
 
 

 

 
 
 
 
 
 

REQUEST OF QUALIFICATIONS 
FOR 

ARCHITECTURAL DESIGN SERVICES 
 
 

ROQ 09-003 
 

AUGUST 24, 2009 
 
 
 
 
 
 
 
 
 



 

CITY OF OCALA 
OFFICE OF BUSINESS & FINANCIAL SERVICES/PURCHASING DIVISION 

151 S.E. OSCEOLA AVENUE, 3RD FLOOR, OCALA, FLORIDA, 34471 
PHONE: (352) 351-6700 

FAX: (352) 351-6710 
 

NOTICE OF REQUEST OF QUALIFICATIONS 
 
Request of Qualifications No: 09-003 

 

 
Consulting Services for: Architectural Design Services  
 
ROQ Due Date: September 21, 2009 @ 3:00 P.M.___ 
 
Location: City of Ocala Office of Business & Financial Services/Purchasing Division, Attn: Jane 
Hurley, Procurement Manager, 151 S.E. Osceola Avenue, 3rd Floor, Ocala, Florida, 34471 
 
The Office of Business & Financial Services/Purchasing Division will receive submittals at the 
specified location until the time and date cited above.  Only submittals received by the correct 
time and date will be recorded. 
 
Consultant is to submit one (1) unbound original of a signed and completed submittal package 
and seven (7) copies for evaluation use.  Submittals must be submitted in a sealed envelope with 
the Request of Qualifications number and the proposer’s name and address clearly indicated on 
the envelope. All submittals must be completed in ink or typewritten, with written signature 
returned by the time and date cited above. 
 
Proposers are strongly encouraged to carefully read the entire Request of Qualifications (ROQ). 
 
Contact: Bruce H. Phillips, P.E., P.L.S., Assistant City Manager/City Engineer for technical 
questions at (352) 629-8521. 
 
       CITY OF OCALA 
 
 
                                                                                    _____________________________ 
August 24, 2009                    Jane Hurley, Procurement Manager 
Issue Date      Purchasing Division 
    
 
 
 
 
 
 
 
 
 
 



 

 
REQUEST OF QUALIFICATIONS 

 
ROQ 09-003 

 
ARCHITECTURAL DESIGN SERVICES 

 
CITY OF OCALA  

                                                                                                     
 

1. GENERAL INFORMATION  
 
The City of Ocala is requesting submittals from qualified consulting firms in the State of Florida 
pursuant to Section 287.055, Florida Statutes, entitled the “Consultants Competitive Negotiation 
Act” (CCNA).  The City of Ocala requests that qualified consultants submit letters of interest and 
qualifications for consideration in the selection for specific and continuing consulting services. 

 
The architectural firm selected shall enter into a professional consulting agreement with the 
City, renewable, if recommended by City staff and approved by City Council, up to a 
maximum of five (5) years. 
 

A. The City of Ocala is not responsible for the U.S. Mail or private couriers in 
regards to mail being delivered by the specified time so that a proposal can be 
considered. 

 
B. The City reserves the right to waive informalities or irregularities in submittals, to 

reject any and all submittals, or to negotiate further with the firm selected. The 
Selection Committee will recommend a ranking to City Manager/City Council. 

 
 C. The City reserves the right to continue Professional Services in accordance with 

Florida Statutes, Section 287.055 (G). 
 
PLEASE NOTE: In accordance with Florida Statues, Sections 287-132.133 and Section 
894.02(4) the attached Public Entity Crimes form and the Drug Free Workplace Affidavit must 
be filled out, notarized and returned with your submittal. A person or affiliate who has been 
placed on the convicted vendor list following a conviction for a public entity crime may not 
submit a bid on a contract to provide any goods or services to a public entity for the construction 
and repair of a public building or public works, may not submit bids on leases of real property to 
a public entity, may not be awarded or perform work as a contractor, supplier, subcontractor, or 
consultant under a contract with a public entity, may not transact business with a public entity in 
excess of the threshold amount provided in Section 287-017, for CATEGORY TWO for a period 
of 36 months from the date of being placed on the convicted vendor list. 
 
2.   ADDITIONAL CONDITIONS 
 

A. All materials submitted as response to this ROQ shall become the property of the 
City of Ocala. 

B. Cost for developing the submittal packages in response to this ROQ is entirely the 
obligation of the proposer(s) and shall not be chargeable in any manner to the City 
of Ocala. 



