
 
C I T Y   O F   A U S T I N, T E X A S 

Purchasing Office 
REQUEST FOR PROPOSAL (RFP) 

OFFER SHEET 
  
SOLICITATION NO:  EAD0121 
 
DATE ISSUED:  12/15/14 

COMMODITY/SERVICE DESCRIPTION:  Disaster Planning and 
Recovery Consultant 
 
 

REQUISITION NO.:  14112400068 
 
COMMODITY CODE:  91881 

NON-MANDATORY PRE-PROPOSAL CONFERENCE TIME AND 
DATE:  1/8/15, 10 AM – 11 AM 
 
LOCATION:  RBJ Building – 15 Waller Street, Austin, TX 78702 
3rd Floor Conference Room.  Call in information – 512-974-9300 
Conferee code: 148447  Confirmation code: 2711 
 

FOR CONTRACTUAL AND TECHNICAL 
ISSUES CONTACT THE FOLLOWING 
AUTHORIZED CONTACT PERSON: 
 
Erin D’Vincent 

PROPOSAL DUE PRIOR TO:  1/28/15 @ 11 AM, local time 
 

Senior Buyer Specialist 
 
Phone:  (512) 972-4017 

LOCATION:  MUNICIPAL BUILDING, 124 W 8th STREET 
                      RM 308, AUSTIN, TEXAS 78701 
 

E-Mail: erin.dvincent@austintexas.gov   
 
 
 

When submitting a sealed Offer and/or Compliance Plan, use the proper address for the type of service desired, 
as shown below: 

Street Address for Hand Delivery or Courier Service 
City of Austin, Municipal Building 
Purchasing Office-RFP EAD0121 

124 W 8th Street, Rm 310 
Austin, Texas 78701 

Reception Phone:  (512) 974-2500 
To ensure prompt delivery, all packages SHALL BE CLEARLY MARKED ON THE OUTSIDE “Purchasing Office-Response 

Enclosed” along with the offeror’s name & address, solicitation number and due date and time.  See Section 0200 
Solicitation Instructions for more details. 

 
 

All Offers (including Compliance Plans) that are not submitted in a sealed envelope or container will not be considered. 
  

 
 

 
SUBMIT 1 ORIGINAL PAPER COPY AND 6 ELECTRONIC COPIES IN PDF FORMAT ON A 

FLASH DRIVE OF YOUR RESPONSE 
 

mailto:erin.dvincent@austintexas.gov


 

***SIGNATURE FOR SUBMITTAL REQUIRED ON PAGE 3 OF THIS DOCUMENT*** 

 
This solicitation is comprised of the following required sections.  Please ensure to 
carefully read each section including those incorporated by reference.  By signing this 
document, you are agreeing to all the items contained herein and will be bound to all 
terms. 

SECTION 
NO. 

TITLE PAGES 

0100 STANDARD PURCHASE DEFINITIONS * 

0200 STANDARD SOLICITATION INSTRUCTIONS * 

0300 STANDARD PURCHASE TERMS AND CONDITIONS * 

0400 SUPPLEMENTAL PURCHASE PROVISIONS 5 

0500 SCOPE OF WORK 3 

0600 PROPOSAL PREPARATION INSTRUCTIONS & EVALUATION FACTORS 5 

0605 LOCAL BUSINESS PRESENCE IDENTIFICATION FORM – Complete and return 1 

0700 REFERENCE SHEET – Complete and return if required 2 

0800 NON-DISCRIMINATION CERTIFICATION * 

0805 NON-SUSPENSION OR DEBARMENT CERTIFICATION * 

0810 NON-COLLUSION, NON-CONFLICT OF INTEREST, AND ANTI-LOBBYING 
CERTIFICATION 

* 

0835 NONRESIDENT BIDDER PROVISIONS – Complete and return 1 

Attachment 1 City of Austin Grant Application 18 

Attachment 2 City of Austin Emergency Operations Plan Annex J 102 

Attachment 3 City of Austin Hazard Mitigation Plan 20 

 
* Documents are hereby incorporated into this Solicitation by reference, with the same force and 
effect as if they were incorporated in full text. The full text versions of these Sections are 
available, on the Internet at the following online address:   

http://www.austintexas.gov/financeonline/vendor_connection/index.cfm#STANDARDBIDDOCUMENTS 

If you do not have access to the Internet, you may obtain a copy of these Sections from the City of 
Austin Purchasing Office located in the Municipal Building, 124 West 8th Street, Room #308 
Austin, Texas 78701; phone (512) 974-2500. Please have the Solicitation number available so that 
the staff can select the proper documents. These documents can be mailed, expressed mailed, or 
faxed to you.  

I agree to abide by the City’s MBE/WBE Procurement Program Ordinance and Rules.  In cases 
where the City has established that there are no M/WBE subcontracting goals for a solicitation, I 
agree that by submitting this offer my firm is completing all the work for the project and not 
subcontracting any portion.  If any service is needed to perform the contract that my firm does not 
perform with its own workforce or supplies, I agree to contact the Small and Minority Business 
Resources Department (SMBR) at (512) 974-7600 to obtain a list of MBE and WBE firms available 

http://www.austintexas.gov/financeonline/vendor_connection/index.cfm#STANDARDBIDDOCUMENTS


 

to perform the service and am including the completed No Goals Utilization Plan with my 
submittal.  This form can be found Under the Standard Bid Document Tab on the Vendor 
Connection Website: 

http://www.austintexas.gov/financeonline/vendor_connection/index.cfm#STANDARDBIDDOCUMENTS 

 
If I am awarded the contract I agree to continue complying with the City’s MBE/WBE Procurement 
Program Ordinance and Rules including contacting SMBR if any subcontracting is later identified. 

