Baker School District 5J – 2019-2021 Capital Bond Projects

RFP for Architectural Services

Request for Proposals
“Architectural Services”
2019-2021 Capital Bond Projects

BAKER SCHOOL DISTRICT 5J

Issued: October 8, 2018
Due: By 4:00 PM PST, Tuesday, November 6, 2018
For further information contact:
Cassie Hibbert, Project Manager, Wenaha Group
chibbert@wenahagroup.com
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The Baker School District 5J in Baker County, Oregon, is seeking architectural services for new facilities
and improvements as part of their 2019-2021 Capital Bond Projects.
NOTICE TO PROPOSERS – ALL PROPOSALS SHALL BE:











Submitted to Baker School District 5J in a sealed envelope and delivered to:
Baker School District 5J
Attn: Mark Witty, Superintendent
2090 Fourth St., Baker City, OR 97815
Sealed Proposals will be received until: Tuesday, November 6, 2018 at 4:00 PM PST
The outside of the envelope shall be clearly marked:
“Baker School District 5J – 2019-2021 Capital Bond Project – Architectural Services”
All proposals shall be clearly and distinctly typed or written with ink.
o Mistakes shall be crossed out and correction typewritten or written in ink adjacent thereto
and initialed in ink by the party signing the proposal or a confirmed authorized
representative.
o If a response is not legible, Baker School District may determine that the proposal is nonresponsive.
All proposals shall be in the format requested or they may be rejected by the District.
It shall be the proposer’s responsibility to ensure that the proposal is delivered to the District at the
specified address listed above before the time and date set for proposal closing as noted in the
solicitation.
The District will not be responsible for proposals delivered to any location other than the address
listed above. Proposals delivered to another address will be considered non-responsive.
RFP documents may be obtained via an email request to Cassie Hibbert, Project Manager, Wenaha
Group, chibbert@wenahagroup.com.

Baker School District may, for good cause, reject any or all proposals upon a finding it is in the public interest to
do so and to rescind the award of any contract at any time before the execution of said contract by all parties
with no liability against Baker School District.
PROPOSAL AND AWARD TIMELINE:
Mon 10/8/2018
Tue 10/16/2018
Tue 10/23/2018
Tue 10/30/2018
Tue 11/6/2018
Tue 11/6/2018
Mon 11/19/2018
Tue 11/27/2018
Thu 12/6/2018
Mon 12/10/2018
Tue 12/18/2018

RFP issued
Mandatory Pre-proposal Conference Call at 1:00 PM Pacific Time
Non-Mandatory Site Tour at 11:00 AM Pacific Time
Last Day for submittal of questions
Proposals due by 4:00 PM Pacific Time
Election Day
Finalists invited to interview
Evaluation Committee’s Interview Panel
Recommendation of Award to Baker School Board
Intent to Award published
Notice to Proceed

Baker School District reserves the right to modify this schedule at its discretion. Proper notification of changes in
the response schedule will be made via addendum.
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PROJECT DESCRIPTION
Nationally recognized Baker School District 5J in Baker City, Oregon, is the largest of three rural school districts
in Baker County, serving 1,700 students and employing more than 235 educators and staff. There are
approximately 1,010 elementary students (grades K-6), 260 middle school students (grades 7-8) and 430 high
school students (grades 9-12).
District elementary schools include Brooklyn Primary School, Haines Elementary, Keating Elementary School, and
South Baker Intermediate. Baker Middle School and two high schools, Baker High School and Eagle Cap
Innovative High School, are also part of Baker School District. Additionally, Baker School District sponsors two
charter schools, Baker Web Academy and Baker Early College, each offering teacher-supported online
education.
Baker School District provides next generation education for the future of Eastern Oregonians and launched
Baker Technical Institute (BTI), a career and technical program that partners with regional employers and
industry experts to provide an innovative education in hands-on fields. Baker School District believes strong
schools are the foundation of strong and vibrant communities and is committed to prepare students to become
successful life-long learners.
The intended scope of 2019-2021 Capital Bond Projects include:


Design and construction of an approximately 95,000 SF new elementary school through CM/GC delivery
method;



Renovations of an occupied Baker High School to accommodate 7th and 8th graders through CM/GC
delivery method. Separation would be made between grades 7-8 and 9-12. Work would also include
interior renovations and HVAC, safety and security, and energy efficiency upgrades;



Renovations of Brooklyn Primary School to become the “Brooklyn Early Learning Center” (BELC), for
kindergarten and early learning education partners. Work would be a Design-Bid-Build delivery structure
and would include interior renovations and HVAC, safety and security, energy efficiency upgrades.



