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REQUEST FOR QUALIFICATIONS 
  
The City of Phoenix is seeking a qualified consultant to provide architectural services for the construction 
of an asphalt bookmobile lot, restrooms, a garage to house a bookmobile and installation of security 
cameras. Services may include design and possible construction administration and inspection. The 
project is located at 6620 W. Lower Buckeye Rd. Phoenix AZ 85043. The estimated construction cost is 
$500,000. 
 
This project will utilize federal funds and is subject to the requirements of Federal Regulations under the 
Community Development Block Grant (CDBG) funding from the U.S. Department of Housing and Urban 
Development. 
 
Participation in the Disadvantage Business Enterprise (DBE) Program is encouraged. 
 
SECTION I – PROJECT DESCRIPTION 
 
This project will consist of lot improvements to approximately 171,361 square foot City owned parcel 
located on the northeast corner of Lower Buckeye Road and 67th Avenue.  
 
This is an empty parcel of land that will become home to a future bookmobile service in an underserved 
area lacking library services in a five-mile span. The bookmobile is approaching completion and will be 
housed elsewhere until lot improvements are complete. Having regular bookmobile hours at this site will 
provide the surrounding community with access to books, movies, free wi-fi, quality children’s programs, 
and more. 
 
The improvements must comply with the current City of Phoenix Codes, Ordinances, and Policies. Design 
must comply with 2018 Phoenix Building Construction Code, 
(https://www.phoenix.gov/pdd/devcode/buildingcode), 2010 ADA Standards for Accessible Design, 
Ordinances, and Policies (https://www.ada.gov/law-and-regs/design-standards/2010-stds/). 
  
SECTION II – SCOPE OF WORK 
 
The consultant is expected to complete the design, encompassing all aspects of lot enhancements 
required to house a future bookmobile.  Enhancements are to include asphalt pad for bookmobile, asphalt 
parking lot, utilities, light fixtures, bathrooms, security cameras, and a garage to house the bookmobile. 
 
The consultant is expected to provide final construction plans, specifications, and engineering estimates; 
provide data collection information, surveying, materials reports, various utility adjustments; and prepare 
the required documents for Environmental Clearance. Services also include post design bid assistance 
through award of construction. 
 
Use of UNIFIER, an Application Service Provider (ASP) web-based project management database, may 
be required. The following information provides a guideline for utilization. Any questions related to the 
requirements of UNIFIER should be directed to the Project Manager. 
 

• The Consultant will be required to maintain all project records in electronic format.  
• The City provides an ASP web-based project management database which the Consultant will be 

required to utilize in the fulfillment of the contract requirements.  
• The Consultant shall provide a computerized networked office platform with broadband internet 

connectivity. 
• UNIFIER training will be provided through the City of Phoenix to firms under contract. 

 
SECTION III - PRE-SUBMITTAL MEETING   
 
A pre-submittal meeting will be held at 10:00 a.m. on Thursday August 10, 2023, at 200 W. Washington 
Street, City Hall Conference Room 4th floor West. At this meeting, City staff will discuss the scope of work, 
general project requirements, and respond to questions from the attendees. It is strongly recommended 
that interested consultants attend the pre-submittal meeting. Inquiries regarding the project scope outside 
of this pre-submittal meeting must be directed to the Contracts Specialist.   
 

https://www.phoenix.gov/pdd/devcode/buildingcode
https://www.ada.gov/law-and-regs/design-standards/2010-stds/
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SECTION IV - STATEMENT OF QUALIFICATIONS EVALUATION CRITERIA 
 
A Firm will be selected through a qualifications-based selection process based on the criteria below. Sub-
criteria are listed in order of importance in relation to project services. City of Phoenix project experience 
is not required. 
 
A. Design Experience of the Prime Firm (maximum 150 points) 
 

Describe the experience and qualifications of the prime firm in providing design services for similar 
projects. Identify projects the submitting firm has completed. For each project listed, provide: 
  
1. Description of the project including scope and project owner  
2. Role of the firm and explain how this relates to the services being solicited  
3. Project’s original contract value, final contract value, and reason for variance  
4. Project’s start date and completion date 

 
B. Construction Administration and Inspection Experience of the Prime Firm (maximum 150 

points) 
  

Describe the experience and qualifications of the prime firm in providing construction administration 
and inspection (CA&I) services for similar projects. Identify projects the submitting firm has 
completed. Include assigned CA&I personnel if different from personnel performing design services. 
For each project listed, provide: 
 
1. Description of the project including scope and project owner 
2. Role of the firm and explain how this relates to the services being solicited  
3. Project’s original contract value, final contract value, and reason for variance 
4. Project’s start date and completion date 

 
C. Design Experience of the Key Personnel and Subconsultants (maximum 125 points) 
 

Describe the experience and qualifications of the specific project team expected to be assigned to 
this project in providing design services for similar projects. For each key person identified, list their 
length of time with the firm. List each key person’s role in the projects provided. If a project selected 
for a key person is the same as one selected for the firm, provide just the project name and the role of 
the key person. For each project listed, provide: 
 
