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I: OVERVIEW 

 

The Town of Lyons (“Town”) requests proposals for the provision of Building Services by an 

independent contractor. These services include, but are not limited to, building plan review, contractor 

licensing, building permitting, and building inspections, as described in this Request for Proposal 

(“RFP”).  

 

A contractor has provided Building Services to the Town since 2001 (see section “History of Lyons & 

Building Services,” page 10 of RFP). The Town’s Board of Trustees has directed staff to review all 

external contracts and where possible put them out to bid to ensure that the Town is receiving the best 

possible solution at a competitive price.  

 

In addition to issuing this RFP staff is also investigating the possibility of partnering with another local 

municipality or county to have their building department serve the Town.  This Community Partnership 

Model will be developed and submitted by staff by the same deadline as all outside proposals. The Town 

anticipates that the Board of Trustees will determine which model it will use on August 15, 2016.  

Although the Town intends these services to be effective on September 15, 2016, the start date may be 

adjusted to a later date based upon the outcome of this RFP process. 

 

The Town is requesting sealed proposals from qualified service providers with substantial and 

relevant experience. The Town’s Selection Committee will review the submitted proposals. The Selection 

Committee will identify a preferred proposal from all proposals and will forward that proposal, as well as 

the Community Partnership model, to Board of Trustees for consideration and formal approval. 

 

If the Board of Trustees selects the preferred contractor proposal over the Community Partnership Model, 

the successful proposer will be offered a contract for a three-year (3) term with the option to renew the 

contract for two (2) successive one-year periods upon mutual agreement of the Town and the Service 

Provider. The Service Provider is to provide all the necessary labor, equipment and supplies required for 

the satisfactory completion of the work, and shall at all times serve as and remain an independent 

contractor for the Town. 

 

Proposals are to be addressed and delivered to the Town of Lyons in accordance with the instructions (see 

section “Instructions to Proposers,” page 4 of RFP) and all other requirements as referenced in this RFP. 

Proposals will be received until the “Proposal Closing Date and Time” set forth on the cover page of this 

RFP, at which time a representative of the Town will publicly announce the names of those firms or 

individuals submitting proposals. The Town will not make any other public disclosures about this RFP 

until award of contract or other final action by the Board of Trustees. 

 

The Town will generally comply with the schedule for the selection process (see section “Instructions to 

Proposers,” page 4 of RFP), subject to changes necessary to ensure fairness and to accommodate 

unanticipated events. 
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II: INSTRUCTIONS TO PROPOSERS 

 

A: Deadline for submission. Proposals must be received no later than August 3, 2016, at or before 12:00 

pm (MT). Untimely proposals will not be accepted or considered. Town decision concerning timeliness of 

delivery will be final and not subject to appeal or reconsideration. 

B. Submission Instructions. Interested parties are invited to submit a bid online via the Rocky Mountain 

E-Purchase Site at www.rockymountainbidssystem.com. Submittals must be received by the date and 

time they are due as noted on the cover page of this RFP.  The Town will not accept submittals that are 

submitted by any means other than this website.  

C. Cover Page. The cover of the bid shall include: 

Company Name 

RFP Title 

RFP Number 

Due Date and Time 

D. File Format. Online submittals must be in PDF file format. 

E. Proposer’s Certification. The Proposer’s Certification (see Attachment A: “Proposer’s Certification”, 

page 18 of RFP) sheet must be completed and submitted as an attachment to the proposal (additional 

pages to the PDF file) - dated and signed, by a duly authorized partner or corporate officer (with that 

person’s name and title clearly identified). All of the proposal terms, conditions, contents, fees and 

charges shall be guaranteed by the proposer for a minimum of ninety (90) days from the date of 

submission of the proposal to the Town. 

F. Americans with Disabilities Act. If you need special assistance or services to be provided under the 

provisions of the Americans with Disabilities Act (ADA), please contact the Town of Lyons at (303) 823-

6622 at least 48 hours in advance of any scheduled event. 

G. Schedule of Events (subject to change) All times are given in local Colorado time (MT):  

RFP Issued  July 5, 2016 

Deadline for Questions July 18, 2016, 5:00 p.m. 

Final Addendum Issued (if any) July 21, 2016, 1:00 p.m. 

Proposal Due Date and Time  August 3, 2016, 4:00 p.m. 

