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LEGAL NOTICE     

 

 REQUEST FOR QUALIFICATIONS AND PROPOSAL  

 
RFP # 2024-03 

Electrical Design Services and Other Related 
Professional Engineering Services and 

Recommendations for 
Emergency Electrical Generator System 

 Town of Hebron and Regional School District 8    
 

The Town of Hebron and Regional School District 8 is soliciting qualifications and 
proposals from Electrical Engineering Firms to provide the Evaluation of the Existing 
Electrical System at the RHAM Middle and High Schools and to provide 
Recommendations, Design, Bid Documents, Contract Administration, and Closeout for an 
Emergency Electrical Generator System capable in allowing both the RHAM Middle and 
High Schools (”The  Schools”)  to become full-service Emergency Shelters. 

The RFQ/RFP documents are available on the Town of Hebron website: 
https://hebronct.com/bids/; CT DAS website https://biznet.ct.gov; or by contacting the 
Hebron Town Manager’s Office at (860) 228-5971 x 130 or via email to 
dlanza@hebronct.com. 

The selected Electrical Firm (The Firm) shall be the “Lead” on the Project.  The Firm shall 
demonstrate their experience in similar post construction and retrofitted installations of 
emergency electrical generators.  The Statement of Qualifications and Proposal must 
identify both the lead Electrical Engineer and the Electrical Project Manager (E/PM), if not 
the same individual, that is experienced in such similar projects that will be responsible for 
undertaking the evaluation, recommendations, design, bid document preparation, contract 
administration, and closeout of the project.  The designated E/PM shall have been 
responsible for at least three (3) of the five (5) or more listed projects and shall be similar 
in nature.  

The selected Firm shall obtain and include in its proposal, the services, including but not 
limited to, the following disciplines: Civil Engineer, Landscape Architect, Structural 
Engineer, Mechanical (Including Energy and Building Management), Electrical (Including 
Data, Technology, Security and Telecommunications), Fire Protection Engineers, all 
registered in the State of Connecticut.  Their scope of work shall include, but not be limited 
to: reviewing the existing middle and high schools, and providing their recommendations 
for the project design and submit such to the Hebron Public Building Committee (The 
Committee). 

It is the intent of the Town of Hebron to award the work under this request for 
proposals to one Electrical Engineering firm. 

 

https://hebronct.com/bids/
https://biznet.ct.gov/
mailto:dlanza@hebronct.com
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Pre-proposal site visits will begin at the RHAM High School, 85 Wall Street, Hebron, 
Connecticut, on Tuesday, October 31, 2023 at 3:00 p.m.  Site visits are not mandatory; 
however, it is recommended interested parties attend in order to be familiarized with the 
project.  All visitors must check in and assemble at the RHAM High School Main Office in 
order receive clearance and ID badges.   
 
Proposers that would like to re-visit RHAM Middle and High Schools site subsequent to 
the Pre-proposal Conference should contact the Andrew Tierney via e-mail at: 
atierney@hebronct.com. 

Firms responding to the RFQ/RFP should submit a sealed proposal including:  one (1) signed 
original and eight (8) printed copies along with an electronic version on a flash drive to:  Town of  
Hebron c/o Andrew Tierney, Town Manager, Town Office Building, 15 Gilead Street, Hebron, 
Connecticut 06248.  All proposals must be in HARD COPY format and be received no later than 
10:00 a.m. on Friday, November 17, 2023. 

The Town of Hebron reserves the right to waive any defect in any proposal and reserves the 
right to reject any/or all proposals or any part thereof. Proposals, amendments to or 
withdrawals of proposals received after the time set for the  receipt of proposals will not be 
considered. 

All proposals are subject to and must comply with the equal opportunity and non-
discriminatory provisions set forth in the Affirmative Action Policies of the Town of Hebron. 

 
Date: October 16,  2023  
Hebron, Connecticut Andrew J. Tierney Town Manager 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
  
 

mailto:atierney@hebronct.com
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EXPECTATIONS 

 
The Project consists of evaluating the existing electrical systems at both the 
Middle and High Schools; enlisting input from the various stakeholders; reviewing 
the State Building Code to determine all the building systems that must be 
provided with emergency electrical back up power in order that both the Middle 
and High Schools can become full-service emergency shelters.  In addition, both 
the Middle and High Schools School have operations and systems that are 
currently supported by the existing emergency electrical generator.  Backup power 
must be provided and maintained while the new proposed emergency electrical 
generator is being installed. The Middle and High Schools serve residents of 
Hebron, Andover, and Marlborough. 
 
The Town will execute all agreements and approvals as recommended by the 
Hebron Public Building Committee.   

 
The selected Firm will coordinate with all Authorities Having Jurisdiction (AHJ) 
including, but not limited to the CT Department of Energy and Environmental 
Protection, Eversource, Town of Hebron, Regional School District 8 Board of 
Education, Regional School District 8 Superintendent of Schools, RHAM Middle 
and High School Principals, Regional School District 8 Facilities Manager, Building 
Official, Fire Marshal, Planning and Zoning Commission, Department of Energy 
and Environmental Protection (DEEP), Department of Community and Economic 
Development (DECD), and any other State and Municipal agencies or 
departments that may be involved. 
 
The selected Firm will be expected to include within the emergency electrical 
generator, backup power to all systems and operations mandated in order to 
comply with all current Federal and/or State Codes and with ADA and/or 
accessibility requirements. 
 
 

BACKGROUND 

 

REGIONAL SCHOOL DISTRICT # 8 

 

Regional School District # 8 is the Administration that oversees the Middle and 
High Schools that serve students from the Towns of Hebron, Andover, and 
Marlborough.  Both schools are located on Wall Street in Hebron.  
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RHAM High School  

 

RHAM High School is located at 85 Wall Street and was constructed beginning in 
2001 and completed in 2003. It is approximately 246,000 square feet and all 
educational spaces are located in a two-story building.  The school supports 
Grades 9 through 12 and the current student enrollment is approximately 815 
students. There is currently a 500 KW emergency electrical generator that 
provides back up services to a limited number of critical systems and operations to 
both the Middle and High School. The existing generator provides back up power 
to the following operations and systems in the High School: 

• Sprinkler Fire Pump (Serves Both Schools) 

• Sprinkler Jockey Pump (Serves Both Schools 

•  Sprinkler Pump Annunciator Panel (Serves Both Schools) 

• Fire Alarm Control Panel 

•  Domestic Water Supply Pumps  

•  A/C Unit for Head End Room 

•  All Telecommunications Closets/Equipment 

• All Four Boilers and Associated Circulating Pumps (Centralized Heating 
Plant Serves Both Schools) 

•  Three Mixed Temperature Circulating Pumps   

•  Boiler Room Combustion Air Heaters  

•  Domestic Hot Water Tank  

•  Dietary Hot Water Tank  

•  Elevator in Section B   

•  Dietary Walk-in Refrigerators and Freezer  

•  Functional Lighting-Cafeteria and Kitchen-only 1/3 on Emergency Power 

• Functional Lighting-Classrooms, Corridors, Gym, and Elevator Lighting-only 
a 1/3 are on Emergency Power 

• Functional Exterior Lighting-only 1/3 are on Emergency Power 

 

Currently, not on emergency electrical power are the following: 

• Exhaust Fans 

• RTU/AHU Motors 

• HVAC Supply and Return Fans 

• Electronic Sinks 

• Kitchen Equipment 

• Main Office  

• Typical Electric Outlets 
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RHAM Middle School 

 

RHAM Middle School was renovated in 2004 and the building is a two-story 
building and occupies approximately 118,000 square feet. The school supports 
Grades 7 and 8 and the current student enrollment is approximately 389 students. 

 

The existing 500 KW emergency electric generator also provides back up power at  
the Middle School to the following operations and systems: 

• Functional Lighting-Servery and Cafeteria 

• Functional Lighting-Classrooms, Corridors, Gym, and Elevator Lighting 

• Two Roof Top Exhaust Fans 

• All Telecommunications Closets/Equipment 

• Elevator  
 

INVESTIGATION AND CONFIRMATION 
 

However, it shall be the Consultants full responsibility to investigate and confirm all 
existing systems and operations that are currently being supported at both school 
buildings with backup power by the existing emergency electrical generator.  All 
systems and operations must be included in the design of the new emergency 
electrical generator. 

 

PROJECT FUNDING 

 

The Town of Hebron was provided a grant in the amount of $2,000,000 from the 
Department of Economic and Community Development in order to fund the 
Project. 

 
SCOPE OF SERVICES 

The selected Firm will provide a comprehensive analysis and evaluation of the 
existing systems within the Middle and High Schools in order to ultimately provide a 
complete and comprehensive design, bid documents, contract administration, and 
project closeout, in order to facilitate the installation of an emergency electrical 
generator of a size and capacity to allow both the Middle and High School to 
become full-service emergency shelters. 

The Firm shall, as part of their Design and Bid Documents, provide the following, 
including, but not limited to the following: 

• Single Line Drawings; 

• Load Calculations for Generator Sizing; 



TOWN OF HEBRON, CONNECTICUT 
Request for Qualifications/Request for Proposal 
RFP # 2024-03 
Electrical Design Services and Other Related Professional Services 
Emergency Electrical Generator System 
Regional School District 8 RHAM High School/RHAM Middle School 
October 16, 2023 
 

 7  

• Panel Schedules; 

• Plan and Sections View of New Equipment Locations; 

• Conduit Routing Plans; 

• Grounding Plans: 

• Landscaping, Civil, Structural, Mechanical, Fire Protection Drawings as may 
be required; 

• Electrical and Controls Drawings, including wiring Schematics for all new 
systems and connections to new systems; 

• Any and all other items required by referenced codes, standards, and 
ordinances; 
 
CIVIL/STRUCTURAL DESIGN REQUIREMENTS: 
 

• The Firm shall be responsible for the design of all equipment and device 
supports and foundations required for a complete installation of the new 
emergency electric generator; 

• The Firm shall provide an erosion and sedimentation plan detailing areas 
that will be disturbed and the measures to be employed by the Awarded 
Contractor for maintaining the control over the disturbed areas to prevent 
negative impacts during adverse weather conditions; 

• The Firm shall be responsible for all surveys and geotechnical analysis 
required for the new foundation system that is required to support the new 
emergency electric generator; 

• The Firm shall include in their design fuel spill control and containment 
measure associated with the emergency electric generator including, but 
not limited to: structures, diversion trenches; berms and spillways.  Fuel 
storage and spill containment systems shall be designed in accordance with 
EPA, Federal, State, and local regulations. 

• The Firm shall provide an overall Site Plan that shows the following, but not 
limited to: the placement of the new equipment; the extent of the areas 
requiring excavation and backfill for new conduit and feeder installations; 
the extent of disturbances requiring the removal and replacement of the 
existing paved and landscaped area; removal and relocation of existing site 
utilities including, but not limited to electrical, storm, sewer, and gas lines. 
 

The selected Firm shall also provide budget and cost estimates throughout the 
pre-construction phase of the project. 
 

RHAM High School was constructed beginning in 2001 and completed in 2003. It is 
approximately 246,000 square feet and all educational spaces are located in a two-
story building.  There is currently a 500 KW emergency electrical generator that 
provides back up services to a limited number of critical systems and operations.  
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RHAM Middle School was renovated in 2004 and the building is a two-story 

building and occupies approximately 118,000 square feet. The school supports 
grades 7 and 8 and the current student enrollment is approximately 389 students. 

 

The Firm will be expected to include emergency electrical back up power to all 
systems and operations mandated in order to comply with current Federal and/or 
State Codes and with all ADA and/or accessibility requirements. 

Some of the systems that are expected to powered by the new emergency 
electrical generator, include, but are not limited to: Heating, Cooling, Ventilation 
Systems, Building Management Systems (BMS), Hot Water Heating Systems, 
Domestic Water Pump Systems and Distribution Systems, Food Service 
Equipment, Fire and Life Safe Systems, ADA Systems, Security and Intrusion 
Systems, Telecommunications Systems, Information Technology Systems (IT); 
Building Management Systems (BMS); critical and select Lighting and Power 
Systems; select power and lighting to Science Classrooms and their associated 
Prep Rooms.  

 

It is anticipated that, at a minimum, the following areas within both the Middle and 
High Schools will need to be fully powered as part of an emergency shelter: Main 
Office, Kitchen, Cafeteria, Gymnasium, Locker Rooms, and adjacent Toilet 
Rooms, etc. 

 

The Town of Hebron and Regional School District 8 are aware that the current 
lead time after approvals of an emergency electrical generator of the approximate 
size and capacity that would be required is currently running in the range of 18 
months.  As such, all Firms should take that into consideration as they compile 
their RFQ/RFP proposals.  

 

During the installation of the new emergency electrical generator, the existing 
emergency generator or a temporary one must be operational as both the Middle 
and High School must always have back up electrical power to their existing 
services and operations. 

 

Upon startup of the generator, transfer/switching from utility power to generator 
power and transfer/switching back to the utility supply upon restoration of power  

(after a programmed time, delay) shall be completely automatic, with no manual    
operations required.  

 

When operating under normal conditions the emergency electrical generator shall 
be designed so that the fuel storage capacity will provide the longest running time 
and therefore minimizing the requirement for refueling. 
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It is assumed, that based on the required size of the emergency electric generator 
that the power source will need to be diesel; however, the Firm should evaluate 
the use of natural gas which is available on the site. 

 

The Firm shall evaluate the noise that the proposed emergency electrical 
generator will be generating under full load and specify any additional sound 
mitigation and/or enclosures that may be required above and beyond the sound 
enclosure that will be part of the generator assembly.  This is of particular concern 
in that the school may need to be used as an overnight shelter for sleeping. 