Upgrades at Haines and Keating Elementary and North Baker facilities. Work would be a Design-BidBuild delivery method and would include HVAC, safety and security, energy efficiency, and updates to
finishes;

Initial programing information, conceptual design information, preliminary schedule and the initial project
estimate is included as attachment within this RFP.
Wenaha Group, Inc. has been selected as the Project Manager. It is anticipated the District will utilize a
combination of CM/GC and Design-Bid-Build project delivery systems for individual components of the scope.

PROJECT SIZE, BUDGET AND FUNDING
The total anticipated program budget is approximately $52 million, including “soft costs”. This includes $48
million from bond proceeds and a $4 million match from the State of Oregon. The breakdown is as follows:


New Elementary School (Name TBD):

$37.25 million (hard and soft costs)



Baker High School renovation:

$11 million (hard and soft costs)



Brooklyn Early Learning Center (BELC) renovation:

$2.5 million (hard and soft costs)



Other District-wide upgrades (Haines, Keating, North Baker)

$1.25 million (hard and soft costs)
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SCOPE OF SERVICES
The selected firm will provide a comprehensive menu of planning, design and construction administration
services throughout the lifespan of the project. The Scope of Services listed in Exhibit A is provided to establish a
general understanding of the project requirements and to establish the basis of your fee proposal. The actual
scope of service will be finalized during contract negotiations.
Baker School District 5J expects that representative(s) of the design team will develop and maintain a
cooperative team approach with all other parties associated with the project throughout all phases of the work.
The successful proposer will be required to produce a project timeline and complete construction documents in
accordance with the overall project timeline.
Scope of services shall include the following design disciplines:
a.
b.
c.
d.
e.
f.
g.
h.

Architectural
Interior Design
Civil and Landscaping
Structural
Mechanical
Fire Protection
Electrical Design
Data, Communications & Security
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PROPOSAL CONTENT FOR EVALUATION
The Proposers shall provide the following information, clearly separated by tabs, in the order listed
below. Each point will be scored by the number of points listed next to the information. The points listed
are the maximum amount that can be given during evaluation.
1. Firm Background (10 points)
Describe your firm including ownership structure, number of employees, service area, volume of
architectural services, and length of time in the industry, financial stability, and availability to the
project locale. Provide a disclosure of your firm’s involvement in claims or lawsuits related to design
services during the past 10 years.
2. Local Knowledge (15 points)
Describe your understanding of the locality of the project site, geographic proximity to the project
site, climate, and the unique design/construction considerations in Eastern Oregon. Explain your
approach for incorporating local aesthetics, design preferences, materials, and community traditions
into the project design that will create a “sense of place” that is unique to Baker City.
3. K-12 Experience and Past Performance (20 points)
Provide experience over the past five (5) years in similar K-12 facilities, clearly noting work performed
solely and directly by proposing firm and work performed by staff while employed at a previous firm.
Provide a record of past performance on Public Educational Facility Projects, demonstrating your
ability to meet schedules, control costs, and effectively administer the project. For each project
example provided, include the following data:
 Year project was started and completed
 Grade level(s) served
 Total cost of construction, and include
o Construction Cost per square foot
o Total Design Costs as a percentage of construction costs
 Square foot per student
 Cost per student
 Project delivery method (GCCM/CMGC or Design-Bid-Build)
 Reference contact name and telephone number
4. Staffing Plan (10 points)
This section should contain a detailed and specific discussion of your firm’s proposed staffing plan.
Include an organizational chart, description of staff roles, resume and other relevant biographical
information, including professional licenses and certifications; please include identifying numbers
and indicate that the individuals are licensed to perform work in the state of Oregon.
Provide an estimate of the percentage of time each team member will devote to the project during
the design and construction phase. List the names and addresses of the consultants including their
educational facility experience submitting the proposal and the identification of the key personnel
who will be actively engaged in this Scope of Work. Provide a one page overview of each of your
major sub-consulting firms.