1. Description of the project including scope and project owner  
2. Role of the team or team member and explain how this relates to the services being solicited 
3. Project’s original contract value, final contract value, and reason for variance 
4. Project’s start date and completion date 
 

D. Construction Administration and Inspection Experience of Key Personnel and Subconsultants 
(maximum 125 points) 

  
Describe the experience and qualifications of the project team expected to be assigned to this project 
in providing construction administration and inspection services for similar projects. For each key 
person identified, list their length of time with the firm. List each key person’s role in the projects 
provided. If a project selected for a key person is the same as one selected for the firm, provide just 
the project name and the role of the key person. Include assigned CA&I personnel if different from 
personnel performing design services. For each project listed, provide: 
 
1. Description of the project including scope and project owner  
2. Role of the team or team member and explain how this relates to the services being solicited  
3. Project’s original contract value, final contract value, and reason for variance 
4. Project’s start date and completion date 
 

E. Project Understanding and Approach (maximum 300 points) 
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Describe your firm’s understanding of the City’s need for this project, including important 
considerations such as project issues and challenges. Describe the team’s approach to the project, 
including important considerations such as scope, schedule, and budget. 
 

F. Staffing Information for Key Personnel (maximum 150 points) 
 
Provide the following: 
1. Team’s availability and commitment to the project, including subconsultants 
2. Team’s plan to maintain continuity of the proposed services 
3. Organization chart showing key personnel, current professional licenses or certifications, and 

assigned roles for both Design and Construction Administration and Inspection Services for the 
project 

4. Identify the location of the lead firm’s principal office and the home office location of key staff on 
this project. 

 
G. Reference Check (maximum 21 points*) 
 

Use the form provided (Exhibit A) to obtain at least three references. It is preferred no more than one 
be a City of Phoenix project. If your firm has not completed prior projects with other agencies, you will 
not be penalized. It is recommended there be references outside the City of Phoenix. 
 

 *These points are in addition to the 1,000 points for the SOQ.  
 
SECTION V - SUBMITTAL REQUIREMENTS 
 
New Electronic Submittal Process: Firms interested in this project must submit a Statement of 
Qualifications (SOQ) electronically through the ProcurePHX online portal.  
 
 Submittal requirements are as follows: 
 
 Vendor Information: All firms must be registered in the City’s Vendor Management System 

prior to submitting a proposal.  For new firms, the City will send an email to your firm with a 
vendor number within two business days of submitting the request. The vendor number 
should be included on the cover of the SOQ. Information on how to register with the City is 
available at:   
                          https://www.phoenix.gov/financesite/Pages/EProc-help.aspx  

 
If your firm is already registered with the City of Phoenix’s ProcurePHX system, please visit 
https://eprocurement.phoenix.gov/irj/portal to login and access the electronic solicitation. 

 
 The product category code for this RFQ is 906000000 and the RFx number is 6000001454.   

 
 Submittals:  

 
 Submittals must be uploaded to the ProcurePhx website by the submittal due date and time.  
 Submit only one SOQ electronically, in .PDF format only, addressing all evaluation criteria. No 

hard copies will be accepted. 
 Clearly display the firm legal name (used in AZ Corp), vendor number, project title, and project 

number on the cover of the SOQ. 
 A maximum of 12 pages is permitted to address all content in the SOQ submittal. (Maximum 

page limit includes evaluation criteria and all additional content. It does not include 
information sheet.)   

 Submit electronically the Statement of Qualifications by 12:00 noon, Phoenix time, on Friday, 
August 25, 2023. 

 Upload one complete version of the SOQ addressing all the criteria. Upload format is .PDF. 
 Page size must meet requirements of 8½” x 11”. 
 Font size must not be less than 10 point. 
 Content count: 

 Each side of a page containing evaluation criteria and additional content will be counted 
toward the maximum page limit noted above. 

https://www.phoenix.gov/financesite/Pages/EProc-help.aspx
https://eprocurement.phoenix.gov/irj/portal
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 Pages that have project photos, charts and/or graphs will be counted towards the 
maximum page limit noted above. 

 Front and back covers, information sheet, Table of Contents pages, and divider (tab) 
pages will NOT be counted toward the maximum page limit noted above, unless they 
include evaluation criteria and additional content that could be considered by the 
selection panel. 

 
 Information Sheet: Provide an information sheet that includes project title, project number, RFx 

number, legal firm name (not a trade name), address, phone number, vendor number, and the 
name, title, email address and signature of your contact person for the project.  Do not include any 
additional information. 

 
 Evaluation Criteria: Address the SOQ evaluation criteria.   
 
 Additional Content: Resumes and other information may be included (content shall be included 

within the permitted maximum page limit). 
 

 Disadvantaged Business Enterprise (DBE) Attachments: Include completed DBE Clause Exhibit 
B (Form EO1) and supporting documentation, in a separate PDF attachment along with your SOQ 
submittal (DBE attachments do NOT count towards maximum page count). 