 

The Firm shall evaluate the emissions requirements and shall specify new 
equipment to meet and exceed all applicable standards and regulations.  The Firm 
shall also determine if emission discharge permits are required and if so, obtain all 
necessary permits including all permit fees. 

 
The Firm shall evaluate and address in their design that the emission fumes will be 
directed away from the buildings and that there will be no risk of them entering in 
while the emergency electric generator is operating.   
 
The Firm shall provide a design and services that is compliance to all state and 
federal regulations as it relates to emergency engine use and permitting. 
 
The existing emergency electrical generator currently operates under the 
Regulations of Connecticut State Agencies (RCSA) section 22a-174-3b(e).   
It is anticipated that the new generator will also 
be constructed/operated under RCSA section 22a-174-3b(e).   
 
The Electrical Engineering Firm (or consulting firm) shall be responsible for 
completing and filing with the CT Department of Energy and Environmental 
Protection (DEEP) form relative to MASC (Maximum Allowable Stack 
Concentrations) as per Section 29.  
 
However, the new emergency electrical generator may be subject to additional 
State and Federal Regulations. As such, it shall be the responsibility of the 
Electrical Engineering Firm (or consulting firm) to ensure that they submit and 
obtain on behalf of the Town and RHAM all of the proper and required permits, 
initial notifications, and written guidance as per the State and Federal Regulations 
as they will apply to the emergency electrical generator. 
 
If a conflict arises during the permitting process between the State and Federal 
guidelines and requirements, the Electrical Engineering Firm shall comply with the 
more restrictive and stringent ones.   
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The Firm shall provide a design that locates the new automatic transfer switches 
(ATS) and all related remote controls within the Main Electrical Rooms of the 
Middle and High Schools. The ATS shall include software to provide the weekly 
exercise function that will automatically tests the generator at a time specified by 
the High School. 

 

The Firm should also anticipate that the final design may require the installation of  

multiple Automatic Transfer Switches (ATS) and other means to properly shut 
down and restart the schools’ equipment when the source of the electrical power is 
moved from the utility company to the emergency electrical backup generator and  

then ultimately restored.  This may also require that the existing Building 
Management System (BMS) be used and possibly modified (e.g., load shedding) 
to also accomplish the safe shut down and then the power restoration to the  

equipment.    

 

ORIGINAL CONSTRUCTION DRAWINGS 

 

Included as part of this RFQ/RFP are the following drawings from the original 
Construction of both the Middle and High Schools.   

 

• Site Drawings-Six (6)-Dated January 20, 2001 with a revision date of 
February 28, 2001; 

• RHAM High School-Forty-Four (44) Electrical Drawings-Dated January 20, 
2001 with a revision date of June 22, 2001 

• RHAM Middle School-Twenty-Two (22) Electrical Drawings-Dated 
September 9, 2002 with a revision date of December 16, 2002. 

 

These Documents are being provided for “information and use only” and 
they should not be relied on as being totally reliable as there were multiple 
series of “value management/engineering” that was undertaken to maintain 
the construction budget.  As a result, the actual field condition may vary 
from what has been depicted on the drawings.  

   
A Brief Outline of Awarded Consultants Responsibility 

Anticipated Professional Disciplines  

1. Electrical Engineer (Including Data, Technology, Security, and Telecommunications)  
2. Civil Engineer  
3. Landscape Architecture 
4. Structural Engineer 
5. Mechanical Engineer (Including Energy and Building Management Systems) 
6. Fire Protection  
7. Other (as determined by respondent)   



TOWN OF HEBRON, CONNECTICUT 
Request for Qualifications/Request for Proposal 
RFP # 2024-03 
Electrical Design Services and Other Related Professional Services 
Emergency Electrical Generator System 
Regional School District 8 RHAM High School/RHAM Middle School 
October 16, 2023 
 

 11  

General Requirements of The Firm 
1. Coordinate, communicate and seek input and information from all authorities having 

jurisdiction including, but not limited to the: 
1.1. Hebron Town Administration and Staff 
1.2. Hebron Public Building Committee 
1.3. Hebron Building Official 
1.4. Hebron Fire Marshal  
1.5. Regional School District 8 Board of Education  
1.6. Regional School District 8 Superintendent  
1.7. RHAM High Principals 
1.8. Regional School District 8 Facility Manager 
1.9. Eversource  
1.10. CT Department of Energy and Environmental Protection  
1.11. Department of Community and Economic Development  
1.12. Other Authorities Having Jurisdictions (AHJ) 

2. Attend meetings as required throughout Pre-Construction, Construction and Closeout 
and report progress, issues, and concerns, etc. with the Hebron Public Building 
Committee (the Committee) during all phases of the project. 

Task 1 – Investigation and Recommendations 

The Consultant shall review the existing documents provided by the Town of Hebron, 
conduct field investigations and staff interviews as required and determine the full 
scope of the work for new emergency electrical power systems and associated work 
needed. Minimally this work shall include, but not be limited to:  

a.  Investigate the existing emergency and normal power systems and review all of 
the available documents.  

b.  Evaluate and propose a complete and comprehensive emergency electrical power 
system including but not limited to a generator and automatic transfer switches to 
ensure that both the RHAM Middle and High Schools can be utilized as tri-Town 
Emergency Shelters that meets all of the State and Local requirements.  

c.  Prepare preliminary sketches to depict the proposed location of the emergency 
electrical generator on the site of the Middle/ High School.  

d. Provide preliminary cost estimates for the recommended emergency power 
systems.  

e.  Meet with the staff, stakeholders, Authorities Having Jurisdiction (AHJ) and the 
Building Committee as needed to review the Consultant’s findings, recommend a 
methodology for the project execution, and begin to determine the best and least 
disruptive strategies to pursue during the installation phase of the project.  
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f.    E/PM to attend an initial project kickoff meeting with The Committee to review 
project objectives, project scope, anticipated timelines, and milestones of the 
proposed project.  Issue and distribute minutes of meetings to the Committee 
members and involved parties within one week of said meeting. 

g. Review available existing plans and site related documents (if any) and conduct 
site visits in-depth investigations as necessary to gain a full understanding of 
existing conditions and identify all necessary required work to be included in the 
Construction Documents. 

h. Inspect site conditions to confirm existing documentation accurately portrays 
existing conditions. 

i. Adjust the recommendations so as not to exceed the Town of Hebron’s budget. 

 
 

Task 2 – Construction Documents   

 
Following the completion of Task 1, the Consultant shall prepare Construction 
Documents to fully articulate and define the intended design solution for bidding. The 
construction document process shall include, but not be limited to the following:  

a.  Prepare drawings, technical and bidding specifications, and detailed final 
engineering estimates of the cost for construction of all of the required work.  

b.  Conduct field meetings, staff interviews and site investigations as needed to 
determine the technical requirements as well as the technical capacity, feasibility, 
and overall impact to the Middle and High Schools operations of the intended 
improvements. The Consultant shall tailor the design and resulting construction 
documents as needed to respond to any site and/or operational limitations.  

c.  Review the draft construction documents with staff, stakeholders, Authorities 
Having Jurisdiction (AHJ) and the Building Committee and affected utility 
companies and regulatory agencies at 75% and 100% completion stages in order 
to obtain feedback and refine the documents.  

d.  Prepare permit applications and submit documents to all affected regulatory 
agencies and make all corrections required by those agencies prior to the 
solicitation of bids.  

e.  Provide design solutions that do not exceed the project budget. Modify the 
documents as needed to achieve this requirement.  

 

Task 3 – Bidding and Negotiations  

Following the completion of Task 2. the Consultant shall prepare Bid Documents, 
consisting of drawings, technical, bidding, and contracting specifications, as 
necessary. In addition to the preparation of the bid documents, the Consultant shall  
provide, but not limited to the following:  
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a.  Assist plan holders with any questions and/or problems encountered during the Bid 
period, prepare addenda to bidding documents as required and attend a pre-bid 
meeting to describe the scope of work and address questions.  

b.  Obtain copies of all bids received, review all bids, contact bidder references, and 
submit written recommendations to the Building Committee for contract award.  

 

Task 4 – Construction Administration  

Following completion of Task 3, and during construction, the Consultant shall provide 
a wide range of construction administration services including, but not limited to the 
following:  

a.  Prepare and distribute Construction Documents including incorporation of any 
bidding addenda and/or alternate bid item selections, i.e., provide a Conformed  

  Set of Bid Documents.  

b.  Attend pre-construction meetings, pre-installation meetings and progress meetings 
during the project in order to ensure that the work is being performed in 
accordance with the Construction Documents. The Consultant shall prepare 
progress reports documenting and summarizing the construction activities.  

c.  Review and approve or take other appropriate action on Contractor submittals 
such as shop drawings, product data, samples, and material approvals for 
conformance with the Construction Documents.  

d.  Review and approve Contractor Requests for Payment and other related 
documents, including tracking of lien waivers and the review of certified payrolls.  

e.  Review and respond to Contractor Requests for Information as required 
throughout the course of construction. The Consultant shall prepare Construction 
Clarifications and/or Change Orders with supporting documentation, drawings, 
instructions, and data as needed.  

 

Task 5 – Project Closeout 

Following completion of Task 4, the Consultant shall provide a wide range of 
construction administration services including, but not limited to the following:  

a.  Conduct inspections to determine Substantial and Final Project completion 
including preparation, distribution and review of Project punch lists, review, 
approval, and consolidation of warranties and close out documents required by the 
Construction Documents as assembled by the Contractor and approval of final 
payment upon compliance with the requirements of the Construction Documents.  

b.  Assist the Contractor with on-site startup, testing, problem solving and training for 
operation of the emergency electrical generator systems.  
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c.  Prepare and submit to both the Town of Hebron, Regional School District 8, and 
RHAM Middle and High Schools electronic As-Built Documents including all 
documents created for and during the project construction (AutoCAD, Version 
2014 or later for drawings, Microsoft Word for specifications). 

 

 

SUBMISSION PROCESS AND STRUCTURE 
 
Responses to this RFQ/RFP shall include, at a minimum, the following: 

1. Introduction and Statement of Qualifications –  

1.1. Provide description of your firm’s project team member’s experience, include 
similar information for all Consultants and Sub-Consultants Registration and 
experience, and number of years providing Emergency Electrical Generator Post 
Construction and Retrofit services similar to those outlined in the Scope of 
Services.   

1.2. Provide the name and qualifications of the Firm’s Lead Electrical Engineer and 
Electrical Project Manager/Inspector (if different) for the Project.   

 

2. Indicate the firm’s summary of services offered.  For the Firm/team, provide the 
name, title phone number and email of the desired contact person during the 
RFQ/RFP process. Include qualifications of all proposed consultants and sub-
consultants that would be involved in the project. 

3. Representative Projects and References - Provide a list of similar Emergency 
Electrical Generator Post Construction and Retrofit services or work products starting 
with the most directly relevant projects and client types.  Provide at least FIVE (5) 
specific references for relevant projects completed within the last 10 years, the more 
recent the better.  Three (3) of the listed projects should have been accomplished 
under the direction of the listed E/PM for this project.  Include the project name, 
location, primary client contacts, contact information, including phone number and 
email. Also, provide for each listed project the original construction budget and final 
construction costs. 

4. Project Understanding and Approach - Indicate the Firm’s familiarity with 
Emergency Electrical Generator Post Construction and Retrofit services of with similar 
project facilities, and understanding of the history and nature of the existing conditions 
and the objectives of the project.  Discuss the Firm’s approach to the project and 
provide a proposed Scope of Work if more varied or enhanced than the Scope 
outlined in this RFQ/RFP.  Note the Firm’s internal procedures and practices to 
ensure quality control, cost control, and timely completion of services. 
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5. Fees - Provide a lump sum fee proposal inclusive of all expected reimbursable 
expenses for the work within the Scope of Services for each Phase of the Project.  
Provide a fee schedule with standard billing rates for personnel that could work on the 
project.  

6. Invoice Format-All Invoices from the Firm must be submitted on a monthly and/or on 
a regular basis using the AIA Forms G702 and G703.  The invoice must provide 
adequate detail and breakdowns for all of the services that will be provided.  Please 
note that no other types of invoices will be accepted.    

7. Schedule - Provide an overall project schedule with timelines and milestones.  
Indicate how the timing of the project will be coordinated to minimize impact to the 
schools’ operations.  The schools’ operations must remain ongoing at all times 
throughout the project.  The proposed schedule must indicate specific dates and 
durations that allow disruptive elements of the evaluation to be done when schools 

are not in session. The Town of Hebron and the Regional School District 8 are aware 
that the current lead time after approvals of an emergency electrical generator of the 
approximate size and capacity that would be required is currently running in the range 
of 18 months.  As such, all Firms should take that into consideration as they compile 
their RFQ/RFP proposals. 

 

8. Form of Contract Agreement-The Contractual Agreement between the Town of 
Hebron and the awarded Firm shall be the AIA B101-2017-Standard Form of 
Agreement Between Owner and Architect.  An amended and edited copy of which is 
attached to this RFQ/RFP.  If the Owner awards a contract pursuant to this RFQ/RFP 
the responding firm affirmatively represents that it shall execute the attached 
agreement without modification or condition. 

