
CITY OF CHATTANOOGA PURCHASING DEPARTMENT  
101 EAST 11​th​ STREET, CITY HALL, SUITE G-13 

CHATTANOOGA, TENNESSEE 37402 
  

 ​Request for Proposal No.: ​ ​186021 
 Ordering Dept.: Economic and Community Development 
 Buyer:  Deidre Keylon;  e-mail: ​dmkeylon​@chattanooga.gov​ ​(NO E-MAILED PROPOSALS ACCEPTED) 

 Phone No.:  423-643-7231; Fax No.:  423-643-7244 
****************************************************************************** 
 Products or Services Being Purchased:  ​Parks and Greenways Master Plan 
****************************************************************************** 

SEALED PROPOSALS MUST BE RECEIVED AS SPECIFIED AND NO LATER THAN  
4:00 P.M.  E.S.T. ON JULY 11, 2019 

ALL QUESTIONS MUST BE RECEIVED AS SPECIFIED AND NO LATER THAN  
4:00 P.M. E.S.T. ON JUNE 25, 2019 

****************************************************************************** 
The City of Chattanooga reserves the right to reject any and/or all proposals, waive any informalities in 
the proposals received, and to accept any proposal which in its opinion may be for the best interest of 
the City.  The City of Chattanooga will be non-discriminatory in the purchase of all goods and services on 
the basis of race, color or national origin.  The City of Chattanooga (COC) Terms and Conditions posted 
on Website are applicable: 
http://www.chattanooga.gov/images/City_of_Chattanooga_-_Standard_Terms_and_Conditions_Revise
d_7.18.2018.pdf 
****************************************************************************** 
NOTE: ALL PROPOSALS MUST BE SIGNED. 
All proposals received are subject to the terms and conditions contained herein and as listed in the 
above referenced website. The undersigned Offeror acknowledges having received, reviewed, and 
agrees to be bound to these terms and conditions, unless specific written exceptions are otherwise 
stated within Offeror’s proposal.  
****************************************************************************** 
PLEASE PROVIDE THE FOLLOWING: 

 Company Name:  ___________________________________________ 

 Mailing Address: ___________________________________________ 

 City & Zip Code: ___________________________________________ 

 Phone/Toll-Free No.: ________________________________________ 

 Fax No.: ___________________________________________________ 

Contact Person for RFP: ________________________________________ 

E-Mail Address: ____________________________________________ 

 Signature: _________________________________________________ 

 Date: _____________________________________________________ 

 
THIS PAGE, COMPLETED AND SIGNED, IS TO BE RETURNED WITH THE PROPOSAL 
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City of Chattanooga, Tennessee 

Department of Economic and Community Development 

 
 

 

 
Request for Proposals 

 
 

Parks and Greenways Master Plan 

  
June 13, 2019 

 
 

 
 

The City of Chattanooga is seeking proposals from qualified contractors 
to provide a Parks and Greenways Master Plan. 
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Introduction  
 
The City of Chattanooga is seeking proposals from qualified consulting firms interested in providing the               
described services to the City to include a Parks and Greenways Master Plan. The plan should create a                  
roadmap for ensuring an appropriate balance of facilities and amenities throughout the community now              
and into the future. The City is seeking a system-wide approach to evaluating parks, greenways and                
open space facilities and amenities in order to develop goals, policies and guidelines along with               
achievable strategies.  

The Chattanooga Parks and Greenways Master Plan that will be created from this work effort will be                 
heavily used as a resource for future development and redevelopment of the City’s parks, open space,                
and greenway system over the next five to ten years.  

Background 
 
Chattanooga is a city located along the Tennessee River near the southeastern corner of the U.S. state of                  
Tennessee. With an estimated population of 179,139 in 2017, it is the fourth-largest city in Tennessee                
and one of the two principal cities of East Tennessee, along with Knoxville. Served by multiple railroads                 
and Interstate highways, Chattanooga is a transit hub. Chattanooga lies 118 miles (190 km) northwest of                
Atlanta, Georgia, 112 miles (180 km) southwest of Knoxville, Tennessee, 134 miles (216 km) southeast of                
Nashville, Tennessee, 102 miles (164 km) northeast of Huntsville, Alabama, and 147 miles (237 km)               
northeast of Birmingham, Alabama. 
 
The city, with a downtown elevation of approximately 680 feet (210 m), lies at the transition between                 
the ridge-and-valley portion of the Appalachian Mountains and the Cumberland Plateau. Surrounded by             
mountains and ridges, the official nickname for Chattanooga is "Scenic City", reinforced by the city's               
reputation for outdoor activities.  

