TOWN OF CULPEPER REQUEST FOR PROPOSALS FOR
GOODS, SERVICES, CONSTRUCTION OR INSURANCE

TITLE: CONSULTING SERVICES FOR UPDATING THE TOWN’S HISTORIC DISTRICT
GUIDELINES

NUMBER: PL-25-81011

DUE DATE AND TIME FOR SUBMISSION: NOVEMBER 3. 2025 at 2:00 PM local time

BONDS
(Check mark indicates bond is required)

____Bid Bond (5% of bid)
____ Performance Bond (full amount of contract price)
____ Payment Bond (full amount of contract price)

ADDRESS FOR SUBMISSION: Denpartment of Planning and Community Development
400 S Main St., Ste 301
Culpeper. VA 22701

CONTACT INFORMATION FOR QUESTIONS OR COMMENTS ON THIS REQUEST FOR

PROPOSAL:
Lisa Wortman
Iwortman(@culpeperva.gov

THE FOLLOWING PERSONS ARE DESIGNATED BY THE TOWN MANAGER TO HAVE
AUTHORITY TO BIND THE TOWN WITH REGARD TO THIS REQUEST FOR
PROPOSAL:

Andrew Hopewell. Director of Planning
and Community Development

Authorized by Town Manager: %\7

Christopher D. Hiv,

Date: jéo/ zozf

Rev. 04-12-2017



TABLE OF CONTENTS

I) SUBMISSION OF PROPOSAL .......ooiiii ettt et 3
A)  Scope and Specifications of Procurement......................cccoeviiiiniiiiniiiinieeeeee 3
B) Insurance CheckliSt .............coooiiiiiiiiiiii e 9
C)  TyYPE OF CONTIACE .......c.oeiiiiiiiiieeieeee ettt et e e e e et esareesnbaeesbeeesnneeees 11
D) Questions and Comments Regarding Terms of the Request for Proposal and
Modification of Terms ..........ccccooiiiiiiiiiiii e 11
E) Method for Submitting Proposal..................cooiiiiiiie 11
F)  Offeror Information Form and Certifications ............................ccocoiiiiiiiiiiinn, 12
G) Compliance with DIrections .............c.cccooiiiiiiiiiiiiiiic e 13
IT) EVALUATION OF PROPOSAL ......cooiiiiiiieee ettt 13
A) Net Prices and Delivery Terms; Tax Exemption and Responsibility.................... 13
B) Required Elements of Proposal Package...................c.coooiiiiinniiiiniieeeeeeeen 14
C) Proposal Evaluation Framework..............c...coccooiiiiiiiiiiccccece e 15
D) Determining if Offeror is Responsible .................cccoooiiiiiiiiiiiiieeeen 16
E) Exceptions to Terms of the Request for Proposal...................ccococoiiiiniiinninnn. 16
F)  Proposal Acceptance Period...............c.coooviieiiiiiiiiiiiiieceeeeceeee e 16
IIT) METHOD OF AWARD OF CONTRACT ..ottt 17
A)  Negotiation and AWard................oooiiiiiiiiiiiieeeeeee e 17
B) Awardin Whole orin Part..............coooiiie e 17
C)  Multiple AWArdS............cooiiiiiiiiieiieeeeeee et et e are e stee e sbeeesnee e 17
IV) FORM OF CONTRACT AND RELATED DOCUMENTS.........cccoiiiiiiiieeeeeee, 17
A)  Use of Town Standard Form Contract ....................cccooiiiiiiiiiiiiiieeecee e, 17
B) Use of AIA and Similar FOrms .............cooooiiiiiiiiiiecceeee e 17
C) Differing Terms in Contractor-Supplied Forms...................ccocciiiiiiniiinniiiine. 18
V) MISCELLANEQUS ...ttt ettt ettt ettt e st eneeas 18
A)  AUthority Of AGENts.........cooooiiiiiiiiiiiie e s 18
B) Cooperative Procurement ...............occcuiiiiiiiiiiiiiiiiiiee et eeieee e eaaee e 19
C) Examination of DOCUMENLS ................c.oooiiiiiiiiiiiiiiccee e 19
D) DefINItIONS.. ... e e e e e et aaaaeeas 19
E) Nondiscrimination; Participation of Small, Women-Owned and Minority-Owned
BUSINESS ...ttt st ettt 21
PROPOSAL EVALUATION FRAMEWORK ...........cociiiiiiiiiiieeeeceeeeeeeeee 22
OFFEROR INFORMATION FORM ......ooooiiiiiiiiiiiiii ettt 23
ACKNOWLEDGMENT OF RECEIPT OF ADDENDA ........cccoooiiiiiiiiiieeecnceeceeeen 25



I) SUBMISSION OF PROPOSAL
A) Scope and Specifications of Procurement

The Town is soliciting procurement of proposals from qualified and properly licensed
architectural firms specializing in historic preservation planning, architectural history,
and/or cultural resources management to develop a detailed, cohesive set of design
guidelines for residential and commercial buildings in the Town’s historic district
consistent with the Secretary of the Interior’s Standards for the Treatment of Historic
Properties. The specifications for this Request for Proposal are as follows:

___Goods X _Services Insurance Construction
General description of the subject of Procurement:

i.  Purpose: The Guidelines shall be intended to serve as an important planning tool for
property owners, business, and the Architectural Review Board (ARB). The Handbook
was last updated in 2018 and is already outdated and lacking in many areas. The new
Guidelines will be more graphics based than the existing, almost solely text-based
Handbook to provide accessibility for citizens and property owners in the district. The
document will mostly be a digital document, easily available to interested parties on the
Town website. There is also a desire for Spanish language version of the guidelines.