 

 
3. SCOPE OF WORK  
 
The scope of work contemplated under the awarded contract includes, but is not limited to 
design, specifications, contract management, project documentation, and field inspections for the 
following anticipated projects: 

 
1. Design of a new Fire Station No. 1, a three story building including 

apparatus storage, living quarters and administration facilities for Ocala Fire 
and Rescue, and a separate storage building and training area. 
a.  The new facility shall be located on the site of the existing 

 Municipal Trailer Park. See attached boundary and topographic 
 map. Except that the eastern 100 feet shall be used for other 
 purposes. 

b. The site shall be accessed from both N.E. 11th Street and from N.E. 9th 
 Street at its intersection with N.E. Watula Avenue.  

Three Story Building 
c.  The building shall have a foot print of approximately 10,000 sf. 
d.  Ground floor shall house the apparatus storage and 2-3 offices. 

 Apparatus bays shall be drive through. 
e.  Second floor shall be the living quarters, office for the battalion chief 

 and training room. 
f. Third floor shall house the administration portion of Ocala Fire and 

 Rescue. 
g. On outside stair well, provide anchor points for rappelling from the 

 roof. 
h.  Provide concrete pad and metal protection on building for ladder 

 training. 
i. Provide anchor points in class room for rope training. 
j. Provide a location within the building for confined space training. 
k. The building shall be design to be “hurricane proof”, i.e. impact 

 resident windows, maximum sustained winds, etc. 
l. The architect shall also consider a “green” building design. 
Storage Building 
m. The building shall have a foot print of approximately 10,000 sf. and be 

 accessed by roll-up type doors. 
Training Area 
n.  Shall be based on the remainder of the property and shall include a 

 slab on grade, 100’ x 100’ in size. 
Stormwater Facilities 
o.  Stormwater runoff for the new facility shall be piped to the 

 stormwater retention area located between N.E. Watula Avenue and 
 the  railroad spur. 

2. Miscellaneous remodeling of City Buildings (as needed). 
3. Miscellaneous consulting services dealing with building maintenance 

issues (as needed). 
4. Other new building design as may be needed by the City. 

 
 
 



 

 
 
4. GENERAL INFORMATION  

 
 A selection committee composed of City staff, will meet within one (1) week of the 

closing date for receiving submittals. The purpose of the first meeting will be to create a 
short list of submittals received. The short list will consist of not less than three (3) firms.  
At that time, dates will be set for conducting interviews with those firms remaining on the 
short list.  Each of these firms will be notified either by mail, fax, email and/or telephone 
of the date and time.  Each firm will have two (2) weeks to prepare for this interview.  
Presentation to the selection committee shall be made by the project manager and any 
others who will be directly involved in the development of these projects.  Examples of 
work shall be submitted for review by the committee, and the outline of the oral 
presentation is requested for better consideration of each firm.  One (1) original 
(unbound) and seven (7) copies of the submittals shall be required. Submit three (3) 
references with names, titles, addresses, telephone numbers, and type of work performed. 
References should be from recent work performed similar to what is being proposed. 

 
5. JUDGING CRITERIA  
 
Selection will be based on the guidelines of CCNA, including but not limited to the firm’s 
quality and experience of previous related projects, reputation, background and experience of the 
project manager, degree of interest shown, review of references, the review of the site plan and 
building elevations for Fire Station No.1 and quality of presentation (both written and oral).  
Firm consulting fees will be negotiated for the services to be performed. 
 
6. SUBMITTAL PACKAGE REQUIREMENTS 

 
      The following information shall be included in the submittal package: 

 
A. Letter of Interest. 
B. Approach to the projects. 
C. Consulting firm’s resume. 
D. Resumes of Principles in firm as well as employees pertinent to the projects. 
E. Standard Form 330. 
F. Copies of State licenses for business. 
G. Copies of State licenses for principles and pertinent employees. 
H. Copy of business occupational license. 
I. Copy of current Corporate Certification from the State. 
J. List of references from similar type projects 
K. Insurance Certificates for General Liability and Professional Liability Insurance. 
L. List of sub-consultants. 
M. Copies of items D-M above for each sub-consultant. 
N. Preliminary layout of the proposed site for Fire Station No. 1. 
O. Preliminary elevations of Fire Station No. 1. 
P. Any additional information that the consultant feels is relevant to the selection of the 

firm for the projects. 
 