Page 6 of 22

Baker School District 5J – 2019-2021 Capital Bond Projects

RFP for Architectural Services

5. Floodplain Experience (10 points)
Describe your design experience for development in a floodplain zone. Provide specific case studies
and describe how site planning was optimized for floodplain considerations on site.
6. Approach (15 points)
Provide a general discussion of your management philosophy. Include a description of your firm’s
involvement from the planning phase through the completion of construction projects.
Provide specific examples of your methods to ensure high quality and pragmatic design solutions
utilizing inclusive, team-oriented processes.
What is your team’s approach to keeping the project within budget and on schedule?
What is your team’s approach to selecting materials and systems that match local availability and
local maintenance/service capabilities? Provide specific “lessons learned” case studies.
7. Energy Trust of Oregon, Renewables and Alternative Energy Programs Experience (10 points)
Provide experience over the past five (5) years detailing work performed to incorporate renewable
and/or alternative forms of energy, where the completed project clearly demonstrated a reduced
annual operating costs and more efficient facility. Provide experience over the past five (5) years
noting work performed that enabled construction projects to access available utility and energy
incentives through local utilities, the Energy Trust of Oregon (ETO) and/or other funding
opportunities. Describe your firms plan on determining requirements and available
incentives/funding opportunities and providing the proper documentation within the required
timeline. Provide reference contact person(s) and telephone number(s) for these projects.
Preference in selection may be given to companies that are officially registered as an Energy Trust
New Buildings Ally and/or Trade Ally.
8. Hourly Rate Schedule (n/a points)
Provide an hourly rate schedule for each team member proposed; the intent is to proceed on a time
and materials basis while sub-consultants are selected and prior to a formal agreement being in
place. The hourly rate schedule provided in the proposal will be the basis for the time and materials
approach.
9. Justification (10 points)
Provide a demonstrated reason why your firm wants to assist Baker School District and why Baker
School District should place their trust in your firm.
10. Oregon Licensure Architect (yes/no)
Please provide supporting documentation of Oregon Architect’s Licensure
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EVALUATION AND SELECTION PROCESS
The proposals shall be subjectively evaluated by the Selection Committee with points assigned based
upon the criteria in this RFP. Those proposals submitted that do not meet mandatory requirements
outlined in the Instructions to Proposers will not be evaluated.
The role of the Selection Committee shall include a complete review of all documents submitted. The
Selection Committee will invite recommended finalists for interviews based solely upon its evaluation of
the selection criteria. The Selection Committee, at its sole discretion, may forego the interview process.
The Selection Committee will forward a recommendation for selection of one firm to the Baker School
District’s Board of Education for consideration of award. Selection of the successful firm will be entirely at
the discretion of the District, and the District reserves the right to waive minor irregularities in the
selection process and to reject any and all proposals.
Selection Committee members may not be contacted or solicited by any firm or individual submitting
proposals during the proposal solicitation and review process, with the exception of the facilitator in
accordance with the directions herein.

