* *  MODEL     R F Q    for    CONSULTING    S E R V I C E S  * *

[Sample and/or explanatory language is in italics and should be edited/replaced with project-specific information.]   
REQUEST FOR QUALIFICATIONS
Issue Date: 




RFQ#






Title:  ROOF [WATERPROOFING]  [EXTERIOR WALL] CONSULTING SERVICES FOR












Issuing Agency & Address: 
[Insert data]
Location of Work:

[Insert data]
Period Of Contract: Single project services 

All inquiries for information shall be directed to: 

[Name]


[Address]

[Telephone & Fax]

[E-Mail]





IF SUBMISSION IS MAILED, SEND DIRECTLY TO ISSUING AGENCY SHOWN ABOVE.  IF SUBMISSION IS HAND DELIVERED, DELIVER TO:

[Show specific location where RFQ responses are to be delivered.  i.e. Building #, Room #, Street Address, City/Town, State]
Submissions for furnishing the services described herein will be received until 

  [Insert deadline time and date]    Submissions must reach the above address by the deadline stated. All questions shall be addressed in writing to [        ] within [     ] days of the due date in order to be considered and to allow for a response in time for submission prior to the due date stated above.
In compliance with this Request For Qualifications, the undersigned agrees to furnish the services described in the RFQ cited above. It is understood that the scope of services may be modified, by mutual agreement in subsequent negotiations.

Name and Address Of Proposer:   

By






Title 






(Signature)

(Typed Name)

(Date)

FEIN/SSN # 







Telephone (    ) 




Fax (     )




SECTION I – GENERAL INFORMATION

A.
PURPOSE: [Identification of Owner Entity and purpose of issuing RFQ]

[Issuing Agency XYZ] is soliciting qualifications packages from qualified firms or individuals to provide [Roof Consulting Services], [Waterproofing Consulting Services], [Exterior Wall Consulting Services] and proposes to enter into a Professional Services Contract with a firm authorized to do business in 


 [Jurisdiction/State]. The intent of this RFQ is to select a single entity able to furnish the full range of disciplines necessary to provide the services identified for the project.

B.
SCOPE: [Provide here a detailed description of scope of services to be provided]

[Example:
The scope of services is anticipated to include analysis of condition and performance of existing roofing [and/or exterior wall] systems and design of roofing [and/or exterior wall] system rehabilitation, repair and/or replacement at facilities owned by [XYZ]. These improvements will address elements of the facilities that have been identified as an immediate or critical need by [XYZ].  

A. Roof [and Exterior Wall] Design:  The Roof [and Exterior Wall] Design shall include full bid documents, including CAD drawings[insert CAD format] and specifications, assistance with the bid process and review, pre-bid, and pre-construction meetings. 

B. Additional Services:  In addition to roofing [and/or exterior wall] analysis and design services, the type of design services may include, but not necessarily be limited to, the other related disciplines of design services as follows: Architectural, Structural Engineering, HVAC Engineering, Plumbing Engineering, and Electrical Engineering. It is also expected that the consultant shall provide basic Construction Administration for this project as described below. 

C. Construction Administration: Construction Administration Services shall include, but not be limited to, submittal review and approvals, construction site observation, response to Requests for Information, issuance of Proposal Requests, review of Proposals, providing of recommendations for modifications, review of Applications for Payment, Final Inspection, and project closeout documentation. In general, the Consultant will be expected to provide Construction Administration consistent with industry standards.]

D. Roof Survey:  [Optional] Before reroofing the facility or making major repairs, the Consultant shall visually inspect the roof and:
a. Provide a Roof Survey Report of existing roof conditions which shall include the following:

(1) Identify and describe all roofing problem anomalies (If a complete roof survey is included).

(2) Identify and describe any visual survey defects that may be harmful to the roof.

(3) Give the causes for each anomaly and defect.

(4) Recommend alternate courses of corrective action for defects and anomalies harmful to the roof.

