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REQUEST FOR QUALIFICATIONS  

 

1. NO RESPONSE STATEMENT: Firms that are not able to or do not wish to submit a response are encouraged 

to complete and return the enclosed No Response Statement form. Return of the form will help us keep our 

solicitation lists up to date, minimize printing and distribution costs and stop inconveniencing Vendors with what 

they might perceive as “junk mail”. Therefore to help achieve our goal if no response to this solicitation is 

received by a vendor after two consecutive mailings, the vendor may be deleted from our vendor mailing list for 

this type of commodity item. 

 

2. DEFINITIONS: For clarification and the purpose of brevity, the following definitions will be used throughout 

these specifications: 

 

# Term Definition 

1 Contractor 

1. See Entity. 

2. “Architectural and Engineering services” means professional services 

rendered by any person contracting to perform activities within the scope of the 

general definition of professional practice in chapters 18.08, 18.43, or 18.96 

RCW. 

3. A/E refers to the person or entity awarded a contract resulting from this RFQ. 

2 Company Same as Entity. 

3 Contractor Same as Entity. 

4 County Grant County Washington, a political subdivision of the State of Washington. 

5 Entity 1 
A firm, company or a person working through a sole proprietorship or other 

legal organizational structure. 

6 Firm See Entity. 

7 Person See Entity. 

8 Professional Services See Contractor 

9 Respondent An entity submitting a response to the RFQ 

10 Vendor Same as Contractor 
1 Unless otherwise specified newly established entities will be given consideration if they are able to 

demonstrate a history of experience as indicated in their response to this RFQ by their key personnel who will 

be assigned to this project. 

 

3. NON-DISCRIMINATION: The Grant County Board of County Commissioners hereby notifies all firms that 

no person or organization shall be discriminated against on the basis of race, religion, color, age, sex or national 

origin in consideration for an award issued pursuant to this advertisement. Additionally minority business 

enterprises are encouraged to submit responses to this invitation. 

 

4. QUALIFIED SERVICE PROVIDER LIST CREATED: 

 

4.1. It is the intent of the County to select all qualified firms in their "most highly qualified" ranked order for 

a Qualified Service Provider List (“Eligibility List”). Agreements for services will first be negotiated with the 

firm selected as the "most highly qualified" (rank order 1). In the event that Grant County is unable to negotiate a 

contract with number 1 ranked firm at a price the agency determines to be fair and reasonable for a specific on-

call project, the county may terminate such negotiations and enter into negotiations with the next most qualified 

firm (ranked number 2) for such project until either a contract is negotiated or all firms on the list of selected 

firms have been exhausted. Once the list has been exhausted the County, at its sole option, can either elect to 

begin the negotiating process over starting with the number 1 ranked firm or terminate the process. Grant County 

reserves the right to utilize the Qualification proposals maintained on file to evaluate and determine the Most Highly 

Qualified Firm for individual specific projects in lieu of offering the project to the number one ranked firm.   
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4.2. Grant County reserves the right for the department needing the services to consider the specific needs of 

a specific project and to select from the “Eligibility List” (using the statements of qualifications on file for RFQ 

P1901) a firm other than the firm ranked #1 for the “generalized scope” and in such case the firm that would 

actually be selected for the specific project will be the “most highly qualified” for the specific project.  This “re-

evaluation” of the statements of qualifications on file for RFQ P1901 and selection of a firm as the “Most Highly 

Qualified” for a specific project may be performed by the requesting department, under the oversight of the 

Central Services Director, without requiring the approval and determination of this “Most Highly Qualified firm” 

by the Board of County Commissioners. 

 

4.3. No work will be undertaken without a mutually agreed upon statement of work, fee, and contract signed 

by the parties. Failure to enter into a specific contract does not remove a firm from the list or change its raw score. 

The list will be firm for the duration of the qualification period. 

 

5. SERVICE DESIRED: 

 

5.1. Grant County seeks the services of professional Architectural/Mechanical/Electrical/Civil Engineering 

(A/E) service providers who will be eligible to provide services on an on call basis for various miscellaneous 

county project work whose individual fee values are estimated to be less than $75,000.00 dollars. 

 

5.2. Services may include all phases and disciplines normally and customarily associated with a professional 

Architectural, Electrical, and, Mechanical engineering firm. Work may include tasks associated with construction 

inspection, office space and building reconfiguration, remodel and renovation, new construction and so forth.  

 

5.3. The County makes no guarantee regarding the ultimate value of the work to be performed or the number 

of projects assigned under the RFQ. 

 

5.4. Sources of Funding:  

 

5.4.1. Funding for projects may come from Federal, State and/or Grant County sources. 

 

5.4.2. Funding of some contracts may also be funded in whole or in part from sources, such as federal 

and state grants, that require special terms and/or conditions to apply. If such special terms and/or conditions are 

to apply to an anticipated project the County will include the applicable special terms and/or conditions within its 

request for a scope of work and fee. While not an exhaustive list the Attachment titled “Special Federal, State and 

Local Requirements” contains more of the commonly encountered special terms and/or conditions. 

 

6. PROJECT WORK LOCATION: Various locations throughout Grant County, Washington. 

 

7. PERFORMANCE OF SERVICES: The designation of a firm as “most highly qualified” by the County is not 

intended to be nor will it be a guarantee that all professional services required by the County, appropriate to a 

firm of its type, will be exclusively performed by that firm. The County retains the right to make selection and 

award work to other firms.  

 

8. QUALIFICATION PERIOD TO PERFORM SERVICES: 

 

8.1. The firms selected as most highly qualified will be eligible to enter into contracts to perform work for 

various county departments for a period of one year (with offers extended in rank order). The one year period will 

commence on the date of the resolution by the Board of County Commissioners (anniversary date) designating 

the firms as most highly qualified. At the sole option of the county, eligibility may be continued, on subsequent 

anniversary dates, four (4) additional periods in one (1) year increments for a total eligibility of five (5) years. 

Firm's will remain on the list, in rank order, unless or until the on call list is terminated by the County for any 

reason what-so-ever or the Firm submits a written request to be removed from the list to the Central Services 
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Department.  

 

8.2 The County will prepare contracts based upon a scope of work and fee as negotiated and approved by the 

A/E and the County. Should the County and A/E fail in their negotiations the County reserves the right to end 

negotiations at a time of its choosing and begin negotiations with the next “most highly qualified firm”. Failure to 

negotiate a scope of work and fee will not terminate the A/E’s “eligibility” status. 

 

9. CONFIDENTIAL/PROPRIETARY PROPOSAL MATERIAL 

 

9.1. The Washington Public Disclosure Act, Chapter 42.56 RCW (“Public Records Act”) exempts the 

following information from public disclosure:  

 

9.1.1. Valuable Formulae, Designs, Drawings, Computer Source Code or Object Code, and Research 

Data”. 

 

9.1.2. Proprietary data, trade secrets, or other information that relates to: (a) A vendor's unique methods 

of conducting business; (b) data unique to the product or services of the vendor. “Trade Secrets” are defined as 

information, including a formula, pattern, compilation, program, device, method, technique, or process that: (a) 

Derives independent economic value, actual or potential, from not being generally known to, and not being 

readily ascertainable by proper means by, other persons who can obtain economic value from its disclosure or 

use; and (b) Is the subject of efforts that are reasonable under the circumstances to maintain its secrecy. 

 

9.2. Any information contained in the proposal that is considered confidential/proprietary must be clearly 

designated and marked. Marking of the entire proposal or entire sections as confidential/proprietary will not be 

honored and may render the submittal as non-responsive. Marking of pricing as confidential/proprietary will not 

be honored.  

 

9.3. Proposals submitted to Grant County for consideration will be held in confidence, and not be made 

available to other vendors for review or comparison until after award and contract execution. 

 

9.4. If a request is made to view a proposer’s confidential/proprietary documents, records, or information, 

Grant County will comply strictly with the Public Records Act. 

 

9.4.1. Grant County shall notify the proposer in writing of the public records request as provided in RCW 

42.56.520. Within ten (10) days of this notice, the affected proposer will be asked to provide the legal basis under 

which such documents are not subject to disclosure under the Public Records Act. Additionally, County legal 

staff will review the documents requested to determine whether or not the documents are subject to disclosure 

under that act. Grant County will be the sole judge as to the records, documents or information that constitutes 

public information.  

 

9.4.2. The proposer shall be notified in writing if Grant County determines that the documents, records, 

or information are subject to disclosure. The proposer shall take such legal actions as it deems necessary to 

protect its interests. If the proposer has not commenced such actions within five (5) calendar days after receipt of 

the notice that Grant County legal staff has determined such documents are subject to disclosure and provided 

Grant County written notice of the actions, Grant County may make such portions available for review and 

copying by the public as Grant County, in its sole judgment as to the records, documents or information that 

constitute public information under the Public Records Act. 

 

 

9.4.3. During contract negotiations with a firm selected as most highly qualified, the County may require 

the firm to supply supplemental information such as labor rates, overhead rates, technical information, or other 

information. Grant County will endeavor to treat such information supplied as confidential, if identified as such 
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in writing, subject to the public disclosure requirements of RCW Chapter 42.56. 

 

9.5. Defense and Reimbursement Obligations:  

 

9.5.1. The proposer asserting that portions of its proposal can be legally protected shall bear all costs of 

defending such assertion, including indemnifying and reimbursing Grant County for its administrative, expert and 

legal costs and judgments involved in defending itself in actions arising from such assertions by the proposer 

including (without limitation) any assessments as provided by statute.  

 

9.5.2. By submitting a proposal with portions marked “Confidential” or “Proprietary or Business Trade 

Secrets” or “Valuable Formulae, Designs, Drawings, Computer Source Code Or Object Code, or Research Data” 

or the like, the proposer has thereby agreed to the provisions of this section, including the defense and 

reimbursement obligations. If these terms are not acceptable, a proposer should consider not replying to this 

Request For Proposal/Qualifications or Solicitation for Bids. 

 

10. ADDENDA TO THE REQUEST FOR QUALIFICATIONS:  

 

10.1. Only those clarifications or interpretations of the documents that have been issued by written addenda 

by the Grant County Central Services Department will be official. Clarifications given during the submittal 

process by Grant County to respondent's questions will be considered informal and unofficial. The county shall 

not be held responsible for oral interpretations. Should any apparent discrepancies, omissions, or doubt as to 

meaning be found in the document the respondent shall at once notify the person listed above for administrative 

questions. 

 

10.2. Acknowledge receipt of addenda in Attachment A, Part 1 where called for. Failure to provide 

acknowledgment may result in the submittal being rejected as not responsive. 

 

11. SCHEDULE: (The following dates are based upon initial planning and should be considered tentative). 

 

1 Evaluate applications the week of January 7th 2019 

2 Interview finalists (if conducted) the week of January 14th 2019 

3 
Designation of the most highly qualified firm by Board of County Commissioners the week of 

January 21st 2019. 

 

12. SELECTION PROCESS: Grant County will be the sole judge in the determination of the most highly 

qualified firm or firms, the number of firms to be placed on the provider list and the work to be offered to the 

firm or firms. A recommendation committee will rank all proper submittals based on the evaluation criteria set 

forth in this packet. From these rankings either a recommendation for the most highly qualified firm or firms will 

be made or a short list of leading candidates will be developed for the purpose of interviews. Grant County 

reserves the right to select the most highly qualified firm or firms based solely on the written response to the 

evaluation criteria.  

 

13. INTERVIEWS: 

 

13.1. Interviews are not a mandatory part of this process.  Interviews will be held at the sole option of the 

County. If interviews are conducted selected firms will plan to have their identified Project Manager make the 

presentation. In addition other identified key personnel should be on the interview team. Short listed firms may be 

asked to provide supplemental or additional information for review by the committee prior to the interviews.  

 

 

13.2. The County reserves the right to utilize new or revised evaluation criteria and weights to be used in 

evaluation of the firms being interviewed. If changes are made to the criteria or weights they will be reduced to 
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writing and be sent to the interview candidates prior to the conduct of the interviews.  

 

 

13.3. Committee members will use the applicable evaluation criteria and weights to evaluate interview 

information. Previous clients may be contacted as part of the evaluation process. The recommendation committee 

will rank the firms interviewed and present their recommendation to the Board of County Commissioners for 

selection of the most highly qualified firm or firms. 

 

14. LIMITATIONS: 

 

14.1. A resolution by the Grant County Board Of County Commissioners declaring a firm or firms as the 

most highly qualified to be eligible to perform on call work referred to in this RFQ is not intended, nor will it in 

any way be construed or considered, to be a contract or an exclusive guarantee to furnish On Call Mechanical 

Services for Fee Values Less Than $75,000.00 Engineering services associated with this RFQ or any other work 

suitable to a firm of its type whether on the list or not. 

 

14.2. Any contract awarded will be nonexclusive and if it be in the County’s best interest it may award work 

to other firms. Any contracts resulting from this request for professional qualifications will be between the 

County and the provider of services and may be canceled upon written notification by the County. 

 

14.3. The production of any schematic design, master plan or any other work produced as part of a scope of 

work, will not be a guarantee that the firm preparing it will have the exclusive right to perform any or all work 

associated with them. 

 

15. CONTRACT: Agreements for services will be negotiated on an as needed, project by project, basis utilizing a 

Scope of Work (SOW) and fee approved and accepted by the county and the A/E.  If an agreement cannot be 

reached with the selected firm on a particular project, the next “most highly qualified” firm will be contacted for 

contract negotiations for that project. No work will be undertaken without a mutually agreed upon statement of 

work, fee, and contract signed by the Parties 

 

16. GENERAL CONDITIONS: 

 

16.1. This Request for Qualifications does not commit Grant County to award a contract or to pay any costs 

incurred in preparing a submittal or to procure or contract for services or supplies. Grant County reserves the 

right to accept or reject any or all submittals, or to cancel, at its discretion, this Request for Qualifications at any 

time. 

