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SANTA ROSA COUNTY
PROCUREMENT DEPARTMENT
6495 Caroline Street, Suite L| Milton, Florida 32570      850-983-1870     procurement@santarosa.fl.gov

Office: 850.983.1870 | Fax: 850.983.1860 | www.santarosa.fl.gov

MEMORANDUM

TO: Company Addressed DATE:   July 30, 2021

FROM: Santa Rosa County Procurement Office

SUBJECT: RFP 21-052 Professional Grant Administration Services

Notice is hereby given that the Santa Rosa County Board of County Commissioners is requesting 
proposals from qualified individuals or firms to provide professional grant administrative and 
project management services relative to the implementation of the County’s FFY 2019 Community 
Development Block Grant project (CDBG).

All proposals must be in writing and delivered by hand, overnight courier service, or U.S. Mail to 
the Santa Rosa County Procurement Department, 6495 Caroline Street, Suite M, Milton, Florida 
32570, and must be received by 10:00 a.m. on August 23, 2021, at which time will be publicly 
opened. Only bids received by the afore stated time and date will be considered. E-mailed proposal 
responses will be rejected. All bids shall be sealed and clearly labeled, “RFP 21-052 Professional 
Grant Administration Services”. Please provide the original proposal, labeled “ORIGINAL”,
and three (3) copies labeled “COPY” along with one (1) electronic file in OCR (readable) PDF 
format.

Specifications may be secured by download from the Santa Rosa County Website: 
https://www.santarosa.fl.gov/391/Procurement-Office “Bid Opportunities”. Questions concerning 
this request should be directed to the Santa Rosa County Procurement Office in writing at 
bidinfo@santarosa.fl.gov prior to 12:00 p.m. on August 13, 2021.

Santa Rosa County Board of County Commissioners encourages all segments of the business 
community to participate in its procurement opportunities, including small businesses, 
minority/women owned businesses, and disadvantaged business enterprises. The Board does not 
discriminate on the basis of race, color, religion, national origin, disability, sex, or age in the 
administration of contracts. 

The Board of County Commissioners reserves the right to waive irregularities in bids, to reject any 
or all bids with or without cause, and to award the bid that it determines to be in the best interest 
of Santa Rosa County.

By order of the Board of County Commissioners of Santa Rosa, Florida



SECTION II. 
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PRE-PROPOSAL ACTIVITY 
Except as provided in this section, respondents are prohibited from contacting or lobbying 
the County, County Administrator, Commissioners, County staff, and Review Committee 
members, or any other person authorized on behalf of the County related or involved with 
the solicitation. All inquiries on the scope of work, specifications, additional requirements, 
attachments, terms and general conditions or instructions, or any issue must be directed in 
writing, by US mail or email to: Santa Rosa County Procurement Office, 6495 Caroline 
Street, Suite L Milton Fl. 32570. Email; Bidinfo@santarosa.fl.gov. 
All questions or inquiries must be received no later than the last day for questions stated in 
the RFP & Legal Notice. Any addenda or other modification to the bid documents will be 
issued by the County five (5) days prior to the date and time of bid closing, as written 
addenda, and will be posted to the Santa Rosa County website at 
https://www.santarosa.fl.gov keyword; Bids. 
Such written addenda or modification shall be part of the bid documents and shall be binding 
upon each respondent. Each respondent is required to acknowledge receipt of any and all 
addenda in writing and submit with their bid. No respondent may rely upon any verbal 
modification or interpretation. 
 
PROPOSED SCHEDULE 
Request for Proposal Published July 31, 2021 
Deadline for Questions  August 13, 2021 @ 12:00 p.m. 
Proposals Due   August 23, 2021 @ 10:00 a.m. 
 
PREPARATION OF RFP 
The respondent shall submit proposals in accordance with the public notice.  
Any proposal which contains any omissions, erasures, alterations, additions, irregularities of 
any kind, or items not called for which shall in any manner fail to conform to the conditions 
of public notice may be rejected. 
A proposal submitted by a partnership shall be executed in the partnership name and signed 
by a partner (whose title must appear under the signature). The official address of the 
partnership shall be shown below the signature. 
A proposal submitted by a limited liability company shall be executed in the name of the 
firm by a member and accompanied by evidence of authority to sign. The state of formation 
of the firm and the official address of the firm must be shown below the signature. 
A proposal submitted by an individual shall show the respondent’s name and official address. 
A proposal submitted by a joint venture shall be executed by each joint venture in the manner 
indicated on the bid form. The official address of the joint venture must be shown below the 
signature.  
It is preferred that all signatures be in blue ink with the names type or printed below the 
signature. Santa Rosa County does not accept electronic signatures in proposal submissions. 



 

The proposal shall contain an acknowledgement of receipt of all Addenda, the numbers of 
which shall be filled in on the form. The address and telephone # for communications 
regarding the bid shall be shown. 

If the respondent is an out-of-state corporation, the bid shall contain evidence of respondent’s 
authority and qualification to do business as an out-of-state corporation in the State of 
Florida. A state contractor license # for the State of Florida shall also be included on the bid 
form. Respondent shall be licensed in accordance with the requirements of Chapter 489, 
Florida Statutes. 

The proposal shall be based upon the completion of the Work according to the drawings and 
specifications, together with all addenda thereto. 
 

