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REQUEST FOR PROPOSALS
PARKS & RECREATION MASTER PLAN
January 21, 2022
RFP #22-PARKS & RECREATION MASTER PLAN 2/4-6
Lisa Lane

Purchasing Agent

City of Lebanon

200 N. Castle Heights Ave.

Lebanon, TN  37087

City of Lebanon

Request for Proposal

RFP #22-PARKS & RECREATION MASTER PLAN 2/4-6
*City of Lebanon reserves the right to reject all or any part of any RFP*

The City of Lebanon is exempt from State Tax and Federal Exercise Tax

NO PROPOSALS RECEIVED AFTER CLOSING WILL BE ACCEPTED.

The City of Lebanon invites sealed proposals for a Parks & Recreation Master Plan in accordance with the specifications and bidding instructions set forth in this Request for Proposals.  Proposals will be received by the Purchasing Department, 200 N. Castle Heights Avenue, Lebanon, TN  37087, until 10:00 a.m. local time, February 4, 2022, at which time they will be opened and read aloud.

Please identify as a sealed proposal with stamped on the outside of the envelope “RFP #22-PARKS & RECREATION MASTER PLAN 2/4”-6
Any questions in regard to this proposal should be directed to Lisa Lane, Purchasing Agent, (615) 443-2802.

A copy of the bid tabulation will be available upon written request to the Purchasing Department, and the City’s website.

Any manufacturers’ names, trade names, brand names, or catalog numbers used in the specifications are for the purpose of describing and establishing general quality levels.  Such references are not intended to be restrictive.  Since the “City” does not wish to rule out other competition and equal brands or makes, please remember ANY APPROVED EQUAL.”  HOWEVER, IF A PRODUCT OTHER THAN SPECIFIED IS BID, IT IS THE VENDORS RESPONSIBILTY OR PROVE TO THE “CITY” THAT SAID PRODUCT IS EQUAL TO OR EXCEEDS THE QUALITY OF THE SPECIFICATIONS LISTED FOR ANY ITEM.
The City of Lebanon is an equal opportunity entity, and does not discriminate on the basis of age, race, sex, national origin, religion or disability in admission to, access to, or operations of its programs, services, activities, or in its awarding of such bids.  All vendors must be incompliance with all City Codes and current with all City fees and taxes in order to be considered as a responsive bidder or participant in this process.

1.   SCOPE AND CLASSIFICATION

1.1   Scope:  The intent of this Request for Proposals and resulting contract is to provide the City of Lebanon with information concerning a Parks & Recreation Master Plan.


1.2   Classification:  The Parks & Recreation Master Plan specifications shall be of the following types either “equal to” or “better than”.

CITY OF LEBANON, TENNESSEE
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MASTER PLAN 2/4-#6
Name of Vendor Firm:______________________________________________________

Firm Contact: _______________________ Phone: _______________ Fax: ___________

Mailing Address: ______________________________  Web Address: _______________

Email: ___________________________

Signature of Authorized Agent: ______________________ Date: ____________________

The City of Lebanon shall bear none of the costs incurred by any proposer or potential proposer in their preparation of the proposal documents.  All such costs are the responsibility of the proposer.

SUBMISSION

Proposals are to be submitted in a sealed envelope, plainly marked “RFP #22-PARKS & RECREATION MASTER PLAN 2/4#6 along with the Company’s name and date and time of the scheduled opening.  The City of Lebanon will not accept any late bids or electronic bids.  The City of Lebanon reserves the right to reject any or all parts of this Requests for Proposal submitted in response.
PROJECT DESCRIPTION
The City of Lebanon is seeking a qualified firm/individual to prepare a Parks and Recreation Master Plan.  This Master Plan will drive City long-range planning, direct decision-making, and resources toward a clearly defined vision for its future, including development and redevelopment of the parks, facilities, open space, and recreation system, over the next ten (10) years.   
STATEMENT OF QUALIFICATION REQUIREMENTS 
The ideal firm shall have experience performing master and strategic planning as detailed in the Scope of Services.  The qualifications and commitment of key personnel that would be assigned to this community are critically important in the section of a firm.  Please provide the following in your proposal in the following sequence:

A. Cover Letter-on the proposer’s letterhead, include an introduction of your organization including the name of the person(s) authorized to represent the company regarding all matters related to the proposal.
B. Project Team Organization:

a. An executive summary and an organizational chart identifying team members and their areas of responsibility.

b. Key personnel qualifications.