 

16.2. The County reserves the right to utilize the Request for Qualification process for any reason 

whatsoever.  

 

16.3. The County reserves the right to award work to other firms and to make a selection and contract for 

work regardless of project size, type or estimated fee value (less than $75,000.00). The County does not need to 

terminate the eligibility of selected firms in order to exercise this option. 

 

16.4. Debarred Or Suspended Party: The County will not make any award or permit any award or contract at 

any tier to any party which is debarred, suspended or in any way is excluded from procurement actions by any 

State or Local governmental agency. If information becomes available, such evidence may be grounds for non-

award or nullification of the Contract. 

 

16.5. Maintenance of Records: The Contractor will maintain, for at least three (3) years after completion of 

this contract, all relevant records pertaining to the contract. The Contractor shall make available to the County, 

Washington State Auditor, Federal Grantor Agency, Comptroller General of the United States or any of their duly 
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authorized representatives, at any time during their normal operating hours, all records, books or pertinent 

information which the Contractor shall have kept in conjunction with this Agreement and which the County may 

be required by law to include or make part of its auditing procedures, an audit trail or which may be required for 

the purpose of funding the services contracted for herein. 

 

16.6. Termination:  

 

16.6.1. Contracts issued under this Agreement may be terminated by the firm upon thirty (30) days' prior 

written notice to the County in the event of substantial failure by the County to perform in accordance with the 

terms of such a contract through no fault of the firm. 

 

16.6.2. Contracts may be terminated by the County with or without cause immediately upon written 

notice to the firm. If the firm’s termination is not for cause of such a Contract the firm shall be paid, on a prorated 

basis, for services rendered to the County's satisfaction through the date of termination.  

 

16.6.3. After receipt of a Termination Notice and except as otherwise directed by the County the firm 

shall: 

(1) Stop work on the date and to the extent specified; and 

(2) Terminate and settle all orders and subcontracts relating to the performance of the terminated work; and  

(3) Transfer all work in process, completed work, and other material related to the terminated work to the County; 

and 

(4) Continue and complete all parts of the work that have not been terminated. 

 

16.6.4. In the event of termination of a Contract through no fault of the Contractor, the County agrees to 

pay the Contractor for services performed to the date of termination based upon actual costs and expenses 

incurred according to contract. Payment will be based upon an itemized breakdown and documentation by the 

Contractor that services have been performed to the date of termination and acceptance of said documentation by 

the County. 

 

16.6.5. If a Contractor’s project contract is terminated for cause due to a determination by the County that 

it is no longer the most highly qualified firm to carry on the work of a project contract, it shall reimburse the 

County for all reasonable costs associated with the replacement of the Contractor with a new Contractor. In 

addition, and at no cost to the County or the replacement Contractor, the terminated Contractor shall provide the 

replacement Contractor with all of the work product produced under the contract to the date of termination which 

is deemed necessary for the replacement Contractor to carry on the work of the project. 

 

17. KEY EMPLOYEES: 

 

17.1. It is expected that the project manager and other key employee(s) upon which the Contractor based its 

qualifications to perform the work of the RFQ will be the ones who perform the services on behalf of the 

Contractor. Any proposed change in these key personnel shall give Grant County the right to re-evaluate the 

qualifications of the Contractor. Grant County may, however, require the removal of any employee and the A/E 

shall replace such employee upon demand by the County 

 

17.2. A written request by the Contractor for a substitution or replacement of its project manager or other key 

employee(s) described in the previous paragraph will be submitted to the County for review. The request will 

describe why the action is being requested and be accompanied by the documentation for the person(s) as called 

for in the RFQ’s criteria section dealing with the competence of personnel and any applicable specialized 

experience. Based upon the County’s review of the Contractor’s documentation, and any supplemental 

information that may have been submitted at the County’s request, the County, may at its sole option: (1) affirm 

the A/E’s request in writing sustaining its Rank Order position; or (2) move the A/E to the last position of Rank 

Order on the “Qualified Service Provider List” (if not already in that position) as no longer being the most highly 
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qualified; or (3) remove the Firm from the “Qualified Service Provider List”. 

 

17.3. In submitting a response to the RFQ the Contractor acknowledges the County’s sole right to make such 

determination as stipulated above.  

 

 

18. INSURANCE: 

 

18.1. The County will require the firm to furnish the minimum insurance coverages and limits stipulated in 

Attachment D, prior to execution of a contract. 

 

18.2. The firm will furnish the County with evidence of the insurance coverages in the form of a certificate of 

insurance, with copies of the additional insured endorsement and all exclusions and deductibles applicable to the 

insurance policy, as evidence of the required coverages before any work under the RFQ can be awarded. The 

Contractor will provide the County with an updated Certificate Of Insurance at any time the conditions of the 

policy update or change any of the conditions set forth herein. The certificate holder shall be Grant County C/O 

Grant County Central Services Department, 264 W. Division St. Ephrata WA, 98823. 

 

18.3. The Contractor shall not commence work, nor shall the Contractor allow any subcontractor to 

commence work until a certificate of insurance meeting the requirements set forth above, has been submitted to 

the Central Services Department for approval. Any exclusions that may restrict the required coverage must be 

pre-approved by Grant County. The County reserves the right to review and approve all insurance carriers, 

companies, limits, conditions, and coverages. The Contractor agrees to furnish a copy of the Insurance Policy 

within five (5) days of receipt of written request by the County. 

 

18.4. Failure of the Contractor to fully comply with the above insurance requirements during the term of its 

eligibility to perform work shall be considered a material breach of any active contract with the Contractor issued 

under the RFQ and could be cause for immediate termination of the Contract(s) at the County's discretion. 

Alternatively the County may procure and maintain, at the Contractor's sole expense, insurance to the extent 

deemed proper up to the amount of the required coverage(s). The County may offset the cost of such insurance 

against any payment due to the Contractor for work delivered under this RFQ. 

 

19. CONFORMANCE WITH FEDERAL, STATE AND LOCAL LAWS:  

 

19.1. Federal, State And Local Laws: Services of a project as a result of the use of a Contractor’s services 

including the letting of subcontracts in connection with any project work related to this Request for Qualifications 

(RFQ) shall conform to the applicable requirements of Federal, State and local laws and ordinances. When 

requesting a scope of work and fee for an anticipated project the County will stipulate which process(s), listed in 

the Attachment titled “Special Federal, State and Local Requirements”, will apply to the contract.  

 

19.2. Special Federal, State And Local Requirements. When applicable to a specific project’s scope of work 

the applicable requirements set forth in the Attachment titled “Special Federal, State and Local Requirements” 

will be stipulated in a request for scope of work and fee issued by the County. 

 

 

20. RECOMMENDATION COMMITTEE: 

 

20.1. Typically evaluation committees try to review all presentations at one sitting in order to facilitate 

continuity which helps improve the consistency of the individual scoring.  Due to the number of firms that 

usually respond and the amount of time available for committee review it is strongly recommended that the 

response be concise and to the point. The response should be structured in order to make it easy for the committee 

to evaluate the firm's professional capabilities and experience. 
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20.2. Unnecessarily elaborate responses beyond that sufficient to present a complete and effective response 

are not desired and may be construed as an indication of a firm’s lack of cost consciousness. Unless specifically 

requested in the RFQ, elaborate art work, corporate brochures, lengthy narratives, expensive paper, specialized 

binding, and other extraneous presentation materials are neither necessary nor desired. 

 

21. SUBMITTAL: It is the sole responsibility of the respondent to ensure their response is in the possession of 

the Grant County Central Services Department by the appointed date and time.   

 

CONTENTS: The submittal response consists of the following items which should be submitted in order: 

 

Item 1: Attachment A, Part 1 - REQUEST FOR QUALIFICATIONS COVER SHEET and receipt of 

addenda acknowledgment. To facilitate identification of the submission please use this sheet, or reproduction, as 

the very first sheet on the outside of all document copies. Color of sheet is to be white, and weight a minimum of 

18lb and maximum of 20 lb. 

 

Item 2: Attachment A, Part 2 - Administrative Information. Make this the second page behind Part 1. Color 

of sheet is to be white and weight a minimum of 18lb and maximum of 20 lb. 

 

Item 3: Attachment A, Part 3 - Certifications, Assurances and Beneficial Interest Disclosure Form. Color of 

paper is to be white and weight a minimum of 18lb and maximum of 20 lb. 

 

Item 4: Cover letter (at the respondents’ option) 

 

Item 5: Attachment B, Respond to the evaluation criteria in Attachment B. Use Attachment B as your 

presentation outline. Respond to all items. The short statements following each item are meant as starting points 

only. Respondents are to add additional information required to more fully develop their responses so that they 

make sense for this project. Index your responses to each item if you do not use the format below as your outline. 

Answer each item fully, completely and concisely. 

 

Item 6: Attachment C. Completed GSA Standard Form SF 330, Part II only. 

 

Item 7: Attachment F. Response to MBE/WBE and small business requirements if required. 

 

NOTE: Submissions, received by the County, shall become the property of the County and shall not be 

returned. 

 

22. SUBMITTAL FORMAT AND BINDING: 

 

22.1. Document pages are to only be printed on one side. 

 

22.2. Submittal page size should be 8 ½” x 11” and the paper weight should be a minimum of 18lb and 

maximum of 20 lb. 

 

22.3. Text type size should be at least 10-points. 

 

22.4. Each submittal copy should be bound in a single volume. Depending on the submittal’s thickness a 

staple in the upper left corner is the preferred binding. A spiral, 19-ring binding next choice and please do not 

submit materials bound in a three ring type binder. 

 

22.5. The cover should consist of Part 1 of Attachment “A” - Response Information. 
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22.6. Personnel resumes should be no longer than both sides of one page.  

 

22.7. One additional electronic copy (PDF file) is to be submitted on a universal serial bus (USB) flash 

drive(s)  

 

 

NOTE: Bulk must be kept to an absolute minimum. Any material submitted for consideration 

must be incorporated in each response copy. A single set of material will not be reviewed. 

 

23. SUBMITTAL PACKAGING: Submissions should be sealed in an opaque envelope or package which has 

been clearly marked in the upper left corner with the words “Request for Qualifications” followed by the firm 

name and address. In the lower left corner of the envelope or package display the RFQ number P1901, submittal 

date of January 4th, 2019, and title “On Call A&E Services for Fee Values Less Than $75,000.00”. 

 

24. SUBMITTAL DELIVERY: It is the sole responsibility of the respondent to ensure their response is in the 

possession of the Grant County Central Services Department on the day, date, time and location stipulated on the 

cover sheet. Submittals delivered late shall be rejected as non-responsive. Firms will be given notice if their 

submittals have been received late and shall be rejected. Firms with rejected submittals, who wish to have them 

returned, will have two (2) County work days, starting the day after the due date to either pick up their submittals 

or to make arrangements for their return including the pre-payment of any shipping or mailing costs. After the 

two day holding period the County, at its sole discretion, will dispose of unclaimed submittals in a manner and 

method of its choosing. 

 

25. MBE/WBE AND SMALL BUSINESS UTILIZATION REQUIREMENTS: It is possible that some of the on 

call work may require the consultant to utilize State of Washington affirmative action steps regarding MBE/WBE 

and Small Business utilization and utilize such firms to the maximum extent practical. When applicable a 

selected firm submitting a scope of work and fee will be required to include a statement of compliance which will 

include a list of firms meeting the criteria which the consultant anticipates using for the on call task and to what 

percentage of the value of the estimated contract their participation will represent. A sample of the statement and 

participation form is Attachment F. These items are for information only and do not require a response. 

 

The State of Washington annual goals for Grant for Architecture and Engineering projects are listed in the 

Washington State Office of Minority and Women's Business Enterprises Directory. 
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ATTACHMENT A - GENERAL INFORMATION 

 

PART 1 - COVER SHEET 

 

A. Legal Name of Applicant Company _____________________________________________________ 

 

B. Name of Contact Person Regard This Submittal ___________________________________________ 

 

Title __________________________________________________________________ 

 

Telephone Number including area code _______________________________________ 

 

Email Address __________________________________________________________ 

 

C. Name of Contact Person For On Call Work Inquiries ______________________________________ 

(If different than name listed in B above.) 

 

Title __________________________________________________________________ 

 

Telephone Number including area code _______________________________________ 

 

Email Address __________________________________________________________ 

 

D. Did outside individuals/agencies assist with preparation of this program? ___ YES        ___ NO 

If “Yes”, please describe: 

 

E. RECEIPT OF ADDENDA: Firm acknowledges receipt of the following addenda if any: 

 

Addendum No. _______ Addendum No. _______ Addendum No. _______ Addendum No. _______ 

Dated ______________ Dated ______________ Dated ______________ Dated ______________ 

 

 

 

SUBMITTAL CERTIFICATION 

 

 

I certify that to the best of my knowledge the information contained in this Request for Qualifications is accurate 

and complete and that I have the legal authority to commit this agency to a contractual agreement. I realize the 

final funding for any service is based upon funding levels and the approval of the Grant County Board of County 

Commissioners. 

