
 
 
 
 
 

 
 
 

REQUEST FOR PROPOSAL  
Architecture and Planning Services 

Teen/Community Center 
 

December 15, 2011 
 
The McKinleyville Community Services District (MCSD) is issuing a Request for Proposal (RFP) to 
provide interested consultants with sufficient information to enable them to prepare and submit 
proposals for consideration by MCSD for Architectural Services and Planning for the new 
Teen/Community Center Addition to the McKinleyville Activity Center at 1705 Gwin Road, 
McKinleyville, CA  95519.  This project will include design and engineering for the new 
Teen/Community Center Addition building and related remodeling to the existing Activity Center 
building as well as site design and engineering required for the new Teen/Community Center and 
existing Activity Center property. 
 
Sealed Proposals:  Contractor will deliver eight copies (8), the original and seven (7) copies, to the 
following address: 
    McKinleyville Community Services District 
    1656 Sutter Road (or mailed to P.O. Box 2037) 
    McKinleyville, CA  95519 
    Attn:  Jason Sehon, Parks & Recreation Director 
 
   By 2:00 PM on Wednesday, February 15, 2012 
 
Proposals received after the above cited time will be considered a late bid and are not acceptable 
unless waived by the MCSD General Manager. 
 
 - The envelope shall be clearly marked “RFP – Teen/Community Center”. 
 
 - A non-mandatory pre-bid meeting is scheduled for January 10, 2012 at 2:00 PM at  
  the McKinleyville Center, 1705 Gwin Road, McKinleyville, CA  95519. 
 
 - Please direct questions regarding this RFP to Jason Sehon, McKinleyville Parks and  
  Recreation Director at (707) 839-9003 or jason@mckinleyvillecsd.com .   
  
Thank you for your interest. 

mailto:jason@mckinleyvillecsd.com�
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Bidder’s Company Name:  
 

___________________________ 
 
 
 
 

REQUEST FOR PROPOSAL  
ARCHITECTURE AND PLANNING SERVICES 

 
FOR A 

 
 

NEW TEEN/ COMMUNITY CENTER  
 

ADDITION TO THE 
  

McKINLEYVILLE ACTIVITY CENTER 
 1705 Gwin Road, McKinleyville, CA 

 
 
 
 

McKinleyville Community Services District 
1656 Sutter Road 

McKinleyville, CA  95519 
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McKinleyville Community Services District 
P.O. Box 2037              1656 Sutter Road 

McKinleyville, CA  95519 
 

REQUEST FOR PROPOSAL  
Architecture and Planning Services 

Teen/Community Center 
 

December 15, 2011 
 
The McKinleyville Community Services District (MCSD) is issuing a Request for Proposal 
(RFP) to provide interested consultants with sufficient information to enable them to prepare and 
submit proposals for consideration by MCSD for Architectural Services and Planning for the 
new Teen/Community Center Addition to the McKinleyville Activity Center at 1705 Gwin 
Road, McKinleyville, CA  95519.  This project will include design and engineering for the new 
Teen/Community Center Addition building and related remodeling to the existing Activity 
Center building as well as site design and engineering required for the new Teen/Community 
Center and existing Activity Center property. 
 
Sealed Proposals:  Contractor will deliver eight copies (8), the original and seven (7) copies, to 
the following address: 
    McKinleyville Community Services District 
    1656 Sutter Road (or mailed to P.O. Box 2037) 
    McKinleyville, CA  95519 
 
   By 2:00 PM on Wednesday, February 15, 2012 
 
Proposals received after the above cited time will be considered a late bid and are not 
acceptable unless waived by the MCSD General Manager. 
 
 - The envelope shall be clearly marked “RFP – Teen/Community Center”. 
 
 - A non-mandatory pre-bid meeting is scheduled for January 10, 2012 at 2:00 PM at  
  the McKinleyville Center, 1705 Gwin Road, McKinleyville, CA  95519. 
 
 - Please direct questions regarding this RFP to Jason Sehon, McKinleyville Parks and  
  Recreation Director at (707) 839-9003 or jason@mckinleyvillecsd.com .   
  