 
 



 

 
7. INSURANCE REQUIREMENTS 
 

1. INDEMNIFICATION CLAUSE:  
 
The consultant shall indemnify and hold harmless the City and their elected officials, 
employees and volunteers from and against all claims, damages, losses and expenses, 
including legal costs, arising out of or resulting from the performance of this contract, 
provided that any such claim, damage, loss or expenses is attributed to bodily injury, 
sickness, disease, personal injury or death, or to injury to or destruction of tangible 
property including the loss or loss of use resulting there from and is caused in whole or in 
part by any negligent act or omission of the consultant. 
 
2.  SAFETY/ENVIRONMENTAL: 
 
The consultant is responsible at all times for precautions to achieve the protection of all 
persons including employees and property. 
 
The consultant shall make special effort to detect hazardous conditions and shall take 
prompt action where necessary to avoid accident, injury or property damage. EPA, FDEP 
OSHA, and all other applicable safety laws and ordinances shall be followed as well as 
American National Standards Institute Safety Standards. All spills, accidents, injuries or 
claims or potential claims shall be reported promptly to the City of Ocala and appropriate 
emergency officials. 
 
3.  ADDITIONAL INSURED:  
 
The City of Ocala shall be added to all third party coverage required by and provided for 
this contract as an "ADDITIONAL INSURED". 
 
4.  MISCELLANEOUS PROVISIONS: 
 
A. SEVERABILITY OF INTERESTS:  
 

"The consultant shall arrange for its liability insurance to include, or be endorsed to 
include, a severability of interests/cross liability provision, so that the City of Ocala 
(where named as an additional insured) will be treated as if a separate policy were in 
existence, but without increasing the policy limits." 

 
B.  INSURANCE REQUIREMENTS: 
 

These insurance requirements shall not relieve or limit the liability of the consultant. 
The City does not in any way represent that these types or amounts of insurance are 
sufficient or adequate to protect the consultant’s interests or liabilities, but are merely 
minimums." No insurance is provided by the City under this contract to cover the 
consultant/subconsultants." 

 
 
 
 



 

 
C.  DUPLICATE COVERAGE:  
 
1. Insurance required of the consultant or any other insurance of the contractor shall be 
considered primary and insurance or self-insurance of the City shall be considered excess, 
as may be applicable to claims against the City which arise out of this contract. 
 
2. Insurance written on a "Claims Made" form is not acceptable without Risk Management 
Department consultation. 
 
3. No work shall be commenced under this contract until the required certificate(s) have 
been provided. Work shall not continue after expiration (or cancellation) of the certificate 
and shall not resume until new certificate(s) have been provided. 
 
D.  DEDUCTIBLES: 
 
The consultant’s deductibles/self-insured retentions shall be disclosed to the City and may 
be disapproved by the latter. They shall be reduced or eliminated at the option of the City. 
The consultant is responsible for the amount of any deductible or self-insured retention." 
 
E. CERTIFICATES: 
 
The consultant shall provide a Certificate of Insurance, issued by a company authorized to do 
business in the State of Florida and with an A.M. Best Company rating* of at least B+, 
showing the City of Ocala as an Additional Insured. The City should be shown as the 
Certificate Holder, and providing for 30-day cancellation notice. 
 
*Non-rated insurers must be approved by the City Risk Manager. 
 
5.  LIABILITY INSURANCE: 
 
"General liability insurance, with combined single limits of not less than $200,000 per 
occurrence* shall be provided and maintained by the consultant. The only aggregate limit 
acceptable is a "project aggregate" and the certificate must show an appropriate endorsement 
(ISO CG2501 or equal)". 
 
If the Commercial General Liability form is used: 
 
Coverage A shall include premises, operations, products and completed operations, 
independent contractors, contractual liability covering this contract and broad form property 
damage coverages.  
Coverage B - shall include personal injury. 
Coverage C - medical payments, is not required. 
 
If the Comprehensive General Liability form is used, it shall include at least: 
 
Bodily Injury and Property Damage liability for premises, operations, products and 
completed operations, independent contractors, and property damage resulting from 
explosion, collapse or underground (XCU) exposures. 
 



 

* Either in a single policy or in a combination of underlying and umbrella on excess policies. 
 