ii.  Background: The Town of Culpeper is a community of about 20,062 residents. It
features a Historic District of about 50 acres comprised of commercial industrial and
residential properties. In 1987, the approximately 37-acre Town of Culpeper National
Register Historic District was established largely within the limits of the existing local
District. That same year, the Town of Culpeper was accepted as a Certified Local
Government (CLG) by the National Park Service (NPS) and Virginia Department of
Historic Resources (DHR). The present-day preservation authority, the Architectural
Review Board, is responsible for hearing and making determinations on requests for
Certificates of Finding of Architectural Compatibility through application of Culpeper
Town Code, the Culpeper Historic District Handbook, and the Secretary of the Interior’s
Standards for Rehabilitation. As a CLG, The Town of Culpeper has received grant
funding from DHR to help develop new Historic District Guidelines.

iii.  Goals: The main goals of the project will be to fully update the Historic District
Handbook with guidelines that meet the Secretary’s standards, that are tied to specific
resources and styles found in the Culpeper Historic District, and that are understandable
to the public and enforceable by the Architectural Review Board. The current Historic
District Handbook contains several deficiencies. The Handbook is intended to serve as
one of the main basis for decisions made by the ARB. With outdated practices and
unclear guidance, the current handbook poses a threat to preservation efforts. Below are
areas of emphasis that the new Guidelines will be created to enhance.

a. Clarity: The existing Handbook does not provide clarity and specificity in the
guidance it provides. It contains primarily a list of broad statements that are



generally repeated for each material or project type. Examples and written
criteria for the evaluation of features is absent. More information could be added
to assist the Board in deciding, for example, if a feature is in need of replacing or
if repair of the feature can be achieved. These could also include information
regarding the evaluation of an economic hardship claim and a list desired
materials that need to be provided for different project types with the application
for a Certificate of Finding. Coherent standards, when appropriately applied
would make decisions more sound and defensible.

b. New Development: The Town of Culpeper’s population has more than doubled
since the year 2000. As more of the limited greenfield sites on the perimeter of
Town are developed, we expect the center of Town, which includes the Historic
District, to experience more development. This is concerning because the current
Handbook’s reference to new development is limited to three short paragraphs
that are vague and provide very little guidance for evaluation. This is also
frustrating for developers and property owners as they are unsure what the Board
would like to see without any written direction. This can threaten the
compatibility of the district if there are no clear standards and expectations that
the Board can apply when review new development.

c. Visual Examples: the current Handbook is largely text based with few imagines.
Most of the pictures that are in the Handbook do not contain labels or captions
explaining the context of the image. The new Guidelines should contain pictures
for most if not all projects and include good and bad examples that evaluate the
pro and cons of each.

d. Period of Interest: the current Handbook defines the period of interest for the
District as the early 1800s to the 1930s. As buildings on the periphery of the
District age, their architecture and history become increasingly important.
Several excellent examples of mid-century modern architecture are present on the
edge of the district. These structures could someday be included in the district.

e. New Technologies: The new guidelines should include best practices for new
technologies such as solar panels. This is lacking in the current Handbook.

f. Signage Guidelines: Although Town code only gives the ARB limited authority
to regulate signs, the ARB has expressed interest in the inclusion of sign
guidelines to help property and business owners select signage styles that would
enhance the district.

iv.  Scope of Work: The project scope of services includes but is not limited to the
following:

a. [Existing Conditions:

i. Review of background materials (i.e. district surveys, etc.)
ii. Review of current guidelines
iii. Conduct meeting with ARB
iv. Develop outline
v. Historic District Tour
b. Public Outreach
i. Develop and conduct a method for receiving public input and



involvement from property owners and businesses within the district.

c. Draft Guidelines

i. Develop draft guidelines based on feedback and district needs.

ii. Present draft to ARB and incorporate feedback
iii. Present to Town Council for adoption

d. Points of Emphasis: The consultant shall prepare guidelines that:

i. Are based on the Secretary of the Interior’s Standards for Rehabilitation;

ii. Are user friendly and graphics based. The guidelines should utilize local
examples;
iii. Are applicable to both commercial and residential properties;
iv. Address new and infill development within the Historic District;
v. Address new technologies and alternative materials;
vi. Provides guidance on signage for businesses within the Historic District;
vii. Reflect the Town’s unique character and are designed to protect its
historical resources.
v.  Proposed Schedule: Below is a draft schedule that can be adjusted based on an
agreement with the consultant and Town Staff.

a. November 3 Proposals due

b. November 10-13 Interviews with prospective consultants

c. November 14 Consultant selection

d. November 2025 to January 2026 ARB work session, review of current
guidelines, District tour, public outreach

e. February 2026 to April 2026 Document citizen and ARB feedback, draft
guidelines based on feedback and district needs

f. May 2026 ARB and public review, adjust as needed

g. June 2026 ARB final review and recommendation

h. July 2026 Town Council consideration

vi.  Qualifications: The consultant must meet professional qualifications in at least one of
the categories used by the National Park Service and have been previously published in
the Code of Federal Regulations, 36 CFR Part 61 as follows:

a. History: The minimum professional qualifications in history are a graduate
degree in history or closely related field; or a bachelor’s degree in history or
closely related field plus one of the following:

i. Atleast two years of full-time experience in research, writing, teaching,
interpretation, or agency, museum, or other professional institution; or

ii. Substantial contribution through research and publication to the body of
scholarly knowledge in the field of history.

b. Archeology: The minimum professional qualifications in archeology are a
graduate degree in archeology, anthropology, or closely related field plus:

i. At least one year of full-time professional experience or equivalent
specialized training in archeological research, administration or
management; and

ii. At least four months of supervised field and analytic experience in
general North American archeology, and



Vii.

iii. Demonstrated ability to carry research to completion.

c. In addition to these minimum qualifications, a professional in prehistoric
archeology shall have at least one year or full-time professional experience at a
supervisory level in the study of archeological resources of the prehistoric period.
A professional in historic archeology shall have at least one year of full-time
professional experience at a supervisory level in the study of archeological
resources of the historic period.

d. Architectural History: The minimum professional qualifications in architectural
history are a graduate degree in architectural history, art history, historic
preservation, or closely related field, with coursework in American architectural
history, or a bachelor’s degree in architectural history, art history, historic
preservation or closely related field plus one of the following:

i. At least two years of full-time experience in research, writing, or
teaching in American architectural history or restoration architecture
with an academic institution, historical organization or agency, museum,
or other professional institution; or

ii. Substantial contribution through research and publication to the body of
scholarly knowledge in the field of American architectural history.

e. Architecture: The minimum professional qualifications in architecture are a
professional degree in architecture plus;

i. At least two years of full-time experience in architecture; or

ii. A state license to practice architecture.

f.  Historic Architecture: The minimum professional qualifications in historic
architecture are a professional degree in architecture or a state license to practice
architecture, plus one of the following:

i. At least one year of graduate study in architectural preservation,
American architectural history, preservation planning, or closely related
field; or

ii. At least one year of full-time professional experience on historic
preservation projects. Such graduate study or experience shall include
detailed investigations of historic structures, preparation of historic
structures research reports, and preparation of plans and specifications
for preservation projects.