Thank you for your interest. 

mailto:jason@mckinleyvillecsd.com�
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PROPOSAL INFORMATION 
 
Definitions  “Bidder”  An individual or business submitting a bid to the  
      McKinleyville Community Services District. 
 
 “Consultant”  One who contracts to perform services in   
    accordance with a contract. 
 
 “MCSD”  McKinleyville Community Services District 
 
 “A/E”   Architectural / Engineering 
 
 
PROPOSAL TERMS 
 
 A.   MCSD reserves the right to reject any and all proposals received as a result of this 
RFP.   If a proposal is selected, it will be the most advantageous regarding price, quality of 
service, the Consultant’s qualifications, experience and capabilities to provide the specified 
service and other factors that the MCSD may consider.  MCSD does not intend to award a 
contract fully on the basis of any response made to this proposal; MCSD reserves the right to 
consider proposals for modifications at any time before a contract would be awarded and 
negotiations would be undertaken with that contractor whose proposal is deemed the best to meet 
MCSD’s specifications and needs. 
 
 B.   MCSD reserves the right to reject any or all proposals in whole or in part, to waive or 
not waive informalities or irregularities in bids or bidding procedures, and to accept or further 
negotiate cost, terms or conditions of any bid if determined by MCSD’s sole judgment to be in 
the best interests of MCSD, even though not the lowest bid.   
 
 C.   Proposals must be signed by an official authorized to bind the bidder to its provisions 
for at least a period of 90 days.  Failure of the successful bidder to accept the obligation of the 
contract may result in the cancellation of any award. 
 
 D.   In the event it becomes necessary to revise any part of the RFP, addenda will be 
provided to all RFP recipients who register contact information with MCSD.  Deadlines for 
submission of RFPs may be adjusted to allow for revisions.  The entire proposal document with 
any amendments should be returned.  To be considered, eight copies, the original and 7 copies, 
must be at the MCSD office on or before the date specified. 
 
 E.   Proposals should be prepared simply and economically, providing straight forward, 
concise description of the bidder’s ability to meet the requirements of the RFP.  Proposals shall 
be typewritten.  No erasures are permitted.  Mistakes may be crossed out and corrected and must 
be initialed in ink by the person signing the proposal. 
 
 F.   Bidders may withdraw a proposal that has been submitted at any time up to the 
proposal closing date and time.  To accomplish this, a written request signed by an authorized 
representative of the bidder must be submitted to the RFP contact.  The bidder may submit 
another proposal at any time up to the proposed closing date and time. 
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 G.   MCSD is not liable and will not pay for any costs incurred by any bidder for the 
preparation and delivery of the RFP responses, nor will they be liable for any costs incurred prior 
to the execution of an agreement, including but not limited to presentations by RFP finalists to 
MCSD staff, community evaluators and board members. 
 
 H.   A standard MCSD Services Agreement will be executed between MCSD and the 
selected consultant (see Appendix A) 
 
.   
PROPOSAL SPECIFICS 
 
I. Description and Purpose of Proposed Work 
 
This New Teen/Community Center Addition to the existing McKinleyville Activity Center will 
include the new Teen/Community Center building with approximately 7000 square foot 
conditioned area as well as remodeling to the existing McKinleyville Activity Center building as 
required for functionally and structurally connecting the two facilities.  New parking areas, 
landscaping, walkways and an exterior patio are to be included as well as modification to 
existing site features on the adjacent MCSD properties as required by the new work.   
 
Also included in the work is the facilitation of the merging of the lot, APN 510-401-25 to APN 
510-401-15, 17, 19 & 21 (Pierson Park).  Fees paid to the County of Humboldt for the processing 
and recording of this merger will be paid by MCSD. 
 
MCSD will provide the bidders with program drawings:  a preliminary / conceptual floor plan 
and preliminary exterior elevations of the proposed building (see Appendix B).  A geotechnical 
soils report for the construction site has been prepared and is included in Appendix C. 
 
 
II. Scope of Services 
 
MCSD wishes to obtain the services of a qualified architectural firm in preparing the design 
plans, construction documents, engineering, etc., necessary for the accomplishment of this 
project.  This proposal must include all phases from schematic design, design development, 
construction drawings, construction cost estimates, construction bidding coordination, 
construction administration and closeout.   
 