 

 

 

______________________________________________________ _________________________ 

Print Name Title 

 

______________________________________________________ _________________________ 

Signature, Administrator or Applicant Entity Date 
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PART 2 - ADMINISTRATIVE INFORMATION 

 

A. FIRM: 

 

1. Name of firm: 

 

2. Business address including zip code: 

 

3. Remit address including zip code: 

 

4. Telephone number including area code: 

 

5. Fax number including area code:  

 

6. Federal Tax Identification Number: 

 

7. Washington State UBI Number if issued: 

 

8. State Industrial Account Identification Number if issued: 

 

9. Following is a listing of all engagements the company has undertaken in the last five years which 

have resulted in: 

 

(a) Arbitration or litigation and the disposition of the cases. 

 

 

 

(b) Claims being filed by the Federal Government or the Washington State Departments of L & I, 

Employment Security or Revenue. 

 

 

 

(c) Liens or claims recorded with the Grant County Auditor by suppliers or subcontractors. List 

with whom, for what, and amount. 

 

 

B. INSURANCE COMPANY: 

 

1. Name of Insurance Company 

 

2. Name of Insurance Agent: 

 

3. Address including zip code: 

 

4. Telephone number including area code: 
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PART 3 - CERTIFICATIONS, ASSURANCES AND BENEFICIAL INTEREST DISCLOSURE 

 

CERTIFICATIONS AND ASSURANCES 

 

The following certifications and assurances are given as a required element of the submission to Grant 

County, which is attached, with the understanding the truthfulness of the facts affirmed here and the continuing 

compliance with these requirements and all requirements of Request for Qualifications number P1901 are 

conditions precedent to the award or continuation of the related Agreement(s) and that: 

 

1. In preparing this response, no assistance has been rendered by any current or former employee of Grant 

County whose duties relate, or did relate, to this RFQ, or prospective Agreement, and who was assisting in other 

than his or her official, public capacity. Neither does such a person nor any member of his or her immediate 

family have any financial interest in the outcome of this submittal. Any exceptions to these assurances are 

described in full detail on a separate page and attached to this document; and 

 

2. No officer or employee of the County, having the power or duty to perform an official act or action related 

to this submittal, shall have or acquire any interest in this submittal, or have solicited, accepted or granted a 

present or future gift, favor, service, or other thing of value from or to any person involved in this submittal; and 

 

3. We understand that Grant County can terminate the project at any point. The Contractor shall neither have 

nor assert any claim for, nor be entitled to any additional compensation for damages or for loss of anticipated 

profits on work that is eliminated and that the County would make reimbursement for satisfactory work 

completed; and 

 

4. We understand that Grant County will not reimburse us for any costs incurred in the preparation of this 

submittal and that this submittal becomes the property of Grant County. We claim no proprietary right to the 

ideas, writings, items or samples. Submission of the attached submittal constitutes agreement to abide by the 

procedures described in the RFQ document; and 

 

5. We understand that any Agreement awarded as a result of the submittal will incorporate all the RFQ 

requirements of Grant County, and all agreement terms and conditions appearing in the RFQ. Submission of a 

response and execution of this Certifications and Assurances document certify the respondent’s willingness to 

comply with these or substantially similar terms if selected as a Contractor. It is further understood that under no 

circumstances will a respondent-submitted contract/agreement be considered as a replacement for the terms and 

conditions appearing in this RFQ; and 

 

6. In submitting this submittal we have read and understand the RFQ documents, that we have visited the site 

and/or have otherwise familiarized our self with the local conditions under which the work is to be performed, 

that by signature of this certification we are acknowledging all requirements and signed all certificates contained 

herein and that no allowance will be sought after proposals are received for oversight, omission, error, or by our 

mistake; and 

 

7. In submitting the submittal to do the work or furnish goods and services as outlined in the Contract 

Specifications, I hereby certify that we have not been debarred, suspended, ineligible for, or otherwise excluded 

from participation in Federal Assistance programs under Executive Order 12549, Title 31 U.S. Code 6101 Note, 

Executive Order 12549, Executive Order 12689, Title 48 Codified Federal Regulation 9.404, "Debarment and 

Suspension". Further I certify that this Firm will not contract with a subcontractor that is likewise debarred, 

suspended, ineligible for, or otherwise excluded, as referenced in the foregoing Executive Orders, U.S. Codes 

and Codified Federal Regulations; and 
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8. The respondent agrees to comply with County requirements to follow cost principals outlined in the federal 

Office of Budget and Management (OMB) Circular A-87 (State, Local, or Indian Tribal Governments) for 

financial disbursements under its Grant Agreement. 

 

9. The respondent agrees to comply with audit requirements outlined in OMB Circular A-133 “Audits of 

States, Local Governments, and Non-Profit Organizations.”  

 

10. In addition to the foregoing certifications and assurances I certify that to the best of my knowledge and 

belief the information contained in this submittal is accurate and complete and that I have the legal authority to 

commit this agency to a contractual agreement. I realize the final funding for any service is based upon annual 

budget amounts approved by the Grant County Board of County Commissioners. 

 

CERTIFICATION 

 

 

Name of Contracting Party: ______________________________________________ 

 

 

____________________________________________________________________________________ 

By: Signature, Administrator, or Applicant Agency Date 

 

____________________________________________________________________________________  

Print name and title 
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ATTACHMENT B -EVALUATION CRITERIA AND WEIGHTS: 

 

It is strongly recommended that this be used as the outline for your response. 

 

Criteria                                                              Description                                                       Evaluation Weight 

 

1. PAST RECORD OF PERFORMANCE                                                                                              35 

a. Previous clients (provide list for past 5 years) for whom similar services have been performed 

b. Internal cost control methods 

c. History of project original cost estimates versus actual costs excluding owner initiated changes 

d. History of project change order costs (for any reason) as a percentage of the project cost 

e. History of meeting time schedules 

f. History of planned vs. actual project completion dates 

g. History of working with clients to determine a program; interaction with client representatives; and 

method of handling client input, etc. 

h. List any experience working with local government bidding processes and statutory specification 

requirements 

i. History of working with facilities/projects for special populations or functions  

j. History of working with a variety of projects and systems normally found in the categories listed 

 

2. COMPETENCE OF PERSONNEL/FIRM 1                                                                                                                                     35 

a. Key Employees to be assigned to the project (it is understood that sometimes 

one or more roles are performed by one individual): 

1) Principal-In-Charge 

2) Project Manager 

3) Project (Architect, Engineer, etc) 

4) Lead Designer 

5) Survey Party Chief 

b. Support staff education, experience and turnover 

c. Administrative staff education, experience and turnover 

d. General experience of firm 

e. Quality assurance benchmarks utilized to measure performance 

 

3. ABILITY TO PERFORM WITHIN TIME/BUDGET LIMITS                                                      20 

a. Staff and resources that will utilized to provide services to the County 

b. Project management approach 

c. Specialized staff availability 

d. Capability to explore, develop and use innovative and advanced techniques to control and 

accomplish work of this general nature 

e. Demonstrate ability to organize and accomplish projects 

 

4. RESPONSIVENESS OF SUBMITTA                                                                                               10 

a. Complete 

b. Concise 

c. Clearly presented information and facilitated evaluation of qualifications 

 

TOTAL POSSIBLE POINTS                                                                                                               100 

 
1 Unless otherwise specified newly established entities will be given consideration if they are able to demonstrate 

a history of experience possessed by the key personnel who will be assigned to this project. 
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ATTACHMENT C - GSA STANDARD FORM SF 330 

 

Submit a completed GSA Standard Form SF 330, Part II only 
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ATTACHMENT D – MANDATORY TERMS AND CONDITIONS 

 

The County will prepare contracts based upon a scope of work and fee as negotiated and approved by the A/E 

and the County. Should the County and A/E fail in their negotiations the County reserves the right to end 

negotiations, at a time of its choosing, and begin negotiations with the next “most highly qualified firm”. Failure 

to negotiate a scope of work and fee will not terminate the A/E’s “eligibility” status. 

 

The following are minimum conditions that shall be incorporated in contracts resulting from this RFQ. Firms 

considering responding to this RFQ are well advised to take these paragraphs into consideration when making 

their decision whether to submit a response or not. 

 

1. INSTRUMENTS OF SERVICE: 

 

1.1. Drawings, specifications and other documents, including those in electronic form, prepared by the A/E 

and the A/E's consultants are Instruments of Service. The County shall own all rights, title and interest in all of 

the Instruments of Service and all of the other materials conceived or created by the A/E, or its employees or 

subcontractors, either individually or jointly with others and which arise out of the performance of this contract, 

including any inventions, reports, studies, designs, drawings, specifications, notes, documents, software and 

documentation, computer-based training modules, electronically, magnetically or digitally recorded material, and 

other work in whatever form (hereafter "Materials"). All finished or unfinished Materials prepared by the A/E 

under this RFQ shall be the property of the County whether or not the Project is completed or an agreement 

issued under this RFQ is canceled prior to expiration. 

 

1.2. The A/E hereby assigns to the County all rights, title and interest to the Materials. The A/E shall, upon 

request of the County, execute all papers and perform all other acts necessary to assist the County to obtain and 

register copyrights, patents or other forms of protection provided by law for the Materials such work being at 

additional expense to the County. The Materials created under this RFQ by the A/E, its employees or 

subcontractors, individually or jointly with others, shall be considered "works made for hire" as defined by the 

United States Copyright Act. All of the Materials, whether in paper, electronic, or other form, shall be remitted to 

the County by the A/E, its employees and any subcontractors, and the A/E shall not copy, reproduce, allow or 

cause to have the Materials copied, reproduced or used for any purpose other than performance of the A/E's 

obligations under this RFQ without the prior written consent of the County's Designated Representative except 

that the A/E may retain copies necessary for record keeping, documentation and other such business purposes 

related to work performed under the RFQ.  

 

1.3. The foregoing shall not be construed to mean that the County shall acquire an exclusive possessory right, 

by copyright or otherwise, to the exclusion of the A/E, in standard elements found in the Materials (such as 

standard details) generated and authored by the A/E for its regular, repeated and ongoing use in designs, plans 

and drawings for its customers in the regular course of its business. The County further waives any claim it might 

have against the A/E for errors or omissions arising specifically from changes made by the County or others to the 

Materials after the completion of the work provided under this RFQ. This waiver does not extend to errors or 

omissions in the Materials unrelated to any such changes by the County or others. 

 

1.4. The A/E represents and believes that Materials produced or used under this RFQ do not and will not 

infringe upon any intellectual property rights of another, including but not limited to patents, copyrights, trade 

secrets, trade names, and service marks and names. The A/E shall indemnify and defend the County at the A/E's 

expense from any action or claim brought against the County to the extent that it is based on a claim that all or 

part of the Materials infringe upon the intellectual property rights of another. The A/E shall be responsible for 

payment of any and all such claims, demands, obligations, liabilities, costs, and damages including, but not 

limited to, reasonable attorney fees arising out of work performed under this RFQ, amendments and supplements 
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thereto, which are attributed to such claims or actions. This paragraph shall not apply to claims that arise from 

Materials specifically required by the County, or to portions of the Materials which the County directed the A/E 

to include within said Materials. 

 

1.5. If such a claim or action arises, or in the A/E's or the County's opinion is likely to arise, the A/E shall, at 

the County's discretion, either procure for the County the right or license to continue using the Materials at issue 

or replace or modify the allegedly infringing Materials. This remedy shall be in addition to and shall not be 

exclusive to other remedies provided by law. 

 

1.6. When applicable at the completion of work under this RFQ, upon request of the County, the A/E will 

furnish to the County, at no additional charge, two electronic copies on CD containing the final specifications in 

Microsoft Word (windows based) and all CAD drawing files in .dwg format no older than one version previous 

to the current software version. 

 

1.7. The A/E shall ensure that the substance of foregoing subsections is included in each subcontract for the 

work under this RFQ. 

 

2. INSURANCE: The A/E shall continue coverage meeting the requirements of Request for Qualifications P1901 

for the duration of eligibility to perform under the RFQ. 

 

3. VENUE STIPULATION: This Agreement has and shall be construed as having been made and delivered in 

the State of Washington, and the laws of the State of Washington shall be applicable to its construction and 

enforcement of this Agreement or any provision hereto shall be instituted only in the courts of competent 

jurisdiction within Grant County, Washington. 

 

4. INDEMNIFICATION: 

 

4.1. The A/E agrees to defend, indemnify and hold the County harmless from any and all claims, including 

but not limited to reasonable attorney fees, demands, losses and liabilities to or by third parties arising from, 

resulting from, a negligent act, error or omission or of the A/E performed under this RFQ by the A/E, its agents 

or employees to the fullest extent permitted by law. The A/E's duty to indemnify the County shall not apply to 

liability for damages arising out of bodily injury to persons or damage to property caused by or resulting from the 

sole negligence of the County, its agents or employees. The A/E's duty to indemnify the County for liability for 

damages arising out of bodily injury to persons or damage to property caused by or resulting from the concurrent 

negligence or (a) the County, its agents or employees, and (b) A/E, its agents or employees shall apply only to the 

extent of negligence of the A/E or its agents or employees. A/E's duty to defend, indemnify and hold the County 

harmless shall include, as to all claims, demands, losses and liability to which it applies, the County's personnel-

related costs, reasonable attorney's fees, court costs and all other claim-related expenses. A/E’s defense obligation 

under the indemnity paragraph shall include only the reimbursement of reasonable defense costs to the extent of 

A/E’s actual, proportional indemnity obligation as determined by a court of law. 

 

4.2. The A/E's professional liability to the County (including A/E’s officers, directors, employees and agents) 

shall be limited to the amount payable under this Contract or one million dollars ($1,000,000), whichever is less. 

