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City of Aurora 
 

Internal Services Department 
Purchasing Services, Suite 4400 
15151 E. Alameda Parkway 
Aurora, Colorado 80012 
Phone: 303-739-7100 
Fax: 303-739-7509 
www.auroragov.org 

 

 

 
Request for Proposal:  R-1462 

Class/Item: 906-10 

Date: July 19, 2010 

 

Proposal Deadline:  4:00 p.m., August 6, 2010, in the Office of Purchasing Services 

 

REQUEST FOR PROPOSALS 
 

The City of Aurora (COA) is requesting written proposals from qualified licensed professional architectural 
firms to provide services for construction documentation (design specifications, construction documents, 
and construction administration) for the project described herein.   
 

Five (5) copies of the technical proposals will be required.  Unpriced technical proposals will be accepted at 
the Office of Purchasing Services, 15151 East Alameda Parkway, Suite 4400, Aurora, Colorado 80012, until 

4:00 p.m., August 6, 2010.  No late proposals shall be considered. 
 
Proposals shall consist of: 
 

Architectural Services for the Fire 10 New Addition & Remodel  
 

Pre-Proposal Conference 

A pre-proposal conference is scheduled for July 27, 2010, at 9:00 a.m. in Purchasing Conference Room 
(Elk Room.), 15151 E. Alameda Parkway, 4

th
 Floor, Aurora, CO., 80012. The purpose of the pre-proposal 

conference is to provide assistance to prospective consultants in the interpretation of the Request for 
Proposals, Scope of Services, Sample Contract, and other technical and contractual matters. Attendance at 
the pre-proposal conference is not mandatory, but is highly recommended.  Site visits will be conducted after 
the pre-proposal conference. 
 

Specific requirements for this project are contained in the attached Scope of Services. 
 

A TENTATIVE SCHEDULE of key dates for the project has been established as follows: 
 

July 27, 2010 Pre-proposal conference at 9:00 a.m.   

August 6, 2010 Proposals due by 4:00 p.m. 
August 16, 2010 Interviews of top rated consultants 
August 18, 2010 Negotiations with top ranked consultant 
August 27, 2010 Council Approval of Award  
September 6, 2010 Award Actions Complete 
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Solicitation Process 
The Request for Proposals is being solicited under a multi-step procurement procedure consisting of three 
steps. The first step requires all firms to submit technical proposals addressing only those items cited in 
Section II, Proposal Submittal Requirements, of this Request for Proposals.  Proposals will be evaluated and 
ranked based on the evaluation criteria outlined in Section III, Proposal Evaluation, to select a short list of 
consultants for further evaluation. Only those firms who are placed on the short list on the basis of the 
evaluation criteria will be considered during the second step. 
 
During the second step, interviews with the short list of firms may be conducted. During the third step, the 
price proposal of the firm ranked the highest by the evaluation committee on the basis of the technical 
proposal and interview (if conducted) will be requested, and negotiations will be held with that consultant. 
If a tentative agreement is reached with the top ranked consultant, the staff’s recommendation will be sent 
to City of Aurora Purchasing Services.  The City and consultant then negotiate the details of the final 
contract, The City of Aurora Purchasing Services will then issue a Purchase Order and work may begin. 
Should the City be unable to reach agreement with the top ranked consultant, negotiations will commence 
with the second ranked firm. This process will continue until a satisfactory contract is negotiated, or the 
City exercises its right to reject all proposals. 
 

Licenses 
The successful offeror, without additional expense to the City, shall be responsible for obtaining any 
necessary licenses and for complying with any applicable federal, state, and municipal laws, codes and 
regulations in connection with the prosecution of the services.  The successful offeror and any 
subcontractors, if applicable, will be required to obtain an Aurora Business License.  The successful 
offeror shall provide the Aurora Business License number(s) to Willie Brown, Senior Procurement Agent, 
within thirty (30) days of contract award. 
 

Amendments to the Request for Proposal 
The City of Aurora reserves the right to amend this Request for Proposal by an addendum at any time 
prior to the date set for receipt of proposals.  Addenda or amendments will be posted on the City of Aurora 
web site as soon as available and shall be the responsibility of the offeror to obtain all addenda.  Offerors 
registered for the paid bidding notification service shall be notified either by fax or email depending on the 
service that they have subscribed to.  If revisions are of such a magnitude to warrant, in the City of 
Aurora’s opinion, the postponement of the date for receipt of proposals, an addendum will be issued 
announcing the new date. 
 

Additional Information 
Proposals will be considered only from firms or individuals who are firmly established in an appropriate 
business, who are financially responsible, and who have the resources and ability to offer services in a 
professional and expedient manner. The City may request additional information as deemed necessary. 
Failure to provide such information may result in the proposal being considered non-responsive.   
 
The City of Aurora reserves the right to reject any and all proposals, to waive any informalities in the 
proposals received, and to accept the proposal deemed most advantageous to the best interest of the City. 
 
Questions regarding this Request for Proposals may be addressed to Willie Brown, Senior Procurement 
Agent, Aurora Municipal Center (Suite 4400), 15151 East Alameda Parkway, Aurora, Colorado 80012 or by 
calling (303) 739-7100. Technical questions may be directed to Howard Kaplan, P.E., Facilities Engineering, 
Design & Construction Supervisor, or by calling (720) 341-1052. 
 
Respectfully, 
 
 
        
Willie Brown 
Senior Procurement Agent              
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RFP Sections: Section I  Scope of Services 
  Section II  Proposal Submittal Requirements 
 Section III  Proposal Evaluation 
 Section IV  Special Conditions 
 Section V  Sample Professional Services Agreement 
  Attachment 1  Insurance Requirements 
  Attachment 2 Independent Consultant Affidavit  
  Attachment 3: Delivery Work Order 
  Attachment 4: Conceptual Drawings 
  Section VI Open Records Request Form 
  Section VII  Request for Tax Payer Identification Number and Certification 
  Section VIII Request for Business Size Status 
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SECTION I 
 

SCOPE OF SERVICES 
 

Architectural Services for the Fire 10 New Remodel & Addition  
 

The City is interested in renovating and remodeling Fire Station #10. 
 