 
 CDBG Supplemental Regulations Attachments: Include completed Certification Regarding 

Debarment and Suspension, Certification Regarding Lobbying, and Certification of Nonsegregated 
Facilities Exhibit C, in a separate PDF attachment along with your SOQ submittal (CDBG attachments 
do NOT count towards maximum page count). 

 
Note: All pages exceeding the specified maximum page limit will be removed from the 
submittal and not considered in evaluating a submitted SOQ.   

 
SECTION VI – GROUNDS FOR DISQUALIFICATION  
 
The following will be grounds for disqualification, and will be strictly enforced: 
 
• Uploading of submittal to the wrong project. 
• Violating the “Contact with City Employees” policy contained in this RFQ. 
• Not submitting DBE Form EO1 and/or supporting documentation (Exhibit B) with SOQ. Note: Submit 

as a separate PDF. 
• Not submitting CDBG forms (Exhibit C) with SOQ. Note: Submit as a separate PDF. 
 
SECTION VII - SELECTION PROCESS AND SCHEDULE  
 
Interested firms will submit a SOQ. The firm will be selected through a qualifications-based selection 
process. A selection panel will evaluate each SOQ per the criteria set forth in Section IV above. 
 
The City will select a firm based on the SOQs received; no formal interviews will be conducted. The City 
may conduct a due diligence review on the firm receiving the highest evaluation.   
 
The City expects to create a final list of at least three, but not more than five firms for this project. The City 
will enter into negotiations with the selected firm and execute a contract upon completion of negotiation of 
fees, contract terms, and City Council approval. 
  
The following tentative schedule has been prepared for this project. Firms interested in this project must 
be available on the dates as specified below. 
 
 Pre-submittal meeting August 10, 2023 
 SOQs due August 25, 2023  
 Scope Meeting  September 2023 
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If the City is unsuccessful in negotiating a contract with the best-qualified firm, the City may then 
negotiate with the next most qualified firm until a contract is executed, or the City may decide to terminate 
the selection process. Once a contract is executed with the successful firm, the procurement is complete.   
 
All submitting firms will be notified of selection outcome for this project. The status of a selection on this 
project will be posted on the City of Phoenix’s “Tabulations, Awards, and Recommendations” website:   
 

http://solicitations.phoenix.gov/awards 
 
 SECTION VIII - FEDERAL REQUIREMENTS       
 
CDBG SUPPLEMENTAL REGULATIONS 
 
Legal Work Requirements. As mandated by Arizona Revised Statutes 41-4401, the CITY is prohibited 
after September 30, 2008 from awarding a contract to any contractor who fails, or whose subcontractors 
fail, to comply with Arizona Revised Statute 23-214-A. That statute requires that employers verify the 
employment eligibility of their employees through the federal E-verify system. An “employer” is an 
independent contractor, a self-employed person, the State of Arizona or any of its political subdivisions, or 
any individual or type of organization that transacts business in the State of Arizona, or that has a license 
issued by an agency in the state and that employs one or more employees in the State. (See A.R.S. 23-
211) Therefore, in signing or performing any contract for the CITY, the Contractor fully understands that: 
 

A. It warrants that both it and any subcontractors it may use comply with all federal immigration laws 
and with A.R.S. 23-214-A; 

B. Any breach of that warranty is material and is subject to penalties up to and including immediate 
termination of the contract; and 

C. City of Phoenix or its designee is authorized by law to randomly inspect the records relating to an 
employee of the Contractor or any of its subcontractors who works on the contract to ensure 
compliance with the warranty made in paragraph A above. 

 
Debarment and Suspension (Executive Orders 12549 and 12689). In accordance with the OMB 
guidelines at 2 CFR 180 that implement Executive Orders 12549 (3 CFR part 1986 Comp., p. 189) and 
12689 (3 CFR part 1989 Comp., p. 235), “Debarment and Suspension,” Contractor agrees that neither it, 
nor its principals is presently debarred, suspended proposed for debarment, declared ineligible, or 
voluntarily excluded from participation in the transaction evidenced by this Contract by any federal 
department, and agrees to comply with the requirements of 2 CFR 180 and 24 CFR 2424. 
 
Nondiscrimination Based on Disability. No otherwise qualified individual with disabilities in the United 
States shall, solely by reason of his or her disability, be excluded from the participation in, be denied the 
benefits of, or be subjected to discrimination in employment, services, housing, building and services 
accessibility or any other aspects of this program. The Contractor shall comply with the provisions of 
Section 504 of the Rehabilitation Act f 1973, as amended (29 U.S.C. 794), Section 109 of the Housing 
and Community Development Act of 1974, as amended (42 U.S.C. 5309) and the Americans with 
Disabilities Act of 1990. 
 
Energy Efficiency. Contractor will observe all mandatory standards and policies relating to energy 
efficiency which are contained in the State energy conservation plan issued in compliance with the 
Energy Policy and Conservation Act (P.L. 94-163). 
 
Ineligible Subcontractors. Contractors shall not use funds received pursuant to this contract to directly 
or indirectly employ, award, award contracts to, or otherwise engage the services of, or fund any 
contractor or subrecipient during the period of debarment, suspension, or placement on ineligibility status 
under the provisions of 24 CFR Part 24. 
 
