






























 

PROPOSAL REQUIREMENTS 

ADMINISTRATIVE & PROPERTY SUPPORT FOR THE BLUEWATER BAY MSBU 
 
PART 1 – STATEMENT OF PURPOSE 
 

The Board of Directors (BOD) of the Bluewater Bay MSBU (BWB MSBU) is requesting a proposal for the 
administrative and property support for the area designated in the Ordinance (Attachment 2) supervision of its 
affairs. 

Bluewater Bay is a residential and commercial community which covers 3,636 Residential parcels, 858 
commercial parcels and undeveloped acres. The BWB MSBU is responsible for providing supplementary 
service to the publicly owned (state and/or county) right-of-ways within the community which is described in 
Okaloosa County Ordinance 02-16. 

There are no employees of the BWB MSBU as all work is handled by contractors. The primary responsibility 
under this proposal will be for development, negotiation and supervising of all outside contracts. In addition, we 
are requesting administrative services such as recording minutes of meetings, financial reports as required, 
communication as directed by the BOD and proper storage of all material of the BWB MSBU. 
 
PART 2 – SCOPE OF SERVICES 
 

• Establish and maintain office space in the BWB area, with telephone, email, correspondence 
storage cabinets, and such other accoutrements as to present a professional atmosphere for 
conducting business. 

• Maintain with the Community Services Chairman a map outline of the area under the control  
of the BWB MSBU. 

• Develop the detailed timeline and scope of work for services to be performed by 
subcontractors for items like landscape, irrigation repair/maintenance, street sign 
repair/maintenance and street lights in the area defined above. 

• Present request for bids and negotiate with each subcontractor for the services defined above.  
All procurements must follow the Okaloosa County Purchasing Policy and items over 
$4500.00 must be pre-approved before purchase. 

• Present competitive bids with written comprehensive contract and proof of insurance for each 
bid package outlined above to the Board of Directors for review after an initial review with 
the Community Services Chairman. 

• Survey the areas under control on a daily or weekly basis to determine what if any actions 
need to be taken. Based on this survey, report to the Community Services Chairman those 
issues that need to be addressed and seek approval for remedy of those issues. 

• Supervise and direct all effort necessary to maintain the area under control of the MSBU in 
the best and most cost effective manner. 

• Insure that the BWB MSBU has clearly defined the services it desires are reasonable and 
appropriate under the Ordinance and within the budget that has been approved for the current 
operating Fiscal Year. 



 

• Report to the BWB MSBU BOD at each of the regular, workshop or emergency meetings 
a full and complete financial status of expenses relative to the services provided by all 
contractors. Additionally, any requests from the Landscape Chairman will be addressed as 
required. 

• Prepare minutes and reports for each of the meetings and or workshops of the BWB MSBU BOD. 

• Make arrangements for and provide public notification of all BWB MSBU meetings and workshops. 

• Be responsible for filing/storage of written minutes of all meetings/reports approved by the 
BWB MSBU BOD, financial reports, and all supporting documentation of BWB MSBU 
contracts. 

• Prepare and distribute both written and electronic communications to and from the BWB MSBU BOD. 

• Compile and report all necessary communications to the BCC and any other County office 
(i.e. Tax Collector, Property Appraiser, and Clerk of Courts) as directed by the BWB 
MSBU BOD. 

• Maintain the BWB MSBU website. Act as administrator and insure current information is 
posted including financials, minutes, events and any other pertinent data. 

• Establish and maintain contact with the Okaloosa County Office of Management and 
Budget, and the County Finance Office that handles the BWB MSBU finances, billing and 
payment, etc. 

• Establish points of contact and working relationship with appropriate offices in CHELCO, 
OCWS, and Okaloosa Gas. 

• Compile and maintain contractors' required insurance. Maintain MSBU insurance per Ordinance. 
 
PART 3-RESPONSE TO THE RFP SHALL BE SUBMITTED IN THE FORMAT DESCRIBED BELOW: 
 

  Letter of Interest shall be prepared by a corporate officer or principal of the firm authorized to 
obligate the firm contractually.  The letter shall include location of the firm’s office that will be the 
lead office for this contract and any anticipated sub-consultants.  
 

2. Experience of Firm / Team Members (Maximum of 40 Points) – Length of time company has 
operated; length of time providing both property management and accounting services similar to 
those required in the proposal; extent of Proposer current and prior similar contracts; location(s) of 
Proposer’s office(s); and current and past project references. (2) Company has considerable and 
readily quantified experience in providing similar property management and accounting services. 
(3) Company has a proven ability to effectively manage multiple sites. Company shall provide 
relevant experience data and references. (4) Company’s policy in recruitment, hiring, testing and 
assignment to ensure that only qualified persons are hired and that the appropriate skill sets are 
deployed to fit any site-specific needs. (5) Company has adequate organizational size, structure, 
and qualified key personnel to be assigned to this project. Provide an organization chart and 
resumes of key individuals including any industry related and professional designations held by 
key individuals.  (6) If any services are expected to be subcontracted, the Proposer shall also 
provide all of the above information for the sub-contractor(s).   