The undersigned, by his/her signature, represents that he/she is submitting a binding offer and is 
authorized to bind the respondent to fully comply with the solicitation document contained herein. 
The Respondent, by submitting and signing below, acknowledges that he/she has received and 
read the entire document packet sections defined above including all documents incorporated by 
reference, and agrees to be bound by the terms therein. 
 

Company Name: 
 

Company Address: 
 

City, State, Zip: 
 

Federal Tax ID No. 
 

Printed Name of Officer or Authorized Representative: 
 

Title: 
 

Signature of Officer or Authorized Representative: 
 

Date: 
 

Email Address: 
 

Phone Number: 
 

 
* Proposal response must be submitted with this Offer sheet to be considered for award 
 

Failure to sign and return the Offer Sheet will subject a Proposer’s proposal to disqualification. 

 
 
 

http://www.austintexas.gov/financeonline/vendor_connection/index.cfm#STANDARDBIDDOCUMENTS


 

Section 0605: Local Business Presence Identification 
A firm (Offeror or Subcontractor) is considered to have a Local Business Presence if the firm is headquartered 
in the Austin Corporate City Limits, or has a branch office located in the Austin Corporate City Limits in 
operation for the last five (5) years. The City defines headquarters as the administrative center where most of 
the important functions and full responsibility for managing and coordinating the business activities of the firm 
are located. The City defines branch office as a smaller, remotely located office that is separate from a firm’s 
headquarters that offers the services requested and required under this solicitation.  

OFFEROR MUST SUBMIT THE FOLLOWING INFORMATION FOR EACH LOCAL BUSINESS (INCLUDING THE 
OFFEROR, IF APPLICABLE) TO BE CONSIDERED FOR LOCAL PRESENCE.  
 

NOTE: ALL FIRMS MUST BE IDENTIFIED ON THE MBE/WBE COMPLIANCE PLAN OR NO GOALS UTILIZATION 
PLAN, SECTION 0900 OF THE SOLICITATION. 
 

*USE ADDITIONAL PAGES AS NECESSARY* 
OFFEROR: 
Name of Local Firm  

Physical Address  

Is Firm located in the 
Corporate City Limits? (circle 
one)     Yes No 

In business at this location for 
past 5 yrs? Yes No 

Location Type: Headquarters  Yes      No Branch Yes                    No 

 

SUBCONTRACTOR(S): 

Name of Local Firm  

Physical Address  

Is Firm located in the 
Corporate City Limits? (circle 
one)     Yes No 

In business at this location for 
past 5 yrs? Yes No 

Location Type: Headquarters  Yes      No Branch Yes                    No 

 

SUBCONTRACTOR(S): 

Name of Local Firm  

Physical Address  

Is Firm located in the 
Corporate City Limits? (circle 
one)     Yes No 

In business at this location for 
past 5 yrs? Yes No 

Location Type: Headquarters  Yes      No Branch Yes                    No 

 



 

Section 0700: Reference Sheet 

Please include the following information if required in the solicitation: 
 
Responding Company Name _______________________________________________________ 
 
 
  

1. Company’s Name  __________________________________________________________ 

 Name and Title of Contact ___________________________________________________________ 

 Present Address  ___________________________________________________________ 

 City, State, Zip Code  ___________________________________________________________ 

 Telephone Number  (_____)_________________ Fax Number  (_____)__________________ 

 Email Address  ___________________________________________________________ 

 

 

2. Company’s Name  __________________________________________________________ 

 Name and Title of Contact ___________________________________________________________ 

 Present Address  ___________________________________________________________ 

 City, State, Zip Code  ___________________________________________________________ 

 Telephone Number  (_____)_________________ Fax Number  (_____)__________________ 

 Email Address  ___________________________________________________________ 

 

 

3. Company’s Name  __________________________________________________________ 

 Name and Title of Contact ___________________________________________________________ 

 Present Address  ___________________________________________________________ 

 City, State, Zip Code  ___________________________________________________________ 

 Telephone Number  (_____)_________________ Fax Number  (_____)__________________ 

 Email Address  ___________________________________________________________ 

 

 
 



 

Section 0835: Non-Resident Bidder Provisions 
 
 
 
Company Name ____________________________________________________ 
 
 

A. Bidder must answer the following questions in accordance with Vernon’s Texas Statues and Codes 
Annotated Government Code 2252.002, as amended: 

 
Is the Bidder that is making and submitting this Bid a “Resident Bidder” or a “non-resident Bidder”? 

 
   Answer: ________________________________________________________________________ 
 

(1) Texas Resident Bidder- A Bidder whose principle place of business is in Texas and includes a 
Contractor whose ultimate parent company or majority owner has its principal place of business in 
Texas. 

(2) Nonresident Bidder- A Bidder who is not a Texas Resident Bidder. 
 

B. If the Bidder id a “Nonresident Bidder” does the state, in which the Nonresident Bidder’s principal place of 
business is located, have a law requiring a Nonresident Bidder of that state to bid a certain amount or 
percentage under the Bid of a Resident Bidder of that state in order for the nonresident Bidder of that state 
to be awarded a Contract on such bid in said state? 

 
   Answer: _____________________________  Which State: _____________________________ 
 

C. If the answer to Question B is “yes”, then what amount or percentage must a Texas Resident Bidder bid 
under the bid price of a Resident Bidder of that state in order to be awarded a Contract on such bid in said 
state? 

