECT SIGN

8- 0”

(INSERT NAME OF THE PROJECT)
PROJECT #

(INSERT NAME OF THE SPONSOR/DEVELOPER)
Constructed in cooperation with the

STATE OF CONNECTICUT
M. JODI RELL, GOVERNOR

Department of Public Safety
John A. Danaher, 111, Commissioner

and the (Insert Name of Town/City)
(Insert Name of Chief Elected Official and Title)

(Insert Name of Architect) (Insert Name of General Contractor)

SIGN PANEL: %" MDO-EXT-APA PLYWOOD SUPPORTED WITH (2) 4X4
TREATED WOOD COLUMNS AND SECURED 4’ INTO GRADE.
TOP OF SIGN AT 8'-0" ABOVE GRADE.

COLORS: ALL LETTERS AND SYMBOLS ARE TO BE ROYAL BLUE. THE
BACKGROUND WILL BE WHITE ENAMEL. BACK OF
PLYWOOD AND SUPPORT STRUCTURE SHALL BE PAINTED
MATTE BLACK.

TYPEFACE: HELVETICA MEDIUM

STATE SEAL: WILL BE PROVIDED BY THE DEPARTMENT OF PUBLIC

SAFETY

LOCATION: SIGN MUST BE LOCATED TO BE CLEARLY VISIBLE TO THE
PUBLIC.

TIMING: INSTALL AT THE START OF CONSTRUCTION AND REMOVE

AT CONSTRUCTION COMPLETION.

DPS MGP Bidding and Contracting Requirements Rev 12/2008
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14.

15.

MISCELLANEOUS

a)

b)

Change Orders: The Department does not approve or disapprove
change orders. The Department reserves the right to review each
change order, and advise the Municipality as to its appropriateness. |If
the change order is within the scope of the work approved by the Bond
Commission, and funding is available (DPS will not request additional
funds) the grantee may approve change orders. DPS reserves the
right to determine the state funding eligibility of each change order.

Bidding & Contract Documents: The Department of Public Safety does
not review or approval municipal bidding documents or contracts
related to the Municipal Grant Program. It is the responsibility of the
Municipality in conjunction with its legal counsel to ensure these
documents are in compliance with all relevant local, state, and federal
laws and/or program requirements

Vendor Payments: The Department does not approve or disapprove
payments to Contractors. Copies of each approved Payment
Application shall be sent to this department as part of the
Reimbursement Package.

MODIFICATIONS OF THE SELECTION PROCESS

DPS approval is required for any modification or change to the bidding or
selection process.

DPS MGP Bidding and Contracting Requirements Rev 12/2008
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FUNDING RESTRICTIONS FOR STATE BOND FUND CONTRACTORS

FOR CAPITAL DEVELOPMENT OF FACILITIES

State financial participation is available in accordance with Connecticut General
Statutes, section 32-220 thru 32-242a, chapter 22a-133k, section 4-66c,and section 32-
7, as may from time to time be amended, or additional similar legislation enacted; for
grants-in-aid for capital development projects to enhance the delivery of economic

development.

The following funding restrictions shall apply:

1. RIGHTS AND REMEDIES

A.

If the Contractor shall default in any of its obligations under this Contract,
or shall commit or allow any breach of covenant hereunder, and such
default or breach shall not have been remedied within thirty (30) days
after notice thereof shall have been given by the Commissioner of the
Department of Public Safety (DPS), or such longer period of time as the
Commissioner of DPS may allow, in writing, then, the State acting by the
Commissioner of DPS shall have, to the full extent permitted by law, each
and all the following remedies:

1. The right of a writ of mandamus or injunction or similar relief
against the Contractor, or any or all of the members of its
governing body, or against the officers, agents or representative of
the Contractor, as may be appropriate, because of such default or
breach;

2. The right to have a receiver appointed by a court of competent
jurisdiction to take possession and control of the Program and of
the property and assets of the Contractor, as pertain to the
program;

3. The right to maintain any and all actions at law or suits in equity or
other proper proceedings to remedy any defaults or breaches of
covenants under this contract.

If the State shall not exercise any of the remedies set forth in the
preceding section for the remedying of any default or breach of covenant,
or any other right or remedy, in no event shall such non-exercise be
construed as a waiver of any subsequent default or breach of covenant.