Interviews (if necessary)  August 9 & 10, 2016 

Board of Trustees Briefing August 15, 2016 

Preferred Proposer Informed August 17, 2016  

Contract Negotiations  August 18, 2016 - August 24, 2016 

Board of Trustees Contract Signing September 5, 2016 

 

H: Content: The content of all proposals must conform to the following:  

 Proposers must respond to the questions in the order presented in this RFP. 

 Proposers may provide additional supporting documentation pertinent to clarification of the 

proposal. 
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I. Proposal Content and Order. The following information must be included with your proposal in this 

order and be indexed/tabbed: 

 Certification Sheet. Proposer’s Certification sheet (see Attachment A: “Proposer’s 

Certification”, page 18 of RFP) must be the front page of your proposal. 

 Primary Contact. Provide the name and title of person(s) who will be the primary contact person 

and manager for the contract, plus contact phone number(s), e-mail and mailing address. 

 Company Information. Provide an overview of the history of the company, such as, but not 

limited to, range of services typically provided, expertise, number of employees and states in 

which company operates. 

 Company Mission. Describe your company’s approach and commitment to serving its clients. 

This may include a mission and values statement and description of company philosophy. 

 Executive Summary. Summarize how your company would provide all services described in the 

Scope of Work and number of full-time equivalents to be dedicated to this contract. 

 Acknowledgement. Unless otherwise negotiated with the Town, provide an acknowledgement 

that your company will be able to initiate work for the Town of Lyons no later than September 

15, 2016. The start of service may be later than September 15, 2016 based upon negotiations 

with the Town. 

 Budget. Identify costs to provide the services outlined in the Scope of Work. 

 Support Services. Describe how administrative and secretarial support services, information 

technology (IT), accounting and invoicing, personnel and human resources, and other necessary 

support services will be provided for personnel assigned to the contract to ensure adequate 

resources for operations. 

 Sub-contractors. Identify whether the staff provided for Building Services will be employees of 

your firm and/or subcontractors. 

 Conflict of Interest. Provide a statement acknowledging the existence or absence of any conflicts 

of interest, if selected to be the provider of Building Services. 

 Financial Information. Describe the financial ability of your firm to perform the Building 

Services Scope of Work as follows: 

o Provide 2014 and 2015 Internal Revenue Service tax filings with all attachments and 

schedules. If a corporation, provide copy of all annual reports, financial statements, or 

other documentation for 2014 and 2015 that demonstrate financial ability to accomplish 

the services described in the RFP. To the extent permitted by law, the Town will 

endeavor to maintain the confidentiality of such filings and documents delivered to the 

Town and, prior to any legally required disclosure, the Town will advise the proposer of 

the disclosure to allow the proposer an opportunity to defend against such disclosure. 

o Provide information on any matter in which the proposer was a party to state or federal 

litigation or judicial proceedings, including bankruptcy proceedings, during the  5 years 

prior to the date of issuance of this RFP, including case name, case number, and court in 

which the litigation or proceeding was instituted. If the matter is concluded, describe the 

outcome of such matter. If pending, describe the proposer’s expectation of the result of 
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the matter and the anticipated month and year the matter will be concluded. If the 

proposer was not engaged in any matter described in this paragraph, please state so. 

o Provide information concerning any past or pending administrative or regulatory 

investigation, proceeding, or matter before the State of Colorado, its departments, 

regulatory bodies, and agencies in which the proposer is a party (not including 

participation only as a witness) during the  5 years prior to the date of issuance of this 

RFP. Include information concerning the nature of the claims or investigation, the status 

of the proceeding, the body before which the matter was/is pending together with case 

number or other filing information to permit the Town to inquire into the nature of the 

matter. Describe the outcome if concluded, and describe the anticipated outcome and 

expected date of conclusion if the matter is pending. If the proposer was not engaged in 

any matter described in this paragraph, please state so. 

 Experience and References. List all local governments within the five (5) years prior to the date 

of issuance of this RFP for which your company or any member of the proposer team has 

performed similar types of services identified in the Scope of Work. Provide the years with, 

description of the services provided, and a contact name and number for each reference. In 

addition to the description of each, a matrix listing clients (by row) and services provided 

(column headers) would be a helpful summary. 