 
   Answer: ________________________________________________________________________ 
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The following Supplemental Purchasing Provisions apply to this solicitation: 
 

1. EXPLANATIONS OR CLARIFICATIONS: (reference paragraph 5 in Section 0200) 
 

All requests for explanations or clarifications must be submitted in writing to the Purchasing Office by email 
to erin.dvincent@austintexas.gov no later than close of business on Friday, January 9th, 2015.   
 

2. INSURANCE: Insurance is required for this solicitation. 
 
A. General Requirements: See Section 0300, Standard Purchase Terms and Conditions, paragraph 32, 

entitled Insurance, for general insurance requirements. 
 
i. The Contractor shall provide a Certificate of Insurance as verification of coverages required 

below to the City at the below address prior to contract execution and within 14 calendar days 
after written request from the City. Failure to provide the required Certificate of Insurance may 
subject the Offer to disqualification from consideration for award 

ii. The Contractor shall not commence work until the required insurance is obtained and until such 
insurance has been reviewed by the City. Approval of insurance by the City shall not relieve or 
decrease the liability of the Contractor hereunder and shall not be construed to be a limitation of 
liability on the part of the Contractor. 

iii. The Contractor must also forward a Certificate of Insurance to the City whenever a previously 
identified policy period has expired, or an extension option or holdover period is exercised, as 
verification of continuing coverage. 

iv. The Certificate of Insurance, and updates, shall be mailed to the following address: 
 

City of Austin Purchasing Office 
P. O. Box 1088 
Austin, Texas  78767 

 
B. Specific Coverage Requirements: The Contractor shall at a minimum carry insurance in the types 

and amounts indicated below for the duration of the Contract, including extension options and hold 
over periods, and during any warranty period. These insurance coverages are required minimums and 
are not intended to limit the responsibility or liability of the Contractor. 

 
i. Worker's Compensation and Employers’ Liability Insurance: Coverage shall be consistent 

with statutory benefits outlined in the Texas Worker’s Compensation Act (Section 401). The 
minimum policy limits for Employer’s Liability are $100,000 bodily injury each accident, 
$500,000 bodily injury by disease policy limit and $100,000 bodily injury by disease each 
employee. 
(1) The Contractor’s policy shall apply to the State of Texas and include these endorsements 

in favor of the City of Austin: 
(a) Waiver of Subrogation, Form WC420304, or equivalent coverage 
(b) Thirty (30) days Notice of Cancellation, Form WC420601, or equivalent coverage 

ii. Commercial General Liability Insurance: The minimum bodily injury and property damage per 
occurrence are $500,000 for coverages A (Bodily Injury and Property Damage) and B (Personal 
and Advertising Injury). 
(1) The policy shall contain the following provisions: 

(a) Contractual liability coverage for liability assumed under the Contract and all other 
Contracts related to the project. 

(b) Contractor/Subcontracted Work. 
(c) Products/Completed Operations Liability for the duration of the warranty period. 
(d) If the project involves digging or drilling provisions must be included that provide 

Explosion, Collapse, and/or Underground Coverage. 
(2) The policy shall also include these endorsements in favor of the City of Austin: 

(a) Waiver of Subrogation, Endorsement CG 2404, or equivalent coverage 

mailto:erin.dvincent@austintexas.gov
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(b) Thirty (30) days Notice of Cancellation, Endorsement CG 0205, or equivalent 
coverage 

(c) The City of Austin listed as an additional insured, Endorsement CG 2010, or 
equivalent coverage 

iii. Business Automobile Liability Insurance: The Contractor shall provide coverage for all 
owned, non-owned and hired vehicles with a minimum combined single limit of $500,000 per 
occurrence for bodily injury and property damage. Alternate acceptable limits are $250,000 
bodily injury per person, $500,000 bodily injury per occurrence and at least $100,000 property 
damage liability per accident. 
(1) The policy shall include these endorsements in favor of the City of Austin: 

(a) Waiver of Subrogation, Endorsement CA0444, or equivalent coverage 
(b) Thirty (30) days Notice of Cancellation, Endorsement CA0244, or equivalent 

coverage 
(c) The City of Austin listed as an additional insured, Endorsement CA2048, or 

equivalent coverage. 
 

iv. Professional Liability Insurance:  The Contractor shall provide coverage, at a minimum limit 
of $1,000,000 per claim, to pay on behalf of the assured all sums which the assured shall 
become legally obligated to pay as damages by reason of any negligent act, error, or omission 
arising out of the performance of professional services under this Agreement. 

 
(a) If coverage is written on a claims-made basis, the retroactive date shall be prior to 

or coincident with the date of the Contract and the certificate of insurance shall 
state that the coverage is claims-made and indicate the retroactive date.  This 
coverage shall be continuous and will be provided for 24 months following the 
completion of the contract. 

 
C. Endorsements: The specific insurance coverage endorsements specified above, or their equivalents 

must be provided. In the event that endorsements, which are the equivalent of the required coverage, 
are proposed to be substituted for the required coverage, copies of the equivalent endorsements must 
be provided for the City’s review and approval.  

 
3. QUANTITIES: The quantities listed herein are estimates for the period of the Contract. The City reserves 

the right to purchase more or less of these quantities as may be required during the Contract term. 
Quantities will be as needed and specified by the City for each order. Unless specified in the solicitation, 
there are no minimum order quantities. 

 
4. INVOICES and PAYMENT: (reference paragraphs 12 and 13 in Section 0300) 
 

A. Invoices shall contain a unique invoice number and the information required in Section 0300, 
paragraph 12, entitled “Invoices.” Invoices received without all required information cannot be 
processed and will be returned to the vendor. 

