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I. Introduction and Background 

The City of Oak Ridge, Tennessee is soliciting proposals from qualified firms for a limited 
analysis of and recommendations on its compensation plan structure and policies.  The City of 
Oak Ridge is a full service city operating within Anderson and Roane Counties, and serves 30,000 
residents. The City is governed through a Modified City Manager–Council form of government 
with a City Council consisting of seven (7) members elected at large, including a mayor elected 
by the City Council from among its members. The City has fourteen (14) Departments including 
the Personnel Department which has four full time employees.  The City also has a Personnel 
Advisory Board (made up of five (5) volunteer citizens selected by City Council) that reviews and 
makes recommendations to the City Council regarding proposed compensation and classification 
plans, as well as performing other responsibilities regarding personnel issues. 

The current job evaluation and compensation system was implemented in 2009. Segmented 
studies, much smaller in scope and representing only selected positions, were performed by a 
consultant in 2004 and 2002.  Since the current system was implemented in 2009, there have been 
numerous changes of policies, positions, and job duties. The key issue to be addressed by this 
compensation study is the inability for employees to move across their pay scale regardless of 
performance. The problem is exemplified by retiring employees who have not progressed to their 
salary range’s midpoint. 

The City of Oak Ridge currently has approximately 400 full-time and part-time budgeted 
employees and over 150 separate job descriptions.  A copy of the current organizational chart 
(Attachment 1), position classification (Attachment 2), and pay scale (Attachment 3) are attached. 
Of these job descriptions, approximately 100 are non-exempt and 50 are exempt. Increases in 
compensation for all employees, if at all, have been relegated to adjustments based off the City's 
financial ability, since the lack of funding for merit pay in 2008. The City of Oak Ridge also 
employees several part time employees, but part-time employees will not be the primary focus 
of this study.  

II. Scope of Services

The goal of the City of Oak Ridge is to update the current compensation system utilizing 
accepted practices in the management and design of compensation systems in accordance with 
applicable federal and state laws. In doing so, the objectives of the City of Oak Ridge are: 

• To adjust the current pay for performance model to help move employees across their pay
range, and address pay compression among City positions.

• To attract and retain qualified workers who will be paid equitable salaries.
• To provide fair and equitable salaries for all workers, including the ability to reward

employee initiative, professional development, and city residency as a part of the pay
plan.
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• To maintain competiveness with other comparable agencies and private companies.
• To provide a compensation plan that is easy to understand and administer, and that will

be able to provide data for further use by the City.
• To evaluate the current nine (9) day work period for the City’s Fire Department.
• To reduce the City’s annual overtime costs.
• To consider any simplifications or consolidations of job positions.

The contract awarded as a result of this Request for Proposals shall require the successful firm to 
provide services which meet or exceed the following objectives: 

1. Complete a wage/labor survey and analysis (for a small, mutually agreed upon number of
positions) to revise the pay structure as needed to assure external and internal equity and
meet State Pay Equity Compensation Standards.

2. Review and evaluate all policies in the Wage and Salary section of the Personnel Plan.
Provide recommendations based on professional best practices, comparison to region,
organizational culture, ease of implementation, maintenance, and adjustments.

3. Coordinate with the Personnel Department and other management representatives during the
process to troubleshoot or gain input on proposed changes.

4. Present findings and recommendations, including written and oral reports, at various
meetings, including employee meetings, Personnel Advisory Board meetings, and City
Council meetings.

5. Prepare final documents of the plan, including guidelines for plan implementation and
administration.  The overall plan, forms and procedures must be clear and understandable,
in order to promote employee acceptance of the process and results.  Written and
computerized/electronic data as appropriate must be submitted.

6. Provide training, as necessary, to employees and supervisors, to assure that the
implementation and maintenance of the plan are accomplished.

7. Provide for an appeals process. Consultant is to describe the plan and the consultant is
expected to provide appeal evaluation criteria.

8. Final work product will contain recommendations on keeping the plan current, equitable,
and up to date.

9. Develop a cost analysis to determine the financial impact of adopting any such recommended
changes.

10. Propose a management review process that will be used to find resolution to classification
related disputes.

11. Assist with the implementation of the final proposed compensation and policy changes.

12. Provide all market comparable data obtained as part of this study in an organized and easily
understood format.
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13. The entire project is to be completed no later than 120 calendar days.

III. Time Requirements

All inquiries about the Request for Proposal should be directed by email to: 

Lyn Majeski 
Finance Department 
P.O. Box 1
Oak Ridge TN, 37830

 lmajeski@oakridgetn.gov
 865-425-1819 

Selection Schedule 
RFP sent to select firms and posted October 21, 2016 
Last day for questions due to the City November 14, 2016 
Last day for proposals due to the City November 22, 2016 
Skype Interview December 2, 2016(target date) 
Selection for contract December 7, 2016 
Council Approval December 14, 2016 

IV. Consultant Submittal

Responses to this request for proposals should provide six (6) bound original proposals and one 
(1) CD or USB-drive containing a digital copy of the complete proposal package in PDF format. 
Proposals should include the following information in the order prescribed. 

