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REQUEST FOR PROPOSALS FOR 

 As Needed Plan Check and Building Inspection Services  
Note regarding the Public Records Act: 

Government Code Sections 6250 et seq., the California Public Record Act, defines a public 
record as any writing containing information relating to the conduct of the public’s business. The 
Public Record Act provides that public records shall be disclosed upon written request and that 
any citizen has a right to inspect any public record unless the document is exempted from 
disclosure. 

Be advised that any contract that eventually arises from this Request for Proposals is a public 
record in its entirety. Also, all information submitted in response to this Request for Proposals is 
itself a public record without exception. Submission of any materials in response to this 
Request for Proposals constitutes a waiver by the submitting party of any claim that the 
information is protected from disclosure. By submitting materials, (1) you are consenting to 
release of such materials by the Town of Hillsborough (“Town”) if requested under the Public 
Records Act without further notice to you and (2) you agree to indemnify and hold harmless the 
Town for release of such information. 

If the Town receives a request for any portion of a document submitted in response to this RFP, 
the Town will not assert any privileges that may exist on behalf of the person or entity submitting 
the proposal, and the Town reserves the right to disclose the requested materials without notice 
to the party who originally submitted the requested material. To the extent consistent with the 
Public Records Act and applicable case law interpreting those provisions, the Town and/or its 
officers, agents, and employees retain discretion to release or withhold any information 
submitted in response to this RFP. 

Submission of a proposal constitutes a complete waiver of any claims whatsoever against the 
Town and/or its officers, agents, or employees that the Town has violated a Proposer's right to 
privacy, disclosed trade secrets, or caused any damage by allowing the proposal to be 
inspected. 
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1 GENERAL INFORMATION 

1.1 Statement of Intent 
The Town of Hillsborough, through this Request for Proposals (“RFP”) seeks a qualified 
consultant to provide as needed plan check and building Inspection services for the Town of 
Hillsborough.  Please see Section 4, below, for a full description of the services required. It 
is a Proposer’s responsibility to review the entire RFP in order to submit a complete and 
responsive proposal. The highest ranked Proposer, based on the written response to the RFP, 
as well as any interviews, if scheduled, will be invited to negotiate a contract with the Town. The 
target start date and contract duration for the proposed services is a two year term from August 
2017 to July 2019, with an optional one-year extension to July 2020, subject to negotiation of a 
final agreement.  
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2 RFP PROCEDURE 

This section describes the general RFP procedure used by the Town of Hillsborough. This RFP 
seeks the submission of proposals from interested and qualified Proposers. The Town of 
Hillsborough seeks to obtain the listed services in a manner that maximizes the quality of 
services while also maximizing value to the Town and, by extension, its residents. Proposers 
must be able to show that they are capable of performing the services requested. Such 
evidence includes, but is not limited to, the respondent's demonstrated competency and 
experience in delivering services of a similar scope and type and local availability of the 
Proposer's personnel and equipment resources. 

2.1 Tentative Schedule of Events 
The following schedule is tentative, and the Town may amend the tentative schedule as 
necessary by addenda. 

Table 1: Tentative Schedule of Events 

Event Target Date 

1. RFP Release Date June 15, 2017 

4. Proposal Deadline – Proposals Must Be RECEIVED by 4:00 p.m. 
on this Date July 6, 2017 

5. Interviews [If Required] July 20 – July 21, 2017 

7. City Council Authorization August 14, 2017 
 

2.2 Submission of Proposals 

2.2.1 Method of Submission 

Proposals must be submitted by the submittal deadline, as follows: 

NUMBER 5 printed copies of proposal delivered by mail or hand to the following address: 

Town of Hillsborough 
Attn: Tim Anderson, Building Official 
Building and Planning Department 
1600 Floribunda Avenue 
Hillsborough, California 94010 

The back of submitted envelope(s) shall be labeled “As needed plan check and building 
inspection services”. Proposals shall be in the format required in Section 5 below. There will not 
be a public opening of proposals. All proposals shall be firm offers, and will so be considered by 
the Town of Hillsborough, although the Town of Hillsborough reserves the right to negotiate 
terms upon evaluation of the proposals. Proposals will be considered valid offers for a period of 
ninety (90) days following the close of the RFP. 
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2.2.2 No Collusion 

By submitting a proposal, each Proposer certifies that its submission is not the result of 
collusion or any other activity that would tend to directly or indirectly influence the selection 
process. The proposal will be used to determine the Proposer's capability of rendering the 
services to be provided. The failure of a Proposer to comply fully with the instructions in this 
RFP may eliminate its proposal from further evaluation as determined in the sole discretion of 
the Town. The Town reserves the sole right to evaluate the contents of proposals submitted in 
response to this RFP and to select a contractor, if any. 