 
Invoices shall be mailed to the below address: 

 
 City of Austin 

Department EDD 

Attn: Accounts Payable 

Address P.O. Box 1088 

City, State Zip Code Austin, TX 78767 
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B. The Contractor agrees to accept payment by either credit card, check or Electronic Funds Transfer 
(EFT) for all goods and/or services provided under the Contract. The Contractor shall factor the cost 
of processing credit card payments into the Offer. There shall be no additional charges, surcharges, 
or penalties to the City for payments made by credit card. 

 
5. RETAINAGE: The City will withhold 10 percent (%) retainage until completion of all work required by 

the Contract. The Contractor’s invoice shall indicate the amount due, less the retainage. Upon final 
acceptance of the work, the Contractor shall submit an invoice for the retainage to the City and 
payment will be made as specified in the Contract. Payment of the retainage by the City shall not 
constitute nor be deemed a waiver or release by the City of any of its rights and remedies against the 
Contractor for recovery of amounts improperly invoiced or for defective, incomplete or non-conforming 
work under the Contract. 

 
6. RECYCLED PRODUCTS: 

 
A. The City prefers that Offerors offer products that contain recycled materials. When a recycled product 

is offered by the Offeror, the Offeror must state in their Offer the percentage of the product that is 
recycled and must include a list of the recycled materials that are contained in the product. 

 
B. The recycled content of paper products offered to the City shall be in accordance with the Federal 

Environmental Protection Agency’s Recycled Product Procurement Guidelines. These guidelines are 
available at http://www.epa.gov/cpg/ . 

 
C. Contract award for paper products will be made for recycled products unless the cost is more than 

10% above the lowest price for non-recycled paper products as required in the City’s Comprehensive 
Recycling Resolution. 

 
7. NON-COLLUSION, NON-CONFLICT OF INTEREST, AND ANTI-LOBBYING: 
 

A. On November 10, 2011, the Austin City Council adopted Ordinance No. 20111110-052 amending 
Chapter 2.7, Article 6 of the City Code relating to Anti-Lobbying and Procurement. The policy defined 
in this Code applies to Solicitations for goods and/or services requiring City Council approval under 
City Charter Article VII, Section 15 (Purchase Procedures). During the No-Contact Period, Offerors or 
potential Offerors are prohibited from making a representation to anyone other than the Authorized 
Contact Person in the Solicitation as the contact for questions and comments regarding the 
Solicitation. 

 
B. If during the No-Contact Period an Offeror makes a representation to anyone other than the 

Authorized Contact Person for the Solicitation, the Offeror’s Offer is disqualified from further 
consideration except as permitted in the Ordinance. 

 
C. If an Offeror has been disqualified under this article more than two times in a sixty (60) month period, 

the Purchasing Officer shall debar the Offeror from doing business with the City for a period not to 
exceed three (3) years, provided the Offeror is given written notice and a hearing in advance of the 
debarment. 

 
D. The City requires Offerors submitting Offers on this Solicitation to certify that the Offeror has not in 

any way directly or indirectly made representations to anyone other than the Authorized Contact 
Person during the No-Contact Period as defined in the Ordinance. The text of the City Ordinance is 
posted on the Internet at: http://www.ci.austin.tx.us/edims/document.cfm?id=161145 

 
8. WORKFORCE SECURITY CLEARANCE AND IDENTIFICATION (ID): 
 

A. Access to the Homeland Security Emergency Management Department building by the Contractor, all 
subcontractors and their employees will be strictly controlled at all times by the City. Security badges 
will be issued by the Department for this purpose. The Contractor shall submit a complete list of all 

http://www.epa.gov/cpg/
http://www.ci.austin.tx.us/edims/document.cfm?id=161145
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persons requiring access to the building at least thirty (30) days in advance of their need for access. 
The City reserves the right to deny a security badge to any Contractor personnel for reasonable 
cause. The City will notify the Contractor of any such denial no more than twenty (20) days after 
receipt of the Contractor’s submittal. 

 
B. Where denial of access by a particular person may cause the Contractor to be unable to perform any 

portion of the work of the contract, the Contractor shall so notify the City’s Contract Manager, in 
writing, within ten (10) days of the receipt of notification of denial. 

 
C. Contractor personnel will be required to check in at the security desk when entering or leaving the  

building and security badges must be on display at all times when in the building. Failure to do so may 
be cause for removal of Contractor Personnel from the worksite, without regard to Contractor’s 
schedule. Security badges may not be removed from the premises. 

 
D. The Contractor shall provide the City’s Contract Manager with a list of personnel scheduled to enter 

the building, seven days in advance. The list shall identify the persons by name, date of birth, driver’s 
license number, the times that they will be inside the building and the areas where they will be 
working. Only persons previously approved by the City for the issuance of security badges will be 
admitted to the building. 

 
E. The Contractor shall comply with all other security requirements imposed by the City and shall ensure 

that all employees and subcontractors are kept fully informed as to these requirements. 
 
9. INTERLOCAL PURCHASING AGREEMENTS: (applicable to competitively procured goods/services 

contracts). 
 

A. The City has entered into Interlocal Purchasing Agreements with other governmental entities, 
pursuant to the Interlocal Cooperation Act, Chapter 791 of the Texas Government Code. The 
Contractor agrees to offer the same prices and terms and conditions to other eligible governmental 
agencies that have an interlocal agreement with the City.  
 

B. The City does not accept any responsibility or liability for the purchases by other governmental 
agencies through an interlocal cooperative agreement.   

 
10. OWNERSHIP AND USE OF DELIVERABLES: The City shall own all rights, titles, and interests throughout 

the world in and to the Deliverables. 
 

