1.0 REQUEST FOR PROPOSAL (RFP)
The purpose of this policy is to provide a uniform process for the issuance, evaluation,
and selection of competitive proposals for services and/or customized goods.
1.1 Definition
Request for Proposals (“RFP”) is a competitive proposal process whereby the City
solicits proposals from potential proposers. The RFP process is used for requirements
in which the desired outcome is known, but it is difficult to define the methodology or
the exact materials or services required to achieve the desired results.
Objectives of the RFP process are to:
(a)

Describe the City’s requirements and desired outcomes within a written
specification;

(b)

Solicit proposers for their proposed solutions;

(c)

Describe key criteria to be used in the evaluation of proposals;

(d)

Outline the terms and conditions under which the proposer(s) will operate or
supply goods and/or services.

The City should use its best efforts to ensure that any RFP is as complete and thorough
as possible, however should the scope of work or services of any RFP increase by
twenty-five percent (25%) or more after publishing the RFP, that RFP should be
withdrawn and any proposals rejected and a new RFP should be issued that includes the
increased scope of work or services.
1.2 Use of an RFP
Contracts for goods or services with an estimated value greater than the amount stated in
Roseville Municipal Code (“RMC”) Sections 4.12.090 and 4.12.095 must be awarded by
the use of competitive bids or an RFP, unless exempted by the City Council or
law. Contracts for goods or services estimated to be equal or less than the amount stated
in RMC Sections 4.12.090 and 4.12.095 may be awarded upon conclusion of informal
interviews by representatives of the initiating department and other City staff, including
the Purchasing Division (“Purchasing”), or by an RFP, as may be appropriate.
Notwithstanding the foregoing, qualifying goods or services may be procured without
issuing a RFP. A qualifying good or service is one where there is only a single source for
obtaining the particular good and/or service. Examples of sole source goods or services
include, but are not limited to, patented, copyrighted, licensed items, specialized test
equipment/facilities, critical schedule requirements, unique services, and standardized
goods or services for which there is only a single source. Prior to contracting with a sole

source, the initiating department shall complete the sole source authorization form.
Furthermore, with respect to professional services with an estimated amount exceeding
the amount stated in RMC Sections 4.12.090 and 4.12.095, such services may not be
procured through sole source without the prior authorization of the City Manager and
City Attorney.
1.3 Public Notice
Public notice of the RFPs shall be given in the same manner as provided in RMC
Section 4.12.090.
The originating department (“Department”) should also generate a list of potential
proposers to notify and direct them to the RFP section of the City’s website to access the RFP.
1.4 Form of Proposal
a) City staff must use the City’s latest version of the RFP template for the initial framework
of the document and the City’s Purchasing Guidelines should also be referred to. The RFP
content should define the Department’s needs and describe the scope of the work,
allowing the potential proposer to develop the project details.
(b) Late proposals shall not be accepted, however staff may extend the time for
submission of all proposals.
(c) Each proposal must be signed by an authorized representative of the proposer and
include the legal name of the proposing organization and the signer’s title. By
signing the proposal it is presumed that the signer has authority to bind the proposer
to the proposal’s terms.
(d) RFPs are scored based on the criteria presented in the RFP. Proposers may propose
any method or process to satisfy the scope of work in the RFP that maximizes
responsiveness to the criteria stated in the RFP.
1.5 Evaluation Factors
Award of a RFP shall be made to the responsible proposer whose proposal is determined,
through a formal evaluation panel process, to be the most advantageous to the City after
the evaluation panel has taken into consideration the evaluation factors set forth in the
RFP. A master averaged score sheet shall be created based on the evaluation panel’s
initial evaluation. Proposals shall be scored according to the criteria stated in the RFP.
Proposals submitted will be reviewed by an evaluation panel. Members of the evaluation
panel shall be comprised of City staff and at the option of City may include non-City staff
upon approval of the City Manager and City Attorney. After the initial evaluation,
proposers that have submitted the best and most complete proposals may be invited to

one or more interviews. The number of proposers invited to an interview may vary
depending upon the number of proposals submitted.
The RFP may indicate the relative importance of evaluation factors. The following are
representative evaluation criteria that may be considered by the Department when
preparing a RFP:
(a) Reputation and Experience. Does the proposer have a reputation of being reliable,
delivering on schedule, and performing tasks to the satisfaction of his / her clients?
Does the proposer have sufficient experience in the kind of work required?
(b) Capability and Availability of Staff. Does the proposer have qualified and
experienced staff needed to perform the work?
(c) Understanding of the Problem. Does the proposer demonstrate a thorough
understanding of the issues and has it developed a relevant and effective approach?
(d) Proximity of the Proposer. Although no preference shall be given to local businesses,
proposer’s office and / or staff proximity to City of Roseville offices or work
location as it relates to the proposer’s ability to be responsive to the project
requirements may be considered.
(e) Cost. Whenever possible and appropriate, a proposer’s fee or hourly rate should be
secured as part of the proposal and considered in the evaluation process. Whenever
possible, RFPs should specify methods of submitting proposed costs that can be
compared directly with competing proposals.
The City reserves the right to make a selection without interviews; therefore, the proposal
should be submitted on the most favorable terms that the proposer might propose.
Should the City elect to conduct interviews with any proposers, the following criteria shall
be considered and each proposer ranked by the evaluation panel during the interview
process:
a) Quality of presentation
b) Ability to meet the City’s business goals
c) Communication style
A contract will be negotiated with the proposer considered best meeting the City’s need for
the project. In the event a mutually satisfactory contract cannot be negotiated with the
City’s first choice, negotiations may be terminated and commenced with the proposer
considered next best in meeting the City’s needs for the particular project.
The selected proposer will be required to execute a City prepared contract. The contract
may further refine the scope of services and will provide for the terms and conditions of
employment.