 

Additional Requirements 

1. Insurance:   

1.1. The Town reserves the right to waive any portion or adjust downward the amount 
of insurance required depending on the exposures to the Town. The Selected 
Firm shall furnish a certificate of insurance to the Town Manager or his 
designee for the following insurance coverages within ten (10) days from 
contract execution. All insurance coverage shall be written with an insurance 
company licensed to conduct business in the State of Connecticut. Insurance 
coverage shall remain in full force for the duration of the contract term including 
any and all extensions. Such certificate of insurance shall specify that the Town of 
Hebron will receive thirty (30) days written notice of any cancellation, non-renewal 
or reduction in coverage and limits originally provided. 
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1.2. Any aggregate limit shall apply per project. Firm’s insurance shall be primary over 
any other valid and collectible insurance. Any deductibles are the sole 
responsibility of the Firm. Such policy shall name the Town of Hebron, Regional 
School District No. 8, Regional School District No. 8 Board of Education, the 
Building Committee for the Project and the State of Connecticut as “additional 
insured.”  On a primary  

1.3. Commercial General Liability including Premises-Operations, Independent 
Consultants or Sub-Consultants, Blanket Contractual, Products and Completed 
Operations, Broad Form Property Damage: 

$1,000,000 Property Damage per Occurrence 

$1,000,000 Combined Single Limit 

Property damage Liability for the following hazards if applicable: 

X (Explosion), C (Collapse), U (Underground damage). 

1.4. Comprehensive Automobile Liability covering owned, non-owned, hired, or 
leased vehicles. 

$1,000,000 Bodily Injury per Occurrence 

$1,000,000 Property Damage per Occurrence 

$1,000,000 Combined Single Limit 

1.5. Owners Protective Liability: 

On purchase orders where the cost of the work, or contract price, exceeds 
$100,000 or is hazardous in nature, there shall also be a $4,000,000 umbrella or 
excess liability layer over the underlying described above. In such case there shall 
also be required an Owners and the Firm’s Protective Liability policy issued 
naming the Town as named insured, with a $1,000,000 per occurrence limit. 

The wording for both named insured and additional insured shall read as follows: 
The Town of Hebron, Regional School District 8 (where appropriate), and its 
respective Officers, agents, and servants. 

1.6. Worker’s Compensation: 

In accordance with Connecticut State Statutes. 
Employers Liability Limit - $1,000,000. 

1.7. Professional liability – The firm shall provide Professional Liability Insurance 
(Errors and Omissions) coverage with a limit of at least $5,000,000.  The Insurer 
must be a recognized National Insurance Company. 
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1.8. Hold Harmless 

To the fullest extend allowed by law, the Firm and its Consultants agree to 
indemnify, defend, and hold harmless the Town of Hebron, Regional School 
District No. 8, Regional School District No. 8 Board of Education, the Building 
Committee for the Project and the State of Connecticut and their respective 
Officers, employees, agents and/or servants and volunteers against demands, 
claims, actions or causes of actions, losses, damages, liabilities, costs, and 
expenses, including without limitation, interest, penalties, court costs and 
reasonable attorney’s fees, asserted against, resultant to, imposed upon or 
incurred by the indemnified parties resulting from or arising out of the execution of 
the Work. The Certificate of Insurance must include a “Hold Harmless 
indemnification clause in the interest of the Town of Hebron, RHAM Middle 
School, RHAM High School, and the State of Connecticut.  The Consultant and all 
Subconsultants and other interests shall also be named.  Refer to the attached 
agreement for the full scope of defense, hold harmless and indemnification 
requirements. 

2. Non-Collusive Affidavit and Town of Hebron Code of Ethics Policy 

Any act or acts of misrepresentation or collusion shall be the basis for 
disqualification of any bid or proposal submitted by such person or company guilty 
of said misrepresentation or collusion. If the bidder has made any 
misrepresentations or has been involved in collusion and such conduct is 
discovered after the execution of an Agreement with the Town, the Town may 
cancel the Agreement without incurring liability, penalty, or damages. The attached 
Non-collusive Affidavit of Proposer form and acknowledgement of the Town Code  
of Ethics Policy must be submitted with the formal bid proposal. 

3. DECD (Department of Economic and Community Development) Grant 
Application Documents 

As part of the grant application the following documents were provided to the 
Town of Hebron by the Department of Economic Development.  Each respondent 
should carefully review them in order familiarize themselves with all of the 
obligations that they will need to comply with the during the entire design and 
construction process.  Those documents are: 

• State of Connecticut-Department of Economic and Community 
Development-Urban Action Grant Program 

• Department of Economic and Community Development-Project Financing 
Plan and Budget 

• Department of Economic and Community Development-Certified Resolution 
of the Governing Body 

• Department of Economic and Community Development-Bidding, 
Contracting, Construction Guidelines for State Programs 
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• Department of Economic and Community Development-Professional 
Services Selection Guidelines 

• State of Connecticut-Nondiscrimination Certificate 

• State of Connecticut-Campaign Contribution Certificate 

• Department of Economic and Community Development-Administrative and 
      Project Monitoring Plan Outline 

• Department of Economic and Community Development-SHPO Project 
Review Cover Form 

Directions for Submitting Proposals 

Firms responding to the RFQ/RFP should submit one (1) signed original and eight 
(8) printed copies along with an electronic version on a flash drive of sealed 
proposals to: 

Town of Hebron  

c/o Andrew Tierney, Town Manager 

Town Office Building 

15 Gilead Street 

Hebron, Connecticut 06248 

All proposals must be in HARD COPY format and be received no later than 
10:00 a.m. on Friday, November 17, 2023. 

Questions regarding this RFQ/RFP shall be directed to: 

Name:  Andrew Tierney 

Email: atierney@hebronct.com  

Questions must be received via email only (telephone inquiries will not receive a 
response) by seven days before the date proposals are due. Any addenda will be 
posted to the Town’s website no later than four (4) days before the date proposals 
are due. It is the respondent’s obligation to visit the Town’s web page to access 
and download any addenda. 

 

Pre-Bid Walkthrough 

Pre-proposal site visits will be held and begin at RHAM High School, 85 Wall 
Street, Hebron, CT on Tuesday, October 31, 2023 at 3:00 p.m. Site visits are not 
mandatory; however, it is recommended interested parties attend to be 
familiarized with the project.   Proposers that would like to re-visit the RHAM 
Middle and High School site subsequent to the Pre-Bid Conference should contact 
the Andrew Tierney via e-mail at: atierney@hebronct.com. 

 

mailto:mleichter@hebronct.com
mailto:atierney@hebronct.com
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Selection Process 

All properly submitted proposals will be reviewed by The Committee.  The 
Committee will determine qualified firms based on the following criteria and may 
select qualified firms to be interviewed as part of the selection process: 

A short list of possible candidates may be created. 

Selected Proposers may be interviewed prior to The Committee’s selection.   

The following will be considered for selection: 

• Understanding of the project and completeness of response in relation to 
RFQ/RFP requirements; 

• Project Experience with work of similar size and scope; 

• Firm organization and team structure; 

• Past performance data, including, but not limited to, adherence to project 
schedules and project budgets and the number of change orders for projects; 

• Past performance coordinating items such as critical paths, quality of work, client 
communications, providing timely, clear, and concise status updates, managing 
construction trade contractors;  

• Knowledge of generator best practices and regulatory requirements; 

• Qualifications and experience of key personnel and subconsultants; 

• The approach to the project, including ability to meet project schedule 
requirements and documented project oversight capabilities; 

• Fee proposal. 
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EVALUATION CRITERIA  

A. The responses to the RFQ/RFP will be evaluated using a one hundred (100) point 
system on the following categories:  

1. Responsiveness (20 points)  

1. Requested information included and the thoroughness of the responses. 
2. Documented understanding of project management principles. 
3. Proposed approach to project organization and the execution of the work.  
4. Clarity and brevity of the response.  
 

2. Staffing plan (20 points)  

1. Provisions for providing the required disciplines and skills.  
2. Provisions for active participation by firm’s key personnel. 
3. Qualifications of key personnel meeting the requirement of the project.  

3. Firm’s capability to provide the required services (20 points)  

1. Background of the firm.  
2. Relevant experience on active schools while overseeing construction 

projects.  
3. Specific experience on active schools while overseeing construction 

projects.  
4. Methodology proposed to meet objectives of the project.  
5. Location of firm within the general geographical area of the project and     

in-depth knowledge of the market in the locality of the project.  
6. History, knowledge, and a proven track record of being able to 

ascertaining both Federal and State permits for emergency electrical 
generators.  

7. Firms previous experience in working with the Department of Economic 
and Community Development 

8. References.  
 

4. Report of projects completed on time and within budget (20 points)  

1. Includes projects completed with minimal design changes during 
construction.  

 
2. Includes changes required due to Architectural/Engineering (A/E) 

drawing inconsistencies, errors, and omissions.  

5. Proposed Fee (20 points) 
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B. The Building Committee will rank those firms qualified in order as outlined 
above. The top firms may be required to make a presentation to the Building 
Committee to discuss and to further elaborate on the firm’s capabilities to provide 
services for this project. The Building Committee will present its recommendation 
for the final selection to the Department of Economic and Community 
Development for their review. Upon receiving that approval, the Building 
Committee will forward its recommendation for the contract award to the Hebron 
Board of Selectmen. 
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TOWN OF HEBRON 

Department of Finance 

NON-COLLUSIVE AFFIDAVIT OF PROPOSER 

 

The undersigned proposer, having fully informed themselves regarding the 
accuracy of the statements made herein certifies that; 

(1)      the proposer developed the bid independently and submitted it without 
collusion with, and without any agreement, understanding, or planned 
common course of action with any other entity designed to limit 
independent bidding or competition; 

(2)       the proposer, its employees and agents have not communicated the 
contents of the bid to any person not an employee or agent of the proposer 
and will not communicate the proposal to any such person prior to the 
official opening of the proposal, and 

(3) acknowledges that the Town of Hebron’s Code of Ethics Policy has been 
received and understood. 

The undersigned proposer further certifies that this statement is executed 
for the purpose of inducing the Town of Hebron to consider the proposal 
and make an award in accordance therewith. 

 
_________________________________ ___________________________ 
Legal Name of Proposer/Firm   Business Address 
 
_________________________________ ___________________________ 
Signature and Title     Date 
 
_________________________________ 
Printed Name of Title Person 
 
Subscribed and Sworn to me this _____day of ___________, 2023. 

 
 

Notary Public 
My Commission Expires 
_________________________ 
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Hebron Code of Ethics 

Effective November 5, 2019 
 

I.   Persons Governed by this Code 

This code shall apply to all Town officials, officers, and employees, whether elected 

and/or appointed, including members of boards, commissions, and committees, full 

time, or part time, paid or unpaid and shall hereinafter be referred to collectively as 

“persons governed by this code.”  

II.  Purpose 

Public office is a public trust.  The trust of the public is essential for government to 

function effectively. Policy developed by government officials and employees affects 

every citizen of the town, and it must be based upon honest and fair deliberations and 

decisions.  This process must be free from threats, favoritism, undue influence, and all 

forms of impropriety so that the confidence of the public is not eroded.  By enacting this 

Code, the Town seeks to avoid any loss of trust and to maintain and increase the 

confidence of our citizens in the integrity, fairness, and transparency of their 

government. 

Persons governed by this code shall strive to conduct themselves in a professional, 

courteous, honest manner and otherwise according to the highest moral and personal 

standards of integrity, such that their behavior reflects favorably upon themselves and 

the Town of Hebron, including but not limited to conduct or communication in any public 

forum or media.   

III.  Definitions 

As used in this Chapter, the following listed words and phrases shall have these specific 

meanings: 

A. Conflict of Interest:  A conflict between one’s obligation to the public good and one’s 

self-interest. 

B. Financial Interest: Any monetary benefit accruing to persons governed by this code 
that is not equally available to the general public.  
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C. Gift: Anything having value whether in the form of service, loan, tangible property, 
promise or any other form.  However, a gift shall not include political contributions made 
in accordance with campaign financing regulations; nor tokens of appreciation, 
recognition or other incidental gratuities not exceeding $100 per year. 
 

D. Immediate Family:  Includes spouse/domestic partner, siblings, child(ren) parents, of 
persons governed by this code or the spouse/domestic partner and any individual 
residing in the same household. 

E. Independent Contractor:  Any general contractor, subcontractor, consultant, person, 
firm, corporation, vendor, or organization currently providing or formerly providing, 
goods or services to the Town of Hebron in exchange for compensation.   

F. Personal Interest:  Any non-monetary benefit, special consideration, treatment, or 
advantage accruing to persons governed by this code which is not equally available to 
the general public. 

IV.   Conflicts of Interest 

No person governed by this code shall use his position or office for the financial or 

personal interest of himself, a business with which he is associated, an individual with 

which he is associated or a member of his immediate family. 

No person governed by this code shall engage in or participate in any business or 

transaction, including outside employment with a private business, or have an interest, 

direct or indirect, that is incompatible with the proper discharge of his official 

responsibilities in the public interest or that would tend to impair his independent 

judgment or action in the performance of his official responsibilities. 

No person governed by this code or a business with which he is associated or member 

of his immediate family shall enter into a contract with the Town unless it is awarded 

through a process of public notice and/or competitive bidding. 

No person governed by this code or independent contractor shall knowingly counsel, 

authorize or otherwise sanction action that violates any provision of this code. 

V.   Disclosure and Recusal 

A person governed by this code shall refrain from participating on behalf of the Town of 

Hebron in any matter pending before any agency of the town if he, a business with 

which he is associated, an individual with whom he is associated or a member of his 

immediate family has a financial or personal interest in that matter and such interest is 

not shared by a substantial segment of the town’s population. 
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If such participation is within the scope of said person’s official responsibility, he shall be 

required to provide written disclosure, that sets forth the nature and extent of such 

interest to the Town Clerk, and this disclosure shall be included in the official record of 

all proceedings on this matter.  