I COMPETITIVE BIDDING

The contractor will give full opportunity for free, open and competitive bidding for
each Contract to be let by it calling for installation, construction, reconstruction,
demolition, removal, site improvement work, or other similar work, as a part of
the Program, or for use on the Program; will give such publicity to its
advertisements or calls for bids for each such Contract as will provide adequate
competition; and the award of each such Contract, when made, will be made by it
as soon as practicable to the lowest responsible and qualified bidder. As used in
this section, "lowest responsible and qualified bidder" means the bidder whose
bid is the lowest of those bidders possessing the skill, ability and integrity to

DPS MGP Bidding and Contracting Requirements Rev 12/2008
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faithful performance of the work. Should the Contractor reject the lowest bidder
as not responsible and/or not qualified, the Contractor shall immediately notify
DPS of the reasons for the rejection and request DPS concurrence. The
Commissioner of DPS shall at his/her discretion either approve or deny the
Contractor's rejection. By acceptance of this Contract, the Contractor agrees to
hold DPS harmless from any and all claims by rejected bidders.

ASSURANCES AS TO USE

The Contractor agrees to utilize the grants-in-aid provided hereunder pursuant to
the statutory authority for the purchase of and/or improvements to
land and/or property as approved by the State of Connecticut, Department of
Economic and Community Development, and in accordance with the contractor's
Program Design, Part Ill, Page , of this contract, and in accordance with the
Terms and Conditions of Parts | and Il of this contract.

If the premises located at which are
being purchased and/or improved using these grant funds, cease within
ten years from the date of final payment to be used as a
, an amount equal to the amount of such funds,
minus ten percent for each full year, which has elapsed from the date of
final payment under this contract shall be repaid to the State.

When required by law, to assure repayment of funds granted resulting from
circumstances described in the above paragraph, a lien shall be placed on such
property in favor of the State. The wording of the lien shall be approved by the
State prior to placement.

MISCELLANEOUS PROVISIONS

A. The Contractor will adopt and enforce appropriate measures to ensure
that no member of its governing body and none of its officers or
employees shall, prior to the completion of the Program, knowingly
acquire any financial interest in the Program or in any Contract or
proposed Contract in connection with the undertaking of the Program.

B. The Contractor will take all reasonable steps to ensure that the project
property and land in the Program area was not acquired by it as a part of
the Program at excessive prices, and to prevent any speculation in the
holding of any such land or property.

C. The Contractor will cause to be duly recorded in accordance with
applicable local law all instruments which should be recorded in order to
protect all if its rights, titles and interests in and to any Program land.

D. Where tenants are, or maybe, displaced through the acquisition by
purchase or lease of real property under this contract, the Contractor will
make provision for their relocation and hold DPS harmless from any and
all claims, which may result from such relocation.

E. The Contractor warrants that the funding schedule on the attached copy
of the State Bond Commission item pertaining to this project is accurate
and that all funding is in place and available. Further, the Contractor will
inform the Department immediately of any change in the amount or

DPS MGP Bidding and Contracting Requirements Rev 12/2008
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nature of the project funding. (Attachment - State Bond Commission

Agenda ltem).
The Contractor will provide project status progress reports on Contract

No. at sixty-day (60) intervals.
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STATE OF CONNECTICUT

DEPARTMENT OF PUBLIC SAFETY

MUNICIPAL GRANT PROGRAM
PROFESSIONAL SERVICES SELECTION PROCESS
FOR SERVICES VALUED UNDER $50,000

OVERVIEW

The following professional services selection guideline has been prepared to
ensure fairness and equal opportunity to all firms and to secure the highest
possible measure of professional service for a fair and reasonable fee.

DEVELOPMENT OF A SCOPE OF SERVICES

The Municipality is responsible for the preparation of a scope of services. DPS
reserves the right to review the scope of services prior to finalization. The scope
of services should include the following:

e A general description of the intended project, including a description of the
intended site, type of project, and proposed improvements.

e A list of unusual conditions and requirements.
e A general description of the professional services to be provided.
e Any special expertise or unusual services that might be required.

e A time schedule for the overall project, including the selection process to
retain a firm.

DEVELOPMENT OF REQUEST FOR PROPOSAL

The Municipality shall prepare a formal Request For Proposals (RFP) for the
proposed project, which shall prescribe the manner, conditions, and
requirements of the response submissions. This shall request respondents to
indicate their interest in the project and illustrate their relevant project experience
and overall capabilities to perform the required services. The RFP should
include the following:

e The scope of services.

e An hourly rate and expense schedule.
e Fee proposal.

e Proposed project schedule.

e Team structure and resumes of team members.