Evaluation Score Sheets. Upon a request pursuant to section 1.8 below, a proposer is
entitled to a master averaged score sheet that reflects the averaged evaluation scores of the
proposers during the evaluation panel’s initial evaluation and the ranking of proposers from
any interview (individual score sheets and/or notes are temporary and are not retained
following a determination of the evaluation panel). The master score sheet and ranking shall
be prepared by City staff prior to notifying any proposers of the results.
1.6 Discussions with Proposers and Revisions to Proposals
(a) As provided in the RFP, discussions may be conducted with responsible proposers.
These discussions shall be for the purpose of clarification to assure full understanding
of, and responsiveness to the solicitation requirements. The proposers shall be
accorded fair and equal treatment with respect to any opportunity for discussion and
revision of proposals, and such revisions may be permitted prior to the evaluation
panel’s determination of the award recommendation for the purpose of obtaining best
and final proposals. In conducting discussions, there shall be no disclosure of any
information derived from proposals submitted by competing proposers.
(b) After the evaluation panel has determined the proposer(s) to be recommended for
award, the Department may enter negotiations with the recommended proposer(s) to
finalize proposed services and price before the evaluation panel’s formal notice of
intent to award is made.
1.7 Award Process
(a) The award is made to the proposer(s) that is determined to best meet the overall needs
of the City. For contracts for goods or services with an estimated value greater than
the amount stated in RMC Sections 4.12.090 and 4.12.095, the award of such contract
is expressly contingent upon City Council approval and the availability of funds. City
staff may not legally bind the City to a contract with an estimated value greater than the
amount stated in RMC Sections 4.12.090 and 4.12.095.
(b) Rejection of RFP. The City reserves the right to reject any or all proposals, to waive
defects or irregularities in any proposal or in the RFP process, and to offer to
negotiate or contract with any proposer(s) in response to any RFP. RFPs do not
constitute any form of offer to contract.
(c) Multiple Award. The City reserves the right to award the contract to multiple
proposers when applicable.
(d) A formal notice of the intent to award to the recommended proposer(s) shall be made
by the Department.
1.8 Public Disclosure

In accordance with the California Public Records Act, proposals submitted in response to
a RFP, master averaged score sheets from the initial evaluation, and/or rankings from any
interview shall be made available upon a public records request only after: (1) the
proposal evaluation process is complete, (2) a contract has been negotiated, and (3) notice
of intent to award has been made and/or the contract is placed on a City Council meeting
agenda.
1.9 Protests
(a) Protest Requirements
(1) Any proposer who is aggrieved in connection with the solicitation or award of a
contract may file a protest with the City Clerk’s office. The protest must be
received in writing by the City Clerk’s office within seven (7) calendar days after
such aggrieved proposer 1) knows or should have known of the facts giving rise
thereto or 2) the date of the notice of intent to award, whichever is sooner. In no
event shall a protest be allowed after an award has been made by City Council. If
the seventh calendar day falls on a weekend or City holiday, the protesting party
may submit the protest prior to close of business on the first business day
following such weekend or holiday. Failure to submit a timely protest shall bar
consideration of a protest.
(2) RFPs must include a notification to prospective proposers of this protest policy.
(3) Departments must notify and consult with Purchasing and the City Attorney’s
Office immediately upon becoming aware of any potential or actual protest. In the
event of a proper protest, the RFP process shall be stayed pursuant to Section 1.9
(d) of this Policy.
(b) Grounds for Protest
(1) The alleged grounds for protest shall be limited to the following: (a) computation
errors, (b) violations of local, state, or federal law, or (c) the City failed to follow
the procedures specified in this Policy.
(2) The protest shall state all grounds claimed for the protest and include supporting
documentation. Failure to clearly state the grounds for the protest and provide
supporting documentation shall be deemed a waiver of all protest rights.
(c) Administrative Review
Upon receipt of the protest in accordance with Section 1.9 (a), and after determining
the protest was properly filed, the Department Director shall provide a copy of the
protest to other proposers who might become aggrieved as a result of the protest and
issue a written decision within fourteen (14) calendar days after receipt of the protest.
The protest will be evaluated by the Department Director, the City Attorney’s Office,

and the Purchasing Manager. The protesting proposer shall promptly provide any
information requested by City staff as part of such investigation. The decision shall
either deny or uphold the protest and include reasons for the decision. The written
decision shall be final.
(d) Stay of Action During a Protest
In the event a protest is filed under Section 1.9, the City shall not proceed further with
the award of the contract until the protest is resolved, unless:
(1) The Director of Central Services makes a determination that the award of the
contract without delay is necessary to protect a substantial interest of the City, or
(2) The City decides to reject all proposals and issue a new RFP.

