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CITY OF 
GERMANTOWN 
	 	 	

TENNESSEE 
 

 
 
INVITATION TO SUBMIT  
REQUEST FOR PROPOSAL FOR 
CITY OF GERMANTOWN COMPREHENSIVE PLAN 
RFP #2026-009 
 
 
 
Dear Proposer: 
 
The City of Germantown is requesting the submittal of a REQUEST FOR PROPOSAL (RFP) from qualified 
PROPOSERS interested in providing Professional Services for the proposed Comprehensive Plan (T.C.A. § 12-3-101 
et seq., T.C.A. § 12-3-2002 et seq., and City of Germantown, TN Ord. No. 2007-21, § 1, 2, 1-14-08 – Sec.2-338. 
Competitive Sealed Proposals.) 
  
You are invited to submit a Proposal. Please structure your Proposal in accordance with the requirements and 
specifications outlined in this Request For Proposal. Any deviations, additions or deletions should be so 
noted. Your Proposal should address the issues and requirements in order as outlined on the following pages. 
 
One (1) Digital copy of your Proposal and any supporting documentation must be received by 2:00:00 P.M. (local time), 
on DECEMBER 10, 2025.  PROPOSALS RECEIVED AFTER THIS TIME AND DATE WILL NOT BE CONSIDERED.  
A non-mandatory virtual pre-Proposal conference is scheduled for WEDNESDAY, NOVEMBER 19, 2025. A link for 
this meeting will be posted on the City’s website. Written clarification requests must be submitted no later than 
NOVEMBER 21, 2025.  
 
If you have any questions concerning this Request For Proposal, please contact Cathryn Perdue, Procurement 
Director, at (901) 757-7260, FAX (901) 757-7258 or procurement@germantown-tn.gov .  
 
Proposals shall be submitted via email to procurement@germantown-tn.gov . Please put RFP2026-009 in subject line.  

 
 
Sincerely, 
 
Cathryn Perdue 
 
Cathryn Perdue 
Director Procurement & Risk

1930 South Germantown Road  ●  Germantown, Tennessee  38138-2815								
www.germantown-tn.gov	



 4 

CITY OF GERMANTOWN PROCUREMENT DEPARTMENT 
 

NOTICE OF PROPOSAL LETTING 
 

RFP Specification Number: 2026-009 

 

Proposal Title: City of Germantown Comprehensive Plan 

Proposal Due Time & Date: 2:00 P.M. WEDNESDAY, DECEMBER 10, 2025 

Performance/Payment Bond: Not Required 

Drawings: N/A  

Non-Mandatory Pre-Proposal Conference 9:00 AM, NOVEMBER 19, 2025 

Conference Location: Virtual meeting; a link will be posted on the City’s website 

Deadline for Written Questions: NOVEMBER 21, 2025 

 
 
PLEASE MARK RFP SUBMITTAL WITH: 

1. Proposal Due Date and Time 

2. Title of Proposal 

3. RFP Number  

 
 
RETURN PROPOSALS TO: 

PROCUREMENT@GERMANTOWN-TN.GOV 

 
 
PROPOSALS SUBMITTED LATE, BY FAX WILL NOT BE ACCEPTED.                      
   Please return the entire document intact. 
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REQUEST FOR PROPOSAL 

CITY OF GERMANTOWN COMPREHENSIVE PLAN FOR THE 
 CITY OF GERMANTOWN, TENNESSEE 

 

SECTION I: INTRODUCTION 

1.1 Statement of Purpose 

The purpose of this Request for Proposal (RFP) is to define the City's minimum requirements, solicit Proposals, and gain adequate 
information by which the City may evaluate the services offered by Proposers. 
 
The City of Germantown, Tennessee, located approximately fifteen miles east of Memphis, Tennessee hereinafter referred to as the City, 
intends to secure a Contract for professional services for the development of the City of Germantown Comprehensive Plan (referred to as 
“the Project”) 
 
1.2 Scope of Service 

 
1.2.1 Introduction:   

The City of Germantown’s Comprehensive Plan (“the Project”) will be a city-wide document that incorporates existing studies and 
plans, addressing land use, housing, transportation, and infrastructure. The long-term vision for Germantown outlined in this Plan will 
set the direction for the city’s growth and development in the coming decades. Developing a Comprehensive Plan will assist the City 
of Germantown in maintaining its reputation as a great place to live, work, and play and provide the necessary guidance for the City’s 
leaders. The selected consultant will lead the planning process, including the stakeholder and community engagement, and develop 
project deliverables with the oversight from the city’s Economic and Community Development Department, with the key point person 
being the Planning Division Manager. 

 
1.2.2 Background & Existing Plans: 

The city has never adopted a Comprehensive Plan and it has been 43 years since the City of Germantown has adopted or amended 
a city-wide land use plan. The city’s last land use plan was adopted in 1978 (which forecasted development through 1990). Since 
then, the city has adopted and implemented a number of other land development plans, and county-wide plans that reference 
Germantown have also been adopted. Existing plans and studies that will inform a Comprehensive Plan are: 

 Comprehensive Plan Diagnostic Study, 2024 
 Adopted Small Area Plans 

o Smart Growth Plan, 2007 (aka Central Business District) 
o Western Gateway Small Area Plan, 2013 
o Forest Hill Heights Small Area Plan, 2016 

 Economic Development Strategic Plan, 2012 
 Germantown Municipal School District Demographic Study 2017 
 Master Parks Plan, 2018 
 Apartment Moratorium Study, 2019 
 Public Arts Master Plan, 2021 
 Germantown Forward 2035 Strategic Plan, 2021 
 Stormwater Master Plan, 2021 
 Germantown Municipal School District Facilities Master Plan, 2022 
 Major Road Plan Update, in progress 2022 
 City-wide Tree Plan, in progress 2022 
 Shelby County Plans 

o Mid-South Regional Green Print Plan, 2015 
o Memphis 3.0 Comprehensive Plan, 2019 
o Resilient Shelby Plan, 2019 
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o Walk & Roll – Memphis Region Bicycle and Pedestrian Plan, 2020 
o Unincorporated Shelby County’s Comprehensive Plan, in progress 2022 

 
1.2.3 Deliverables 

At a minimum, the selected firm will be responsible for the following items for the Project: 
 General management and timely completion of the Project 
 A baseline review of existing information and relevant background, including the plans listed above, existing codes 

(e.g., Zoning Ordinance and Subdivision Regulations) and policies (e.g., Design Review Manual), demographic 
and census data, and other information relevant. 

 Address the relationship between land use and transportation (referencing the Major Road Plan Update that is 
underway) 

 Drafting and preparation of planning documents, graphics, mapping and other support services for the Project 
 Developing a brand, theme, and slogan for the project (including design of logo and tagline) 
 All data collection, analysis, and presentations required for the Project 
 Addressing each area of concentration (or elements) in separate sections in the Plan 
 Creating and implementing a robust public engagement plan, including but not limited to conducting all engagement 

interactions, surveys, and updates via a digital platform (webpage, social media, etc.) 
 Organization and facilitation of public visioning, stakeholder input, and partnership building 
 Developing conceptual drawings and illustrations for elements of the Plan 
 Assist with presentations to the City of Germantown Planning Commission and Board of Mayor and Aldermen, as 

needed 
 Projecting budgets for project funds 
 Coordinate and collaborate with City departments and other city consultants regarding ongoing projects (e.g., Major 

Road Plan Update, Stormwater Master Plan, Citywide Tree Plan) 
 Provide a framework for updates to other city planning documents, namely the Zoning Ordinance, Subdivision 

Regulations, Sign Ordinance and Design Review Manual 
 
It is anticipated that the Project will result in a Comprehensive Plan with the following deliverables, although the Proposer 
may identify additional deliverables within their proposal: 

 All text and report files shall be in editable MS Word and Adobe formats 
 All final reports shall be presented in digital format for archiving and reproduction 
 Maps and associated data shall be in ArcGIS and PDF format and shall be provided to the City 
 Bound color copies of the final comprehensive plan (amount to be determined) 
 Bound color copies of the executive summary of the comprehensive plan (amount to be determined) 

 
Please see detailed explanations below under Project Description. The final Scope of Services will be developed in 
collaboration with the selected consultant(s) and city staff prior to contract approval. 
 

1.2.4 Project Description 
The Comprehensive Plan should provide clear and defined guidance to the development of the community, and serve as 
a policy framework.  In order to develop the Plan, the following will be required, but shall not be limited to: 
 

1.2.4.1 Project Management 
 The consultant shall select a Project Manager who will serve as the primary point of contact for the duration of the 

project. 
 The consultant shall prepare a project management plan, including any sub-consultants 
 The consultant shall prepare and submit monthly progress reports, invoices and billings 
 The consultant shall establish and maintain a project schedule with key milestones. The consultant shall organize 

and coordinate meetings for review and provide status updates of various elements of the overall project. 
 

1.2.4.2 Project Reconnaissance and Review of Existing Conditions Report 
Meet with city staff to review the scope of work, conduct a site visit of the city against the Existing Conditions Report 
Review Existing Conditions Report and provide input on any necessary changes or updates  
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1.2.4.3 Stakeholder Involvement and Public Engagement Process 
 Develop and implement an innovative community engagement program that will provide input from community 

members of all ages and backgrounds. This should include the following: 
o Identification of stakeholder groups 
o Timeline for community engagement activities 
o Engagement strategies, communication methods and an approach for effective and consistent messaging 

geared to reaching all identified stakeholder groups and the public 
o Visioning Session, which will include a summary of any proposed changes or updates to the Existing 

Conditions Report as well as initial community perceptions about places, infrastructure, mobility, accessibility, 
parking, safety, architecture (building materials), open space, businesses 

o Educational outreach to the community, such as speaker events 
o Workshops and participatory events of different types and sizes 
o Identification of and attendance at outside community events to gather input (“go to the people”) 
o Social media component 

 The consultant shall prepare a public engagement and public relations campaign and present this campaign to the 
city for approval. Working together with the city’s Communications and Marketing Team will be an essential 
component of this. 