 Qualifications. Provide a description of the minimum qualifications and all certifications held by 

employees to be assigned to the Town, including, but not limited to, Chief Building Official, 

Plans Examiner, Inspector (by type), and Permit Technician. 

 Vehicle Fleet. Identify the number of vehicles to be assigned to the Town. 

 Resumes. Resumes of key professional staff that will be involved with the project with 

identification of their anticipated role/position. 

J. RFP Updates. All changes in the RFP documents shall be through written addendum and furnished to 

all proposers via the Rocky Mountain E-Purchasing System, including responses to questions submitted 

and sample Professional Services Agreement. Proposers are responsible for reviewing and incorporating 

all RFP changes and addenda into their proposal. 

K. Questions. Proposers who have questions concerning the submission of proposals or the RFP process 

must contact the Contract Administrator: 

Jacque Watson 

Economic Development and Community Relations Manager / Deputy Clerk 

Town of Lyons 

Telephone: 303-823-6622, ext. 12  

Email: jacquew@townoflyons.com  

In order to ensure all proposers are provided the same information, questions should be sent by e-

mail to Jacque Watson. All e-mails submitted to Jacque Watson and related to this RFP should be 

titled “Question: Building Services RFP.” All questions received between the release of the RFP and 

July 18, 2016 will be answered to Staff’s best ability. A written summary of all questions will be 

published to the Rocky Mountain E-Purchasing System by July 21, 2016. The Contract Administrator 
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will use her discretion in how to respond to any additional questions submitted after the Deadline for 

Questions and up to 48 hours prior to the deadline for submittal of proposals. 

L. Selection Committee. The proposals will be reviewed by an ad-hoc selection committee, which will 

make a recommendation to Town’s Board of Trustees on a preferred proposal. Although the final 

composition may be different, the committee may include staff members from the Economic 

Development, Sustainability and Finance Department, Board of Trustee members, resource agencies, and 

building and fire protection professionals from other agencies. The committee may request additional 

information from proposers or request personal interviews with one or more proposers. The weight to be 

given to each evaluation criterion will be as determined by the selection committee. Final evaluation and 

selection may be based on, but not limited to, any or all of the following: 

 Information presented in the proposal. 

 Ability of the proposer to provide quality and timely products and services. 

 Service reliability and consistency of quality. 

 Qualifications and experience of the proposer. 

 Demonstration of Town’s Vision and Organizational Values in business practices. 

 Ability to align resources to meet emerging needs of the community. 

 Expertise to support the Town updating its Building Codes. 

 Ability to create systems to meet state mandates in a way that does not burden the Town’s limited 

resources. 

 Responses to questions in Attachment B. 

 Insurance and ability to bond. 

 References. 

 Personal interview. 

 Pricing / total cost. 

From this process, the Selection Committee will identify a preferred proposal from all the submitted 

proposals and will make a final recommendation to the Board of Trustees along with the Community 

Partnership model. The Selection Committee will not recommend either the preferred proposal or 

Community Partnership model over the other. The Board of Trustees will evaluate and select between the 

Community Partnership model and preferred proposal at the end of this process. 

M. Property and Retention of Proposals. All proposals timely submitted shall become the property of 

the Town and shall be retained in accordance with the Town’s records retention schedule. The Town of 

Lyons is a Colorado governmental entity and, therefore, all information included in proposals and other 

written information submitted by each proposer to the Town is subject to the provisions of the Colorado 

Open Records Act (“CORA’). Proposers should expect that their proposal may be viewed by the general 

public and competitors after the completion of the selection process and, specifically, after the Board of 

Trustees’ final action on this RFP. Merely marking information as “confidential”, “proprietary”, or 

otherwise stating a written intent to protect the information from disclosure is not necessarily sufficient to 

prevent disclosure under CORA. 
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III. TERMS AND CONDITIONS 

 

1. Compliance with RFP Terms. All participating proposers, by their signature, agree to comply with 

all of the terms, conditions, requirements, and instructions of this RFP as stated herein. Should the 

Town omit anything from this document which is necessary to a clear understanding of the work, or 

should it appear that various instructions are in conflict, then the proposer shall contact the Town and 

secure written instructions from the Contract Administrator at least 48 hours prior to the RFP deadline 

identified on the Cover Sheet of this RFP. The Contract Administrator will apply best efforts to 

respond to all questions received up to 48 hours prior to the deadline for submittal of proposals. 