Conceptual drawings have been provided as Attachment #4.. 
 
The City of Aurora is soliciting written technical proposals from architectural firms to provide design 
development drawings and construction drawings consisting of site plans, design specifications, 
construction documents and construction administration. 
 
The existing facility is located at 3951 S. Reservoir Road, Aurora, Colorado, 80013.  It is an approximately 
7340 square foot building built in 1981. 
 
The scope of work is as follows: 

 A new addition, approximately 510 square feet, located on the NE side of the firehouse 

 New bedroom layouts including privatizing rooms 

 Remodeling of restrooms/showers 

 Limited kitchen remodel 

 Addressing floor heaving in Living/Dining room (structural) 

 Addressing exhaust and makeup air for crawlspace 

 Address all disciplines (e.g. architectural, landscape, civil, structural, mechanical, plumbing, electrical, 
fire) 

 Review fire protection requirements (provide performance spec as required) 
 
The current construction budget for the project is $550,000.00 
 

Conceptual Design 

The conceptual design has been completed to date as shown on the attached drawings. Conceptual 
design is considered 85% complete.  The number of bedrooms is being revised and would have to be 
redrawn through input from the Fire Department. 
 
“Conceptual drawings were done in Microstation CADD and have been converted to AutoCad .dwg 
drawings.  These drawings in their present form are not in compliance with Facilities Engineering Cadd 
Drawing Guidelines and will require editing. Drawings may require to be redrawn in AutoCadd.  Final 
submitted drawings must conform to Facilities Engineering AutoCad Guidelines. PDFs have been 
provided in this RFP showing what has been completed to date.  The AutoCad drawings are available 
upon request. 
 

Construction Documentation 

The consultant will have to submit design development documents (65% completion) and 100% 
construction documents for review by the City.   

 

Design Services  

 Meet with COA Facilities Engineering and the Fire Department. 

 Inspect the existing building to become familiar with existing conditions of the structures, equipment, 
utilities and other associated components.  

 Prepare stamped/signed construction documents plans/specifications utilizing Facilities Engineering 
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established guidelines. 

 Prepare a Site Plan meeting City requirements.  

 Provide a project cost estimate, which includes line item pricing. 

 Provide detailed demolition, architectural and engineering (civil, landscape, mechanical, electrical, 
plumbing, structural) specifications and construction drawings. The plans and specifications shall be 
sufficient for prospective contractors to submit complete and accurate bids. 

 Identify and address ADA issues 

 

Construction Administration Services 

Construction administration services shall include, but not be limited to the following: 

 Assist with the bidding process by coordinating with the City’s Purchasing Division, by attending pre-
bid meetings, clarifying questions or concerns, developing and assisting with bid evaluations and 
attending the pre-construction meetings. 

 Provide all project construction administration services for the duration of the project through 
completion. 

 Conduct regular meetings with the contractor and representatives from the City to resolve issues 
and/or problems. 

 Monitor construction progress and ensure all work is performed in a quality manner and adheres to 
plans and specifications. 

 With coordination and approval, prepare change orders if required, prepare punch lists, substantial 
completion and final completion documents. 

 Attend a final walk-through with the contractor and City representatives to provide recommendations 
and acceptance of the project after completion of punch list items. 

Reimbursable Costs 

An allowance will be provided for the following, to be determined at the time of price negotiation (time & 
material, not to exceed): 

 Provide as-built, record project drawings in AutoCad 2007 or later on CD to the City reflecting redline 
changes made by the Contractor. Also provide PDF drawings of same, on CD. 

 Provide as-built, record master drawings in AutoCad 2007 or later on CD to the City incorporating the 
above project into a master building set (to include all disciplines e.g. architectural, civil, landscape, 
mechanical, plumbing, fire, electrical, structural, etc.). Also provide PDF drawings of same, on CD. 
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SECTION II 
 

PROPOSAL SUBMITTAL REQUIREMENTS 
 
The consultant's proposal should address the following minimum information in the same order as 
presented: 

 
1. Firm’s name, address, phone number and name of principals. 

2. Firm’s experience with projects of similar type, size and scope. 

3. Explanation of the approach to the project. 

4. Provision of client references for projects of similar scope. 

5. Proposed project manager including detailed information of their experience. 

6. Proposed list of subconsultants in the event the firm’s in-house resources are not used for the 
development of the plans and specifications. 

7. Provide a statement of availability for this project and an estimated period of time to complete the 
design and construction documents for bidding.  Provide proof of insurance as required by the City’s 
Purchasing Division. 

8. Explain how your firm intends to be accountable for errors and omissions in design and specifications 
by the firm or any subconsultants. 
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SECTION III 
 

PROPOSAL EVALUATION 
 

 
 

The following identifies the selection criteria that will be used to evaluate the proposals: 

 
 

1. Experience, qualifications and ability of the project team to perform in a timely, professional and 
quality manner. 

2. Experience of the project team in designing and remodeling similar facilities. 

3. Project coordination and management experience of the project manager. 

4. Evaluation of client references on other projects. 

5. Accountability for errors and omissions. 

6. Proposed schedule for design and delivery of completed construction documents. 

7. Overall impression of the proposal. 

 
An evaluation committee will review and score the firms proposals using the evaluation criteria listed 
above.  Scores will range from 1 (poor) to 10 (excellent) and will be totaled for each firm.  The firm with the 
highest total score based on the technical proposal and interviews may be asked to submit financial data 
for review of solvency. 
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SECTION IV 
 

SPECIAL CONDITIONS 
 
 

GENERAL INFORMATION 
Reimbursement will not be made for costs incurred prior to a formal award. The proposal must be 
comprehensive and specify how the consultant would complete all of the elements of the "Scope of 
Services". 
 