C. Information regarding the firm’s ability to meet project schedules and availability to city staff.

D. Three (3) references (past or current).  Firms shall provide contact information for at least three municipal, county, or other government or private sector client references specifying entity name, address, services provided, contact person, and telephone number.  

E. Qualifications and relevant project experiences as outlined in the Scope of Services.

SCOPE OF SERVICES

The successful firm will demonstrate its ability to complete a Parks and Recreation Master Plan as well as relevant experience based on the following minimum criteria:

Task 1-Project Management and Meetings

· Kickoff Meeting 

· Stakeholder engagement 

· SWOT analysis 

· Site Visits

· Draft Plan review meeting 

· Final Plan presentation

Task 2-Demographic and Trends Analysis of Current Demographics

· Age
· Education
· Employment
· Income
· Housing characteristics
· 10-year population growth
Task 3-Existing Conditions and Needs Assessment

· Review existing planning documents
· Conduct public survey utilizing both virtual and in-person capabilities
· Assess existing facility evaluations (photos, list of amenities, conditions of amenities, acreage, maps, etc.)
Task 4-Benchmark Analysis

· Design and send questionnaire to three peer communities

· Compare to NPRA park metrics based on different measurements

Task 5-Staffing Analysis

· Interview City leadership and staff

· Analyze operations and maintenance strategies

· Evaluate for potential improved efficiencies and technology opportunities

· Recommendations for short and long-term organizational structure based on projected city growth

Task 6-Program Assessment

· List existing programs-Name, age group, and if it’s growing/mature/declining; review age segment distribution, similar provider analysis, gap analysis, user fee analysis

· Recommend programming based on short and long-term organizational structure and public survey feedback

Task 7-Financial Analysis and Revenue Strategics

· Analysis of fees, revenue opportunities, alternative funding sources, increasing revenue/decreasing expenditures analysis

· Identify grant opportunities

· Recommend pricing policies

Task 8-Proposed Site Concept Planning

· Create concept drawing for better use of an existing facility

· Create master plan for a newly purchased site or undeveloped property

· Provide cost estimates/breakdown for short and long-term capital project planning

Task 9-Implementation Plan

· Organize list of recommendations from the previous tasks into low and high priority

· Implementation matrix-priority, project scope, potential budget impact, suggested funding sources.

Task 10-Master Plan Report

· Chapters to cover all of the above tasks

· Draft plan and presentation to Mayor and City Council

· Final plan incorporating draft feedback
AWARD/SELECTION PROCESS

· The City will evaluate all RFP submittals and will select the firm deemed most qualified and may enter a contract for Parks and Recreation Master Planning.  In making the determination, the City may schedule one-on-one interviews with the firms, if deemed necessary.
· The City reserves the right to request further documentation or information and to discuss an RFP submittal for any purpose to answer questions or to provide clarification.
· The City reserves the right to reject, any and all, proposals and to waive information, irregularities, and technicalities in the process.  The City may negotiate separately with any source in any manner necessary to arrive at a contract agreement that is in the best interest of the city.  As necessary, to evaluate the RFP submittals and complete interviews with the firms as part of the evaluation phase.
· Your RFP submittal may not be changed, amended, modified or withdrawn after a proposal has been received in the Purchasing Department.  

Proposals may be hand-delivered to the above address by the date and time specified.  It is the responsibility of the Proposer to deliver the RFP.  Proposals dispatched, but not received by the City Purchasing Department by proposal closing time, will be returned, after receipt, unopened to the prospective Proposer.  Verbal, emailed or electronically submittals in any form, will not be accepted at any time.