 
SUBMITTAL OF PROPOSAL  

A proposal shall be submitted no later than the date and time prescribed and at the place 
indicated in the advertisement or invitation to bid and shall be sealed and clearly labeled with 
the words “RFP 21-052 Professional Grant Administration Services”, name of 
respondent/firm and date and time of opening so as to guard against premature opening of 
any bid and shall be accompanied by the bid security and other required documents. It is the 
respondent’s responsibility to assure that its proposal is delivered at the proper time and 
place. Offers by email, facsimile, or telephone will NOT be accepted.  

 
INTEGRITY OF PROPOSAL DOCUMENTS 
Respondents shall use the original documents provided by the Santa Rosa County 
Procurement Office and enter information only in the spaces where a response is requested. 
Respondents may use an attachment to the documents if sufficient space is not available. 
Any modifications or alterations to the original documents by the respondent, whether 
intentional or otherwise, will constitute grounds for rejection of a bid. Any such modification 
or alteration that a respondent wishes to propose must be clearly stated in the respondent’s 
response in the form of an addendum to the original bid documents. 
 
WITHDRAWAL OF SUBMITTALS 
Any Respondent may withdraw its Submittal, either personally or by written request, at any 
time prior to the scheduled time for opening Submittals.  
 
INTERPRETATION 
No oral interpretation will be made to any Respondent as to the meaning of the drawings or 
specifications. Every interpretation made to a Respondent will be in the form of an 
Addendum to the specifications. Addenda will be furnished to each Respondent, but it shall 
be the Respondent’s responsibility to make inquiry as to Addenda issued. All such addenda 
shall become part of the contract and all Responders shall be bound by such Addenda whether 
or not received by the Responders. 
 



 

PROPOSALS TO REMAIN SUBJECT TO ACCEPTANCE 
All responses will remain subject to acceptance or rejection by Santa Rosa County for sixty 
(60) calendar days after the day of the response opening. The County may, in its sole 
discretion, release any response and return the response security prior to the end of this 
period.  
 
CONDITIONAL & INCOMPLETE PROPOSALS 
Santa Rosa County specifically reserves the right to reject any conditional response. 
 
ADDITION/DELETION OF ITEM 
The County reserves the right to add or delete any item from this response or resulting 
contract when deemed to be in the County’s best interest. 
 
SPECIFICATION EXCEPTIONS 
Specifications are based on the most current literature available. Respondent shall clearly list 
any change in the manufacturer’s specifications which conflict with the proposal 
specifications. Respondent must also explain any deviation from the proposal specification 
in writing, as a foot note on the applicable bid page and enclose a copy of the manufacturer’s 
specifications data detailing the changed item(s) with their bid. Failure of the respondent to 
comply with these provisions will result in respondents being held responsible for all costs 
required to bring the equipment in compliance with bid specifications. 
 
FAMILIARITY WITH LAWS 
All applicable Federal and State laws, County and municipal ordinances, orders, rules and 
regulations of all authorities having jurisdiction over the project shall apply to the bid 
throughout, and they will be deemed to be included in the contract the same as though they 
were written in full therein. 
 
EXAMINATION OF DOCUMENTS AND SITE 
Before submitting their proposal, the Respondent shall familiarize themselves with the nature 
and extent of the work and any local conditions that may in any manner affect the work to be 
done and the equipment, materials, and labor required. Respondent shall also examine all 
drawings, specifications, addenda and other Contract Documents to be thoroughly informed 
regarding any and all conditions and requirements that may in any manner affect the work to 
be performed under the contract. 
 
RIGHT TO REJECT PROPOSAL 
The Owner reserves the right to waive informalities in bids to reject any or all proposals with 
or without cause and accept the proposal that in its judgment is in the best interest of the 
County.  
 
 



 

DISQUALIFICATION OF RESPONDENTS 
Any of the following reasons may be considered as sufficient for the disqualification of a 
respondent and the rejection of its proposal: 
Submission of more than one proposal for the same work from an individual, firm or 
corporation under the same or different name. Evidence that the respondent has a financial 
interest in the firm of another respondent for the same work. 
Evidence of collusion among respondents. Participants in such collusion will receive no 
recognition as respondents for any future work of the County until such participant has been 
reinstated as a qualified respondent. 
Uncompleted work which in the judgment of the County might hinder or prevent the prompt 
completion of additional work if awarded. 
Failure to pay or satisfactorily settle all bills due for labor and material on former contracts 
in force at the time of advertisement of proposals. Default under previous contract. 
Listing of the respondent by any Local, State or Federal Government on its barred/suspended 
vendor list.  
 
DISCRIMINATION 
An entity or affiliate who has been placed on the discriminatory vendor list may not submit 
a response on a contract to provide goods or services to a public entity, may not submit a 
response on a contract with a public entity for the construction or repair of a public building 
or public work, may not submit responses on leases of real property to a public entity, may 
not award or perform work as a contractor, supplier, subcontractor, or consultant under 
contract with any public entity, and may not transact business with any public entity. 
 
REVIEW OF PROCUREMENT DOCUMENTS 
Per Florida Statute 119.071 (1) 2, sealed bids, proposals, or replies received by the County 
pursuant to a competitive solicitation are exempt from public disclosure until such time as 
the County provides notice of an intended decision or until 30 days after opening the 
responses, proposals, or final replies, whichever is earlier. 
 