2.2.3 Late Proposals 
Proposals received late will not be opened or given any consideration for the proposed services 
unless doing so is deemed to be in the best interest of the Town, as determined in the sole 
discretion of the Town. All proposals will be date/time stamped upon receipt. All proposals 
received prior to the deadline for proposals will be kept in a secure place. 

2.3 Proposal Evaluation 
All proposals received will be evaluated by an RFP Evaluation Committee. During the evaluation 
process, the Town may require a Proposer's representative to answer specific questions orally 
and/or in writing. The Town may require interviews. The Town may also require a visit to the 
Proposer's offices, other field visits or observations by Town representatives, or demonstrations 
as part of the overall RFP evaluation. Once a finalist or group of finalists is selected, additional 
interactions or information may be required.  

Responses to this RFP must adhere to the format for proposals detailed in Section 5. The 
criteria used as guidelines in the evaluation will include, but not be limited to, the following: 

A. Proposer qualifications and experience, including capability and experience of key 
personnel and experience with other public or private agencies to provide these services 

B. Proposed approach, including clarity of understanding of the scope of services to be 
provided and appropriateness of the proposed solution/services 

C. Customer service 

D. History of successfully managing other contracts with public or private agencies 

E. Ability to meet any required timelines or other requirements 

F. Claims and violations against responding organization or its agents 

G. References 

H. Compliance with Town’s RFP and contractual requirements 

The Town may consider any other criteria it deems relevant, and the Evaluation Committee is 
free to make any recommendations it deems to be in the best interest of the Town. Inaccuracy 
of any information supplied within a proposal or other errors constitute grounds for rejection of 
the proposal. However, the Town may, in its sole discretion, correct errors or contact a Proposer 
for clarification. 

The Town reserves the right to evaluate proposals solely based on each proposer's written 
submission. In relation to written materials, evaluation will be performed only on the material 
included directly in the proposal itself unless otherwise indicated or requested by the Town. The 
Town will not access company web sites or read sales brochures, marketing materials, or white 
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papers in evaluating proposer’s experience or proposed methodology unless doing so is in the 
Town’s best interest. Proposer may submit additional materials or reference on-line information 
as part of its proposal, but these will not necessarily be considered during the proposal 
evaluation process.  

2.4 Proposal Recommendation 
The Evaluation Committee will recommend a provider or providers to the Director of Building 
and Planning or may recommend that all proposals be rejected. The most qualified proposer(s) 
will be recommended to the Director of Building and Planning based on the overall strength of 
each proposal, and the evaluation is not restricted to considerations of any single factor such as 
cost. The Director of Building and Planning will then make his/her own decision as to whether to 
accept or reject the Evaluation Committee's recommendations. Ultimate acceptance or rejection 
of the recommended proposal(s) and execution of a contractual agreement(s) is the 
independent prerogative of the Town, notwithstanding any recommendations made by the 
Evaluation Committee.  

2.5 Notice to Proposers 
The Town is not required to give notice to Proposers in any specific format or on any particular 
timeline. At some point prior to execution of a final agreement for the requested services, the 
Town will notify those who submitted proposals of their non-selection. Proposers may be 
notified at different times depending on the needs of the Town. 

2.6 Protest Process 
If a Proposer desires to protest the selection decision, the Proposer must submit a written 
protest within five (5) business days after the delivery of the notice about the decision. The 
written protest must be submitted to the Town’s City Clerk, as outlined below. Protests received 
after the deadline will not be accepted. Protests must be in writing, must include the name and 
address of the Proposer and the RFP title, and must state all the specific ground(s) for the 
protest. A protest that merely addresses a single aspect of the selected proposal (for example, 
comparing the cost of the selected proposal in relation to the non-selected proposal) is not 
sufficient to support a protest. A successful protest will include sufficient evidence and analysis 
to support a conclusion that the selected proposal, taken as a whole, is an inferior proposal. 