In no case shall the A/E’s professional liability to third parties be limited in any way. This limitation applies to all 

lawsuits, claims or actions identified under any legal theory related to A/E’s services provided under this RFQ 

and any continuation or extension of such services. 

 

4.3. The A/E's indemnification shall specifically include all claims for loss or liability because of wrongful 

payments under the Uniform Commercial Code, or other statutory or contractual liens or rights of third parties, 

including taxes, accrued or accruing as a result of this contract or work performed or materials furnished directly 

or indirectly because of this contract. 



 Attachment D Mandatory Terms and Conditions  

June 1, 2015 P1901 Page 18 of 45 

 

 

4.4. A/E and County expressly waive their immunity under Industrial Insurance, Title 51, RCW. County’s 

waiver of immunity extends only to claims against A/E by County’s current or former employees. A/E’s waiver 

of immunity extends only to claims against County by A/E’s current or former employees. A/E agrees that this 

duty to indemnify County applies regardless of any provisions in RCW Title 51 to the contrary. 

 

5. RELATIONSHIP OF THE PARTIES: The Parties intend that an independent contractor relationship will be 

created by this Agreement. The County is interested only in the results that could be achieved and the conduct 

and control of all services will be solely with the A/E. No agent, employee, servant or otherwise of the A/E shall 

be deemed to be an employee, agent, servant, or otherwise of the County for any purpose and the employees of 

the A/E are not entitled to any of the benefits that the County provides for County employees. The A/E will be 

solely and entirely responsible for its acts and the acts of its agents, employees, servants, subcontractors, or 

otherwise, during the performance of work under this RFQ. 

 

6. OTHER EMPLOYMENT: Contracts resulting from this RFQ are not exclusive services Agreements. The A/E 

may take on other professional assignments while completing work under this RFQ. 

 

7. PAYMENT OF TAXES: Contracts resulting from this RFQ is for the employment of the A/E as an 

independent contractor. The A/E holds that they are an independent contractor doing business as listed above and 

is solely responsible for paying any and all taxes associated with work performed under this RFQ including but 

not necessarily limited to income and social security taxes. 

 

8. ENFORCEMENT COSTS: If any legal action or other proceeding is brought for the enforcement of any 

Contract work performed under this RFQ, or because of an alleged dispute, breach, default or misrepresentation 

in connection with any provisions of a Contract for work performed under this RFQ, the successful or prevailing 

Party or Parties shall be entitled to recover reasonable attorney's fees, court costs, and all expenses (including 

taxes) even if not taxable as court costs (including, without limitation, all such fees, costs, and expenses incident 

to appeals), incurred in that action or proceeding, in addition to any other relief to which such Party or Parties 

may be entitled. 

 

9. METHOD OF PAYMENT: The method of payment will be at the County's sole discretion using any of the 

methods listed below. The pricing submitted by the A/E and accepted by the County is inclusive of applicable 

payment terms, as well as, any and all fees incurred by the A/E through its financial institutions in accepting any 

of the above referenced payment methods. No additional fees or charges to the County shall apply, unless 

otherwise preapproved by the County. Additionally, unless otherwise set forth in the A/E’s scope of work and 

fee, and unless accepted by the County in a contract issued under the RFQ, all payments shall be made in arrears 

and with payment terms of "Net 30 Days" from the date that the County receives a correct and accurate invoice. 

An accurate invoice must, in part, reference a valid County contract/agreement or purchase order number. The 

method of payment options that the County may use, at its sole discretion, are: 
 

(1) By warrant (check); 

(2) The County's credit card – otherwise referred to as “payment card” or “P-Card”; 

(3) Automated Clearing House (ACH); 

(4) Electronic Payment (E-Payment, also referred to as e-Payables). 
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ATTACHMENT E – INSURANCE REQUIREMENTS 

 

The A/E shall furnish and maintain all insurance as required herein and comply with all limits, terms and conditions 

stipulated therein, at their expense, for the duration of the contract. Following is a list of requirements for this contract. Any 

exclusion that may restrict required coverage must be pre-approved by Grant County. Work under this contract shall not 

commence until evidence of all required insurance, policy endorsements and bonding is provided to the County of Grant. 

The A/E’s insurer shall have a minimum A.M. Best’s rating of A-VII and shall be licensed to do business in the State of 

Washington. Evidence of such insurance shall consist of a completed copy of the certificate of insurance, signed by the 

insurance agent for the A/E and returned to the Grant County Central Services Department. The insurance policy or 

policies will not be canceled, materially changed or altered without forty-five (45) days prior notice submitted to the 

department with whom the contract is executed. The policy shall be endorsed and the certificate shall reflect that the 

County of Grant is named as an additional insured on the A/E’s general liability policy with respect to activities under the 

contract. The policy shall provide and the certificate shall reflect that the insurance afforded applies separately to each 

insured against whom claim is made or suit is brought except with respect to the limits of the company’s liability. 

 

The policy shall be endorsed and the certificate shall reflect that the insurance afforded therein shall be primary insurance 

for the A/E. Any insurance or self-insurance carried by the owner or County shall be excess and not contributory insurance 

to that provided by the A/E. 

 

The A/E shall not commence work, nor shall the A/E allow any subcontractor to commence work on any subcontract until a 

Certificate of Insurance, with additional insured endorsement, meeting the requirements set forth herein, has been approved 

by Grant County and filed with the Grant County Central Services Department. Said proof of insurance should be mailed to 

the Central Services Department Attention Contract P1901. Upon request, the A/E shall forward to the Central Services 

Department the original policy, or endorsement obtained, to the A/E's policy currently in force.  

 

Failure of the A/E to fully comply with the insurance requirements set forth herein, during the term of the Agreement, shall 

be considered a material breach of contract and cause for immediate termination of the Agreement at the County's 

discretion. 

 

Providing coverage in the amounts listed shall not be construed to relieve the A/E from liability in excess of such amounts. 

 

REQUIRED COVERAGE: The insurance shall provide the minimum coverage as set forth below, all coverage 

$1,000,000.00 per occurrence with no deductible. 

 

GENERAL LIABILITY INSURANCE: The A/E shall have Commercial General Liability with limits of 

$1,000,000.00 per occurrence, which includes general aggregate, products, completed operation, personal injury, fire 

damage and medical expense. 

 

ADDITIONAL INSURED ENDORSEMENT: General Liability Insurance must state that Grant County, 

it’s officers, agents and employees, and any other entity specifically required by the provisions of this Agreement 

will be specifically named additional insured(s) for all coverage provided by this policy of insurance and shall be 

fully and completely protected by this policy from all claims. Language such as the following should be used 

“Grant County, Its Officers, Agents And Employees Are Named As An Additional Insured As Respects To 

Contracts issued under Request for Qualifications P1901". 

 

 

PROOF OF AUTOMOBILE INSURANCE: The Contractor shall carry, for the duration of this Agreement, 

comprehensive automobile liability coverage of $1,000,000.00 for any vehicle used in conjunction with the provision of 
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services under the terms of this Contract. Said policy shall provide that it shall not be canceled, materially changed, or renewed 

without forty five (45) days written notice prior thereto to Grant County. 

 

WORKERS COMPENSATION: When the A/E has employees of the company, the A/E shall show proof of 

Worker’s Compensation coverage by providing its State Industrial Account Identification Number. Provision of this 

number will be the A/E’s assurance that coverage is in effect. 

 

PROFESSIONAL LIABILITY INSURANCE: The A/E shall provide errors & omissions coverage in the form of 

Professional liability insurance coverage in the minimum amount of the value of the contract or $1,000,000.00, whichever 

is less. 
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ATTACHMENT F - MBE/WBE AND SMALL BUSINESS INSERT 

 

NOTE: The five affirmative step statement of compliance with women and minority business utilization requirements 

should be completed and accompany the qualifications packet. 

 

COMPLIANCE WITH STATE AND LOCAL LAWS: The consulting services for and construction of a project as a result 

of the use of the consultants services including the letting of subcontracts in connection with any work related to this 

Request for Qualifications (RFQ) shall conform to the applicable requirements of state and local ordinances. 

 

UTILIZATION OF MBE/WBE AND SMALL BUSINESSES: Minority, and women-owned and controlled businesses, 

under current certification by the Washington State Office of Minority and Women's Business Enterprises, and small 

businesses will be offered the maximum PRACTICABLE opportunity to participate in the performance of any contract 

arising as a result of this RFQ process.  

 

Contractors are to sign the attached form certifying compliance with the five positive steps and complete the MBE/WBE 

and Small Business Participation report form (attached) when and if requested by the County. 

 

The MBE/WBE goals/objectives for contracts resulting from this RFQ for Purchased Services and Professional Services 

are.  

 

Architecture/Engineering 10% MBE  6%WBE 

Professional Services 10% MBE  4%WBE 
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ATTACHMENT F 

 

SIX AFFIRMATIVE STEPS 

STATEMENT OF COMPLIANCE WITH 

WOMEN AND MINORITY BUSINESS UTILIZATION REQUIREMENTS 

 

COMPLETE THIS PAGE AND INCLUDE IN SUBMISSION 

 

The undersigned states: 

 

The following affirmative steps in awarding contracts and subcontracts will be taken when practicable: 

 

1. Include qualified MBE/WBE and small businesses on solicitation lists. 

 

2. Assure that qualified minority and women's businesses are solicited whenever they are potential sources of services 

or supplies. 

 

3. Divide the total requirements, when economically feasible, into smaller tasks or quantities, to permit maximum 

participation by qualified minority and women's businesses. 

 

4. Establish delivery schedules, where work requirements permit, which will encourage participation of qualified 

minority and women's businesses. 

 

5. Use the services and assistance of the State Office of Minority and Women's Business Enterprises (OMWBE) and 

the Office of Minority Business Enterprises of the U.S. Department of Commerce, as appropriate.  

 

 

 

_______________________________________ 

Signature 

 

_______________________________________ 

Title 

 

_______________________________________ 

Date 

 

 



 Attachment F MBE/WBE Small Business Participation Report  

June 1, 2015 P1901 Page 23 of 45 

 

ATTACHMENT F 

MBE/WBE AND SMALL BUSINESS PARTICIPATION REPORT 

 

THIS IS A SAMPLE ONLY, NO RESPONSE TO THIS ATTACHMENT SOLICITED 

 

Date: _________________ 

 

Project No.: ___________________ 

 

Title: _____________________________________________________________________  

Type of Report being submitted: 

 

___ Estimated usage Report Estimated Contract Value $ _________________________  

 

___ Usage Report Contract Value $ _________________  

 

Firm Name MBE WBE SB Work Category 
Est. Work 

Value ($) 
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ATTACHMENT G - SAMPLE AGREEMENT 

 

Tom A. Gaines 
DIRECTOR  PH (509) 754-2011 

x3276 
CCOOUUNNTTYY  OOFF  GGRRAANNTT  WWAASSHHIINNGGTTOONN  

Department Of Central Services 
264 W. Division St. Ephrata, WA 98823  

 

 

MECHANICAL ENGINEERING SERVICES AGREEMENT 

CONTRACT NUMBER P1901 
 

 

Title: [?] 

Contract Value: $[?] 

Completion Date: [?] 

Contract Type: Fixed Fee and Expense Not To Exceed 

 

 

GRANT COUNTY: 

Grant County Washington  

C/O Grant County Central Services Department 

264 W. Division St 

Ephrata, WA 98823  

 

County Contact Administrator: [?name, title], Phone: (509) [?] 

Email: [?] 

 

County Project Manager: [?name, title], Phone: (509) [?] 

Email: [?] 

 

County Contact Facilitator: [?name, title], Phone: (509) [?] 

Email: [?] 

 

A/E: 

[?A/E name] 

[?address] 

Firm Project Manager: [?name, title], Phone: (509) [?] 

Email: [?] 

 

THIS AGREEMENT made and entered into by and between Grant County, a political subdivision of the State 

of Washington, having offices for the transaction of business at 35 C street NW, Ephrata, Washington 98823, 

hereinafter referred to as the "County," and [?name of firm], having offices for the transaction of business at 
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[?address] hereinafter referred to as the "A/E," jointly, hereinafter referred to along with the County as the 

"Parties." 

 

W I T N E S S E T H: 
 

WHEREAS, pursuant to the provisions of the Revised Code of Washington, the Board of County 

Commissioners has the care of County property and the management of County funds and business; and 

 

WHEREAS, pursuant to Request for Qualifications P1901, and Resolution [   ?   ] dated [   ?   ],  this 

Agreement is made on [    date     ] by and between Grant County, a political subdivision of the State of 

Washington hereinafter known as the “County” having offices for the transaction of business as listed above and 

the "A/E", as named, and having offices for the transaction of business as listed above, jointly, hereinafter referred 

to as the "Parties". 

 

NOW, THEREFORE, for and in consideration of the mutual covenants and conditions set forth herein, the 

Parties mutually agree as follows: 

 

USE FOR WORK USING 6 PHASE FORMAT 

 

ARTICLE 1. SUBJECT AND PURPOSE: 

Services will be provided and/or performed as outlined in the Scope of Work as set forth herein by reference.  

 

ARTICLE 2. SCOPE OF WORK: 

 

2.1. PROJECT LOCATION: [?job site address]. 

 

2.2. SCOPE/STATEMENT OF WORK: The A/E will provide professional engineering services as 

described in the Attachment titled “Scope of Work and Fee” attached hereto and incorporated herein by reference. 

Work will be coordinated with the County Contract Administrator or his/her representative.  

 

2.3. COMPENSATION: Prices and rates shall remain firm for the duration of the contract unless formally 

amended or changed by Change Order to the Contract. 