Deliverables: The final guideline document is intended to be an online document and
should be provided in PDF format. 10 printed copies will be provided by the consultant.
A summary of the public outreach must be included. All publications will include the
following note:

This publication has been financed in part with Federal funds from the National
Park Service, U.S. Department of the Interior. However, the contents and
opinions do not necessarily reflect the view or policies of the U.S. Department of
the Interior. This program receives Federal financial assistance for identification
and protection of historic properties. Under Title VI of the Civil Rights Act of
1964, Section 504 of Rehabilitation Act of 1973, and the Age Discrimination Act



viii.

of 1975, as amended, the U.S. Department of the Interior prohibits discrimination
on the basis of race, color, national origin, disability or age in its federally
assisted programs. If you believe you have been discriminated against in any
program, activity, or facility as described above, or if you desire further
information, please write to: Olffice of Equal Opportunity, National Park Service,
1849 C Street, NW, Washington D.C. 20240.

If possible, proposals should include an option for translation of the final product
into Spanish.

Federal funds are being used for this purchase. As a result, the Town’s Federal
Funds Conflict of Interest Policy and Federal Money Procurement Policy is
hereby incorporated into this solicitation.

Specific Proposal Requirements: Proposals should be as thorough and detailed as
necessary to allow the Town of Culpeper to properly evaluate the offeror’s capabilities to
provide the required services. Offerors are required to submit the following items in the
format provided as a complete proposal. The Town reserves the right to request
clarification submitted and to request additional information if deemed necessary.

a. Cover Letter — The offeror will complete and submit the Offeror Information
Form with a brief cover letter

b. Background and Project Summary Section — This section should describe your
understanding of the work to be performed and the objectives to be
accomplished. Refer to the “Scope of Work” and “Goals” Section.

c. Methodology Section — Provide a detailed description of the approach to be used
to accomplish the “Scope of Work” and “Goals” of this RFP. The Methodology
Section should include the following:

i. An implementation plan that describes in detail (a) the methods,
including controls by which your firm manages projects of the type
sought by this RFP; and (b) an outline of anticipated interaction with the
Town and the public for completing the consultant tasks.

ii. Detailed description of efforts your firm will undertake to achieve client
satisfaction and to satisfy the requirements of the “Scope of Work” and
“Goals” section.

iii. Detailed description of specific tasks you will require from Town staff.
Explain what the respective roles of Town staff and your staff would be
to complete the tasks specified herein.

iv. Provide a list and description of expected deliverables, tools, or other
items that you will use to provide services and outcomes of your
approach.

d. Staffing Section — Provide a list of principal individuals who will likely be
working on this project and indicate the level/title of each member, and the
function that each will perform. Also, include the percentage of the consultant’s
time to be allocated to the project. Include a resume for each designated
individual, to include licenses, certifications, etc. The resumes shall include



three references from previous assignments.
Qualifications

i. The information requested in this section should describe the
qualifications of the Offeror performing projects that are similar in size
and scope to that requested in the RFP and experience creating historic
design guidelines.

ii. Provide at least three (3) references that received similar services from
your organization in developing a similar Design Guideline. The Town
reserves the right to contact any of the organizations or individuals listed.
Information shall include:

1. Name and location of similar projects
2. Client project manager name, emails and telephone number
overseeing the Design Guideline effort
3. Samples (preferably via PDF files) of work products for similar
studies from the past three years.
iii. Fee Proposal — Provide a fee schedule to and an anticipated cost of each
task identified in the “Scope of Work™ or for tasks that are recommended
as part of this planning effort.

ix. Method of Submission

a.

Proposals will not be accepted both electronically and on paper. Each Offeror
must choose only one method of submission to avoid any confusion or
duplication of entries. The latest dated and time stamped proposal will be the
only proposal accepted and evaluated. No proposal may be considered if
received after the time shown on the title page. The allowable methods for
submitting are electronic and paper submission.

Paper Submission — Proposals must be written in ink or typewritten. Unsigned
proposals will not be accepted. Envelopes must be sealed and marked in the
lower left-hand corner RFP PL-25-81011 Consulting Services for Updating the
Town’s Historic District Guidelines and submitted to the office indicated on the
title page.

Electronic Submission — Offerors who choose to submit their proposals
electronically must ensure they are registered on eVA at www.eva.virginia.gov.
Solicitations can be found under the Business Opportunities Tab > Virginia
Business Opportunities (VBO). Search RFP PL-25-81011. When addenda are
issued, supplier that have submitted an electronic response will have to
RESUBMIT their response to the latest version of the solicitation.

x.  Evaluation Criteria: Proposals will be evaluated by an evaluation committee. The
committee may interview selected firms following the initial evaluation of the submitted
proposals.