SAMPLE PROFESSIONAL SERVICES AGREEMENT 
Included in this package is a sample of the standard "Professional Services Agreement", used by the City.  
Prospective consultants are requested to review this document and comment on any areas of objections in 
their technical proposals. 
 

INSURANCE REQUIREMENTS 
Attached to the sample "Professional Services Agreement" is a copy of the City's current insurance 
requirements (Form 410-33). 
 

INDEPENDENT CONTRACTOR AFFIDAVIT 
The successful consultant is required to sign and notarize an affidavit stating that they are an independent 

contractor.  A sample affidavit is attached for your review.  THE INDEPENDENT CONTRACTOR IS NOT 

ENTITLED TO WORKERS' COMPENSATION BENEFITS.  AN INDEPENDENT CONTRACTOR IS 

OBLIGATED TO PAY FEDERAL AND STATE INCOME TAX ON ANY MONIES EARNED PURSUANT TO 

THE CONTRACT RELATIONSHIP.  ADDITIONALLY, IT IS UNDERSTOOD THAT THE INDEPENDENT 

CONTRACTOR IS NOT ENTITLED TO UNEMPLOYMENT INSURANCE BENEFITS UNLESS 

UNEMPLOYMENT COMPENSATION COVERAGE IS PROVIDED BY THE INDEPENDENT 

CONTRACTOR OR SOME ENTITY OTHER THAN THE CITY OF AURORA, COLORADO.     
 

SUBLETTING OF CONTRACT 
The Consulting Firm will agree not to assign or sublet the whole or any part of the contract without the prior 
written consent of the City. 

 

CHANGES IN SCOPE OF SERVICES 
The Project Manager will agree that any change of scope in the work to be performed after the original 
contract has been signed shall be documented as a written change order, be accepted by all parties, and 
made a part of the original contract by addendum. 

 

AMENDMENTS TO THE REQUEST FOR PROPOSAL 
The City of Aurora reserves the right to amend this Request for Proposal by an addendum at any time 
prior to the date set for receipt of proposals.  Addenda or amendments will be posted to the City of Aurora 
web site as soon as available and shall be the responsibility of the offeror to obtain all addenda.  Offerors 
registered for the paid service shall be notified either by fax or email depending on the service that they 
have subscribed to.  If revisions are of such a magnitude to warrant, in the City of Aurora’s opinion, the 
postponement of the date for receipt of bids, an addendum will be issued announcing the new date. 
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SECTION V 
 

SAMPLE PROFESSIONAL SERVICE AGREEMENT 
 
 
   
 
 
 

 
 
 
 

 

PROFESSIONAL SERVICE AGREEMENT 
 

CITY OF AURORA 
AURORA, COLORADO 

 
 
 
 
  TITLE: Architectural Services for the Fire 10 New Addition & Remodel   
 
  FILE NO.: R-1462         
 
  P.O. NO.:       
 
 
 
 
 
Professional Services Agreement (REV. 08/04) 
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A G R E E M E N T 
 
 
 THIS AGREEMENT, made as of the   day of      in the year Two 
Thousand and        by and between the CITY  OF  AURORA, COLORADO, hereinafter called 
the CITY, and                                , a      corporation with its principal 
place of business at      , hereinafter called the CONSULTANT, 
WITNESSETH, that whereas the CITY intends that the CONSULTANT, upon written authorization as 
hereinafter specified, shall perform services as hereinafter provided; which are in accordance with the project 
scope and any addenda thereto, which scope of services by this CONSULTANT together with addenda, if 
any, shall become a part of this Agreement. 
 
     NOW, THEREFORE, the CITY and the CONSULTANT for the consideration hereinafter set forth agree 
as follows: 
 
 

SECTION I – CONSULTANT RESPONSIBILITIES AND BASIC SERVICES 
 
 
      A.  The CONSULTANT agrees to perform services in connection with projects as hereinafter 

stated.  Refer to Special Conditions where applicable.  
          
      B.   All work to be performed by the CONSULTANT shall be authorized in writing through the 

Office of Purchasing Services subject to award as provided by Ordinance.   
 
  C.  Time of performance.  The services to be performed under this Agreement shall be 

commenced immediately upon issuance of a Professional Service Agreement and a 
Purchase Order from the CITY and shall be completed no later than       unless 
extended by the CITY in writing. 

 
      D.  The CONSULTANT shall inform the CITY in writing of any additional firms it intends to hire 

to perform work in connection with this Agreement and shall keep the CITY informed on any 
changes or additions to this information.  The CITY will approve any additional firms prior to 
commencement of work per this Agreement.  The CONSULTANT shall be responsible for 
the performance of the additional firm(s).  Nothing contained herein shall create any  
contractual relationship between any additional firm(s) and the CITY. 

 
E. Scope of Work: 
  
F. The CONSULTANT shall be responsible for any injury to persons or damage to property to 

the extent arising from negligent or otherwise wrongful acts or errors and omissions of the 
CONSULTANT, its agents and employees.  If the CONSULTANT knows of the damage the 
CONSULTANT shall notify the City immediately.  If the City discovers the damage, City will 
notify CONSULTANT immediately.  Repair shall be accomplished under City direction and 
to City specifications so property is in as good or better condition than before damage. The 
CONSULTANT shall provide the CITY with a certificate of liability coverage in accordance 
per the attached form 410-33. 
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SECTION II - THE CITY'S RESPONSIBILITIES 
 
 
 The CITY shall: 
 
      A.   Provide full information including detailed scope as to its requirements for the services. 
 
      B.  Give prompt notice to the CONSULTANT whenever the CITY observes or otherwise 

becomes aware of any discrepancies in the services provided. 
 