 

2.3.1. Basis Of Compensation: Contract value not to exceed $[?0.00], without change order, consisting 

of a fee for Basic Services not to exceed $[?], Additional Services not to exceed $[?0.00], and Reimbursable 

Expenses not to exceed $[?0.00]. There will be no initial payments. The Fee Schedule lists budget estimates of 

A/E prices and approximate percentage of the total work. Billing will be for work completed. The budgeted 

amounts may be reallocated between items as the scope and work dictates however written approval must be 

received in advance from the Contract Administrator with an approved copy furnished to the Central Services 

Department. Compensation will not include fees, licenses, permits, and change orders caused by the A/E's 

errors or omissions.  

 

2.3.1.1. Basic Services: Not to exceed $[?0.00].  

 

FEE DISTRIBUTION SCHEDULE1 

Phase2 Fee Amount1 
% of Basic 

Services Fee1 

Schematic Design Services $0.00 13 
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Design Development Services $0.00 20 

Construction Document Services $0.00 36 

Bidding Phase3 $0.00 2 

Construction Contract Administration Phase $0.00 27 

Project Closeout4 $0.00 2 

TOTAL =  $0.00 100 

 
1The Attachment titled “Phase Definitions” is amended for payment application purposes to the listed amounts 

and percentages. 

 
2It is expected that applicable work elements found in the A/E’s scope of work for basic services are at a 

minimum those that are normally and customarily included in general accordance with the applicable portions of 

A/E Basic Services, Architect/Engineer Guidelines as published by Washington State General Administration, as 

amended by the County, herein listed in the Attachment titled “Phase Definitions” recognizing that not all 

provisions of the Guidelines are applicable to this project.  

 
3Bidding Phase tasks shall also include, as applicable, organizing, coordinating, and handling Bidding Documents 

for reproduction, distribution and retrieval, receipt and return of document deposits and maintenance of the plan 

holders list. 

 
4Completion of the Project Closeout Phase is the date that the County accepts the A/E’s recommendation that the 

project be accepted as 100% complete (not substantially completed). 

 

2.3.1.2. Additional Services: Not to exceed $[?0.00]. Performance of work under this paragraph 

must have the prior written approval of the County except as noted. Additional Service expenses will be 

billed at actual cost times a maximum multiplier not to exceed 1.05 unless otherwise stated. Additional 

services of the A/E shall be hourly based upon the following: 

(a) Employees of the A/E: Additional services of the A/E shall be hourly based upon rates 

listed in Attachment titled “A/E Billing Rates” which is included herein by reference. 

(b) Special Consulting Services: Not to exceed $[?0.00]. When containing special services not 

normally associated with a project, the fee may be outside of the above guidelines (such as expert 

witness or special investigations, and shall be charged using a maximum multiplier not to exceed 

1.05 times the amount billed to the A/E for such services. The A/E shall direct the work of all special 

consultants on the Project. 

(c) Sub-Consulting Services: Not to exceed $[?0.00]. When containing sub-consulting services 

the fee shall be charged using a maximum multiplier not to exceed 1.05 times the amount billed to 

the A/E for such services. The A/E shall direct the work of all sub-consultants on the Project. 

 

2.3.1.3. Reimbursable Expenses: Not to exceed $[?0.00]. Additional reimbursable expenses must 

have the prior written approval of the County. Reimbursable expenses will be billed at cost times a 

maximum multiplier not to exceed 1.05 unless otherwise allowed herein. Such reimbursable expenses 

are in addition to compensation for Basic and Additional Services and include expenses by the A/E and the 

A/E's employees and consultants in the interest of the Project. Expense charges shall be based upon the 

A/E’s rates shown in the Attachment titled “A/E Billing Rates” whose language and rates are 

supplemented or amended as follows:  

(a) All application, processing, and recording fees, and review fees associated with the Project 

(fees paid for securing approval of authorities having jurisdiction over the Project). 

(b) Field investigations, or special studies not performed by the A/E. 

(c) Expenses in connection with authorized out-of-town travel (beyond a 50 mile radius of the 
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A/E’s address). If out-of-town work is not anticipated for this project, extra direct expenses for such 

travel shall only be incurred after prior consultation with the County (expense of transportation in 

connection with the Project). 

(d) Expenses in connection with out-of-town travel (Must have prior approval of the County). 

(1) If out-of-town work had not anticipated for this project, extra direct expenses for such 

travel shall only be incurred after prior consultation with the County (expense of transportation in 

connection with the Project). Reimbursable rates for lodging, meals and incidental expenses (as 

defined by GSA) shall not exceed the U.S. General Services Administration (GSA) Domestic Per 

Diem rates (www.gsa.gov/perdiem) at the time such expenses are incurred for the fiscal year, state 

and primary destination (or closest if not listed). 

(2) If out-of-town work is anticipated for this project Reimbursable rates for lodging, 

meals and incidental expenses (as defined by GSA) shall not exceed the U.S. General Services 

Administration (GSA) Domestic Per Diem rates (www.gsa.gov/perdiem) at the time such expenses 

are incurred for the fiscal year, state and primary destination (or closest if not listed). 

(3) Mileage will be reimbursed at the current IRS rate. Air travel first class cabin rates will 

not be allowed. Reimbursement will be for Economy cabin classes only. 

(4) Other: Other reimbursable expenses will be billed at cost and be accompanied by 

receipts. 

(e) Telephone: 

(1) Long-distance. 

(2) Local (No reimbursement) 

(3) Cell phone (No reimbursement) 

(4) Fax (No reimbursement) 

(f) Printing costs: 

(1) Bid sets, reports, specifications, final products. Five (5) sets of hard copies will be 

provided (No reimbursement) 

(2) Correspondence, check prints, file copies, etc. (No reimbursement). 

(3) Copy machine ($.0375 per copy maximum) 

(g) Equipment rental only if unique to this type of project. Prior approval required. 

 

[?]2.4. SPECIAL FEDERAL, STATE AND LOCAL REQUIREMENTS: 

 

2.4.1. [?list starting here] 

 

OR 

 

USE FOR WORK USING ITEM FORMAT 

 

ARTICLE 1. SUBJECT AND PURPOSE: 

Services will be provided and/or performed as outlined in the Scope of Work as set forth herein by reference.  

 

ARTICLE 2. SCOPE OF WORK: 

 

2.1. PROJECT LOCATION: [?job site address]. 

 

2.2. SCOPE/STATEMENT OF WORK: The A/E will provide professional engineering services as 

described in the Attachment titled “Scope of Work and Fee” attached hereto and incorporated herein by reference. 

Work will be coordinated with the County Contract Administrator or his/her representative. 
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2.3. COMPENSATION:  

 

2.3.1. BASIS OF COMPENSATION: Contract value not to exceed $[?0.00], without change order, 

consisting of a fee for Basic Services not to exceed $[?0.00], Additional Services not to exceed $[?0.00], and 

Reimbursable Expenses not to exceed $[?0.00]. There will be no initial payments. The Item Fee Schedule lists 

budget estimates of A/E prices of the total work. Billing will be for work completed. The budgeted amounts 

may be reallocated between items as the scope and work dictates however written approval must be received in 

advance from the Contract Administrator with an approved copy furnished to the Central Services Department. 

Compensation will not include fees, licenses, permits, and change orders caused by the A/E's errors or 

omissions. 

 

2.3.1.1. BASIC SERVICES: Not to exceed $[?0.00]. 

 

ITEM FEE SCHEDULE 

Item Description Amount 

1  $0.00 

2  $0.00 

3  $0.00 

4  $0.00 

5  $0.00 

TOTAL: =  $0.00 

 

2.3.1.2. ADDITIONAL SERVICES: Not to exceed $[?0.00]. Performance of work under this 

paragraph must have the prior written approval of the County. Additional services of the A/E shall be 

hourly based upon the following: 

(a) Employees of the A/E: Additional services of the A/E shall be hourly based upon rates 

listed in the Attachment titled “A/E Billing Rates”, which is included herein by reference. Prices and 

rates shall remain firm for the duration of the contract. 

(b) Special Consulting Services: Not to exceed $[?0.00]. When containing special services not 

normally associated with a project, the fee may be outside of the above guidelines (such as expert 

witness or special investigations, and shall be charged using a maximum multiplier not to exceed 1.05 

times the amount billed to the A/E for such services. The A/E shall direct the work of all special 

consultants on the Project. 

(c) Sub-Consulting Services: Not to exceed $[?0.00]. When containing sub-consulting services 

the fee shall be charged using a maximum multiplier not to exceed 1.05 times the amount billed to 

the A/E for such services. The A/E shall direct the work of all sub-consultants on the Project. 

 

2.3.1.3. REIMBURSABLE EXPENSES: Not to exceed $[?0.00]. Additional reimbursable 

expenses must have the prior written approval of the County. Reimbursable expenses will be billed at cost 

times a maximum multiplier not to exceed 1.05 unless otherwise allowed herein. Such reimbursable 

expenses are in addition to compensation for Basic and Additional Services and include expenses by the 

A/E and the A/E's employees and consultants in the interest of the Project. Expense charges shall be based 

upon the A/E’s rates shown in the Attachment titled “A/E Billing Rates”, whose prices and rates shall 

remain firm for the duration of the contract. The A/E’s billing rates are amended or supplemented with the 

following language: 

(a) All application, processing, and recording fees, and review fees associated with the Project 

(fees paid for securing approval of authorities having jurisdiction over the Project). 

(b) Field investigations, or special studies not performed by the A/E. 
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(c) Expenses in connection with authorized out-of-town travel (beyond a 50 mile radius of the 

A/E’s address). If out-of-town work is not anticipated for this project, extra direct expenses for such 

travel shall only be incurred after prior consultation with the County (expense of transportation in 

connection with the Project). 

(d) Expenses in connection with out-of-town travel (Must have prior approval of the County). 

(1) If out-of-town work had not anticipated for this project, extra direct expenses for such 

travel shall only be incurred after prior consultation with the County (expense of transportation in 

connection with the Project). Reimbursable rates for lodging, meals and incidental expenses (as 

defined by GSA) shall not exceed the U.S. General Services Administration (GSA) Domestic Per 

Diem rates (www.gsa.gov/perdiem) at the time such expenses are incurred for the fiscal year, state 

and primary destination (or closest if not listed). 

(2) If out-of-town work is anticipated for this project Reimbursable rates for lodging, 

meals and incidental expenses (as defined by GSA) shall not exceed the U.S. General Services 

Administration (GSA) Domestic Per Diem rates (www.gsa.gov/perdiem) at the time such expenses 

are incurred for the fiscal year, state and primary destination (or closest if not listed). 

(3) Mileage will be reimbursed at the current IRS rate. Air travel first class cabin rates will 

not be allowed. Reimbursement will be for lesser cabin classes only. 

(4) Other: Other reimbursable expenses will be billed at cost and be accompanied by 

receipts. 

(e) Telephone: 

(1) Long-distance. 

(2) Local (No reimbursement) 

(3) Cell phone (No reimbursement) 

(4) Fax (No reimbursement) 

(f) Printing costs: 

(1) Bid sets, reports, specifications, final products. Five (5) sets of hard copies will be 

provided (No reimbursement) 

(2) Correspondence, check prints, file copies, etc. (No reimbursement). 

(3) Copy machine ($.0375 per copy maximum) 

(g) Equipment rental only if unique to this type of project. Prior approval required. 

 

[?]2.4. SPECIAL FEDERAL, STATE AND LOCAL REQUIREMENTS: 

 

2.4.1. [?list starting here] 

 

ARTICLE 3. TERM: 

Services shall be performed as expeditiously as is consistent with professional skill and care and the orderly 

progress of the Work. Upon request of the County, and subject to the County's approval a schedule for the 

performance of the Services which may be adjusted as the Project proceeds, shall be submitted for review and 

approval. The schedule shall include allowances for periods of time required for the County's review and for the 

receipt of submissions by authorities having jurisdiction over the project. 

 

ARTICLE 4. PAYMENT 

4.1. The County agrees to make payment in the amount and manner stipulated in the Contract. There will be no 

initial payment. Payments shall be made in monthly installments payable after review by the Central Services 

department and authorization by the head of the department that has budget authority for the work being 

performed. Said authorization shall be conditioned upon the submittal of an invoice setting forth a breakdown of 

the services and costs performed in providing the services as set forth. 
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4.2. Payment shall be in arrears the later of 30 days from the date of receipt of a correct and proper invoice or 

date of receipt of acceptable goods/services (not from the postmark date or date shown on the invoice). All billing 

and correspondence shall be mailed to Grant County C/O Grant County Central Services Department, 264 W 

Division St., Ephrata WA, 98823. 

 

4.3. The method of payment will be at the County's sole discretion using any of the methods listed below. The 

pricing submitted by the vendor and accepted by the County is inclusive of applicable payment terms, as well as, 

any and all fees incurred by the vendor through their financial institutions in accepting any of the above referenced 

payment methods. No additional fees or charges to the County shall apply, unless otherwise preapproved by the 

County. Additionally, unless otherwise set forth in the Contractor’s bid, quote, submittal, and unless accepted by 

the County in the contract, all payments shall be made in arrears and with payment terms of "Net 30 Days" from 

the date that the County receives a correct and accurate invoice. An accurate invoice must, in part, reference a valid 

County contract/agreement or purchase order number. The method of payment options that the County may use, at 

its sole discretion, are: 

 

1. By warrant (check); 

2. The County's credit card – otherwise referred to as “payment card” or “P-Card”; 

3. Automated Clearing House (ACH); 

4. Electronic Payment (E-Payment, also referred to as e-Payables). 

 

4.4. The A/E will show this contract number on all pay requests and documents associated with the contract. 

Pay requests will be numbered sequentially beginning with “Pay Request 1”. If the billing cannot be identified or 

the charges correlated with this agreement it shall be returned without action. 