COMPLIANCE WITH FLORIDA STATUTE 119.0701 
The Respondent shall comply with all the provisions of section 119.0701, Florida Statutes 
relating to the public records which requires, among other things, that the Respondent: (a) 
Keep and maintain public records; (b) Provide the public with access to public records on the 
same terms and conditions that the public agency would provide the records; (c) ensure that 
public records that are exempt or confidential and exempt from public records disclosure 
requirements are not disclosed except as authorized by law; and (d) Meet all requirements 
for retaining public records and transfer, at no cost, to the public agency all public records in 
possession of the respondent upon termination of the contract. 

IF THE CONTRACTOR HAS QUESTIONS REGARDING THE 
APPLICATION OF CHAPTER 119, FLORIDA STATUTES, TO THE 



 

CONTRACTOR’S DUTY TO PROVIDE PUBLIC RECORDS RELATING 
TO THIS CONTRACT, CONTACT THE CUSTODIAN OF PUBLIC 
RECORDS AT (850) 983-1925, wandap@santarosa.fl.gov; 6495 CAROLINE 
STREET, SUITE C, MILTON, FLORIDA 32570. 
 
SUSPENSION OR TERMINATION FOR CONVENIENCE 
The County may, at any time, without cause, order Respondent in writing to suspend, delay 
or interrupt the work in whole or in part for such period of time as the County may determine, 
or to terminate all or a portion of the Contract for the County’s convenience. Upon such 
termination, the Contract Price earned to the date of termination shall be paid to Respondent, 
but Respondent waives any claim for damages, including loss of profits arising out of or 
related to the early termination. Those Contract provisions which by their nature survive final 
acceptance shall remain in full force and effect. If the County orders a suspension, the 
Contract price and Contract time may be adjusted for increases in the cost and time caused 
by suspension, delay or interruption. No adjustment shall be made to the extent that 
performance is, was or would have been so suspended, delayed or interrupted by reason for 
which Respondent is responsible; or that an equitable adjustment is made or denied under 
another provision of this Contract. 
 
FAILURE OF PERFORMANCE/DELIVERY 
In case of default by the Vendor, the County after due notice (oral or written) may procure 
the necessary supplies or services from other sources and hold the Vendor responsible for 
difference in cost incurred. Continuous instances of default shall result in cancellation of the 
award and removal of the Vendor from the response list for duration of one (1) year, at the 
option of the County. 
 
AUDIT 
If requested, respondent shall permit the County or an authorized, independent audit agency 
to inspect all data and records of respondent relating to its performance and its subcontracts 
under this bid from the date of the award through three (3) years after the expiration of 
contract. 
 
NON-COLLUSION 
Respondent certifies that it has entered into no agreement to commit a fraudulent, deceitful, 
unlawful or wrongful act, or any act which may result in an unfair advantage over other 
respondents. See Florida Statute 838.22. 

 
PUBLIC ENTITY CRIME INFORMATION  
Pursuant to Florida Statute 287.133, a respondent may not be awarded or perform work as a 
contractor, supplier, subcontractor, or consultant under a contract with any public entity; and 
may not transact business with any public entity in excess of the threshold amount provided 



 

in s. 287.017 for CATEGORY TWO for a period of 36 months following the date of being 
placed on the convicted vendor list. 
Note: For respondent’s convenience, this certification form is enclosed and is made a part of 
the bid package. 
 
INVESTIGATION OF RESPONDENT 
The County may make such investigations, as it deems necessary to determine the stability 
of the respondent to perform the work and that there is no conflict of interest as it relates to 
the project. The respondent shall furnish to the Owner any additional information and 
financial data for this purpose as the County may request. 
 
CONE OF SILENCE CLAUSE  
The Santa Rosa County Board of County Commissioners has established a solicitation 
silence policy (Cone of Silence Clause) that prohibits oral and written communication 
regarding all formal solicitations for goods and services (formal bids, Request for Proposals, 
Requests for Qualifications) issued by the Board through the Procurement Office. The period 
commences from the date of advertisement until award of contract. All communications shall 
be directed to the Procurement Office. 
Note: For respondent’s convenience, this certification form is enclosed and is made a part of 
the bid package. 
 

 
EVALUATION OF PROPOSALS AND AWARD OF CONTRACT 
Santa Rosa County Staff will review all bids and will provide the recommendation to award 
to the Procurement Office, the County Administrator and the Board of County 
Commissioners. The County will award the bid to the responsive and responsible vendor(s) 
with the lowest responsive bid(s). The County reserves the right to award the bid to the 
respondent submitting a responsive bid with a resulting negotiated agreement which is most 
advantageous and in the best interest of the County, and to reject any and all bids or to waive 
any irregularity or technicality in bids received. Santa Rosa County shall be the sole judge 
of the bid and the resulting negotiated agreement that is in its best interest and its decision 
shall be final. 
 
Santa Rosa County reserves its right to reject any or all Responses, including without 
limitation nonconforming, nonresponsive, unbalanced or conditional Bids. The County 
further reserves the right to reject the Response of any Responder whom it finds after 
reasonable inquiry and evaluation to not be responsible. In evaluating Responses, the County 
may consider the qualifications of Responders and may consider the qualifications and 
experience of Subcontractors, Suppliers, and other individuals or entities proposed for those 
portions of the Work for which the identity of Subcontractors, Suppliers, and other 
individuals or entities must be submitted with the Response.  
 
Santa Rosa County reserves the right to waive any informalities or reject any and all 
Responses, in whole or part, to utilize any applicable state contracts in lieu of or in addition 



 

to this Response and to accept the Response that in its judgment will best serve the interest 
of the County. 