Chattanooga has benefited from the substantial growth of the region in the last twenty years. The same                 
mountains that provided Chattanooga's scenic backdrop also served to trap industrial pollutants which             
caused them to settle over the community, so much that in 1969, the federal government declared that                 
Chattanooga had the dirtiest air in the nation. But environmental crises were not the only problems                
plaguing the city. Like other early industrial cities, Chattanooga entered the 1980s with serious              
socioeconomic challenges, including job layoffs due to de-industrialization, a deteriorating city           
infrastructure, racial tensions, and social division. Chattanooga's population declined by more than 10%             
in the 1980s. However, Chattanooga was the only major U.S. city to lose this proportion of its population                  
in the 1980s and then regain the same proportion in the next two decades. By 2017, Chattanooga's                 
population growth rate was best among Tennessee's 4 biggest cities. 

The City of Chattanooga’s preschool and school-aged population (newborn to 19) is 24.5%, college-age              
through young adults (20-44 years) is 34.9%, and middle age and seniors (45-55+) compose 40.5%. The                
median household income in Chattanooga is $41,278.  
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General Scope and Work 
 
Project Description  

The City of Chattanooga is seeking proposals from qualified consulting firms to provide professional              
services to the City to develop a Chattanooga Parks and Greenways Master Plan. The City has a strong                  
commitment to provide high quality parks and greenway facilities and programs for citizens of the               
community. The consultant will collect and analyze data to develop a clear set of goals, policies and                 
standards for the City’s park system, open space, trails, greenways facilities and activation programs for               
the next 5-10 years. The consultant will work closely with City staff in preparing the Parks and                 
Greenways Master Plan. The consultant will create a document for distribution to the public. The Parks                
and Greenways Master Plan will require the approval of the Mayor’s Office and City Council.  

This process is to include developing a comprehensive inventory, an analysis of forecasted needs, and               
implementation strategies. Specific items to include in the study, but not limited to, are:  

Scope of Work Public Process  

● Identify, describe and implement a comprehensive strategy and methodology for citizen           
involvement in this Master Plan development process  

● Assure the residents, user groups, associations, and other stakeholders that they are provided             
an opportunity to participate in the development of this plan  

● At a minimum conduct at least three (3) public community meetings and a minimum of two                
(2) focus groups (participants to be determined) and individual stakeholder interviews.           
However, proposals that supplement these traditional engagement formats with more          
creative engagement events are preferred. Alternative formats or techniques may be           
substituted to meet the minimum requirements. 

● Act as professional facilitators to gather specific information about services, use, preferences            
and any agency strengths, weaknesses, opportunities and threats 

● Provide well-organized and directed activities, techniques and formats that will ensure that a             
positive, open and proactive public participation process is achieved. 

● Provide written records and summaries of the results of all public process and             
communications strategies 

● Help to build consensus and agreement on the plan and if consensus is not possible, provide                
information for informed decision making for the City Council. 

● Provide methods to hear from as many people as possible, including users and non users of                
the services and facilities.  

Data Collection & Review 

Review existing documents, plans, and studies regarding services provided by the City of Chattanooga              
and the Division of Open Spaces. 

Demographics  & Cultural/Environmental Information 
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Review and interpret demographic trends and characteristics of the City of Chattanooga using             
information from multiple sources. Gather the necessary demographic, market, and geographical           
information to adequately measure participation, and interest in area facilities, trails, and parks. 

Standards and Trends  

Investigate state and national reports and publications to determine baseline standards and measure             
against Chattanooga’s inventory to determine quantitative goals for the future. Benchmark against            
other communities that compare to the quality Chattanooga desires. 

Community Needs Assessment 

Provide a city-wide statistically-valid community needs assessment survey with a return rate that             
accurately represents a sampling of the community population to identify community needs and issues              
on park and greenway programs and facilities. This survey will be used as a baseline to determine needs,                  
desires and willingness to pay.  

Existing and Future Facilities-Analysis of Level of Service  

Compile an inventory and assessment of the existing parks, trails, and open space facilities. The               
assessment will include a comparative analysis to communities of similar size and density regionally and               
using nationally accepted standards. The analysis should consider not only the capacity of each amenity               
found within the system (playgrounds, ball fields, trails, special facilities, etc.) as well as functionality,               
accessibility, condition, comfort and convenience. Evaluation criteria should be based on the expressed             
values of the community. The analysis will also include identification of best possible providers of               
community and activation services and recommendations for minimizing duplication and enhancing           
possibilities for partnerships where appropriate.  