Notwithstanding the prohibition outlined above, a person governed by this code may 

vote or otherwise participate in a matter that involves a determination of general policy if 

said person’s interest in the matter is shared with a substantial segment of the 

population of the Town. 

No person governed by this code shall appear on behalf of private interests before any 

agency of the Town, nor shall he represent private interests in any action, proceeding or 

litigation against the town. 

Nothing contained in this code shall prohibit or restrict a person governed by this code 

from appearing before any agency of the Town on his own behalf, or from being a party 

in any action, proceeding or litigation brought by or against such person to which the 

Town is also a party. 

For a period of one (1) year after termination of service to the Town, no former 

employee or Town official who participated in the negotiation or award of a town 

contract valued in excess of $25,000 shall accept employment with, appear on behalf 

of, or represent any private interest concerning matters related to this same contract. 

VI.   Gifts 

No person governed by this code or member of such individual's immediate family or 

business with which he is associated shall solicit or accept any gift that could 

reasonably be expected to influence or create an appearance of influencing the actions 

or judgment of such person. 

If a prohibited gift is offered to a person governed by this code, he shall refuse it, return 

it, pay the donor the market value of the gift or donate it to a nonprofit organization 

provided he does not take the corresponding tax write-off. Alternatively, such prohibited 

gift may be considered a gift to the Town provided it remains in the Town’s possession. 
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VII.   Use of Town Assets 

No person governed by this code or independent contractor shall request or permit the 

use of town funds or services, Town owned or leased vehicles, equipment, facilities, 

materials or property for personal convenience or profit, except when such assets and 

services are available to the public generally or are provided as Town policy for the use 

of persons governed by this code in the conduct of official business. 

VIII.   Use of Confidential Information 

No person governed by this code, former employee or independent contractor shall 

disclose confidential information concerning Town affairs, nor shall such persons 

governed by this code use this information for the personal or financial interests of 

themselves or others. 











































































DEPARTMENT OF ECONOMIC AND COMMUNITY DEVELOPMENT 

Project Financing Plan and Budget 

HOW TO COMPLETE THIS BUDGET 

 

Most items on the form are self-explanatory.  As you can see we have broken down each category with an 

Account Code located on the left hand side of the form, these account codes match the Account Manual of 

the Department located at http://www.state.ct.us/ecd/accounting/index.html. If you need to customize the 

budget to further fit your project, we have provided you with additional blank lines in each category.  DO 

NOT insert additional lines as this Budget contains formulas in certain places and if you try to restructure 

the form the formula’s may get lost or deleted. Those fields that need explanation are discussed below.  A 

draft of this budget must be reviewed by the Applicant and the DECD Project Manager prior to final 

submission. 

 

Page 1 

· START DATE is the initial date of project expenditures. 

· SOURCES OF FUNDING:  DECD Program 1 & 2 are to be used only if the project involves a 

loan and grant combination or more than one DECD program. 

· SOURCES OF FUNDING: Do NOT un-shade the shaded area 

· SOURCES OF FUNDING: The Non-DECD Funds are the funds from the business, bank, 

regional entity etc. 

· SOURCES OF FUNDING:  If you need to identify additional sources of funding and they are 

not part of the existing list (i.e. CDA, CII, CHFA), names may be substituted to fit the project. 

· AUTHORIZED SIGNATURE:  The person who is signing the budget should be the same 

person authorized in the Corporate Resolution on file with DECD. 

Page 2-4 

· PROJECT INCOME DETAIL: Account code 1300 is specific to income derived from the 

project.  Consult your project manager for applicability to your project. 

· USES SUMMARY: Account code 1400 is the complete summary of the budget at a glance, of 

the line items that follow which are broken down in detail.  

· Columns: DECD Program #1 and DECD Program #2 are used only if your project involves a 

loan/grant combination or more than one program.  Use DECD Program #1 column for DECD 

financing.  If it is necessary to identify a specific entities breakdown of funding than that 

entities name may be typed in the column DECD Program #2.   

· Column: Other Funds is a combined column of other funds aside from DECD funds being used 

for the project. 

Schedule A – Salaries 

· This page is to be filled out if DECD financing has been approved to be used toward officers or 

any other employee’s salaries. 

 

DOCUMENTS NEEDED (you may be requested to provide additional schedules to provide greater detail on 

certain project expenditures) 

· Account code 1430 CONSTRUCTION: attach additional schedules as needed for explanation 

of line item. 

· Account code 1415 ADMINISTRATION:  line item 1415.1: if salaries of individuals are part 

of the approved project, you must attach the Schedule A as required. 

· Account code 1425 ARCHITECTURAL/ENGINEERING: attach additional schedules as 

needed for explanation of line item. 

· Account code 1440 CAPITAL COSTS: line item 1440.1: attach list of machinery and 

equipment. 

 

























1 
 

STATE OF CONNECTICUT 
DEPARTMENT OF ECONOMIC 

AND COMMUNITY DEVELOPMENT 
 
 

                 

                                   

                                
 
 

BIDDING, CONTRACTING & CONSTRUCTION 
GUIDELINES  

FOR STATE PROGRAMS 
 

Revision: May 2019 
 
 

DAVID LEHMAN 
COMMISSIONER 

 
 
 
 
 
 
 



2 
 

TABLE OF CONTENTS 
 
 
 
 
                                                
                                                                    PAGE 
 

1. Introduction          3 
2. Definitions          3 
3. Conflict of Interest and Client Responsibility      4 
4. Categories of Work         4 
5. Categories of Clients         5 
6. Construction Managers in Place of General Contractors     5 
7. Planning and Compliance – Connecticut Environmental Policy Act    6 

8. Connecticut Prevailing Wage and Davis-Bacon Act     7 
9. Commission on Human Rights and Opportunities Requirements    8 

10. DAS Prequalification of Bidder        9 
11. Bid Package Submission Requirements       9 
12. Bidding, Contracting & Construction Requirements for State Programs at $250K  

   Or less          10 
13. Materials and Services         10 
14. Advertising Your Project         11 
15. Bonds/ Certified Checks         12 
16. Liquated Damages          12 
17. Insurance          12 
18. Selecting the General Contractor        13 
19. Documents to be Submitted to DECD upon Completion of Bidding   13 
20. Documents to be Submitted to DECD Upon Construction Contract Execution  14 
21. Contractor Payment Application, Retainage, and Change Orders   14 
22. Construction Phase Submission Requirements      15 
23. Construction Close-out Documentation       15 
24. Construction Monitoring Procedures       16 
25. Construction Oversight and Technical Assistance     17 
26. Attachments          18 

a)  State Seal, DECD Logo, and State Sign Template                                           19 
b) CHRO Contract Compliance Regulations Notification to Bidders Form          21 
c) Compliance Certification                  32 

 
  

 
 
 
 
 
 

 



3 
 

1. INTRODUCTION 
 
The intent of these Bidding, Contracting and Construction Guidelines is to provide the 
guidance and the requirements needed to ensure a successful DECD sponsored project.  It is 
DECD’s policy to maximize the benefits derived from the use of public funds, protect these 
funds from inappropriate use, and ensure that all Federal, State and Local requirements are 
met. 
 
To maximize the benefits of the State’s public funds, DECD’s requires a competitive public 
procurement process of all major contracts for construction.  Competitive public bidding is 
a standard practice within the public works construction industry and provides numerous 
benefits such as: 

a. Cost savings to the Client and State 
b. Fair competition for construction contracts 
c. Ensuring the use of qualified contractors   

 
The DECD has prepared these guidelines to assist our clients through the agency’s 
requirements and policies.  These guidelines reference definitions, client responsibilities, 
categories of work, project planning to ensure Connecticut Environmental Policy Act 
(CEPA) compliance and various State agencies’ laws & regulations, the requirements of a 
publicly advertised competitive bid process for construction activities, selection and 
contracting for construction, DECD’s progress monitoring of construction, and the required 
documents from bidding on through to Construction Closeout.   
 
Any Client modification or change to the bidding or selection process must be pre-
approved by DECD. 
 

2. DEFINITIONS 
 

a. Public Building (C.G.S. section 1-1(e)): …shall include a statehouse, 
courthouse, townhouse, arsenal, magazine, prison, community correctional 
center, almshouse, market or other building belonging to the state, or any 
town, city, borough in the state, and any church, chapel, meetinghouse, or 
other building generally used for religious worship, and any college, 
academy, schoolhouse or other building generally used for literary 
instruction.” 

 
b. Public Works Contract (C.G.S. Sec. 46a-68b): “…means any agreement 

between any individual, firm or corporation and the state or any political 
subdivision of the state for construction, rehabilitation, conversion, extension, 
demolition or repair of a public building, highway or other changes or 
improvements in real property, or which is financed in whole or in part by the 
state, including, but not limited to, matching expenditures, grants, loans, 
insurance or guarantees and “municipal public works contracts”, “quasi-
public agency project” and “awarding agency.”  Have the same meanings as 
provided in section 4a-60g, as amended by this act.  “Municipal public works 
contracts” and “quasi-public agency project” are also subject to contract 
compliance requirements.  Please see the definitions for “municipal public 
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works contract”, quasi-public agency project”, and “awarding agency” in 
C.G.S. section 4a-60g (a)(as amended by June SS Public Act 15-5). 

 
c. Competitive Bidding (the Architect’s Handbook of Professional Practice, 

Vol. 2, AIA 1987): Competitive bidding seeks to find the lowest reasonable 
price for the project through competition for the work.  The theory is that 
many interested contractors have access to the project and that head-to-head 
competition will produce the best possible price consistent with marketplace 
conditions. 

 
3. CONFLICT OF INTEREST NOTICE AND CLIENT RESPONSIBILITY 

a. Members and relations of the governing body and/ or staff of the client shall 
be prohibited from receiving contracts for materials or services related to the 
Construction/ Renovation. 

 
b. DECD shall review project documents to ensure consistency with project 

goals, department standards and technical correctness.  However, it is the 
responsibility of the client, their architect and attorney to ensure that the 
documents are technically correct, complete and, where necessary, protect the 
grantee and the State of Connecticut from any and all claims. 

 
c. The client will comply with all relevant local, state and federal regulations, 

and comply with all standard contracting practices to safeguard the interests 
of the client and the state including, but not limited to, contractor 
performance, security, insurance, permits, and inspections. 

 
d. The client shall erect a suitable sign attributing funding to State of 

Connecticut, Governor; Department of Economic and Community 
Development, and Commissioner.  A sign template is attached to this 
document. 

 
4. CATEGORIES OF WORK 

a. Emergency Work: Public Health and Safety Improvements.  DECD must 
approve any exemption from the bidding process for Emergency Work. 

 
b. Minor Construction/Renovation: Single trade tasks and/or non-complex 

construction with a total value of $100,000 or less. 
 

c. Major Construction/Renovation: multiple-interrelated trade tasks and/or 
complex construction with a total value of over $100,000. 

 
d. Brownfield Site: A brownfield is a real property, the expansion, 

redevelopment, or reuse of which may be complicated by the presence or 
potential presence of a hazardous substance, pollutant, or contaminant.  The 
physical environmental clean-up or remediation of a brownfield site is 
considered a change in real property therefore a construction activity. 

 
e. Individual physical development contracts under $10,000 in value shall not 

be subject to competitive bid requirements. 
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f. For projects only requiring material purchases see section 13. 

 
g. For projects with a total project cost of $250,000 or less see section 12. 

 
5. CATEGORIES OF CLIENTS 

a. The nature of the project and the organization of DECD’s client determine 
whether a project’s construction contracts are publicly advertised for 
competitive bidding.  Publicly advertised competitive bidding may also be 
appropriate for certain clients and/or projects.  A public competitive process 
will help the client locate qualified firms and establish a market rate for the 
improvements. 

 
b. Please refer to the table below as a guide for compliance with the contract 

solicitation process.  
Client Category Project Category Public 

Competitive 
Bid 

Competitive 
Bid 

Financial assistance to for-profit 
corporation for WC, M&E, Training, etc. 

Private No No 

Financial assistance to for-profit 
corporation for building, site or 
infrastructure improvements.   

Private No Recommended 

Financial assistance to not-for-profit 
corporation for WC, M&E, Training, etc. 

Private Yes Yes 

Financial assistance to not-for-profit 
corporation for building, site or 
infrastructure improvements when acting 
on behalf of a municipality 

Public Yes Yes 

Financial assistance to not-for-profit 
corporation for building, site or 
infrastructure improvements when acting 
on behalf of a municipality 

Private Recommended Local 
Procurement 

Process 

Financial assistance to not-for-profit 
corporation for building, site or 
infrastructure improvements when acting 
for their own interests where state funding 
is less than 25% of the total project cost 

Private Highly 
Recommended 

Yes 

Financial assistance to not-for-profit 
corporation for building, site or 
infrastructure improvements when acting 
for their own interests where state funding 
is greater than 25% of the total project cost 

Private Yes Yes 

Financial assistance to municipalities for 
construction/improvements of public 
infrastructure/public land 

Public Yes Yes 
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6. CONSTRUCTION MANAGERS IN PLACE OF GENERAL CONTRACTORS 
 

The DECD grantee may employ a construction manager, but if this management method 
is used, each subcontract must be bid employing the same procedures outlined above 
with a minimum of three bids for each subcontractor, advertising for each and compliance 
with bonding, insurance, and minority regulations.  Any specific construction trade work 
to be conducted by the construction manager requires DECD pre-approval.  