 
FORM OF AGREEMENT 
The Contract form shall be provided by the Procurement Office. The successful contractor 
shall, within 10 days after receipt of the Notice of Award and the contract forms or 
documents, sign and deliver to the County Procurement Office all required contract 
documents. The awarded contractor shall also deliver the policies of insurance or insurance 
certificate as required. All insurance documents shall be approved by Santa Rosa County 
Procurement Office before the successful contractor may proceed with the work. 
 
SYSTEM OF AWARD MANAGEMENT 
All respondents must be registered with the Federal System of Award Management (SAM) 
and be up to date on all registration requirements at the time of submitting a response to this 
Request for Bids.  Failure to do so will result in respondent’s submittal being deemed as 
unresponsive.  
            
PROCUREMENT OF RECOVERED MATERIALS 
All respondents must comply with section 6002 of the Solid Waste Disposal Act, as amended 
by the Resource Conservation and Recovery Act. The requirements of Section 6002 include 
procuring only items designated in guidelines of the Environmental Protection Agency 
(EPA) at 40 CFR part 247 that contain the highest percentage of recovered materials 
practicable, consistent with maintaining a satisfactory level of competition, where the 
purchase price of the item exceeds $10,000 or the value of the quantity acquired during the 
preceding fiscal year exceeded $10,000; procuring solid waste management services in a 
manner that maximizes energy and resource recovery; and establishing an affirmative 
procurement program for procurement of recovered materials identified in the EPA 
guidelines. 
            
DOMESTIC PREFERENCE   
Although the County has no local preference, in accordance with 2 C.F.R. 200.322, the 
County may consider preference for the use of products and materials produced in the United 
States.  
            
CONTRACT WITH THE ENEMY 
In accordance with 2 C.F.R. 200.215, it is acknowledged that no services under this contract 
are to be performed outside the United States and its territories nor in support of a 
contingency operation in which members of the Armed Forces are actively engaged in 
hostilities.  
            
MISC. FEDERAL REQUIREMENTS 
All respondents should be aware that some federal funds may be utilized in the course of 
services being performed under this agreement, as such, respondent agrees that it shall adhere 
to all necessary federal regulations.  Further, the respondent acknowledges that the Federal 
government is not a party to this agreement and is not subject to any obligations or liabilities 
to the non-federal entity, Respondent, or any other party pertaining any matter resulting from 



 

any award.  Should a federal awarding agency require adherence to Supplemental Standard 
Terms and Conditions relevant to any award hereunder, such conditions will be included for 
review and approval as a condition any amendment or task order.  
 
UNAUTHORIZED ALIENS/PATRIOT’S ACT  
The knowing employment by respondent or its subcontractors of any alien not authorized to 
work by the immigration laws is prohibited and shall be a default of the contract.  In the event 
that the respondent is notified or becomes aware of such default, the respondent shall take 
steps as are necessary to terminate said employment with 24 hours of notification or actual 
knowledge that an alien is being employed.  Respondent’s failure to take such steps as are 
necessary to terminate the employment of any said alien within 24 hours of notification or 
actual knowledge that an alien is being employed shall be grounds for immediate termination 
of the contract.  Respondent shall take all commercially reasonable precautions to ensure that 
it and its subcontractors do not employ persons who are not authorized to work by the 
immigration laws. 
 
PROTECTION OF RESIDENT WORKERS  
The Santa Rosa County Board of County Commissioners actively supports the Immigration 
and Nationality Act (INA) which includes provisions addressing employment eligibility, 
employment verifications, and nondiscrimination.  Under the INA, employers may hire only 
persons who may legally work in the United States (i.e., citizens and nationals of the U.S.) 
and aliens authorized to work in the U.S.  The employer must verify the identity and 
employment eligibility of anyone to be hired, which includes completing the Employment 
Eligibility Verifications.  The respondent shall establish appropriate procedures and controls 
so no services or products under the Contract Documents will be performed or manufactured 
by any worker who is not legally eligible to perform such services or employment.  Santa 
Rosa County reserves the right to request documentation showing compliance with the 
requirements. 
 
Respondents doing construction business with Santa Rosa County are required to use the 
Federal Government Department of Homeland Security’s website and use the E-Verify 
Employment Eligibility Verifications System to confirm eligibility of all employees to work 
in the United States. 



SECTION III. 

SANTA ROSA COUNTY DOCUMENTS AND FORMS 
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Santa Rosa County 

 Insurance Requirements  

March 2021 

 

Workers’ Compensation – meet statutory limits in compliance with the Workers 
Compensation Laws of Florida.  This policy must include Employer Liability with a 
limit of $100,000 for each accident, $500,000 disease policy limit and $100,000 
disease each employee limit.  

Commercial General Liability – coverage shall provide minimum limits of liability 
of $1,000,000 per occurrence, $2,000,000 Aggregate, for bodily injury and 
property damage.  This shall include coverage for:  
a.        Premises/operations  
b.        Products/complete operations  
c.        Contractual liability  
d.        Independent contractors  

Business Auto Liability – coverage shall provide minimum limits $500,000. 
Combined Single Limit for bodily injury and property damage.  If Split limit 
coverage is provided Limits of 500,000 per person/500,000 per accident and 
500,000 for property damage are required.    
This shall include coverage for:  
a.        Owned autos  
b.        Hired autos  
c.        Non-owned autos  
 
Special Requirements:  
 
1) Prior to execution of a contract or agreement, certificates of insurance will be 
produced that shall provide for the following:  
   a.   Santa Rosa County shall be named as an additional insured on all coverages 
except workers’ compensation.    
 



  b.  Santa Rosa County will be given thirty (30) days’ notice prior to cancellation 
or modification of any stipulated insurance.    