A. Patents: As to any patentable subject matter contained in the Deliverables, the Contractor agrees to 
disclose such patentable subject matter to the City. Further, if requested by the City, the Contractor 
agrees to assign and, if necessary, cause each of its employees to assign the entire right, title, and 
interest to specific inventions under such patentable subject matter to the City and to execute, 
acknowledge, and deliver and, if necessary, cause each of its employees to execute, acknowledge, 
and deliver an assignment of letters patent, in a form to be reasonably approved by the City, to the City 
upon request by the City. 

 
B. Copyrights: As to any Deliverable containing copyrighted subject matter, the Contractor agrees that 

upon their creation, such Deliverables shall be considered as work made-for-hire by the Contractor for 
the City and the City shall own all copyrights in and to such Deliverables, provided however, that 
nothing in this Paragraph 36 shall negate the City’s sole or joint ownership of any such Deliverables 
arising by virtue of the City’s sole or joint authorship of such Deliverables. Should by operation of law, 
such Deliverables not be considered work made-for-hire, the Contractor hereby assigns to the City 
(and agrees to cause each of its employees providing services to the City hereunder to execute, 
acknowledge, and deliver an assignment to the City of Austin) all worldwide right, title, and interest in 
and to such Deliverables. With respect to such work made-for-hire, the Contractor agrees to execute, 
acknowledge and deliver and cause each of its employees providing services to the City hereunder to 
execute, acknowledge, and deliver a work-for-hire agreement, in a form to be reasonably approved by 
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the City, to the City upon delivery of such Deliverables to the City or at such other time as the City may 
request. 

 
C. Additional Assignments: The Contractor further agrees to, and if applicable, cause each of its 

employees to execute, acknowledge, and deliver all applications, specifications, oaths, assignments, 
and all other instruments which the City might reasonably deem necessary in order to apply for and 
obtain copyright protection, mask work registration, trademark registration and/or protection, letters 
patent, or any similar rights in any and all countries and in order to assign and convey to the City, its 
successors, assigns, and nominees, the sole and exclusive right, title, and interest in and to the 
Deliverables, The Contractor’s obligations to execute acknowledge, and deliver (or cause to be 
executed, acknowledged, and delivered) instruments or papers such as those described in this 
Paragraph 36 A., B., and C. shall continue after the termination of this Contract with respect to such 
Deliverables. In the event the City should not seek to obtain copyright protection, mask work 
registration or patent protection for any of the Deliverables, but should arise to keep the same secret, 
the Contractor agrees to treat the same as Confidential Information under the terms of Paragraph 
above. 

 
11. CONTRACT MANAGER: The following person is designated as Contract Manager, and will act as the 

contact point between the City and the Contractor during the term of the Contract: 
 

Margaret Shaw 

Margaret.Shaw@austintexas.gov 

512-974-6497 

 
*Note: The above listed Contract Manager is not the authorized Contact Person for purposes of the NON-

COLLUSION, NON-CONFLICT OF INTEREST, AND ANTI-LOBBYING Provision of this Section; and 
therefore, contact with the Contract Manager is prohibited during the no contact period.   

mailto:Margaret.Shaw@austintexas.gov
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Scope of Work  
SOLICITATION NO.  EAD0121 

Description:  Disaster Planning and Recovery Consultant 
1.0 Purpose 

The City of Austin (City) seeks a contractor to assist in a wide array of services related to improving its 
business community’s readiness to respond and recover from an unplanned disaster event, whether 
man-made, technical or a natural cause.    Improved plans, communication systems, and raised awareness 
between the City and the business community can help to ensure the whole community’s ability to 
respond and recover more quickly from an unplanned event.   

2.0 Background 

If Texas was a sovereign country in 2012, it would have been the 14th largest economy in the world by 
Gross Domestic Product.  Texas exported more than $264.7 billion that year—more than California 
($161.9 billion) and New York ($81.4 billion) combined.  Located nearly at the state’s geographic center, 
Austin straddles Interstate 35, which handles thousands of trucks and millions of dollars in goods every 
week.  A supply-chain disruption in Austin would impact companies not only locally, but throughout the 
hemisphere.  As the 11th largest city in the United States, any unplanned event whether natural, technical 
or man-made that significantly disrupts business operations in Austin would ripple throughout Texas, the 
U.S. and the world.  

Austin may be best known as “the Live Music Capital of the World,” yet its creative class also includes 
gamers, filmmakers and foodies, it is home to Fortune 500 companies, such as Dell and Whole Foods, the 
University of Texas’ flagship campus, and the State Capitol.  Such a diverse economy stems from Austin’s 
commitment to entrepreneurship.  More than 80 percent of Austin businesses employ less than 20 
people.  Recent natural disasters, such as the Bastrop County fires and Onion Creek flood, highlight the 
need to actively involve the private and nonprofit sectors in community-wide plans and training for 
emergency preparedness and recovery.   

While the City has respected and comprehensive plans for disaster preparedness, response, and recovery 
with its public sector partners, more significant efforts are needed to integrate Austin’s diverse private 
and nonprofit sectors into these efforts.  Recognizing the need for better coordination and 
communication with the diverse local business community, the City’s Homeland Security and Emergency 
Management (HSEM) and Economic Development Departments (EDD) received a grant from the Texas 
Homeland Security State Administrative Agency (THSSA) to identify and address such gaps.   

3.0 Contractor’s Minimum Qualifications    

 The successful contractor shall have been in business for at least five (5) years and shall have managed 
at least three (3) projects of a similar size and scope for a governmental or regional planning entity.  The 
successful contractor shall also demonstrate experience serving in an active role during a disaster and 
its recovery.   