Architectural Barriers Act of 1968. Contractor shall comply with the Architectural Barriers Act of 1968, 
(42 U.S.C. 4151) and the Uniform Federal Accessibility Standards FED-STD-795 (April, 1988) subject to 
the exceptions contained in 41 CFR, Subpart 101-19.604. 
 
Contracting with Small and Minority Businesses, Women’s Business Enterprises and 
Disadvantage Business Enterprises. Pursuant to national and CITY policy to award a fair share of 

http://solicitations.phoenix.gov/awards
http://solicitations.phoenix.gov/awards
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contracts to small and minority businesses, women's business enterprises, and Disadvantaged Business 
Enterprises, AGENCY will take affirmative steps to assure that small and minority businesses, women’s 
business enterprises, and Disadvantaged Business Enterprises are utilized when possible as sources of 
supplies, equipment, construction, and services. Such affirmative steps will include the following: 
 

A. Include qualified small and minority businesses, women's business enterprises, and 
Disadvantaged Business Enterprises on solicitation lists. 

B. Assure that small and minority businesses, women's business enterprises, and Disadvantaged 
Business Enterprises are solicited whenever they are potential sources. 

C. When economically feasible, divide total requirements into small tasks or quantities so as to 
permit maximum participation from small and minority businesses, women's business enterprises, 
and Disadvantaged Business Enterprises. 

D. Where the requirement permits, establish delivery schedules which encourage participation by 
small and minority businesses, women's business enterprises, and Disadvantaged Business 
Enterprises. 

E. Use the services and assistance of the Small Business Administration and the Minority Business 
Development Agency of the Department of Commerce and the Community Services 
Administration as required. 

F. Comply with the applicable requirements of the Small and Disadvantaged Business Enterprise 
Policy Plan for the City of Phoenix. 

G. Include affirmative steps, one through six in any subcontract. 
 
Byrd Anti-Lobbying Certification. In all contracts in excess of $100,000 the contractor hereby certifies, 
to the best of his or her knowledge and belief, that: 
 

A. No Federal appropriated funds have been paid or will be paid, by or on behalf of the contractor, to 
any person for influencing or attempting to influence an officer or employee of any agency, a 
Member of Congress, an officer or employee of Congress, or an employee of a Member of 
Congress in connection with the awarding of any Federal contract, the making of any Federal 
grant, the making of any Federal loan, the entering into of any cooperative agreement, and the 
extension, continuation, renewal, amendment, or modification of and Federal contract, grant, 
loan, or cooperative agreement. 

B. If any funds other than Federal appropriated funds have been paid or will be paid to any person 
for influencing or attempting to influence an officer or employee of any agency, a Member of 
Congress in connection with this Federal contract, grant, loan, or cooperative agreement, the 
Contractor shall complete and submit Standard Form-LLL, "Disclosure Form to Report Lobbying", 
in accordance with its instructions. 

 
Archaeological Remains. Should archaeological remains be encountered during ground disturbing 
activities, work will cease in the area of discovery. The City's Administrative Services Deputy Director or 
Representative shall be notified immediately. Work in the area of discovery will not resume until the 
significance of the discovery has been assessed and the environmental clearance updated. 
 
Procurement of Recovered Materials. In accordance with Section 6002 of the Solid Waste Disposal 
Act, as amended by the Resource Conservation and Recovery Act, the Contractor will procure 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. The Contractor will procure items designated in the EPA guidelines that contain the 
highest percentage of recovered materials practicable unless the Contractor determines that such items: 
(1) are not reasonably available in a reasonable time period; (2) fail to meet reasonable performance 
standards, which will be determined on the basis of the guidelines of the National Institute of Standards 
and Technology, if applicable to the item, or (3) are only available at an unreasonable price. 
 
Paragraph (a) of this clause will apply to items purchased under this contract where: (1) the Contractor 
purchases in excess of $10,000 of the item under this contract; or (2) during the preceding Federal fiscal 
year, the Contractor: (i) purchased any amount of the items for use under a contract that was funded with 
Federal appropriations and was with a Federal agency or a State agency or agency of a political 
subdivision of a State; and (ii) purchased a total of in excess of $10,000 of the item both under and 
outside that contract. 
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Contractor Employee Whistleblower Rights and Requirement to Inform Employees of 
Whistleblower Rights (APR 2014): This contract and employees working on this contract will be subject 
to the whistleblower rights and remedies in the pilot program on Contractor employee whistleblower 
protections established at 41 U.S.C. 4712 by section 828 of the National Defense Authorization Act for 
Fiscal Year 2013 (Pub. L. 112-239) and FAR 3.908. 
 

A. The Contractor will inform its employees in writing, in the predominant language of the workforce, 
of employee whistleblower rights and protections under 41 U.S.C. 4712, as described in section 
3.908 of the Federal Acquisition Regulation. 

B. The Contractor will insert the substance of this clause, including this paragraph (c), in all 
subcontracts over the simplified acquisition threshold. 