      C.   Furnish, or direct the CONSULTANT to provide at the CITY'S expense, any necessary 

additional services. 
 
 D. The CONSULTANT is not liable for delays in performance which are caused by the CITY, 

the CITY’S Consultants, or events which are outside the control of the parties and could not 
be avoided by the exercise of due care. 

 
 
 

SECTION III - MUTUAL OBLIGATIONS OF THE CITY AND CONSULTANT 
 
 
      A.   This Agreement does not guarantee to the CONSULTANT any work except as authorized in 

accordance with Section I above, or create an exclusive contract. 
 
  B.   The services and any and all interests contemplated under this Agreement shall not be 

assigned, sublet or transferred without the written consent of the CITY. 
     
      C.   The CONSULTANT and any and all of its personnel utilized by the CONSULTANT under the 

terms of this Agreement shall remain the agents and employees of the CONSULTANT and 
are not, nor shall be construed to be, agents or employees of the CITY. 

 
D. All documents prepared in connection with these services shall become the property of the 

City. 
 
 
 

  SECTION IV - PAYMENT AND FEE SCHEDULE 
 
It is understood and agreed by and between the parties hereto, that the CITY shall pay the CONSULTANT 
for services furnished, and the CONSULTANT shall accept as full payment for such services, amounts of 
money computed as follows: 
 
      A.   Total Compensation: The CITY agrees to pay and the CONSULTANT agrees to accept for 

the services contained in Section I contracted herein a sum not to exceed  $       
dollars.  This amount shall include all services rendered by the CONSULTANT under this 
Agreement including all travel, living and overhead expenses incurred in connection with 
performing the services herein except for special services authorized in writing by the CITY.  
The sum above stipulated shall be considered a "Not to Exceed" cost to the CITY.  
CONSULTANT shall submit an invoicing schedule to be approved by the Project Manager. 

 
  Upon submission of CONSULTANT invoicing to the CITY, payment shall be issued.  It is to 

be understood and agreed that the CITY may require up to 21 days to process payment 
after date of receipt of invoicing. 
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  SECTION V - CHARTER, LAWS AND ORDINANCES 
 
 
The CONSULTANT, at all times, agrees to observe all applicable Federal and State Laws, Ordinances and 
Charter Provisions of the City of Aurora, and all rules and regulations issued pursuant thereto, which in any 
manner affect or govern the services contemplated under this Agreement. 
 
 

  SECTION VI - TERMINATION OF CONTRACT 
 

 

A. TERMINATION FOR CAUSE 
 
In the event a material breach of this Agreement remains uncured following reasonable notice of said breach, 
the non-breaching Party may terminate this Agreement upon written notice specifying the effective date 
thereof, provided the CITY shall have at least thirty (30) days to cure any such alleged breach.  In the event 
CONSULTANT illegally discriminates among or against any person or persons, no opportunity to cure such 
breach need be provided by the CITY. 
 
 

B. TERMINATION FOR GOVERNMENTAL CONVENIENCE  
 

1. Change in CITY Policy.  The CITY may terminate this Agreement at any time upon 
reasonable notice specifying the date thereof, provided the CONSULTANT shall be 
compensated in accordance with this Agreement for all work performed up to the effective 
date of termination. 

 
2. Non-Appropriation of Funds. The terms and conditions of this Agreement are subject to annual 

appropriation by the Aurora City Council. 
 

3. The City’s liability for termination of this Agreement shall not exceed the total amount of this 
Agreement. 

 

C. EFFECT OF TERMINATION 
 

1. Ownership of Work Product.  In the event of termination, all finished and unfinished work 
product(s) prepared by the CONSULTANT pursuant to this Agreement shall become the sole 
property of the CITY, provided the CONSULTANT is compensated in accordance with this 
Agreement for all work performed in accordance with this Agreement up to the effective date 
of termination.  CONSULTANT shall not be liable with respect to the CITY’S subsequent use 
of any incomplete work product, provided CONSULTANT has notified the CITY in writing of 
the incomplete status of such work product. 

 
2. CITY’S Right to Set-Off and other Remedies.  Termination shall not relieve CONSULTANT 

from liability to the CITY for damages sustained as the result of CONSULTANT’S breach of 
this Agreement; and the CITY may withhold funds otherwise due under this Agreement in lieu 
of such damages, until such time as the exact amount of damages, if any, has been 
determined. 
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  SECTION VII - CHANGE ORDERS OR EXTENSIONS 
 
The CITY may, from time to time, require changes in the scope of the services of the CONSULTANT to be 
performed herein.  Such changes, including any increase or decrease in the amount of the CONSULTANT'S 
compensation, which are mutually agreed upon by and between the CITY and the CONSULTANT, shall be 
incorporated in written Change Orders or Extensions to this Contract. 
 
If the CONSULTANT determines that a request by the CITY during the course of completing the services 
defined herein is not included in the scope of services defined in Attachment A, the CONSULTANT shall 
submit to both the CITY’s Project Manager and the Manager of Purchasing Services, in writing, a claim within 
five (5) business days of the CITY’s request or of the event that prompted the proposed change.  
 
A claim is any demand, contention, or assertion by the CONSULTANT seeking additional time or money 
under the contract.  Claims by the CONSULTANT must be made in writing as specified herein.  Claims 
from the CONSULTANT must contain all of the following: 
 
1. A narrative statement referencing and attaching the supporting documentation and specifically 

describing the legal, factual and contractual basis of the claim; 
 

2. If the claim alleges delay to the work, the claim must include the precise number of days claimed, all 
alleged impacts, financial or otherwise, on the work, and the specific amount of money, if any, 
claimed as a result of the delay as well as a detailed critical path as-built schedule analysis 
illustrating that the delays claimed were on the critical path of the project;  
 

3. If the claim alleges acceleration or constructive acceleration of the work, the claim must include the 
precise number of days time extension the CONSULTANT contends it would have been entitled to 
receive, but for the acceleration, and the precise number of days by which the work has been 
accelerated.  No claims for acceleration for work that is not on the critical path shall be permitted.  
Claims for acceleration must be accompanied by a detailed CPM analysis.  Claims for acceleration 
shall be limited to the premium portion of labor costs incurred for overtime. 
 