 
2)  It is the responsibility of the contractor to ensure that all subcontractors 
comply with all insurance requirements.  

 
3)  It should be noted that these are minimum requirements which are subject to 
modification in response to specialized or high hazard operations.  
 
In the event of unusual circumstances, the County Administrator, or his designee, 
may adjust these insurance requirements. 



SECTION IV. 

 PROJECT MANUAL, SPECIFICATIONS, PLANS AND 
SUPPORTING DOCUMENTATION 
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REQUEST FOR PROPOSALS 

PROFESSIONAL GRANT ADMINISTRATION SERVICES 

FFY 2019 NEIGHBORHOOD REVITALIZATION 

COMMUNITY DEVELOPMENT BLOCK GRANT 

SANTA ROSA COUNTY, FL 

 

 

 

 

 

 

 

 

 

 



I. PURPOSE 
a. Santa Rosa County, in accordance with 73C-23 F.A.C. and 2 CFR 200.317–200.326, and OMB 

Circular A-102 is requesting separate proposals from qualified individuals or firms to provide 
professional grant administrative and project management services relative to the 
implementation of the County’s FFY 2019 Community Development Block Grant project 
(CDBG). 
 

b. The County has received an award under the Neighborhood Revitalization category of the 
FFY 2019 Small Cities CDBG program for waterline upgrades and fire protection 
improvements in a low-to-moderate income area of the Midway community. The budget for 
the grant is $750,000 and includes administration, engineering services, and construction. 
Administration is limited to 8% of the total grant amount. 

 
II. SCOPE OF SERVICES 

A. The individual or firm selected shall be required to provide professional grant 
administrative and management services whose level and scope will be determined 
by Santa Rosa County. Specific administrative services required shall include, but 
not be limited to: 

1. Assist the County in meeting financial, administrative, and bookkeeping 
requirements of the program, including preparation of drawdown 
requests. 

2. Assist the County in meeting the recordkeeping requirements of the 
program, including the establishment and maintenance of an acceptable 
filing system. 

3. Assist the County in contract administration and monitoring requirements 
of the program, including enforcement of compliance requirements. 

4. Prepare advertisements for applicants and contractors. 

5. Furnish the County with forms necessary for the implementation of 
project activities included in the approved application.  

6. Act as a liaison between the County, contractors, engineers, and Florida 
Department of Economic Opportunity (DEO) to ensure an efficient, 
smoothly managed program. 

7. Prepare any program amendments as necessary during the duration of the 
project. 

8. Track job creation on behalf of the Participating Party for a period of one 
year following administrative closeout. 



9. Prepare and coordinate the submission of the appropriate documents to 
DEO for program close-out and completion. 

III. SCHEDULE OF WORK PERFORMANCE  

A. Proposers are advised that the capacity to initiate and coordinate all services in a 
timely and efficient manner is a significant factor. The offeror chosen must be 
prepared to commence the administration and coordination of project activities 
immediately upon the execution of a contractual agreement between the County 
and the selected firm (or individual). 

B. Proposers who cannot meet this project schedule will not be considered.  

IV. TYPE OF CONTRACT 

A. Santa Rosa County intends to negotiate a firm fixed fee contract or “cost not to 
exceed” type contract for all services herein requested. 

B. All proposers’ qualifications will be evaluated, and the most qualified proposer will 
be selected using criteria set for in SECTION VII of this RFP. 

V. SUBMITTAL INSTRUCTIONS 

A. All proposals must be submitted in writing by 10:00 AM on August 23, 2021 to 
receive consideration. Proposers mailing their proposals should allow normal 
delivery time to ensure receipt of their proposals by Santa Rosa County prior to 
the submission deadline. Proposals should be addressed to: Santa Rosa County 
Procurement Department, 6495 Caroline Street, Suite M, Milton, FL 32570. 

B. All proposals must be sealed and clearly marked on the outside “RFP 21-052 CDBG 
Grant Administrative Services FFY 2019”. 

C. Questions concerning this Request for Proposals should be directed in writing to 
bidinfo@santarosa.fl.gov 

VI. PROPOSAL CONTENT AND FORMAT 

A. All proposals must be submitted in accordance with the instructions outlined 
herein to receive consideration. Proposals should be brief and to the point. Santa 
Rosa County reserves the right to reject any and all proposals and to request 
additional information from proposers as deemed necessary. 

B. Letter of transmittal: The proposer shall submit a “Letter of Transmittal” which 
shall – at a minimum – contain the following: 

1. State the location of the office from which the work is to be accomplished. 



2. Describe the firm’s general qualifications and the range of activities 
performed by the firm. 

3. Briefly state the proposer’s familiarity with the needs and conditions 
existing in Santa Rosa County that are relevant to the proposed project. 

4. Indicate if personnel of the proposer have previously developed and/or 
administered any CDBG or similar grant projects for Santa Rosa County 
and/or for other jurisdictions. 

5. Certify that the proposer will provide professional guidance to the County 
relative to compliance with applicable federal, state, and local laws and 
regulations. 

6. Indicate if your firm is a minority-owned business enterprise (MBE) or 
woman-owned business enterprise (WBE). 

7. Provide any additional information the proposer feels is essential to their 
proposal. 

8. State that the person signing the “letter of transmittal” is authorized to 
bind the proposer. 

VII. SELECTION PROCEDURE 

A. The criteria that will be used to evaluate and score proposals is outlined below. 
Proposals should also include the attachments described below. 

