
 

 

 Town of Upton and Upton Economic Development Board  
 

 REQUEST FOR PROPOSALS 
 CONSULTANT TO DESIGN IMPROVEMENTS TO CITY PARK INFRASTRUCTURE  

 
The Town of Upton, in partnership with the Upton Economic Development Board (UEDB), is seeking a 
qualified consultant to design a Multi-Purpose Community Facility in the Upton City Park with new ADA 
compliant restroom facilities, a covered outdoor performance area, and a larger picnic shelter that 
includes a food prep area, storage space, and room for more tables.  
 
Scope of Work  
 
The successful consultant shall perform the following tasks: 
 

 Meet with officials from the Town of Upton and the Upton Economic Development Board (UEDB) 
to gain a general understanding of desired project features and site orientation. 

 Provide a preliminary design and cost estimate for approval of the Town Council and UEDB  

 Upon approval of the preliminary design produce a final building and site design reflecting the 
input of the Town Council and UEDB 

 Provide final design documents and bid specifications for the project. 

 Assist the Town of Upton with the bid process. 

 Evaluate bids and recommend the award of the project to the successful bidder. 

 Prepare the construction contract. 

 Provide project inspection and owner representation during the construction process. 

 Certify substantial completion of the project. 

 Approve contractor pay requests and recommend payment by the town and WBC Grant 
authorities. 

 Perform any and all other tasks necessary for the smooth development of the project. 
 
Schedule  
 
Final design work is planned to be bid and completed during the 2017 construction season. 
 

Deliverables 
  

* Final design documents and bid package  

 
Requirements for Proposal Presentation  
 

This project proposal should include the fee for the project including hourly rates, travel, and 
administrative costs; resumes of primary staff; experience with similar projects; three references.   Three 
hard copy proposals and one electronic copy shall be submitted to Kelley Millar, Deputy Clerk; Town of 
Upton, P.O. Box 203, Upton, Wyoming  82730 (uptonwy@rtconnect.net) no later than the close of 
business on July 21, 2016. 
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Selection Criteria/Evaluation Method:  
 

A selection committee consisting of representatives from the Upton Town Council, and the UEDB will 
review and rank proposals and make recommendations for approval. 
  
Evaluation Criteria  
 
Proposals will be evaluated in the following areas:  
 
1. Project Understanding: This refers to the Consultant's understanding the needs, objectives of the RFP, 
and the nature and scope of work involved.  
 
2. Consultant Qualifications: This includes the ability of the Consultant to fulfill the scope of work and 
meet the needs of the project. Particularly: Consultant resources, time constraints, and the quality and 
relevancy of recent studies and projects of similar nature completed by the Consultant.  
 
3. Professional Personnel: This refers to the competence of professional personnel assigned to the project 
by the Consultant. Qualifications of professional personnel will be measured by education and experience. 
Individual biographical resumes with specific project experience related to similar project will be given 
strong consideration.  

4. Cooperative Process: This refers to the Consultant's understanding and experience involving projects 
where collaboration with project stakeholders are critical.  
 
Required Information  
 
The proposal should include the following information:  
 
1. Staffing: Proposals shall include identification of key staff and resources which will be assigned to the 
project, to include:  
 
- Primary Project Manager/Coordinator [principle/senior member]  

- Associate Members  

- Related staffing/subcontractors  
 
2. Qualifications: The degree to which the candidate meets the necessary requirements to carry out the 
tasks as outlined. The proposal must include summaries or copies of work samples that demonstrate 
competency in similar projects. Resumes for key staff members should be provided. Proposals should 
highlight any past work, particularly in Wyoming.  
 
3. References: The Consultant must provide at least three references with contact information.  
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4. Project Timeline: The Consultant must provide a time schedule for completion of tasks that will ensure 
completion in the time allotment given; as well as provide information on current workload and 
availability.  
 
5. Project Budget: Each proposal should include an itemized breakdown of proposed cost, as well as 
current rates for staff and profession services. As previously mentioned, this project is funded from a 
Wyoming Business Council grant with a local match, therefore the proposal should not exceed the 
budgeted costs for professional fees.  
 
Disclaimers  
 
Those submitting proposals do so entirely at their own expense. There is no express or implied obligation 
by the Town of Upton or the UEDB to reimburse any entity or individual for any costs incurred in preparing 
or submitting proposals, preparing or submitting additional information requested, or participating in any 
selection interviews.  
Submission of any proposal indicates an acceptance of the conditions contained in this Request for 
Proposals unless the submitted proposal clearly and specifically states otherwise.  
The Town of Upton and the UEDB reserve the right to accept or reject any and all proposals in whole or 
in part, to waive any and all informalities, and to disregard all non-conforming, non-responsive or 
conditional proposals.  
The Town of Upton and the UEDB reserve the right to select proposals, in whole or in part, or to not to 
select at all.  
 
Point of Contact  
 
Please submit your completed proposal and fee structure via mail and e-mail to:  
Town of Upton  
Attn:  Kelley Millar (email:  uptonwy@rtconnect.net) 
P.O. Box 203 
Upton, Wyoming   82730 
  
DEADLINE: 5:00 p.m. MDT, July 21, 2016  
 
Any proposals received after that time will not be opened. All proposals received must be sent with a Read 
Receipt for your records. Additionally, you will receive e-mail confirmation of receipt and totality.   
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Site within the Park as a Possible Location for the Facility  
Site Map of Upton C

City Park in Upton, WY 