The Director of Building and Planning will respond to a protest within ten (10) business days of 
receiving it, and the Town may, at its election, set up a meeting with the Proposer to discuss the 
concerns raised by the protest. The decision of the Director will be final. The protest letter must 
be sent or hand-delivered to: 

Town of Hillsborough 
Attn: City Clerk 
1600 Floribunda Avenue 
Hillsborough, California 94010 
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3 GENERAL TERMS AND CONDITIONS 

3.1 Read All Instructions 
Please read the entire RFP and all exhibits before preparing your proposal. 

3.2 Proposal Includes the RFP 
This RFP constitutes part of each proposal and includes the explanation of the Town’s needs, 
which must be met. 

3.3 Proposal Costs 
Costs for developing proposals are entirely the responsibility of the Proposer and may not be 
charged to the Town of Hillsborough. 

3.4 Proposal Becomes Town Property 
The RFP and all materials submitted in response to this RFP will become the property of the 
Town. Proposer must sign Exhibit B, Intellectual Property Rights.  

3.5 Questions and Response Process 
Submit all questions relating to this RFP to Tim Anderson, Building Official, at the following 
email address: 

E-mail to: tanderson@hillsborough.net 
Subject Line: As needed plan check and building inspection 

 
If changes to the RFP are warranted, they will be made in writing, clearly marked as addenda to 
the RFP, per Section 3.6 below. 

3.6 Alteration of Terms and Clarifications 
No alteration or variation of the terms of this RFP is valid unless made or confirmed in writing by 
the Town. Likewise, oral understandings or agreements not incorporated into the final contract 
are not binding on the Town. 

If a Proposer discovers any ambiguity, conflict, discrepancy, omission, or other error in the RFP, 
the Proposer must immediately notify the Town of such error in writing and request modification 
or clarification of the document. If a Proposer fails to notify the Town of an error in the RFP prior 
to the date fixed for submission, the Proposer shall submit a response at his/her own risk, and if 
the Proposer enters into a contract, the Proposer shall not be entitled to additional 
compensation or time by reason of the error or its later correction. 

Modifications or clarifications to the RFP will be posted on the Town’s website as outlined in 
Section 3.5, above, without divulging the source of the request for same. The Town may, at its 
discretion, also give electronic notice by email to all parties on the proposers list, pre-proposal 
meeting list and/or who have notified the Town of their electronic contact information in 
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response to this RFP, but no party that fails to receive email notice has any basis for protest 
given that all clarifications will be available online. It is the obligation of all proposing parties to 
check the Town website for updates regarding the RFP if they wish to be kept advised of 
clarifications prior to submitting a proposal. Failure to do so will not provide a ground for protest. 

3.7 Selection of Provider(s) 
The selection of a provider will be memorialized in the form of a “Town of Hillsborough Standard 
Professional Services Agreement” (see the sample template in Exhibit A), authorized by the City 
Manager and signed by both parties. Submission of a proposal constitutes the Proposer’s 
approval and agreement to execute an Agreement in the form of Exhibit A. 

The Town reserves the right to reject any or all proposals without penalty. The Town’s waiver of 
an immaterial deviation in the proposal shall in no way modify the RFP documents or excuse 
the Proposer from full compliance with the specifications if the Proposer enters into a contract. 

Selection of a proposal and eventual submission to the Town’s authorized representative by 
way of an Agreement does not constitute an offer, and Proposers acknowledge by submission 
of a proposal that no agreement is final unless and until an agreement with the Town is fully 
executed. 

3.8 Amendments to the RFP 
The Town may modify this RFP by written Addendum emailed to all Proposers. Any Addenda 
will be also posted on the Town’s website. It is the responsibility of all interested Proposers to 
check the Town’s website for Addenda. The Town will not be responsible for failed receipt of 
Addenda by any interested Proposer in any case. All Addenda will be furnished no less than 5 
days prior to the submittal deadline and must be referred to by number and date on the 
proposal. 

3.9 Examination of Site and RFP Documents 
Attention is directed to proposer’s obligation to examine the work site and RFP documents to 
determine any site variation that may affect the proposal, and investigate the conditions of 
existing clearances, restrictions, or limitations that may affect access to the work (see Section 4 
for a list of reference documents). The Proposer's failure to do any and all of the above shall not 
become a basis for claim of additional monies or extension of time. 

