CONSULTANT SELECTION PROCEDURES
by James P. Hawke

Project Approved

Qualifications reviewed by team, “Short

List” of 3 to 5 firms developed.

A 4

Develop a review team to consider both Qualifications Statement and Proposals.
Team should have at least 3 members. One member should be a technical
representative in the project area and one should be at the policy or decision
making level. Written evaluation criteria are established for review of
Qualifications, Proposals and Oral Interview.
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Do you maintain an up-to-date listing of

A
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The “RFQ” is sent to known firms, plus formal
advertisement of intent in newspapers of general
circulation and local circulation in project area.
Normally at least 15 working days are allowed for
response. Highly technical projects may be
announced in Commerce Business Daily.

“qualified” professional consulting firms?

No
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Requests for Proposals are sent to Short Listed
firms, (3 to 5 firms). The RFP should include:
1) Cover letter on what needs to be
accomplished, but not specifically how the
consultant will do it.

Background/History of the project.
Detailed Scope of Services required.
General instructions on the preparation
and submission of the proposal, e.g.,
length (20 pages); date and time due;
where it is to be delivered. Normally at
least 30 calendar days are allowed.
Criteria used to evaluate the proposals and
how it will be done, i.e., by the review
team using written guidelines.

Legal requirements, e.g., no conflict of
interests, non-discrimination, etc.
Contract provisions anticipated, e.g., Code
of Federal Regulations, HUD guidelines,
National Environmental Policy Act,
Protection of Historic and Cultural
Properties, etc.

5)

6)
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Develop a “Request for Qualifications” (RFQ) and “Letter of Interest”

(LOI). This request should include at least:
1)  Rough Scope of Services and the nature of the services sought.
2)  The minimum qualifications sought including:
*Experience of the firm.
*Experience of each professional who would participate.
*Experience of the project leader.
*Reference for both the firm and individuals including contact
names and phone numbers.
3)
project budget.
4)
pages of narrative, printed brochures), format, date due, contact
person(s), etc.

Time frames in which the work is to be performed and estimated

General instruction on; length of response (Letter of Interest, 3to 5
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Pre-proposal conference may be held about 1 week after
distribution of “RFP’s” for the short-listed firms.
(Optional)

v

Proposals are reviewed and rated by review team.

v

Do you wish to conduct oral Yes
interviews? l
No The top 3 or 4 firms are
selected for interview.
A 4

Best qualified firm is selected. <—|
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Contract negotiations are begun. If unsuccessful with top firm, the second firm may be considered or the process re-opened.

Scope of services to be performed. Usually the selected consultant’s first task is to develop the final Scope of Services
and “Task Order” if utilized. The Scope of Services should include: “Deliverables” and procedures for review of

The method of contracting, e.g., cost-plus; lump-sum; time and materials; fixed fee.

Contract terms and conditions, e.g., key personnel; subcontract provisions; penalties; change orders; task orders;
termination and stop work orders; method of payment; amendment provisions.

Project management requirement, e.g., meetings; public participation, etc.

The following considerations should be included in the negotiations:
1
completed tasks.
2)  Project schedule.
3)  The price.
4)
5)
6)