 
7. PLANNING/PERMITTING – CEPA COMPLIANCE  

a. CEPA - Sections 22a-1 through 22a-1h of the C.G.S. establish an 
environmental policy for Connecticut and a process for evaluating the 
environmental impacts of State actions. The process is further defined by Sec. 
22a-la-1 through 22a-la-12 of the Regulations of Connecticut State Agencies. 
 

b. Floodplain - The FEMA Flood Insurance Rate Map (FIRM) of the project 
boundary must be reviewed by the project design professional during the 
design phase.  If the project proposes an activity within or affecting a 
floodplain or that impacts storm drainage facilities, the DECD must submit a 
Flood Management Certification to DEEP (C.G.S. 25-68b through 25-68h).  
The grantee’s design professional will be responsible for preparing the 
application and submission to DECD for review and subsequent certification 
to DEEP.  DECD will not approve or fund any construction activities until 
certification has been accepted by the DEEP.  Flood Management 
Certification must be approved prior to the completion of the bid package.  

 
c. Historic Considerations – Projects involving the renovation, rehabilitation, 

or additions to Historic buildings or sites will require consultation with the 
State Historical Preservation Commission (SHPO). Documentation of such 
consultation and approval by SHPO will be required.  Historic buildings are 
defined as properties listed on the State or National Register for Historic 
Places, or properties eligible for listing on the State or National Register for 
Historic Places. Properties 50 years old or older are potentially eligible for 
listing. Historic sites are defined as sites that have yielded, or may be likely 
to yield, information important in prehistory or history. If you are unsure, 
please contact SHPO (860-500-2337 or at Todd.Levine@ct.gov). 

 
d. Hazardous Materials – It is the grantee’s responsibility to investigate the 

possible existence of hazardous materials and evaluate their impact on the 
proposed project. Hazardous materials include, but are not limited to, lead 
based paint, asbestos containing materials, PCBs etc. If hazardous materials 
are present on the project site or in existing buildings, appropriate mitigation, 
remediation must be included in the scope of work, plans and specifications. 

 
e. Approvals – The grantee shall review any factors in conflict with the use of 

the site or the planned project on the site to be developed or rehabilitated (e.g. 
building lines, zoning regulations, local ordinances, codes or other pertinent 
regulations or restrictions). Particular attention should be given to projects 
that will involve a change in use. The grantee shall obtain all necessary local, 
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state, federal and utility companies' approvals and any special permits, 
variances or waivers that may be required.  
 

8. WAGE RATES 
a. As per C.G.S. Sec. 31-53, municipal grantees shall pay prevailing wages rates 

on a Public Works Contract.  Under current law, the state or political 
subdivision must award the construction contract and be a party to the 
construction contract and not a mere grantor of funds for the project to require 
prevailing wage rates. 
 

b. The provisions of C.G.S. Sec. 31-53 do not apply when the total project cost 
of all work to be performed by all contractors and subcontractors in 
connection with new construction of any public works project is less than 
$1,000,000 or where the total cost of all work to be performed by all 
contractors and subcontractors in connection with any remodeling, 
refinishing, refurbishing, rehabilitation, alteration or repair of any public 
works project is less than $100,000. 

 
c. As per C.G.S. Sec. 31-53c, any business organizations, also known as the 

Applicant that receives DECD financial assistance totaling one million 
dollars or more, shall pay prevailing wages rates for any construction, 
remodeling, refinishing, refurbishing, rehabilitation, alteration or repair 
contracts entered into.   

 
A business organization is considered any sole proprietorship, partnership, 
corporation, limited-liability-company, association, firm or other form of 
business or legal entity.   

 
When prevailing wage requirements are triggered for business projects, 
general contractors, subcontractors, and/or construction managers will be 
required to submit monthly certified payroll records to the DECD Funding 
Recipient (for-profit or non-profit clients) that contain among other items, a 
signed statement from the employer that (a) the records are correct, (b) the 
employer met the prevailing wage law's requirements, and (c) the employer 
understands the penalties for knowingly filing false payroll records.    The 
DECD Funding Recipient shall keep records satisfactory to DECD and hold 
DECD harmless in any disputes regarding Conn. Gen. Stat. Sec. 31-53c.   
 
Please refer to http://www.ctdol.state.ct.us/wgwkstnd/prevailwage.htm for 
further guidance. 

 
d. When Prevailing Wage Rates are required, the construction contract shall 

contain the following provision:  
 

"The wages paid on an hourly basis to any person performing the work of any 
mechanic, laborer or worker on the work herein contracted to be done and the 
amount of payment or contribution paid or payable on behalf of each such 
person to any employee welfare fund, as defined in subsection (i) of section 
31-53, shall be at a rate equal to the rate customary or prevailing for the same 
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work in the same trade or occupation in the town in which such construction, 
remodeling, refinishing, refurbishing, rehabilitation, alteration or repair 
project is being undertaken.  Any contractor who is not obligated by 
agreement to make payment or contribution on behalf of such persons to any 
such employee welfare fund shall pay to each mechanic, laborer or worker as 
part of such person's wages the amount of payment or contribution for such 
person's classification on each pay day.” 

 
e. The State Department of Labor's Wage and Workplace Standards Division 

(860-754-5186 or at matthew.ferri@ct.gov) will assist in determining the 
prevailing wage rate. 
 

f. Where federal funds are involved, Davis-Bacon Act rates may apply.  Consult 
funding source. 

 
9. CHRO REQUIREMENTS 

a. The grantees and their contractors will need to comply with Sections 4a-60, 
4-60a, 4a-60g, 46a-56, 46a-68b, 46a-68c, 46a-68d, 46a-68e and 46a-68f of 
the Connecticut General Statutes (C.G.S.) and Sections 46a-68j-21 through 
43 of the Regulations of Connecticut State Agencies.  The above statutes and 
regulations require the grantee to “aggressively solicit the participation of 
legitimate minority business enterprises as bidders, contractors, 
subcontractors and suppliers of materials.” on projects.  Consult your Project 
Manager for assistance. 

 
b. All bidders must complete, sign, and return the “CHRO Contract Compliance 

Regulations Notification to Bidders” form to the grantee at the time of bid 
opening.  Bids not including this form should be considered incomplete and 
rejected.  This form is attached, and can also be found at:  
http://www.ct.gov/chro/lib/chro/pdf/notificationtobidders.pdf 

 
c. For municipal public works contracts valued at over $50,000, state law 

requires the contractor, general contractor, or construction manager at risk to 
set a goal of twenty-five per cent (25%) of the state-funded portion of the 
contract for award to eligible subcontractors holding current small business 
enterprise (SBE) certification from the DAS under the provisions of C.G.S. 
4a-60g. Of the portion of contracts set aside for SBE’s, a goal of twenty-five 
percent (25%) (or 6.25% of the value of the entire contract funded by the 
state) must be set aside for awards to eligible contractors holding current 
minority business enterprise certification (i.e.: DAS certified Minority 
(“MBE”), Women (“WBE”) and/or Disabled (“DisBE”) owned businesses). 
The contractor, general contractor, construction manager at risk must make 
good faith efforts to employ minority business enterprises as subcontractors 
and suppliers of materials on such projects. 

 
d. For any municipal public works projects receiving between $50,000 and 

$500,000 in state funding, an Affirmative Action Plan or Set Aside plan must 
be filed with the Commission on Human Rights and Opportunities (CHRO) 
within 30 days following the contract award notice (Note:  Please contact the 
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Contract Compliance Unit at 860-541-4709 to determine which plan is 
required).   

 
e. For any municipal public works projects receiving over $500,000.00 in state 

funding, regardless of the size of the contractor’s workforce, an Affirmative 
Action Plan or Set Aside plan must be filed within 30 days following the intent 
to award notice and must be approved by the CHRO prior to the award of the 
construction contract. The municipality will need to contact CHRO if they 
choose to award the construction contract without an approved plan in place.  
The grantee will then need to retain 2% per month of the total contract value 
until the contractor has submitted an approved affirmative action plan to 
CHRO and CHRO has granted approval.  (Note:  Please contact the Contract 
Compliance Unit at 860 541-4709 to determine which plan is required).   

 
f. Federal Financing (EDA, UD, CDBG, etc.) carries its own Minority/Women's 

contracting requirements. The DECD grantee must comply.  The granting 
sources will provide instructions. 

 
g. Please refer to pages 20-30 of this document which provide the grantee with 

the CHRO Contract Compliance Regulation Notification to Bidders Form, 
CHRO Bid Advertisement Language, Sample Municipal Checklist for CHRO 
Compliance, CHRO Notification of Contract Award, and Bidder Notification 
Letter Sample for Municipal Public Works Projects over $500,000. 

 
10. DAS PREQUALIFICATION OF BIDDERS 

a. Municipal contracts for the construction or renovation of a public works 
project, where the estimated value is $500,000 or greater, will need to comply 
with C.G.S. Sec. 4b-91.  In such cases the contractors must be pre-qualified 
by the State of Connecticut Department of Administrative Services (DAS).  
When applicable, this requirement will need to be included in the Invitation 
to Bid as a prerequisite for selecting the Lowest Responsible and Qualified 
Bidder. 

 
b. "Prequalification" means prequalification issued by DAS to bid on a contract 

or perform work pursuant to a contract for the construction, reconstruction, 
alteration, remodeling, repair or demolition of any public building or any 
other public work by the state or a municipality. 

 
c. It is permissible to use AIA form A305, Contractor's Qualification  

i. Statement, as a prerequisite to bidding, provided prequalification 
ii. Does not prevent minority/women owned firms from bidding.   

iii. Consult your architect. 
 

11. BID PACKAGE SUBMISSION REQUIREMENTS:    
a. All construction plans, specifications, and instructions to bidders must be 

prepared by a licensed professional engineer or architect.  
 

b. A draft bid package, including plans and specifications must be submitted to 
the Department of Economic and Community Development (DECD) for 
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review not less than two weeks prior to advertisement.  The project design 
professional should submit a project cost estimate as part of the package. 

 
c. Where applicable, CONNDOT Form 816 (Specifications for Roads, Bridges, 

and Incidental Construction) is a suitable substitute for construction and 
materials specifications. 

 
d. The Bid Package must include the attached document “CHRO Contract 

Compliance Regulations Notification to Bidders” form.   
 

e. The Bid Package should clearly state the terms and conditions for bidding the 
project including the submission of the “CHRO Contract Compliance 
Regulations Notification to Bidders” form.  Bids not including this form 
should be considered incomplete and rejected. 

 
12. BIDDING, CONTRACTING & CONSTRUCTION REQUIREMENTS FOR 

STATE PROGRAMS AT $250,000 OR LESS 
a. Unless notified by DECD, for projects with a total project cost of $250,000 

or less, the grantee will be required to certify that the project is in compliance 
with DECD design, bidding, contracting and construction monitoring 
requirements.  Unless specifically waived by DECD, the grantee’s design 
professional must have the proper professional credentials, i.e. professional 
engineer or registered architect.  It will be the responsibility of the grantee to 
certify and submit the appropriate documentation during the pre-bid phase, 
construction phase and close-out phase of the project.  The grantee will be 
required to provide the DECD with the following signed certification 
documents before the Assistance Agreement Contract between the DECD and 
the grantee is executed: 

 
b. Construction Bid Package, Drawings, and Specifications Compliance 

Certification (page 30) 
 

c. Construction Monitoring & Close-out Compliance Certification (page 31) 
 

13. MATERIAL AND SERVICES 
a. Many State Department of Administrative Services (DAS) service contracts 

are available to municipalities and 501(c) Non-Profits for use at the following 
site: 

 http://www.biznet.ct.gov/SCP_Search/Default.aspx?AccLast=1 
 
b. If this method is utilized, the DECD grantee must provide the DECD with the 

DAS Contract number and the latest pricing within the service contract 
demonstrating that they select the lowest priced contractor.  If the lowest 
priced contractor is unavailable, then the next lowest priced contracted should 
be contacted. 

 
c. In cases where the total estimated material cost is below $25,000, fax, email 

or letter solicitation for prices is acceptable.  However, the DECD grantee 
must solicit at least three quotations for material. 
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d. Individual physical development contracts under $10,000 in value shall not 

be subject to competitive bid requirements. 
 

14. ADVERTISING YOUR PROJECT 
The DECD grantee is responsible for notifying the DECD of the Bid Opening date, time, 
and location as soon as it is determined. 

 
In cases where the total project cost is below $100,000, bids may be solicited by letter, 
fax or email.  However, the DECD grantee must solicit at least three quotations for such 
project. 

 
Municipalities 

a. Municipalities are required to post the Invitation to Bidders on the State 
Contracting Portal for a minimum of 5 business days.  The DAS Contracting 
Portal, where municipalities can post an Invitation to Bidders, is located at 
http://das.ct.gov/Portal 
 

b. Municipalities can also run a notice in the Public Notices section of one 
newspaper with broad circulation such as the Hartford Courant, Waterbury 
Republican, Bridgeport Post, New Haven Register, Norwich Bulletin, The 
News-Times or the Stamford Advocate.  This notice must run for at least two 
(2) days. 

 
c. For Municipal Public Works Contracts, please refer to page 21 regarding the 

CHRO set-aside requirements bid notice language that must be included in 
the bid notice (DAS Contracting Portal and Print Media). 

 
d. The Invitation to Bidders must end with the following statement: 

 
“An Affirmative Action/Equal Opportunity Employer.  
Minority/Women's Business Enterprises are encouraged to apply.  
This contract is subject to state set-aside and contract compliance 
requirements.” 