3.10 Insurance 
The Town has certain insurance requirements that must be met. Insurance requirements are 
described in “Exhibit A: Standard Professional Services Agreement”. 

3.11 Incomplete Proposals May be Rejected 
Failure to satisfy any of the requirements identified in this RFP may result in the rejection of the 
proposal. 

3.12 Contact with Town/Department Employees 
As of the issuance date of this RFP and continuing until the final date for submission of 
proposals, all Proposers are specifically directed not to hold meetings, conferences, or technical 
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discussions with any Town employee for purposes of responding to this RFP except as 
otherwise permitted by this RFP. Any Proposer found to be acting in any way contrary to this 
directive may be disqualified from entering into any contract that may result from this RFP. 

Proposers shall submit questions or concerns about the process as outlined in Section 3.5, 
above. The Proposer shall not otherwise ask any Town/Department employees questions about 
the RFP or related issues, either orally or by written communication, unless invited to do so. 

3.13 Miscellaneous 
The Town reserves the right to reject any and all proposals and/or terminate the RFP process if 
deemed in the best interest of the Town. Further, while every effort has been made to ensure 
the information presented in this RFP is accurate and thorough, the Town assumes no liability 
for any unintentional errors or omissions in this document. The Town reserves the right to waive 
or modify any requirements of this RFP when it determines that doing so is in the best interest 
of the Town. The selected contractor will be required to have or obtain a Hillsborough Business 
License issued by the Town’s Finance Department. 
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4 SCOPE OF WORK 

4.1 Background 
 
The Town of Hillsborough is seeking a contract for consulting services to include external plan 
review and inspection of building projects, and provide other similar services such as the 
services identified in this RFP. The selected consultant shall provide building inspection and 
plan check services as requested by the Town.  Such services shall include review of 
construction drawings to assure compliance with City and State adopted laws and codes; 
interacting with permit applicants and Town Staff; and conducting inspections for purposes of 
certifying code compliance.  Specific projects may include residential or non-residential projects.  
Any single job may require one or subsequent reviews of submitted plans.  Types of proposed 
plan check work may include new construction, remodel, additions, green building, LEED 
construction and disabled access compliance.  
 
The Town desires a high level of customer service and professionalism to residents through 
continuity of plan check services, the provision of comprehensive early plan check and 
inspection comments to avoid unexpected project requirements late in the process, streamlined 
review processes, a problem solving approach, coordination of activities with the Building 
Official or his/her designee, maintenance of records of plans in process, and provision of 
electronic plan check comments.   
 
While the Town may select a primary consultant to perform the activities identified in this RFP, 
the Town may select more than one consulting firm to perform the requested services.  

4.2 Plan Checking Services 
 
Consultant, upon request by the Town, shall review plans, calculations, reports and 
specifications for compliance with the most recently adopted federal, state and local codes and 
ordinances. When satisfied that the plans comply with the applicable Building laws of the Town 
and State, Consultant shall approve plans and forward plans to Town for issuance of permit.  
Plan review letter comments shall be specific, detailed, complete, and reference plan sheet 
numbers and code sections where applicable.  All plan check services shall be performed by or 
under the responsible charge of a California licensed professional eligible to prepare and sign 
such plans.  
 
The selected firm shall provide pickup and delivery return for all plans requested to be reviewed. 
The first plan check turn around shall be no more than 15 business days from pickup and the 
second review if needed shall be no more than 5 business days from pickup.  
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4.3 Building Inspection 
 
Consultant, upon request of the Town, shall provide building inspection and certification 
services during the course of construction to enforce compliance with the conditions of approval, 
provisions of the Town’s Building laws and the Code requirements set forth on the approved 
plans for which a permit was issued.  In the performance of such duties Consultant shall 
observe each project at the completion of the various stages of construction for compliance with 
the appropriate City and State code.   
 

4.4 As Needed Additional Professional Services 
 
Additional Professional Services are services that may be needed beyond those provided for 
plan check and inspection services.  The need for additional professional services may be 
driven by peak workload periods and/or special expertise needed.  The need for these services 
will be determined by the Director of Building and Planning.   
 