 

2. Reservations. The Town reserves the right to: 

 Reject any and all proposals received in response to this RFP. 

 Waive or decline to waive any informalities and any irregularities in any proposal or responses 

received. 

 Negotiate changes in the scope of work or services to be provided. 

 Withhold the award of contract. 

 Select the proposer it deems to be most qualified to fulfill the needs of the Town. The proposer 

with the lowest priced proposal will not necessarily be the one most qualified, because a 

number of factors other than price are important in the determination of the most acceptable 

proposal. 

 Select the Community Partnership model. 

 

3. Authorization. All proposals must be signed by an authorized agent of proposer’s firm. Any firm or 

individual submitting a signed proposal shall be deemed to have read and understood all of the terms, 

conditions and requirements of this RFP. 

 

4. Costs and Expenses. The Town shall not be responsible for payment or reimbursement of any cost or 

expense incurred by a proposer, including but not limited to the proposers’ officers, employees, 

agents, consultants, and sub-consultants in any aspect or element of the preparation and production of 

a proposal, preparation or attendance at interviews, contract negotiations, or for any other work 

performed prior to the execution of a contract. 

 

5. Property of Town. All proposals and other documentation or materials submitted to the Town shall 

become the property of the Town. 

 

6. Conflicts. The successful proposer shall be required to enter into a written contract with the Town in 

a form approved by the Town Attorney and as approved by the Board of Trustees. In the event of any 

conflict between this RFP and the contract, the terms and conditions of the contract shall control. 
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7. Revisions and Negotiations. The Town reserves the right to engage in discussions with proposers 

and to accept revisions of proposals and to negotiate price changes during the RFP process, at the sole 

discretion of the Contract Administrator. During this discussion period, the Town will not disclose 

any information regarding proposal submittals to other known proposal candidates or proposers. The 

Town reserves the right to ask for a “Best and Final Offer.” Upon Board of Trustees’ final action on 

this RFP, such as execution of the contract(s), the proposals will become public record and contents 

may be disclosed upon request. 

 

8. Insurance. Prior to commencing any work or services for the Town, the successful proposer shall 

cause to be delivered by their insurance company to the Contract Administrator a currently in-force 

Certificate of Insurance which indicates that necessary insurance coverage has been obtained, 

including professional liability, which meets the minimum requirements as are required by Colorado 

law for work performed by the proposer and other insurance requirements as may be set forth in the 

written contract with the Town. 

 

9. Compliance with Laws. The successful proposer shall comply with all applicable federal, state, and 

local laws, regulations, administrative rulings, and codes, and shall secure all necessary licenses and 

permits in connection with this RFP and any goods or services to be provided hereunder. By 

submitting a proposal to the Town, the proposer certifies pursuant to § 8-17.5-102(1), C.R.S., that, at 

the time of the submittal of the proposal, it does not knowingly employ or contract with an illegal 

alien and that the proposer will participate in the e-verify program or the employment verification 

program established by the Colorado Department of Labor and Employment in order to confirm the 

employment eligibility of all employees who are newly hired for employment to perform work under 

the written contract with the Town. 

 

10. Tax Exemption. The Town is exempt from sales, use, and excise taxes. Certification of tax 

exemption will be issued to the proposer upon request. Any appropriate taxes shall be shown as a 

separate item in the proposal. 
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IV. HISTORY OF LYONS & BUILDING SERVICES 

 

About The Town of Lyons 

Population: 2,000 (approximately) 

Elevation: 5,374 

County: Boulder 

Average Household Size: 2.32
*
 

Median Household Income: $65,656
*
 

 

Lyons, Colorado is a small town nestled in the foothills of the Rocky Mountains, at the confluence of the 

North and South St. Vrain Creeks. Historically a sandstone quarrying town, Lyons is now a thriving 

community known for its arts, music, culture, and natural beauty. 

 

Visitors from across Colorado and the region flock to Lyons to attend our annual music festivals, visit our 

restaurants, shops, and businesses, and to enjoy the parks and outdoor amenities. Each summer, hundreds 

of thousands pass through Lyons on their way to Rocky Mountain National Park, lending us our 

nickname “The Double Gateway to the Rockies.” 

 

On September 12th, 2013, Lyons suffered its worst disaster in town history. Beginning September 9th, 

more than 17 inches of rain fell along the Colorado Front Range. This historic rainfall triggered flash 

floods across Boulder County and the surrounding region. By the evening of September 11th, the volume 

of water in the St. Vrain Creek was ten times its normal amount. 