4. If the claim is for additional compensation, the claim must include a detailed calculation of the 
precise amount claimed with all supporting documentation.  All claims must reference the specific 
contract provisions relied upon to support the claim.  All claims must specifically reference, by name, 
this Section VII and the fact that the claim is being submitted under this Section VII.  Any writing or 
other form of notice, however designated, which fails to specifically reference this Section VII, by 
name, shall not be deemed to constitute a valid claim hereunder. 

 
Items 1, 2, 3, and 4 above shall hereinafter be referred to as the “Final Accounting.”   An initial written notice 
of the CONSULTANT’s intent to assert a claim (the “Initial Notice”) must be made in writing within three (3) 
days after the occurrence of the event giving rise to the claim or the right to submit a claim is waived.  The 
CONSULTANT shall submit all information reasonably available that is otherwise required in the Final 
Accounting at the time of the Initial Notice. 
 
Within ten (10) days after the conclusion of the event giving rise to the Claim, the CONSULTANT shall 
provide the Final Accounting.  Failure to timely provide the Final Accounting shall constitute a waiver of the 
claim.  Any waiver by the CITY of the notice requirements for the Initial Notice or the Final Accounting for a 
single claim, event, or occurrence shall not constitute a waiver of these notice requirements for any other 
claim, event, or occurrence.  Each request for time or money by the CONSULTANT shall be considered a 
separate claim.  All information required in the Final Accounting must be submitted within the time limits 
established herein, and no supplementation of the information shall be permitted.  Any attempted reservation 
of the right to submit or supplement an earlier made claim shall be void. 
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After review of the claim, the CITY shall make a decision whether the CONSULTANT is entitled to a 
Change Order.  If in the opinion of the CITY, the CONSULTANT is entitled to a Change Order, the Project 
Manager shall initiate a written Change Order.  If in the opinion of the CITY, the CONSULTANT is not 
entitled to a Change Order, the CONSULTANT shall receive notice of the decision in writing from the 
Office of Purchasing Services, and it shall be final.  The CONSULTANT may submit an appeal of the 
decision in writing to the Director of Internal Services within five (5) days of receipt of the decision from the 
Office of Purchasing Services. 
 

   

 

  SECTION VIII - EQUAL EMPLOYMENT OPPORTUNITY 
 
       

A. The CONSULTANT will not discriminate against any employee or applicant for employment 
on the basis of race, color, national origin, ancestry, age, sex (gender), religion, creed, or 
physical or mental disability.  The CONSULTANT may adhere to lawful equal opportunity 
guidelines in selecting employees, provided that no person is illegally discriminated against 
on any of the preceding bases.  This provision shall govern, but shall not be limited to, 
recruitment, employment, promotion, demotion, and transfer, and advertising therefor; layoff 
or termination; rates of pay or other compensation; and selection for training, including 
apprenticeship. The CONSULTANT shall post, in all places conspicuous to employees and 
applicants for employment, notices provided by the State of Colorado setting forth the 
provisions of this nondiscrimination clause. 

 
 B.  All solicitations and advertisements for employees placed by or on behalf of the 

CONSULTANT, shall state that CONSULTANT is an equal opportunity employer.  
                                                                       
 C.  The CONSULTANT shall cause the foregoing provisions to be inserted in all subcontracts 

for any work contemplated by this Agreement or deemed necessary by CONSULTANT, so 
that such provisions are binding upon each sub-Consultant. 

 
 D.  The CONSULTANT shall keep such records and submit such reports concerning the racial 

and ethnic origin of employees and of applicants for employment as the U.S., the State of 
Colorado, the City of Aurora, or their respective agencies may require. 

 
      E.  The CONSULTANT shall comply with such rules, regulations and guidelines as the United 

States, the State of Colorado, the City of Aurora, or their respective agencies may issue to 
implement these requirements. 

 

  SECTION IX - SPECIAL CONDITIONS 
 

CONSULTANT shall provide all items detailed in the Delivery Work Order, attachment 3. 
 
 

  SECTION X - INSURANCE REQUIREMENTS 
 
The CONSULTANT shall provide the appropriate certificates of insurance and Worker Compensation 
documents, at no cost to the City, as described on Attachment #1.  The CONSULTANT further agrees and 
understands that they are to maintain and keep in force the appropriate insurance certificates throughout the 
term of this Agreement. 
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                           SECTION XI - EXAMINATION OF RECORDS 
 
 
This clause applies if this contract agreement exceeds $10,000.00. 
 
The Internal Auditor of the City of Aurora, or a duly authorized representative from the City of Aurora shall 
until three (3) years after final payment under this contract agreement have access to and the right to 
examine any of the Consultant/Consultant's directly pertinent books, documents, papers, or other records 
involving transactions related to this contract agreement. 
 
The CONSULTANT agrees to include in first-tier subcontracts under this contract agreement a clause to the 
effect that the City's Internal Auditor, or a duly authorized representative from the City of Aurora shall, until 3 
years after final payment under the subcontract have access to and the right to examine any of the 
Consultant's directly pertinent books, documents, papers, or other records involving transactions related to 
the subcontract.  "Subcontract," as used in this clause, excludes (1) purchase orders not exceeding 
$10,000.00 and (2) subcontracts or purchase orders from public utility services at rates established to apply 
uniformly to the public, plus any applicable reasonable connection charge. 
 
The periods of access and examination as noted above for records relating to (1) litigation or settlement of 
claims arising from the performance of this contract agreement, or (2) costs and expenses of this contract 
agreement to which the City's Internal Auditor, or duly authorized representative from the City of Aurora has 
taken exception, shall continue until such appeals, litigation, claims, or exceptions are disposed of. 
 