 
Private Non-Profit Projects 

a. 501(c) Non-Profits are required to run a notice in the Public Notices section 
of one newspaper with broad circulation such as the Hartford Courant, 
Waterbury Republican, Bridgeport Post, New Haven Register, Norwich 
Bulletin, or the Stamford Advocate.  This notice must run for at least two (2) 
days.  The ad must end with the following statement: 
 

“An Affirmative Action/Equal Opportunity Employer.  
Minority/Women's Business Enterprises are encouraged to apply.”   

 
b. DECD recommends but does not require the applicant also run a notice in the 

Public Notices section of a local newspaper.  Trade media may also be used 
for placing project notices.  Examples of such media are below.   

c. F.W. Dodge Reports (1-800-393-6343); or www.dodge.construction.com 
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d. New England Construction News/CDC News (888-281-5593), or 
www.cdcnews.com 

e. The Blue Book www.thebluebook.com 
 

15. BONDS/CERTIFIED CHECKS 
a. DECD Grantees must require bid bonds (5% minimum) for contracts 

exceeding $50,000 or subcontracts exceeding $50,000 (C.G.S. 49-41). 
 
b. DECD Grantees must require a Performance Bond for contracts exceeding 

$25,000 or a subcontract exceeding $50,000 (C.G.S. 49-41). 
 

c. DECD Grantees must require a Labor & Material Payment Bond for contracts 
exceeding $100,000. 

 
d. If a construction manager is employed, each subcontract exceeding $100,000 

shall be bonded or a certified check required. 
 

16. LIQUADATED DAMAGES 
a. For Major Construction/Renovation Projects, the DECD Grantee shall 

provide an anticipated construction duration period (# of days) within the 
project manual that will be used in the bid package.   
 

b. As a prerequisite to executing a construction contract with the “Lowest 
Responsible and Qualified Bidder”, the Contractor shall agree on the 
substantial completion date in accordance with the plans, project manual, and 
other contract documents, taking into consideration average weather 
conditions, availability of labor delivery of materials and equipment. 
 

c. If the Contractor neglects, fails or refuses to achieve substantial completion 
of work by the substantial completion date in the executed construction 
contract, and such delay is not otherwise excused under this contract, then the 
Contractor shall agree to pay the Owner a liquidated damage for breach of 
contract for each and every calendar day that the Contractor shall be in default 
of the project work.   

 
d. Damages due to Contractor’s delay are difficult to determine and accurately 

specify so the Owner shall determine the most accurate amount of liquated 
damages for the project subject to DECD concurrence prior to bidding. 

 
17. INSURANCE 

a. The project’s Assistance Agreement between the DECD and the Grantee 
should be followed for insurance requirements. 

 
b. Contractor's Certificate of Insurance shall be required.  The grantee is 

responsible for insuring that the levels are adequate. 
 

c. State of Connecticut shall be listed as additionally insured under the following 
coverages: 
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1. Commercial General Liability - $1M per occurrence 
2. General Aggregate - $2M  
3. Umbrella Liability – If it is provided to the grantee. 

 
d. Builder’s Risk Insurance, when applicable, should be obtained either through 

the general contractor or construction manager.  A copy of the Builder’s Risk 
Certificate should be provided to DECD with the State of Connecticut listed 
as A.T.I.M.A. 

 
e. The “Hold Harmless” Indemnification endorsement of the insurance shall 

include the interest of the municipality and the State of Connecticut.  The 
Contractor and Subcontractors and other interests shall be so named.   

 
18. SELECTING THE GENERAL CONTRACTOR 

a. Lowest Responsible and Qualified Bidder:  As used in this section, “lowest 
responsible and qualified bidder” means the bidder whose bid is the lowest of 
those bidders possessing the skill, ability and integrity necessary to faithfully 
perform the work.  Should the grantee reject the lowest bidder as not 
responsible and/or not qualified, the grantee shall immediately notify DECD 
of the reasons for the rejection and request DECD concurrence.  The 
Commissioner of DECD shall at his/her discretion either approve or deny the 
grantee’s rejection.  The grantee agrees to hold DECD harmless from any and 
all claims by rejected bidders. 

 
b. Competitive Bidding - Contracts greater than $100,000 for DECD–sponsored 

projects:  The grantee will give full opportunity for free, open and competitive 
bidding for each contract calling for installation, construction, reconstruction, 
demolition, removal, site improvement work or other similar work.  The 
grantee will ensure the advertisement or call for bids for each such contract 
and will provide adequate competition. The award of such contract, when 
made, will be made by the grantee as soon as practicable to the lowest 
responsible and qualified bidder.   

 
c. In the event that the grantee does not believe the lowest bidder, as defined in 

“a” above, to be responsible and qualified, the grantee will notify DECD 
requesting their concurrence in its choice before executing the general 
contract.  In the event that there are less than three bidders, the grantee shall 
inform the department and request instructions. 

 
d. The applicant must notify DECD before the contract is executed. 

 
19. DOCUMENTS TO BE FORWARDED TO DECD AT COMPLETION OF 

BIDDING: 
a. Completed bid tabulation and a complete copy of the three lowest responsive 

bids. 
 

b. Signed and completed copies of the "CHRO Contract Compliance 
Regulations Notification to Bidders” form from the three lowest responsive 
bids.   
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c. Copies of the bid bonds/certified checks from the three lowest responsive 

bidders. 
 

d. A copy of advertisements via the DAS Contracting Portal or Public Notice 
soliciting bids and/or publisher’s affidavit from newspapers.   

 
e. A final copy of bid addendums (if any).   

 
f. Project design professional’s letter of recommendation and grantee’s letter of 

award for acceptance of the lowest responsible bidder.  
 

20. DOCUMENTS TO BE FORWARDED TO DECD ONCE THE GENERAL 
CONTRACT HAS BEEN EXECUTED 

a. One copy of executed contract and grantee's authority to execute (Board 
Resolution, etc.) 

 
b. Notice to Proceed 

 
c. Copy of Performance Bond, Labor and Material Payment Bond, and Power 

of Attorney for Surety (unless under $100,000). 
 

d. Certificate of Insurance from general contractor covering liability and 
workers’ compensation and builder’s risk. 

 
21. CONTRACTOR PAYMENT APPLICATIONS, RETAINAGE, AND 

CHANGE ORDERS 
a. Change Orders: DECD does not approve or disapprove change orders.  The 

department reserves the right to review each change order, and advise the 
grantee as to its appropriateness.  If the change order is within the scope of 
the work approved by the Bond Commission, and funding is available (DECD 
will not request additional funds) the grantee may approve change orders.  
DECD reserves the right to determine the state funding eligibility of each 
change order.  The contractor must contact CHRO to determine if additional 
reporting to CHRO is required in connection with the change orders (e.g.: if 
there is a change in subcontractor(s), if there is an increase or decrease to the 
contract value). 

 
b. Vendor Payments: DECD does not approve or disapprove payments to 

Contractors.  Copies of each approved Payment Application shall be sent to 
the department. 

 
c. Retainage:  No construction contract may provide for any retainage in an 

amount that exceeds five percent (5%) of the estimated amount of a progress 
payment for the life of the construction project.  If the contractor has provided 
Contractor’s Affidavit of Release of Liens (AIA form G706A) and lien 
waivers from major subcontractors and suppliers, a contractor may request 
the balance of retainage.  If these documents are not provided, retainage 
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cannot be paid until 91 days after the date on the Certificate of Substantial 
Completion. 

 
22. THE FOLLOWING DOCUMENTS SHALL BE SUBMITTED TO THE 

DECD CONSTRUCTION SPECIALIST DURING THE CONSTRUCTION 
PHASE OF THE PROJECT: 

 
1. Copy of the contractor’s approved schedule of values. 

 
2. Copy of the contractor’s construction schedule.  Any adjustments to the 

schedule throughout construction must be submitted to DECD. 
 

3. Approved monthly requisitions.  Back up materials may be requested.   
 

4. Job meeting minutes. 
 

5. Approved change orders.  Back up materials may be requested. 
 

6. Copies of correspondence between Owner, Architect and/or Contractor. 
 

23. THE FOLLOWING DOCUMENTS SHALL BE SUBMITTED TO THE 
DECD CONSTRUCTION SPECIALIST OR THE PROJECT MANAGER AT 
THE COMPLETION OF THE PROJECT: 

 
1. Certificate of occupancy (where applicable) 

 
2. Record documents (As Built Drawings in PDF Format) 

 
3. Certificate of Substantial Completion (AIA form G704) 

 
4. Contractor’s Affidavit of Payment of Debts and Claims (AIA form G706) 

 
5. Contractor’s Affidavit of Release of Liens (AIA form G706A) 

 
6. Subcontractors and Suppliers Release or Waiver of Liens. 

 
7. Consent of Surety Company to Final Payment (AIA G707) 

 
8. All of the Contractor’s Application and Certificate for Payments (AIA form 

G702, and continuation sheet G703). 
 

9. Proof of completion of remediation (where applicable, and decided by PM and 
Environmental Analyst) 

 DEEP Verification Report; 
 Environmental Land Use Restriction (ELUR);  
 DEEP Audit; and/or 
 Other documentation approved by DEEP. 
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24.   CONSTRUCTION MONITORING PROCEDURES 
 

Construction Monitoring covers the development phases of projects from pre-bid activities 
through construction contract administration to final construction closeout. Functions 
include oversight of bidding, bid tabulation and recommendation of the lowest responsible 
bidder, coordination with pre and post bid meetings, review of construction contract 
documents, review of payment requisitions, change orders, shop drawings as well as 
construction inspection. 
 
The DECD Construction Specialist is the department’s technical support regarding the 
management and administration of construction projects funded by the State of 
Connecticut.  It will be the responsibility of the grantee to submit the documents listed below, 
when applicable, to DECD.  Electronic submissions are preferred.  In addition to electronic 
submissions, hard copies of certain documents may also be requested.  
 
DECD will determine the extent of state monitoring, oversight and technical assistance for 
sponsored projects based on factors including estimated total project cost, project complexity 
and capacity of the applicant.  DECD will notify the applicant of monitory requirements prior 
to the closing of the state assistance agreement.   
 
Unless notified by DECD, for projects with a total project cost of $250,000 or less, the 
grantee will be required to certify that the project is in compliance with DECD design, 
bidding, contracting and construction monitoring requirements.  Unless specifically waived 
by DECD, the grantee’s design professional must have the proper professional credentials, 
i.e. professional engineer or registered architect.  It will be the responsibility of the grantee 
to certify and submit the appropriate documentation during the pre-bid phase, construction 
phase and close-out phase of the project.  The grantee will be required to provide the DECD 
with the following signed certification documents once the bid package has been prepared 
and once the construction contract has been executed: 
 

1. Construction Bid Package, Drawings, and Specifications Compliance Certification 
(page 31) 

 
2. Construction Monitoring & Close-out Compliance Certification (page 32) 
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25. Construction Oversight and Technical Assistance: 

 
Construction monitoring by OCP Construction Specialists, applicable to all programs, 
includes: 
 Provide technical assistance involving various projects and programs with other offices 

within DECD.  
 Work with Local, State and/or Federal officials during the development phase of a 

project.  
  Conduct site investigations for feasibility of development. 
  Review budgets and cost estimates as they relate to construction costs. 
 Review plans and specifications for conformance to Agency requirements prior to 

bidding.  
  Assist Developer/Sponsor during the bidding period. 
 Review bid documents, bid advertisements, bid instructions and bidding 

requirements 
 Attend and oversee pre-bid inspections, bid openings, construction contract briefings, 

and    construction contract execution meetings. 
  Review construction bids, bid bonds, and contractor selection. 
 Compliance review of executed construction contract documents received; review 

contracts,   bonds, schedule of values and insurance certificates between Sponsor and 
General Contractor 

 Construction Oversight and Technical Assistance: Monitor progress of work during 
construction for compliance with agency, state & federal requirements and 
procedures, (labor and safety standards, wage standards, etc.) 

  Conduct periodic inspections of the project construction activities. 
 Review the following:  construction meeting minutes, proposal requests, change 

orders; costs, review requisitions and construction periodical payments for work 
completed; architect’s supplemental instructions and directives; and correspondence. 

  Review and process payment applications for disbursement of state funds.           
  Review materials and products being used in the construction. 
 Participate in the final inspection of the construction contract to ensure that the 

completed work is satisfactory. Review construction contract certificate of 
completion. 

 Review construction closeout procedures with sponsor prior to acceptance of a 
project. 

 Review construction closeout documentation prior to acceptance of a project, 
including certificates of occupancy and record documents. Certificates of substantial 
completion, affidavits of payments of debts, releases of liens, lien waivers, final 
applications and certificates for payment must also be reviewed.  
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26. ATTACHMENTS 
 

a. State Seal, DECD Logo, and State Sign Template (pages 19-20) 
 

b. CHRO Contract Compliance Regulations Notification to Bidders Form & 
CHRO Bid Language. (pages 21-31) 

 
c. Construction Compliance Certification Forms (pages 32-33)   
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 4’
-0

” 

 
DEPARTMENT OF ECONOMIC & COMMUNITY DEVELOPMENT  

PROJECT SIGN  
 

8’-0” 
 
    
 

                            NAME OF THE PROJECT                         
 

NAME OF THE SPONSOR/DEVELOPER 
 

Constructed in cooperation with the 
 

STATE OF CONNECTICUT 
NED LAMONT, GOVERNOR 

 
Department of Economic and Community Development 

David Lehman, Commissioner 
 

and the 
Name of Town/City 

Name of Chief Elected Official and title 

 
               Name of Architect                                                  Name of General      

Contractor                                                                                                        
 

 

    
 

 
SIGN PANEL: ¾” MDO-EXT-APA PLYWOOD SUPPORTED WITH (2) 4X4 TREATED WOOD COLUMNS AND 

SECURED 4’ INTO GRADE.  TOP OF SIGN AT 8’-0” ABOVE GRADE. 
 