DPS MGP Personal Services Selection Process Rev 12/2008
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e A list of selection criteria (e.g. professional credentials, competence,
experience on similar projects, ability to perform the required service within
the overall time schedule).

e The location and address where the responses are to be submitted.

e The time schedule for receipt of responses, date and time.
DPS reserves the right to review the RFP prior to finalization.

ADVERTISEMENT PROCEDURE

a) The Municipality should solicit responses from interested firms by
newspaper legal notice advertisements or direct solicitation via letter,
fax or email. Trade publications may also be used to advertise the
RFP. A minimum of three responses should be received. Otherwise,
justification should be provided. DPS reserves the right to request and
inspect this documentation.  Additionally, Towns and Municipalities
have the option of posting bids on State of Connecticut DAS
Procurement Contracting Portal System; If not currently registered,

may register at the following site:
http://www.das.state.ct.us/rfpdoc/SCPReqistrationForm.doc For more
information, visit DAS Procurement home page:

http://www.das.state.ct.us/busopp.asp

SELECTION COMMITTEE

The developer/client/municipality shall establish a selection committee, prior to
the circulation of the RFP, to evaluate RFP responses, and make a final
selection.

REVIEW OF RESPONSES AND SELECTION

The committee shall screen all responses received for compliance with the RFP.
Responses that do not comply with the intent of the RFP should not be
considered in the selection process.

Prior to the receipt of the proposals, the Committee shall establish evaluation
criteria and forms for the purpose of evaluating and ranking each respondent's
qualifications. Below are the minimum recommended evaluation factors:

e Qualifications and experience of the firm and personnel to be assigned to the
project team.
e Ability to perform within time constraints.
e Firm's awareness of project issues, opportunities, and constraints.
e Project team's experience on similar projects.
DPS MGP Personal Services Selection Process Rev 12/2008
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e Quality and performance of past services.
e Hourly fees and expense schedule.

e Appropriate professional credentials (e.g., required CT licenses)

The committee shall review the responses and rank the firms according to their
gualifications and criteria important to the project. The committee can either:

1. “short list” the top firms for interviews, or
2. select the firm deemed to be most qualified.

Copies of the RFP responses shall be provided to DPS at the agency’s request.
DPS reserves the right to participate and/monitor the selection committee
deliberations, interview and selection process.

REVIEW OF FEE PROPOSALS

The evaluation of each of the fee proposals by the selection committee shall
consider the overall ranking of the firm and the fairness and reasonableness of
the proposed fee. In determining fair and reasonable compensation to be paid,
the committee shall consider the scope of services, the professional competence
of the firm, the technical merits of the proposal and the ability of the firm to
perform the required services within the time and budgetary limits of the contract.
All proposals are to be considered confidential information until such time as the
final selection is made and the contract is formally executed. The selection
committee should select the most competitive fee proposal for final selection
following an interview.

If there is a significant disparity among the fee proposals, the
developer/client/municipality should request each firm to substantiate their
proposal during the selection process, as appropriate. If the review reveals that
the overall scope of services has been misinterpreted or lacks sufficient clarity,
then the committee shall issue appropriate clarification to each firm and request a
resubmission of proposals.

INTERVIEW PROCESS

If the committee chooses to interview the top firms, the firms should be provided
at least one week advance notice of the date and time for their interview. Those
firms not selected should be so notified.

Prior to the interviews, the committee shall prepare an evaluation form with
predetermined selection criteria to allow interviewers to uniformly and
independently evaluate the firms. The evaluation form shall reflect the
requirements outlined in the scope of services and the RFP.

The interviewed firms shall be allotted the same amount of time for each
interview. The committee members should evaluate and rate each firm during
and/or immediately following each interview. After all interviews are completed
the members should reassess their initial evaluation of each firm in comparison
to the other firms' evaluations. The committee shall then rank the firms in order
of overall preference.

DPS MGP Personal Services Selection Process Rev 12/2008
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FINAL SELECTION

The committee shall select the firm that, in accordance with the selection criteria,
is most qualified to perform the required services.

CONTRACT EXECUTION

The selected firm shall be notified of its selection. Those firms not selected shall
be so notified. The selected firm shall be requested to prepare and submit the
applicable American Institute of Architects (AIA) or Engineers Joint Contract
Document Committee (EJCDC) contract, or other contract form acceptable to
DPS, along with the required certificates of insurance.

The contract form shall be the current edition of the appropriate AIA or EJCDC
document. These documents should be used in their entirety. Any proposed
changes to the contract form should be coordinated with DPS.

REVIEW OF CONTRACT

A copy of the fully executed contract and certificates of insurance shall be
submitted to the DPS. DPS reserves the right to review professional services
contracts prior to execution.