 

                           SECTION XII – INDEMNIFICATION 
 
The CONSULTANT shall indemnify, defend, and hold harmless the City, its officers, agents, and 
employees, from and against all claims, damages, liabilities, and court awards, including costs, expenses, 
and reasonable attorney fees, to the extent caused by any negligent or otherwise wrongful act, error, or 
omission of the CONSULTANT, its officers, agents, and employees.  The CONSULTANT shall provide the 
City with prompt notice of any claim for which CONSULTANT may be liable.  Likewise, the City agrees to 
provide the CONSULTANT with prompt notice of any claim for which indemnification may be sought 
hereunder and, further, to cooperate with the CONSULTANT in the resolution of such claim.  Nothing 
herein is intended to be or shall be construed to be a waiver of the City’s governmental immunity under 
C.R.S. Section 24-10-101, et. Seq., as amended.  
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In WITNESS WHEREOF, the parties hereto have executed this Agreement as of the day and year first 
above written. 

 

ATTEST:     CITY OF AURORA, COLORADO 
 
 
 
 
      By:        
City Clerk           Robert E. Cook, Manager 
            Purchasing Services 
                                                               
 
      Date:      
 

APPROVED AS TO FORM: 
 
 
      
Assistant City Attorney 
 
 
     
Risk Manager 
 
             

      Consultant 
 
 
      By:       
           Signature 
 
 
             
      Name (Type or Print) 
 
 
            
      Title 
 
 
            
      Date  
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     ATTACHMENT 1  
INSURANCE REQUIREMENTS 
The vendor or contractor providing services under this agreement will be required to procure and maintain, 
at their own expense and without cost to the City of Aurora, until final acceptance by the City of all work 
covered by the Purchase Order or contract the following types of insurance.  The policy limits required are 
to be considered minimum amounts: 
 

 Commercial General Liability Insurance policy with minimum limits of $600,000 combined single limit 
for each occurrence.  This policy should have a Broad Form Endorsement and include the 
following coverages: Blanket Contractual Liability, Broad Form Property Damage, Completed 
Operations and Personal Injury. 

 

 Comprehensive Automobile Liability Insurance which includes coverage for all owned, non-owned 

and rented vehicles with a minimum limit of $600,000 combined single limit for each occurrence. 
 

 Worker Compensation and Employers Liability Insurance shall cover the obligations of the 
vendor/contractor accordance with the provisions of the Workers Compensation Act, as 
amended, by the State of Colorado. 

 

 Subcontractor's Insurance shall be the responsibility of the vendor/contractor to ensure that  
subcontractors are properly insured to meet the above requirements before they are permitted to 
commence work on the project. 

 
In the event that the contract involves professional or consulting services, in addition to the 
aforementioned insurance requirements, the contract shall also be protected by a Professional Liability 
Insurance policy.  The following policy limit is to be considered a minimum amount. 
 

Professional Liability Insurance policy with a minimum limit of $1,000,000 per claim.  The policy shall 
provide coverage to protect the contractor against liability incurred as a result of the professional services 
performed under this contract. 
 
The contractor shall provide Certificates of Insurance to the City of Aurora demonstrating that the 
aforementioned insurance requirements have been met prior to the commencement of work under this 
contract.  The Comprehensive General Liability and Automobile Liability Certificates of Insurance shall 
have the City of Aurora, its elected and appointed officials, officers, employees, agents, representatives 
and the title of the contract as additional insured.  These Certificates of Insurance shall also contain a 
valid provision or endorsement that these policies may not be canceled, terminated, changed or 
modified to the extent such change or modification would cause the City's mandatory coverage 

requirements as stated herein to be violated without a forty-five (45) day written notice prior to 
expiration of same to the City of Aurora.  Such notice to be forwarded to the Purchasing Services 
Division of the City of Aurora, 15151 East Alameda Parkway, Aurora, Colorado.  The insurance 
coverages enumerated above constitute the minimum requirements and said enumerations shall in no 
way lessen or limit the liability of the contractor under the terms of the Contract.  The contractor may 
procure and maintain at their own expense, any additional kinds and amounts of insurance, that in their 
own judgment, may be necessary for their proper protection in the performance of the work.  Any of the 
minimum limits of insurance set out herein may be raised or lowered at the sole discretion of the Risk 
Manager for the City of Aurora in response to the particular circumstances giving rise to the contract. 
 

Form No. 410-33  
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ATTACHMENT 2 
 
 

 
 
 
It is hereby understood by the City of Aurora, Colorado and the Contractor       that all 

work performed on Request for Proposal Number R-1462is that of an independent contractor.  An 

independent contractor is NOT a City of Aurora Employee and as such IS NOT ENTITLED TO WORKERS' 

COMPENSATION BENEFITS.  THE INDEPENDENT CONSULTANT IS OBLIGATED TO PAY FEDERAL 

AND STATE INCOME TAX ON ANY MONIES EARNED PURSUANT TO THE CONTRACT 

RELATIONSHIP.  ADDITIONAL, IT IS UNDERSTOOD THAT INDEPENDENT CONTRACTOR IS NOT 

ENTITLED TO UNEMPLOYMENT INSURANCE BENEFITS UNLESS UNEMPLOYMENT 

COMPENSATION COVERAGE IS PROVIDED BY THE INDEPENDENT CONSULTANT OR SOME 

OTHER ENTITY THAN THE CITY OF AURORA, COLORADO. 
 
The parties hereto are in agreement. 
 