COLORS: ALL LETTERS AND SYMBOLS ARE TO BE ROYAL BLUE.  THE BACKGROUND WILL BE WHITE 
ENAMEL.  BACK OF PLYWOOD AND SUPPORT STRUCTURE SHALL BE PAINTED MATTE BLACK. 

 
TYPEFACE:  HELVETICA MEDIUM 
 
LOCATION:  SIGN MUST BE LOCATED TO BE CLEARLY VISIBLE TO THE PUBLIC. 
 
TIMING:  INSTALL AT THE START OF CONSTRUCTION AND REMOVE AT CONSTRUCTION COMPLETION. 
 
STATE SEAL & DECD LOGO: ATTACHED
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STATE SEAL 

 

 
 
 
 
 
 
 
 
 
DECD LOGO 
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BID ADVERTISEMENT LANGUAGE (for DAS Contracting Portal Bid Notice) 
 
This contract is subject to state contract compliance requirements, including non-
discrimination statutes and set-aside requirements. State law requires a minimum of 
twenty-five (25%) percent of the state-funded portion of the contract be set aside for award 
to subcontractors holding current certification from the Connecticut Department of 
Administrative Services. The contractor must demonstrate good faith effort to meet the 
25% set-aside goals.  
 

BID NOTICE LANGUAGE (for print media) 
 

This contract is subject to state set-aside and contract compliance requirements.  
 

BID LANGUAGE (for bid documents) 
 

The contractor who is selected to perform this State project must comply with CONN. 
GEN. STAT. §§ 4a-60, 4a-60a, 4a-60g, and 46a-68b through 46a-68f, inclusive, as 
amended by June 2015 Special Session Public Act 15-5.  
 
State law requires a minimum of twenty-five (25%) percent of the state-funded portion of 
the contract for award to subcontractors holding current certification from the Connecticut 
Department of Administrative Services (“DAS”) under the provisions of CONN. GEN. 
STAT. § 4a-60g. (25% of the work with DAS certified Small and Minority owned 
businesses and 25% of that work with DAS certified Minority, Women and/or Disabled 
owned businesses.) The contractor must demonstrate good faith effort to meet the 25% set-
aside goals.  
 
For municipal public works contracts and quasi-public agency projects, the contractor must 
file a written or electronic non-discrimination certification with the Commission on Human 
Rights and Opportunities. Forms can be found at:  
 
http://www.ct.gov/opm/cwp/view.asp?a=2982&q=390928&opmNav_GID=1806 
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SAMPLE 
MUNICIPAL CHECKLIST FOR CHRO CONTRACT COMPLIANCE 

 
 
_____ POST THE BID NOTICE WITH CHRO LANGUAGE INCLUDED 
 
_____ PRE-BID MEETING (IF APPLICABLE) 
 
_____ PROVIDE BID DOCUMENTS WITH CHRO LANGUAGE INCLUDED 

(Notification to Bidders/Contract Compliance Monitoring Report included)  
 
 
_____ SCREEN BIDS  

_____ CONFIRM CONTRACTOR HAS NON-DISCRIMINATION 
CERTIFICATE/AFFIDAVIT INCLUDED WITH BID DOCUMENTS 

_____ CHECK WITH CT LAW JOURNAL TO ENSURE CONTRACTOR IS 
NOT DEBARRED 

 
_____ SELECT BIDDER 
 
_____ SEND NOTICE TO CHRO AND SELECTED BIDDER: 
 _____ $50,000 TO $499,999 CONTACT AWARD NOTICE 
 _____ $500,000 AND ABOVE INTENT TO AWARD CONTRACT NOTICE 
 
_____ EXECUTE CONTRACT WITH CONTRACT COMPLIANCE AND SET-

ASIDE LANGUAGE 
______ $50,000 TO $499,999 WHEN AWARDED 
______ $500,000 AND ABOVE ONLY WHEN: 

_____ CONTRACTOR HAS SUBMITTED AN APPROVED 
AFFIRMATIVE ACTION PLAN TO CHRO 

_____ REQUESTED APPROVAL FROM CHRO TO AWARD 
CONTRACT AND RETAIN 2% PER MONTH OF THE TOTAL 
CONTRACT VALUE UNTIL CONTRACTOR HAS 
SUBMITTED AN APPROVED AFFIRMATIVE ACTION PLAN 
TO CHRO AND CHRO HAS GRANTED APPROVAL.  

 
_____ ENSURE A COPY OF A LETTER OF TRANSMITTAL FROM THE 

CONTRACTOR WAS RECEIVED CONFIRMING AN AFFIRMATIVE 
ACTION PLAN WAS FILED WITH CHRO 
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TO:  Contract Compliance Unit 
  Commission on Human Rights and Opportunities 
  CHRO Form CC052 
 
FROM: Click here to enter text. 
 
DATE:  Click here to enter a date. 
 
SUBJECT: Notification of Contract Award 
 

As required by Connecticut Contract Compliance Regulations Sec. 46a-68-31 
this is to notify the Commission that the following contract has been awarded. 
 
CONTRACT NUMBER:    Click here to enter text.                              
 
PROJECT NAME:     Click here to enter text.                              
 
PROJECT LOCATION:    Click here to enter text.                              
 
DURATION OF CONTRACT: Click here to enter text.                              
 
DOLLAR VALUE OF CONTRACT:   Click here to enter text.                    
 
SET-ASIDE VALUE: SBE  Click here.% Click here.$ 
  
 MBE  Click here.% Click here.$ 
 
THIS IS A PUBLIC WORKS CONTRACT  ☐  
THIS IS NOT A PUBLIC WORKS CONTRACT ☐ 
------------------------------------------------------------------------------------------------------- 
CONTRACTOR INFORMATION 
 
 NAME OF CONTRACTOR:   Click here to enter text.                    
 
 MAIN OFFICE ADDRESS:   Click here to enter text.                    
       Click here to enter text.                    
  
 TELEPHONE NUMBER:   Click here to enter text.                    
 
 NUMBER OF EMPLOYEES:  Click here to enter text.                    
 (If known) 
 
 
SUBCONTRACTOR INFORMATION: Please list any subcontractors who 
were listed by the Contractor for this project: 
Click here to enter text.                                                                             
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WERE THE FOLLOWING FACTORS CONSIDERED IN THE SELECTION 
OF THIS CONTRACTOR? 
 
1. The bidder’s success in implementing an affirmative action plan: 

 ☐Yes ☐No ☐ Unknown 
 

2. The bidder’s success in developing an apprenticeship program complying 
with Sections 46a-68-1 to 46a-68-17, inclusive: 
 ☐Yes ☐No ☐ Unknown 
 

3. The bidder’s promise to develop and implement a successful affirmative 
action plan: 
 ☐Yes ☐No ☐ Unknown 
 

4. The bidder’s submission of EEO-1 data indicating that the composition of 
the workforce is at or near parity when compared to the racial and gender 
composition of the workforce in the relevant labor market area: 
 ☐Yes ☐No ☐ Unknown 
 

5. The bidder’s promise to set aside a portion of the contract for legitimate 
minority business enterprises: 
 ☐Yes ☐No ☐ Unknown 
 
 
AGENCY CONTACT PERSON 
  
 NAME:  Click here to enter text                                       . 
  
 JOB TITLE: Click here to enter text                                       . 
  
 ADDRESS: Click here to enter text                                       . 
  
 TELEPHONE: Click here to enter text                                     . 



 

 
 
 
 
 

 
  
 
 

 
 

 

Bidder Notification Letter Sample  
Municipal Public Works Projects over 

$500,000  

XYZ Company 
Street address 
city/state  

RE: Project number and name  
Project location  
Contract award amount  
SBE/MBE Set-Aside Requirement (choose one of three options)  

(Choose the provision that applies to the award, and delete the remaining two boxes)  

Your company has been identified as the bidder of choice for the above referenced project. 
The work for this project falls under the provisions of CONN. GEN. STAT. Sections 46a-
68c and 46a-68d which requires that prior to the award of this contract by this agency, you 
must have your company affirmative action plan approved by the Commission on Human 
Rights and Opportunities. Enclosed for your convenience is the suggested format for an 
affirmative action plan to assist in the preparation of your company plan. Should you have 
any questions regarding the preparation of your plan, you may contact the Contract 
Compliance Unit at the Commission on Human Rights and Opportunities at (860) 541-4709. 

A copy of your plan must be submitted to the Commission on Human Rights and 
Opportunities within 30 days of your receipt of this letter. The Commission will review 
your affirmative action plan as required by Sections 46a68j-25 through 29 of the 
Administrative Regulations of Connecticut State Agencies within 60 days of submission. 
When the plan is approved, the  

 

25% for SBE contractors  6.25% for  SMBE  Contractor must document  
of which 25% (or 6.25% of  contractors   good faith effort to  
project total) for SMBE    include MBE contractors  
contractors     

 
 
Attn:  company official  

Date:  
 

Subject:  Affirmative Action Plan Requirements  

Dear   
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Commission will notify you and this agency so the contract can be awarded. Please send 
your affirmative action plan to:  

Commission on Human Rights and Opportunities 25 
Sigourney Street Hartford, CT 06106 Attn: Contract 
Compliance Unit  

Optional: You are also instructed to send a copy of the letter transmitting your plan to the 
Commission on Human Rights and Opportunities to:  

Contract Awarding Agency Name 
(address etc.)  

If you have any other questions concerning this matter, please contact the undersigned at 
(860) (phone #)  

Sincerely,  

Agency official  

copy: Contract Compliance Unit, CHRO   

C:aapnotltr  
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BIDDING, CONTRACTING & CONSTRUCTION REQUIREMENTS FOR 
STATE PROGRAMS AT $250,000 OR LESS 

 
 
 

CONSTRUCTION BID PACKAGE, DRAWINGS AND SPECIFICATIONS  
COMPLIANCE CERTIFICATION  

 
 

GRANTEE: _____________________________________________________________ 
 
PROJECT NAME AND MUNICIPALITY: ____________________________________ 
 
________________________________________________________________________ 
 
 
I,___________________________________, as the responsible  grantee  do hereby 
certify that the construction documents (Bid Package, Drawings & Specifications) shall 
be completed by a licensed professional engineer or architect for the above project and 
certify the following: 
 
1. A complete copy of the Bid Package and Invitation to Bid shall be submitted to or 

reviewed by the Department of Economic & Community Development (DECD). 
 
2. The Drawings and or Specifications for the above Project shall cover the scope of 

work, as indentified in the DECD Financial Assistance Proposal. 
 
3. The DECD Bidding, Contracting and Construction Guidelines for State Programs 

have been thoroughly reviewed by the grantee and/or qualified design professional. 
 
4. The Bid Package shall be technically correct and complete and shall clearly show that 

all of the DECD terms and conditions for bidding the project shall be met. 
 
 
 
Signed_________________________________________ 
 
Title: __________________________________________________________________ 
 
Address_________________________________________________________________ 
 
Telephone______________________________________Date_____________________ 
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CONSTRUCTION CONTRACT AND MONITORING  

COMPLIANCE CERTIFICATION  
 

 
GRANTEE: _____________________________________________________________ 
 
PROJECT NAME AND MUNICIPALITY: ____________________________________ 
 
________________________________________________________________________ 
 
 
I, ___________________________________, and as the responsible grantee do hereby 
certify that the bid results shall be reviewed by a licensed professional engineer or 
architect for the above project and certify the following: 
 
1. The qualified design professional shall assess and tabulate all of the bids and shall 

make a recommendation to award the bid to the lowest responsible bidder whose bid 
shall be the lowest of those bidders possessing the skill, ability and integrity 
necessary to faithfully perform the work.   

 
2. The required bid result documentation shall be submitted to DECD at the completion 

of bidding before the grantee moves forward with executing the construction contract. 
 
3. The lowest responsible bidders executed contract, grantee’s authority to execute, and 

all other documentation required by the DECD once the general contract is executed 
shall be forwarded to the DECD before construction commences. 

 
4. It shall be the responsibility of the grantee to provide construction oversight and 

inspection on the project by following all of the procedures and submitting all of the 
documentation indicated in the Construction Monitoring Procedures. 

 
 
 
Signed_________________________________________ 
 
Title: __________________________________________________________________ 
 
Address_________________________________________________________________ 
 
Telephone______________________________________Date_____________________ 
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Preamble 

The Professional Services Selection Guideline (PSSG) has been prepared to assist recipients of 
Brownfield grants and loans from the Department of Economic and Community Development 
(DECD) prepare a scope of work for solicitation of consultants and contractors.  The PSSG is 
structured to be equitable to all qualified firms and to secure the highest measure of professional 
service at a competitive fee.  The DECD funds recipient, the “client”, may submit an alternative 
quality based selection process to DECD for review and approval.  The client may also seek 
authorization from DECD to utilize existing DAS contracts for the project related services.    

Development of a Scope of Services 

The client is responsible for the preparation of a scope of services.  DECD reserves the right to 
review the scope of services prior to finalization.  The scope of services shall include: 

• A description of the intended project that clearly articulates the goals & objectives of the 

project; 

• A description of the site, background and known site conditions; 

• A statement of purpose to describe the extent of services being solicited including any 

preferences, conditions or requirements regarding approaches, data quality, and reporting 

requirements to accomplish the established objectives; 

• Funding program requirements; 

• A description of the professional services being sought; 

• A description of the outcomes & performance standards and deliverables to be prepared 

by the professional; 

• Any special expertise or unusual services that might be required; 

• Directions for access to relevant records including previously prepared environmental 

reports, mapping or other relevant project specific documentation; and 

• A time schedule for the overall project completion, including the selection process to 

retain a firm. 