4.5 Length of Agreement 
The target start date and contract duration for the proposed services is a three year term from 
August 2017 to July 2019, with an optional one-year extension to July 2020, subject to 
negotiation of a final agreement.  
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5 PROPOSAL SUBMISSION REQUIREMENTS 

5.1 Specified Content and Detailed Sequence of Information in the 
RFP 

Each proposal shall include sections addressing the following information in the listed order. 
The Proposer shall be sure to include all information that it feels will enable the Evaluation 
Committee and, ultimately, the Town to make a decision. Failure of the Proposer to provide 
specific, detailed information may result in its proposal being rejected in favor of a sufficiently 
detailed proposal. 

Any necessary exhibits or other information, including information not specifically requested by 
this RFP but deemed as helpful, shall be attached to the end of the proposal. The party 
submitting the materials should keep in mind the limitations on confidential information 
described in the “Note Regarding the Public Records Act” section, above. 

5.1.1 Cover Letter (1 page maximum)  
Provide a one page cover letter on your letterhead which includes the address, voice and fax 
numbers, and email address of the contact person or persons and an indication of who is 
authorized to represent the Proposer in negotiations. 

Unless the Proposer is an individual, all proposals must be signed with a firm/company/ 
partnership/entity name and by a responsible officer or employee indicating that officer or 
employee’s authorization to commit the Proposer to the terms of the proposal. Obligations 
assumed by such signature must be fulfilled. 

5.1.2 Qualifications and Experience (2 page maximum) 

5.1.2.1 Company Background 
Provide a statement of qualifications for your organization, including a statement of the size of 
firm (if the Proposer is not an individual), a description of the types of services provided by your 
organization, a statement of the extent of experience/history providing the services requested by 
this RFP, and number of years in business. 

5.1.2.2 Staffing 
Provide total number of employees employed. Indicate the number of full time employees 
(FTEs) that will be assigned to this project. Indicate the number of part-time employees (and 
their FTE bases: e.g., .5 FTE) that will be assigned to this project. State if subcontractors will be 
used, and provide the number of subcontractor FTEs that will be assigned to the project. 
. 

5.1.2.3 References 
 
Provide references for each of the project examples provided above, including the 
name, title, and role of the contact person; the agency or company name, and contact 
Information including a telephone number and email address for the contact person. 
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5.1.2.4 Required Licensing 
A copy of required licenses and other pertinent licenses should be attached to the back of the 
submittal. The provision of licenses does not count towards page restrictions. 

5.1.3 Team Structure (3 pages, not including staff resumes) 

5.1.3.1 Project Team 
Provide a description of the probable team including any subconsultants. 

5.1.3.2 Project Manager 
Designate a project manager who will be the primary contact with the Town. The proposal must 
contain the qualifications and experience of the project manager, who should have the authority 
to make decisions for his/her organization. The project manager must have the ability to commit 
the necessary periods of time to conduct the work as described in the RFP. 

5.1.3.3 Organizational Chart 
Include all key project team members and explain their role and responsibility throughout the 
project. Identify the project team members who are the daily contacts.  
 

5.1.3.4 Staff Qualifications 
Provide a biography describing the key project team members’ individual qualifications and 
history and role of key staff that will be committed to these services. You may attach a resume 
at the end of the submittal. Resumes do not count towards page limitation.  
  

5.1.4 Proposed Approach (5 pages maximum) 
This section describes your proposed approach for meeting the services required by the Town, 
as described in Section 4, above. Relevant considerations include the quality and feasibility of 
your approach to meeting these needs, the manner in which you plan to provide adequate 
staffing (including planning for absences and back-up coverage, training and monitoring, etc.), 
and equipment, sub-consultant(s) or other resources provided by you (if applicable). The 
proposed approach description should also: 

A. Describe how you will fulfill the needs of the Town included in this RFP. Please provide a 
plan providing specific tasks and associated schedule. 

B. Identify how you will meet all other aspects of the scope of work and related 
requirements listed in Section 4, above, and list any items you cannot provide. 

C. Describe the measurements/metrics/deliverables and/or assessments you will provide to 
allow the Town to assess the services you will provide. 

D. Provide information on any other pertinent services, if any, you can offer that will reduce 
costs or enhance your service. 