Records Maintenance

The Municipality shall maintain all records of the selection proceedings in accord
with the applicable records retention policies. Such records shall be made
available to the DPS upon request.

MODIFICATION OF THE SELECTION PROCESS

DPS approval is required for any modification or change to the selection process.

The Department of Public Safety does not review or approval municipal
bidding documents or contracts related to the Municipal Grant Program. It
is the responsibility of the Municipality in conjunction with its legal counsel
to ensure these documents are in compliance with all relevant local, state,
and federal laws and/or program requirements

DPS MGP Personal Services Selection Process Rev 12/2008
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STATE OF CONNECTICUT

DEPARTMENT OF PUBLIC SAFETY
MuNICIPAL GRANT PROGRAM
PROFESSIONAL SERVICES SELECTION PROCESS

FOR SERVICES VALUED OVER $50,000

OVERVIEW

The following professional services selection guideline has been prepared to
ensure fairness and equal opportunity to all firms and to secure the highest
possible measure of professional service for a fair and reasonable fee.

DEVELOPMENT OF A SCOPE OF SERVICES
The Municipality is responsible for the preparation of a scope of services. DPS

reserves the right to review the scope of services prior to finalization. The scope
of services shall include the following:

e A general description of the intended project, which includes a description
of the intended site, type of project and number of units

e A list of unusual conditions and requirements
e Funding program requirements
e A general description of the professional services to be provided

e A general description of the deliverables to be produced by the
professional

e Any special expertise or unusual services that might be required

¢ A time schedule for the overall project, including the selection process to
retain a firm

DEVELOPMENT OF REQUEST FOR QUALIFICATION

The Municipality shall prepare a formal Request For Qualifications (RFQ) for the
proposed project, which shall prescribe the manner, conditions, and
requirements of the response submissions. The RFQ shall request respondents
to indicate their interest in the project and illustrate their relevant project
experience and overall capabilities to perform the required services. The RFQ
should include a minimum of the following:

e The scope of services

e The manner in which the firms qualifications shall be submitted which shall
include the firms brochure, and relevant resume(s)
e An hourly rate and expense schedule

DPS MGP Personal Services Selection Process Rev 12/2008
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e Contact information for not less then three professional references

e A list of selection criteria (e.g. professional competence, experience on
similar projects, ability to perform the required service within the overall
time schedule)

e The location and address where the responses are to be submitted

e The time schedule for receipt of responses, date and time

DPS reserves the right to review the Request for Qualifications (RFQ) prior to
finalization.

ADVERTISEMENT PROCEDURE

a) The Grantee shall invite responses from interested firms by
advertisements inserted at least once in one or more newspapers
having a general circulation in the state. The advertisement shall be
placed in the legal notices section. The RFQ may be placed in the
major trade journals and distributed to professional societies and
provided directly to firms. The Grantee shall affirmatively seek small,
minority, and women owned businesses. Additionally, Towns and
Municipalities have the option of posting RFQ on State of Connecticut
DAS Procurement Contracting Portal System; If not currently

registered, may register at the following site:
http://www.das.state.ct.us/rfpdoc/SCPReqistrationForm.doc For more
information, visit DAS Procurement home page:

http://www.das.state.ct.us/busopp.asp

SELECTION COMMITTEE

The Grantee shall establish a selection committee to screen and evaluate RFQ
responses, select the qualification firms and request free proposals, interview
gualified firms, and make final selection. The committee should be assembled
prior to the release of the RFQ.

REVIEW OF RESPONSES AND SELECTION

The committee shall screen all responses received for compliance with the RFQ.
Responses that do not comply with the intent of the RFQ will not be considered
in the selection process.

The Committee shall establish evaluation criteria and forms for the purpose of
evaluating and ranking each respondent's qualifications. The evaluation forms
shall be finalized prior to the receipt of the proposals. Below are the suggested
evaluations criteria:

e Proposed scope of services
DPS MGP Personal Services Selection Process Rev 12/2008
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e Qualifications and experience of personnel to be assigned to the project
team
e Ability to provide the services within proposed project schedule time
constraints
e Firm's awareness of project's issues, opportunities, and constraints
e Project team's composition and experience on similar projects
e Quality and performance of past services
e Hourly fees and expense schedule
e References feed back record
The committee shall review the responses and rank the firms according to their
gualifications and criteria important to the project. The committee should develop

a “short list” of the top three to five firms, which, in their judgments, are deemed
to be most qualified to perform the required professional services.