 
 
                                       
Consultant      Title 
 
 
 
              
Signature                  Date  
 
 
 
       
Name (type or print) 
 
 
 
       
Notary  
 
 
      
My Commission Expires 
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CITY OF AURORA 

PUBLIC WORKS DEPARTMENT 

ENGINEERING SERVICES DIVISION 
FACILITIES ENGINEERING 

15151 E. Alameda Pkwy 
Aurora, Colorado 80012 

ATTACHMENT 3 

 DELIVERY WORK ORDER  

Date:       

To: TBD 

Attn:       

Fax #:       

PLEASE PROVIDE THE FOLLOWING ON ALL INVOICES & CORRESPONDENCE: 

 Building: Fire 10 

 Project Name: New Addition & Remodel 

 Project Manager: Howard Kaplan, PE; Supervisor; 720-341-1052 

 Delivery Work Order # (WO#): As Indicated on the Approved Proposal 

 COA Purchase Order # (for project cost $5000.00 or greater) 

 Blanket Purchase Order #       

A. THIS DELIVERY WORK ORDER IS FURNISHED IN ACCORDANCE WITH: 

 The Attached Approved Proposal Dated       

 The Terms of the Blanket Contract 

 The Request for Proposal/Quote Dated       

 The Attached Scope of Work Dated       
 

B. COMMENCEMENT INSTRUCTIONS 

 Proceed Immediately, schedule with COA Project Manager 
 Do not start until a notice to proceed is issued by the COA Project Manager/Coordinator 

 For COA Purchase Orders, do not start until a Purchase Order is received from COA Purchasing 

C. DESCRIPTION OF WORK:     
As described in the request for proposal. 
 

D. SCOPE OF SERVICES 
 Commodity Purchase 

 Regular Service; (e.g. Painting, Pest Control) 

 Professional Service: Architectural/Engineering (AE) Consulting Design Services  

   Arch/Struc  Struc    Civil  Mech  Plumb  Elec  Fire  Roof          

 Construction Services  

E. DESIGN SERVICES IF APPLICABLE  

 Development of Scope of Work       Code review   
 Site visit and consultation with end user     Field survey as required  
 Preliminary consultations with COA Planning and Bldg Dept.   Coordination with other disciplines 
 AutoCadd backgrounds to be provided by Facilities Engr’g   Preparation of arch. backgrounds 
 PDF/Tiff Arch. backgrounds to be provided by Facilities Engr’g   Report 
 Drawings performed in Microstation will be provided by FE 
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DESIGN DELIVERABLES 

Submit the following for COA Facilities Management Review: 

 Design Calculations – submit in type labeled notebook 
 Schematic Design Drawings: (2) Two full size sets of drawings/specs (24”x36”) 
 Design Development Drawings (60%): (2) Two full size sets of drawings/specs (24”x36”) 
 Construction Drawings (100%): (2) Two full size bound sets of drawings/specs (24”x36”) 
 Separate Book Specification - CSI format  
 8-1/2”x11” Drawings in lieu of 24”x36” above 

An electronic copy of the construction documents shall be submitted to the COA Project Manager at the 

conclusion of the design service prior to construction (see electronic deliverables below). 

 Prior to construction, a permit set shall be submitted to the COA Project Manager as follows: 

 Three (3) full size (24”x36”) individually bound sets, wet stamped/signed;   8-1/2”x11” in lieu of 24”x36” 
 Two (2) half size bound sets (not required for 8-1/2”x11”);  
 Three (3) Separate Book Specifications – CSI format, if applicable 
 Electronic deliverables as described below 

 Consultant  shall provide to the COA Project Manager signed/sealed sets of construction documents, as stated 
above, for submission for review by COA departments (e.g. Planning, Building, etc.) . The Consultant shall re-
submit to the departments as required to address comments.  COA will pay permit review fees. 

Electronic Deliverables 

Two compact discs (CD): Dwgs/specs, in AutoCad 2007 or later (.dwg) and PDF format (both formats on each disc) 
If specification is a separate book spec include a copy of specifications on the CDs (PDF or Word Format) 
Two compact discs (CD) for all other documents (reports, etc.) 
Label CDs with Building, Project Name, COA Facilities Management Project #, and the date 

COST ESTIMATION SERVICES  

 Opinion of Cost Estimate for Construction  

CONSTRUCTION ADMINISTRATION SERVICES  

 Arch/Engineer Site Observations (minimum of 2 unless indicated otherwise in proposal) 
 Punch Lists  
 Review submittals and shop drawings, requests for information, change orders, and work change directives 

related to the project scope of work. 

CLOSEOUT DOCUMENTS AFTER CONSTRUCTION 

 (1)  Record (as-built) Sketch (8-1/2”x11”) 
 (1)  One set of bound full size prints - record (as-built) drawings/specs (24”x36”)   based on redlines 
 (1)  Electronic deliverables as described above reflecting as-built conditions (record set) 

ADDITIONAL DESIGN SERVICES (TO BE PERFORMED ON A T & M BASIS AS REQUESTED) 

 Perform additional design not related to the project scope of work 
 Review shop drawing submittals and contractor requests for information, change orders, and work change 

directives not related to the project scope of work 
 Commissioning  

F. CONSTRUCTION SERVICES IF APPLICABLE 

 All material shall be furnished new     
 Installation shall be performed with professional trade labor   
 Contractor shall coordinate with all trades 
 Contractor shall provide complete operational systems 

 Proposal based on the following drawings/specifications 

Date Description (Drawing#; Spec) 
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CONSTRUCTION DELIVERABLES 

 Redlines 
 Sketch (8-1/2”x11”) 
 O&M Manuals per COA Facility Management Standards 

 Submittals (Approved copy of submittal package (including shop dwgs) to be included in O&Ms) 
 Equipment or product cut sheets 
 Paint Schedule (Room tag, Location used (trim, walls, etc.), manuf., color, ICI#, and sheen) 
 Attic Stock – 10% of product; Label Boxes (applicable to tile and carpet).  Deliver per Project Mgr. instructions 
       

G. REIMBURSABLES (APPLICABLE TO PROFESSIONAL DESIGN SERVICES ONLY) 

The following miscellaneous expenditures, incurred in the interest of the project, will be considered to be 
included in the total cost of the project unless indicated otherwise in the proposal/quote.  Where indicated 
otherwise in the Consultant’s proposal/quote, documentation must be provided to the COA Project 
Manager to substantiate costs.  All reimbursable expenditures shall be invoiced separately. 