(5) Provide a cost estimate for correcting the defects and anomalies.

b. (Optional) Detailed Roof Survey;

A non-destructive roof moisture survey performed by an experienced and qualified professional as approved by the issuing Agency. The roof moisture survey shall use infrared, nuclear, electronic field vector mapping, or electronic leak detection to locate unacceptable moisture within a roofing system.  
E. Quality Assurance:  [Optional] The Owner may require a full-time or part-time Quality Assurance Observer on the job while the roof is being applied.
C.
BACKGROUND: [Indicate here in narrative form a brief background on the history of the Project, need for the Project, nature of the facility use, location, and attributes of the site, facility, etc. if such information would assist the proposer in responding to the RFQ]

[Example: The subject facility may be generally described as a three story 100,000 SF office building with masonry and precast concrete exterior walls, steel frame structural system, and low-slope, asphalt built-up roof system. The facility was constructed in 1968, and the existing roof was installed in 1990. The existing roof has recently started to experience an increasing rate of deterioration, which has resulted in numerous roof leaks and interior damage.

The facility accommodates office and administrative functions, computer/data-processing operations, storage, shipping & receiving functions. Other features include a cafeteria, auditorium, conference room, and below-grade, one-level parking garage. The facility is part of a suburban multi-building office park and is situated on a steeply sloping, wooded site. Stormwater management devices are required to meet current standards for control of runoff and water quality.

This project will replace the existing roof system with a new single-ply, fully adhered roofing system, which will meet current energy code requirements and Building Code required wind loads. This project will also remove asbestos containing materials from the existing mansard and replace the existing mansard shingle roof system.]

SECTION II – SCHEDULE

[Insert here key dates and activities: 

Date, Time and Place responses are due.

Date, Time and Place for pre-submission meeting and site visit , if applicable.

Deadline(s) for submitting questions; and all answers and clarifications will be issued through written addenda. 

Review and shortlist dates, if applicable.

Short list interview date or dates.

Anticipated date that a final selection will be  made. ]

SECTION III - EVALUATION CRITERIA

Entities interested in participating in the Request for Qualifications process shall submit all required information. Selections will be made on the basis of the qualifications of team members and the firm. The best qualified team of design professionals that meet the parameters established will be selected for the Project.

Each submission will be reviewed to determine responsiveness. Non-responsive submission will be rejected without evaluation. Responsive submissions will be evaluated by a selection committee established for this purpose. Such evaluation will be based upon the information provided by the respondents.

Generally, the selection committee will consider the Proposer's overall suitability to provide the required services within the project's time, budget and operational constraints, and it will consider the comments and/or recommendations of the Proposer's previous clients, as well as other references.

The selection committee will review all RFQ submittals in accordance with the following criteria:

1.
Technical competence and qualifications of the assigned personnel, specifically experience, training, and education of the key team members. 

2.
The ability to furnish all expertise, labor and resources for complete design and administration services for the project, including the ability to accurately investigate, test, identify and document existing site and environmental conditions and/or deficiencies requiring repair.
3.
Satisfactory performance of similar services for projects of comparable size and complexity. Specific experience in delivering the required type and scope of services shall be critical.

4.
The quality of references from past or current clients, preferably in size and nature to the project described herein.

5.
[Optional] Use of small businesses and businesses owned by women and minorities as consultants, subcontractors, or suppliers of support services.

6.
Geographic location of the Proposer's office where work will be performed in relation to the project location(s).

SECTION IV - MINIMUM QUALIFICATIONS

A.
The Respondent or Respondent’s Consultant shall have a minimum of 5 years experience in [Roofing, Waterproofing, and/or Exterior Wall Consulting  as applicable to specific project].

B.
Unless the Respondent is knowledgeable and experienced in the design, details, and specifications of [Roofing], [Waterproofing] [Exterior Wall] Systems, a [Roofing], [Waterproofing], [Exterior Wall] Consultant shall be employed for the Design, Construction Documents, and Site Observations of the [Roofing] [Waterproofing], [Exterior Wall] Project. For reroofing projects, the use of a Registered Roofing Consultant is preferred.