4.0 Contractor’s Responsibilities  

The successful contractor shall provide technical and professional expertise, knowledge, management, 
and any other resources identified or required for accomplishing all aspects of the tasks and associated 
activities identified in this Scope of Work.  In the event the need arises for the contractor to perform 
related services beyond those stated in this Scope of Work, the contractor and the City shall negotiate 
mutually agreeable terms and compensation for completing the additional services.    

All items described shall not exceed a total amount of $140,000, including travel, workshop training 
materials and handouts, supplies, etc.  All activities will occur in Austin, Texas and shall be completed by 
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March 2016.  Contractor shall participate in conference calls or meetings for status reporting, as required 
by the City and shall submit all invoices in a timely manner, upon approval of deliverables by the City.  

4.1 Community Assessment – April to June 2015   

4.1.1 Review Austin’s existing disaster planning and preparedness plans and procedures to 
understand the local threats, partners, and policies for response and recovery.   

4.1.2 Assess Austin’s current resources – human, infrastructure, financial, physical, and natural – 
and the state of resiliency of each.  

4.1.3 Identify with assistance from City staff essential business community stakeholders and key 
business leaders to be engaged. 

 
4.2 Create City’s Business Recovery Plan and Associated Procedures - April to December 2015   
 

4.2.1 Develop the City’s first Business Recovery Plan that includes a communication plan for 
media and social networking outlets during an event. 

4.2.2 Incorporate current  best practices in the Business Recovery Plan based on the contractor’s 
expertise and knowledge of the Austin community; for example, establishing a “business 
recovery center” to offer essential commercial services in one location. 

4.2.3 Integrate the new Business Recovery Plan with the City’s existing Recovery Plan (Annex J) 
and make recommendations, as requested, to HSEM and EDD on best practices and process 
improvements in existing recovery plan. 

 
4.3 Outreach & Education - July to November 2015  

  
4.3.1 Handle all planning, preparation, logistics and execution for a minimum of four (4) training 

workshops and/or forums for diverse business interests to increase knowledge of 
emergency planning, response, resiliency, and leadership during an event Assist City and 
regional partners with recruiting at least 40 participants for each workshop/forum for a 
total participation of at least 120 organizations.  4.3.2 Provide workshop/forum 
participants with practical information on existing community resources available to local 
businesses at little or no cost to assist with business continuity planning, workforce 
readiness, and economic recovery. 

4.3.2 Develop, print, and distribute presentation, handouts, and other materials for each 
workshop/forum.  

4.3.3 Train City staff and, at the City’s discretion, representatives from community organizations 
and neighboring jurisdictions on workshop/forums preparations and content, including 
sharing original files of handouts and presentations with the City and/or its partners, at the 
City’s discretion, may host future workshops/forums to continue to increase community 
awareness on disaster planning, response, resiliency, and leadership during an event.. 

 
4.4 Business Community Engagement   April 2015 – March 2016   

 
4.4.1 Tailor outreach to specific industries that are uniquely involved in disaster response, such as 

utilities, insurance, and financial.  
4.4.2 Recommend based on industry expertise and knowledge of the Austin community the most 

viable ways to involve key organizations essential to disaster response and economic 
recovery, such as major employers, utilities, banks, insurance, transportation.  This may 
include, but is not limited to,   establishing a “Business Recovery Council” with specific 
recommendations on membership, mission, funding, staffing, etc. 

4.4.3 Solicit feedback from business community leaders on the most effective means to engage 
businesses on resiliency and disaster recovery on an ongoing basis 

4.4.4 Recommend in a written report “best practice” activities to facilitate strong personal and 
professional relationships between the business community and City economic development 
and emergency management officials that will be of great assistance during a future event or 
emergency. 

 
4.5 Contract and Grant Close-out Activities – March 2016   
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4.5.1 Submit a close-out report in a format mutually agreed upon for all contract activities that 
outlines activities accomplished, budget(s), and “lessons learned” to provide City staff a 
realistic plan for future activities.  

 
5.0 City’s Responsibilities 

 
The City’s Contract Manager will be responsible for exercising general oversight of the 
Contractor’s Scope of Work activities.  The City’s Contract Manager shall specifically:  

 
5.1 Provide successful contractor access to relevant City plans and procedures for review and 

updating. 
5.2 Collaborate with the contractor and other relevant entities to obtain sustained 

participation and buy-in by local, regional, non-government, and private sector parties.  
5.3 Provide contact information and/or coordination within City departments, as needed. 
5.4 Participate in conference calls or meetings for status reporting, as scheduled. 
5.5 Provide timely feedback in order to maintain the established timeline. 
5.6 Approve all invoices for payment in a timely manner, as appropriate.  

 
6.0 Deliverables 

 
6.1 Develop the City’s first Business Recovery Plan targeting private and nonprofit businesses 

of all sizes based on industry best practices and assessment of Austin community. 
6.2 Integrate the new Business Recovery Plan with the City’s existing citywide Recovery Plan 
6.3 Create and conduct educational trainings that help businesses of all sizes understand the 

importance of disaster preparedness and resiliency and that provide businesses access on 
an ongoing basis to respected resources  on disaster planning, response and recovery;  

6.4 Train City and its partners, as directed, on how to conduct such workshops/forums, 
including sharing all presentations, handouts, and educational materials, in order to 
continue outreach and  education to business community;  

6.5 Provide written report on best practices and recommendations on developing sustainable 
activities that engage key business community leaders in area disaster planning, response, 
and recovery operations.  The report shall also include results of community assessment.  