Evaluation Criteria Point Value




B)

Demonstrated Capacity (Past performance of firm on similar | 30
projects, ability to stay within budget and meet agreed
timeline)

Qualifications (experience and qualifications of personnel 30
performing the services; Compliance with the National Parks
Service Professional Qualifications Standards)

Project Approach (quality of the response to the proposed 30
work program and understanding of the project objectives)

Communications (Completeness of response and the quality, | 10
appearance and applicability of submitted work examples)

Delivery schedule:

Procurement by the Town is governed by the Town of Culpeper Purchasing and
Procurement Policy Manual, as amended, and the Virginia Public Procurement Act,
Sections 2.2-4300 et seq. of the Code of Virginia, as amended. All Offerors are referred
to the specific provisions of that Manual and law for guidance in dealing with Request for
Proposals. If an inconsistency exists between the specifications of this Request for
Proposal, the general provisions, Contract, or other included document, or the Purchasing
and Procurement Policy Manual and Virginia Public Procurement Act, the inconsistency
shall be resolved by giving precedence to the following documents in the following

order:

1) Virginia Public Procurement Act, as amended,

2) Town of Culpeper Purchasing and Procurement Policy Manual, as amended,
3) The specifications of this Request for Proposal (this section 1),

4) The Contract,

5) The general provisions of this Request for Proposal (Sections I — V).

Insurance Checklist

The minimum limits of the Contractor's liability coverage shall be as provided in this
section. Insurance may be obtained from a single insurance company and policy or from
multiple companies and policies. With all types of required insurance except Worker’s
Compensation, the Contractor must add the Town as an additional insured. Proof of
insurance and certificates showing the Town as an additional insured are not required at
the Request for Proposal stage but are a condition precedent to the award of a Contract.



1)

2)

Worker's Compensation

X REQUIRED NOT REQUIRED

@) SEALC...eoutiriieieet ettt Statutory
b) Applicable Federal...........ccooovieiieiiiiiiiiicieeeeeeeeee, Statutory
c) Employer's Liability........cccocorivirieieieieiese e $100,000.
d) Benefits Required by Union Labor Contractors .................... As Applicable

Comprehensive General Liability (including Contractor's Protective: Products and
Completed Operations; Broad Form Property Damage):

_ X REQUIRED  NOT REQUIRED

a) Bodily Injury:

$1,000,000........ccccoiiieiiiiiieeieeeieeeeen Each Occurrence
$2,000,000........c.cccmiiecrierieieieie e Aggregate, Products & Complete Operations
b) Property Damage:

$ 1,000,000........cccmiiieiiiiniiiiiieeeiieeeieens Each Occurrence

$ 2,000,000.........cccmrmrririeirieiiieeeeeieeieas Aggregate

¢) Products and Completed Operations Insurance shall be maintained for a minimum
period of one (1) year after final payment, and the Contractor shall continue to
provide evidence of such coverage to the Owner on an annual basis.

d) Contractual Liability (Hold Harmless Coverage):
1) Bodily Injury:
$1,000,000........ccccoeiieiiiiiieeeieeeeeenns Each Occurrence
$2,000,000.......c.cccemiecrierieieiieieeenn, Aggregate, Products & Complete Operations
i1) Property Damage:
$ 1,000,000........ccccumiieiiiiiiieiiieeeieeans Each Occurrence

$ 2,000,000.........ccccirrerrirerreieieiennns Aggregate
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e) Personal Injury, with Employment Exclusion deleted:

$2,000,000.......ccccccieieeieieniereeienens Aggregate

3) Comprehensive Automobile Liability (Owned, Non-Owned, Hired)
_X REQUIRED  NOT REQUIRED
a) Bodily Injury:
$1,000,000........ccccoiiieiieiiieeieeeeieeeee Each Occurrence
$2,000,000........c.cccmiieirierieieieeie e Aggregate, Products & Complete Operations
b) Property Damage:
$ 1,000,000........ccccmiiieiiiiniiiiiieeeeeeeieens Each Occurrence

$ 2,000,000.........cccmmreirieirieirieeeeiee e Aggregate

C) Type of Contract

The Town is anticipating the award of a contract on a basis. (If the blank is
not filled in, the Town anticipates awarding a contract on a firm fixed price basis.)

D) Questions and Comments Regarding Terms of the Request for Proposal and
Modification of Terms

An Offeror may submit questions and comments regarding this Request for Proposal only
to the Town Manager’s Designee(s) for this Request for Proposal. To receive an answer,
all questions must be submitted no later than five (5) business (working) days before the
due date. The Town may also issue clarifications or modifications of the terms of the
Request for Proposal even if no Offeror requests it.

Any revisions to the terms of the Request for Proposal will be made only by written
addendum issued by the Town Manager’s Designee, no later than three (3) days before
the date set for submission of proposals. The Offeror will not rely on any information
provided orally, or by anyone other than the Town Manager’s Designee.

E) Method for Submitting Proposal

11



F)

Proposals shall be submitted at the specified location by the deadline. The responsible
Town employee shall receive the proposals, open them, and announce the names of the
Offerors who submitted Proposals. The contents of the proposals will not be made public
except as provided in the provision on examination of documents, 0.

Offeror Information Form and Certifications

1) Offeror Information Form: The Offeror must complete and file responses to
questions posed in the attached Offeror Information Form and demonstrate to the
satisfaction of the Town that it has the capability to perform the Contract.

2)

Certifications: The Offeror shall certify, through execution of the Certification
portion of the Offeror Information Form, that the following statements are true and
not misleading:

a)

b)

d)

That its Proposal is made without any kickbacks or inducements or any prior
understanding, agreement, or connection with any corporation, firm, or person
submitting a Proposal for the same Goods, Services, Insurance or Construction,
and is in all respects fair and without collusion or fraud;

That it is not currently debarred by the Commonwealth of Virginia or the Town
from submitting Proposals on contracts for the Goods, Services, Construction or
Insurance that is the subject of this Request for Proposal, nor is the Offeror an
agent of any person or entity that is currently so debarred.

That it has not offered or conferred on any public employee having official
responsibility for this procurement transaction any payment, loan, subscription,
advance, deposit of money, services or anything of more than Nominal Value or
minimal value, present or promised, unless consideration of substantially equal or
greater value was exchanged.

That to the best of its knowledge no Town official or employee having official
responsibility for this Request for Proposal or member of his or her immediate
family has received or will receive any financial benefit of more than Nominal
Value or minimal value relating to the award of this contract. If such a benefit
has been received or will be received, this fact shall be disclosed with the
Proposal or as soon thereafter as it appears that such a benefit will be received.
Failure to disclose the information required above may result in suspension or
debarment of the Offeror, rescission of the Contract, or reduction in payment
under the terms of the Contract of the value of such benefit.