Copies of the Statements of Qualification (SOQs) shall be provided to DPS at
DPS'’s request. DPS reserves the right to participate and/monitor the selection
committee deliberations, interview and selection process.

If fewer than five responses are received, then all qualified respondents could be
considered eligible for further consideration.

REQUEST FOR FEE PROPOSAL

The grantee shall notify the short listed firms of their selection and request each
firm to submit their fee proposal for complete services based on the scope of
services, as amended if necessary. The request shall stipulate the date and time
for receipt of the fee proposals. The request shall also indicate the terms and
conditions of the contract and the required time frame for providing professional
services. Those firms not selected to submit fee proposals shall be so notified.

REVIEW OF FEE PROPOSALS

The evaluation of each of the fee proposals by the selection committee and
grantee, shall consider the overall ranking of the firm and the fairness and
reasonableness of the proposed fee. In determining fair and reasonable
compensation to be paid, the committee shall consider:

e The scope of services,
e The professional competence of the professional firm,

e The technical merits of the proposal,
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e The ability of the firm to perform the required services within the time and
budgetary limits of the contract,

e The fee for which the services are to be rendered.

All proposals are to be considered confidential information until such time as the
final selection is made and the contract is formally executed. The selection
committee should select the most competitive fee proposals for final selection
following an interview.

If there is a significant disparity among the fee proposals the grantee shall
request each firm to substantiate their proposal during the interview, as
appropriate. If the review reveals that the overall scope of services has been
misinterpreted or lacks sufficient clarity, then the committee shall issue
appropriate clarification to each firm and request a resubmission of proposals.

INTERVIEW PROCESS

The grantee shall arrange an interview of the top firms. The firms should be
provided at least one-week advance notice of a date and time for their interview.
Those firms not selected shall be so notified.

Prior to the interviews the committee shall prepare an evaluation form with
predetermined selection criteria to allow interviewers to uniformly and
independently evaluate the firms. The evaluation form may include the following:

e Project team management plan.

e Experience of project team.

e Location and quality of office facilities.

e Project control measures to monitor schedule and budget.

e Availability of staff, based on firm services load.

e Project approach.

e Quality of services of similar projects.

e Awards and past grantee recommendations.

e Financial stability of firm.

e Overall team rating.

The interviewed firms shall be allotted the same amount of time for their
interview. The committee members evaluate and rate each firm during and/or
immediately following each interview. After all interviews are completed the
members should reassess their initial evaluation of each firm in comparison to

the other firms' evaluations. The committee shall rank the firms in order of
overall preference.
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FINAL SELECTION

The committee shall select the firm, which in accordance with the selection
criteria, is most qualified to perform the required design services. The selection
committee should provide a formal written recommendation of selection to the
grantee.

CONTRACT EXECUTION

The selected firm shall be notified of its selection. Those firms not selected shall
be so notified. The selected firm shall be requested to prepare and submit the
applicable contract along with the required certificates of insurance.

For architectural and engineering contracts, the contract form should be the
current edition of the appropriate American Institute of Architects (AIA) or
Engineers Joint Contract Document Committee (EJCDC) document. These
documents should be used in their entirety.

REVIEW OF CONTRACT

A copy of the fully executed contract and certificates of insurance shall be
submitted to the Department of Public Safety (DPS) DPS reserves the right to
review professional services contracts prior to finalization.

RECORDS MAINTENANCE

The grantee shall maintain all records of the selection proceedings in a safe and
secure manner. Such records shall be made available to the Department of
Public Safety upon request.

MODIFICATIONS OF THE SELECTION PROCESS

DPS approval is required for any modification or change to the selection process.

The Department of Public Safety does not review or approval municipal
bidding documents or contracts related to the Municipal Grant Program. It
is the responsibility of the Municipality in conjunction with its legal counsel
to ensure these documents are in compliance with all relevant local, state,
and federal laws and/or program requirements
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STATE OF CONNECTICUT

DEPARTMENT OF PUBLIC SAFETY
MuNICIPAL GRANT PROGRAM
PROFESSIONAL SERVICES SELECTION PROCESS

FOR SERVICES VALUED OVER $50,000

OVERVIEW

The following professional services selection guideline has been prepared to
ensure fairness and equal opportunity to all firms and to secure the highest
possible measure of professional service for a fair and reasonable fee.