 

The September floods impacted nearly every aspect of our community. The widespread damage led to an 

evacuation of our entire town on September 14, 2013. The first residents were not able to return until late 

October, more than six weeks after the flood. Roads, bridges, infrastructure, and utilities suffered 

significant damage. More than 200 homes were damaged or destroyed. The Town of Lyons is dedicated 

to recovering stronger, more sustainably, and more resilient than before. 

 

History of Building Services 

In order to provide the full range of building services, the Town has historically outsourced elements of 

these services. The Town contracted with SAFEBuilt to provide Building Services. SAFEBuilt has served 

as the Town’s Building Service contractor since May of 2001. The Town has not performed a competitive 

bid process for Building Services other than the original process in 2001.  

 

Since contracted, SAFEBuilt has been providing services to the Town in an efficient and effective manner 

and at a reasonable cost. SAFEBuilt is not precluded from submission of a competitive proposal in 

response to this RFP. SAFEBuilt has not been consulted during the preparation of this RFP or provided a 

copy of the RFP in advance of general issuance to other potential proposers. 

                                                           
*
United States Census Bureau. 2011-02-12. Retrieved 2011-04-23 
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V. TOWN VISION  

 

The Town of Lyons has adopted the following plans, and other sub-area plans, as vision documents to 

guide future growth and development: 

 Town of Lyons Comprehensive Plan (2010) 

 Lyons Recovery Action Plan (2014) 

 Lyons Environmental Sustainability Action Plan (2015) 

 

Town of Lyons Comprehensive Plan (2010) 

This plan is a guide for accomplishing the community’s aspirations of becoming an economically, 

socially and environmentally sustainable community that values and supports education, the arts, 

recreation and quality of life. Below are just some examples of the goals, objectives and strategies that 

pertain to Building Services Scope of Work. 

 

LAND USE AND GROWTH GOAL: Ensure that the built environment contributes to Lyons’ identity 

and is consistent with the 2010 Lyons Planning Area Map and the Sustainable Design and Development 

Principles.  

Land Use and Growth Objective 1.1: Ensure that the Town has a review process to evaluate 

applications for conformance with the comprehensive plan. 

 Land Use and Growth Strategy 1.1.1: Use the Land Use Chart Criteria to help determine if 

proposed land uses that differ from the Land Use Map are appropriate. 

 Land Use and Growth Strategy 1.1.2: Use fiscal impact analyses to evaluate the potential 

financial implications of new development on the Town as part of the land use review process. 

 Land Use and Growth Strategy 1.1.3: Ensure that new development is compatible with the 

neighborhood in which it is located by evaluating projects with respect to magnitude, scale and 

diversity of product type so that no single project or combination of projects overtakes the 

character of the community. Also consider buffers and transitions between land uses; street and 

trail connections and building height, location and appearance. 

 Land Use and Growth Strategy 1.1.4: Encourage new development to comply with the 

Sustainable Design and Development Principles to the extent practical (e.g., balance the goals of 

environmental and economic sustainability with community character and property owners’ 

rights). 

 Land Use and Growth Strategy 1.1.5: Work with entities such as the St. Vrain Valley RE-1J 

School District, and Lyons Fire Protection District to review public dedication standards and 

impact fees and plan for improvements, relocation or development of new public facilities. 

 

ENVIRONMENT GOAL: Protect and promote Lyons’ unique natural environment and resources and 

lead the community towards environmental sustainability.  

Environment Objective 1.2: Assist and encourage residents and businesses seeking to live or operate 

in an environmentally sustainable fashion. 
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 Environmental Strategy 1.2.1: Examine existing Town of Lyons building codes, the Sustainable 

Design and Development Principles in this Comprehensive Plan, new building energy codes and 

cost/performance data to make recommendations regarding building energy codes for Town of 

Lyons. 

 

HOUSING GOAL: Recognize and accommodate the housing needs of a diverse population. 

Housing Objective 1.1: Promote safe, stable, diverse neighborhoods throughout Lyons that provide a 

range of housing options and link residents to destinations to learn, work, shop and recreate. 