Rank and Prioritize Demand and Opportunities  

● Prioritize recommendations for needs regarding land acquisition, and the development of           
parks, trails, and open space facilities  

● Develop a set of prioritized recommendations for maintenance and renovation of parks, trails             
and open space  facilities  

Analysis of Programs and Services  

● Provide an assessment and analysis of Chattanooga’s current level of activation programs,            
services and maintenance in relation to present and future goals, objectives and directives  

● Provide a user fee analysis for facilities and programs and services  

● Provide an analysis of the best possible providers for programs and services and identify and               
discern any unnecessary duplication of services through public and private program providers  

● Provide recommendations for minimizing duplications or enhancing possibilities for         
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collaborative partnerships where appropriate  

Action Plan  

● Develop an implementation and action Plan with 5-10 year timeframe. Cost estimates, financial             
analysis, and phasing to identify steps necessary for implementation. 

● Collect analyze demographic information for the community 
● Collect and analyze information on participation, needs, desires, operations, programming and           

land use trends and make Level of Service recommendations 
●  Identify areas of service shortfalls and projected impact of future trends  
● Provide usable and workable definitions and recommendations for designated park and open            

space with acreages and parameters defined as appropriate. 
● Develop recommendations for operations, staffing, maintenance, programming and funding         

needs 
● Provide a clear plan for the development of activation direction based on standards and demand               

analysis 
● Develop a definitive program for acquisition and development of parkland, open space, trails             

and parks maintenance and administration of facilities for the future  
● Provide a maintenance and operation analysis 
●  Identify opportunities for available funding and acquisition alternatives 
● Develop an action plan which includes strategies, priorities and an analysis of budget support              

and funding mechanisms for the short term, mid-term and long term for the park system, open                
space, trails and activation programs and services  
 

Development of Final Plans and Supporting Materials  

● The Master Plan must include written goals, plans, objectives, and policy statements that             
articulate a clear vision and “road map” and model for the Open Spaces Division. 

● Charts, graphs, maps and other data as needed to support the plan and its presentation to the                 
appropriate audiences. 

● Provide a GIS database of all parks, greenways and open spaces within the City of Chattanooga                
that includes park programs and amenities geolocated. 

● A minimum of two (2) meetings with the City Council, one at the time of the presentation of the                   
draft Master Plan, and one at the adoption of the final Master Plan  

● A color version of the draft Master Plan document consisting of one (1) printed and bound color                 
copy and an electronic copy in a format compatible with the City’s software 

●  A color version of the final Master Plan document consisting of one (1) printed and bound color                 
copies and an electronic copy in a format compatible with the City’s software 

● A color version of the final Executive Summary consisting of one (1) printed copy and an                
electronic version in a format compatible with the City’s software ​Note: ​The City shall be               
responsible for the arrangement, notice and any other costs associated with the above meeting              
schedule. The consultant shall review with the City’s Project Manager all prepared information             
for the public meeting at least three (3) days prior to the scheduled meetings.  

Items to be provided by the City of Chattanooga 

● A City assigned Project Manager  
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● Copies of all existing studies, plans, programs, and other data including the City of Chattanooga               
Comprehensive General Plan and access to all applicable records 

● Assistance with on-going community meetings  

Progress Reporting  

The consultant and the City's Project Manager (Parks Planner) shall hold progress meetings as often as                
necessary, but in no case less than once per month until the final plan is approved by the City Council for                     
the purpose of progress reporting. The consultant shall supply the Project Manager with at least one (1)                 
copy of all completed or partially completed reports, studies, forecasts, maps or plans as deemed               
necessary by the Project Manager at least three (3) working days before each progress meeting. The                
Project Manager shall schedule the meetings, as necessary, at key times during the development of the                
Master Plan.  

 

All proposals should include the following background information:  

● A Letter of Submission shall include the name address and telephone number of the person(s)               
who is authorized to legally represent the firm. Any confidential material contained in the              
proposal shall be clearly indicated and marked as "Confidential."  

● Background on the firm and its experience in preparing Master Plans for public agencies. Of               
particular interest are engagements involving communities that have characteristics similar to           
the City of Chattanooga. 

● A narrative that presents the services the firm would provide detailing the approach,             
methodology, deliverables and client meetings to be provided.  

● Identification of the personnel to be assigned to this engagement including a résumé of related               
experience.  