DEVELOPMENT OF A SCOPE OF SERVICES
The Municipality is responsible for the preparation of a scope of services. DPS

reserves the right to review the scope of services prior to finalization. The scope
of services shall include the following:

e A general description of the intended project, which includes a description
of the intended site, type of project and number of units

e A list of unusual conditions and requirements
e Funding program requirements
e A general description of the professional services to be provided

e A general description of the deliverables to be produced by the
professional

e Any special expertise or unusual services that might be required

¢ A time schedule for the overall project, including the selection process to
retain a firm

DEVELOPMENT OF REQUEST FOR QUALIFICATION

The Municipality shall prepare a formal Request For Qualifications (RFQ) for the
proposed project, which shall prescribe the manner, conditions, and
requirements of the response submissions. The RFQ shall request respondents
to indicate their interest in the project and illustrate their relevant project
experience and overall capabilities to perform the required services. The RFQ
should include a minimum of the following:

e The scope of services

e The manner in which the firms qualifications shall be submitted which shall
include the firms brochure, and relevant resume(s)
e An hourly rate and expense schedule
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e Contact information for not less then three professional references

e A list of selection criteria (e.g. professional competence, experience on
similar projects, ability to perform the required service within the overall
time schedule)

e The location and address where the responses are to be submitted

e The time schedule for receipt of responses, date and time

DPS reserves the right to review the Request for Qualifications (RFQ) prior to
finalization.

ADVERTISEMENT PROCEDURE

a) The Grantee shall invite responses from interested firms by
advertisements inserted at least once in one or more newspapers
having a general circulation in the state. The advertisement shall be
placed in the legal notices section. The RFQ may be placed in the
major trade journals and distributed to professional societies and
provided directly to firms. The Grantee shall affirmatively seek small,
minority, and women owned businesses. Additionally, Towns and
Municipalities have the option of posting RFQ on State of Connecticut
DAS Procurement Contracting Portal System; If not currently

registered, may register at the following site:
http://www.das.state.ct.us/rfpdoc/SCPReqistrationForm.doc For more
information, visit DAS Procurement home page:

http://www.das.state.ct.us/busopp.asp

SELECTION COMMITTEE

The Grantee shall establish a selection committee to screen and evaluate RFQ
responses, select the qualification firms and request free proposals, interview
gualified firms, and make final selection. The committee should be assembled
prior to the release of the RFQ.

REVIEW OF RESPONSES AND SELECTION

The committee shall screen all responses received for compliance with the RFQ.
Responses that do not comply with the intent of the RFQ will not be considered
in the selection process.

The Committee shall establish evaluation criteria and forms for the purpose of
evaluating and ranking each respondent's qualifications. The evaluation forms
shall be finalized prior to the receipt of the proposals. Below are the suggested
evaluations criteria:

e Proposed scope of services
DPS MGP Personal Services Selection Process Rev 12/2008
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e Qualifications and experience of personnel to be assigned to the project
team
e Ability to provide the services within proposed project schedule time
constraints
e Firm's awareness of project's issues, opportunities, and constraints
e Project team's composition and experience on similar projects
e Quality and performance of past services
e Hourly fees and expense schedule
e References feed back record
The committee shall review the responses and rank the firms according to their
gualifications and criteria important to the project. The committee should develop

a “short list” of the top three to five firms, which, in their judgments, are deemed
to be most qualified to perform the required professional services.

Copies of the Statements of Qualification (SOQs) shall be provided to DPS at
DPS'’s request. DPS reserves the right to participate and/monitor the selection
committee deliberations, interview and selection process.

If fewer than five responses are received, then all qualified respondents could be
considered eligible for further consideration.

REQUEST FOR FEE PROPOSAL

The grantee shall notify the short listed firms of their selection and request each
firm to submit their fee proposal for complete services based on the scope of
services, as amended if necessary. The request shall stipulate the date and time
for receipt of the fee proposals. The request shall also indicate the terms and
conditions of the contract and the required time frame for providing professional
services. Those firms not selected to submit fee proposals shall be so notified.

REVIEW OF FEE PROPOSALS

The evaluation of each of the fee proposals by the selection committee and
grantee, shall consider the overall ranking of the firm and the fairness and
reasonableness of the proposed fee. In determining fair and reasonable
compensation to be paid, the committee shall consider:

e The scope of services,
e The professional competence of the professional firm,

e The technical merits of the proposal,
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e The ability of the firm to perform the required services within the time and
budgetary limits of the contract,

e The fee for which the services are to be rendered.

All proposals are to be considered confidential information until such time as the
final selection is made and the contract is formally executed. The selection
committee should select the most competitive fee proposals for final selection
following an interview.