 
Confidentiality and Data Security. The Contractor must comply with 2 CFR § 200.303 and must take 
reasonable measures to safeguard protected personally identifiable information, as defined in 2 CFR 
200.82, and other information HUD or the CITY designates as sensitive, or the Contractor considers 
sensitive consistent with applicable Federal, state and local laws regarding privacy and obligations of 
confidentiality audit. The Contractor agrees that the requirements of this Section will be incorporated into 
all subcontractor agreements entered into by the Contractor. It is further agreed that a violation of this 
Section will be deemed to cause irreparable harm that justifies injunctive relief in court. A violation of this 
Section may result in immediate termination of this Contract without notice. The obligations of Contractor 
under this Section will survive the termination of this Contract. 
 
Assignment. The Contractor will not assign or transfer any interest in this Contract without the prior 
written consent of the CITY. 
 
Preference for Domestic Procurement. Pursuant to 2 C.F.R. 200.322, to the greatest extent 
practicable, The Contractor will purchase, acquire, or use goods, products or materials produced in the 
United States (including but not limited to iron, aluminum, steel, cement and other manufactured 
products). 
 
SECTION IX – GENERAL INFORMATION 
 
The selected Consultant should expect to comply with the Arizona State Statutes Title 34 and City of 
Phoenix Design and Construction Procurement’s contract provisions. 
 
Citywide Capital Improvement Projects. Consulting and contractor services supporting the City’s 
Capital Improvement Projects are procured under the authority of the City Engineer, currently located 
within the Street Transportation Department. Design and Construction Procurement coordinates the 
citywide consulting and construction contracting procurement processes.   
 
Changes to Request for Qualifications. Any changes to this Request for Qualifications (RFQ) will 
be in the form of a Notification. The City of Phoenix shall not be held responsible for any oral 
instructions.  Notifications are available on both the Current Opportunities and ProcurePHX webpage.   
 
It shall be the responsibility of the registered RFQ holder to determine, prior to the submittal of 
the Statement of Qualifications, if a Notification has been issued.  Registered RFQ holders may refer 
to the web page or call the Contracts Specialist (listed below) to ascertain if a Notification has been 
issued for this project. 
 
Alternate Format. For more information or a copy of this publication in an alternate format, contact the 
Contracts Specialist (listed below) - Voice or TTY 711. Requests will only be honored if made within the 
first week of the advertising period.   
 
Release of Project Information/Public Records Request. The City shall provide the release of all 
public information concerning the project, including selection announcements and contract awards. Those 
desiring to release information to the public must receive prior written approval from the City. To submit a 
Public Records Request, visit phoenix.gov/prr. 
 

mailto:phoenix.gov/prr
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City Rights. The City of Phoenix reserves the right to reject any or all Statements of Qualifications, to 
waive any informality or irregularity in any Statement of Qualifications received, and to be the sole judge 
of the merits of the respective Statements of Qualifications received. 
 
Contact with City Employees. This policy is intended to create a level playing field for all Proposers, 
assure that contracts are awarded in public, and protect the integrity of the selection process. 
OFFERORS THAT VIOLATE THIS POLICY WILL BE DISQUALIFIED.  
 
Beginning on the date the RFQ is issued and until the date the contract is awarded or the RFQ 
withdrawn, all persons or entities that respond to the RFQ, including their authorized employees, agents, 
representatives, proposed partner(s), subcontractor(s), joint venture(s), member(s), or any of their 
lobbyists or attorneys (collectively the Proposer), will refrain from any direct or indirect contact with any 
person (other than the designated Contract Specialist) who may play a part in the selection process, 
including members of the evaluation panel, the City Manager, Assistant City Manager, Deputy City 
Managers, Department heads, the Mayor and other members of the Phoenix City Council.  As long as the 
RFQ solicitation is not discussed, Proposers may continue to conduct business with the City and discuss 
business that is unrelated to this RFQ solicitation with City staff.  
 
Commencing on the date and time a solicitation is published, potential or actual proposers (including their 
representatives) will only discuss matters associated with the solicitation with the Mayor, any members of 
City Council, the City Manager, any Deputy City Manager, or any department director directly associated 
with the solicitation (including in each case their assigned staff, except for the designated procurement 
officer) at a public meeting, posted under the Arizona Revised Statutes, until the resulting contract(s) are 
awarded or all offers or responses are rejected and the solicitation is cancelled without any 
announcement by the procurement officer of the City’s intent to reissue the same or a similar solicitation. 
 
Proposers may discuss their proposal or the RFQ solicitation with the Mayor or one or more members of 
the Phoenix City Council, provided such meetings are scheduled through the Contract Specialist (listed 
below), conducted in person at 200 W. Washington, Phoenix, Arizona 85003, and are posted as open 
meetings with the City Clerk at least twenty-four (24) hours prior to the scheduled meetings. The City 
Clerk will be responsible for posting the meetings.  The posted notice shall identify the participants and 
the subject matter, as well as invite the public to participate.  
 