● A timeline for preparation and implementation of the Master Plan and its components. 
● A summary of professional liability and errors and omissions insurance coverage the firm             

maintains.  
● At least five (5) public agency references for projects of a similar nature to this project and a                  

description of the project shall be described and minimally include client, location, contact             
person, contact information (telephone/email address), and a brief summary description of the            
project.  

● Provide in a separate sealed envelope the project cost for services in an itemized work format.                
The project cost for services shall be a “not-to- exceed cost for services.”  

 

Contract Term:  
The desired contract term is nine (9) months from contract signing.  By mutual agreement, the 
contract may be extended for up to three (3) additional months. 
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General Requirements:  
 
General Requirement of the Selected Proposing Firm  

● Enter into a contract with the City. (These documents and proposal submittals become part of               
the contract). Maintain insurance coverage for the duration of the contract period. 

●  Prohibited from assigning or subcontracting the whole or any part of the contract without the               
prior written consent of the City 

●  Shall not hire, discharge, promote, demote or otherwise discriminate in matters of            
compensation, terms, conditions or privileges of employment against any person otherwise           
qualified solely because of race, creed, sex, national origin, ancestry, physical or mental             
disability, color or age  

● Contractor shall be in compliance with the applicable provisions of the Americans with             
Disabilities Act of 1990 as enacted and from time to time amended and any other applicable                
federal, state, or local laws and regulations. A signed, written certificate stating compliance with              
the Americans with Disabilities Act may be requested at any time during the life of this                
Agreement or any renewal thereof  

● Operate as an independent contractor and will not be considered employee(s) of the City of               
Chattanooga 

● Successful consultant will be paid on actual invoices as work is completed. 

 

RFP Lifecycle 

Initial Screening 
The initial screening of submitted proposals will occur as soon as practical following the opening.               

The initial screening process will involve evaluating all proposals for completeness, clarity, and             

conformity to all RFP requirements.  

 

Proposals not meeting minimum requirements will not receive further consideration​. The City, at             

its sole judgment will determine if a proposal is viable. 

 

For a list of required materials, see the CHECKLIST OF REQUIRED SUBMISSION MATERIALS.             

Proposals missing required materials may not receive further consideration. 

Proposal Evaluation 
Viable proposals will be evaluated by an Evaluation Committee.  
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Evaluation Committee 
A committee consisting of individuals selected by the City will receive and evaluate all viable               

Proposals.  Each Proposal will be awarded a maximum of 5 points based on the evaluation criteria.  

 

A Proposer may be selected based solely on evaluation of viable written Proposals. The City               

reserves the right to determine whether or not a Proposer can be selected based solely on the viable                  

written Proposals submitted.  

Selection of Finalist(s) and Formal Presentations 
 
In the event that a Recommended Awardee cannot be selected solely on the Proposals submitted, 

the City may invite any number of qualified firms for formal presentations. Selection of Proposers 

for Finalist formal presentations (if any) and for contract negotiations will be determined based on 

an objective evaluation of the criteria listed above. Formal presentations provide an opportunity for 

clarification of the proposal submitted and an opportunity to ensure that a thorough, mutual 

understanding exists. A presentation may not be required, and therefore, ​complete information 

must be submitted with a proposer’s proposal​. 

 

The Evaluation Team may revise the initial scores based upon clarification of proposal(s) received in 

this phase. If your company is invited to give a presentation, the offered dates may not be flexible. 

 

After review of the proposals and formal presentations (if any), the Evaluation Team will make a 

recommendation.  The City may, at its sole option, elect to reject all proposals or elect to pursue the 

project further. In the event that the City decides to pursue the project further, the City may select 

the highest ranked Offeror(s) as finalist(s) if it is in the best interest of the City. The City may 

negotiate an agreement.  

 

The City reserves the right to invite any number of Proposers if the quality of the Proposal(s) so                  

merit(s) or other circumstances justify doing so.  

 

Presentation costs are not compensable. 

Selection of Awardee(s) 
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After review of the Proposals by the Evaluation Committee and after Formal Presentations, if any               

occur, the City may, at its sole option, elect to reject all proposals or elect to pursue the project                   

further. In the event that the City decides to pursue the project further, the City will select the                  

highest ranked finalist(s) or the proposal(s) that is(are) in the best interest of the City to negotiate                 

agreement.  
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Evaluation Criteria 
 
In preparing responses, Offerors should describe in detail how they propose to meet the              
specifications as detailed in this solicitation document. 
 