If there is a significant disparity among the fee proposals the grantee shall
request each firm to substantiate their proposal during the interview, as
appropriate. If the review reveals that the overall scope of services has been
misinterpreted or lacks sufficient clarity, then the committee shall issue
appropriate clarification to each firm and request a resubmission of proposals.

INTERVIEW PROCESS

The grantee shall arrange an interview of the top firms. The firms should be
provided at least one-week advance notice of a date and time for their interview.
Those firms not selected shall be so notified.

Prior to the interviews the committee shall prepare an evaluation form with
predetermined selection criteria to allow interviewers to uniformly and
independently evaluate the firms. The evaluation form may include the following:

e Project team management plan.

e Experience of project team.

e Location and quality of office facilities.

e Project control measures to monitor schedule and budget.

e Availability of staff, based on firm services load.

e Project approach.

e Quality of services of similar projects.

e Awards and past grantee recommendations.

e Financial stability of firm.

e Overall team rating.

The interviewed firms shall be allotted the same amount of time for their
interview. The committee members evaluate and rate each firm during and/or
immediately following each interview. After all interviews are completed the
members should reassess their initial evaluation of each firm in comparison to

the other firms' evaluations. The committee shall rank the firms in order of
overall preference.
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FINAL SELECTION

The committee shall select the firm, which in accordance with the selection
criteria, is most qualified to perform the required design services. The selection
committee should provide a formal written recommendation of selection to the
grantee.

CONTRACT EXECUTION

The selected firm shall be notified of its selection. Those firms not selected shall
be so notified. The selected firm shall be requested to prepare and submit the
applicable contract along with the required certificates of insurance.

For architectural and engineering contracts, the contract form should be the
current edition of the appropriate American Institute of Architects (AIA) or
Engineers Joint Contract Document Committee (EJCDC) document. These
documents should be used in their entirety.

REVIEW OF CONTRACT

A copy of the fully executed contract and certificates of insurance shall be
submitted to the Department of Public Safety (DPS) DPS reserves the right to
review professional services contracts prior to finalization.

RECORDS MAINTENANCE

The grantee shall maintain all records of the selection proceedings in a safe and
secure manner. Such records shall be made available to the Department of
Public Safety upon request.

MODIFICATIONS OF THE SELECTION PROCESS

DPS approval is required for any modification or change to the selection process.

The Department of Public Safety does not review or approval municipal
bidding documents or contracts related to the Municipal Grant Program. It
is the responsibility of the Municipality in conjunction with its legal counsel
to ensure these documents are in compliance with all relevant local, state,
and federal laws and/or program requirements

DPS MGP Personal Services Selection Process Rev 12/2008
Valued Over $ 50,000
5





		Modifications of the Selection Process




STATE OF CONNECTICUT

DEPARTMENT OF PUBLIC SAFETY

MUNICIPAL GRANT PROGRAM
PROFESSIONAL SERVICES SELECTION PROCESS
FOR SERVICES VALUED UNDER $50,000

OVERVIEW

The following professional services selection guideline has been prepared to
ensure fairness and equal opportunity to all firms and to secure the highest
possible measure of professional service for a fair and reasonable fee.

DEVELOPMENT OF A SCOPE OF SERVICES

The Municipality is responsible for the preparation of a scope of services. DPS
reserves the right to review the scope of services prior to finalization. The scope
of services should include the following:

e A general description of the intended project, including a description of the
intended site, type of project, and proposed improvements.

e A list of unusual conditions and requirements.
e A general description of the professional services to be provided.
e Any special expertise or unusual services that might be required.

e A time schedule for the overall project, including the selection process to
retain a firm.

DEVELOPMENT OF REQUEST FOR PROPOSAL

The Municipality shall prepare a formal Request For Proposals (RFP) for the
proposed project, which shall prescribe the manner, conditions, and
requirements of the response submissions. This shall request respondents to
indicate their interest in the project and illustrate their relevant project experience
and overall capabilities to perform the required services. The RFP should
include the following:

e The scope of services.

e An hourly rate and expense schedule.
e Fee proposal.

e Proposed project schedule.

e Team structure and resumes of team members.
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e A list of selection criteria (e.g. professional credentials, competence,
experience on similar projects, ability to perform the required service within
the overall time schedule).

e The location and address where the responses are to be submitted.

e The time schedule for receipt of responses, date and time.
DPS reserves the right to review the RFP prior to finalization.