PROPOSAL REQUIREMENTS AND CONTENTS
Proposals shall comply with the following, and where the Proposer is asked to provide information there
shall be a full discussion (and attachments where necessary):
1. Format
Proposals, including attachments shall not exceed thirty-five (35) standard size (8 1/2” x 11”) pages,
minimum 11-point font. For the purpose of demonstrating workflows or timelines in a legible
manner, proposers may use up to two larger sheets of paper not to exceed 11" x 17". If such use is
made, it must be for legibility purposes only and will be considered part of the page count.
Proposers shall provide one (1) original and nine (9) bound copies of the proposal. Proposer shall
also provide one copy in PDF format on disc or USB storage device. Divider sheets, void of specifics
related to the proposal content and evaluation, are required. Divider sheets and cover letter will not
be included in the page count. Facsimile or e-mailed transmissions will not be accepted. The title
page or cover letter must include the date, the solicitation name, the Proposer’s name, contact
person, telephone number, email address and complete mailing and street address.
2. Acceptance of Proposal Specifications, Terms and Conditions
The successful Proposer acknowledges and accepts that the specifications listed in this RFP and no
others will control any contract awarded unless the successful Proposer expressly states, in whole or
by reference, alternate terms or conditions which the successful Proposer wishes Baker School
District to consider. Any such alternate terms or conditions will constitute a variance and if found
material, may subject the Proposal to rejection. Any referenced alternate terms or conditions shall
be attached to the Proposal for consideration by Baker School District.
3. Anti-Discrimination
In connection with this RFP and in the performance of any subsequent contract, Proposers shall not
discriminate against any employee or applicant for employment because of race, color, religion, sex,
national origin, age, marital status, sexual preference, and/or being physically challenged. Proposers
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shall take action to ensure that all applicants are treated equally during employment without regard
to such status.
4. Commitment to enter into Contract
At the beginning of the Proposal there shall appear the following statement endorsed by a person
authorized to bind the Proposer in contract:
“If this Proposal is accepted by Baker School District 5J, [insert name of Proposer] covenants to
execute the contract documents for the work upon completion of negotiations.”
The District intends to use a modified AIA B101 Standard Form of Agreement Between Owner and
Architect for this project.
5. Compliance with Applicable Laws
In connection with this RFP and the contract, Proposers shall comply with all applicable laws in all
aspects in connection with the procurement process of this project and the performance of the
contract whether such laws are stated herein or not.
6. Contract and Insurance Coverage
Baker School District 5J intends to use a modified AIA B101 contract as amended by the parties.
Dependent upon District approval of the Architect selection, the District and selected firm will
negotiate the Fixed Sum Agreement for Architectural Services, and the Architect shall furnish
Certificates of Insurance meeting contract specifications. If the selected firm and the District cannot
come to agreement within a reasonable time, the District, without penalty will release the selected
firm and begin negotiation with the second ranked firm. Please see Attachment B for Insurance
Requirements.
7. Delayed Proposal Closing Time/Proposal Opening
The time and date set for the proposal closing and proposal opening will advance to the same time
on the District’s next business day in the event that weather or other contingency causes the District
to be officially closed at the time and date set for the proposal closing and proposal opening.
8. District Rights
Baker School District 5J may investigate the qualifications of any Proposer under consideration, may
require confirmation of information furnished by a Proposer, and may require additional evidence of
qualifications to perform the work described in this RFP.
Baker School District 5J reserves the right, in its sole and absolute discretion and without recourse by
Proposers, to take any of the following actions:
a. Reject any or all Proposals;
b. Issue a new RFP;
c. Cancel, modify, or withdraw the RFP;
d. Issue addenda, supplements, and modifications to this RFP;
e. Modify the RFP process (with appropriate notice to proposers);
f.

Appoint an selection committee and evaluation team to review RFPs and seek the assistance
of outside technical experts in the response evaluations;

g. Hold meetings and exchange correspondence with the Proposers to seek an improved
understanding and evaluation of the responses;
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h. Seek or obtain data from any source that has the potential to improve the understanding and
evaluation of the responses;
i.

Waive minor irregularities in responses;

j.

In the negotiations for the contract with the selected proposer to change the dates for
performance from that set forth in Section III hereof; and/or