 The consultant shall be responsible for the entire preparation and execution of all stakeholder and community 
engagement involvement, including preparing for and conducting all workshops, maintaining the social media 
component, and presenting formally to the Planning Commission and Board of Mayor and Aldermen for public 
hearings, input and plan consideration/adoption. 
 

1.2.4.4 Comprehensive Plan Development 
 The consultant shall prepare a final report (“the Plan”) with complete results, analyses, conclusions, and 

recommendations for approval by the city. The Plan shall include: priorities, goals, and objectives; policies and 
strategies for plan implementation; and an analysis of potential funding mechanisms that can be utilized toward 
investment of public and economic improvements. The draft report must consider and integrate (wherever possible) 
all of the existing studies and plans, as outlined in 1.2.2. 

 The Comprehensive Plan shall, at a minimum, contain the following elements: 
o Introduction and Executive Summary 
o Population and History (including any updated Existing Conditions) 
o Land Use 
o Economic Development 
o Transportation 
o Housing 
o Utilities (including, but not limited to, Sewer, Stormwater, Water, 

Telecommunications Facilities/Broadband/Fiber Optic Cable) 
o Community Facilities and Services 
o Natural Resources and the Environment 
o Update recommendations to the three Small Area Plans, integrating these into the Comprehensive Plan: 

 Smart Growth Plan, 2007 (aka Central Business District) 
 Western Gateway Small Area Plan, 2013 
 Forest Hill Heights Small Area Plan, 2016 

o Analysis of the Old Germantown district as an integrated special focus district in the Comprehensive Plan 
 Preparation and publication of the final report, the Comprehensive Plan, shall be presented to the Planning 

Commission and the Board of Mayor and Aldermen for adoption. 
 

1.2.4.5 Framework for Updated Zoning 
 As a complementary document, the consultant shall provide a brief, draft framework and recommended approach for 

updating the following, with the Comprehensive Plan serving as the compass: 
o Zoning Ordinance, 1986 
o Subdivision Regulations, 1986 
o Sign Ordinance, 1986 
o Design Review Manual, 2006 

 
 



 

 8

1.2.4.6 Mandatory Project Program Structure: 
 The Proposer’s methodology and cost structure must align with the following major categories and ongoing tasks: 

o Item 1: Preparation – the initial setup stage of the project.  It primarily focuses on establishing the protocols, 
gathering resources, and creating the necessary communication tools before public outreach begins.  Task 
could include but are not limited to: Establish protocols, data collection, branding, engagement planning, 
steering committee, etc. 

o Item 2: Public Engagement – focused on organizing, facilitating, and executing the community involvement 
necessary to gather input for the plan.  Establish and execute the full process for gathering input from 
stakeholders, appointed officials, and the general public through the project timeline.  Task could include but 
are not limited to: organization, stake holder interviews, focus groups, participation with and ongoing updates 
to the Planning Commission, Mayor and Board of Aldermen, and conducting multiple rounds of public 
engagement, etc. 

o Item 3: Research & Analysis – this is the data-driven core of the project, focusing on establishing the necessary 
baseline information.  Task could include but are not limited to: review and update the existing conditions report 
and related analysis, etc. 

o Item 4: Plan Development – Utilizes the data gathered in Item 3 and input from Item 2 to create the policy 
direction and the first draft of the Comprehensive Plan.  It follows an iterative process to ensure the final product 
reflects clear policy direction.  Task could include but are not limited to: establish direction, develop vision and 
goals, growth concepts, draft plan chapters, implementation framework, and the draft plan document, etc. 

o Item 5: Document Preparation – focuses on the finalization of the document’s design and preparation for 
delivery and distribution.  This step takes the policy decisions made in Item 4 and makes them presentation-
ready.  Task could include but are not limited to: template creation, final plan preparation, quality assurance, 
etc. 

o Item 6: Adoption – is dedicated to guiding the final plan through the required approval process, ensuring the 
document is officially adopted and can be implemented.  Task could include but are not limited to: presentation 
to the Planning Commission, Mayor, and Board of Alderman for adoption, etc.  

o Item 7: Project Management – are continuous support and communication activities over the entire project.  
These tasks ensure consistent communication, coordination, and management throughout the life of the 
project.  Task could include but are not limited to: project management and coordination, web content, etc. 

 

1.2 Contract Duration 

The term of this Contract shall be for 16 months with an effective period of January 26, 2026, through May 26, 2027. 
 
 
1.3 Contractor Minimum Qualifications 
Any proposer wishing to submit a proposal and be considered for this solicitation shall have had successful experience in 
completing a Comprehensive Plan withing the past five years as the lead project manager.  Each firm’s experience and 
qualifications will be evaluated primarily as they relate to the firm’s ability to provide demonstrated results with innovative 
comprehensive plans, inclusive community engagement, and other dynamic approaches to community planning practices. 
 
1.4 Proposal Deadline 

 
Proposals shall be submitted no later than the Proposal Deadline time and date detailed in the Section 2, SCHEDULE AND 
EXPLANATION OF RFP EVENTS. Proposers shall respond to the written RFP and any exhibits, attachments, or amendments. A 
Proposer's failure to submit a Proposal as required before the deadline shall cause the Proposal to be disqualified.  
 
Proposers assume the risk of the method of dispatch chosen. The City assumes no responsibility for delays caused by any delivery 
service. Postmarking by the due date shall not substitute for actual Proposal receipt by the City. Late Proposals shall not be 
accepted nor shall additional time be granted to any potential Proposer. Proposals may not be delivered orally, by facsimile 
transmission, or by other telecommunication or electronic means. 
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1.5 Nondiscrimination 

No person shall be excluded from participation in, be denied benefits of, be discriminated against in the admission or access to, or 
be discriminated against in treatment or employment in the City’s contracted programs or activities on the grounds of disability, 
age, race, color, religion, sex, national origin, or any other classification protected by federal or Tennessee State Constitutional or 
statutory law; nor shall they be excluded from participation in, be denied benefits of, or be otherwise subjected to discrimination in 
the performance of Contracts with the City or in the employment practices of the City’s Contractors. Accordingly, all Proposers 
entering into Contracts with the City shall, upon request, be required to show proof of such nondiscrimination and to post in 
conspicuous places, available to all employees and applicants, notices of nondiscrimination. 
 

1.6 Assistance to Proposers With a Disability 

Proposers with a disability may receive accommodation regarding the means of communicating this RFP and participating in this 
procurement process. Proposers with a disability should contact the City’s Procurement Department to request reasonable 
accommodation no later than the deadline for accommodation requests detailed in the Section 2, SCHEDULE AND 
EXPLANATION OF RFP EVENTS. 

1.7 Letter of Intent to Propose 

A letter indicating a Proposer’s intent to respond to this RFP with a Proposal should be sent to the RFP Coordinator (refer to section 
3.1) no later than the Letter of Intent to Propose deadline date detailed in the Section 2, SCHEDULE AND EXPLANATION OF 
RFP EVENTS.  Letters of Intent to Propose may be delivered by email.  Proposers may withdraw their Letter of Intent to Propose 
at any time before the deadline for submitting a Proposal. 

The following information should be included in the Letter of Intent to Propose. 

 Proposer Name 
 Name and Title of Proposer Main Contact 
 Address, Telephone Number, and Facsimile Number of Vendor Main Contact 
 Signed Statement of Intent to Propose 

Submittal of a Letter of Intent to Propose, by the specified deadline, is not a prerequisite for submitting a Proposal, but it is 
necessary to ensure a Proposer’s receipt of RFP amendments and other communications regarding the RFP. 

 

END OF SECTION 
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SECTION 2: SCHEDULE AND EXPLANATION OF RFP EVENTS 

 
The following RFP Schedule of Events represents the City's best estimate of the schedule that shall be followed. Unless otherwise 
specified, the time of day for the following events shall be between 8:00 a.m. and 4:30 p.m., Central Time. 
 
The City reserves the right, at its sole discretion, to adjust this schedule, as it deems necessary. Notification of any adjustment to 
the Schedule of Events shall be provided to all Proposers submitting a Letter of Intent to Propose. 

 

 EVENT DATE TIME 

1 City of Germantown Issues RFP 11/12/2025  

2 Deadline for Proposers with a Disability to Make 
Accommodation Requests 

11/13/2025  

3 Deadline for Letter of Intent to Propose 12/09/2025  

4 
Non-Mandatory Pre-Proposal Conference (meeting 
will be virtual – link will be posted on City’s 
website) 

11/19/2025 9:00 AM 

5 Deadline for Written Comments  11/21/2025 5:00 PM 

6 Response to Written Questions/RFP Amendments 11/25/2025  

7 Deadline for Submitting a Proposal via email 12/10/2025 2:00 PM 

8 Technical Evaluations Begin 12/11/2025  

9 Technical and Cost Proposal Evaluations 12/18/2025  

10 
Finalist are Selected and Non-finalist Notification Letter 
is Released 

12/19/2025  

11 Selected Finalists Make Oral Presentations 1/07/2026  

12 Deadline for Final and Best Offer  1/9/2026  

13 Contract Completion with Finalist 1/12/2026  

14 Contract Award by Board of Mayor and Aldermen 1/26/2026  

15 RFP Files for Public Inspection 1/27/2026  
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2.1 Issue of RFP 

 
The City of Germantown, Tennessee, is issuing this RFP on November 12, 2025. 
 
2.2 Deadline for Disability Accommodation Requests 
 
Proposers with a disability may contact the RFP Coordinator to arrange specific accommodations in order to be able to 
participate in the RFP process by November 13, 2025. 
 
