



8 April 2011

Request for Proposals

City Planning Services

Evansville, Wisconsin

Evansville is requesting proposals to provide planning services for the City.  Proposals must be received no later than 4:00 p.m. on Friday, May 27, 2011. Proposals received after the above date and time may not be considered. 

Please submit one print and one digital copy of proposals to:

CITY OF EVANSVILLE

Attn: Dan Wietecha, City Administrator

31 South Madison Street

PO Box 76

Evansville, WI  53536


Notwithstanding any other provisions of the RFP, the City reserves the right to reject any or all proposals, to waive any irregularity in a proposal, and to accept or reject any item or a combination of items, when to do so would be to the advantage of the City or its taxpayers.  It is further within the right of the City to reject proposals that do not contain all elements and information requested in this document.  The City reserves the right to request additional written or oral information to supplement any or all submitted proposals.  The City shall not be liable for any losses incurred by any responders throughout the process.

General Information

The City of Evansville (www.ci.evansville.wi.gov) is a growing, rural community (population 5000) located midway between Madison and Janesville.  The Plan Commission is comprised of the mayor, two alderpersons, and four city residents.  

The existing planning and development review process is a collaborative effort of the City staff and consultants.  The City Planner will be expected to work in a “team” context with City staff and other consultants.

Scope of Services

The City of Evansville wishes to contract with an experienced individual planner or a planning consulting firm to provide planning services, referenced herein after as “City Planner”.  The City Planner shall perform such duties as may be set forth within the City’s Comprehensive Plan, Zoning Ordinance, Subdivision Regulations, other city codes.  The City Planner shall provide both short-term and long-term planning recommendations, coordinate and process various land use applications, or any additional planning matters as directed by the City. 

Responsibilities of the City Planner include the following illustrative listing, not meant to limit the potential extent of services:
1. Maintain limited, regular hours at Evansville City Hall on a weekly basis.  Access by telephone, voicemail, or email must be provided during all other normal business hours, with timely responses to inquiries expected.

2. Maintain an accurate understanding of the City’s Smart Growth Comprehensive Plan, Zoning Ordinances, Subdivision Regulations, Floodplain Regulations, and other city codes.

3. Answer questions of residents, businesses, or developers about zoning and land use regulations and make initial determination of how provisions of the zoning code apply to individual factual situations.

4. With the City Engineer, Public Works Department, and Water & Light Utility, review and prepare reports on plats, site plans, and other proposed developments with input from appropriate consultants and/or departments. 

5. Review and prepare reports on zoning and land use applications. 

6. Make appropriate presentations before the Plan Commission, including attendance at all monthly Plan Commission meetings (generally, the first Monday of the month).

7. Assist in preparation of Plan Commission meeting agendas for distribution.

8. Prepare statutorily required notices of public hearings for timely publication and mailing.

9. Provide on-site inspections or direct inspections for compliance.  

10. Coordinate enforcement of zoning ordinances through communication; on-site inspections; ordering the issuance of citations where appropriate; testifying in court concerning inspection results if necessary.

11. Prepare written records and reports of investigation and violations of zoning codes.

12. Provide administrative support to the Planning Commission by preparing and maintaining records and completing directives of the Planning Commission.

13. Record legal documents.

14. May assist with tax increment financing districts and economic development.

15. Maintain detailed time records and provide itemized invoices to the City for performance of planning services.

16. Consistently behave in a courteous and professional manner.

17. Report to the City Administrator.

Content of Proposal

Proposals shall contain the following information:

1. Cover letter and introduction, including the name, phone, and email of the person(s) authorized to represent the company regarding all matters related to the proposal.

2. A general statement indicating how the applicant envisions being able to provide services to the City of Evansville and how those services will fit within the goals and policies of the City.

3. Resumes of key personnel to be performing planning services for the City.

4. List of clients currently providing planning services to.

5. Contact information for five references (may be past or current clients).

6. Statement regarding how the applicant would handle conflicts of interest and potential conflicts of interest.

7. A fee schedule identifying specific rates for services and schedule of additional charges (eg: mileage, printing, etc).

8. Requirements for equipment to be provided by the City (eg: computers, software, printers, camera, projector, etc.).

9. Any additional information which the candidate considers pertinent.

Evaluation Criteria

Proposals shall be reviewed by a selection committee, who will make a recommendation to the Common Council.  Presentations and/or interviews of finalists are anticipated.  The following criteria will be considered in the selection process:

1. Reputation and general qualifications of the company.

2. Specific qualifications of the key personnel assigned to perform the planning services.

3. Experience of company and/or key personnel in performing planning services in municipalities of approximately 5000 population.

4. References.

5. Estimated fees associated with the planning service.

Point of Contact

All questions shall be directed to:

Dan Wietecha, City Administrator

dan.wietecha@ci.evansville.wi.gov
(608) 882-2263

Right to Reject

The City of Evansville reserves the right to reject any and all proposals.

Offer Expiration Date
Proposals in response to this RFP will be valid for sixty (60) days from the proposal due date. The City reserves the right to ask for an extension of time if needed.

Ownership of Materials
All materials submitted in response to the RFP become the property of the City of Evansville and supporting materials will not be returned. The City of Evansville is not responsible for any costs incurred by the applicant in the preparation of the proposal or for presentation or related meeting time.

Service Agreement and Insurance
The successful applicant will be required to enter into a service agreement and to provide a certificate of insurance showing coverage for liability, workers compensation and automobile. The service agreement will contain a provision specifying a deadline for submitting invoices.
Independent Contractor
The City Planner will not be an employee of the City for any purpose, including but not limited to the application of the Social Security Act, the Fair Labor Standards Act, the Federal Insurance Contribution Act, and the Wisconsin Unemployment Compensation and Workers’ Compensation Laws.  The City Planner will have a federal employer identification number.