 Housing Strategy 1.1.1: Review and revise Lyons’ Land Use Code as necessary to promote: 

mixed-use buildings such as live/work units near downtown, accessory dwelling units such as 

mother-in-law apartments and caretaker residences and a variety of lot sizes and types of homes 

in all residential districts. 

 Housing Strategy 1.1.2: Encourage denser housing (more homes per acre) near the center of 

Town to promote walking, help strengthen downtown and provide more housing options. 

Housing Objective 1.2: Increase opportunities for affordable housing. 

 Housing Strategy 1.2.3: Review current planning and infrastructure requirements such as street 

widths, minimum lot sizes, setbacks, parking requirements, park fees and utility standards and 

their potential effect on development costs. 

Housing Objective 1.3: Support the improvement of existing neighborhoods. 

 Housing Strategy 1.3.1: Continue to enforce the municipal code and sustain beautification efforts 

throughout Town.  

 

Lyons Recovery Action Plan (2014) 

The Lyons Recovery Action Plan is the result of an intense community planning process that began in 

mid-December 2013, three months after the flood waters hit Lyons, and was carried out in January-

February 2014. This plan lays the framework for Lyons to re-build a stronger and more resilient 

community in the future. It reflects the community's intentions for the Lyons of tomorrow. Below are just 

some examples of the goals, objectives and strategies that pertain to Building Services Scope of Work. 

 

HOUSING GOAL: Recognize and accommodate the housing needs of a diverse population.  

Housing Objective 1.1: Encourage and facilitate the rebuilding of the Lyons housing stock and the 

return of residents displaced by flooding. 

 Housing Strategy 1.1.2: Streamline and expedite the regulatory review process for those seeking 

building and rebuilding permits in the Town of Lyons. 

Housing Objective 1.1: Promote safe, stable diverse neighborhoods and increase affordable housing.  

 Housing Strategy 1.2.2: Evaluate and modify existing regulations and codes regarding 

construction of residential structures in floodplain areas. 

 

Lyons Environmental Sustainability Action Plan (2015) 

One of the items that keeps rising to the top of all of our public planning processes is the desire for our 
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community to exist in a way that minimizes our impact on our natural environment. Although the Lyons 

Environmental Sustainability Action Plan was created in tandem with the Lyons Recovery Action Plan, it 

also incorporated additional ideas vetted through a robust community engagement process. Below are just 

some examples of the goals and recommendations that pertain to the Building Services Scope of Work. 

 

BUILDING GOALS:  

1. Promote safe, stable, diverse neighborhoods throughout Lyons that provide a range of housing 

options and link residents to destinations to learn, work, shop and recreate. 

2. Move toward net-zero energy use in all new buildings. 

3. Promote energy efficiency in new and existing buildings. Recognize and accommodate the housing 

needs of a diverse population.  

 Building Recommendation 1: Create working group to draft a plan to update residential building 

codes to 2015 standards to ensure that new and renovated buildings are more water and energy 

efficient. 

 Building Recommendation 3: Encourage denser housing (more homes per acre) near the center of 

Town and other amenities. Promote mixed-use development such as live/work. 

 Building Recommendation 6a: Create working group to consider updating commercial building 

permitting to require new buildings to conform to a minimum of LEED Silver standards.  

 

 

Visit www.townoflyons.com/301/Community-Plans for more information or to download these plans. 

 

 

 

 

 

  

http://www.townoflyons.com/301/Community-Plans
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VI. RESPONSIBILITIES  

 

Building Services 

The Building Service contractor is responsible for reviewing, permitting and inspecting all physical 

structures within the Town’s incorporated boundaries. It reviews all plans to ensure they are in 

compliance with the current building codes, municipal code, plumbing code, electrical code and any other 

adopted codes in order to protect public safety. This requires significant communication with each 

customer as well as coordination with the Town staff and other involved public agencies, such as the fire 

district that serve the Town.  

 

The Town uses and wants to use state, national and international Valuation Data and Fee 

Schedules whenever possible so that permit fees are fair and defensible to building permit 

applicants. The proposer should outline what standards they recommend in their proposal and be 

open to adjusting these during contract negotiations.   

 

Exceptions to these valuation-based fees currently include Plan Reviews, Mobile Home/Manufactured 

Home Inspections, Pre-Move Inspections and Single Stop Projects (includes: furnace, air conditioner, 

roof, water heater, sprinkler system, siding, window, fence, water, sewer, and demolition).  