6.6 Written report on close-out activities. 
 

7.0 Appendices/Exhibits  

7.1 City of Austin grant application to THSSA 
7.2 City of Austin Recovery Plan (Annex J)  
7.3 City of Austin Hazard Mitigation Plan (Note: the City of Austin will be updating this plan in 

2015.) 
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1. PROPOSAL FORMAT 
 

The proposal itself shall be organized in the format below and informational sequence with tabs for 
each section.  A divider shall separate each part of the proposal; each divider shall have a labeled tab 
that clearly indicates the part number.  Proposals shall be paginated and numbered sequentially (1, 2, 
3, etc.). 

 
Prefacing the proposal, the Proposer shall provide an Executive Summary of three (3) pages or less, 
which gives in brief, concise terms, a summation of the proposal. The proposal shall be a maximum 
of 50 pages in length.  The original paper copy of the proposal shall be on standard 8 ½” X 11” 
double sided paper, unbound, with no staples or paperclips. Six separate electronic copies of 
the proposal on a flash drive in PDF format shall also be submitted in the same envelope with 
the original proposal, clearly marked with each Offeror’s information. The flash drives will not 
be returned.   

A. Part I - Business Organization:   

1. Provide the following overview information for your organization: 
• Legal Name of Prime Firm 
• Physical Office Address (for the office / branch office performing the work) 
• Physical Headquarters Address (if different from above) 
• Telephone Number 
• Facsimile Number 
• Website Address 
• Federal Taxpayer Identification Number 
• State in Which Company is Registered to Do Business 
• Number of Years in Business 
• Type of Organization (Individual, Partnership, Corporation, etc.) 
• Date of Organization 
• Legal Name and Date of Predecessor Organization, if applicable 
• City of Austin Vendor Code 

 
2. Provide a brief narrative description for the prime firm including information about the types of 

services offered, the number of employees, and any unique qualifications. 
 

3. If you are submitting as a joint venture or utilizing sub-consultants, provide all information 
requested in B, C, and F below for each participating firm.  Additionally, indicate each firm’s 
respective percentage of control; for example, “Firm A” – 75%, “Firm B” – 25%. 
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B. Part II – Project Approach & Understanding of Critical Issues:   

1. Describe your firm’s proposed approach to the project requirements as presented in each section 
of the Section 0500 Scope of Work of this Request for Proposal.  Describe specific best practices 
that will be used in delivery of products and services to improve the City of Austin’s ability to work 
with its business community to plan, prepare and recover from a disaster event. 

2. In a brief narrative, highlight the issues, obstacles, or opportunities that you think are critical to the 
success of the City of Austin efforts in business recovery planning.  Describe how your firm will 
address these items during the project. 

3. Address your company’s experience in all phases of emergency preparedness planning, 
response and recovery and any best practices or tools that you employ. 

C. Part III – Project Plan:  Describe your firm’s technical plan for accomplishing the required work.  
Include such time-related displays, graphs, and charts as necessary to show tasks, sub-tasks, 
milestones, and decision points related to the Section 0500 Scope of Work and your plan for 
accomplishment.  Specifically, include a narrative description and project schedule that illustrates 
your work program by phase, milestone, and task.  Describe the methods that will be utilized to 
accomplish each task.  Additionally, describe how your firm will provide ongoing services such as 
quality control, monthly reporting, and payment requests. 

D. Part IV - Project Management Structure:  Provide a general explanation and organizational chart 
that illustrates the complete project team and reporting responsibilities for this project.  Describe how 
the team will interface with the City of Austin Contract Manager in the Economic Development 
Department as well as key staff in the City of Austin Homeland Security and Emergency Management 
Department.  Describe how the team will interface with business community leaders and other 
stakeholders, once identified.  If use of subcontractors is proposed, identify their placement in the 
primary management structure, and provide an internal management description for each 
subcontractor. 

E. Part V – Prior Successful Projects/Contracts:  Provide a description of a minimum of three (3) and 
a maximum of five (5) completed or current projects that are most similar to the Austin contract.  
Describe only corporate projects that also involve personnel who will be actively engaged in the 
Austin project.  Do not include experience prior to the year 2004.  Supply for each description the 
project title, year(s) of engagement, location, and current contact information (name, title, 
organization, email address and telephone number) for the client.  Highlight lessons learned from 
efforts, especially when working directly with communities recovering from disasters.   

F. Part VI – Personnel and Experience:  Provide resumes for all other professional personnel who will 
be assigned to this project.  Identify the individuals by their names and titles, their proposed roles, 
and the percentage of the project they will be responsible for.  Highlight the relevant qualifications and 
project experience of each individual. Each individual included in this section shall also appear on the 
organizational chart provided with your proposal.   

 
1.  Company Experience (shall have been in business for a minimum of five (5) years) – Highlight 

experience rendering Project Management Services for projects of comparable size and scope.  
All projects highlighted should reflect:  

• Timely completion of projects 
• Cooperative working relationship with client 
• Prompt payment of sub-consultants 
• Compliance with contract terms 
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• Compliance with applicable City, State and/or Federal ordinances, policies, standards, 
and budget requirements 
 

 2. Project Manager Experience – Shall provide the lead Project Manager’s resume. Shall have the 
following experience: 

• 10 or more years of experience in the field of urban policy, community development, 
economic development, or disaster planning, recovery and resiliency; 5 years minimum 
as lead Project Manager on projects of comparable size, scope, and complexity to Austin 
business recovery planning 

• Demonstrated experience at all stages of disaster planning, response and recovery for 
local communities  