This bid must include proposed design pricing for all necessary consultants and 
engineering.  The bid must also include providing three-dimensional computer renderings 
of the proposed building for informational and fundraising use on the MCSD website.  
 
The following phases are important milestones for MCSD: 
 
 PHASE 1:  REVIEW OF EXISTING DOCUMENTS / PLANS 
 
 In this phase the selected design professional consultant is to review the existing 

McKinleyville Activity Center’s design, construction and materials, and review the 
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preliminary program drawings and reports for the proposed Teen/Community Center 
facility.  (MCSD’s record construction plans for the existing McKinleyville Activity 
Center will be made available to the consultant.) 

 
 The design professional is also to meet with MCSD project team to review the specific 

activities to be conducted in the new facility and finalize project programming.  (At least 
two meetings are anticipated, one for the project start up and one for follow-up input and 
review.)  The design professional will be responsible for preparing minutes of all 
meetings, documenting topics discussed, actions taken and actions required and provide 
copies to the MCSD project team members. 

  
 PHASE 2:   DESIGN DEVELOPMENT / 3-D RENDERINGS 
 
 In this phase the selected consultant is to prepare design development site and landscape 

plans, floor plans, exterior elevations and schematic building sections of the proposed 
design.  The selected consultant will be responsible to meet with the MCSD project team 
to review the proposed design and provide feedback.  Final design development drawings 
are to be of a quality and detail required to generate 3-dimensional computer renderings 
of the new Teen/Community Center for use on the MCSD website for public information 
and fundraising efforts.  The design development drawings and computer renderings are 
also to be used by the consultant for a presentation to the McKinleyville Community 
Services District Board of Directors.   

 
 The design professional will be responsible for preparing minutes of all meetings, 

documenting topics discussed, actions taken and actions required and provide copies to 
the MCSD project team members.  

 
 A Statement of Probable Construction Cost is to be provided at the completion of 

the Design Development Phase. 
 
 PHASE 3:   FINAL PLANS, SPECIFICATIONS AND BIDDING DOCUMENTS 
 
 In this phase the selected consultant will prepare final plans, specifications and bidding 

documents for the new Teen/Community Center.  The selected consultant will be 
required to work closely with MCSD staff in preparing suitable plans, specifications and 
bidding documents. The new Teen/Community Center facility will require cable 
infrastructure to be installed for computers, telecom, intercom, printers and a video 
surveillance system. The consultant will be responsible to meet with the MCSD staff to 
review proposed equipment and systems.  There must be plans provided at specific 
increments for owners review, markup and feedback. 

 
 A Statement of Probable Construction Cost is to be provided when the Construction 

Documents are 90% complete and should consist of advising MCSD of any adjustments 
that need to be made prior to issuing the Construction Documents for bidding.  Any costs 
relating to revisions required to be made are the responsibility of the consultant A/E team 
and not MCSD. 
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 The design professional consultant will be responsible for preparing minutes of all 
meetings, documenting topics discussed, actions taken, and actions required and provide 
copies to the MCSD project team members. 

 
 Letting the project for bid, along with advertising, will be the responsibility of MCSD.  

The design professional consultant will be responsible for providing electronic and 
reproducible copies of the bidding documents (plans, specifications, etc.) and any 
addendums to the bid documents.  The consultant will not be responsible for the 
reproduction of the bidding documents. 

 
 PHASE 4:   CONSTRUCTION ADMINISTRATION 
 
 In this phase the consultant will be responsible for construction administration during the 

construction phase of the project.  This phase will last through the entire construction 
phase and into the occupancy phase.  The following list is only a summary of the main 
responsibilities required during this phase.  County of Humboldt Plan Check and 
Building Permit fees are to be paid by MCSD. 

 
 Contractor interviews 
 Weekly project meetings 
 Building permit coordination  
 Pay application review 
 Submittal review 
 Shop drawing review 
 Request for Information (RFI) answering  
 Prepare Change Orders and Construction Change Directives 
 Weekly reports to MCSD 
 Monthly status presentations to the MCSD Board of Supervisors 
 Schedule reviews 
 Preparation of as-built drawings 
 Closeout and turnover 

 
 
III.   Project Control 
 
 1.  The consultant will meet with selected representatives on a regular basis or as 

determined necessary by the MCSD Project Manager to review progress and provide 
necessary guidance to the consultant in solving problems which may arise. 