The minimum categorical criteria that will be applied to the proposal information, in order to               
assist the City in selecting the most qualified proposer(s) for the contract, are as follows: 
 
Component ​                                                                                                 ​Percent  

Project Approach 30 
 
Project Team 20 
 
Past Relevant Project Experience & Client References 20 
 
Project Schedule 15 
 
Project Fee Structure & Cost Proposed 15 
 
 

 
 
Selection of Proposals for any reason will be determined based on an objective evaluation of               
the criteria listed above.  
 
Tentative Timeline for RFP 
 
The following represents a tentative outline of the process currently anticipated by the City: 
  

● Request for Proposals distributed June 13, 2019 
● Written Questions Submission Deadline              June 25, 2019, 4:00 p.m., e.s.t. 
● Sealed Proposals Due July 11, 2019, 4:00 p.m., e.s.t. 
● Evaluation and Contract Award Period July - August, 2019 
● Contract Execution (if any) August - September, 2019 
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GENERAL INSTRUCTIONS TO PROPOSERS 
 
Sealed Proposals must be submitted in the format specified in this document for time-stamping              
to the Purchasing Division, City of Chattanooga, by ​no later than 4:00 p.m., e.s.t., on July 11,                 
2019​,​ to the attention of: 
 

City of Chattanooga/Purchasing  
101 East 11​th​ Street, Suite G13  

Chattanooga, TN 37402 
Phone: (423) 643-7231 

 
Late or misdirected proposals shall be rejected and offered for return at the expense of the 
Offeror.  Postmarks are not accepted. E-mailed proposals are not accepted. Incomplete 
proposals are not accepted.  
 
 
REQUESTS FOR INFORMATION/QUESTIONS 
 
All questions, and requests for information or clarification must be submitted ​in writing​ as 
specified here, and will be accepted ​until 4:00 pm, est, on ​June 25​, 2019​, and shall be sent to: 
 
Preferred method of asking questions: email to ​rfp@chattanooga.gov​ with Subject line reading: 
QUESTION: RFP ​186021 Parks and Greenways Master Plan 
 
Alternative method: mail or fax with clear marking on outside of package or cover sheet 
QUESTION: RFP ​186021 Parks and Greenways Master Plan 
 
 

City of Chattanooga Purchasing Division 
101 East 11​th​ Street, Suite G13  

Chattanooga, TN 37402 
Phone: (423) 643-7231 

Fax: (423) 643-7244 
 
Questions will be answered by Addendum to be posted to 
http://www.chattanooga.gov/purchasing/bidssolicitations as soon as possible after the 
deadline for questions. 
 
Communication During The Entire RFP Process Until a Contract Is Issued 
Any communication concerning this RFP must be conducted exclusively with the Purchasing 
Division Buyer named until the evaluation and award process has been completed. Failure to 
honor this request will be negatively viewed in the selection process and can result in 
elimination of the proposal.  
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Number of Copies and Format 
Proposer shall submit three (3) complete copies of the proposal as follows: one (1) original -                
unbound; one (1) hard copy - bound; and one (1) electronic copy in PDF format on a flash drive                   
or jump drive. Discs will not be accepted. All proposals shall be submitted in a sealed,                
non-transparent envelope or box clearly labelled with the issuer’s name and address and ​“ RFP               
186021 Parks and Greenways Master Plan​”​ ​on the label or outside​ of box or envelope​. 
 
ALL COPIES MUST BE COMPLETE AND IDENTICAL TO THE ORIGINAL, INCLUDING           
COPIES OF SIGNATURES, NOTARY STAMPS, ETC.  
 
Detailed Technical Proposals 
Complete technical submittals shall be submitted with the Proposal. These technical submittals            
shall describe in detail how the Proposer complies with each specification requirement of the              
RFP.  Any deviations from the specifications shall be noted. 
 
Implied Requirements 
All products and services not specifically mentioned in this RFP, but which are necessary to               
provide the functional capabilities described by the Proposer, shall be included in the Proposal. 
 
Proposer-Supplied Materials 
Any material submitted by a Proposer shall become the property of the City unless otherwise               
requested at the time of submission. ​Any firm submitting a proposal should assume the              
information included in the proposal is subject to the Open Records / Freedom of              
Information Act.  
 
Incurred Costs 
The City shall not be liable for any cost incurred by the proposer prior to the issuance of a 
contract purchase agreement and will not pay for the information solicited or obtained. Proposer 
shall not include or integrate any such expense as part of its proposal. 
 
Economy of Preparation 
Proposals shall be prepared simply and economically. Proposals shall provide a straightforward 
and concise proposal description. Emphasis shall be placed on clarity and content.  
 
