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Bureau of Engineering

Special Order

August 15, 2001 Special Order No. 008-0801

To All:  Deputy City Engineers
Senior Managers
Group Managers

Subject: REVIEW AND ASSISTANCE IN PREPARATION OF RFP’S AND RFQ’S

Effective immediately, all Requests for Proposals (RFP’s), Requests for Qualifications
(RFQ's), and Requests for Bids (RFB's) are to be sent for a final internal review to:

The Quality & Standards Group
600 S. Spring Street, Suite 600
Phone No. (213) 847-8816
Fax No. (213) 847-5172

On November 21, 2000 the City Council adopted the Contractor Responsibility Ordinance
including guidelines for establishing consistent, uniform protocols for the selection of
contractors, consultants, and suppliers. It is the purpose of this ordinance to protect the
City from poor performance by improving the vendor selection process. The ordinance
focuses on one method of achieving this objective: Increasing the clarity, specificity, and
uniformity of RFQ’s and RFP's.

The Quality & Standards Group has been designated as the lead support Group within the
Bureau of Engineering in the preparation of these documents. The primary reasons for
their involvement are to increase the degree of consistency in format, and the clarity in the
contents by providing support to the many individual Project Managers and Groups within
the Bureau who prepare and use these documents. A secondary reason for their
involvement is to provide the Bureau of Engineering with a focal point of information about
the latest City requirements and language, as well as about the nature and level of the
RFQ/RFP activity within the Bureau.

The Project Manager is responsible for developing the concept and work requirements for
the RFP or RFQ. The Project Manager should check with the Quality and Standards Group
as soon as the concept for the RFP or RFQ is developed, and request the latest format
and attachments that will be included in the document. Quality and Standards will review
all RFP’s and RFQ's, to make sure that the latest required City standard language,
contractual elements, and corresponding attachments are included. Drafts should be sent
to the Quality & Standards Group prior to being sent to the Bureau of Contract
Administration or the City Attorney’s office for approval. The purpose of performing an
internal review at this point is to expedite the subsequent review process once the
documents are presented for approval to outside agencies and other Bureaus. By catching
potential problems early, and determining whether or not provisions of the MBEAWWBE/OBE
Outreach Program apply, the number of later reviews and revisions should be greatly
reduced. A Bureau of Contract Administration review is not required if the estimated cost
of the RFP or RFQ is less than $100,000.
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A review by the City Attorney’s office is still necessary prior to presenting the RFQ or RFP
to the Board. A review by the Bureau of Contract Administration must also be performed,
but only if a Good Faith Effort is required by the bidders. Specific questions regarding

MBE/WBE/OBE Outreach Program requirements should be directed to the Office of
Contract Compliance.
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Vitaly B. Troyan, P.E., City Engineer

SO No. 008-0801
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Requests for Qualifications
Quality & Standard Group Attachment to Special Order No. 008-0801
Bureau of Engineering Prepared by: Julie McGee
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