That it has submitted a single Proposal. For purposes of this provision, the term
“Offeror” includes all departments and divisions of a Business and all its
Affiliates.
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f) That it is satisfied, from its own investigation of the conditions to be met, that it
fully understands its obligations if the Town awards it a Contract, and that it will
not have any claim or right to cancellation or relief from the Contract because of
any misunderstanding or lack of information.

3) Duty to supplement: If the Offeror becomes aware of any information which makes

any part of the Offeror Information Form or Certifications no longer accurate or
complete or reveals that any part of my previously submitted information is
misleading, the Offeror will immediately bring that information to the attention of the
Town Manager’s Designee.

G) Compliance with Directions

The Offeror shall comply with all procedural instructions that may be issued by the
Town.

IT) EVALUATION OF PROPOSAL

A) Net Prices and Delivery Terms; Tax Exemption and Responsibility

1)

2)

3)

4)

Net prices: Prices for Goods, unless otherwise specified, must be net, F.O.B. and
include all charges that may be imposed in fulfilling the terms of the Contract
including all applicable fees, with transportation and handling charges fully prepaid
by the Contractor to destination in the Town of Culpeper, Virginia, unless otherwise
specified in this Request for Proposal, and subject only to any discount for prompt
payment that may be provided by Offeror. Extra charges not made a part of the
Proposal price will not be allowed.

Default delivery schedule: Unless otherwise specified in the Specifications, delivery
is to be made between the hours of 8:00 a.m. and 4:00 p.m., Monday through Friday
except on Town holidays and days when inclement weather shuts the normal
operations of the Town government. Delivery and invoicing must be received within
30 working days of receipt of purchase order.

Prices to remain firm: If a Contract is awarded, the prices offered by the successful
Offeror shall remain firm for the period of the Contract unless expressly provided
otherwise.

Tax exemption: The Town is exempt from state and federal taxes. The Town will
not pay any tax charges assessed on Goods, Services, Construction or Insurance
provided by the Offeror. The Town will not indemnify the Offeror against any tax
charges. Any tax assessed against the Offeror as a result of the contract resulting
from this Request for Proposal is the responsibility of the Contractor. However,
when under established trade practice any Federal excise tax is included in the list
price, the Offeror may quote the list price and shall show separately the amount of

13



Federal tax, either as a flat sum or as a percentage of the list price, which shall be
deducted by the Town.

B) Required Elements of Proposal Package

To be considered, the Offeror must submit by the Due Date and time a completed
Proposal, the Offeror Information Form with Acknowledgement of Receipt of Addenda
Form, and any other documents, samples, or information required by the terms of the
Request for Proposal. Incomplete Proposals will be rejected as non-responsive unless the
omitted material constitutes an Informality. Any Offeror which submits a Proposal
agrees that such Proposal becomes the property of the Town and all costs incurred for its
preparation are the responsibility of the Offeror.

1)

2)

3)

4)

Completed Request for Proposal forms:

Proposals shall simply and succinctly state the information needed to evaluate them
under the Proposal Evaluation Framework provided by this Request for Proposal.
The Offeror may submit additional information and the Using Department may
request additional information.

Required permits, bonds and licenses:

By submitting a Proposal, Offeror represents that it has or can acquire all necessary
federal, state and local permits and all necessary licenses, including licenses to use
intellectual or real property, as of the date of performance.

a) If this Solicitation is for Construction with a total cost of $100,000 or more or if
the blank for bid bond is checked on the cover sheet of this Solicitation, the
Vendor must provide a bid bond with its bid. If this Solicitation is for
Construction with a total cost of $100,000 or more or if the blank(s) for
performance and payment bonds are checked on the cover sheet of this
Solicitation, the Vendor represents that it is able to obtain the required bond(s)
before it begins performance under the Contract. If a Vendor fails to obtain a
required performance or payment bond, the Town will reject the Vendor’s bid
and, if a Contract is awarded to the next-lowest Responsive and Responsible
Bidder, the Town will call the bid bond of the Vendor who was unable to obtain
the performance or payment bond. Bonding requirements are not waivable except
by canceling the Solicitation and issuing a new one without the bond requirement.

Acknowledgment of receipt of all addenda:

The Vendor will complete and execute the Acknowledgment of Receipt of addenda
form.

Descriptive literature and specifications:

14



a)

b)

Except where the Offeror intends to provide the Brand Names identified in the
Request for Proposal or follow blueprints or similarly detailed specifications, the
Offeror shall clearly and specifically identify the Goods, Services, insurance or
Construction being offered and shall enclose complete and detailed descriptive
literature and specifications with the Proposal to enable the Town to determine if
the Proposal meets the requirements of the Request for Proposal. The Offeror is
responsible for clearly and specifically indicating the Goods, Services, insurance
or Construction being offered and for providing sufficient descriptive literature,
samples, catalog cuts and/or technical detail to enable the Town to determine if
the Proposal meets the requirements of the Request for Proposal. Only the
information furnished with the Proposal will be considered in the evaluation.
Failure to furnish adequate data for evaluation purposes may result in declaring an
Proposal non-responsive.

Unless the Offeror clearly indicates in its Proposal that the product offered is an
“equal” product, its Proposal will be considered to offer the brand name product
referenced in the Request for Proposal.

Unless otherwise expressly provided in the specifications, the name of a certain
brand, make or manufacturer shall not restrict Offerors to the specific brand, make
or manufacturer named but conveys the general style, type, character, and quality
of the article desired. The Town Manager’s Designee for this Request for
Proposal shall determine equivalency, considering quality, workmanship,
economy of operation, and suitability for the purpose intended, including
compatibility with existing equipment or facilities and the need for any
specialized training, peripherals, supplies, and infrastructure.