 
 2.  Although there will be continuous liaison with the project team, the MCSD Project 

Manager will meet as often as required with the consultant’s project manager for the 
purpose of reviewing progress and providing necessary guidance. 

 
 3.  The consultant will on a regular basis, submit brief written summaries of the work 

accomplished during the reporting period, work to be accomplished during the 
subsequent reporting period, real or anticipated problems and notification of any 
significant deviation from previously agreed upon work plans. 
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 4. Within 10 working days of the award of contract, the consultant will submit to the 
MCSD Project Manager for approval a work plan which includes the following: 

  a.  The names and titles of personnel assigned to the project for the consultant and  
 sub-consultants. 

  b.  The project breakdown showing subprojects, activities and tasks 
  c.  The time-phased plan for completing the project. 
 
 
IV.   Submittal Process and Details  
 
 Proposals should include the following: 
 
 1.  Consultant’s name, address, and name of primary contact person. 
 
 2. Provide a brief overview of your company including type of ownership, number of 

years in business and number of employees.   Furnish your business philosophy, 
mission statement, management structure, organization chart. 

 
 3.  Provide samples of related / comparable past projects that would serve as examples of 

experience and expertise necessary for this project.  For each project identify the 
current staff working for the Consultant who have actually worked on the project.  
This is important because in many consultants’ lists of past projects, the individuals 
who actually worked on the project may no longer be employed by the Consultant. 

 
 4. The bidding Consultant is encouraged to include any recommended initial changes or 

improvements to the provided preliminary/conceptual plans (Appendix B), based on 
your professional insight and experience.  This should include a revised preliminary 
/conceptual floor plan that would address any proposed changes or improvements.  
Bidder’s conceptual design recommendations will be a factor in the review of your 
proposal. 

 
 5.  Provide a description of the specific staff which will comprise the project team for this 

assignment.  Include names, company names and contact phone numbers of up to three 
current customers this design team is working with. 

 
 6.  Document your expected workload during the project period (i.e. readiness to serve) 

and evidence of ability to work within tight time constraints.  Provide a draft of your 
proposed project schedule should you be awarded the contract. 

 
 7.  Provide the name, location and availability of intended sub-consultants.  (While 

MCSD does not require consultants to be local firms, availability to discuss design 
questions is a primary concern.)   A/E consultants are to be licensed in the State of 
California. 

 
 8.  Provide a proposed fee structure for the work to be performed, including costs from all 

anticipated subcontractors.  Provide a cost statement identifying hourly rates and 
expenses for this project.  (This contract will include no reimbursable expenses.) 

  This information must be included in the proposal. 
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 9. Provide a description of any work or services that would be performed “pro bono” as a 

charitable donation to McKinleyville Parks and Recreation. 
 
 10. Provide a list of client references. 
 
 11.  Indicate any professional organizations to which you belong and describe any design 

awards that may be applicable.  
  
 12. Minimum Insurance Standard Guidelines / General Liability Requirements of 

$1,000,000 and Professional Liability coverage with a minimum limit of $1,000,000 
each occurrence.   

  
 13. Identify and briefly describe any on-going legal proceedings or pending legal 

proceedings (arbitration, complaint or court action) filed by an owner or contractor 
against your firm for any project for which you provided architectural services in the 
past 5 years. 

  
It is not the intent of this RFP to solicit an overly long response, but it is important that the firm’s 
experience/expertise be adequately described.  It will, for example be much more useful to 
address abilities and current staff expertise directly comparable o this project than to include an 
exhaustive list of all projects completed by the firm.  MCSD staff will review the submitted 
proposals and will select firms to meet within an interview format to discuss the project and 
consultant qualifications in greater detail.  The selected consultant will meet with MCSD to 
negotiate final compensation for the project, and prepare a contractual agreement between 
MCSD and the consultant, as soon after the final selection as is reasonable.  A separate sealed 
estimate of breakdown of hours of the project team may be requested. 
 