Conflict of Interest. The City reserves the right to disqualify any Proposer on the basis of any real or 
apparent conflict of interest that is disclosed by the proposal submitted or any other data available to the 
City. This disqualification is at the sole discretion of the City. Any Proposer submitting a proposal herein 
waves any right to object now or at any future time, before any body or agency, including but not limited 
to, the City Council of the City of Phoenix or any court. 
 
Protest Procedures. Firms responding to disqualification or a procurement outcome are referred to the 
Code of the City of Phoenix Chapter 2, Article XII, Section 2-187 to 2-190.4, which governs protest 
procedures utilized throughout the selection process. The procedures may be reviewed through the City 
of Phoenix website at:  

http://www.codepublishing.com/az/phoenix/  
 
A copy of the Protest Policy is also available online at: 
 

https://www.phoenix.gov/streets/procurement-opportunities 
 
Questions - Questions pertaining to this selection process or contract issues should be directed to the 
Contracts Specialist, Kathleen Kennedy at (602) 534-5789 or email kathleen.kennedy@phoenix.gov. 

http://www.codepublishing.com/az/phoenix/
https://www.phoenix.gov/streets/procurement-opportunities
mailto:kathleen.kennedy@phoenix.gov
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EXHIBIT A 
CONSULTANT REFERENCE CHECK INSTRUCTIONS, FORM, AND SAMPLE LETTER 

 
The attached Consultant Performance Evaluation Form is to be provided to the 
agencies or entities for which your firm has recently provided services relevant to 
those requested for this project. Provide the evaluation form to the Owner, or the 
Owner’s representative directly responsible for oversight of the project to complete 
and submit to the email box listed below. 
 
The first three references submitted will be accepted and the scores utilized as part of 
the evaluation process. Each reference check is worth up to 7 points for a total of up 
to 21 points available. 
 
The form is to be completed by the agency or entity and uploaded to the (email box) 
at: 

soq.referencechecks@phoenix.gov 
 

The procurement identifier is: 
 

6000001454 
 

Attention: Kathleen Kennedy 
 

Also attached is a sample performance evaluation cover letter that may be used when 
sending the reference check request.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:soq.referencechecks@phoenix.gov
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Sample Consultant Performance Evaluation Cover Letter 
 
 
Sample Cover Letter 
Contact Name 
Address of Reference 
 
 
 
(Your Name) is responding to a Request for Qualifications (RFQ) from the City of Phoenix 
Office of the City Engineer’s Design and Construction Procurement section. 
 
The City is requesting reference information related to our past performance.  As a part of 
the response submittal process, the City is requesting performance evaluations from 
agencies that our firm has performed services for either in the past or is currently receiving 
services. 
  
I would appreciate your cooperation in completing the attached Consultant Performance 
Evaluation form and return by email the completed form by 12:00 pm Phoenix time on 
August 25, 2023 to: 
 

soq.referencechecks@phoenix.gov  
 
Reference in Subject Line: RFx #6000001454  
 
For questions, contact Kathleen Kennedy, Contracts Specialist at 602-534-5789. 
 
Failure to submit the Consultant Performance Evaluation form by the above date will have a 
negative impact on the proposal we submit for this service.  Your cooperation in submitting 
this form by this date is appreciated.  
 
If you have any questions regarding this request, please contact (your name) at (your 
telephone number). 
 
 
 
Sincerely, 
 
 
 
 

 
 
 
 
 

mailto:soq.referencechecks@phoenix.gov
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INSTRUCTIONS FOR COMPLETING CONSULTANT PERFORMANCE EVALUATION 

 
Evaluate the consultant’s contract performance in each of the rating areas listed below. On the 
Consultant Performance Evaluation form, circle the rating from 1 to 4 that most closely matches your 
evaluation of the consultant’s performance. Comments are not required but appreciated. Every 
rating area must be scored.  

 
The Design and Construction Procurement section will use the information from this form to evaluate 
firms competing for contract award. This completed form will become public record and upon 
request, will be released to the consultant or any other entity. 

 
Please submit the completed form to the address indicated on the bottom of the Consultant 
Performance Evaluation form.  Thank you for your time and your cooperation. 
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BOOKMOBILE FOR UNDERSERVED AREAS 

ARCHITECTURAL SERVICES 
ND30010039  

RFx: 6000001454 
 

CONSULTANT PERFORMANCE EVALUATION FOR __________________ 
                    (firm name) 

In the box below, provide the project title, contracted services provided by the firm, and start and 
completion date of services. This form is to be completed by the Owner, or the Owner’s 
representative directly responsible for oversight of the project. The project services evaluated must 
be relevant to the services of this project. Every rating area must be scored.  
 
 

RATINGS:  Summarize the Consultant’s performance and circle the number below that corresponds 
to the performance rating for each category.  Please see the rating scale. 
 

1 = Unsatisfactory (.25 pt.); 2 = Poor (.50 pt.); 3 = Good (.75 pt.); 4 = Excellent (1.0 pt.) 
 

HOW WOULD YOU RANK THE 
BUSINESS RELATIONSHIP 
BETWEEN THE OWNER AND 
THE FIRM? 