k. Refuse to issue a contract at all.
The District is not obligated to enter into any contract, and under no circumstances shall it have any
obligation to pay for any costs or expenses incurred by any Proposer in the preparation or submission
of a response to this RFP or in anticipation of a contract.
Proposers are solely responsible for all costs and expenses of any nature associated with responding
to this RFP, attending briefing(s), providing supplemental information, and all subsequent costs and
expenses. By submitting a response to this RFP, a Proposer disclaims any right to be paid for such
costs by the District or anyone else.
9. Investigation
The Proposer shall make all investigations necessary to be informed regarding the service(s) to be
furnished.
10. Late Proposals
Proposals received after the time and date set for proposal closing will be returned to the proposer
unopened.
11. Mistakes, errors and omissions in solicitation
Any mistakes, errors and omissions in this solicitation must be reported immediately to the District.
12. Modification of Proposal After Award
An offer to modify the proposal which is received from the successful proposer after award of
contract which makes the terms of the proposal more favorable or advantageous to the District will
be considered, and may thereafter be accepted. To be effective, every modification must be made in
writing on company letterhead, signed by the party signing the proposal or a confirmed authorized
representative and must thereafter be accepted by the District in writing. The envelope containing
any modification to a proposal shall be marked as follows:
"Proposal Modification”
Proposal Number
Proposal Title
Letter must be addressed to: Baker School District 5J, Attn: Mark Witty, Superintendent, 2090
Fourth St., Baker City, OR 97815
13. Modifications of Proposal Before Award
Proposals, once submitted, may be modified in writing if the modification is received in the District’s
Central Office prior to the time and date set for proposal closing (see page 1). Any modifications shall
be prepared on a Company letterhead, signed by the party signing the proposal or a confirmed
authorized representative and state that the new document supersedes the prior proposal. This
modification document must thereafter be accepted by the District in writing. The envelope
containing any modification to a proposal shall be marked as follows:
"Proposal Modification”
Proposal Number
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Proposal Title
Letter must be addressed to: Baker School District 5J, Attn: Mark Witty, Superintendent, 2090
Fourth St., Baker City, OR 97815
14. Publicity
News releases relating to this RFP will not be made without prior approval by, and in coordination
with Baker School District 5J.
15. Protest of Proposal Specifications or Terms and Conditions*
Protests of proposal specifications or terms and conditions shall be presented to the District
Superintendent in writing five (5) calendar days prior to proposal closing. Such protest shall include
the reason(s) for protest and any proposed changes. If, in the opinion of the District, a change is
required for the Request for Proposals (RFP), an addendum will be issued. Envelopes containing
protests shall be marked as follows:
“Protest RFP”
Proposal Number
Proposal Title
Letter must be addressed to: Baker School District 5J, Attn: Mark Witty, Superintendent,
2090 Fourth St., Baker City, OR 97815
16. Protest of Proposal Award*
Protests of proposal award shall be presented to the District Superintendent in writing no later than
seven (7) calendar days after notice of Intent to Award is published. Such protest shall include the
reason(s) and evidence for protest, alleged damages and remedial action requested. The District shall
consider and respond in writing in a timely manner. If, in the opinion of the District, a change is
required for the Request for Proposals (RFP), an addendum will be issued. Envelopes containing
protests shall be marked as follows:
“Protest Award”
Proposal Number
Proposal Title
Letter must be addressed to: Baker School District 5J, Attn: Mark Witty, Superintendent,
2090 Fourth St., Baker City, OR 97815
*A written protest that is not specific enough to comply with the terms of this Section will not be
considered. Any protest not set forth in writing within the time limits specified in this RFP shall not be
considered.
17. Site Visits, Written Questions, Comments and Addenda, Rules of Contact
A site tour is scheduled for Tuesday, October 23, 2018 from 10 a.m. to noon. The tour will start in
front of the main entrance of Baker High School, 2500 E Street, Baker City, Oregon.
Questions and comments pertaining to this solicitation must be submitted in writing according to the
Proposal and Award Timeline to: Cassie Hibbert, Project Manager, Wenaha Group,
chibbert@wenahagroup.com.
Proposers shall not contact any Baker School District employees, board members, or other
volunteers during the selection process.
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If, in the District’s opinion, additional information or interpretation is necessary, such information will be
supplied in the form of Addenda. Addenda shall have the same binding effect as though contained in the
main body of the Request for Proposals. The successful Proposer shall acknowledge Receipt of all
addenda issued, either with the proposal, or separately, in writing, prior to the time and date set for
proposal closing. Addenda shall be sent within a reasonable time to allow prospective proposers to
consider them in preparing their proposals.
ORAL INSTRUCTION OR INFORMATION CONCERNING THE INVITATION FOR PROPOSALS OR THE
PROJECT GIVEN OUT BY OFFICERS, EMPLOYEES OR AGENTS OF THE DISTRICT TO PROSPECTIVE
PROPOSERS SHALL NOT BIND THE DISTRICT AND SHALL NOT BE RELIED UPON.
Other District employees or agents, including the Selection Committee, shall not be contacted once the
RFP is issued and until a final selection and award is made.

EXHIBITS & ATTACHMENTS PAGES 13-22 
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EXHIBIT A – PRELIMINARY SCHEDULE
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EXHIBIT B – NEW ELEMENTARY SCHOOL CONCEPTUAL SITE PLAN AND FLOOR PLANS

Page 14 of 22

Baker School District 5J – 2019-2021 Capital Bond Projects

RFP for Architectural Services

Page 15 of 22

Baker School District 5J – 2019-2021 Capital Bond Projects

RFP for Architectural Services

Page 16 of 22

Baker School District 5J – 2019-2021 Capital Bond Projects

RFP for Architectural Services

EXHIBIT C – BAKER HIGH SCHOOL CONCEPTUAL DESIGN
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EXHIBIT D – BROOKLYN EARLY LEARNING CENTER (BELC) CONCEPTUAL DESIGN
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Attachment A – Scope of Services