6.  BUSINESS AUTO LIABILITY: 
 
Business Auto Liability insurance shall be provided by the consultant with combined single 
limits of not less than $200,000 per occurrence and is to include bodily injury and property 
damage liability arising out of operation, maintenance or use of any auto, including owned, 
non-owned and hired automobiles and employee non-ownership use. 
 
7.  WORKERS' COMPENSATION: 
 
The consultant shall purchase and maintain Workers' Compensation insurance for statutory 
requirements and employers liability limits of at least $100,000 each accident and $100,000 
each employee $500,000 policy limit for disease and shall be responsible for ensuring that any 
subcontractor has statutory coverage. The City need not be named as an Additional Insured, 
but a "subrogation waiver endorsement is required". 
 
8.  ERRORS AND OMISSIONS 
 
The responding consultant will provide proof of Errors and Omissions Insurance, which covers 
the company and their agents with limits of at least $1,000,000. This insurance must be written 
by an insurer who possesses an A.M. Best rating of at least an “A”. 
 
9.  PROFESSIONAL LIABILITY 
 
Architect/Engineer Professional Liability insurance with an occurrence limit of not less than 
$1,000,000 shall be required from the consultant on all contracts for consultant services. It is 
recognized that this type of insurance is only available on a claims made basis and Additional 
Insured endorsements are not available. All contracts for such services shall require they the 
other party maintains this insurance for at least five (5) years beyond the end of the contract. 

 
8. ADDITIONAL CONDITIONS  
 
 The Selection Committee reserves the right to reject any and/or all submittals received 

pursuant to this ROQ as it is determined to be in the best interest of the City. 
 
 All materials submitted as response to this ROQ shall become the property of the City of 

Ocala. 
 
 Costs for developing proposals in response to the ROQ are entirely the obligation of the 

proposer(s) and shall not be chargeable in any manner to the City of Ocala. 
 
 The City of Ocala reserves the right to use any and all information presented in any 

response to the ROQ.  Acceptance or rejection of your submittal does not affect this right. 
 
 Thank you for your consideration. If you have any questions, please call                    

Bruce H. Phillips, P.E., P.L.S., Assistant City Manager/City Engineer at (352) 629-8521, 
or write to City of Ocala Engineering Department, 405 S.E. Osceola Avenue, Ocala, 
Florida 34471. 

 



 

9. DUE DATE 
 

Proposals shall be received by September 21, 2009 at 3:00 p.m. at the City of Ocala Office of 
Business & Financial Services/Purchasing Division, Attn: Jane Hurley, Procurement 
Manager, 151 S.E. Osceola Avenue, 3rd Floor, Ocala, Florida, 34471.   Late submittals shall 
not be accepted. 
 

10. SUBMISSION REQUIREMENTS 
 

To facilitate evaluation of responses, an unbound original and seven (7) copies must be 
received by the Purchasing Division at the specified time, date, and location cited in the 
Request of Qualifications.   The ROQ shall be signed by a representative who is authorized 
to contractually bind the vendor. 
 

11. Vendor Registration Form and W-9 
 

Proposer must submit a completed City of Ocala “Vendor Registration Form” and 
“Department of the Treasury Internal Revenue Service Form W-9”.   Forms may be 
downloaded at www.ocalafl.org/purchasing “Download Vendor Registration Form” link. 

 

http://www.ocalafl.org/purchasing


 
 
 



 
 



 

DRUG FREE WORKPLACE CERTIFICATE  
 
I, the undersigned, in accordance with Florida Statute 287.087, hereby certify that, 
____________________________________________________________________________.    
                                                        (print or type name of firm) 
 
Publishes a written statement notifying that the unlawful manufacture, distribution, dispensing, 
possession or use of a controlled substance is prohibited in the workplace named above, and 
specifying actions that will be taken against violations of such prohibition. 

 Informs employees about the dangers of drug abuse in the work place, the firm’s policy 
of maintaining a drug free working environment, and available drug counseling, 
rehabilitation, and employee assistance programs, and the penalties that my be imposed 
upon employees for drug use violations. 

 Gives each employee engaged in providing commodities or contractual services that are 
under bid or proposal, a copy of the statement specified above. 

 Notifies the employees that as a condition of working on the commodities or contractual 
services that are under bid or proposal, the employee will abide by the terms of the 
statement and will notify the employer of any conviction of, pleas of  guilty or nolo 
contendere to, any violation of Chapter 1893, or of any controlled substance law of the 
State of Florida or the United States, for a violation occurring in the work place, no later 
than five (5) days after such conviction, and requires employees to sign copies of such 
written (*) statement to acknowledge their receipt. 