4 
3 
2 
1 

Comments: 

WAS THE TEAM PRESENTED IN 
THE PROPOSAL THE TEAM 
THAT WORKED ON THE 
PROJECT TO COMPLETION? 

4 
3 
2 
1 

Comments: 

WAS STAFF PROACTIVE IN 
SOLVING PROBLEMS THAT 
MAY HAVE OCCURRED ON THE 
PROJECT? 

4 
3 
2 
1 

Comments: 

WAS THE CONTRACTED 
SCOPE OF SERVICES 
COMPLETED ON TIME AND 
WITHIN BUDGET? 

4 
3 
2 
1 

Comments: 

HOW WOULD YOU RATE THE 
QUALITY OF WORK 
PERFORMED BY THIS FIRM ON 
YOUR PROJECT? 

4 
3 
2 
1 

Comments: 

DID THE FIRM RECOMMEND 
EFFICIENCIES OR PROVIDE 
INNOVATIVE IDEAS OR 
SUGGESTIONS? 

4 
3 
2 
1 

Comments: 
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WOULD YOU BE WILLING TO 
CONTRACT WITH THIS FIRM 
AGAIN? (YES = 1 point) 

YES  
 
 
 NO 

Comments: 
 
 

TOTAL SCORE  (MAXIMUM 7 POINTS) 

 
Reference Evaluation Provided By:  
 
Name and Title: ___________________________________________________________ 
 
Agency/Organization: _____________________________________________________ 
 
Date: ____________________________    
 
Telephone Number: ________________________ 
 

 
Email completed form by August 25, 2023 by 12:00 pm Phoenix time to: 

 
soq.referencechecks@phoenix.gov  

 
*EMAIL SUBJECT LINE SHOULD REFERENCE RFx NUMBER 6000001454  
 
The document should reference the project number and firm for which the reference check is being 
submitted.  If no project number is available, reference the service and firm for which the reference check 
is being submitted. 

 
 
 
 
 
 
 
 

mailto:soq.referencechecks@phoenix.gov
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EXHIBIT B 

 
DISADVANTAGED BUSINESS ENTERPRISE FORM 

 
(ATTACHED) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Disadvantaged Business Enterprise (DBE) Program 

FORM EO1 

DBE-Race & Gender Neutral (Negotiated) 

FORM EO1 STATEMENT OF OUTREACH COMMITMENT 
(Due with initial submittal) 

Project Number: ND3010039
Project Title: 
Bookmobile for Underserved Areas Architectural Services 

On behalf of the Submitter, I certify under penalty of perjury that the following information is true and correct. 

If selected as the Successful Submitter, the Successful Submitter will: 

1) Fulfill all required small business outreach requirements and shall submit all required outreach efforts
documentation for contracting opportunities within 30 days or a date determined by the City following
contract award recommendation;

2) Conduct all required small business outreach and will submit all supporting documentation; and

3) Comply with the Race - and Gender-Neutral post-award requirements stated in the DBE Contract
Clause.

Company Name: ____________________________________________________________ 

Company Mailing Address: ____________________________________________________ 

Representative Name: ________________________________________________________ 

Title: ______________________________________________________________________ 

Email Address: ______________________________________________________________ 

Phone Number: _____________________________________________________________ 

Signature: __________________________________ Date: __________________ 
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EXHIBIT C 

 
CDBG SUPPLEMENTAL REGULATION FORMS 

 
(ATTACHED) 



1 
 

CERTIFICATION REGARDING DEBARMENT AND SUSPENSION 
 

Choose one alternative: 
 
☐ The Organization certifies to the best of its knowledge and belief that it and its 
principals: 
 
1.  Are not presently debarred, suspended, proposed for debarment, declared 
ineligible, or voluntarily excluded from covered transactions by any federal department or 
agency; 
 
2.  Have not within a three-year period preceding this JFB been convicted of or had a 
civil judgment rendered against them for commission of fraud or a criminal offense in 
connection with obtaining, attempting to obtain, or performing a public (federal, state or 
local) transaction or Contract under a public transaction; violation of federal or state 
antitrust statutes or commission or embezzlement, theft, forgery, bribery, falsification or 
destruction of records, making false statements, or receiving stolen property; 
 
3.  Are not presently indicted for or otherwise criminally or civilly charged by a 
governmental entity (federal, state, or local) with commission of any of the offenses 
enumerated in Paragraph 2 of this certification; and 
 
4.  Have not within a three-year period preceding this IFB had one or more public 
transactions (federal, state or local) terminated for cause or default. 
 
OR 
 
☐ The Organization is unable to certify to all of the statements in this certification, and 
attaches its explanation to this certification. (In explanation, certify to those statements 
that can be certified to and explain those that cannot.) The Organization certifies or affirms 
the truthfulness and accuracy of the contents of the statements submitted on or with this 
certification and understands that the provisions of Title 31 U.S.C. Sec. Sections 3801 
are applicable thereto. 

