Instructions for completing RFP Submittal
Letter of Interest:

1.
The last paragraph must show a summary table (see RFP letter for format) and include the following information.


a.)
Prime/Sub-Consultant Name 


b.)
Type of Certification


1.
C/SBE = Certify PBC CCNA and PBC Small Business Enterprise.



2.
C/MBE = Certify PBC CCNA and Minority Business Enterprise.



3.
C = Certified PBC CCNA (only)



4.
N/A = Non-Certified firm

c.)
Service Provided (Category #)
d.)
Participation (for this project) – The percent participation must match the

percent participation in section “D.1” of the Prime or Sub-consultant Questionnaire.  Also, the total participation of the team must equal 100%.

e.)
Fee Considered Total – The fees paid by Palm Beach County to the firm in the last four year.  For your convenience this information can be found on the web at http://pbcgov.com/RoadwayConFees .  Please note that firms not found in the website have no fees considered for the four year period. 
f.)
Signature  
Prime Consultant Questionnaire and/or Sub-Consultant Questionnaire:

1.
Firm Contact information (Section A)

a.)
Name

b.)
Location of Office

c.)
Contact Person, Title, E-mail Address, Telephone and Fax Number 
(all notification will be sent to the contact person)

2.
Type of  SBE or M/WBE certification (Section B)
3.
Staff Personnel - Completed only by non-SBE/MWBE firms (Section C)

4.
Project Participation (Section D)

a.)
Total Project Participation – Percentage of work the firm, as part of the team, will be contributing to the project.  This information must match the information in the Letter of Interest Summary Table.
5.
Dollar Volume Award -Fees Considered (Section E)
a.)
The fees paid by Palm Beach County to the firm in the last four years.  For your convenience this information can be found on the web at http://pbcgov.com/RoadwayConFees .  Please note that firms not found in the website have no fees considered for the four year period. 

6.
Project Name and Number
7.
Firms Information

a.)
Consultant Name


b.)
Signature of representative


c.)
Title of representative and date
Schedule 1 – List of Proposed SBE-M/WBE Consultant/Sub-Consultant
1.
Prime Consultant Information
2.
Project Information
3.
Name, Address and Phone Number of SBE-M/WBE firms on team 
(Consultant and/or Sub-Consultants)

4.
Check M/WBE and/or SBE 
5.
Show percentage of Work under firm’s minority owner classification – Must match percentage on Letter of  Interest and Consultant/Sub-Consultant Questionnaire
6.
Total percentage for each classification
7.
Show total SBE-M/WBE participation
Schedule 2 – Letter of Intent to Perform as an SBE-M/WBE Consultant/Sub-Consultant
1.
Project Information
2.
Prime Consultant Information
3.
Check M/WBE and/or SBE
4.
Check  Minority Owner classification
5.
Date Certified by Palm Beach County Office of Small Business Assistance
6.
Describe work to be performed
7.
Total SBE-M/WBE participation - Must match percentage on Letter of Interest and Consultant/Sub-Consultant Questionnaire
8.
If any part of the SBE-M/WBE Sub-Consultant work is Sub-Contacted to a non-SBE-M/WBE firm, the name of the firm must be stated
9.
SBE-M/WBE Firm Information

a.)
Consultant Name


b.)
Signature of representative


c.)
Title of representative and date
Additional Requirements
1.
Copy of SBE or M/WBE Certificate
2.
GSA forms 330 or GSA forms 254 and 255
3.
Copy of Disclosure Form
Contact Information
If additional assistance is needed in completing the forms, please contact: 
Jorge Hernandez 
(561) 684-4192 
(561) 684-4166 (fax) 
Jhernand@pbcgov.com
David Young 
(561) 684-4149
(561) 684-4166 (fax)

Dlyoung@pbcgov.com
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