 

4.5. Cash discounts: If offered and accepted a cash discount period shall apply after receipt of a proper invoice 

or final acceptance of the goods/services, whichever is later (not from the postmark date or date shown on the 

invoice). 

 

4.6. Date of payment of an invoice shall be the date appearing on the warrant issued in payment of the invoice. 

 

4.7. Moneys past due may bear a finance charge as stipulated by law. The current rate is 1% per month. 

 

4.8. Identification of final invoice. In order for the Parties to close their books and records, the A/E will state 

"final invoice" or other words to that effect on its final or last billing to the County for the work of the contract. 

Since this contract will thereupon be closed and any budget balances deleted, the A/E agrees that any further 

charges not properly included on this or previous billings shall be waived in their entirety. 

 

ARTICLE 5. CONTRACT DOCUMENTS: The Contract Documents consist of this agreement and the other 

documents listed below and all modifications and change orders issued subsequent thereto. These form a contract 

and all are as fully a part of the contract as if attached to this agreement or repeated herein. In the event of any 

inconsistency between the provisions of this Agreement and the documents listed below, the provisions of this 

Agreement will control and the order of precedence will be in the order listed. An enumeration of the contract 

documents is set forth below: 

 

1. Change Orders; and 

2. This Agreement; and 

3. Attachment A titled “Terms And Conditions”; and 

4. Attachment B titled “Phase Definitions”; and 

5. Attachment C titled “Scope Of Work, Fee And Modified A/E Billing Rate Schedule”; and 



 

 Attachment G  -  Sample Agreement  

May 6, 2015 P1901 Page 31 of 45 

 

6. The Request for Qualifications; and 

7. A/E response to the Request for Qualifications. 

 

ARTICLE 6. ALL WRITINGS CONTAINED HEREIN: This Agreement contains all the terms and conditions 

agreed upon by the Parties. No other understandings, oral or otherwise, regarding the subject matter of this 

Agreement shall be deemed to exist or to bind any of the Parties hereto. The A/E has read and understands all of 

this Agreement, and now states that no representation, promise, or Agreement not expressed in this Agreement has 

been made to induce the A/E to execute the same. 

 

END OF ARTICLES 
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IN WITNESS WHEREOF, the Parties hereto have caused this Agreement to be executed on the day and year 

set forth herein above. 

 

ARCHITECT:  GRANT COUNTY: 

[?Insert Name of Architectural Firm]  [?Insert Name of Department Needing Services] 
   

Agreed:  I, the undersigned, certify that: (a) the Scope and Fee of this 

Agreement are consistent with Grant County RFQ No. P9214; 

and (b) the Board of Grant County Commissioners has approved 

both the specific project, and the budget and funding, for the 

Scope and Fee of this Agreement.  I certify that I am authorized 

to authenticate and approve this Agreement pursuant to RCW 

42.24.080. Approved. 

   

   

X  X 

[?Insert Name]    [?Insert Name]   
Printed Name  Date  Printed Name  Date 

[?Insert Title]  [?Insert Title] 
Printed Title  Printed Title 

   

   

Reviewed and Approved as to Process:   

   

X   

Tom Gaines   

Grant County Central Services Director   
   

   

  Reviewed and Approved as to Form: 

   

  X 

  Kevin McCrae, 

  Senior Deputy Prosecuting Attorney 
(for A/E Signature) 

I certify that I know or have satisfactory evidence that the above ____________________________________ is the person who appeared 

before me, and said person acknowledged that he/she signed this instrument and acknowledged as the authorized agent for the A/E to be the free 

and voluntary act of A/E for the uses and purposes mentioned in this instrument. 

NOTARY  

 

STATE OF ______________________ ) 

 ) ss. 

COUNTY OF ____________________ ) 

 

 

DATED this ___ day of ____________, 20[?year]. 
 

______________________________________________ 

Notary Signature 
 

Notary Public In And For The State Of _______________ 
 

residing at _______________________. 
 

My commission expires ____________  
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IN WITNESS WHEREOF, the Parties hereto have caused this Agreement to be executed on the day and year 

set forth herein above. 

 

 

BOARD OF COUNTY COMMISSIONERS 

OF GRANT, COUNTY, WASHINGTON 

 

  

[?name], Chair 

 

  

ATTEST: [?name], Vice-Chair 

 

BY:     

Barbara Vasquez [?name], Commissioner 

Clerk Of The Board 

 

________________ 

dated 

A/E 
 

By:   

 
 

  

(print name) 

 

Title:   

 

(for A/E Signature) 
 

I certify that I know or have satisfactory evidence that the above ____________________________________ is the person who appeared 

before me, and said person acknowledged that he/she signed this instrument and acknowledged as the authorized agent for the A/E to be the free 

and voluntary act of A/E for the uses and purposes mentioned in this instrument. 

NOTARY  

 

STATE OF ______________________ ) 

 ) ss. 

COUNTY OF ____________________ ) 

 

 

DATED this ___ day of ____________, 20[?year]. 

 

______________________________________________ 

Notary Signature 
 

Notary Public In And For The State Of _______________ 
 

residing at _______________________. 
 

My commission expires ____________  

 

 



CONTRACT ATTACHMENT A 

TERMS AND CONDITIONS 
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1. Notices: 

1.1. All notices or other communications given hereunder and sent or delivered to the Party at the address set forth for such shall be deemed 

given: (1) when certified mail is deposited in the United States mail, postage prepaid; or (2) on the third day following the day on which the 

same have been mailed by first class delivery, postage prepaid; or (3) on the day such notices or other communications are received when sent 

by personal delivery, prepaid.  

1.2. All notices called for or provided for in this Agreement shall be in writing and must be served on any of the Parties either personally or 

by first class mail sent to the Parties at their respective addresses given in the Article for Contract Administration. 

 

2. Contract Administration: The following identifies the titles, roles, duties and responsibilities of the authorized representatives of the Parties 

under this Agreement. 

 

 

TABLE – ASSIGNED REPRESENTATIVES OF THE PARTIES 
 

COUNTY CONTRACT ADMINISTRATOR 
 

COUNTY CONTRACT FACILITATOR 

[  name  ], [  Title  ] [   name   ],  [  title  ]  

[  Department  ] Grant County Central Services Department 

264 W Division St. Ephrata WA, 98823 

[  address   ] Phone: (509) 754-[  ?  ] 

Phone: (509) 477-[  ?  ], Fax: (509) 477-[  ?  ]  

Email: {  ?   ] Email: [  ?  ] 
 

COUNTY PROJECT MANAGER 
 

A/E’s PROJECT MANAGER 

[  name  ], [  Title  ] [?Name of Firm To Be Named] 

[  Department  ] [?Name of PM To Be Named] 

[  address   ] [?Address], [?Suite], [?City], [?State] [?Zip] 

Phone: (509) 477-[  ?  ], Fax: (509) 477-[  ?  ] Phone: [?Phone];  Fax: [?Fax] 

Email: {  ?   ] Email: [?Email Address] 

 

2.1. COUNTY: For the purposes of this Agreement the Grant County Contract Administrator, Project Manager and Contract Facilitator are 

defined below:  

2.1.1. “County Contract Administrator is the County Department Head or Elected Official, or his/her designee, as identified, on page 1 

of this Agreement. On behalf of the County the Contract Administrator’s responsibilities include: (a) performance of all the duties and 

responsibilities set forth in this Agreement; (b) the duties and responsibilities listed for the County Project Manager, if not delegated as 

witnessed by being named in that role as identified on page 1 of this Agreement; (c) serving as the primary point of contact in the day to 

day interaction with the A/E; (d) monitoring, reviewing and determining the acceptability of the A/E’s accomplishment of the scope of 

work under this Agreement; (e) the certification and authentication responsibilities as the Disbursing Officer under RCW 42.24.080 in 

connection with payments made for work performed under this Agreement; (f) working out A/E performance schedules; (g) causing or 

initiating changes or modifications to this Agreement to be coordinated through the County Contract Facilitator which may be subject to 

approval by the Board of County Commissioners; (h) performance of all other contract administration responsibilities as set forth in the 

County’s solicitation document; and (i) Except for (e) and (h) the listed duties and responsibilities may be delegated by the Contract 

Administrator to the Project Manager. 

2.1.2. “County Project Manager” (also sometimes referred to as "Owner's Project Manager"). If different than the County Contract 

Administrator he/she shall be designated by the County Contract Administrator by being identified to perform that role on page 1 of this 

Agreement. The County Project Manager’s delegated duties and responsibilities include: (a) those listed for the County Contract 

Administrator, except items (e) and (h); and (b) a preliminary review of the pay requests and pay applications on behalf of the Contract 

Administrator, but with the Contract Administrator making the final review of pay reviews and payment applications as indicated by item 

(e) under the County Contract Administrator; and (c) the administration, management or prosecution of all actions, duties and 

responsibilities to assure compliance, or completion, of the planning, oversight, coordination, execution, installation, construction and 

closeout of the project. For all On-Campus locations, the Facilities Director (or his/her designee) shall perform the duties and 

responsibilities of the County Project Manager. For Off-Campus locations, the County Project Manager’s duties and responsibilities shall 

be performed by the County Contract Administrator unless the County Contract Administrator, together with the prior mutual written 

consent of the County Facilities Director, has delegated the duties and responsibilities of the County Project Manager to the Facilities 

Director (or his/her designee). 

2.1.3. "County Contract Facilitator" is the Buyer in the Grant County Central Services Department as assigned by the Director and 

identified to perform this role on page 1 of this Agreement. The Contract Facilitator’s responsibilities are ministerial in nature and include 

the following, each of which are subject to the initiation and final review and approval made by the Contract Administrator, and where 

applicable, approval by the Board of County Commissioners: (a) the receipt, reviewing and processing of changes and modifications to this 

Agreement; (b) executing contract term renewals; (c) adding additional users to the Agreement; and (d) processing of any other form of 

action that could change the Agreement. 



CONTRACT ATTACHMENT A 

TERMS AND CONDITIONS 
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2.2. A/E: For the purposes of this Agreement the A/E Project Manager is identified on page 1 of this Agreement as the A/E’s representative 

for the purpose of administering the provisions of this Agreement. The A/E shall notify the County in writing of a change in its designee. 

2.2.1. The A/E’s Project Manager shall be responsible for ensuring that the deliverables as set forth in this Agreement are furnished by the 

A/E. 

2.2.2. The A/E Project Management functions include the provision of contract phase expertise to include coordination of all contract 

activities and responsibility to see to the successful completion of the project based on the design documents at or under the cost budge and 

within the agreed timeframe or schedule. The successful completion of a project will depend, in part, on overcoming construction obstacles, 

avoiding construction delays, assuring compliance with the project specifications, verification of the accuracy of contractor progress payment 

and/or invoice requests, and closely managing “scope creep”. 

 

3. Approval Of Documents: The County's approval of Documents resulting from the services provided by the A/E shall not relieve the A/E from 

its responsibility to comply with the standard of care for performance of its services set forth in this Agreement. 

 

4. Instruments Of Service: 

4.1. Drawings, specifications and other documents, including those in electronic form, prepared by the A/E and the A/E's consultants are 

Instruments of Service. The County shall own all rights, title and interest in all of the Instruments of Service and all of the other materials 

conceived or created by the A/E, or its employees or subcontractors, either individually or jointly with others and which arise out of the 

performance of this contract, including any inventions, reports, studies, designs, drawings, specifications, notes, documents, software and 

documentation, computer-based training modules, electronically, magnetically or digitally recorded material, and other work in whatever form 

(hereafter "Materials"). All finished or unfinished Materials prepared by the A/E under this Agreement shall be the property of the County 

whether or not the Project is completed or this Agreement is canceled prior to expiration.  

4.2. The A/E hereby assigns to the County all rights, title and interest to the Materials. The A/E shall, upon request of the County, execute all 

papers and perform all other acts necessary to assist the County to obtain and register copyrights, patents or other forms of protection provided 

by law for the Materials such work being at additional expense to the County. The Materials created under this Agreement by the A/E, its 

employees or subcontractors, individually or jointly with others, shall be considered "works made for hire" as defined by the United States 

Copyright Act. All of the Materials, whether in paper, electronic, or other form, shall be remitted to the County by the A/E, its employees and 

any subcontractors, and the A/E shall not copy, reproduce, allow or cause to have the Materials copied, reproduced or used for any purpose 

other than performance of the A/E's obligations under this Agreement without the prior written consent of the County's Designated 

Representative except that the A/E may retain copies necessary for record keeping, documentation and other such business purposes related to 

the Agreement.  

4.3. The foregoing shall not be construed to mean that the County shall acquire an exclusive possessory right, by copyright or otherwise, to 

the exclusion of the A/E, in standard elements found in the Materials (such as standard details) generated and authored by the A/E for its 

regular, repeated and ongoing use in designs, plans and drawings for its customers in the regular course of its business. The County further 

waives any claim it might have against the A/E for errors or omissions arising specifically from changes made by the County or others to the 

Materials after the completion of the work provided by this Agreement. This waiver does not extend to errors or omissions in the Materials 

unrelated to any such changes by the County or others. 