 

The Town currently provides the following services (see list below) and expects the preferred proposer to 

provide these services at a minimum moving forward. Charge for these services and percentage allocated 

to the town for administrative support on each of these services will be determined as part of the contract 

negotiations. 

 

List of Current Services: 

 Building Permit Fee 

 Plan Review 

 Mobile Home / Manufactured Home (placed in approved mobile home park) 

 Mobile Home / Manufactured Home (not placed in approved mobile home park) 

 Inspection Hourly Fee (outside of usual hours, no specific fee indicated & plan review revisions) 

 Re-inspection Fee 

 Investigation Fee 

 Electrical Inspection Fee 

 Single Stop Projects:  

o Furnace/Air Conditioner 

o Roof (re-shingle) 

o Water Heater 

o Sprinkler System 

o Siding/Window Replacement 

o Fence 



 Page 15 

o Water & Sewer 

o Demolition 

o Re-inspection for One Stop project  

 Solar/Net-Metering Inspections. 

 

Permit activity has been strong the past several years even during the economic slowdown. A total of 667 

permits were issued in 2015, and 237 permits were issued in 2014. In 2015, the significant increase is 

attributed to roof permits that were pulled in response to damaged caused by a major hailstorm. Excluding 

last year’s hailstorm permits, the average number of permits from 2013 - 2015 is 164 per year. In each 

year, the majority of the permits are one-stop permits (roofs, water heaters, etc.). The next most common 

permits are residential alterations, followed by commercial alterations, new residential, and lastly new 

commercial.  
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VII. SCOPE OF WORK  

 

 Provide customer service and administrative support during business hours (8:30 a.m. – 4:30 p.m.  

Monday thru Friday).  

 Provide on-site staff, equipment, fuel, supplies, and vehicles for customer service, plan review, 

permitting, and inspections. 

 Enforce the applicable building codes to appropriate conclusion. 

 Serve as project manager for building plans review. This includes coordination and review of building 

permit plans with other appropriate stakeholders. 

 Provide information, resources and assistance as needed to Town staff, other agencies, citizens and 

businesses. 

 Staff 24/7 on-call for emergency situations.  

 Make recommendations on enhancements of existing practices, policies and ordinances to improve 

the program. 

 Fulfill all scope of work identified in annually appropriated work orders. 

 Conduct Building Code Effectiveness Grading Schedule (BCEGS) surveys when necessary to meet 

requirements from federal/state funded projects. 

 Review and provide updates to the Building Services application and informational materials and 

page on the Town’s web site. 

 Track, measure, and report on performance standards, as agreed upon by contract. 

 Attend town meetings as requested. 

 Prepare quarterly reports on a date agreed upon between the Town and the Consultant. 

 Provide statistical and narrative information needed for the Town’s Annual Budget and 

Comprehensive Annual Financial Report.  

 Attend Board of Trustees, Homeowner Association, Town Boards and Commissions, and other 

organization meetings to discuss and explain local regulations, policies and practices. 

 Provide ongoing research, information, and recommendations to improve the efficiency and 

effectiveness of the Building Services. 

 Coordinate and participate in necessary enforcement actions with Town Administrator, Director of 

Finance, Town Attorney, and Municipal Court. 

 Keep records according to the Colorado Municipal Records Retention Schedule. 
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VIII: TOWN WORK ORDERS 

 

On rare occasions, the Town may ask the contractor to work on special projects that fall outside of the 

scope of work. The Town will approve a separate Work Order with a budget to cover costs associated 

with these special projects, in addition to the annual budget. The Town has not had to issue such work 

orders for Building Services with the current providers.  

 

IX: SUPPORT SERVICES  

 

The Town will provide to the contractor the following support services: 

 

 Provide on-site staff for customer service and permit administration.  

 Provide general receptionist service (at the Town Hall’s front desk). 

 Issuance of building permits and collection of fees, including maintenance of electronic and “hard 

copy” of all permits issued detailing category and fees paid. 

 

The selected contractor will not be entitled to use Town office space or furniture unless the Town and the 

selected contractor reach agreement as to office space and furniture rental. The selected contractor shall 

be permitted to utilize Town conference rooms solely for Town-related business or conducting activities 

on behalf of the Town.  