1. Total number of years’ experience that the firm has working with Small 
Cities CDBG grants. Instructions: Identify total number of years’ 
experience that the firm, including management and staff, has in the 
development of applications and/or administration of the Small Cities 
CDBG program. Clearly detail the number of Small Cities CDBG projects as 
well as dollar amount of grant assistance in which the firm was 
instrumental in the development of the application and/or administration 
of the program following funding approval. Tab as Attachment A.  

• One point for each year of experience (Max. of 20 points) 

2. Total number of years’ experience that assigned staff has working with 
Small Cities CDBG grants. Instructions: Identify the management and 
staffing of the proposer, including resumes. Identify all persons to be 
assigned to this project and outline the nature of their responsibilities. 
Clearly detail all Small Cities CDBG projects as well as dollar amount of 
grant assistance in which person to be assigned to this project were 



instrumental in the development of the application and/or administration 
of the program following funding approval. Tab as Attachment B. 

• 20+ years: 20 points 

• 15-19 years: 15 points 

• 10-14 years: 10 points 

• 5-9 years: 5 points 

• Less than 5 years: 0 points 

3. The quality of the firm’s proposed approach to administering the grant. 
Instructions: Describe the work management plan to be utilized by the 
proposer. The description should include a project schedule showing 
estimated start and completion date of all major tasks. Tab as Attachment 
C. 

• Excellent: 20 points 

• Average: 15 points 

• Good: 10 points 

• Fair: 5 points 

• Poor: 0 points 

4. Number of letters of recommendation from non-entitlement 
communities provided in the firm’s proposal. Instructions: include a 
maximum of one letter for non-entitlement community. Tab as 
Attachment D. 

• One point for each letter (Max. of 20 points) 

5. Proposed fee. Instructions: Indicate the proposed fee for administrative 
services. The fee may be stated in lump sum, percentage, or hourly rate 
fee and breakdown of the costs associated therewith.  The approved grant 
budget and contracted administrative costs by similar entities (e.g., other 
non-entitlement communities) for similar projects shall service as the basis 
for the proposer’s administrative fees. Tab as Attachment E. 

• Lowest fee schedule: 5 points 

• Second lowest: 4 points 

• Third lowest: 3 points 



• Fourth lowest: 2 points 

• Fifth lowest: 1 point 

6. In the event of a tie for the highest-ranking total points between competing 
firms, five additional points shall be awarded if the firm is an MBE or WBE. 

VIII. CERTIFICATION REQUIREMENTS 

A. Public Entity Crime Statement – No person or affiliate on the convicted vendors list 
may, for a period of 36 months after placement on the convicted vendors list: 
submit a big on a contract or request for proposals; be awarded or perform work 
as a contractor, supplier, subcontractor, or consultant. Each submittal to the 
County for administrative services must include completion of the attached Public 
Entity Crimes Statement (Enclosed). 

B. Certification Regarding Debarment, Suspension, and Other Responsibility 
Matters – The prospective primary participant must certify to the best of its 
knowledge and belief, that it and its principals are not presently debarred, 
suspended, proposed for debarment, declared ineligible, or voluntarily excluded 
from covered transactions by any Federal department or agency and met all 
other such responsibility matters as contained on the attached certification 
form (Enclosed). 
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August 23, 2021 
Chairman Dave Piech 
Santa Rosa County Board of County Commissioners 
6495 Caroline Street 
Suite M 
Milton, FL. 32570 
 
RE:     Request for Proposals, Project Administration Services 
 CDBG Neighborhood Revitalization Project  
 
Dear Chairman Piech: 
 

We appreciate the opportunity to submit this proposal for Project Administration Services 
to Santa Rosa County.  Jones-Phillips and Associates, Inc. respectfully submits this "Letter of 
Transmittal" and outline of our firm’s capabilities and qualifications in response to your Request 
for Proposals.  We submit these items for the County’s review and consideration. 
 

In addition to our qualifications outlined herein, we believe our firm is best qualified for 
this project due to our local presence and familiarity with Santa Rosa County.  We are the only 
professional grant administration firm, specializing in the Florida Small Cities CDBG program, 
west of Tallahassee, FL.  As a local firm, we have a vested interest in the communities in 
Northwest Florida and work hard to cultivate and maintain those relationships. 

 
OFFICE LOCATION 

Primary administration services will be conducted through our office in Pensacola, 
Florida.  We will also have the full resources of our office in Westville, Florida available to 
support the Pensacola office in working with Santa Rosa County.   

 
FIRM'S QUALIFICATIONS AND CAPABILITIES 

Jones-Phillips and Associates, Inc. is a Planning and Economic Development Consulting 
Firm with expertise in the development and administration of grant and loan programs, and in 
particular, the Community Development Block Grant Program.  We have written and/or 
administered CDBG grants for disaster recovery, water and sewer improvements, economic 
development, housing rehabilitation, storm drainage, planning, recreation, and street 
paving/resurfacing.  Our firm also has experience in writing/administering other grant/loan  
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Chairman Piech 
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Page 2 
 
programs including EDA, Department of Environmental Protection Recreation Grants, USDA 
Rural Development and REA/Rural Business and Community Development Service Economic 
Development Loan and Grant Programs. 