OPTIONAL SERVICES:
Any ancillary services provided by the consultant, but not included in the submitted proposal may be included therein, provided that these services are clearly indicated as such, and enumerated for the City’s consideration.  The City reserves the right to refuse additional services not a part of this RFP and stated in any final contract executed between the City and the consultant.

Cost Certification

The undersigned hereby certifies that I have read all items of the RFP and fully understand the requirements listed herein.  I further certify that I am an authorized agent of the offering firm and may be held liable for any or all remedies that may become due to the City of Lebanon.
_________________________________

Notice to Proposers

To be considered, prospective consultants are required to submit all requested information including pricing detail.  

The total project cost is a major factor in the decision process, but not the only consideration.  Other decision factors are the consultant’s identification and understanding of the City’s requirements and needs; experience and qualifications of key consultant support personnel; and documented successes.  All bidders must be aware that the pricing will be based on the hourly rate of service.
Questions and Additional Information:

For clarification or additional information, contact the Purchasing Department (615) 443-2802 or via email to lisa@lebanontn.org.

GENERAL CONDITIONS

Hold Harmless

Consultant shall protect, indemnify, and hold the City harmless from and against any damage, cost, or liability for any injuries to person or property arising from acts or omissions of the consultant, his employees, agents, or sub-contractors, howsoever caused.  The successful proposer agrees that they will function as an independent contractor and agrees to indemnify and hold harmless the City of Lebanon, its Council Members, employees, officers, and agents from any and all claims or demands that may arise out of or relate to its duties contracted for pursuant to goods and/or service.
Data Errors

Consultant shall properly correct all errors of data and analysis, including mapping, for which the consultant is responsible, within a time period agreed upon by the City and the consultant.

Response Preparation Costs

The City will not pay any costs incurred by any Consultant in the proposal preparation, printing, demonstration or negotiations process.  All costs shall be the responsibility of the proposing consultants.

Acceptance of Proposal Content

Proposals to be valid for a minimum period of ninety (90) days from date of receipt by the City.

Addenda

Any change to this RFP will be brought forward in the form of a written addendum from the Purchasing Department and will be provided to all known interested parties.  No oral interpretations or communication will affect or change in any way the information contained herein.

Rights and Options of the City of Lebanon:

The City reserves the following rights and options:

· Determine those proposers who are most qualified
· Reject any or all proposals for any reason, at its sole discretion.
PROPOSAL EVALUATION

City of Lebanon’s staff will review the proposals submitted and make a recommendation to the City Council.  It is expected that the selected firm will begin work shortly after an agreement is executed.  

PRICING SHEET
Project Fees:

Per Hourly Rate of work $_______________________________
Initial Consulting Fee:  $___________________ 




(One Time Cost, If Any)

In the event that the City of Lebanon request a special assignment, additional work, and/or additional needs not specifically referenced in the contract must be preapproved with a total cost given before work can started. 
_________________________________________

Company Name and Authorized Representative

__________________________________________

Address, Contact Phone Number
GUARANTEE:
In the event the awarded vendor does not perform any or all parts of the agreement to the satisfaction of the City of Lebanon, the vendor will be given a 30-day written notice of cancelation and any data, surveys, drawings, plans, etc. of the public relations tasks plan will become the sole property of the City of Lebanon.
RECOMMEND:






CONTRACTOR:

DEPARTMENT HEAD

_____________________





BY:_________________

Director


















TITLE:_______________

APPROVED AS TO FORM AND




SWORN TO AND SUBSCRIBED

LEGALITY:







TO BEFORE ME, A NOTARY










PUBLIC.

_____________________





THIS___DAY OF ___,___,

CITY ATTORNEY






BY ______________________

EXECUTED BY:






OF CONTRACTOR AND DULY










AUTHORIZED TO EXECUTE









THIS INSTRUMENT ON

____________________





CONTRACTORS BEHALF.

MAYOR










________________________










NOTARY PUBLIC

____________________





MY COMMISSION EXPIRES:

DATE



















________________________  
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