2.3 Deadline for Letter of Intent to Propose 
 
Proposers are requested to submit a Letter of Intent to Propose by December 9, 2025 to the RFP Coordinator as described in 
Section 1.7. 
 
2.4 Pre-Proposal Conference 
 
A non-mandatory Pre-Proposal conference will be held virtually on Wednesday, November 19, 2025, at 9:00 AM Central Time.  
Proposers are strongly encouraged to attend this conference and to submit written questions in advance of the conference to the 
RFP Coordinator.  Additional written questions may be submitted at the conference.  A public log will be kept of the names of 
Proposers that attended the pre-Proposal conference. 
 
Attendance at the pre-Proposal conference is not a prerequisite for submission of a Proposal. 
 
2.5 Deadline to Submit Additional Written Questions 
 
Proposers may submit additional written questions as to the intent or clarity of this RFP until close of business on November 21, 
2025.  All written questions must be addressed to the RFP Coordinator. 
 
2.6 Response to Written Questions/RFP Amendments 
 
Written responses to written questions and any RFP amendment will be distributed on November 25, 2025, to all Proposers whose 
organization name appears on the distribution list accumulated from Intent to Propose Letters received.   
 
2.7 Submission of Proposal 
 
ALL PROPOSALS MUST BE RECEIVED FOR REVIEW AND EVALUATION BY THE PROCUREMENT DIRECTOR NO LATER 
THEN Wednesday, December 10, 2025, at 2:00 pm CENTRAL TIME.  Proposals received after this deadline will not be accepted.  
The date and time will be recorded on each Proposal.  Proposals must be addressed and delivered via email as discussed within 
this RFP package.  
 
PROPOSERS SHALL BE RESTRICTED TO ONE PROPOSAL PER RFP.  Proposers submitting more than one version of their 
Proposal per RFP may be disqualified. 
 
2.8 Technical Proposal Evaluation 
 
An Evaluation Team will perform the technical evaluation of Proposals.  In accordance with criteria identified in Section 6.1-2, this 
process will take place between December 11, 2025 and December 17, 2025.  During this time, the RFP Coordinator may initiate 
discussions with Proposers who submit responsive or potentially responsive Proposals for the purpose of clarifying without such 
discussion. Discussions SHALL NOT be initiated by the Proposers. 
 
2.9 Cost Proposal Evaluation 
 
In accordance with criteria identified in Section 6.1-2, the cost evaluation of Proposals will be performed by an Evaluation Team.  
This process will take place between December 18, 2025 and December 19, 2025.   
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2.10 Selection of Finalists 
 
The Evaluation Team will select and the RFP Coordinator will notify the finalist on December 19, 2025.  Only finalists will be invited 
to participate in the subsequent steps of the procurement.   
 
2.11 Oral Presentation by Finalists 
 
If needed, Finalist will be required to present their Proposals to the Evaluation Team.  The RFP Coordinator will schedule the time 
for each Proposer presentation on January 7, 2026 (and January 8, 2026 if necessary).  All presentations will be held virtually.  
Each presentation will be limited to one hour in duration. 
 
2.12 Best and Final Offers from Finalists 
 
Finalists may be asked to submit revisions to their Proposals for the purpose of obtaining best and final offers by January 9, 2026.  
 
2.13 Negotiation Contract with Finalists 

 
Contract negotiations will be finalized with the most advantageous Proposer by January 12, 2026. In the event that mutually 
agreeable terms cannot be reached, the City reserves the right to finalize a contract with the next most advantageous Proposer 
without undertaking a new procurement process. 
 
2.14 Contract Award by Board of Mayor and Aldermen 
 
After review of the Evaluation Team report and recommendation, the Procurement Director will submit a formal recommendation 
accompanied by the signed Contract to the Board of Mayor and Aldermen for approval to award the Contract on January 26, 2026.   
 
2.15 RFP Files for Public Inspection 
 
The RFP file is open to the public for viewing after January 27, 2026. 
 
 
 

END OF SECTION 
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SECTION 3: GENERAL REQUIREMENTS AND INFORMATION 
 

3.1 RFP Coordinator 
 

The main point of contact for this RFP shall be: 
 

Jennifer Jenkins, Assistant Director Procurement & Risk 
Procurement Department 
1930 S. Germantown Road 
Germantown, TN 38138 
 
Telephone: 901/757-7260 
Fax:  901/757-7258 
E-Mail:  procurement@germantown-tn.gov 
 
The main point of contact shall hereinafter be referred to as the RFP Coordinator. 

 
3.2 RFP Number 

 
The City has assigned the following RFP identification number – it should be referenced in all communications regarding the 
RFP: 
 
RFP 2026-009 

 
3.3 Communication Regarding the RFP 
 
3.3.1 Upon release of this RFP, all Proposer communications concerning this procurement must be directed to the RFP 

Coordinator. Unauthorized contact regarding the RFP with other City employees may result in disqualification. 
 
3.3.2 All communications should be in writing to the RFP Coordinator. Any oral communications shall be considered unofficial 

and nonbinding on the city. Written comments, including questions and requests for clarification, must cite the subject RFP 
number. The RFP Coordinator must receive these written requests by the deadline specified in Section 2, SCHEDULE 
AND EXPLANATION OF RFP EVENTS. 

 
3.3.3 The City shall respond in writing to written communications. Such response shall constitute an amendment to the RFP. 

Only written responses to written communications shall be considered official and binding upon the City. The City reserves 
the right, at its sole discretion, to determine appropriate and adequate responses to written comments, questions, and 
requests for clarification. 

 
3.3.4 The City shall fax, e-mail or mail copies of its written responses to written comments, to all Proposers submitting a Letter 

of Intent to Propose. 
 
3.4 Required Review and Waiver of Objections by Proposers 
 
Proposers should carefully review this RFP and all attachments, including but not limited to the Contract, for comments, questions, 
defects, objections, or any other matter requiring clarification or correction (collectively called “comments”). Comments concerning 
RFP objections must be made in writing and received by the city no later than the Deadline for Written Comments detailed in the 
Section 2, RFP Schedule of Events. This will allow issuance of any necessary amendments and help prevent the opening of 
defective Proposals upon which Contract award could not be made. 
 
Protests based on any objection shall be considered waived and invalid if these faults have not been brought to the attention of 
the City, in writing, by the Deadline for Written Comments. 
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3.5 Proposal Submittal 
 

3.5.1 Proposers shall respond to this RFP with a Technical Proposal and a Cost Proposal. No pricing information shall be included 
in the Technical Proposal. Inclusion of Cost Proposal amounts in the Technical Proposal shall make the Proposal 
nonresponsive. 

 
One (1) digital copy of the Technical Proposal shall be submitted to the City via email to procurement@germantown-tn.gov 
and be clearly marked: 
 

“Technical Proposal in Response to RFP# 2026-009 -- Do Not Open” 
 

One (1) digital copy of the Cost Proposal shall be submitted to the City as a separate email to procurement@germantown-
tn.gov and clearly marked: 
 

“Cost Proposal in Response to RFP# 2026-009-- Do Not Open” 
 
3.5.2 All Proposals must be emailed and addressed as follows: 
 

Email to: procurement@germantown-tn.gov  
Subject Line: RFP 2026-009 - Technical Proposal 
Separate Email Subject Line: RFP 2026-009 - Cost Proposal 
 
by the date and time identified as the Deadline for Submitting a Proposal in the RFP Schedule of Events. 

 
3.5.3 Proposers shall submit only one proposed solution or product though they may have two or more types that meet 

specifications.  Proposers must determine for themselves which to offer.  Submission by a single proposer of more than 
one proposed solution or product shall be sufficient cause for rejection of all prices for that item by the proposer. 

 
3.6 Proposal Preparation Costs 
 
The City of Germantown will not be liable in any way for any costs incurred by respondents in replying to any part of this RFP. 
 
3.7 Proposal Withdrawal 
 
To withdraw a Proposal, the vendor must submit a written request, signed by an authorized representative, to the RFP Coordinator.  
After withdrawing a previously submitted Proposal, the vendor may submit another Proposal at any time up to the deadline for 
submitting Proposals. 
 
3.8 Proposal Amendment 
 
The City shall not accept any amendments, revisions, or alterations to Proposals after the deadline for Proposal submittal unless 
the City formally requests such, in writing. 
 
3.9 Proposal Errors 
 
Proposers are liable for all errors or omissions contained in their Proposals. Proposers shall not be allowed to alter Proposal 
documents after the deadline for submitting a Proposal. 
 
3.10 Incorrect Proposal Information 
 
If the City determines that a Proposer has provided, for consideration in the evaluation process or Contract negotiations, incorrect 
information, which the Proposer knew or should have known, was materially incorrect, that Proposal shall be determined non-
responsive, and the Proposal shall be rejected. 
 
3.11 Prohibition of Proposer Terms and Conditions 
A Proposer may not submit the Proposers own Contract terms and conditions in a response to this RFP. If a Proposal contains 
such terms and conditions, the City, at its sole discretion, may determine the Proposal to be a nonresponsive counteroffer, and the 
Proposal may be rejected.  Further information included in section 3.22. 
 



 

 15

3.12 Assignment and Subcontracting 
 
3.12.1 The Contractor may not subcontract, transfer, or assign any portion of the Contract without prior, written approval from 

the city. Each subcontractor must be approved in writing by the City. The substitution of one subcontractor for another 
may be made only at the sole discretion of the City and with prior, written approval from the City. 

 
3.12.2 Notwithstanding the use of approved subcontractors, the Proposer, if awarded a Contract under this RFP, shall be the 

prime Contractor and shall be responsible for all work performed. 
 
3.13 Right to Refuse Personnel 
 
The City reserves the right to refuse, at its sole discretion, any subcontractors or any personnel provided by the prime Contractor 
or its subcontractors. 
 