ADVERTISEMENT PROCEDURE

a) The Municipality should solicit responses from interested firms by
newspaper legal notice advertisements or direct solicitation via letter,
fax or email. Trade publications may also be used to advertise the
RFP. A minimum of three responses should be received. Otherwise,
justification should be provided. DPS reserves the right to request and
inspect this documentation.  Additionally, Towns and Municipalities
have the option of posting bids on State of Connecticut DAS
Procurement Contracting Portal System; If not currently registered,

may register at the following site:
http://www.das.state.ct.us/rfpdoc/SCPReqistrationForm.doc For more
information, visit DAS Procurement home page:

http://www.das.state.ct.us/busopp.asp

SELECTION COMMITTEE

The developer/client/municipality shall establish a selection committee, prior to
the circulation of the RFP, to evaluate RFP responses, and make a final
selection.

REVIEW OF RESPONSES AND SELECTION

The committee shall screen all responses received for compliance with the RFP.
Responses that do not comply with the intent of the RFP should not be
considered in the selection process.

Prior to the receipt of the proposals, the Committee shall establish evaluation
criteria and forms for the purpose of evaluating and ranking each respondent's
qualifications. Below are the minimum recommended evaluation factors:

e Qualifications and experience of the firm and personnel to be assigned to the
project team.
e Ability to perform within time constraints.
e Firm's awareness of project issues, opportunities, and constraints.
e Project team's experience on similar projects.
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e Quality and performance of past services.
e Hourly fees and expense schedule.

e Appropriate professional credentials (e.g., required CT licenses)

The committee shall review the responses and rank the firms according to their
gualifications and criteria important to the project. The committee can either:

1. “short list” the top firms for interviews, or
2. select the firm deemed to be most qualified.

Copies of the RFP responses shall be provided to DPS at the agency’s request.
DPS reserves the right to participate and/monitor the selection committee
deliberations, interview and selection process.

REVIEW OF FEE PROPOSALS

The evaluation of each of the fee proposals by the selection committee shall
consider the overall ranking of the firm and the fairness and reasonableness of
the proposed fee. In determining fair and reasonable compensation to be paid,
the committee shall consider the scope of services, the professional competence
of the firm, the technical merits of the proposal and the ability of the firm to
perform the required services within the time and budgetary limits of the contract.
All proposals are to be considered confidential information until such time as the
final selection is made and the contract is formally executed. The selection
committee should select the most competitive fee proposal for final selection
following an interview.

If there is a significant disparity among the fee proposals, the
developer/client/municipality should request each firm to substantiate their
proposal during the selection process, as appropriate. If the review reveals that
the overall scope of services has been misinterpreted or lacks sufficient clarity,
then the committee shall issue appropriate clarification to each firm and request a
resubmission of proposals.

INTERVIEW PROCESS

If the committee chooses to interview the top firms, the firms should be provided
at least one week advance notice of the date and time for their interview. Those
firms not selected should be so notified.

Prior to the interviews, the committee shall prepare an evaluation form with
predetermined selection criteria to allow interviewers to uniformly and
independently evaluate the firms. The evaluation form shall reflect the
requirements outlined in the scope of services and the RFP.

The interviewed firms shall be allotted the same amount of time for each
interview. The committee members should evaluate and rate each firm during
and/or immediately following each interview. After all interviews are completed
the members should reassess their initial evaluation of each firm in comparison
to the other firms' evaluations. The committee shall then rank the firms in order
of overall preference.
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FINAL SELECTION

The committee shall select the firm that, in accordance with the selection criteria,
is most qualified to perform the required services.

CONTRACT EXECUTION

The selected firm shall be notified of its selection. Those firms not selected shall
be so notified. The selected firm shall be requested to prepare and submit the
applicable American Institute of Architects (AIA) or Engineers Joint Contract
Document Committee (EJCDC) contract, or other contract form acceptable to
DPS, along with the required certificates of insurance.

The contract form shall be the current edition of the appropriate AIA or EJCDC
document. These documents should be used in their entirety. Any proposed
changes to the contract form should be coordinated with DPS.

REVIEW OF CONTRACT

A copy of the fully executed contract and certificates of insurance shall be
submitted to the DPS. DPS reserves the right to review professional services
contracts prior to execution.

Records Maintenance

The Municipality shall maintain all records of the selection proceedings in accord
with the applicable records retention policies. Such records shall be made
available to the DPS upon request.

MODIFICATION OF THE SELECTION PROCESS

DPS approval is required for any modification or change to the selection process.

The Department of Public Safety does not review or approval municipal
bidding documents or contracts related to the Municipal Grant Program. It
is the responsibility of the Municipality in conjunction with its legal counsel
to ensure these documents are in compliance with all relevant local, state,
and federal laws and/or program requirements
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