C) Proposal Evaluation Framework

1) Evaluation committee: The Town Manager will appoint a committee to evaluate
each Offeror’s Proposal on the basis of the evaluation framework provided in the
specifications. Each member of the committee will evaluate each Proposal. Those
evaluations will then be averaged and the averages referred to the committee for
review.

a)

b)

For Professional Services, the committee will select for individual discussions
two or more Vendors that the committee deems are fully qualified, responsible
and suitable on the basis of the averaged committee evaluations. (However, if the
committee determines in writing that only one Vendor is fully qualified, or that
one Vendor is clearly more highly qualified and suitable than the others under
consideration, a Contract may be negotiated and awarded to that Vendor.)

For Goods, Insurance or Non-Professional Services, the committee will select two
or more Vendors that the committee deems are fully qualified and best suited
among those submitting proposals, on the basis of the factors involved in this
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D)

E)

F)

Solicitation. (However, if the committee determines in writing that only one
Vendor is fully qualified, or that one Vendor is clearly more highly qualified than
the others under consideration, a Contract may be negotiated and awarded to that
Vendor.)

2) Negotiation and award of the Contract shall follow the Town Policy on Competitive
Negotiation.

Determining if Offeror is Responsible

1) Award only to a “Responsible Offeror”: The Contract shall only be awarded to a
Offeror that, through evidence submitted or information available to the Town, has
shown that it is has the capability, in all respects, to perform fully the contract
requirements and has shown that it has the moral and business integrity and reliability
that will assure good faith performance.

2) Additional information: The Offeror, if requested, must present within two business
days, evidence satisfactory to the Town of the Offeror’s ability to perform the
Contract and possession of necessary facilities, pecuniary resources, and adequate
insurance to comply with the terms of this Request for Proposal and any resulting
Contract. The Town reserves the right to inspect the Offeror’s physical facilities and
conduct additional investigation prior to award to satisfy questions regarding the
Offeror’s capabilities.

3) Offeror in default: No Contract will be awarded to any Offeror that is in arrears, or
is in default to the Town upon any debt, or that is a defaulter as surety or otherwise
upon any obligation to the Town, until all such debts are paid. An Offeror which
previously defaulted on a Contract with the Town may be disqualified for a period of
time, depending on the size of the defaulted Contract and the circumstances of the
default.

Exceptions to Terms of the Request for Proposal

Offerors are encouraged to use the question and comment process provided in paragraph
I)D) of this Request for Proposal. An Offeror may take exception to the terms of the
Request for Proposal by making the exceptions clear in writing attached to the Proposal
and suggesting alternatives that will meet the Town’s needs as identified in the Request
for Proposal. However, if the exceptions involve more than minor variations or if they
negatively affect the price, quality, quantity or delivery schedule for the Goods or
Services being procured, then the Offeror’s Proposal will be rejected.

Proposal Acceptance Period

Unless withdrawn under the terms of this provision or as otherwise provided in this
Request for Proposal, the Offeror’s Proposal is binding upon the Offeror for at least
ninety (90) calendar days following the Request for Proposal Due Date. This ninety
calendar day acceptance period may be extended by mutual agreement of the Offeror and
Town in writing signed by the Town Manager’s Designee and the Offeror’s Contact
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I11)

A)

B)

)

Person as identified on the Offeror Information Form. Offeror further agrees and
understands that (except for the requirement to indemnify the Town for costs incurred in
protection of the Offeror’s confidential information under V)C)3)) there is no binding
agreement, no contractual relationship, no understanding nor mutual assent until a
Contract is signed, executed and exchanged by and between the Offeror and the Town.
Except where the Town Manager, Procurement Officer, or other Town officer or
employee is authorized to execute Contracts under Town Policy, no Contract with the
Town can be executed or has any effect until the Town Council approves it by recorded
affirmative vote.

METHOD OF AWARD OF CONTRACT
Negotiation and Award

At the conclusion of negotiations, the Town may award a contract to the Offeror with the
best proposal. In the Town’s sole discretion, it may award contracts to more than one
responsive and responsible Offeror.

Award in Whole or in Part

Based on its evaluation of Proposals as provided above, if the Town does not reject all
Proposals it will award a Contract for all or part of the Procurement to the Offeror or
Offerors submitting the best Proposal or Proposals with respect to the items in question.
A partial award will be made only where the subject of the Procurement permits division
based on units, phase, or other elements separately priced in the Offeror submission.

Multiple Awards

Except with a Requirements Contract, a Contract for Non-Professional Services, or as
expressly provided otherwise in the Specifications, the Town will award a single
Contract.

IV) FORM OF CONTRACT AND RELATED DOCUMENTS

A)

B)

Use of Town Standard Form Contract

The Town expects to use its Standard Form Contract with the Offeror(s) selected for
award of Contracts. If an Offeror wishes to use a different form, it must submit that form
together with its Proposal. The terms of the Contract will then become a subject for
negotiation.

Use of AIA and Similar Forms
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If an Offeror wishes to use copyrighted forms, it shall provide the forms and indemnify
the Town against any infringement by their use. All forms submitted for use are subject
to amendment by the Town for consistency with State law, Town Policy, this Request for
Proposal, and the best interests of the Town.

C) Differing Terms in Contractor-Supplied Forms

No term in an Offeror-supplied form may alter, contradict, or supersede the terms in this
Request for Proposal and the resulting Contract.

V) MISCELLANEOUS

A) Authority of Agents

1)

2)

3)

Offeror’s agent: Each Proposal, and any Contract, must be signed by a person
authorized to bind the Offeror to a valid Contract with the Town. For a sole
proprietorship, the principal may sign. The Town may require that any agent submit
a power of attorney or other appropriate documentation showing the authority of the
agent to act on the Contractor's behalf. If, whether such proof of agency has been
demanded or not, it later appears that the signatory was not authorized to act, the
Town may declare the Contract void if it is in its best interest to do so.

