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PROPOSAL PREPARATION, SUBMISSION
AND EVALUATION

Explanation to Prospective Offerors

Any prospective offeror desiring an explanation or interpretation of this RFP must request it in
writing no later than seven business days before the last date for submission of proposals. Requests
should be directed to the individual in charge at the address listed in the RFP. Any information given
to a prospective offeror concerning a solicitation will be furnished promptly to all other prospective
offerors as an amendment to the RFP, if that information is necessary in submitting offers or if the
lack of it would be prejudicial to any other prospective offerors.

Complete Proposals

Proposals shall represent the best efforts of the offerors and will be evaluated as such. Proposals must
set forth full, accurate, and complete information as required by this section and other sections of this
RFP.

Unnecessarily Elaborate Proposals

Brochures or other presentations beyond those sufficient to present a complete and effective response
to this solicitation are not desired and may be construed as unnecessarily elaborate and an indication
of the offeror's lack of cost consciousness. Elaborate art work, expensive paper and binding, and
expensive visual and other presentation aids are neither necessary nor desired. Concise and clear
proposals are sought.

Retention of Proposals

All proposal documents shall be retained by the County and therefore, will not be returned to the
offerors. The County will not pay for preparation of proposals or for proposals that are retained by
the County.

Examination of Proposals

Offerors are expected to examine the Site, Statement of Work and all instructions and attachments in
this RFP. Failure to do so will be at the offeror's risk.

Legal Status of Offeror

Each offeror must provide the following information in its proposal:
A.  Name of the offeror;

B. Whether offeror is a corporation, joint venture, partnership (including type of partnership), or
individual;

C. Copy of any current license, registration, or certification to transact business in the State of
Wisconsin if required by law to obtain such license, registration, or certification. If the offeror
is a corporation or limited partnership and does not provide a copy of its license registration, or
certification to transact business in the State of Wisconsin, the offeror shall certify its intent to
obtain the necessary license, registration or certification prior to contract award or its
exemption from such requirements; and

D.  Copies of any current license, registration or certification required in RFP;
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E. If the offeror is a partnership of joint venture, names of general partners or joint venturers.

Organization of Offeror

Each proposal must further contain a chart showing the internal organization of the offeror and the
numbers of regular personnel in each organizational unit.

Offerors Authorized Agent

Each proposal shall set forth the name, title, telephone number, and address of the person authorized
to negotiate in behalf of the offeror and contractually bind the offeror, if other than the person signing
the proposal.

Price Schedule Submission

Offerors are to submit prices for each item identified in the Proposal. Offers for services other than
those specified will not be considered. The prices set forth in the schedule will be used for evaluation
purposes and for establishing a contract price. Milwaukee County reserves the right to accept or
reject any and all Proposals.

Certification and Representations

Offerors shall return with their proposal resumes and any other documents as may be requested in the
RFP.

Signing of Offers

The offeror shall sign the proposal and print or type its name on the form.
Erasures or other changes must be initialed by the person signing the offer.
Offers signed by an agent shall be accompanied by evidence of that agent's
authority, unless that evidence has been previously furnished to the County.

Proposal Guarantee

By submitting a proposal the offeror guarantees that it will keep its initial offer open for at least 60
days.

Acknowledgement of Amendments

Offerors shall acknowledge receipt of any amendment to this solicitation by signing and returning the
amendment or by letter or telegram including mailgrams. The County must receive the
acknowledgment by the date and time specified for receipt of offers. Offeror's failure to acknowledge
an amendment may result in rejection of the offer.

Late Proposals and Modifications and Withdrawals of Proposals

Any proposal received at the office designated in the solicitation after the exact time specified for
receipt will not be considered.

Proposal Evaluation Criteria

Following a list of general criteria which will be used to evaluate the proposals:

a. Quality and responsiveness to the RFP. Weight: 20%
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b. Project approach and understanding, including strategy to perform requested work and time
schedule. Weight: 30%.

C. Qualifications and experience. Weight: 35%
d. Fee and hourly rates. Weight: 15%.
XVL Staffing

Consultant shall provide, at its own expense, all personnel required in performing the services under
this agreement. Such personnel shall not be employees of Owner.

The offeror must describe his or her qualifications and experience to perform the work described in
this RFP. Information about experience should include direct experience with the specific matter and
similar facilities. Areas of expertise of each proposed staff member shall be provided (i.e.,
engineering, economics, architecture, planning). Specific examples of similar or related projects
previously conducted shall cite:

- Name of client organization

- Name, address, and current telephone number of client contact person

- Contract number and inclusive dates

- Contract amount

Offeror shall provide the following information for every resume:

- Full name

- Title and areas of specialty

- Affiliation (that is, staff of offeror or subconsultant)

- Experience directly related to the proposed project

- Education/training

- Individual personnel hours and percentage of total project time which will be devoted to the
proposed project in total and broken down by task. (See suggested matrix below)

- Resumes shall be included for all personnel expected to work on the project. Only resumes of
staff or subconsultant staff employed by or under contract with the firm as of the date of
proposal submission are to be included.

O:\WPDOC\FORMS\RFP\RFP proposal prep-evaluation.doc
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TASK

NAME OF
EMPLOYEE 1

NAME OF
EMPLOYEE 2

SUB
EXPENSES | TASK

TASK
TOTAL

HOURLY RATE
W/OH

HOURLY RATE
W/OH

TOTAL

DESCRIPTION
1. TASK1

2. TASK 2

3. TASK 3

4. TASK 4

5. TASK 5

6. TASK 6

Number of Hrs/Task

Number of Hrs/Task

TOTAL
HOURS

TOTAL COST

% OF TIME

TOTAL FEE
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