5.1.5 Customer Service (1 page maximum) 
A. How will your services meet the needs of the Town’s customers and/or the public? 

B. In the event of a routine problem, who is to be contacted within your organization? 
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5.1.6 Fee Proposal (1 page maximum) 

Provide a fee proposal, as follows: 

A. Using the tasks outlined in the proposer’s project plan, as provided per Section 5.1.4, A., 
above, provide a detailed cost sheet. 

B. All anticipated reimbursable expenses as a separate line item, the charge rates of the 
people who will perform the work (please identify tasks to be performed by sub-
consultants), and a standard hourly rate schedule.  

C. Indication of whether or not travel time is billable, and how it will be calculated. 
Generally, proposals that do not include travel time or expenses are preferred. 

D. Description of the key assumptions used to calculate the fees.  

E. Description of the firm’s method of, and experience in, controlling project costs. 

5.1.7 Claims and Violations against Your Organization (1 page maximum): 
List any current violations or claims against you/your organization and those having occurred in 
the past five years, especially those resulting in claims or legal action against you. 

5.1.8 Statement of Compliance with the Town’s Contractual Requirements: (1 
page maximum) 

A sample of the Town’s Professional Services Agreement is attached to this RFP as Exhibit A. 
Proposals must advise the Town of any objections to any terms in the Town’s contract template 
and provide an explanation for the inability to comply with the required term(s). Submission of a 
proposal without objections constitutes the proposer’s approval and agreement to execute an 
Agreement in the form of Exhibit A. 
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Exhibit A: Intellectual Property Rights 
Exhibit B: Hillsborough’s Standard Professional Services Agreement  
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Exhibit A: Intellectual Property Rights 

1. The Town of Hillsborough (“Town”) shall and does own all titles, rights and interests in all 
Work Products created by Contractor and its subcontractors (collectively “Vendors”) for the 
Town under this Agreement. Contractor may not sell, transfer, or permit the use of any Work 
Products without the express written consent of the Town. 

2. “Work Products” are defined as all materials, tangible or not, created in whatever medium 
pursuant to this Agreement, including without limitation publications, promotional or 
educational materials, reports, manuals, specifications, drawings and sketches, computer 
programs, software and databases, schematics, marks, logos, graphic designs, notes, 
matters and combinations thereof, and all forms of intellectual property. 

3. Contractor shall not dispute or contest, directly or indirectly, the Town’s exclusive right and 
title to the Work Products nor the validity of the intellectual property embodied therein. 
Contractor hereby assigns, and if later required by the Town, shall assign to the Town all 
titles, rights and interests in all Work Products. Contractor shall cooperate and cause 
subcontractors to cooperate in perfecting Town’s titles, rights or interests in any Work 
Product, including prompt execution of documents as presented by the Town. 

4. To the extent any of the Work Products may be protected by U.S. Copyright laws, Parties 
agree that the Town commissions Vendors to create the copyrightable Work Products, 
which are intended to be work-made-for-hire for the sole benefit of the Town and the 
copyright of which is vested in the Town. 

5. In the event that the title, rights, and/or interests in any Work Products are deemed not to be 
“work-made-for-hire” or not owned by the Town, Contractor hereby assigns and shall require 
all persons performing work pursuant to this Agreement, including its subcontractors, to 
assign to the Town all titles, rights, interests, and/or copyrights in such Work Product. 
Should such assignment and/or transfer become necessary or if at any time the Town 
requests cooperation of Contractor to perfect the Town’s titles, rights or interests in any 
Work Product, Contractor agrees to promptly execute and to obtain execution of any 
documents (including assignments) required to perfect the titles, rights, and interests of the 
Town in the Work Products with no additional charges to the Town beyond that identified in 
this Agreement or subsequent change orders. The Town, however, shall pay all filing fees 
required for the assignment, transfer, recording, and/or application. 

6. Contractor agrees that before commencement of any subcontract work it will incorporate this 
Exhibit to contractually bind or otherwise oblige its subcontractors and personnel performing 
work under this Agreement such that the Town’s titles, rights, and interests in Work Products 
are preserved and protected as intended herein. 

 

Name of Authorized Company Representative   

   

Signature of Authorized Company Representative  Date 



vgrundmann
Typewritten Text
EXHIBIT B
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