3.14 Proposal of Alternate Services 
 
Proposals of alternate services (i.e., Proposals that offer something different from that requested by the RFP) shall be considered 
nonresponsive and rejected. 
 
3.15 Independent Price Determination 
 
3.15.1 A Proposal shall be disqualified and rejected by the City if the price in the Proposal was not arrived at independently 

without collusion, consultation, communication, or agreement as to any matter relating to such prices with any other 
Proposer, a City employee, or any competitor. 

 
3.15.2 The Proposer is prohibited from submitting more than one Proposal. Submittal of more than one Proposal shall result in 

the disqualification of the Proposer. 
 
3.15.3 The Proposer is prohibited from submitting multiple Proposals in a different form (i.e., as a prime Contractor and as a 

subcontractor to another prime Contractor). Submittal of multiple Proposals in a different form may result in the 
disqualification of all Proposers associated with a multiple Proposal. 

 
3.15.4 Should any such prohibited action stated above (see 3.15.1, 3.15.2, and 3.15.3) be detected any time during the term of 

the Contract, such action shall be considered a material breach and grounds for Contract termination. 
 

3.16 Insurance 
 
The apparent successful Proposer may be required to provide proof of adequate worker’s compensation and general liability 
insurance coverage before entering into a Contract.  Additionally, the City may, at its sole discretion, require the apparent 
successful Proposer to provide proof of adequate professional malpractice liability or other forms of insurance.  Failure to provide 
evidence of such insurance coverage is a material breach and grounds for termination of the Contract negotiations. Any insurance 
required by the City shall be in form and substance acceptable to the City. 
 
3.17 Licensure 

 
Before a Contract pursuant to this RFP is signed, the Proposer must hold all necessary, applicable business and professional 
licenses. The City may require any or all Proposers to submit evidence of proper licensure. 
 
3.18 Conflict of Interest and Proposal Restrictions 
 
3.18.1 By submitting a Proposal, the Proposer certifies that no amount shall be paid directly or indirectly to an employee or 

official of the City of Germantown, Tennessee as wages, compensation, gratuities, inducements or gifts in exchange for 
acting as an officer, agent, employee, subcontractor, or consultant to the Proposer in connection with the procurement 
under this RFP. 
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3.18.2 Any individual, company, or other entity involved in assisting the City in the development, formulation, or drafting of this 
RFP or its scope of services which shall be considered to have been given information that would afford an unfair 
advantage over other Proposers, and said individual, company, or other entity may not submit a Proposal in response 
to this RFP. 

 
3.19 RFP Amendment and Cancellation 
 
The City reserves the unilateral right to amend this RFP in writing at any time. The City also reserves the right to cancel or reissue 
the RFP at its sole discretion. If an amendment is issued it shall be provided to all Proposers submitting a Letter of Intent to 
Propose. Proposers shall respond to the final written RFP and attachments, and amendments. 
 
3.20 Right of Rejection 
 
3.20.1 The City reserves the right, at its sole discretion, to reject any and all Proposals or to cancel this RFP in its entirety. 
 
3.20.2 Any Proposal received which does not meet the requirements of this RFP may be considered to be nonresponsive, and 

the Proposal may be rejected. Proposers must comply with all of the terms of this RFP and all applicable city laws and 
regulations.  

 
3.21 Disclosure of Proposal Contents 
 
All Proposals and other materials submitted in response to this RFP procurement process become the property of the City of 
Germantown, Tennessee. Selection or rejection of a Proposal does not affect this right. All Proposal information, including detailed 
price and cost information, shall be held in confidence during the entire RFP process. Upon the completion of the evaluation of 
Proposals, indicated by a Contract award by the Board of Mayor and Aldermen, the Proposals and associated materials shall be 
open for review by the public in accordance with Tennessee Code Annotated, Section 10-7-504(a)(7). By submitting a Proposal, 
the Proposer acknowledges and accepts that the full contents of the Proposal and associated documents shall become open to 
public inspection. 
 
3.22 Contract Terms and Conditions 
 
3.22.1 The Contract between the City and the Contractor will follow the format specified by the City and contain the terms and 

conditions set forth in Section 8 of this RFP.  The contents of this RFP, as revised and/or supplemented, and the 
successful Proposer’s Proposal will be incorporated into and become part of the Contract. 

 
3.23 Right to Waive Minor Irregularities 
 
The City reserves the right to waive minor irregularities.  The City also reserves the right to waive mandatory requirements provided 
that all of the otherwise responsive Proposals failed to meet the mandatory requirements and/or doing so does not otherwise 
materially affect the procurement.  This right is at the sole discretion of the City. 
 
3.24 Ownership of Proposals 
 
All documents submitted in response to this request for Proposals shall become the property of the City. 
 
3.25 Electronic Mail Address Required 
 
A large part of the communication regarding this procurement will be conducted by electronic mail (e-mail).  Proposers must have 
a valid e-mail address to receive these correspondences. 
 
 

END OF SECTION 
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SECTION 4: SPECIAL REQUIREMENTS 
 
4.1 Indemnification and Liability 

 
4.1.1 Responsibilities for Claims and Liabilities.  Provider shall indemnify, defend, save and hold harmless the City, and 

its elected officials, officers, employees, agents, assigns, and instrumentalities from and against any and all claims, 
liability, losses or damages, including but not limited to Title VII and 42 USC 1983 prohibited acts, arising out of or 
resulting from any conduct; whether actions or omissions; whether intentional, unintentional, or negligent; whether legal 
or illegal; or otherwise that occur in connection with or in breach of this Contract or in the performance of the duties 
hereunder, whether performed by the Provider its sub-contractors, agents, employees or assigns.  This indemnification 
shall survive the termination or conclusion of this Contract.  
 

4.1.1.1 The Provider expressly understands and agrees that any insurance protection required by this Contract or otherwise 
provided by the Provider shall in no way limit the responsibility to indemnify, defend, save and hold harmless the City or 
its elected officials, officers, employees, agents, assigns, and instrumentalities as herein provided. 
 

4.1.1.2 The City has no obligation to provide legal counsel or defense to the Provider or its sub-contractors in the event that a 
suit, claim, or action of any character is brought by any person not party to this Contract against the Provider as a result 
of or relating to obligations under this Contract.  

 
4.1.1.3 Except as expressly provided herein, the City has no obligation for the payment of any judgement or the settlement of 

any claims against the Provider as a result of or relating to obligations under this Contract. 
 
4.1.1.4 The Provider shall immediately notify the City, c/o City of Germantown, Procurement & Risk, 1930 S. Germantown Rd., 

Germantown, TN 38138, of any claim or suit made or filed against the Provider or its sub-contractors regarding any 
matter resulting from or relating to the Provider’s obligations under this Contract and will cooperate, assist and consult 
with the City in the defense or investigation thereof. 

 
4.1.1.5 The Provider shall immediately notify City of Germantown, Procurement & Risk, 1930 S. Germantown Rd., Germantown, 

TN 38138, of any cancellation or changes in any of the insurance coverage required. 
 
4.2 Insurance Requirements  

 
4.2.1 Insurance Requirements.  The Provider shall, at its own cost and expense, acquire and maintain (and cause any 

subcontractors, representatives or agents to acquire and maintain) during the term with the City, sufficient insurance to 
adequately protect the respective interest of the parties.  Coverage shall be obtained with a carrier maintaining an AM 
Best Rating of A- or better and a Financial Size of IX or greater.  All Insurance Companies shall be authorized to conduct 
business in the State of Tennessee.  In addition, the City has the right to review the Provider’s deductible or self-insured 
retention and to require that it be reduced or eliminated. 
 

4.2.2 Commercial General Liability Insurance coverage, including but not limited to, premises operations, 
products/completed operations, products liability, contractual liability, advertising liability, personal injury, death, and 
property damage in the minimum amount of $1,000,000 (one million dollars) per occurrence and $2,000,000 (two million 
dollars) general aggregate. 
 
Additional Insured. The City of Germantown must be named Additional Insured using a CG 2010 (11/85) endorsement 
(or equivalent) and this must be noted on the Certificate of Insurance. 
 
Waiver of Subrogation.  The Insurance Company agrees to Waive their Right of Subrogation against the City of 
Germantown and this must be noted on the Certificate of Insurance. 
 

4.2.3 Professional Liability Errors & Omissions Insurance coverage, the Provider shall keep in force and at all times 
maintain during the term of this Contract, Errors and Omission Liability coverage in the amount of $1,000,000 (one million 
dollars) per claim or occurrence 
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4.2.4 Certificate of Insurance.  Prior to the execution of this Contract, and then annually upon the anniversary date(s) of the 
insurance policy’s renewal date(s) for as long as this Contract remains in effect, the Provider will furnish the City with a 
Certificate of Insurance(s) (using appropriate ACORD certificate, SIGNED by the Issuer, and with applicable 
endorsements) evidencing all of the coverage set forth above and naming the City as an “Additional Insured” on the 
Commercial General Liability Insurance and the Commercial Automobile Liability Insurance.  In addition, when requested 
in writing from the City, the Provider will provide the City with certified copies of all applicable policies.  The address 
where such certificates and certified policies shall be sent or delivered is as follows: 
 
City of Germantown 
Attn: Procurement & Risk Department, RFP2026-003 
1930 S. Germantown Rd. 
Germantown, TN 38138 
 
Or via email at procurement@germantown-tn.gov  

 
 

END OF SECTION 
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SECTION 5: PROPOSAL FORMAT AND CONTENT 
 
5.1 General Proposal Requirements 
 
5.1.1 The City discourages lengthy and costly Proposals. Proposals should be prepared simply and economically and provide a 

straightforward, concise description of the Proposer’s capabilities to satisfy the requirements of this RFP. Emphasis should 
be on completeness and clarity of content. 