Proposal Withdrawal Procedure 
A Proposal may be withdrawn at any time until the date and time set above for opening of 
proposals. Any proposal not so withdrawn shall, upon opening, constitute an irrevocable offer to 
provide the specifications set forth in the proposal, until the successful proposal(s) is/are 
accepted and a contract has been executed between the City and the successful Proposer(s). 
 
Proposal Expiration 
A Proposal shall be valid for four (4) months from the RFP due date.  A proposal that is 
accepted by award will be incorporated into the contract. 
 
General Reservation of City Rights 
The City of Chattanooga may contact any firm for the purpose of obtaining additional 
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information or clarification.  
 
General Terms 
 
Any contract resulting from this Request for Proposal will be subject to the City of Chattanooga’s 
Standard Terms and Conditions posted at: 
 
http://www.chattanooga.gov/images/City_of_Chattanooga_-_Standard_Terms_and_Condi
tions_Revised_7.18.2018.pdf 
 
Exceptions to City of Chattanooga Standard Terms and Conditions 
 
Label a separate response section detailing any exceptions to the (a) RFP and/or to the (b) City 
of Chattanooga Standard Terms and Conditions as posted at: 
 
http://www.chattanooga.gov/images/City_of_Chattanooga_-_Standard_Terms_and_Condi
tions_Revised_7.18.2018.pdf 
 
The City of Chattanooga Standard Terms and Conditions will apply to any agreement resulting 
from this solicitation. Only exceptions that are specified within a solicitation response 
submission packet will be considered for potential negotiation by the City. Negotiation is not 
guaranteed.  
 
Format Required: Please isolate and reference the specific Section of the City of Chattanooga 
Standard Terms and Conditions to which an exception is taken, and provide alternative 
language for that specific section. Please do not simply provide a full replacement Terms and 
Conditions document. 
 
Failure to include any desired exceptions within a solicitation response submission packet may 
result in disqualification of a solicitation response.  
 
Failure to include any desired exceptions in the format required may result in disqualification of 
a solicitation response.  
 
Solicitation preparation costs are not compensable. 
 
Contract Administration Activity 
The Proposer will be expected to provide periodic reporting and/or attend Contract            
Administration meetings, as described in this document or as otherwise required by the City              
Purchasing Division. 
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CHECKLIST OF ​REQUIRED​ SUBMISSION MATERIALS​: 

Upon opening, proposals will be examined for the presence of these 
required materials and ​may be​ ​rejected​ if ​all ​items, completed ​as asked​, 
are not included​: 

1. Sealed Envelope or Box​ - ​exterior​ surface MUST be labelled with “​RFP ​186021 
Parks and Greenways Master Plan​”​ ​and proposer name, address, and phone # 

2. Complete Proposal Response Narrative​ - must address Scope of Work and 
Proposal Response portions of this document. 

3. TABBED sections as follows: 
a. TAB 1 Firm’s Cover Letter  
b. TAB 2 Any and all exceptions to the RFP and/or City of Chattanooga 

Standard Terms & Conditions; MUST be submitted with response to 
be considered 

c. TAB 3 PROPOSAL RESPONSE  
d. TAB 4 TAB 5 Pricing/Proposal Cost Summary  
e. TAB 6 ​ALL​ Forms below: 

4. Completed, dated, and signed forms that ​MUST​ be present with submittal: 
a. Completed and signed ​RFP cover page​ (in addition to firm’s cover letter) 
b. Proposer Qualification Data Form 
c. W-9 
d. Supplier Information Form 
e. Experience Reference Form(s) 
f. Iran Divestment Act Form 
g. Affirmative Action Plan Form 
h. No Contact/No Advocacy Affidavit (​MUST be notarized and stamped​) 
i. Any and all signed Addenda cover pages from Addenda documents 

posted to ​www.chattanooga.gov​, then Bids Solicitations, related to this 
solicitation item. ​These postings may occur up to 48 hours before the RFP 
due date/time​. For addenda posted in the last ninety-six (96) hours before 
the due date/time, properly identified, signed ​addenda cover pages​ to 
accompany proposals that have already been shipped will be accepted by 
e-mail to dmkeylon@chattanooga.gov. 
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PAYMENT OF SERVICES 

1. The City will make payment according to the City’s policies and procedures, after 
contract execution. 

2. Invoices 
a. Accurate and complete Invoices, with all backup documentation, shall be 

submitted to: 
 