Development of Request for Qualifications 

This section discusses in detail the guidelines for development of a Request for Qualifications 
(RFQ).  However, the client may want to consider if combining the RFQ and Request for 
Proposal (RFP) into a one-step selection process is the preferred approach for the project.  

The client shall prepare a formal RFQ for the proposed project, which shall clearly outline the 
requirements of their submissions.  The RFQ shall request respondents to indicate their interest 
in the project and illustrate their relevant project experience and overall capabilities to perform 
the required services.  The RFQ minimum requirement shall include: 

• The scope of services; 
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• The manner in which the firms qualifications shall be submitted which shall include the 

firms brochure, and relevant resume(s); 

• An hourly rate and expense schedule that shall remain in place during the first three years 

of the project; 

• Contact information for not less than three professional references; 

• A list of selection criteria including professional competence, experience on similar 

projects, insurance coverage, ability to perform the required service within the overall 

time schedule (do not request “relevant Brownfield experience” in the RFQ as this will 

limit the field of qualified respondents to just a few firms already working on Brownfield 

projects); 

• The location and address where the responses are to be submitted; and 

• The submission time and date. 

A brownfield is defined by Connecticut General Statutes §32-760 as “any abandoned or 

underutilized site where redevelopment, reuse or expansion has not occurred due to the presence 

or potential presence of pollution in the buildings, soil or groundwater that requires investigation 

or remediation before or in conjunction with the restoration, redevelopment, reuse and expansion 

of the property.”  Environmental investigations and remediation under the Brownfield program 

must follow the Connecticut Site Characterization Guidance Document (effective September 

2007, revised December 2010); the Connecticut Remediation Standard Regulations (RSRs – 

C.G.S. sec. 22a-133k-1 through 22a-133k-3, and 22a-133q-1 effective January 30, 1996 and 

revised June 27, 2013); any Proposed Revisions to the RSRs (Wave 2) when effective; and 

ASTM Standard Practice for Environmental Site Assessments E-1527-13; as well as all pertinent 

State and Federal regulations. 

DECD reserves the right to review the RFQ prior to finalization. 

Advertisement Procedure for Services Valued Under $50,000 

The developer/client/municipality should solicit responses from interested firms by newspaper 
legal notice advertisements or direct solicitation via letter, fax or email.  Trade publications may 
also be used to advertise the RFQ.  A minimum of three responses should be received.  
Otherwise, justification should be provided.  DECD reserves the right to request and inspect this 
documentation.   

Advertisement Procedure for Services Valued Over $50,000 

The client shall invite responses from interested firms by advertisements inserted at least once in 
one or more newspapers having a general circulation in the state.  The advertisement shall be 
placed in the legal notices section.  The RFQ may be placed in the major trade journals, 
distributed to professional societies, and provided directly to firms.  The Client shall 
affirmatively seek small, minority, and women owned businesses.  The Client should provide 
DECD with record copies of the documentation. 
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Selection Committee 

The Client shall establish a selection committee to screen and evaluate RFQ responses, select the 
qualification firms and request fee proposals, interview qualified firms, and make final selection.  
The committee should be assembled prior to the release of the RFQ. 

Review of Responses and Selection 

The committee shall screen all responses received for compliance with the RFQ.  Responses that 
do not comply with the intent of the RFQ will not be considered in the selection process. 

The Committee shall establish evaluation criteria and forms for the purpose of evaluating and 
ranking each respondent's qualifications.  The evaluation forms shall be finalized prior to the 
receipt of the proposals.  Below are the suggested evaluations criteria: 

• Proposed scope of work; 

• Qualifications and experience of personnel to be assigned to the project team; 

• Ability to provide the services within proposed project schedule time constraints; 

• Firm's awareness of project issues, opportunities, and constraints; 

• Project team's composition and experience on similar projects; 

• Quality and performance of past services; 

• Hourly fees and expense schedule; and 

• References feedback record. 

The committee shall review the responses and rank the firms according to their qualifications and 
criteria important to the project.  The committee should develop a “short list” of the top three to 
five firms, which, in their judgments, are deemed to be most qualified to perform the required 
professional services.  

Copies of the Statements of Qualification (SOQs) shall be provided to DECD if request.  DECD 
reserves the right to participate and/monitor the selection committee deliberations, interview and 
selection process. 

If fewer than five responses are received, then all qualified respondents could be considered 
eligible for further consideration. 

Request for Fee Proposal 

The client shall notify the short listed firms of their selection and request each firm to submit 
their fee proposal for complete services based on the scope of services, as amended if necessary.  
The request shall stipulate the date and time for receipt of the fee proposals.  The request shall 
also indicate the terms and conditions of the contract and the required time frame for providing 
professional services.  Those firms not selected to submit fee proposals should be so notified. 
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Review of Fee Proposals 

The evaluation of each of the fee proposals by the selection committee and client, shall consider 
the overall ranking of the firm and the fairness and reasonableness of the proposed fee.  In 
determining fair and reasonable compensation to be paid, the committee shall consider: 

• Overall costs associated with the proposed scope of services; 

• Rate schedule for staff working on the project that will remain in effected for a period of 

three years of the Contract date; 

• The professional competence of the staff designated by the firm; 

• The technical merits of the proposal,  

• The ability of the firm to perform the required services within the time and budgetary 

limits of the contract, 

All proposals are to be considered confidential information until the final selection is made and 
the contract is formally executed.  The selection committee should select the most competitive 
fee proposals for final selection following an interview. 

If there is a significant disparity among the fee proposals, the client shall request each firm to 
substantiate their proposal during the interview, as appropriate.  If the review reveals that the 
overall scope of services has been misinterpreted or lacks sufficient clarity, then the committee 
shall issue appropriate clarification to each firm and request a resubmission of proposals.   

The client shall take into consideration the respondents rate schedule as well as the overall lump 
sum fee proposed by the firm.  Environmental investigation of properties is typically an iterative 
process requiring additional investigations that could span years.  What may appear to be a low 
initial lump-sum fee, could end up more costly when the investigation moves beyond the initial 
scope of work. 

Interview Process 

The client shall arrange an interview of the top firms.  The firms should be provided at least one-
week advance notice of a date and time for their interview.  Those firms not selected shall be so 
notified. 

Prior to the interviews, the committee shall prepare an evaluation form with predetermined 
selection criteria to allow interviewers to uniformly and independently evaluate the firms.  The 
evaluation form may include the following:  

• Project team management plan. 

• Experience of project team. 

• Location and quality of office facilities. 

• Project control measures to monitor schedule and budget. 

• Availability of staff, based on firm services load. 

• Project approach. 
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• Quality of services of similar projects. 

• Awards and past client recommendations. 

• Financial stability of firm. 

• Overall team rating. 

The interviewed firms shall be allotted the same amount of time for their interview.  The 
committee members evaluate and rate each firm during and/or immediately following each 
interview.  After all interviews are completed, the members should reassess their initial 
evaluation of each firm in comparison to the other firm’s evaluations.  The committee shall rank 
the firms in order of overall preference. 

Final Selection 

The committee shall select the firm, which in accordance with the selection criteria, is most 
qualified to perform the required design services.  The selection committee should provide a 
formal written recommendation of selection to the client. 

Contract Execution 

The selected firm shall be notified of its selection.  Those firms not selected shall be so notified.  
The selected firm shall be requested to prepare and submit the applicable contract along with the 
required certificates of insurance. 

For architectural and engineering contracts, the contract form should be the current edition of the 
appropriate American Institute of Architects (AIA) or Engineers Joint Contract Document 
Committee (EJCDC) document.  These documents should be used in their entirety.  

Review of Contract 

A copy of the fully executed contract and certificates of insurance shall be submitted to the 
Department of Economic and Community Development.  DECD reserves the right to review 
professional services contracts prior to finalization.  DECD also reserves the right to review any 
subsequent amendments thereafter. 

Records Maintenance 

The client shall maintain all records of the selection proceedings in a safe and secure manner.  
Such records shall be made available to the Department of Economic and Community 
Development upon request. 

Modifications of the Selection Process 

DECD approval is required for any modification or change to the selection process. 

 



DEPARTMENT OF ECONOMIC AND COMMUNITY DEVELOPMENT  
OFFICE OF CAPITAL PROJECTS 

ADMINISTRATIVE AND PROJECT MONTORING PLAN OUTLINE  

 
 

Organization 
Name of Implementing Agency  
Governing Body for the Implementing Agency  

Legal Form of Organization (i.e., local government agency, 
501(c)(3), etc.)  

Composition  

Authority and Responsibilities of the Governing Body  
Office Address  
Office Resources (Office Equipment, Staff, and Contracted Services)  

Project Management  
Personnel  

Job Titles  

Credentials and Experience  

Percentage of time devoted to project activities  

Reporting and Authority  
Organizational Chart  
Roles and Responsibilities  
Consultants?  
Project Schedules  

Construction or Production-Attach as Exhibit A  

Cash Flow-Attach as Exhibit B  

Communication  
Scheduled Meetings (Weekly, bi-weekly, etc.)  
Periodic Reporting (Weekly, bi-weekly, etc.) 



  

450 Columbus Boulevard, Suite 5  |  Hartford, CT 06103  |  860.500.2300  |  cultureandtourism.org  

PROJECT REVIEW COVER FORM 

Updated 1/2018 

This is:  ☐ a new submittal   ☐ supplemental information   ☐ other Date Submitted:  

PROJECT INFORMATION 

Project Name:  
 

Project Proponent:  

 The individual or group sponsoring, organizing, or proposing the project. 
 

Project Street Address:  

 Include street number, street name, and or Route Number. If no street address exists give closest intersection. 
 

City or Town:  County:  
 Please use the municipality name and not the village or hamlet. 

PROJECT DESCRIPTION 

Describe the overall project in detail. As applicable, provide any information regarding past land use, project area size, 

renovation plans, demolitions, and/or new construction. Note if this will included in a separate attachment: 

 

 

List all state and federal agencies involved in the project and indicate the funding, permit, license or approval program 

pertaining to the proposed project: 

Agency Type Agency Name Program Name 

☐ State  ☐ Federal   

☐ State  ☐ Federal   

☐ State  ☐ Federal   

☐ State  ☐ Federal   

If there is no state or federal agency involvement, please state the reason for your review request:  

 

 

FOR SHPO USE ONLY 

Based on the information submitted to our office for the above named property and project, it is the opinion of the 

Connecticut State Historic Preservation Office that no historic properties will be affected by the proposed activities.*  

 

      

Mary Dunne/Catherine Labadia Date 

Deputy State Historic Preservation Officer 

*All other determinations of effect will result in a formal letter from this office 

  



  

450 Columbus Boulevard, Suite 5  |  Hartford, CT 06103  |  860.500.2300  |  cultureandtourism.org  

PROJECT REVIEW COVER FORM 

Updated 1/2018 

CULTURAL RESOURCES IDENTIFICATION 

Background research for previously identified historic properties within a project area may be undertaken at the SHPO’s office. To 

schedule an appointment, please contact Catherine Labadia, 860-500-2329 or Catherine.labadia@ct.gov. Some applicants may find it 

advantageous to hire a qualified historic preservation professional to complete the identification and evaluation of historic properties.  

Are there any historic properties listed on the State or National Register of Historic Places within the project area? 

☐ Yes     ☐ No     ☐ Do Not Know If yes, please identify:  

Architecture 

 Are there any buildings, structures, or objects within the project area (houses, bridges, barns, walls, etc.)? 

 ☐ Yes (attach clearly labelled photographs of each resource and applicable property cards from the municipality assessor) 

 ☐ No (proceed to next section) 

 Are any of the buildings, structures or objects greater than 50 years old?  ☐ Yes      ☐ No      ☐ Do Not Know 

 If the project involves rehabilitation, demolition, or alterations to existing buildings older than 50 years, provide a 

work plan (If window replacements are proposed, provide representative photographs of existing windows). 

Archeology 

Does the proposed project involve ground disturbing activities? 

 ☐ Yes (provide below or attach a description of current and prior land use and disturbances. Attach an excerpt of the soil 

survey map for the project area. These can be created for free at:  https://websoilsurvey.nrcs.usda.gov  

 

 ☐ No  

CHECKLIST (Did you attach the following information?) 

Required for all Projects Required for Projects with architectural resources 

☐  Completed Form ☐  Work plans for rehabilitation or renovation 

☐  Map clearly labelled depicting project area ☐  Assessor’s Property Card 

☐  Photographs of current site conditions Required for Projects with ground disturbing activities 

☐  Site or project plans for new construction ☐  Soil survey map 

Suggested Attachments, as needed 

☐  Supporting documents needed to explain project ☐  Supporting documents identifying historic properties 

☐  Historic maps or aerials (available at http://magic.lib.uconn.edu or https://www.historicaerials.com/) 

PROJECT CONTACT 

Name:  Firm/Agency:  
 

Address:  
 

City:  State:  Zip:  
 

Phone:  Email:  

Federal and state laws exist to ensure that agencies, or their designated applicants, consider the impacts of their projects on historic 

resources. At a minimum, submission of this completed form with its attachments constitutes a request for review by the Connecticut 

SHPO. The responsibility for preparing documentation, including the identification of historic properties and the assessment of 

potential effects resulting from the project, rests with the federal or state agency, or its designated applicant. The role of SHPO is to 

review, comment, and consult. SHPO’s ability to complete a timely project review largely depends on the quality of the materials 

submitted. Please mail the completed form with all attachments to the attention of Environmental Review at the address above. 

Electronic submissions are not accepted at this time. 
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