 
5.1.2 Proposers must follow all formats and address all portions of the RFP set forth herein providing all information requested. 

Proposers may retype or duplicate any portion of this RFP for use in responding to the RFP, provided that the Proposal 
clearly addresses all of the City's information requirements. 

 
5.1.3 Proposals must not contain extraneous information. All information presented in a Proposal must be relevant in response 

to a requirement of this RFP, must be clearly labeled, and, if not incorporated into the body of the Proposal itself, must be 
referenced to and from the appropriate place within the body of the Proposal. Any information not meeting these criteria 
shall be deemed extraneous and shall in no way contribute to the evaluation process. 

 
5.1.4 Proposals shall be prepared on standard 8 1/2" x 11" paper. Foldouts containing charts, spreadsheets, and oversize exhibits 

are permissible. All responses, as well as any reference material presented, must be written in English. All Proposal pages 
must be numbered. 

 
5.1.5 Proposers shall divide their responses to this RFP into a Technical Proposal and a Cost Proposal and submit them in 

accordance with Section 3.5 of this RFP by the Deadline for Submitting a Proposal in the RFP Schedule of Events.  
 

Cost Proposal and pricing information shall not be included in the Technical Proposal. Inclusion of Cost Proposal dollar 
amounts in the Technical Proposal shall make the Proposal nonresponsive and the Proposal shall be rejected. 

 
5.2 Technical Proposal 
 

The Technical Proposal shall be divided into the following sections: 
 
I. Proposal Transmittal Letter; 
II. Mandatory Proposer Qualifications; 
III. General Proposer Qualifications and Experience; 
IV. Technical Approach; and, 
V. Detailed Documentation of Proposer Financial Resources. 
 
If a Proposal fails to detail and address each of the requirements detailed herein, the City may determine the Proposal to 
be nonresponsive and reject it. 
 

5.2.1 Proposal Transmittal Letter -- The Technical Proposal must provide a written transmittal and offer of the Proposal in the 
form of a standard business letter. The Proposal Transmittal Letter shall reference and respond to the following subsections 
in sequence and attach corresponding documentation as required. 

 
The requirements of the Proposal Transmittal Letter section of the Proposal are mandatory. Any Proposal, which does not 
meet the requirements and provide all required documentation, may be considered nonresponsive, and the Proposal may 
be rejected. 

 
5.2.1.1 The letter shall be signed by a company officer empowered to bind the proposing vendor to the provisions of this RFP 

and any Contract awarded pursuant to it; if said individual is not the company president, the letter shall attach evidence-
showing authority to bind the company. 

 
5.2.1.2 The letter shall state that the Proposal remains valid for at least ninety (90) days subsequent to the date of the Cost 

Proposal opening and thereafter in accordance with any resulting Contract between the Proposer and the City. 
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5.2.1.3 The letter shall provide the name, mailing address, and telephone number of the person the City should contact regarding 
the Proposal. 

 
5.2.1.4 The letter shall state whether the Proposer intends to use subcontractors; if so, clearly identify the names of the 

subcontractors along with complete mailing addresses and the scope and portions of the work the subcontractors shall 
perform. (Note: The Contractor must obtain written approval from the City prior to the use of any subcontractors.) 

 
5.2.2 Mandatory Proposer Qualifications – Technical Proposals shall provide responses and documentation, as required that 

indicate that the Proposer has met the Mandatory Proposer Qualifications requirements. Any Proposal that does not meet 
the mandatory requirements and provide all required documentation may be considered nonresponsive, and the Proposal 
may be rejected. 

  
 Technical Proposals shall provide the following information: 
 
5.2.2.1 Written confirmation that the Proposer shall comply with all of the provisions in this RFP and shall accept all terms and 

conditions set out in the Contract in Section Eight (8) of this RFP. (Note: If the Proposal fails to provide said confirmation 
without exception or qualification, the City, at its sole discretion, may determine the Proposal to be nonresponsive and 
the Proposal may be rejected.) 

 
5.2.2.2 Written certification and assurance of the Proposer’s compliance with: 
 

 The laws of the State of Tennessee; 
 Title VII of the federal Civil Rights Act of 1964; 
 The Equal Employment Opportunity Act and the regulations issued there under by the federal government; 
 The Americans with Disabilities Act of 1990 and the regulations issued there under by the 
 Federal government; 
 The Iran Divestment Act of 2016; 
 The Non-Boycott of Israel Act; 
 The condition that the submitted Proposal was independently arrived at, without collusion, under penalty of perjury; 

and, 
 The condition that no amount shall be paid directly or indirectly to an employee or official of the City of Germantown, 

Tennessee as wages, compensation, gratuities, inducements or gifts in exchange for acting as an officer, agent, 
employee, subcontractor, or consultant to the Proposer in connection with the procurement under this RFP. 

 
(Use Attachment 9.1, Certification of Compliance) 

 
5.2.2.3 Documentation of financial responsibility and stability; said documentation shall include: 
 
5.2.2.3.1 A current written bank reference, in the form of a standard business letter, indicating that the proposer’s business 

relationship with the financial institution is in positive standing 
 
5.2.2.3.2 A copy of a valid certificate of insurance indicating all required lines of insurance in the amounts indicated in section 

4.2. 
 
5.2.3 General Proposer Qualifications and Experience -- Technical Proposals shall provide the following information (referencing 

the subsections in sequence) to evidence the Proposer’s experience in delivering services similar to those required by this 
RFP: 

 
5.2.3.1 A brief, descriptive statement indicating the Proposer’s credentials to deliver the services sought under this RFP. 
 
5.2.3.2 A brief description of the Proposer’s background and organizational history. 
 
5.2.3.3 Years in business. 
 
5.2.3.4 A brief statement of how long the Proposer has been performing the services required by this RFP. 
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5.2.3.5 Location of offices. 
 
5.2.3.6 A description of the Proposer organization’s number of employees, longevity, and client base. 
 
5.2.3.7 Whether there have been any mergers, acquisitions, or sales of the Proposer company within the last five (5) years (if 

so, an explanation providing relevant details). 
 
5.2.3.8 Form of business including state of origin/domicile (i.e., individual, sole proprietor, corporation, non-profit corporation, 

partnership, joint venture, limited liability company, et cetera). 
 
5.2.3.9 A statement as to whether there is any pending litigation or threatening dispute against the Proposer; and if such litigation 

or dispute exists, attach an opinion of counsel as to whether the pending litigation or dispute will impair the Proposer’s 
performance in a Contract under this RFP. 

 
5.2.3.10 A statement as to whether, in the last ten years, the Proposer has filed (or had filed against it) any bankruptcy or 

insolvency proceeding, whether voluntary or involuntary, or undergone the appointment of a receiver, trustee, or assignee 
for the benefit of creditors; and if so, an explanation providing relevant details. 

 
5.2.3.11 An organizational chart highlighting the key people who shall be assigned to accomplish the work required by this RFP.  

It should illustrate the lines of authority and designate the individual responsible for the completion of each service 
component and deliverable of the RFP. 

 
5.2.3.12 A personnel roster and resumes of key people who shall be assigned by the Proposer to perform duties or services under 

the Contract -- the roster should include estimated number of hours to be worked on the Contract for each person, and 
the resumes shall detail each individual’s title, education, current position with the Proposer, and employment history. 

 
5.2.3.13 A list, if any, of all current contractual relationships with the City of Germantown and all those completed within the 

previous five-year period -- the listing should include: 
 

 the Contract number; 
 the Contract term. 

 
5.2.3.14 Customer references for similar projects representing both five (5) of the larger accounts currently serviced by the vendor 

and three (3) completed projects -- for each reference, include: 
 the company name and business address; 
 the name, title, and telephone number of the company contact knowledgeable about the project work; and 
 a brief description of the service provided and the period of service. 
 

5.2.3.15 Identify past experience in preparing Comprehensive Plans for mid-sized suburban communities, particularly those in 
the Southeast with demographics similar to Germantown.  Provide evidence of satisfactory performance on recently 
completed Comprehensive Plans (in the past five (5) years).  
 

5.2.3.16 Current projects and workload, including: list of current or past projects similar size and scope; initial budget and final 
cost for above project; start date and final completion date for above projects; and projected workload.  Include availability 
of personnel to City of Germantown staff. 

 
5.2.4 Technical Approach – The Proposer shall describe the vendor’s plans and approach for accomplishing the work 

requested. The information provided shall be in enough detail to enable the City to ascertain the Proposer’s 
understanding of the effort to be accomplished and should outline the steps in the total service proposed. Technical 
Proposals shall provide the following narrative information (referencing the subsections in sequence) to evidence the 
suitability of the Proposer’s technical approach to delivering the services sought under this RFP: 

 
5.2.4.1 Proposers must provide a comprehensive narrative, captioned “Project Understanding,” that illustrates the vendor’s 

understanding of the City’s requirements and project schedule. 
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5.2.4.2 Proposers must provide a comprehensive narrative, captioned “Project Approach,” that illustrates how the Proposer will 
complete the scope of services, accomplish required objectives, and meet the City's project schedule.  This narrative 
must be organized by an provide a detailed response to each of the items outlined in the Mandatory Project Program 
Structure referenced in Section 1.2: Scope of Service. 

 
5.2.4.3 Proposers must provide a comprehensive narrative, captioned “Project Management,” that illustrates how the Proposer 

will manage the project, ensure completion of the scope of services, and accomplish required objectives within the project 
schedule. 

 
5.3 Cost Proposal 
 
5.3.1 The Cost Proposal shall be submitted to the City as a separate email from the Technical Proposal. 
 
5.3.2 The Cost Proposal required format is provided in Attachment 9.2, and the Cost Proposal must be recorded on an exact 

duplicate thereof. 
 