 
Dated this ___ day of ____________________, ________  
 
_________________________________________________  
(Name of Organization)  
 
_________________________________________________  
(Title of Person Signing)  
 
_________________________________________________  
(Signature)  
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CERTIFICATION REGARDING LOBBYING 
 

The Organization hereby certifies that: 
 
a.  No Federal appropriated funds have been paid or will be paid, by or on behalf of 
it, to any person for influencing or attempting to influence an officer or employee of any 
agency, a Member of Congress, an officer or employee of Congress, or an employee of 
a Member of Congress in connection with the awarding of any Federal contract, the 
making of any Federal grant, the making of any Federal loan, the entering into of any 
cooperative agreement, and the extension, continuation, renewal, amendment, or 
modification of any Federal contract, grant, loan, or cooperative agreement; 
 
b.  If any funds other than Federal appropriated funds have been paid or will be paid 
to any person for influencing or attempting to influence an officer or employee of any 
agency, a Member of Congress, an officer or employee of Congress, or an employee of 
a Member of Congress in connection with this Federal contract, grant, loan, or 
cooperative agreement, it will complete and submit Standard Form-LLL, “Disclosure Form 
to Report Lobbying,” in accordance with its instructions; and 
 
c.  It will require that the language of paragraph (d) of this certification be included in 
the award documents for all subawards at all tiers (including subcontracts, subgrants, and 
contracts under grants, loans, and cooperative agreements) and that all Subrecipients 
shall certify and disclose accordingly: 
 
d.  Lobbying Certification 
This certification is a material representation of fact upon which reliance was placed when 
this transaction was made or entered into. Submission of this certification is a prerequisite 
for making or entering into this transaction imposed by section 1352, title 31, U.S.C. Any 
person who fails to file the required certification shall be subject to a civil penalty of not 
less than $10,000 and not more than $100,000 for each such failure.  
 

 
Dated this ___ day of ____________________, ________  
 
_________________________________________________  
(Name of Organization)  
 
_________________________________________________  
(Title of Person Signing)  
 
_________________________________________________  
(Signature)  
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CERTIFICATION OF NONSEGREGATED FACILITIES 
 
 

The Contractor, ________________________________, certifies that it does not and will not maintain or 
provide for employees any segregated facilities at any of its establishments and that it does not and will not 
permit employees to perform their services at any location under its control where segregated facilities are 
maintained. 
The Contractor agrees that a breach of this certification is a violation of the Federal Equal Opportunity 
clause in this contract. 
 

1. As used in this certification, the term segregated facilities means any waiting rooms, work areas, 
restrooms and washrooms, restaurants and other eating areas, timeclocks, locker rooms and 
other storage or dressing areas, parking lots, drinking fountains, recreation, or entertainment 
areas, transportation, and housing facilities provided for employees which are segregated by 
explicit directive or are in fact segregated on the basis of race, creed, color, or national origin, 
because of habit, local custom, or otherwise. 
 
2. The Contractor further agrees that (except where it has obtained identical certifications from 
proposed subcontractors for specific time periods) identical certifications will be obtained from 
proposed subcontractors prior to the award of subcontractors exceeding $10,000 which are not 
exempt from the provisions of the Equal Opportunity clause; that it will retain such certifications 
in its files; and that it will forward the following notice to such proposed subcontractors (except 
where the proposed subcontractors have submitted identical certifications for specific time 
periods): 
 
3. Notice to Prospective Subcontractors of Requirement for Certifications of Nonsegregated 
Facilities. A Certification of Nonsegregated Facilities must be submitted prior to the award of a 
subcontract exceeding $10,000 which is not exempt from the provision of the Equal Opportunity 
clause. The certification may be submitted either for each subcontract or for all subcontracts 
during a period (i.e., quarterly, semiannually, or annually). 
 
4. Note: The penalty for making false statements in offers is prescribed in Title 18 U.S.C. 1001. 
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OATH AND AFFIRMATION 
 

I HEREBY AFFIRM UNDER THE PENALTIES FOR PERJURY THAT THE FACTS AND 
INFORMATION CONTAINED IN THE FOREGOING BID FOR PUBLIC WORKS ARE TRUE 
AND CORRECT.  
 

Dated this ___ day of ____________________, ________  
 
_________________________________________________  
(Name of Organization)  
 
_________________________________________________  
(Title of Person Signing)  
 
_________________________________________________  
(Signature)  

 
ACKNOWLEDGEMENT 

 
STATE OF _______________________)  

) ss  
COUNTY OF_____________________)  
 
Before me, a Notary Public, personally appeared the above named and swore that the statements 
contained in the foregoing document are true and correct.  
 
Subscribed and sworn to me this _______ day of _____________, _______.  
 
______________________________  
Notary Public Signature  
 
My Commission Expires: __________________________________________________ 
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	F. Comply with the applicable requirements of the Small and Disadvantaged Business Enterprise Policy Plan for the City of Phoenix.
	G. Include affirmative steps, one through six in any subcontract.
	Byrd Anti-Lobbying Certification. In all contracts in excess of $100,000 the contractor hereby certifies, to the best of his or her knowledge and belief, that:
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