 
PROJECT PERSONNEL AND STAFFING 

The principals and staff of Jones-Phillips and Associates, Inc. are exceptionally 
experienced in the development and administration of CDBG grant funds totaling over 
$54,700,000.00 in 74 CDBG grants.  

 
             Mrs. Robin A. Phillips and Mr. Bob Jones will be dedicated to the development of the 
County’s CDBG project and ensures a hands-on, personalized, and professional approach to the 
administration of your grant project.  We are confident that Jones-Phillips and Associates, Inc. has 
the necessary staff and technical support capabilities to effectively provide Project Administration 
services for the County’s proposed CDBG Neighborhood Revitalization project in a timely and 
efficient manner given our current workload.   
 
EXPERIENCE/KNOWLEDGE OF PROJECT 
 Jones-Phillips has become very familiar with Santa Rosa County though its close 
coordination with the community and County officials in the preparation and administration of past 
CDBG grants.  JPA has written and/or administered 11 CDBG grants totaling over $15.3 
million for Santa Rosa County.  More importantly, JPA wrote the County’s 2019 CDBG 
Neighborhood Revitalization grant for which these administrative services are being sought.  
 

Jones-Phillips and Associates, Inc. represent a combined total of seventy-nine (79) years 
of Community Development Block Grant and other rural community development experience 
working on your behalf.  This experience will prove invaluable in administering your CDBG 
project. 

 
As you evaluate and decide on which consulting firm is best suited to the needs of Santa 

Rosa County, please consider the following three factors: 
 
1. We believe that the most important measurement of the quality of the services that a 

consulting firm such as ours can provide is the reputation of the firm with past and 
present clients. 

2. Our experience in aspects of development beyond application writing and 
administration such as municipal financing and construction management can provide a 
valuable resource for the County to draw upon. 
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3. There is no other firm more familiar with Santa Rosa County or this project than 

Jones-Phillips & Associates. 
 
We encourage you to contact the Cities, Counties, and other organizations with which we 

have worked.  We value our reputation for honesty and integrity above all our other qualifications.   
 
We certify that the proposer will provide professional guidance to the County relative to 

compliance with applicable federal, state, and local laws and regulations.  Robin Phillips is 
authorized to bind the proposer.  Thank you very much for your consideration. 

 
Sincerely, 

 
 
 
 

Robin A. Phillips 
President 



_____________________________ 14 
 

Attachment “B” 
Insurance Requirements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Santa Rosa County 

 Insurance Requirements  

March 2021 

 

Workers’ Compensation – meet statutory limits in compliance with the Workers 
Compensation Laws of Florida.  This policy must include Employer Liability with a 
limit of $100,000 for each accident, $500,000 disease policy limit and $100,000 
disease each employee limit.  

Commercial General Liability – coverage shall provide minimum limits of liability 
of $1,000,000 per occurrence, $2,000,000 Aggregate, for bodily injury and 
property damage.  This shall include coverage for:  
a.        Premises/operations  
b.        Products/complete operations  
c.        Contractual liability  
d.        Independent contractors  

Business Auto Liability – coverage shall provide minimum limits $500,000. 
Combined Single Limit for bodily injury and property damage.  If Split limit 
coverage is provided Limits of 500,000 per person/500,000 per accident and 
500,000 for property damage are required.    
This shall include coverage for:  
a.        Owned autos  
b.        Hired autos  
c.        Non-owned autos  
 
Special Requirements:  
 
1) Prior to execution of a contract or agreement, certificates of insurance will be 
produced that shall provide for the following:  
   a.   Santa Rosa County shall be named as an additional insured on all coverages 
except workers’ compensation.    
 



  b.  Santa Rosa County will be given thirty (30) days’ notice prior to cancellation 
or modification of any stipulated insurance.    

 
2)  It is the responsibility of the contractor to ensure that all subcontractors 
comply with all insurance requirements.  

 
3)  It should be noted that these are minimum requirements which are subject to 
modification in response to specialized or high hazard operations.  
 
In the event of unusual circumstances, the County Administrator, or his designee, 
may adjust these insurance requirements. 



_____________________________ 15 
 

 
Attachment “C” 

Civil Rights Clauses  
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Attachment “C” 
 

Title VI List of Pertinent Nondiscrimination Acts and Authorities 

During the performance of this Agreement, the Contractor, for itself, its assignees, and successors in 
interest (hereinafter referred to as the “Contractor”), as applicable, agrees to comply with the following 
non-discrimination statutes and authorities; including but not limited to: 

 Title VI of the Civil Rights Act of 1964 (42 USC § 2000d et seq., 78 stat. 252) (prohibits 
discrimination on the basis of race, color, national origin);  

 49 CFR part 21 (Non-discrimination in Federally-assisted programs of the Department of 
Transportation—Effectuation of Title VI of the Civil Rights Act of 1964);  

 The Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970, (42 
USC § 4601) (prohibits unfair treatment of persons displaced or whose property has been 
acquired because of Federal or Federal-aid programs and projects);  

 Section 504 of the Rehabilitation Act of 1973 (29 USC § 794 et seq.), as amended (prohibits 
discrimination on the basis of disability); and 49 CFR part 27; 

 The Age Discrimination Act of 1975, as amended (42 USC § 6101 et seq.) (prohibits 
discrimination on the basis of age); 

 Airport and Airway Improvement Act of 1982 (49 USC § 471, Section 47123), as amended 
(prohibits discrimination based on race, creed, color, national origin, or sex);  