5.3.3 The Cost Proposal shall specifically record the exact cost amounts proposed in the appropriate space as required by 

Attachment 9.2. Said proposed cost shall incorporate all cost for the proposed scope of services for the total Contract 
period. 

 
5.3.4 The Cost Proposal shall record only the proposed cost as required, and shall not record any other rates, amounts, or 

information. It shall not record any text that could be construed as a qualification of the cost amounts proposed. If the 
Proposer fails to specify the Cost Proposal as required, the City shall determine the Proposal to be nonresponsive and 
reject it. 

 
5.3.5 The Proposer must sign and date the Cost Proposal. 

 
 

 
END OF SECTION 
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SECTION 6: EVALUATION AND CONTRACTOR SELECTION 
 
6.1 Proposal Evaluation Categories  
 
In accordance with statues & ordinances identified in Sec. 1.8, the evaluation criteria categories that shall be considered in the 
evaluation of Proposals are qualifications, experience, technical approach, and cost.  
 
6.2 Proposal Evaluation Process 
 
6.2.1 Based on the above referenced criteria, the evaluation process is designed to award the procurement not necessarily to 

the Proposer of least cost, but rather to the Proposer with the best combination of attributes based upon the evaluation 
criteria. 

 
6.2.2 The RFP Coordinator shall manage the Proposal evaluation process and maintain Proposal evaluation records. A Proposal 

Evaluation Team made up of City employees shall be responsible for evaluating Proposals. 
 
6.2.3 All Proposals shall be reviewed by the RFP Coordinator to determine compliance with basic Proposal requirements as 

specified in this RFP. If the RFP Coordinator determines that a Proposal may be missing one or more such requirements, 
the Proposal Evaluation Team shall review the Proposal to determine: 

 
1) if it meets requirements for further evaluation; 
2) if the City shall request clarification(s) or correction(s); or 
3) if the City shall determine the Proposal nonresponsive and reject it. 
 
(See Attachment 9.3, Mandatory Requirements Checklist). 

 
6.2.4 The Proposal Evaluation Team shall evaluate responsive Proposals.  
 
6.2.5 The City reserves the right, at its sole discretion, to request clarifications of technical Proposals or to conduct discussions 

for the purpose of clarification with any or all Proposers. The purpose of any such discussions shall be to ensure full 
understanding of the Proposal. Discussions shall be limited to specific sections of the Proposal identified by the City and, 
if held, shall be after initial evaluation of Technical Proposals. If clarifications are made as a result of such discussion, the 
Proposer shall put such clarifications in writing. 

 
6.2.6 The RFP Coordinator shall open and present each Cost Proposal to the Evaluation Team.  
 
6.3 Award Process 
 
6.3.1 Following the finalist presentations and selection of the most advantageous Proposer, the Department Director shall 

prepare an agenda sheet containing the results from the Proposal evaluation process to the Board of Mayor and 
Aldermen for consideration. 

 
6.3.2 Once the Contract award has been approved by the Board of Mayor and Aldermen, the RFP files shall be made available 

for public inspection. 
 
6.4 Protest Process 
 
6.4.1 In the event that any Proposer is aggrieved by the decision of the City, such aggrieved Proposer may protest the intended 

award to another Proposer if the protest is filed within seven days after the intended award is announced.  The protest 
must be filed with the Board in care of the City Administrator of the City and shall be promptly decided by the Board. 
 

 
 

END OF SECTION 
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SECTION 7: STANDARD CONTRACT INFORMATION 
 
7.1 Contract  
 
If a Proposer fails to sign and return the Contract drawn pursuant to this RFP and final Contract within fourteen (14) days of its 
delivery to the Proposer, the City may determine, at its sole discretion, that the Proposer is nonresponsive to the terms of this RFP, 
reject the Proposal, and proceed with the next best evaluated Proposer. 
 
7.2 Contract Payments 
 
Contract payments shall be made in accordance with the Payment Terms and Conditions Section of the final Contract. 
 
Under no conditions shall the City be liable for payment of any type associated with the Contract or responsible for any work done 
by the Contractor, even work done in good faith and even if the Contractor is orally directed to proceed with the delivery of services, 
if it occurs before the Contract start date specified by the Contract or before Contract approval. 
 
7.3 RFP and Proposal Incorporated into Final Contract 
 
This RFP and the successful Proposal shall be incorporated in to the final Contract. 
 
7.4 Contract Monitoring 
 
The Contractors shall be responsible for the completion of all work set out in the Contract. All work is subject to inspection, 
evaluation, and acceptance by the City. The City may employ all reasonable means to ensure that the work is progressing and 
being performed in compliance with the Contract. At reasonable times, the City may inspect those areas of the Contractor's place 
of business that are related to the performance of the Contract. If the City requires such an inspection, the Contractor shall provide 
reasonable access and assistance. 
 
7.5 Contract Amendment 
 
During the course of this contract, the City may request the Contractor to perform additional work for which the Contractor would 
be compensated. That work shall be within the general scope of this RFP. In such instances, the City shall provide the Contractor 
a written description of the additional work, and the Contractor shall submit a time schedule for accomplishing the additional work 
and a price for the additional work based on the rates included in the Contractor’s Proposal to this RFP. If the City and the 
Contractor reach an agreement regarding the work and associated compensation, said agreement shall become effective by 
means of a contract amendment. The Contractor shall not commence additional work until the City has issued a written contract 
amendment and secured all required approvals. 
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SECTION 8: CONTRACT 
 
 

Project Name: CITY OF GERMANTOWN COMPREHENSIVE PLAN 
Bid Number: RFP2026-009 

 

CONTRACT FOR SERVICES AND/OR PRODUCTS  

THIS CONTRACT FOR SERVICES AND/OR PRODUCTS  (herein “Contract”) is made and entered into this 24th day 
of January 2026 by and between the CITY OF GERMANTOWN, TENNESSEE, a Tennessee municipal corporation, (herein the 
“City”) and ___________________________________ [insert name of Contractor], a __________________ [State where 
Contractor established, but only if an entity, not applicable to sole proprietorships] _______________________________ 
[type of entity – e.g.,  corporation, LLC, partnership, sole proprietorship] (herein the “Contractor”). 

W I T N E S S E T H: 

WHEREAS, the City desires to contract with a provider of Consulting Services to complete a Comprehensive Plan for 
the City of Germantown (herein the “Contract Items”), and  

WHEREAS, the Contractor has the requisite experience, abilities and resources to perform and/or furnish the foregoing, 
and 

WHEREAS, the Contractor desires to enter into this Contract as an independent contractor and is ready, willing and able 
to provide the services and/or furnish the products in accordance with the terms of and subject to the conditions in this Contract. 

NOW, THEREFORE, for good and valuable consideration, received or to be received, the sufficiency of which the parties 
acknowledge, the parties agree as follows: 

1.00 SCOPE OF CONTRACT 

The Contractor is to furnish the services and/or products as specified in the Invitation to Bid issued by the City under No. 
RFP2026-009 CITY OF GERMANTOWN COMPREHENSIVE PLAN (herein the “Invitation to Bid”) and any amendments thereto.  The 
Invitation to Bid and any amendments thereto are attached hereto as Exhibit “A” and incorporated by reference herein and made a 
part hereof.  Unless otherwise specified herein, the Contractor is to furnish all materials, tools, equipment, manpower, and consumables 
necessary to complete the Contract Items. 

2.00 TERM OF CONTRACT 

The contractor shall fully perform the Contract items not later than sixteen (16) months from issuance by the City of a Notice 
to Proceed. 

3.00 COMPENSATION 

3.01. Amount of Compensation.  The Contractor agrees to provide the services, equipment and products as specified 
in its bid to the City at the cost specified in said bid and amendments, if any, the bid and any amendments thereto being attached hereto 
as Exhibit “B” and incorporated by reference herein and made a part hereof.  The amount as specified in Exhibit “B” may be increased 
or decreased by the City under Section 4.00 of this Contract (“Additional Services”), through the issuance of an Addendum. Any prices 
specified in this Contract or an Addendum thereto will remain in effect for the term of this Contract or any extensions thereof. 

3.02. Payment of Compensation.  All invoices received by the City are payable within thirty (30) days from receipt, 
provided they have first been approved by the City department that is the beneficiary of the Contract Items, and such department 
has accepted the Contract Items.  The City reserves the right to partially pay any invoice submitted by the Contractor when 
requested to do so by the City department that is the beneficiary of the Contract Items.  All invoices shall be directed to the Accounts 
Payable Department, City of Germantown, 1930 South Germantown Road, Germantown, Tennessee 38138.  In the event any 
Contract Items are deemed unacceptable, the City’s representative shall notify the Contractor of the deficiencies in writing and the 
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City may withhold payment until the deficiencies are corrected to the satisfaction of the City, such determination to be made in the 
sole and absolute discretion of the City.  All invoices must clearly indicate the Purchase Order number. 

4.00 ADDITIONAL SERVICES 

In the event the City requests that the Contractor perform additional services and/or furnish additional products not 
covered by this Contract, the Contractor shall perform such additional services after the City and the Contractor enter into an 
equitable agreement regarding the additional services and/or products. 

5.00 NOTICE TO PROCEED 

The Contractor shall commence to perform and/or furnish the Contract Items called for under this Contract upon the 
City’s issuance of its written Notice to Proceed.     

6.00 CONFLICT OF INTEREST 

The Contractor declares that neither the Mayor nor any Aldermen or any other City official or employee holds a direct or 
indirect interest in this Contract.  The Contractor pledges that it will notify the City in writing should any City official become either 
directly or indirectly interested in this Contract.  The Contractor declares that, as of the date of this declaration, it has not given or 
donated or promised to give or donate, either directly or indirectly, to any official or employee of the City, or to pay anyone else for 
the benefit of any official or employee of the City any sum of money or other thing of value for aid or assistance in obtaining this 
Contract.  The Contractor further pledges that neither it nor any of its owners, officers or employees will give or donate or promise 
to give or donate, directly or indirectly, to any official or employee of the City or anyone else for the benefit thereof any sum of 
money or other thing of value for aid or assistance in obtaining any change order to this Contract. 