• Demonstrated experience with planning, training and education on disaster planning, 
especially for businesses and critical infrastructure/facilities to disaster response and 
recovery  

• Experience of Proposed Team, not including the Project Manager listed in F.2, including 
Sub-consultants if applicable.  List all personnel assigned to the project; describe their 
individual roles and responsibilities  

• Demonstrated experience working on projects of comparable size, scale and complexity 
• Established experience with or demonstration of specific expertise supporting local 

disaster planning and recovery efforts 

G. Part VII - Non-Collusion, Non-Conflict of Interest, and Anti-Lobbying: 
 

i. On November 10, 2011, the Austin City Council adopted Ordinance No. 20111110-052 
amending Chapter 2-7, Article 6 of the City Code relating to Anti-Lobbying and 
Procurement.  The policy defined in this Code applies to Solicitations for goods and/or 
services requiring City Council approval under City Charter Article VII, Section 15 
(Purchase Procedures).  During the No-Contact Period, Offerors or potential Offerors are 
prohibited from making a representation to anyone other than the Authorized Contact 
Person in the Solicitation as the contact for questions and comments regarding the 
Solicitation. 

 
ii. If during the No-Contact Period an Offeror makes a representation to anyone other than 

the Authorized Contact Person for the Solicitation, the Offeror’s Offer is disqualified from 
further consideration except as permitted in the Ordinance. 

 
iii. If a Respondent has been disqualified under this article more than two times in a sixty (60) 

month period, the Purchasing Officer shall debar the Offeror from doing business with the 
City for a period not to exceed three (3) years, provided the Respondent is given written 
notice and a hearing in advance of the debarment. 

 
iv. The City requires Offerors submitting Offers on this Solicitation to provide a signed Section 

0810, Non-Collusion, Non-Conflict of Interest, and Anti-Lobbying Affidavit certifying that the 
Offeror has not in any way directly or indirectly made representations to anyone other than the 
Authorized Contact Person during the No-Contact Period as defined in the Ordinance The text 
of the City Ordinance is posted on the Internet at:  
http://www.ci.austin.tx.us/edims/document.cfm?id=161145 

 
H. Part VIII - Proposal Acceptance Period:  All proposals are valid for a period of one hundred and 

eighty (180) calendar days subsequent to the RFP closing date unless a longer acceptance period 
is offered in the proposal 

 

http://www.ci.austin.tx.us/edims/document.cfm?id=161145
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I. Part IV - Proprietary Information:  All material submitted to the City becomes public property and 
is subject to the Texas Open Records Act upon receipt.  If a Proposer does not desire proprietary 
information in the proposal to be disclosed, each page must be identified and marked proprietary at 
time of submittal.  The City will, to the extent allowed by law, endeavor to protect such information 
from disclosure.  The final decision as to what information must be disclosed, however, lies with the 
Texas Attorney General.  Failure to identify proprietary information will result in all unmarked 
sections being deemed non-proprietary and available upon public request. 

J. Part X - Authorized Negotiator and Primary Point of Contact:  Include name, address, e-mail 
address, and telephone number of person in your organization authorized to negotiate Contract 
terms and render binding decisions on Contract matters. 

K.     Part XI - Cost Proposal: The Section 0500 Scope of Work outlines deliverables for the project.  A 
firm fixed price or not-to-exceed Contract is expected.  Ten percent (10%) of the total contractual 
price will be retained until submission and acceptance of all work products.  Cost proposal shall be 
submitted using the cost table below, and shall be inclusive of all costs including, but not limited to, 
travel, staff resources, supplies, materials, printing, etc. 

  
Deliverable Description Cost 

Deliverable 1 Development of City’s Business Recovery Plan  

Deliverable 2 Integration of new Business Recovery Plan into City’s 
current plan  

Deliverable 3 Creation and Conduction of Trainings to Business  

Deliverable 4 Training of City staff and stakeholders  

Deliverable 5 Written report of best practices and recommendations  

Deliverable 6 Written report on close out activities  

 

2. PROPOSAL PREPARATION COSTS: 
 

All costs directly or indirectly related to preparation of a response to the RFP or any oral presentation 
required to supplement and/or clarify a proposal which may be required shall be the sole 
responsibility of the Proposer. 

3. EVALUATION FACTORS AND AWARD 

A. Competitive Selection:  This procurement will comply with applicable City Policy.  The successful 
Proposer will be selected by the City on a rational basis.  Evaluation factors outlined in Paragraph B 
below shall be applied to all eligible, responsive Proposers in comparing proposals and selecting the 
Best Offer.  Award of a Contract may be made without discussion with Proposers after proposals are 
received.  Proposals should, therefore, be submitted on the most favorable terms. 

B. Evaluation Factors: 
i. 100 points.  All proposals will be evaluated based on the following criteria and rankings. 

 
(1) Experience of the Company, Project Manager, and Proposed Team – 40 Points 
(2) Project Approach and Understanding of Critical Issues – 25 Points 
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(3) Project Plan and Project Management Structure – 15 Points 
(4) Cost – 10 Points 
(5) Local Business Presence – 10 Points 

 
Interviews, Optional.  Interviews may be conducted at the discretion of the City. The City will score 
proposals based on the items listed above.  The City may select a “short list” of Proposers based on 
those scores.  Short listed Proposers may be invited for interviews with the City.  The City reserves  
the  right to rescore short listed  proposals  as  a  result  of  the interviews and  to make  an award 
recommendation  on  that  basis.  The  City reserves  the  right  to negotiate the  actual  contract 
scope  of  work  and  cost  after submission.  If interviews are required the City is anticipating they will 
occur the last week of February.  Maximum 25 points. 
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