 Imposes a sanction on, or requires the satisfactory participation in, a drug abuse 
assistance or rehabilitation program, if such is available in the employee’s community, by 
any employee who is so convicted. 

 Makes a good faith effort to continue to maintain a drug free work place through the 
implementation of the drug free workplace program. 

 
“As a person authorized to sign this statement, I certify that the above named business, firm or 
corporation complies fully with the requirements set forth herein”. 

 
______________________________ 

                Authorized Signature 
______________________________ 

                 Date Signed 
State of: _________________________ 
County of: _______________________ 
 
Sworn to and subscribed before me this ________day of __________--_______________, 2008 
 
Personally known _______ or Produced Identification _________________________________ 
                            (Specify Type of Identification) 
 
_________________________________________ 
Signature of Notary 
 
My Commission Expires _____________________ 



 

ROQ 09-003 
 

Affidavit Of Compliance 
 
To be submitted with vendor's response 
                            
______ We DO NOT take exception to the Proposal Documents/Specifications. 
 
______ We TAKE exception to the Proposal Documents/Specifications as follows: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Company Name ___________________________   ADDENDA 
 
By _____________________________________ Bidder acknowledges receipt of the following   
                                                                                    addenda: 

     (Authorized Person's Signature) 
       Addendum No.               Date ___________                      
   _____________________________________ 
   (Print or type name and title of signer)  Addendum No.               Date ___________                      
 
Company Address_________________________ Addendum No.               Date ___________                      
 
               ________________________________ Addendum No.               Date ___________                      
 
Telephone Number _______________________     Toll Free Number ____________________ 
 
FAX: __________________________________     Date ______________________________ 



 

CITY OF OCALA, FLORIDA 
STATEMENT OF "NO SUBMITTAL" 

 
NOTE:  If you do not intend to respond to this Request of Qualifications, please complete and 
return this form only.   
 
ROQ No. and Title: ____________________________________________________________ 
           City of Ocala Office of Business & Financial Services/Purchasing  
                         151 S.E. Osceola Avenue, 3rd Floor, Ocala, Florida, 34471 
 
We the undersigned have declined to submit a proposal on the above noted Request for 
Qualifications for the following reason(s): 
 
______________ INSUFFICIENT TIME TO RESPOND TO THE REQUEST. 
 
______________ WE DO NOT OFFER THIS PRODUCT, SERVICE OR EQUIPMENT. 
 
______________ OUR SCHEDULE WILL NOT PERMIT US TO PERFORM. 
 
______________ UNABLE TO MEET SPECIFICATIONS. 
 
______________ UNABLE TO MEET BOND REQUIREMENTS. 
 
______________ UNABLE TO MEET INSURANCE REQUIREMENTS. 
 
 ______________ SPECIFICATIONS  UNCLEAR  (PLEASE EXPLAIN BELOW). 
 
______________ REMOVE US FROM YOUR “BIDDER MAILING LIST.” 
 
______________ OTHER (PLEASE SPECIFY BELOW). 
 
REMARKS: ___________________________________________________________________ 
 
 
 
 
COMPANY NAME _____________________________________________________________ 
 
ADDRESS ____________________________________________________________________ 
 
SIGNATURE AND TITLE _______________________________________________________ 
 
TELEPHONE NUMBER ________________________ DATE __________________________ 
 

 
 
 



 

 
 

REQUEST OF QUALIFICATIONS 09-003 
ARCHITECTURAL DESIGN SERVICES 

 
 
PROPOSED TIME SCHEDULE  
           Date 
 
1.  Advertisement of Request for Qualifications  

 
August 24, 2009 

 
2.  Issue Solicitation  

 
   

 
3.  Receipt of Submittals  

 
September 21, 2009 

 
4.  Selection Committee Shortlist  

 
       September 28, 2009  

 
5.  Oral Presentations  

 
       October 12, 2009 

 
6.  Selection Committee Ranking of Shortlist  

 
       October 13, 2009 

 
7.  Request Approval of Ranking and Contract 
      Negotiations from City Council  

 
  
      October 20, 2009 

 
8.  Request Approval of Contract from City Council  

 
      November 9, 2009 

 
NOTE:   These dates are estimated dates only and subject to change.     
 
T:\ROQ\Architectural Design Services 4-28-09.doc     
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