[Insert the following as applicable]

C. 
Quality Assurance Observer – Responsible for Roofing Quality Assurance Oversight of Roof Repair and Replacement 

The Roof Inspector shall have the following qualifications:

1. 
The Inspector shall have a thorough knowledge of roofing details, flashing, and systems employing single-ply, built-up, metal, shingle, slate, or [Insert applicable roofing types] as the main weatherproof barrier.

2. 
The Inspector shall have a Registered Roof Observer (RRO) or Registered Roof Consultant (RRC) registration from RCI, Inc.

D. 
Roof Consultant – Responsible for Detailed Roof Inspections and Evaluations, Preparation of Construction & Bid Documents, Forensic Inspections, and Monitoring during Construction.
The Roof Consultant shall have the following qualifications:

1. 
Roof, waterproofing, and/or building enclosure consulting shall be the Consultant’s full-time occupation.

2. 
Consultant shall have completed at least three service contracts in the last three years. Work for each of the completed contracts shall be roughly equivalent in size and complexity to the proposed work.

3. 
The Roof Consultant shall have a Registered Roof Consultant (RRC) registration from RCI, Inc.

4. 
If testing is required, the Roof Consultant shall be appropriately trained, certified, and licensed (where applicable) in the testing procedures [Insert applicable procedures such as infrared, nuclear, electrical capacitance surveys; core sampling; ASTM procedures; gravimetric analysis] required for the service.
E.
Waterproofing Consultant – Responsible for Detailed Above and Below Grade Waterproofing Observations and Evaluations, Preparation of Construction & Bid Documents, Forensic Inspections, and Monitoring during Construction.

The Waterproofing Consultant shall have the following qualifications:

1. 
Waterproofing, roof, and/or building enclosure consulting services shall be the Consultant’s full-time occupation.

2.
Consultant shall have a thorough knowledge of above and below grade waterproofing, including building envelope walls, roofs and foundations.

3. 
Consultant shall have completed at least three service contracts in the last three years. Work for each of the completed contracts shall be roughly equivalent in size and complexity to the proposed work.

4. 
The Waterproofing Consultant shall have a Registered Waterproofing Consultant (RWC) registration from RCI, Inc.
F. Exterior Wall Consultant – Responsible for Evaluation, Analysis, Design, Preparation of Construction & Bid Documents, Forensic Inspections, and Site Observations during Construction.

The Exterior Wall Consultant shall have the following qualifications:

1. Exterior wall or building envelope consulting services shall be the Consultant’s full-time occupation.

2. Consultant shall have a thorough knowledge of the type of exterior wall(s) required for the project and their interface with adjacent wall and roof construction, including window and door penetrations, flashing, roofs, foundations, and building science to ensure building performance.

3. Consultant shall have completed at least three service contracts in the recent past. Work for each of the completed contracts shall be roughly equivalent in size and complexity to the proposed work.

4. It is preferable that The Exterior Wall Consultant have a Registered Exterior Wall Consultant (REWC) registration from RCI, Inc.
SECTION V – SUBMITTAL REQUIREMENTS

All respondents shall provide the following information:

1.
A Cover Letter/Transmittal: The cover letter/transmittal shall include the project name and reference number, consultant’s name and address, date of submittal, and key contact name, phone number, email address, and location of the office performing the work. The cover does not count as a page.

2.
A Corporate profile of their firm outlining its history.

3.
A detailed listing of [roofing], [waterproofing], [exterior wall] experience. Listing of similar projects and brief descriptions of same. A minimum of three (3) client references from projects of a similar size and scope.
4.
A description of the consultant’s understanding of the project objectives/outcomes and approach, and how these will be achieved. Provide a description of the means and methods that will be used to deliver the requested services. Briefly discuss any issues or problems anticipated and proposed resolutions. 

5.
Qualifications of lead individual who will be considered the primary contact. 

6.
Team Composition – a complete listing of all key personnel who will be assigned to this project. This will include their relevant experience, qualifications for this project, roles and responsibilities. Include résumés (limited to one page), specific professional registrations, past relevant experience, and contribution in this capacity to past projects.