 
V.   Preliminary schedule 
 
A project schedule shall be provided demonstrating the time elements in weekly intervals.  This 
project schedule must consider all major elements and their relations, as described in the Scope 
of Services.  Please submit your proposal to meet the following proposed schedule: 
  
 Pre-bid walkthrough date  January 10, 2012 
 
 Deadline for proposals  February 15, 2012 
 
 Complete review of proposals/ March 30, 2012 
 Selection of firms to interview 
 
 Candidate Interviews   April 4–20, 2012 
 
 Contract Award   May 1, 2012 
 
 Kick off meeting   May 15, 2012 
  
 Construction Bidding   1st quarter 2013 
 
 Construction begins   2nd quarter of 2013 
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VI.   Selection Process   
 
The MCSD Project Team will make the final selection for the contract award.  Prior to final 
selection, a short list of up to three firms may be selected and required to present additional 
information, make presentations and be interviewed by the MCSD Evaluation and Selection 
Project Team. 
 
If an award is made as a result of this RFP, it shall be awarded to the consultant whose proposal 
is deemed most advantageous by MCSD with regard to price and other factors including but not 
limited to responses to RFP submittal requirements, demonstrated technical ability and expertise, 
financial stability, reference calls and/or recommendations, memberships, licenses or any other 
applicable certifications, presentations to the MCSD Evaluation and Selection Project Team and 
others (if applicable), work/product samples and any additional criteria deemed appropriate by 
MCSD which would lend itself to establishing the consultant’s viability to perform the work as 
outlined in this RFP. 
 
MCSD shall attempt to negotiate a contract with the consultant with the consultant who offered 
the most advantageous proposal at a price which MCSD determines is fair and reasonable.  If 
MCSD is unable to negotiate a satisfactory contract with the firm selected at a price MCSD 
deems fair and reasonable, negotiations with that firm shall be formally terminated and MCSD 
shall select the next best proposal and continue until an agreement is reached or the process is 
terminated. 
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SIGNATURE PAGE 
 
 
Proposed costs must be provided; the selected consultant will meet with MCSD to negotiate final 
compensation for the project and prepare a contractual agreement between MCSD and the 
consultant.  The undersigned agrees to enter into an agreement with MCSD to provide the 
services described for: 
 
$   ___________________________ 
 
_________________________________________________________ (above amount in words) 
 
 
 
____________________________________________________ 
Signature     Date 
 
____________________________________ 
Print Name 
 
____________________________________ 
Title 
 
____________________________________ ___________________________________ 
Company Name     Type of Business (Corporation, Partnership, 
       Sole Proprietorship, LLC) 
___________________________________ 
Company Address 
 
____________________________________       
City   State  Zip 
 
_____________________________________ 
Telephone # 
 
_____________________________________ 
Fax # 
 
_____________________________________ ____________________________________ 
Email       Federal Tax ID # 
 
 
The above individual is authorized to sign on behalf of the company submitting the proposal.  
This bid is valid for 90 days from the date of the above signature.  The Contractor/ Consultant 
will be required to provide insurance certificates and sign a Standard McKinleyville Community 
Services District Service Contract (Appendix A). 
 
Note:  Please include this completed form in your proposal.  Thank you.  
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NON-COLLUSION CERTIFICATE 
 
 
I certify that this response is made without prior understanding, agreement or connection with 
any corporation, firm or person submitting an offer for this Request for Proposal, and is in all 
respects fair and without collusion or fraud. 
 
The below signed bidder has not divulged to nor discussed or compared his/her response with 
other bidders and has not colluded with any other bidder or any other parties to this RFP 
whatsoever.  Note:  No premiums, rebates or gratuities to any employee or agent are permitted 
with, prior to, or after any delivery of materials and/or services.  Any such violation will result in 
the cancellation of services as applicable. 
 
 
 
____________________________________________________ 
Signature     Date 
 
____________________________________ 
Print Name 
 
____________________________________ 
Title 
 
____________________________________  
Company Name 
      
___________________________________ 
Company Address 
 
____________________________________       
City   State  Zip 
 
 
 
The above individual is authorized to sign on behalf of the company submitting the proposal.   
 
 
Note:  Please include this completed form in your proposal.  Thank you.  
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