 
3. Accounting Services and Reporting Plan (Maximum of 30 Points) The Proposer shall submit 

an Accounting Services & Reporting Plan identifying its staffing and approach to providing 



 

accounting and reporting services contained in this RFP. Said plan shall provide the following: 
RFP Number 18-03: Property Management and Accounting Services Leon County R&D Authority 
Submission Deadline: July 2, 2018, 2:00pm 10 (1) Description of staffing and supervision assigned 
to complete the work. If the Proposer plans to subcontract any portion of the work, Proposer shall 
indicate in its plan the identity of the sub-contractor(s) and the role of said sub- contractor(s).  (2) 
Description of plan to perform the accounting & reporting services required, including the systems, 
procedures and forms used.  (3) Description of system of internal accounting controls, IT policy, 
and records retention policy employed by Proposer.   

 
4. Acknowledgement of Coordination (Maximum of 20 Points) – The Proposer shall submit an 

Operations and Management Plan identifying its staffing and approach to providing property 
management services contained in this RFP. Said plan shall provide the following: (2) Description 
of staffing, quantity of labor hours and supervision assigned to the facilities to successfully 
complete the work. In the event Proposer plans to subcontract any portion of the work, Proposer 
shall indicate in its plan the identity of the sub-contractor(s) and the role of said sub-contractor(s).  
(3) Description of plan to perform the property management services required, including the 
systems, procedures and forms used.  (4) Description of unscheduled or emergency work 
procedures. (5) Description of quality control procedures. (6) Enhanced Services - 
Recommendations on service improvements including the cost of same.    

5.  Compensation/Fee Schedule (Maximum of 10 Points) – The Proposal shall provide for a fixed 
price management fee for all services to be provided pursuant to the RFP. Separate amounts must 
be provided for fee for accounting services and fee for Property Management services.  The Price 
for all services is the MANAGEMENT FEE ONLY AND DOES NOT INCLUDE property, 
administrative and other expenses which are the responsibility of the Authority as defined in the 
Contract. 

6. Business Credentials and Other – Provide sufficient information to demonstrate legal authority to 
do business in the state of the firm and any sub-consultant to perform the work. Indicate whether the 
firm and/or any sub-consultant are disadvantaged business enterprises.  Show State of Florida 
licensing/registration qualifications of the firm and key personnel.   Copies of all completed forms 
required by this RFQ are included in this section.  

7. Financial Stability- In the case of Federal and/or Florida State funded procurements, prior to 
awarding this contract, the top respondents will be required to submit to a soft credit pull for 
purposes of the County's Risk Assessment consideration; objections by any respondent will 
disqualify them from consideration. Bad credit indicating you are a high risk may impact your 
application. Responses will not be considered from respondents who are currently involved in 
official financial reorganization or bankruptcy proceedings 

 
PART 4-EVALUATION/SELECTION PROCESS  
 
The County will review and evaluate all Proposals submitted in response to this Solicitation Document. The 
evaluation process is designed to award the Contract to the Proposer with the best combination of attributes as 
demonstrated in the Proposal scores. Scores are based on the evaluation of the information contained in Proposer's 
Proposal which include, but is not limited to, Proposer's responses to the questions set forth in the Submittal 
Requirements section of this Solicitation Document and any corresponding attachments including a brief description 
of methodology, qualifications, experience, and the cost of the Services/Work.   
 
a) Evaluation Procedures: The evaluators will consider how well the Proposer's Proposal meets the needs of the 
County as described in the Proposer's response to each question in this Solicitation Document. It is important that 



 

the responses be clear and complete so that the evaluators can adequately understand all aspects of the response. 
Please follow all instructions carefully. The Proposal should be submitted according to the instructions/outline 
specified in this Solicitation Document. A Proposal that fails to follow these instructions may be considered non-
responsive and may be eliminated from further consideration. 
 
i) Based on information acquired through the Proposer's responses and the responses of references (if applicable), 
the County will award a preliminary score to each Proposal. 
 
ii) Based on the preliminary scores, the County may request that the top scoring Proposers conduct an oral 
presentation and/or submit a Best and Final Offer that may include revisions to Technical Approach, Integration, 
and/or Cost. Be advised that the evaluators may revise the preliminary scores based on the oral presentations (if 
applicable), reference inquiries, other information obtained through the County's investigations of past performance 
and/or submissions of Best and Final Offers (if applicable). 
 
b) Scoring/Weighting of Questions: The scoring/weighting of Proposals will be accomplished utilizing the 
evaluation criteria identified in the following table: 
 

 
Award Criteria Point Value 

Experience of Firm/Team Members 40 
Accounting Services and Reporting 30 
Acknowledgement of  Coordination 20 
Compensation/Fee Schedule 10 
Total: 100 

Total Possible 
 

100 

 
 

Lowest Cost Proposal x Maximum Points = Score 
Divided by Other Proposer's Cost 

 PART 5-TERMS AND CONDITIONS OF CONTRACT 
 

The initial term of this contract shall begin when all parties have signed and continue for three years. The 
contract may be renewed for additional two (2) one (1) year renewals upon mutual agreement of all parties.  

 
 
PROCUREMENT SCHEDULE (ANTICIPATED) 
 
RFP Advertised & Posted on Website 01/04/2024  
Deadline for Questions 01/12/2024 @ 3:00 P.M. 
RFP Response Due Date 01/25/2024 @ 3:00 P.M. 
Review by MSBU Board  Week of January 29, 2024 
Contract Negotiations Week of February 5, 2024 
Finalize/Execute Agreement February20, 2023 
  
  

 
 