 Travel (invoiced per mile IRS allowance)  Freight to Jobsite 

 Reproduction (multiplier of 1.1 x actual expense)  Courier (invoiced at cost) 

 Subcontractors/Subconsultants (10% markup max)  

H. COST BASIS 

 FIXED PRICE  
 Services shall be provided as a complete package, in accordance with the scope of work. 

Progress payments will be approved by the COA Project Manager based on completion of items as 
listed on the schedule of values submitted by the Contractor prior to the start of the project. 

 Design- Unless described otherwise in the consultant’s agreement, payments will be made::   
Scope of Work (10%); Schematic Dwgs (15%); Const. Documents (65%); Const. Admin.(10% 

 TIME & MATERIAL (T&M), NOT TO EXCEED (NTE) 
Services shall be charged per the attached rate schedule (or blanket contract rate schedule if 
applicable). Labor and material costs must be submitted as documentation with all invoices (e.g. 
Labor: date, name of person performing work, hourly time, and hourly rate; Material: date, vendor, 
description of material, and cost of material). 

I. SCHEDULE 

Work shall be performed between the hours of 7:00am and 3:00pm Monday through Friday excluding 
COA holidays unless stated otherwise herein or arrangements are made with the COA Project Manager. 

 Services shall be completed as indicated in the COA Purchase Order 

 Services shall be completed no later than       from the date of the notice to proceed. 

Special schedule requirements:       
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J. TERMS 

1. All City of Aurora Facilities Engineering (FE) Guidelines shall apply.  Guidelines are available from the COA Project 
Manager.  Arch/Engineers shall submit drawings/specs in AutoCad and PDF format per COA FE Guidelines before final 
payment will be released.  All construction documents are the property of the City of Aurora. 

2. Any additional cost above and beyond that which is authorized in this delivery work shall be submitted as a request for 
change order to the COA Project Manager for acceptance.  All change orders must have written acceptance from the 
COA Project Manager prior to proceeding with work.   

3. All closeout documents must be submitted and accepted before final payment will be approved. 
4. Where applicable, invoices for reimbursables shall be submitted with their invoice # suffixed with an “R”. 
5. The Contractor and their subcontractor’s are responsible for attaining and paying for all permits and bonds which shall 

be included in the cost of this Delivery Work Order. 
6. The City of Aurora does not pay sales tax or City use tax. Invoices submitted with tax will not be approved for payment.  

State Tax Exempt #9802596 & Federal Tax Exempt #84-6000564 shall be used for COA projects. 
7. All terms and conditions of the COA P.O. (or Blanket P.O. if applicable) shall apply to this Delivery Work Order. 
8. It is the Consultants/Contractors responsibility to ensure that all COA Purchasing requirements (e.g. insurance) are 

provided and in affect at the time of performance at no additional cost to the City (including sub-consultants/contractors). 

TOTAL COST:   $ As stipulated in the City of Aurora Purchase Order 

Accepted 

_______________________   _______ _______________________ ________ 
Signature  Date  Signature   Date 
City of Aurora Project Manager   Consultant/Contractor/Vendor  

  
Please return a signed copy of this Delivery Work Order to the COA Project Manager for our records. 
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SECTION VI 
 

OPEN RECORDS REQUEST FORM 
 

City of Aurora 
 

Administrative Services Department 
Purchasing Services, Suite 4400 
15151 E. Alameda Parkway 
Aurora, Colorado 80012 
Phone: 303-739-7100 
Fax: 303-739-7509 
www.auroragov.org 

 

 

 

 
 

Re: Request under the Colorado Open Records Act 
Request for Proposal Number R-1462 
 
 

Proposals submitted by offerors in response to the City of Aurora’s Request for Proposal R-1462 are 
subject to the Colorado Open Records Act.  The City agrees not to release any information that is clearly 
marked as confidential and/or proprietary in your proposal pursuant to C.R.S. 24-72-201. 
 
By having an authorized officer of the company sign below, offeror agrees to indemnify the City of Aurora 
for any and all attorney fees that the City may incur in defending the withholding of such information. 
 
 
 
 
 
           

OFFEROR 
 
By:            
Signature       
 
        
Name (Type or Print) 
 
       
Title 
 
       
Date  
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SECTION VII 
 

W-9 
 

REQUEST FOR TAX PAYER IDENTIFICATION NUMBER  
AND CERTIFICATION 
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SECTION VIII 
 

REQUEST FOR BUSINESS SIZE STATUS 
                                                                                      

Bid/RFP# R-1462   

 

Please provide us with the information requested below to help us do a better job of soliciting City of Aurora 
requirements: 

 

The North American Industry Classification System (NAICS) code for this award is  541330 

 
The small business size standard the City of Aurora designates for this award is  

 2.25 Million     U.S. dollars  Employees 

 
Identify the business size status of your firm based on the above small business size standard: 

  Large Business 
 

  Small Business Enterprise 
 

If your business is a Small Business Enterprise, please identify if your firm is in one of the following 

categories: 
  Minority-owned vendor 

 
  Woman-owned vendor 

 
  Minority/woman-owned vendor  

 
  Veteran  

 
  Disabled Veteran 

 
  Other 

 

From what source did you learn about this solicitation to which you are now responding? 
   Website (www.auroragov.org/business) 

 
  Newspaper (please name the paper); _____________________________ 

 
  Fax; 

 
  Automatic notice by E-mail; 

 
  Telephone call from buyer; 

 
  Other (please describe):       

 

Name, address, phone #, e-mail of business, and point of contact preparing this information 

       

       

       