City of Chattanooga 
Attn: Accounts Payable Division 
101 East 11th Street, Suite 101 
Chattanooga, TN 37402 
acctspayable@chattanooga.gov 
 
With a copy to acook@chattanooga.gov 

 
b. Contractor’s Invoice must list a valid Email Address for billing questions and 

inquiries. 
c. Contractor’s Invoice Date must minimally be the date that the Invoice is 

submitted to the City. The Invoice Date must not precede submission date, the 
Ship Date or Service Date. 

d. Invoice descriptions on transaction lines must match the Blanket Purchase Order 
transaction line items, and must reference the corresponding transaction line 
number. The Contractor shall not invoice the City for any item that does not 
correspond to a line on the Purchase Order. 

e. Invoices to the City shall reference the Purchase Order number. 
f. Invoices must be received by the City within two (2) weeks of the completed 

quoted work, with emphasis on earlier submission. 
g. Any Contractor invoice that is incomplete, inaccurate, or otherwise unable to be 

processed will not be considered valid or procedurally compliant. 
h. Revised Invoices - must be clearly marked “Revised”, and must reference the 

Invoice Number that it is replacing. 
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Proposal Cost Summary Form 

 
The summary below reflects all projected costs for The City. Supporting detail must be attached in the                 

form of a line item detail describing hourly rates and projected expenses, including all travel costs, along                 

with any other detail that will lead to a clear understanding of the proposal.  

 

Item Cost 

  

  

  

  

  

  

  

  

  

Total Cost  
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PROPOSER QUALIFICATION DATA 

 
All questions must be answered clearly and comprehensively. If necessary, separate sheets may be 
attached.  
 

1. Company Name of proposer (Please list official name, and any and all “doing business as” 
names, if any, associated with the company): 
____________________________________________________________ 

 
____________________________________________________________ 

 
 

2. Proposers federal tax identification number: _____________________________ (​Attach Form 
W-9​) 

 
3. The proposer is organized as a (specify type of entity, e.g. sole proprietor, partnership, for profit 

corporation, non-profit corporation, limited liability company, etc.) 
__________________________________________________ 

 
4. The date the proposer was organized in its current form: 

_______________________________________________________________________ 
 

5. If a corporation or limited liability company, the state where it is formed: 
_______________________________________________________________________ 

 
6. Is your company registered with the Tennessee Secretary of State? 

a. ▢ YES 
b. ▢ NO - Please explain 

________________________________________________________________ 

________________________________________________________________ 
 

7. How many years have you been engaged in the business described in this solicitation, under your 
present firm or trade name:  

 
___________________________________________________ 

 
 

8. Describe any pending plans to reorganize or merge your organization. 
___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 
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9. Have you or any officers and/or directors of your company ever been debarred or suspended by a 

government from consideration for the award of contracts? 
 

a. ▢ YES - Please list the contract party, and explain 
 

___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 
 

 
b. ▢ NO 

 
 

10. Have you or any officers and/or directors of your company ever been disqualified, removed, sued,               
or otherwise prevented from proposing on or completing any contract? 

 
a. ▢ YES - Please list the contract party, and explain 

 
___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 
 

b. ▢ NO 
 

 
11. Have you or any officers and/or directors of your company ever been charged with liquidated               

damages on a contract? 
 

a. ▢ YES - Please list the contract party, and explain 
___________________________________________________________________ 

___________________________________________________________________ 

___________________________________________________________________ 
 

 

b. ▢ NO  
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Experience Reference Form 
 

  

Bidder/Offeror​: _________________________ 
 
(Attach as many copies of this form as may be needed)  
 
 
 
Reference 
  
Name of Project:  ______________________________________________________________ 

Location:  ______________________________________________________________ 

Service Date Range: 

_________________________________________________________________ 

Firm Name for Contact Person:  ______________________________________________ 

Name of Contact Person:  ___________________________________________________ 

Telephone Number for Contact Person:  ________________________________________ 

Email Address (required):  __________________________________________________ 

 
 
Reference 
  
Name of Project:  ______________________________________________________________ 

Location:  ______________________________________________________________ 

Service Date Range: 

_________________________________________________________________ 

Firm Name for Contact Person:  ________________________________________________ 

Name of Contact Person:  _____________________________________________________ 

Telephone Number for Contact Person:  __________________________________________ 

Email Address (required):  __________________________________________________ 
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Chapter No. 817 (HB0261/SB0377). “Iran Divestment Act” enacted. 

 

Vendor Disclosure and Acknowledgement 

 

By submission of this bid, each proposer and each person signing on behalf of any proposer                

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 proposer is                 

not on the list created pursuant to § 12-12-106.  