Project Administration
Discipline Coordination/Document Checking
Agency Consulting/Review/Approval
Coordination with Planning and Procurement of Owner Provided FF&E Items
Presentations and stakeholder outreach
Coordinate with Owner's Consultants
Geotechnical Engineering
Site Survey
MEP Commissioning
Building Envelope Consultant
Testing and Inspection Services
Programing
Site Planning
Investigate & Review Applicable Federal, State, and Local codes
Space Schematic/Flow Diagrams
Existing Facilities Survey/Study Tour
Reconcile each Construction Cost estimate with Design
Energy Trust Coordination
Detailed Site Utilization Studies
On-Site Utility Studies
Facilitate Baker County Land Use Approval Process
Work in Close Coordination with Project Manager on Budget and Constructability Issues
Architectural Design Documentation/Coordination
Civil and Landscaping Design
Structural Design Documentation/Coordination
Mechanical Design Documentation/Coordination
Fire Protection Design Documentation/Coordination
Electrical Design Documentation/Coordination
Data and Communication Design Documentation/Coordination
Value Engineering Participation
Provide life-cycle cost analysis as required
Facilitate Collaborative process with the Project team stakeholders
Energy Trust Coordination
Coordinate Design with Owner's FF&E Program
Materials Research/Specifications
Conformance Sets – Building Permit & As-Built
Participate in Review of the contract documents with Authority Having Jurisdiction
Coordinate Permitting Process
Presentation Materials Such as Exterior and Interior Renderings, Color Boards, etc.

Design Service

Site
Developm
ent
Services

Pre-Design Services

Project Admin & Mgmt. Services

Project Activities
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Interior Design
Bidding Materials/Documents in Coordination with Project Manager
Addenda
Value Engineering Participation (if required)
Analysis of Alternates/Substitutions
Assist in Bid Evaluation
Contract Award
RFI, CCD, ASI and Submittal Services
Observation Services
Project Representation
Supplementary Documentation
Request for Proposals/Change Order
Interpretations and Decisions
Project Close out
Maintenance and Operational Programing
Start Up Assistance
Record Drawing
Post Contract Evaluation
Warranty
Review
Travel
Printing
Other – Must List Separately

Reimburs
able
Allowanc
e

Post-Contract
Services

Construction

Bidding
Negotiations
Services

Baker School District 5J – 2019-2021 Capital Bond Projects
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Attachment B – Insurance
The Architect shall maintain the following insurance for the duration of this Agreement. If any of the
requirements set forth below exceed the types and limits the Architect normally maintains, the Owner
shall reimburse the Architect for any additional cost:

1. General Liability
General Aggregate
Products – Completed Operations Aggregate
Personal & Advertising Injury
Each Occurrence
Damage (Any one Fire)
Medical Expenses (Any one person)
Employers Liability

$2,000,000
$2,000,000
$1,000,000
$1,000,000
$100,000
$10,000
$1,000,000

2. Automobile Liability
Architect shall also obtain at Architect’s expense, and keep in effect during the term of this contract,
including coverage for all owned, hired and non-owned vehicles. The combined single limit per occurrence
shall not be less than $1,000,000.

3. Workers’ Compensation
The Architect, its sub-consultants, if any and all employers providing work, labor or materials under the
Contract are either subject employer under Oregon Worker’s Compensation Law and shall comply with
ORS 656.017 which requires them to provide worker’s compensation coverage that satisfies Oregon Law
for all their subject workers or employers that are exempt under ORS 656.126. Out of State employers
must provide Oregon worker’s compensation coverage for their workers who work at a single location
within Oregon for more than 30 days in a calendar year. Contractors who perform work within the
assistance or labor of any employee need not obtain such coverage. This shall include Employer’s Liability
Insurance with coverage limits not less than $1,000,000 each accident.

4. Professional Liability
Architect shall obtain, at Architect’s expense and keep in effect during the term of this contract and for
three years after final acceptance of the Project, Professional Liability Insurance covering any damage
caused by errors or omission or any negligent acts. Combined single limit per occurrence shall not be less
than $3,000,000.
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Attachment C – Vendor Checklist
Have you remembered?
 Review all instructions and scope of work to ensure your proposal response complies?
 Review all attachments and exhibits to ensure your proposal response complies?
 Format your response according to the proposal format?
 Reviewed your computations for omissions and errors?
 Initial any/all changes and corrections?
 Mark the envelope as indicated with in the RFP?
 Address the envelope as indicated with in the RFP?

This list is provided for information only. Proposers are responsible for complying with all requirements of this RFP .
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