7.00 COMPLIANCE WITH LAWS 

The Contractor agrees to observe and to comply at all times with all applicable Federal, State, and local laws, ordinances, 
and regulations in any manner affecting the provision of the Contract Items and to comply with all instructions and orders issued 
by the City regarding the Contract Items. 

8.00 TERMINATION 

Upon thirty (30) days written notice, with or without cause, the City may terminate this Contract.  Following such 
termination, the City and the Contractor shall agree upon a reasonable amount of payment for all Contract Items properly performed 
or furnished prior to the effective date of termination. 

9.00 WARRANTY 

The Contractor warrants that the Contract Items, including any equipment and products provided shall: in the case of 
services (i) conform to all applicable standards of care and practice in effect at the time the service is performed; (ii) be of the 
highest quality; and (iii) be free from all faults, defects or errors; and in the case of products meet the specifications in the Invitation 
to Bid.  The Contractor warrants that all equipment and products provided shall be furnished to the City in good and working 
condition.  If the Contractor is notified in writing by the City of any faulty Contract Items furnished by the Contractor, the Contractor 
shall, at the City’s option, either: (i) perform again the relevant Contract Items to correct such fault, defect or error, at no additional 
cost to the City; or (ii) refund to the City the charge paid by the City which is attributable to such portions of the faulty, defective or 
erroneous Contract Items, including any costs for re-provision of the relevant Contract Items by other contractors.  The Contractor 
warrants that all products provided by the Contractor shall be merchantable, be fit for the purpose intended and shall meet the 
specifications of the Invitation to Bid.  The Contractor shall be liable for secondary, incidental or consequential damages of any 
nature resulting from any work performed under this Contract. 

10.00 FORCE MAJEURE 

The obligations of Contractor hereunder are subject to and shall be excused and/or in the event of riots, wars, and Acts 
of God.  In such event, Contractor shall resume the performance of all relevant obligations as soon as possible after termination 
of the force majeure event.   
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11.00 INSURANCE 

11.01. Comprehensive General Liability Insurance. The Contractor, at its own expense, shall keep in force and at 
all times maintain during the term of this Contract Comprehensive General Liability Insurance issued by a responsible insurance 
company and in a form acceptable to the City, coverage for Contractor on an occurrence basis against claims for bodily injury, death 
or property damage with combined single limits of not less than One Million Dollars ($1,000,000). 

11.02. Automobile Liability Insurance.  The Contractor, at its own expense, shall keep in force and at all times maintain 
during the term of this Contract Automobile Liability coverage in the minimum amount of One Million Dollars ($1,000,000) combined 
single limits for Bodily Injury and Property Damage. 

11.03. Workers’ Compensation Coverage. The Contractor, at its own expense, shall keep in force and at all times maintain 
during the term of this Contract full and complete Workers’ Compensation Coverage as required by State of Tennessee law. 

11.04. Errors and Omission Insurance.  The Contractor, at its own expense, shall keep in force and at all times maintain 
during the term of this Contract Errors and Omissions Liability coverage in the amount of One Million Dollars ($1,000,000) for 
miscellaneous errors and omissions damages when called for in the Invitation to Bid. 

 11.05. Certificates of Insurance.  The Contractor shall provide the City with Certificates of Insurance on all the policies of 
insurance and renewals thereof in forms acceptable to the City.  Said Comprehensive General Liability policy shall provide that the City 
be an additional insured and it must be noted on the Certificate of Insurance.  The Insurance Company agrees to Waive their Right of 
Subrogation against the City and it must be noted on the Certificate of Insurance.  The City shall be notified in writing of any reduction, 
cancellation or substantial change of said policy or policies at least thirty (30) days prior to the effective date of said action.  All insurance 
policies shall be issued by responsible companies who are acceptable to the City and licensed and authorized to do business under the 
laws of the State of Tennessee. 

12.00 CLAIMS, LIABILITY AND INDEMNITY 

The Contractor shall assume all risk in connection with the performance of this Contract, and shall be liable for any 
damages to persons or property resulting from the negligent, tortious, and/or or willful acts, errors, or omissions of the Contractor, 
its agents, servants, and/or employees in connection with the prosecution and completion of the Contract Items covered by this 
Contract. The Contractor agrees that it will defend, indemnify, and hold the City and its elected officials and employees harmless 
from all claims of any type and for any expenses and costs, including attorney’s fees and court costs, which may be incurred by 
the City arising from the negligent, tortious, and/or willful acts, errors, or omissions of the Contractor, its agents, servants and/or 
employees in the performance of this Contract, and the Contractor will carry sufficient general liability insurance to provide the 
above indemnification. The indemnities set forth herein shall survive the expiration or termination of this Contract. 

13.00 ATTORNEY’S FEES 

If any legal action or other proceeding is brought for the enforcement of this Contract or because of any alleged dispute, 
breach, default, or misrepresentation in connection with any provisions of the Contract and the City is successful therein, the City 
shall be entitled to recover from the Contractor reasonable attorney’s fees, court costs and all expenses, even if not taxable or 
assessable as court costs (including, without limitation, all such fees, costs and expenses incident to appeal), incurred in that action 
or proceeding, in addition to any other relief to which the City may be entitled. 

14.00 EQUAL EMPLOYMENT OPPORTUNITY 

14.01.  Non-discrimination.  In carrying out the Contract Items under this Contract, the Contractor shall not discriminate 
against any employee or applicant for employment because of race, creed, color, age, national origin, disability, religion, or sex. 
The Contractor shall ensure that applicants are employed, and that employees are treated during employment, without regard to 
their race, creed, color, age, national origin, disability, religion, or sex.  

14.02.  Posting and Advertising.  The Contractor agrees to post in conspicuous spaces available to employees and 
applicants for employment a notice setting forth the provisions of the non-discrimination clause contained in Paragraph 14.01 
hereinabove. The Contractor shall, in all solicitations or advertisements for employees placed by, or on behalf of, the Contractor, 
state that all qualified applicants shall receive consideration for employment without regard to race, creed, color, age, religion, 
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disability, national origin, or sex. The Contractor shall incorporate the foregoing requirements of this Paragraph 14.02 in all 
subcontracts, if any, for services or products covered by this Contract. 

15.00 TRANSFER, ASSIGNMENT OR SUBLETTING 

This Contract shall not be transferred or assigned or sublet without prior written consent of the City. 

16.00 SAFETY MEASURES 

The Contractor shall take all necessary precautions for the safety of the City’s and Contractor’s employees and the general 
public and shall erect and properly maintain at all times all necessary vehicular and facility safeguards for the protection of workmen and 
the public.  If necessary, the Contractor shall post signs warning against hazards in and around the site where the Contractor is furnishing 
Contract Items. 

17.00 FAMILIARITY WITH THE CONTRACT ITEMS 

The Contractor, by executing this Contract, acknowledges full understanding of the extent and character of the Contract Items 
required and the conditions surrounding the provision thereof.  The City shall not be responsible for any alleged misunderstanding of the 
Contract Items to be furnished or completed, or any misunderstanding of conditions surrounding the performance thereof.  It is 
understood that the execution of this Contract by the Contractor serves as the Contractor’s stated commitment to fulfill all the conditions 
referred to in this Contract. 

18.00 ENTIRE AGREEMENT 
 

This Contract and all exhibits hereto constitute the entire agreement and understanding between the parties relating to 
the subject matter herein and shall not be modified, altered, changed or amended unless in writing and signed on behalf of the 
parties.  Each and every modification and amendment of this Contract must be in writing and signed by all of the parties hereto.  
Each and every waiver of any covenant, representation, warranty, or other provision of this Contract must be in writing and signed 
by each party whose interest is adversely affected by such waiver.  No waiver granted in any one instance shall be construed as 
a continuing waiver applicable in any other instance. 

19.00 PERMITS, LICENSES AND CERTIFICATES 

The Contractor shall procure all permits, licenses, and certificates, or any such approvals of plans or specifications as may be 
required by federal, state and local laws, ordinances, rules, and regulations, for the proper execution and completion of the Contract 
Items under this Contract. 

20.00 FIRE, THEFT, LOSS 

The Contractor shall be solely responsible for all damage or loss by fire, theft or otherwise to materials, tools, equipment, and 
consumables left on City property by the Contractor. 

21.00 CONTRACTING AUTHORITY 
 

The persons executing this Contract on behalf of the City and the Contractor hereby personally represent and warrant 
to all other parties that they have been duly authorized to execute and deliver this Contract. 

 
22.00 GOVERNING LAW 

 
This Contract is being executed and delivered and is intended to be performed in the State of Tennessee, and the laws 

(without regard to principles or conflicts of law) of such state, and of the United States of America shall govern the rights and duties 
of the parties hereto in the validity, construction, enforcement and interpretation hereof.  Any litigation brought with respect to this 
Contract shall be brought solely and exclusively in a court of competent jurisdiction in Shelby County, Tennessee and the 
Contractor hereby consents to the personal and subject matter jurisdiction of such courts. 

 
23.00 OPPORTUNITY FOR REVIEW 
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Each party has received and had the opportunity to review this Contract, and each party has had the opportunity, whether 

exercised or not, to have each respective party’s attorneys review this Contract; and, accordingly, the normal rule of construction 
to the effect that any ambiguities are resolved against the drafting party shall not be employed in the interpretation of this Contract.   

 
24.00 SECTION HEADINGS 

 
The section headings contained in this Contract are for convenience of reference purposes only and are not intended to 

qualify the meaning of any section and shall not affect the interpretation of this Contract. 
 