4.4. The A/E represents and believes that Materials produced or used under this Agreement do not and will not infringe upon any intellectual 

property rights of another, including but not limited to patents, copyrights, trade secrets, trade names, and service marks and names. The A/E 

shall indemnify and defend the County at the A/E's expense from any action or claim brought against the County to the extent that it is based on 

a claim that all or part of the Materials infringe upon the intellectual property rights of another. The A/E shall be responsible for payment of any 

and all such claims, demands, obligations, liabilities, costs, and damages including, but not limited to, reasonable attorney fees arising out of 

this Agreement, amendments and supplements thereto, which are attributed to such claims or actions. This paragraph shall not apply to claims 

that arise from Materials specifically required by the County, or to portions of the Materials which the County directed the A/E to include 

within said Materials. 

4.5. If such a claim or action arises, or in the A/E's or the County's opinion is likely to arise, the A/E shall, at the County's discretion, either 

procure for the County the right or license to continue using the Materials at issue or replace or modify the allegedly infringing Materials. This 

remedy shall be in addition to and shall not be exclusive to other remedies provided by law. 

4.6. When applicable at the completion of the Agreement, upon request of the County, the A/E will furnish to the County, at no additional 

charge, two electronic copies on CD containing the final specifications in Microsoft Word 2000 (PC based) or newer and all CAD drawing files 

in .dwg format no older than one version previous to the current software version. 

4.7. The A/E shall ensure that the substance of foregoing subsections is included in each subcontract for the Work under this Contract. 

 

5. Endorsement Of Plans: The A/E shall seal and sign all drawings prepared for the project as required or upon request of the County. 

 

6. Non-Discrimination: The A/E shall not discriminate against any employee who is employed in connection with the Work, or against any 

applicant for such employment, because of race, creed, color, sex or national origin, marital status, or the presence of any sensory, mental or 

physical handicap. 

 

7. Insurance: The A/E shall maintain, at a minimum, the insurance coverage’s set forth below.  

    7.1. Requirements: 
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        7.1.1. Any exclusions must be pre-approved by the Grant County. Work under this contract shall not commence until evidence of all 

required insurance and bonding is provided to the County of Grant. The A/E’s insurer shall have a minimum A.M. Best’s rating of A-VII 

and shall be licensed to do business in the State of Washington.  Evidence of such insurance shall consist of a completed copy of the 

certificate of insurance, signed by the insurance agent for the A/E. The insurance policy or policies will not be canceled, materially changed 

or altered without forty-five (45) days prior notice submitted to the department with whom the contract is executed. The policy shall be 

endorsed and the certificate shall reflect that the County of Grant is named as an additional insured on the A/E’s general liability policy 

with respect to activities under the contract. The policy shall provide and the certificate shall reflect that the insurance afforded applies 

separately to each insured against whom claim is made or suit is brought except with respect to the limits of the company’s liability. 

        7.1.2. The policy shall be endorsed and the certificate shall reflect that the insurance afforded therein shall be primary insurance for the 

A/E. Any insurance or self-insurance carried by the owner or County shall be excess and not contributory insurance to that provided by the 

A/E. 

       7.1.3. The A/E shall not commence work, nor shall the A/E allow any subcontractor to commence work on any subcontract until a 

Certificate of Insurance, meeting the requirements set forth herein, has been approved by Grant County and filed with the Grant County 

Central Services Department.  

7.2. Coverage:  

7.2.1. General Liability Insurance: 

7.2.1.1. The A/E shall have Commercial General Liability with limits of $1,000,000.00 per occurrence, which includes general 

aggregate, products, completed operation, personal injury and fire damage. 

7.2.1.2. Additional Insured Endorsement: General Liability Insurance must state that Grant County, it’s officers, agents and employees, 

and any other entity specifically required by the provisions of this Agreement will be specifically named additional insured(s) for all coverage 

provided by this policy of insurance and shall be fully and completely protected by this policy from all claims. 

7.3. Proof of Automobile Insurance: The Contractor shall carry, for the duration of this Agreement, comprehensive automobile liability 

coverage of $1,000,000.00 for any vehicle used in conjunction with the provision of services under the terms of this Contract. Said policy shall 

provide that it shall not be canceled, materially changed, or renewed without forty five (45) days written notice prior thereto to Grant County. 

7.4. Workers Compensation: When the A/E has employees of the company, the A/E shall show proof of Worker’s Compensation coverage 

by providing its State Industrial Account Identification Number. Provision of this number will be the A/E’s assurance that coverage is in effect. 

7.5. Professional Liability Insurance: The A/E shall carry Professional Liability insurance coverage in the minimum amount of the value of 

this contract or $1,000,000.00, whichever is less. 

 

8. Maintenance Of Records: The A/E will maintain, for at least three (3) years after completion of this contract, all relevant records pertaining to 

the contract. The A/E shall make available to the County or the Washington State Auditor or their duly authorized representatives, at any time 

during their normal operating hours, all records, books or pertinent information which the A/E shall have kept in conjunction with this 

Agreement and which the County may be required by law to include or make part of its auditing procedures, an audit trail or which may be 

required for the purpose of funding the services contracted for herein. 

 

9. Compliance With Laws: The Parties hereto specifically agree to observe federal, state and local laws, ordinances and regulations to the extent 

that they may have any bearing on either providing any money under the terms of this Agreement or the services actually provided under the 

terms of this Agreement. 

 

10. Assignment: The A/E may not assign or transfer in whole or in part, its interest in this Agreement without the express written consent of the 

County. 

 

11. Modification: No modification or amendment to this Agreement shall be valid until the same is reduced to writing, in the form of a change 

order, and executed with the same formalities as this present Agreement. 

 

12. Termination:  

12.1. This Agreement may be terminated by the A/E upon thirty (30) days' prior written notice to the County in the event of substantial 

failure by the County to perform in accordance with the terms of such a contract through no fault of the A/E. 

12.2. This Agreement may be terminated by the County with or without cause immediately upon written notice to the A/E.  

12.3. After receipt of a Termination Notice and except as otherwise directed by the County the A/E shall: 

(1) Stop work on the date and to the extent specified; and 

(2) Terminate and settle all orders and subcontracts relating to the performance of the terminated work; and  

(3) Transfer all work in process, completed work, and other material related to the terminated work to the County; and 

(4) Continue and complete all parts of the work that have not been terminated. 

12.4 In the event of termination of a Contract through no fault of the A/E, the County agrees to pay the A/E for services rendered to the 

County's satisfaction to the date of termination based upon actual costs and expenses incurred according to contract. Payment will be based 

upon an itemized breakdown and documentation by the A/E that services have been performed to the date of termination and acceptance of said 

documentation by the County. 
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13. Venue Stipulation: This Agreement has and shall be construed as having been made and delivered in the State of Washington, and the laws 

of the State of Washington shall be applicable to its construction and enforcement of this Agreement or any provision hereto shall be instituted 

only in the courts of competent jurisdiction within Grant County, Washington. 

 

14. Waiver: No officer, employee, agent or otherwise of the County, has the power, right or authority to waive any of the conditions or 

provisions of this Agreement. No waiver of any breach of this Agreement shall be held to be a waiver of any other or subsequent breach. All 

remedies afforded in this Agreement or a law shall be taken and construed as cumulative, that is, in addition to every other remedy provided 

herein or by law. Failure of the County to enforce at any time any of the provisions of this Agreement or to require at any time performance by 

the A/E of any provision hereof, shall in no way be construed to be a waiver of such provisions, nor in any way affect the validity of this 

Agreement or any part hereof, or the right of the County to hereafter enforce each and every such provision. 

 

15. Indemnification: 

15.1. The A/E agrees to defend, indemnify and hold the County harmless from any and all claims, including but not limited to reasonable 

attorney fees, demands, losses and liabilities to or by third parties to the extent arising from, resulting from, a negligent act, error or omission of 

the A/E performed under this contract by the A/E, its agents or employees to the fullest extent permitted by law. The A/E's duty to indemnify the 

County shall not apply to liability for damages arising out of bodily injury to persons or damage to property caused by or resulting from the 

negligence of the County, its agents or employees. The A/E's duty to indemnify the County for liability for damages arising out of bodily injury 

to persons or damage to property caused by or resulting from the concurrent negligence or (a) the County, its agents or employees, and (b) A/E, 

its agents or employees shall apply only to the extent of negligence of the A/E or its agents or employees. A/E's duty to defend, indemnify and 

hold the County harmless shall include, as to all claims, demands, losses and liability to which it applies, the County's personnel-related costs, 

reasonable attorney's fees, court costs and all other claim-related expenses. A/E’s defense obligation under the indemnity paragraph shall 

include only the reimbursement of reasonable defense costs to the extent of A/E’s actual, proportional indemnity obligation as determined by a 

court of law. 

15.2. The A/E's professional liability to the County (including A/E’s officers, directors, employees and agents) shall be limited to the amount 

payable under this Contract or one million dollars ($1,000,000), whichever is less. In no case shall the A/E’s professional liability to third 

parties be limited in any way. This limitation applies to all lawsuits, claims or actions identified under any legal theory related to A/E’s services 

under this agreement and any continuation or extension of such services.  

15.3. The A/E's indemnification shall specifically include all claims for loss or liability because of wrongful payments under the Uniform 

Commercial Code, or other statutory or contractual liens or rights of third parties, including taxes, accrued or accruing as a result of this contract 

or work performed or materials furnished directly or indirectly because of this contract. 

15.4. The A/E and County expressly waive their immunity under Industrial Insurance, Title 51, RCW. County’s waiver of immunity extends 

only to claims against A/E by County’s current or former employees. A/E’s waiver of immunity extends only to claims against County by A/E’s 

current or former employees. A/E agrees that this duty to indemnify County applies regardless of any provisions in RCW Title 51 to the 

contrary. 

 

16. Relationship Of The Parties: The Parties intend that an independent contractor relationship will be created by this Agreement. The County is 

interested only in the results that could be achieved and the conduct and control of all services will be solely with the A/E. No agent, employee, 

servant or otherwise of the A/E shall be deemed to be an employee, agent, servant, or otherwise of the County for any purpose and the 

employees of the A/E are not entitled to any of the benefits that the County provides for County employees. The A/E will be solely and entirely 

responsible for its acts and the acts of its agents, employees, servants, subcontractors or otherwise, during the performance of this Agreement. 

 

17. Headings: The Article headings in this Agreement have been inserted solely for the purpose of convenience and ready reference. In no way 

do they purport to, and shall not be deemed to, define, limit, or extend the scope or intent of the Articles to which they appertain. 

 

18. Other Employment: This Contract is not an exclusive services Agreement. The A/E may take on other professional assignments while 

completing work under this Agreement. 

 

19. Payment Of Taxes: This Contract is for the employment of the A/E as an independent contractor. The A/E holds that they are an 

independent contractor doing business as listed above and is solely responsible for paying any and all taxes associated with the work of this 

Agreement including but not necessarily limited to income and social security taxes. 

 

20. Recovery Of Funds: Whenever, under the Contract, any sum of money shall be recoverable from or payable by the A/E to Grant County the 

same amount may be deducted from any sum due to the A/E under the Contract or under any other contract between the A/E and Grant County 

including reasonable attorney fees and or any other collection costs. The rights of Grant County are in addition and without prejudice to any 

other right Grant County may have to claim the amount of any loss or damage suffered by Grant County on account of the acts or omissions of 

the A/E. 

 

21. Severability: In the event any term or condition of this Agreement or application thereof to any person or circumstances is held invalid, such 

invalidity shall not affect other terms, conditions, or applications of this Agreement, which can be given effect without the invalid term, 

condition, or application. To this end the terms and conditions of this Agreement are declared severable. 
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22. Special Provision: The County's failure to insist upon the strict performance of any provision of this Agreement or to exercise any right 

based upon breach thereof or the acceptance of any performance during such breach, shall not constitute a waiver of any right under this 

Agreement. 

 

23. Enforcement Costs: If any legal action or other proceeding is brought for the enforcement of this Contract, or because of an alleged dispute, 

breach, default or misrepresentation in connection with any provisions of this Contract, the successful or prevailing Party or Parties shall be 

entitled to recover reasonable attorney's fees, court costs, and all expenses (including taxes) even if not taxable as court costs (including, without 

limitation, all such fees, costs, and expenses incident to appeals), incurred in that action or proceeding, in addition to any other relief to which 

such Party or Parties may be entitled. 
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This document is an extract from the 2005-2015 Capital Budget Instructions Issued by the Washington State Office of 

Financial Management. These guidelines have been revised and have been in effect since July 1, 2005. Any changes or 

adjustments to the applicable phases and/or percentages in this Attachment, will be set forth in Article 2 of this Agreement. 

 

The basic fee categories and the activities normally included in each are defined in APPENDIX B titled “Guidelines for 

Determining Architect/Engineer Fees for Public Works Building Projects” which are included below. For the purposes of this 

document the Agency shall be Grant County. The provisions of this Attachment shall be superseded in the event of a conflict 

with the rest of this Contract document. 

 

A/E Basic Services 
 

A/E Basic Design Services consist of the services described in the following pages. These design services include normal 

architectural, structural, civil, mechanical, and electrical engineering services.  

 

Schematic Design Services (18 Percent)  

 

In the Schematic Design Phase the A/E provides those services necessary to prepare Schematic Design Documents consisting 

of drawings and other documents illustrating the general scope, scale, and relationship of project components for approval by 

the agency. Design should be conceptual in character, based on the requirements developed during the Predesign Phase, 

approved by the agency, or program requirements provided by the agency and reviewed and agreed upon by the A/E. 

Schematic design includes the following:  

Project Administration  
Services consisting of schematic design administrative functions including consultation, 

meetings and correspondence, and progress design review conferences.  