7.  
Sub-Consultants -Include the names and addresses of those who would supplement your effort in the form of a sub-consultant. Of the total effort, state the capacity and approximate percentage of the services that the sub-consultant would provide. 

8. 
Written evidence that all required insurance policies, as described in Section VII, are in effect.  

9.
A detailed listing of testing equipment owned and operated by the Consultant or sub-consultants.  Indicate the equipment to be assigned to this project; the equipment’s operator; and the operator’s background, training, certification, and licensure (where applicable) as it applies to the equipment proposed for use.

SECTION VI - MANDATORY REQUIREMENTS

A. REGULATIONS

1.
Policy on Small Businesses and Businesses owned by Women and Minorities:  

It is the policy of the [XYZ] to contribute to the establishment, preservation and strengthening of small businesses and businesses owned by women and minorities and to encourage their participation in [XYZ’s] procurement activities.  [XYZ] encourages respondents to provide for the participation of small businesses and businesses owned by women and minorities through partnerships, joint ventures, subcontracts, or other contractual opportunities.

2.
Equal Opportunity

[XYZ] is an Equal Opportunity Employer. The Respondent represents and certifies that the Respondent is an Equal Opportunity Employer; and conducts business affairs without improper regard to race, color, national origin, sex, creed, or disability, and has not been debarred, suspended, or declared ineligible to contract by any public or private agency or entity because of the Respondent’s discriminatory practices. All certifications contained in a Respondent’s proposal are material representations of fact upon which reliance will be placed if [XYZ] awards a contract pursuant to this RFQ. 

1. Nondiscrimination in Hiring
The Respondent represents that it will not discriminate nor permit discrimination by its agents, servants or employees against any employee or applicant for employment with regard to hiring, tenure or employment, promotion, or any other terms, conditions or privileges of employment because of race, color, sex, religion, age, national origin, sex ancestry, handicap or disability. The Respondent will maintain a work environment free of harassment, intimidation and coercion, and will ensure that all on-site supervisory personnel are aware of and carry out Respondent’s obligation to maintain such a working environment.

B.
CERTIFICATIONS & LICENSES

1.
Respondents shall comply with State of  
 [Insert Jurisdiction] Architectural and Engineering licensing requirements for [roofing], [waterproofing], [exterior wall] projects.

2.
Respondents or Respondent’s Consultants shall have Registered Roof Consultant (RRC), Registered Roof Observer (RRO), Registered Waterproofing Consultant (RWC) registrations from RCI, Inc.  As the Registered Exterior Wall Consultant (REWC) is new as of 2011, this registration is not a project requirement, but is preferred.
3.
[Insert additional certifications as required such as Asbestos Designer, Certified Mold Inspector, and Certified Industrial Hygienist (CIH)]
SECTION VII - FEES AND INSURANCE

A.
FEES 

The method of compensation shall be determined by [XYZ] at its option, as hourly rates, percentage of Construction Cost, or a negotiated Fixed Fee.

B. 
INSURANCE

1.
The Proposer shall, at its sole cost and expense, procure and maintain in full force and effect, covering the performance of the Services required under this Contract, the types and minimum limits of insurance specified below. All insurance shall be procured from reputable insurers who are financially responsible and authorized to do business on an admitted basis in the [ State ]. All insurance shall be afforded by an insurance carrier with at least an A- (Excellent) rating from a reputable agency (e.g., A.M. Best).  
2.
WORKERS’ COMPENSATION AND EMPLOYERS’ LIABILITY INSURANCE [Insert required coverage limits]

3.
COMMERCIAL GENERAL LIABILITY INSURANCE [Insert required coverage limits]

4.
AUTOMOBILE LIABILITY INSURANCE [Insert required coverage limits]

5.
EXCESS UMBRELLA INSURANCE [Insert required coverage limits]

6.
PROFESSIONAL LIABILITY /ERRORS AND OMISSIONS (E&O) INSURANCE [Insert required coverage limits] Errors and Omissions policies shall NOT contain exclusions for water ingress.
7.
Evidence of Insurance Acord Coverage. Certificates of Insurance evidencing the required coverages shall be included as part of the Proposer’s submittal.
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