25.00 NOTICES  
 
All notices, demands, and requests required or permitted by this Contract shall be in writing and shall be sent by facsimile 

transmission, air or other courier, or hand delivery as follows: 
   

(i) To: City of Germantown 
   1930 South Germantown Road 
   Germantown, TN 38138 
   Facsimile: (901) 757-7258 
    
  (ii) To: [Insert Name of Contractor] 
   ___________________________________ 
   ___________________________________ 
   Facsimile: (   ) ______________________ 
 
 Any notice, demand, or request sent by facsimile transmission shall be deemed given for all purposes under this Contract 
when properly transmitted by telecommunication device.  Any notice, demand, or request which is hand delivered or sent by air or 
other courier shall be deemed given for all purposes under this Contract when received. 

 Any party to this Contract may change such party’s address and/or telecopier number for the purpose of notices, 
demands and requests required or permitted under this Contract by providing written notice of such change of address to all of the 
parties, which change of address shall only be effective when notice of the change is actually received by the party who thereafter 
sends any notice, demand or request. 
 

26.00  SEVERABILITY 
 

If any provision of this Contract is held to be unlawful, invalid or unenforceable under present or future laws effective 
during the terms hereof, such provision shall be fully severable and this Contract shall be construed and enforced as if such 
unlawful, invalid, or unenforceable provision were not contained herein by its severance herefrom.  In addition, in lieu of such 
unlawful, invalid or unenforceable provision, there shall be added automatically as a part hereof a provision as similar in terms to 
such unlawful, invalid, or unenforceable provisions as may be possible and may be lawful, valid or enforceable.  Furthermore, if 
any provision of this Contract is capable of two constructions, one of which would render the provision void and the other which 
would render the provision valid, then the provision shall have the meaning which renders it valid. 

 27.00 NO CONSENT TO BREACH   
 

No consent or waiver, express or implied, by any party to this Contract to or of any breach or default by the other party 
to this Contract in the performance by such other party of its obligations hereunder shall be deemed or construed to be a consent 
or waiver to or of any other breach or default of the same or any other obligations hereunder.  Failure on the part of any party to 
this Contract to complain of any act or failure to act of any other party to this Contract, or to declare such party in default, irrespective 
of how long such failure continues, shall not constitute a waiver by the non-defaulting party of its rights hereunder. 

 
28.00 FACSIMILE; PDF SIGNATURES 
 
Execution and delivery of this Agreement and all agreements entered into in connection with the transaction set forth 

herein (the “Collateral Agreements”) by delivery of a facsimile or portable document format (“PDF”) copy bearing the facsimile or 
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PDF signature of any party hereto shall constitute a valid and binding execution and delivery of this Agreement and Collateral 
Agreements by such party.  Such facsimile and PDF copies shall constitute enforceable original documents.   
 
 29.00 OTHER INSTRUMENTS   
 

The parties shall execute and deliver all other appropriate supplemental agreements and other instruments and take any 
other action necessary to make this Contract fully and legally effective, binding and enforceable as between the parties and as 
against third parties. 

 
30.00 AGREEMENT CONTROLLING   

 
To the extent that any provision hereof is inconsistent with a provision contained in the Proposal, the provision contained 

herein shall govern. 
 

[Signatures to follow on next page] 
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WITNESS THE DUE EXECUTION HEREOF. 

CITY OF GERMANTOWN, TENNESSEE 

By: _____________________________  
      Mike Palazzolo, Mayor    

ATTEST:       

By: _____________________________   
       City Clerk/Recorder 

APPROVED AS TO FORM: 
 
______________________________ 
City Attorney 

______________________________ 

[INSERT NAME OF CONTRACTOR] 

By: ________________________________ 

Its: ___________________________ 
 
Contractor’s Mailing Address: 
_____________________________ 
_____________________________ 

Contractor’s Telephone Number: 
(_______)_________________ 

Contractor’s Facsimile Number: 
(_______)_________________
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EXHIBIT “A” 

Invitation to Bid No. RFP2026-009 
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EXHIBIT “B” 

Proposer’s Cost Proposal 
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ATTACHMENT 9.1:  Certification of Compliance 
 
 
Proposer Name 
 
By indication of the authorized signature below, the Proposer does herby make certification and assurance of the Proposer’s 
compliance with: 
 
1. the laws of the State of Tennessee; 

2. Title VII of the Civil Rights Act of 1964; 

3. the Equal Employment Opportunity Act and the regulations issued thereunder by the federal government; 

4. the American with Disabilities Act of 1990 and the regulations issued thereunder by the federal government; 

5. the Iran Divestment Act of 2016 and each person signing on behalf of any BIDDER certifies, and in the case of a joint bid 

each party thereto certifies as to its own organization, under penalty of perjury, that to the best of its knowledge and belief 

that each BIDDER is not on the list created pursuant to § 12 -12-106 generated to identify entities ineligible to contract with 

the State of Tennessee or any political subdivision of the State per the Iran Divestment Act, T.C.A. § 12-12-101 et seq., and 

the current list may be found at the Tennessee Department of General Services, Central Procurement Office, website under 

the Public Information Library webpage; 

6. the Non-Boycott of Israel Act (T.C.A. § 12-4-1 et seq.). by submission of this bid/quote/proposal, each supplier and each 

person signing on behalf of any supplier certifies, and in the case of a joint bid/quote/proposal, each party thereto certifies 

as to its own organization, under penalty of perjury, that to the beset of its knowledge and belief that each supplier is not 

boycotting Israel pursuant to § 12-4-1 and will not during the term of any award. Note: Applicable only to contracts of 

$250,000 or more and to suppliers with 10 or more employees; 

7. the condition that the submitted Proposal was independently arrived at, without collusion, under penalty of perjury; and, 

8. the condition that no amount shall be paid directly or indirectly to an employee or official of the City of Germantown as 

wages, compensation, or gifts in exchange for acting as an officer, agent, employee, subcontractor, or consultant to the 

Proposer in connection with the procurement under this RFP. 

9. by submitting a proposal, the Proposer acknowledges their compliance with the scope of services and specifications as set 

forth in this document.  

 
 
Proposer Signature and Date 
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ATTACHMENT 9.2:  Cost Proposal Format 
 
NOTICE TO PROPOSER: 
 
This Cost Proposal must specifically record below the exact cost amount(s) proposed in the appropriate space(s) as 
required herein.  Said cost proposed must incorporate all cost for the proposed scope of services for the total contract 
period. 
 
The Cost Proposal shall record only the cost proposed as required.  It shall not record any text that could be construed 
as a qualification of the cost proposed.  If the Proposer fails to specify the Cost Proposal as required, the City shall 
determine the Proposal to be nonresponsive and reject it. 
 
The Proposer must sign and date the Cost Proposal. 
 
 
Proposer Name 
 
Proposer Email Address 
 
The Proposer shall indicate below the offered price for providing all services proposed including all services as defined in the 
Contract Scope of Services of this RFP 
 

ITEM HOURS HOURLY RATE COST 
Item 1: Preparation    
Item 2: Public Engagement    
Item 3: Research & Analysis    
Item 4: Plan Development    
Item 5: Document Preparation    
Item 6: Adoption    
Item 7: Project Management    

Subtotal    
    

Subcontractors:    
    
    
    

Subtotal    
    

Expenses / Other:    
    

Subtotal    
TOTAL    

 
 
The proposed cost contained herein and the submitted technical Proposal associated with this cost shall remain valid for at least 
(90) days subsequent to the date of the Cost Proposal opening and thereafter in accordance with any resulting Contract between 
the Proposer and the City of Germantown. 
 
 
 Proposer Signature and Date 
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ATTACHMENT 9.3:  Mandatory Requirements Checklist 
 
 
Proposer Name 
 
RFP Coordinator: Performing Item Verification     Review Date 
 
The following basic requirements list should be used by Proposer in preparing and submitting a complete RFP Package as called 
for within the Request for Proposal for consideration. The RFP Coordinator will verify that all items have been received by 
placing a mark in the proper corresponding box. 
 

    IF CORRECT

1. Technical Proposal and Cost Proposal received on time via email.

2. Technical Proposal and Cost Proposal emailed separately and marked as required.

3. Required number of Technical Proposal copies received.

4. The Proposal Transmittal Letter with the Proposal offer is signed by a company officer according to the 
provisions of the RFP.

5. The Proposal Transmittal Letter confirms that the Proposal shall remain valid for the required number of 
days subsequent to the Proposal opening date.

6. The Proposal Transmittal Letter details the complete name of the individual or legal entity name of the 
firm making the Proposal.

7. The Proposal Transmittal Letter states the name, mailing address, e-mail address and telephone 
number of the person the City should contact regarding the Proposal.

8. The Proposal Transmittal Letter states whether the Proposer intends to use subcontractors and identifies 
any intended subcontractors

9. The Proposal includes written confirmation that the Proposer shall comply with all of the provisions of the 
RFP and accept all terms and conditions of the RFP and the Contract.

10. The Proposal contains a signed Certification of Compliance. (Attachment 9.1)

11. The Proposer Qualifications and Experience section provides a brief statement of descriptive information 
about the Proposer's credentials.

12. The Proposer Qualifications and Experience section provides a brief description of the Proposer's 
background including an organizational history as required.

13. IF APPLICABLE - The Proposal attaches required detailed documentation of financial resources (audited 
financial statement and referenced financial resources data as required.

14. IF APPLICABLE - The Proposal attaches required financial responsibility and financial stability 
documentation (1) current bank reference as required and (2) two credit references as required.

15. IF APPLICABLE - The Proposal attaches a valid certificate of liability insurance as required.

16. No Cost data in the Technical Proposal.

17. No alternate Proposal submitted.

18.

19.

20.

Basic Proposal RequirementsX