 

 

(SIGNED) _______________________________ 

 

(PRINTED NAME) _______________________________ 

 

(BUSINESS NAME) _______________________________ 

 

(DATE) _______________________________ 

 

 

 

 
 
 
 
 
 
 

 

 

 

For more information, please contact the State of Tennessee Central Procurement Office, 

https://www.tn.gov/generalservices/​procurement/central-procurement-office--cpo-/library-/public-info

rmation-library.html 
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Affirmative Action Plan 

 

The City of Chattanooga is an equal opportunity employer and during the performance of this 

Contract, the Contractor agrees to abide by the equal opportunity goals of the City of 

Chattanooga as follows: 

 

1. The Contractor will not discriminate against any employee or applicant for employment 

because of race, color, religion, sex, national origin, or handicap.  The Contractor will 

take affirmative action to ensure that applicants are employed, and the employees are 

treated during employment without regard to their race, color, religion, sex, national 

origin, or handicap.  Such action shall include, but not be limited to, the following: 

employment, upgrading, demotion, or transfer, recruitment or recruitment advertising, 

layoff or termination, rates of pay, or other forms of compensation, and selection for 

training, including apprenticeship.  The Contractor agrees to post in conspicuous places, 

available to employees and applicants for employment, notices setting forth the 

provisions of this nondiscrimination clause. 

2. The Contractor will, in all solicitations or advertisements for employees placed by or on 

behalf of the Contractor, state that all qualified applicants will receive consideration for 

employment without regard to race, color, religion, sex, national origin, or handicap. 

3. The Contractor will send to each labor union or representative of workers with which 

he/she has a collective bargaining agreement or other contract or understanding, a 

notice advising the said labor union or workers’ representatives of the Contractor’s 

commitments under this section, and shall post copies of the notice in conspicuous 

places available to employees and applicants for employment. 

4. During the term of this contract the following non-discriminatory hiring practices shall 

be employed to provide employment opportunities for minorities and women:  

a. All help wanted ads placed in newspapers or other publications shall contain the 

phrase “Equal Employment Opportunity Employer.” 

b. Seek and maintain contracts with minority groups and human relations 

organizations as available. 

c. Encourage present employees to refer qualified minority group and female 

applicants for employment opportunities 
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d. Use only recruitment sources which state in writing that they practice equal 

opportunity.  Advise all recruitment sources that qualified minority group 

members and women will be sought for consideration for all positions when 

vacancies occur. 

5. Minority statistics are subject to audit by City of Chattanooga staff or other 

governmental agency.  

6.  The Contractor agrees to notify the City of Chattanooga of any claim or investigation by 

State or Federal agencies as to discrimination. 

 

 

 

 

__________________________________________________ 

(Signature of Contractor) 

 

 

__________________________________________________ 

(Title and Name of Company) 

 

 

__________________________________________________ 

 (Date) 
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No Contact/No Advocacy Affidavit 
City of Chattanooga, Purchasing Division 

 
State of ____________________ 
County of ______________________ 
 
___________________________________ (agent name), being first duly sworn, deposes and 
says that: 
 

(1) He/She is the owner, partner, officer, representative, or agent of 
_________________________ 
_________________________ (business name), the Submitter of the attached sealed 
solicitation  
response to Solicitation #____________________________; 
 

(2) ___________________________________ (agent name) swears or affirms that the 
Submitter has taken notice, and will abide by the following No Contact and No Advocacy 
clauses: 
 

NO CONTACT POLICY​:​  After the posting of this solicitation, a potential submitter is 
prohibited from directly or indirectly contacting any City of Chattanooga representative 
concerning the subject matter of this solicitation, unless such contact is made with the 
Purchasing Division.  

 
NO ADVOCATING POLICY​:​  To ensure the integrity of the review and evaluation process, 
companies and/or individuals submitting sealed solicitation responses, as well as those persons 
and/or comp​anies formally/informally representing such submitters, may not directly or 
indirectly lobby or advocate to any City of Chattanooga representative. 
 
Any business entity and/or individual that does not comply with the No Contact and No 
Advocating policies may be subject to the rejection or disqualification of its solicitation 
response from consideration. 
 
Submitter Signature:         Printed Name: 
_____________________________________      ________________________________ 
 
Title:________________________________ 
 
Subscribed and sworn to before me this ______ day of __________________, 2_____. 
 
Notary Public: _________________________________ 
 
My commission expires:__________________________ 
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