 The Civil Rights Restoration Act of 1987 (PL 100-209) (broadened the scope, coverage and 
applicability of Title VI of the Civil Rights Act of 1964, the Age Discrimination Act of 1975 
and Section 504 of the Rehabilitation Act of 1973, by expanding the definition of the terms 
“programs or activities” to include all of the programs or activities of the Federal-aid recipients, 
sub-recipients and contractors, whether such programs or activities are Federally funded or 
not); 

 Titles II and III of the Americans with Disabilities Act of 1990, which prohibit discrimination 
on the basis of disability in the operation of public entities, public and private transportation 
systems, places of public accommodation, and certain testing entities (42 USC §§ 12131 – 
12189) as implemented by U.S. Department of Transportation regulations at 49 CFR parts 37 
and 38; 

 The Federal Aviation Administration’s Nondiscrimination statute (49 USC § 47123) (prohibits 
discrimination on the basis of race, color, national origin, and sex); 

 Executive Order 12898, Federal Actions to Address Environmental Justice in Minority 
Populations and Low-Income Populations, which ensures nondiscrimination against minority 
populations by discouraging programs, policies, and activities with disproportionately high and 
adverse human health or environmental effects on minority and low-income populations; 

 Executive Order 13166, Improving Access to Services for Persons with Limited English 
Proficiency, and resulting agency guidance, national origin discrimination includes 
discrimination because of limited English proficiency (LEP).  To ensure compliance with Title 
VI, you must take reasonable steps to ensure that LEP persons have meaningful access to your 
programs (70 Fed. Reg. at 74087 to 74100); 

 Title IX of the Education Amendments of 1972, as amended, which prohibits you from 
discriminating because of sex in education programs or activities (20 USC 1681 et seq). 
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Attachment “D” 
Scrutinized Contractors Certificate  
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Attachment “E”  
Special Conditions  
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Additional Federal Requirements  
Special Conditions 

Federal Requirements 
Over $150,000.00  

 
The following special conditions apply to the Agreement and are incorporated herein by reference:  
 
Clean Air Act (42 U.S.C. 7401-7671q.) and Federal Water Pollution Control Act (33 U.S.C. 
1251-1387)  Contractor agrees to comply with all applicable standards, orders, and regulations issued 
pursuant to the Clean Air Act (42 USC § 740-7671q) and the Federal Water Pollution Control Act as 
amended (33 USC § 1251-1387). The Contractor agrees to report any violation to the Owner immediately 
upon discovery. The County assumes responsibility for notifying the Environmental Protection Agency 
(EPA). 
 
Contractor must include this requirement in all subcontracts that exceeds $150,000. 

Byrd Anti Lobbying Amendment (31 U.S. C. 1352).  The Certification regarding Lobbying 
executed by Contractor and attached as part of Attachment “A” to the Agreement is hereby 
acknowledged and made part of the Agreement by reference.  
 
Equal Employment Opportunity (2 CFR Part 200, Appendix II(C); 41 CFR § 61-1.4; 41 
CFR 61-4.3; Executive Order 11246). During the performance of this contract, the Contractor 
agrees as follows: 

(1) The Contractor will not discriminate against any employee or applicant for employment 
because of race, color, religion, sex, or national origin. The Contractor will take affirmative 
action to ensure that applicants are employed, and that employees are treated during employment, 
without regard to their race, color, religion, sex, sexual orientation, gender identify, or national 
origin. 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 to be provided 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 considerations for 
employment without regard to race, color, religion, sex, or national origin. 

(3) The Contractor will send to each labor union or representative of workers with which it has a 
collective bargaining agreement or other contract or understanding, a notice to be provided 
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) The Contractor will comply with all provisions of Executive Order 11246 of September 24, 
1965, and of the rules, regulations, and relevant orders of the Secretary of Labor. 
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(5) The Contractor will furnish all information and reports required by Executive Order 11246 
of September 24, 1965, and by rules, regulations, and orders of the Secretary of Labor, or 
pursuant thereto, and will permit access to his books, records, and accounts by the administering 
agency and the Secretary of Labor for purposes of investigation to ascertain compliance with 
such rules, regulations, and orders. 

(6) In the event of the Contractor’s noncompliance with the nondiscrimination clauses of this 
contract or with any of the said rules, regulations, or orders, this contract may be canceled, 
terminated, or suspended in whole or in part and the Contractor may be declared ineligible for 
further Government contracts or federally assisted construction contracts in accordance with 
procedures authorized in Executive Order 11246 of September 24, 1965, and such other sanctions 
may be imposed and remedies invoked as provided in Executive Order 11246 of September 24, 
1965, or by rule, regulation, or order of the Secretary of Labor, or as otherwise provided by law. 

(7) The Contractor will include the portion of the sentence immediately preceding paragraph (1) 
and the provisions of paragraphs (1) through (7) in every subcontract or purchase order unless 
exempted by rules, regulations, or orders of the Secretary of Labor issued pursuant to section 204 
of Executive Order 11246 of September 24, 1965, so that such provisions will be binding upon 
each subcontractor or vendor. The Contractor will take such action with respect to any 
subcontract or purchase order as the administering agency may direct as a means of enforcing 
such provisions, including sanctions for noncompliance: Provided, however, that in the event a 
contractor becomes involved in, or is threatened with, litigation with a subcontractor or vendor 
as a result of such direction by the administering agency the Contractor may request the United 
States to enter into such litigation to protect the interests of the United States. 
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