 

X. COMPENSATION & PAYMENT  

The selected contractor shall be paid in accordance with the compensation program included in the 

Professional Services Agreement as negotiated during the RFP process. 

 

Billings and payments will be made based upon final agreement between the Town and the selected 

contractor. All invoices must be submitted to the Town for review, confirmation of work performed and 

approval. 

 

XI. USE OF SUBCONTRACTORS 

The selected contractor shall indicate in the proposal any work intended to be performed by 

subcontractors or persons outside of the consultant firm. The selected contractor shall name the 

subcontractors, if known at the time of proposal submittal. 
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ATTACHMENT A: PROPOSER’S CERTIFICATION 

 

Note: Fill in, scan and incorporate/attach this certification page into your PDF proposal. 

 

The undersigned, as an authorized agent of the proposer, hereby certifies: 

 The proposer is in receipt of _________ addenda; 

 

 The proposer is familiar with all instructions, terms and conditions, and specifications stated in 

this RFP, including the following 

 The proposer will be available for interviews, if selected for interview by Town, during 

regular business hours on August 9 & 10, 2016, and, if requested by the Town, will be 

available for attendance at the Board of Trustees meeting during evening hours 

(approximately 7:00 p.m. to 9:00 p.m. on August 5, 2016).  

 The proposer will access and review the Town’s standard form of Professional Service 

Agreement, which Agreement will form the basis of any contract for the performance of the 

work. The Agreement will be made available to the proposer in accordance with this RFP. 

 

 The proposer is qualified to perform the work and services outlined in this RFP. 

 

 The proposal has been arrived at independently and submitted without collusion with any other 

proposer, Town staff or Town contractor, and that the contents of the proposal have not been 

communicated by the proposer or, to the proposer’s best knowledge and belief, by any one of its 

employees or agents to any person not an employee or agent of the proposer, and will not be 

communicated to any person prior to the Town’s final action on this RFP by the Board of 

Trustees. Nothing in this paragraph should be construed to prevent or preclude two or more 

companies or persons from joining together to submit a proposal for the work. 

 

 The offers, terms and conditions of the proposal will remain valid and effective and may be relied 

upon by the Town for a period of ninety (90) days following the ‘Proposal Closing Date and 

Time.’ 

 

___________________________________ ___________________________________ 

Company Name     Authorized Signature 

 

___________________________________ ___________________________________ 

Mailing Address     Printed Name 

 

___________________________________  ___________________________________ 

Town, State, Zip Code     Title 

 

___________________________________ ___________________________________ 

Federal Employee ID Number (FEIN)   Phone Number 

 

___________________________________ ___________________________________ 

Type of Entity (sole proprietorship, LLC,  Fax Number 
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ATTACHMENT B: QUESTIONS FOR PROPOSER 

 

In order to manage Town staff’s time in reading the responses to the following questions, the Town 

requests that each response be limited one (1) page, excluding any attached examples. This is not a 

mandatory limit, but rather a guideline.  

 

1. Please describe the overall philosophy, methods, and principles in which your company will 

structure the proposed services. Include discussion on the following topics: 

 Delivery of core services (plans review, permitting, inspections, contractor licensing) and 

proposed efficiencies in service delivery; 

 Staffing, including organization structure, minimum staffing qualifications, training, employee 

recruiting and retention;  

 Customer Service, including overall philosophy, interaction with customers and internal staff, 

proposed educational programs, community outreach, and coverage and availability of staff; 

 Proposed role of technology in providing service delivery and customer service; 

 Project management and coordination of building; 

 Issuance of non-building related permits into the overall Town organization. 

2. Expectations. This is a three-part question. 

 What do you see the role of the Chief Building Official (CBO)? 

 How will your CBO oversee, coordinate and interact with Town management staff and outside 

agencies, such as the Lyons Fire Protection District, to ensure open communication, setting of 

priorities, identifying annual goals, participation in team building, etc.? 

 What do you see the role of the proposed services is in relation to the rest of a Planning and 

Development Department? 

3. Company Values. Please describe your company’s organizational values and how they translate into 

employee behaviors, policies, and approaches to balancing building code requirements with other 

overall Town and project objectives that inevitably arise in plan review to ensure that projects move 

through the process efficiently and effectively when such conflicts arise? 

4. Performance Standards. What quantitative or quantitative performance standards do you think are 

appropriate to incorporate into this contract? 

 

 