Town’s agent: The Town Manager has the final responsibility and full authority for
issuance of invitations to bid, request for proposals, negotiations, placing and
modifying invitations, requests, purchase orders and recommendations of award
issued by and for the Town of Culpeper. Where permitted by Town Policy, the Town
Manager may execute Contracts in the name of the Town. The Town Manager may
delegate authority to Administrative staff by general assignment or by specific
authorization in a Request for Proposal. No other Town officer or employee is
authorized to add to, vary, or waive terms of the Request for Proposal, place purchase
orders or issue notices to proceed, enter into purchase negotiations or contracts, or in
any way obligate the Town for indebtedness. Any purchase order or contract made
without authority is void ab initio. The Town will not honor or ratify any void action
of its employees or agents.

Non-appropriation:

a) The authority of agents for the Town is limited by appropriations. In subsequent
fiscal years, the Town may reduce or eliminate appropriations related to the
procurement which is the subject of this Request for Proposal without liability to
the Offeror or any third party.

b) By issuing this Request for Proposal, the Town Manager represents that sufficient
appropriations have been made to meet the estimated cost of the procurement in
the current fiscal year.
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B) Cooperative Procurement

If authorized by the Offeror, any Contract resulting from this Request for Proposal may
be extended to any governmental entity and other jurisdictions within the Commonwealth
of Virginia, at its discretion.

C) Examination of Documents

Except as provided herein, all proceedings, records, Contracts and other public records
relating to procurement transactions shall be open to the inspection of any citizen or
representative of the news media in accordance with the Virginia Freedom of Information
Act.

1) Estimates: Cost estimates relating to a proposed transaction prepared by or for a
public body shall not be open to public inspection.

2) Prior to award: Any Offeror upon request shall be afforded the opportunity to
inspect proposal records within a reasonable time after the opening/receipt of all
Proposals, but prior to award, unless the Town decides not to accept any of the
Proposals and to reissue the Request for Proposal. Otherwise, Proposal records shall
be open to public inspection only after award of the Contract or the decision neither
to award the Contract nor to reissue the Request for Proposal. Any inspection of
Procurement transaction records under this section shall be subject to reasonable
restrictions to ensure the security and integrity of the records.

3) Trade secrets: Trade secrets or proprietary information submitted by an Offeror in
connection with a procurement transaction shall not be subject to public disclosure
under the Virginia Freedom of Information Act if the Offeror invokes the protection
of this provision in writing prior to or upon submission of the data or other materials,
identifies the data or other materials to be protected, and states the reasons why
protection is necessary. By asserting such trade secret or proprietary information
privilege, the Offeror agrees to indemnify the Town for any costs, including
attorney’s fees, incurred defending that Offerors’ protected information in any action
under the Virginia Freedom of Information Act.

4) No requirement to state reasons for rejection: Nothing contained in this Request
for Proposal shall be construed to require the Town to furnish a statement of the
reasons why a particular Proposal was not deemed to be the most advantageous to the
Town.

D) Definitions

Capitalized terms that are defined in the VPPA or Town Policy have the same meanings
in this Request for Proposal as are given in that law or policy. Capitalized terms not
defined in the VPPA or Town Policy but used in this Request for Proposal have the
following meanings, unless the context clearly requires otherwise. Undefined terms have
their common meanings appropriate to their context.
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1)

2)

3)

4)

5)

6)

7)

8)

9)

Town: The Town of Culpeper or its authorized agents. Unless the context clearly
requires otherwise, such as for an affirmative vote of the elected body, the Town
Manager or the Town Manager’s Designee may always act on behalf of the Town.

Town Manager’s Designee: The person designated as having authority to bind the
Town with regard to this Request for Proposal and identified as such on the cover
sheet of this Request for Proposal or by addendum.

Town Policy: The Town of Culpeper Public Procurement Policy, as amended.

Due Date: The date stated on the cover page of this Request for Proposal for receipt
and opening of the Proposals.

Estimated Quantities: In this type of contract, the Town estimates its needs in
advance and the Offeror bids prices for each of these items. The Town does not
guarantee buying its estimated quantities or any given quantity from the selected
Offeror, and may purchase the items covered by the award through other Procurement
transactions. For each shipment of Goods, the Town will issue a purchase order.

Firm Fixed Price: In this type of contract, the Offeror submits a flat price for the
entire Procurement. This does not preclude additions or deletions on a unit price
basis where provided for in the Request for Proposal.

Hourly Rate: In this type of contract, the Offeror submits a stated hourly rate for the
work to be performed. The Proposal may include reimbursement for incidental
expenses, such as materials and travel, only if expressly provided for in the Request
for Proposal.

Non-Professional Services: All services other than Professional Services.

On Call: Services that an Offeror makes available at an Hourly Rate when needed by
the Town. No particular amount of work is guaranteed. If the Specifications do not
give minimum response times or similar measures of performance, then it is implied
that recognized industry standards or the Offeror’s published standards apply,
whichever is more beneficial to the Town.

10) Percentage: In this type of contract, the Offeror is compensated with a percentage of

the construction cost. The percentage is negotiated prior to any contract award.

11) Procurement: The receipt of Goods, Services, insurance or Construction by a public

body from a nongovernmental source with payment from the public body or a third
party.

12) Proposal: A proposal to provide the Goods, Services, Insurance or Construction

identified in the specifications.

13) Requirements: In this type of contract, the Vendor submits an Offer to supply the

Town’s needs for all Goods or Services meeting the specifications. Offers shall state
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the unit cost. Except in an emergency, the Town will not obtain the specified Goods
from a different source. For each shipment of Goods_or task, the Town will issue a
purchase order.

14) Using Department: The Town’s Planning and Community Development department.

The initial Contract Administrator will be Andrew Hopewell.

15) VPPA: The Virginia Public Procurement Act, Virginia Code §§ 2.2-4300 et seq.