• Cover letter and introduction including the name of the firm, address, and the name and
contact information of the person(s) authorized to represent the company regarding all
matters related to the proposals.  Contact information for the representative must include the
phone number and email address.

• Name and contact information of the firm’s project manager that would be assigned to the
project.

• A statement of qualifications of the firm and the project manager and other key team
members assigned to perform the work.

• A statement of the firms understanding of the work required and the manner in which the
firm plans to approach it. Describe how the firm will approach project and implementation
and evaluating/selecting alternatives and the firm’s expectation of the City of Oak
Ridge’s responsibilities.

• Proposed work plan that identifies the tasks necessary to respond to the Scope of Services
and to meet the project requirements as described in this RFP. A final work plan will be
developed following selection of the Consultant.

• Identification of the deliverables.



Oak Ridge, TN 
 

Page 5 

• References from at least three (3) clients from similarly sized governmental agencies
with similar projects, within the last three (3) years that are familiar with the firm’s quality
of work and the firm’s performance, including schedule and budget control. Include
the contact name and telephone number.

• Schedule: A thorough and detailed schedule should be presented outlining key milestone
completion dates and proposed deliverables.

• Cost Section detailing the individual components of the total cost, and time associated with
those components.

• The Proposal must include the following statement: “This proposal represents all costs to
cover and include all labor and supervision, materials, equipment, machinery, apparatus,
tools, services, transportation, and all other facilities, licenses, permits, taxes, fees, charges,
excises, services, expenses and incidentals of any description whatsoever necessary to
perform and complete finish in a workman like manner and to the complete satisfaction and
approval of City of Oak Ridge, Tennessee, free from all liens or claims of laborers, material
men, suppliers, or subcontractors and in conformity in all respects with all applicable
federal, state, county or municipal laws, ordinances, rules or regulations, all working things
contemplated by the RFP in contract.”

Proposals/responses must be received by 3:00 p.m., local time, on November 22, 2016 to be 
considered by the City of Oak Ridge If the bid is submitted by mail rather than hand-delivery, 
the sealed envelope containing the bid must be enclosed in another envelope addressed as stated 
below.  Bids submitted by mail should indicate on the outside envelope, lower left corner, the 
following: “Sealed bid for Oak Ridge Compensation Study to be opened November 22, 2016 
after 3 pm local time to ensure the bid is delivered to the appropriate person at the City in a 
timely fashion.  Late bids are not accepted and will not be opened.     

City of Oak Ridge  
Attn: Lyn Majeski 
Finance Department 
P.O. Box 1 
Oak Ridge, TN 37831 

If overnighted by UPS or FEDEX, or by hand-delivery, 
please address to: 

City of Oak Ridge 
Attn: Lyn Majeski 
Finance Department 
100 Woodbury Lane 
Oak Ridge, TN 37830 
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V. Evaluation Procedures 

1. Proposals will be evaluated by a panel of reviewers including but not limited to City of Oak
Ridge staff and other city representatives. It is the City’s intent to schedule Skype interviews
with the top-ranking firms on December 2, 2016, if possible. Following their review the finalist
will be recommended to City Council for final approval. During the evaluation process, the
City of Oak Ridge reserves the right to request additional information or clarifications from
proposers.

2. Finalists are expected to present their proposal before City Council at a "to be determined" 
work session.

VI. Additional Information

1. Proposals in response to this RFP will be valid for ninety (90) days from the proposal due date.
The City of Oak Ridge reserves the right to ask for an extension of time if needed.

2. The City of Oak Ridge reserves the right to retain all proposals submitted and to use any ideas
in a proposal regardless of whether that proposal is selected. Submission of a proposal indicates
acceptance by the firm of the conditions contained in this request for proposals, unless clearly
and specifically noted in the proposal submitted.

3. The City of Oak Ridge is not responsible for any costs incurred by any firm in the preparation
of the proposal including, but not limited to, expenses associated with the preparation of the
proposal, attendance at interviews, or preparation of any future contract documents.

4. This request for proposals is only a solicitation for information.  The City of Oak Ridge is not
obligated for any part of the project described.  The City reserves the right to reject any or all
proposals submitted, to waive any irregularity in a proposal, and to accept or reject any item or
combination of items, when to do so would be to the advantage of the City.  The City also has
the right to reject any proposal that does not contain all elements and requested information.
The City will not be held liable for any losses by any firms throughout this process.
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