Disciplines Coordination  

Coordination between the architectural work and engineering work and other involved 

consultants for the project. When specialty consultants are used, additional coordination 

beyond basic services may be required and negotiated for appropriate phases of the work.  

Document Checking  Review and coordination of project documents.  

Consulting 

Permitting Authority  

Consultations, research of critical applicable regulations, preparation of written and graphic 

explanatory materials. The services apply to applicable laws, statutes, regulations, and codes.  

Data Coordination User 

Agency 

Review and coordination of data furnished for the project by the agency. 

Architectural Design  

Services responding to scope of work (program/predesign) requirements and consisting of 

preparation of conceptual site and building plans, schematic sections and elevations, 

preliminary selection of building systems and materials, development of approximate 

dimensions, areas and volumes.  

Structural Design  
Services consisting of recommendations regarding basic structural material and systems, 

analysis, and development of conceptual design solutions.  

Mechanical Design  

Services consisting of consideration of alternate materials, systems and equipment, and 

development of conceptual design solutions for energy sources/conservation, heating, 

ventilating and air conditioning (HVAC), plumbing, fire protection, and general space 

requirements.  

Electrical Design  

Services consisting of consideration of alternate systems, recommendations regarding basic 

electrical materials, systems and equipment, analysis, and development of conceptual design 

solutions for power service and distribution, lighting, communication raceways, fire 

detection and alarms, and general space requirements.  

Civil/Site Design 

Services consisting of site planning including layout of site features, building position, 

preliminary grading, location of paving for walkways, driveways and parking, and fencing 

locations.  
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Specifications  

Services consisting of preparation for agency's approval of proposed development of 

architectural outline specifications, and coordination of outline specifications of other 

disciplines.  

Materials Research 
Services consisting of identification of potential of architectural materials, systems, and 

equipment.  

Scheduling 
Services consisting of reviewing and updating previously established project schedules or 

initial development of schedules for decision making, design, and documentation.  

Cost Estimating 

Services consisting of development of an estimate of construction cost from quantity surveys 

and unit costs of building elements for the project. Costs shall reflect the level of design 

elements presented in the Schematic Design documents, plus appropriate design 

contingencies to encompass unidentified scope ultimately included in the program. Assist 

user agency with analyzing scope, schedule, and budget options to stay within the budget.  

Presentations 
Services consisting of appropriate presentation(s) of Schematic Design documents by the 

A/E to agency representatives.  

 

Design Development Services (20 Percent)  

 

In the Design Development Phase, the A/E shall provide those services necessary to prepare from the approved Schematic 

Design Documents, the Design Development Documents consisting of drawings and other documents to fix and describe the 

size and character of the entire project for approval by the agency. Consideration shall be given to availability of materials, 

equipment and labor, construction sequencing and scheduling, economic analysis of construction and operations, user safety 

and maintenance requirements, and energy conservation. Design Development includes the following:  

Project Administration  
Services consisting of design development administrative functions including consultation, 

meetings and correspondence, and progress design review conferences with user agency.  

Disciplines Coordination  
Coordination of the architectural work and the work of engineering with other involved 

consultants for the project.  

Document Checking  Review and coordination of documents prepared for the project.  

Permitting Authority 

Consulting  

Consultations, research of critical applicable regulations, preparation of written and graphic 

explanatory materials. The services apply to applicable laws, statutes, regulations, and 

codes. Assist in obtaining approval from approving agencies as required.  

User Agency Data 

Coordination  
Review and coordination of data furnished for the project by the agency.  

Architectural Design 

Services consisting of continued development and expansion of architectural Schematic 

Design Documents to establish the final scope, relationships, forms, size, and appearance of 

the project through plans, sections and elevations, typical construction details, three 

dimensional sketches, materials selections, and equipment layouts.  

Structural Design 

Services consisting of continued development of the specific structural system(s) and 

Schematic Design Documents in sufficient detail to establish basic structural system and 

dimensions, structural design criteria, foundation design criteria, preliminary sizing of major 

structural components, critical coordination clearances, and outline specifications or 

materials lists.  

Mechanical Design  

Services consisting of continued development and expansion of mechanical Schematic 

Design Documents and development of outline specifications for materials lists to establish 

approximate equipment sizes and capacities, preliminary equipment layouts, required space 

for equipment, chases and clearances, acoustical and vibration control, visual impacts and 

energy conservation measures.  
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Electrical Design 

Services consisting of continued development and expansion of electrical Schematic Design 

Documents and development of outline specifications or materials lists to establish criteria 

for lighting, electrical and communication raceways, approximate sizes and capacities of 

major components, preliminary equipment layouts, required space for equipment, chases, 

and clearances.  

Site Design 

Services consisting of continued development of civil/site Schematic Design documents and 

development of outline specifications required for the project which are normally prepared 

by the architect. See Additional Services for detailed civil design services beyond basic 

services.  

Specifications 

Services consisting of preparation for agency's approval of proposed General and 

Supplementary Conditions of the Contract for construction, development of architectural 

outline specifications, coordination of outline specifications of other disciplines, and 

production of design manual including design criteria, and outline specifications of materials 

lists.  

Scheduling 
Services consisting of reviewing and updating previously established schedules for the 

project.  

Cost Estimating 

Services consisting of development of an estimated construction cost from quantity surveys 

and unit costs of building elements for the project. Costs shall reflect the level of design 

elements presented in the Design Development documents, plus appropriate design 

contingencies to encompass unidentified scope ultimately included in the program. Assist 

user agency with analyzing scope, schedule and budget options to stay within the Budget.  

 

Presentations 
Services consisting of appropriate presentation(s) of Design Development documents by the 

A/E to agency representatives.  

 

Construction Document Services (31 Percent) 

 

In the Construction Documents Phase, the A/E shall provide those services necessary to prepare for approval by the agency, 

from the approved Design Development Documents, Construction Documents consisting of drawings, specifications, and 

other documents setting forth in detail the requirements for construction of the project and bidding and contracting for the 

construction of the project.  

Project Administration 
Services consisting of construction documents, administrative functions including 

consultation, meetings and correspondence, and progress design review conferences.  

Disciplines Coordination 
Coordination of the architectural work, with the work of engineering, and with other 

involved consultants for the project.  

Document Checking Review and coordination of documents prepared for the project.  

Permitting Authority 

Consulting  

Consultations, research of critical applicable regulations, preparation of written and graphic 

explanatory materials. The services apply to applicable laws, statutes, regulations, and 

codes. Assist in obtaining approval from approving agencies as required.  

User Agency Data 

Coordination 

Review and coordination of data furnished for the project by the agency.  

Architectural Design 
Services consisting of preparation of drawings based on approved Design Development 

Documents setting forth in detail the architectural construction requirements for the project. 

Structural Design 

Services consisting of preparation of final structural engineering calculations, drawings and 

specifications based on approved Design Development Documentation, setting forth in 

detail the structural construction requirements for the project.  
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Mechanical Design 

Services consisting of preparation of final mechanical engineering calculation, drawings and 

specifications based on approved Design Development Documentation, setting forth in 

detail the mechanical construction requirements for the project.  

 

Electrical Design 

Services consisting of preparation of final electrical engineering calculation, drawing and 

specifications based on approved Design Development documentation, setting forth in detail 

the electrical construction requirements for the project.  

Site Design 

Services consisting of preparation of final civil/site design drawings and specifications 

based on approved Design Development documentation required for the project which are 

normally prepared by the architect. See Additional Services for detailed civil design services 

beyond basic services.  

Specifications 

Services consisting of activities of development and preparation of bidding documents, 

Conditions of the Contract, architectural specifications, coordination of specifications 

prepared by other disciplines, and compilation of project manual.  

Cost Estimating  

Services consisting of development of a probable construction cost from quantity surveys 

and unit costs of building elements for the project. Costs shall reflect the level of design 

elements presented in the Construction documents plus appropriate design contingencies to 

encompass unidentified scope ultimately included in the program. Assist user agency with 

analyzing scope, schedule, and budget options to stay within the Budget.  

Scheduling  
Services consisting of reviewing and updating previously established schedules for the 

project.  

User Agency Assistance  Provide necessary information to user agency for the preparation of cost statistics.  

 

Bidding Phase (2 Percent) 

 

In the Bidding Phase, the A/E, following the agency's approval of the Construction Documents and the most recent statement 

of probable construction cost, shall provide those services necessary for the A/E to assist the agency in obtaining bids and in 

awarding and preparing contracts for construction. In the case of phased construction, the agency may authorize bidding of 

portions of the work. 

Project Administration  Services consisting of bidding administrative functions.  

Disciplines Coordination  
Coordination between the architectural work and the work of engineering and other 

involved consultants for the project.  

Bidding Materials  
Services consisting of organizing, coordinating, and handling Bidding Documents for 

reproduction, distribution and retrieval, receipt and return of document deposits.  

Addenda  

Services consisting of preparation and distribution of Addenda as may be required 

during bidding and including supplementary drawings, specifications, instructions, and 

notice(s) of changes in the bidding schedule and procedure.  

Bidding  

Services consisting of participation in pre-bid conferences, responses to questions from 

bidders, and clarification or interpretations of the bidding documents, attendance at bid 

opening, and documentation and distribution of bidding results.  

Analysis of Substitutions  
Services consisting of consideration, analysis, comparisons, and recommendations 

relative to substitutions proposed by bidders prior to receipt of bids.  

Bid Evaluation  
Services consisting of validation of bids, participation in review of bids and alternates, 

evaluation of bids, and recommendation on award of contract.  

Contract Agreements  

Assist using agency in notification of contract award, assistance in preparation of 

Construction Contract agreements when required, preparation and distribution of sets of 

contract documents for execution of the contract, receipt, distribution and processing, for 

agency approval, of required certificates of insurance, bonds and similar documents, and 

preparation and distribution to contractor(s) on behalf of the agency, of notice(s) to 

proceed with the work.  
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Construction Contract Administration Phase (27 Percent) 

 

In the Construction Contract Administration Phase, the A/E shall provide those services necessary for the administration of 

the construction contract as set forth in the General Conditions of the Contract for Construction. 

Project Administration  
Services consisting of construction contract administrative functions including 

consultation, conferences, communications, and progress reports.  

Disciplines Coordination  

Document Checking  

Coordination between the architectural work and the work of engineering and other 

involved consultants for the project. Reviewing and checking of documents (required 

submittals) prepared for the project.  

Permitting Authority Consulting  
Services relating to applicable laws, statutes, regulations and codes of regulating entities 

relating to the agency's interests during construction of the project.  

Construction Administration  

Services consisting of processing of submittals, including receipt, review of and 

appropriate action on shop drawings, product data, samples, and other submittals 

required by the contract documents. Distribution of submittals to agency, contractor, and 

field representatives as required. Maintenance of master file of submittals and related 

communications.  

Construction Field Observation  

Services consisting of visits to the site at intervals appropriate to the stage of 

construction or as otherwise agreed to become generally familiar with the progress and 

quality of the work and to determine in general if the work is proceeding in accordance 

with the contract documents, and preparing related reports and communications. A/E to 

chair project meetings.  

Project Representation  
Services consisting of assisting the agency in selection of full or part time project 

representative(s).  

Documents  

Services consisting of preparation, reproduction, and distribution of clarification 

documents and interpretations in response to requests for clarification by contractors or 

the user agency. Preparation, reproduction and distribution of drawings and 

specifications to describe work to be added, deleted or modified, review of proposals, 

review and recommend changes in time for substantial completion, assisting in the 

preparation of modifications of the contracts and coordination of communications, 

approvals, notifications, and record-keeping relative to changes in the work. Additional 

fees for changes to the scope of a project shall be negotiated.  

Scheduling  
Services consisting of monitoring the progress of the contractors relative to established 

schedules and making status reports to the user agency.  

Cost Accounting  

Services consisting of maintenance of records of payments on account of the contract 

and all changes thereto, evaluation of applications for payment and certification thereof, 

and review and evaluation of cost data submitted by the contractors for work performed.  

 

Project Closeout (2 Percent) 

Project Closeout  

Services initiated upon notice from the contractor that the work is sufficiently complete, 

in accordance with the contract documents, to permit occupancy or utilization for the use 

for which it is intended, and consisting of a detailed inspection for conformity of the 

work to the contract documents, issuance of certificate of substantial completion, final 

inspections, receipt and transmittal of warranties, affidavits, receipts, releases and 

waivers of lien or bonds, permits, and issuance of final certificate for payment. Submittal 

of recommendation of project acceptance to the agency. 

Record Documents (As-Builts)  
Based on contractors marked up field records, prepare and supply completed record 

documents (as-builts) to user agency.  
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Operations and Maintenance 

Manuals  

Services consisting of processing, reviewing, commenting on, taking appropriate action, 

and transmitting Operations and Maintenance Manuals provided by the contractor to user 

agency.  

Warranty Period  
Continued assistance to investigate contract problems that arise during the warranty 

period.  
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Per letter dated [?] included below. 

 

In general the A/E will submit a scope of work and fee using the following format to the greatest extent practical. 

 

SAMPLE 

 

1. The scope and fee should contain, at a minimum: 

A. Project Description/Overview/Summary: 

B. The work and services (deliverables): and 

C. Pricing; and 

D. Time for completion. 

 

2. The following is a suggested format/outline for the deliverables and fee/pricing. 

A. By Phase. (Schematic Design, Design Development, Construction Document, Bidding, Construction and Project 

Closeout); or 

B. By Task; or 

C. By Item; or 

D. By Time and materials 

 

3. Attach A/E Billing Rate Schedule (will be conformed to County mark-up percentages) 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