E) Nondiscrimination; Participation of Small, Women-Owned, Minority-Owned, and
Service Disabled Veteran-Owned Business

1)

2)

3)

In general: The Town does not discriminate against Offerors because of race,
religion, color, sex, national origin, age, disability, status as a service disabled
veteran, or any other basis prohibited by state law relating to discrimination in
employment. The Town does not discriminate against faith-based organizations on
the basis of the organization’s religious character or impose conditions that restrict
the religious character of the faith-based organization, except as permitted or required
by law, or impair, diminish, or discourage the exercise of religious freedom by the
recipients of such Goods, Services or disbursements. Any Offeror believing that it or
another Offeror has been discriminated against on that basis should immediately
make the Town Manager’s Designee aware of the basis for that belief.

Opt-out rights with faith-based organizations: If an award of Contract is made to a
faith-based organization, and an individual who applies for or receives Goods,
Services, or disbursements provided pursuant to that contract objects to the religious
character of the faith-based organization from which the individual receives or would
receive the Goods, Services, or disbursements, the Town shall offer the individual,
within a reasonable period of time after the date of his objection, access to equivalent
goods, services, or disbursement from an alternative provider.

Facilitating disadvantaged businesses: It is the policy of the Town to facilitate the
participation of small, women-owned, minority-owned, and service disabled veteran-
owned businesses in all aspects of procurement to the maximum extent feasible. If
awarded a contract, the Offeror will use its best efforts to carry out this policy and
insure that small, women-owned, minority-owned, and service disabled veteran-
owned businesses have the maximum practicable opportunity to compete for
subcontract work, consistent with the efficient performance of this contract. If federal
grant money is to be used to pay for this Procurement, then the specifications will
indicate the extent of any specific participation required for small, women-owned,
minority-owned, and service disabled veteran-owned businesses.
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PROPOSAL EVALUATION FRAMEWORK

Factor Weight

Demonstrated Capacity (Past performance of firm 30
on similar projects, ability to stay within budget
and meet agreed timeline)

Qualifications (experience and qualifications of 30
personnel performing the services; Compliance
with the National Parks Service Professional
Qualifications Standards)

Project Approach (quality of the response to the 30
proposed work program and understanding of the
project objectives)

Communications (Completeness of response and 10
the quality, appearance and applicability of
submitted work examples)
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OFFEROR INFORMATION FORM

NAME OF REQUEST FOR PROPOSAL.:

REQUEST FOR PROPOSAL NO:

A. SUBMITTING BUSINESS ENTITY IDENTIFICATION AND OWNERSHIP
DISCLOSURE

COMPANY:

CONTACT PERSON:

TITLE:

ADDRESS:

TELEPHONE: EMAIL:

FORM OF BUSINESS: __ Corporation __ General Partnership
_ Sole Proprietor ~_ Other (specify):

Is Offeror organized or authorized to transact business in the Commonwealth pursuant to
Title 13.1 or Title 50 of the Virginia Code? Yes/No

If so, what is the Offeror’s identification number issued by the SCC?
If not, state why the Offeror is not required to be so authorized:

Check if applicable: ______Minority-Owned Business
_ Small Business
__ Women-Owned Business
Service Disabled Veteran-Owned Business

Note: The terms “Minority-Owned,” “Small Business,” “Women-Owned Business” and
“Service Disabled Veteran-Owned Business” as used above are defined in Virginia Code
§ 2.2-4310. This information is requested in connection with the Town’s program to
facilitate the participation of small, women-owned, minority-owned, and service disabled
veteran-owned businesses in procurement transactions.

Organized under the laws of the State of:

Principal place of business located at:
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Following are the names and addresses of any persons having an ownership interest of 3% or
more in the above named Business entity who are either related to or are an officer, employee or
appointee of the Town or Town Council (attach more sheets if necessary):

NAME ADDRESS

B. VIRGINIA CONFLICTS OF INTEREST AND PUBLIC PROCUREMENT

This Request for Proposal is subject to the provisions of §§ 2.2-3100 et seq. of the Virginia
Code, the Virginia State and Local Government Conflict of Interests Act, and Sections 2.2-4300
et seq. of the Code, the Virginia Public Procurement Act (VPPA).

The Offeror () isor (__ ) is not aware of any information bearing on the existence of any
potential conflicts of interest or violation of ethics in public contracting provisions of the VPPA,
Virginia Code §§ 2.2-4367 through2.2-4377. If the Offeror checks the “is” blank, the Offeror
shall provide details in a separate document attached to this Request for Proposal.

C. QUALIFICATIONS AND REFERENCES

Please provide a response to each of the questions listed below on a separate sheet of
paper and attach it to your Proposal.

1. What is the general character of work performed by your firm?

2. Has your firm ever failed to complete any work awarded to you?

3. Has your firm ever defaulted on a Contract?

4. Which of your local sales and support offices will be servicing the Town of

Culpeper (please list with all relevant contact information)?

5. Who are the contact person(s) responsible for any resulting Contract you may be
awarded (please list names, responsibilities, phone numbers, fax numbers, and email addresses)?
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D. CERTIFICATIONS

By my signature on this form, I certify on behalf of the Offeror I represent that this Proposal is
made without prior understanding, agreement, or connection with any corporation, firm, or
person submitting a Proposal for the same Goods, Services, Insurance or Construction, and is in
all respects fair and without collusion or fraud. I understand collusive bidding is a violation of
the state and Federal law and can result in fines, prison sentences, and civil damage awards.

I further certify that the statements regarding debarment, ethics in public procurement,
submission of a single bid, and understanding of the conditions contained in section I)F) of the
Request for Proposal are true and not misleading as to the Offeror.

I hereby certify that the responses to the above representations, certifications, and other
statements, including all attachments, are accurate and complete. If after I sign these forms I
learn of any information which makes any of the above representations, certifications or other
statements inaccurate or incomplete, or reveals that any part of my previously submitted
information is misleading, [ will immediately bring it to the attention of the Town Manager’s
Designee. I agree to abide by all conditions of this Request for Proposal and certify that I am
authorized to sign for the Offeror.

SIGNATURE: DATE:

NAME: TITLE:
Please Print

ACKNOWLEDGMENT OF RECEIPT OF ADDENDA

I certify that I received the following Addenda to this Request for Proposal:

Number Date
SIGNATURE: DATE:
NAME: TITLE:

Please Print
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