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REQUEST FOR PROPOSAL- 

Town Of Salem, N.H. Fire and Police Department  

Facility Space Needs Study/Review 

 

Section 1: Purpose 

The Town of Salem, New Hampshire (hereinafter “Town”) is seeking an ARCHITECTURAL 
SPACE CONSULTANT experienced in the operations of municipal full-time Fire Departments 
and Police Departments to undertake an overall efficiency study on facility and space needs for 
all Fire and Police Department administration, operations, equipment and training. 

Initial award of work will include evaluating five municipally owned buildings, one storage 
facility room, and one work area used by the Fire and Police Departments which are located at 
152 Main Street, 279 North Main Street, 170 Lawrence Road, 115 East Broadway, 24 School 
Street, 33 Geremonty Drive (Inspectional services Department only)  and 9 Veterans Memorial 
Parkway.  
 
Section 2: Intent 

The primary intent and goal of this request for proposals (hereinafter “RFP”) is to retain a 
consultant that can conduct a space needs study to assess whether existing facilities and funding 
are adequate to provide a level of service within the Town that is in line with generally accepted 
standards and benchmarks for safety used by comparable Fire and Police Departments in 
comparable communities and based on standards and “best practices” for modern day Fire and 
Police services currently in practice in the United States. 

The facility space needs assessment/audit will help eliminate any unknowns and provide a clear 
picture on vitality space needs of the buildings and define a schedule of upgrades and/or 
replacements that can be budgeted for accordingly.  

Firms will be expected to bring a deep understanding of and experience with space need 
assessments/audits within the public sector. Recent or current work for municipalities will be 
considered strongly along with robust experience and professional staff.  Each applicant must be 
licensed and registered by the State of New Hampshire as an architect or professional engineer 
with a minimum of five years of experience.  The Town seeks a firm with local ready availability 
to perform on-site, fast-track, existing conditions analysis and assessment for funding schedules 
starting in calendar year 2018.  
 
Section 3: Background 

Salem is a Town in Rockingham County, New Hampshire, in the United States. It is located on 
the New Hampshire/Massachusetts border between Boston Massachusetts and Manchester, New 
Hampshire on the Interstate 93 Corridor. The population of Salem was 28,888 as of the 2016 
U.S. census. Salem is one of the fastest growing Town’s in the area in terms of population and 
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building construction. The Town of Salem consists of many retail, office, commercial and 
medical facilities which causes the day-time population to regularly increase upwards of 80,000 
depending of the time of day, time of year and particular events that are occurring. The Town has 
a total area of 25.9 square miles of which, 24.7 square miles of it is land and 1.2 square miles is 
water.  

Fire and EMS protection/services are provided to the Town from three Fire Stations.  Police 
protection/services are provided from one Police Station. In addition the Fire and Police 
Departments use two separate facilities for storage of support units and records; and the Fire 
Department’s Inspectional Services Division is housed at the Town Hall facility. 
 
Section 4: Scope of Services 

The requested facility space needs assessment/audit is part of the Town’s efforts to evaluate its 
existing facilities and space needs, using generally accepted standards and benchmarks for a 
community of like size and character, to determine if they are adequate in order to provide the 
level of services necessary for the administration, operation, equipment and training of the Fire 
and Police Departments and to make facility recommendations for short-term and long term 
success, viability, stability, improved efficiency and safety for both firefighters, police officers, 
civilian staff and citizens looking 2, 5, 10 and 20 years out. 

The deliverables shall include a comprehensive report including:  

1. A capital plan with opinion of facility location(s) 
2. Facility size/space needs 
3. Estimated costs  
4. Sequencing plan for budgeting and construction 

The selected individual/firm should take the following information and topics under 
consideration (and include these topics in the final narrative) when conducting the review: 

Note: Some information has already been completed/complied by the Fire and Police 
Departments. 

1. A review of background information that impacts the Fire and Police Department 
including 
 

a. Community population and demographics 
b. Residential, commercial, industrial and municipal features of the community 
c. Current Fire and Police operations, standards, regulations and practices 

 
2. At a minimum, input should be solicited from the following individuals either through 

conference calls or personal interviews: 
 

a. Fire and Police Department Command Staff, Officers/Members 
b. Elected/appointed officials 
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3. Preliminary report to be reviewed and critiqued with Fire and Police Department 
Command Staff and appropriate individuals from the Town before the final report is 
completed. 
 

4. Final report: 
 

a. Six (6) bound and organized final report & electronic copies should be delivered 
in person to the Town in conjunction with an on-site power point presentation 
(approx. 30-45 minutes in duration) that reviews the key findings of the report 
that will be presented to elected officials and the Fire and Police Department 
Command Staff. 
 

b. All data, photographs and related information gathered during the review shall be 
surrendered to and be deemed property of the Town upon payment of final 
invoice. 

Confidentiality during the project shall be expected by the Town and no comments to the media 
or individuals not directly connected to or involved in the study shall be made without express 
permission of the Town. 
 
Section 5: Submission Format & Content of Proposal  
 
To enable the Town to perform a fair comparative analysis and evaluation of proposals, the 
ARCHITECTURAL SPACE CONSULTANT shall structure and compose their proposals in the 
format outlined below.   
 
The Town requests to receive 4 (four) sealed printed proposals for the Fire and Police Facility 
Space Needs Assessment at the Town of Salem, NH ATTN: Christine Wholley, Town Hall, 33 
Geremonty Drive, Salem, NH 03079 by 10:00am August 8, 2018.  All qualification proposal 
components should be included in a separate sealed envelope labeled “Fire and Police Facility 
Space Needs Assessment RFP”.  Pricing details should be included in a separate sealed envelope 
and labeled “Fire and Police Facility Space Needs Assessment Pricing”.  Failure to comply will 
result in disqualification.   
 
The Town reserves the right to amend this RFP at any time prior to the date the responses are due.  
Any such amendments will sent via email to participating bidders and posted on the Town of 
Salem’s website under the “Current Bids, Proposals, and Awards” page.  All documents, including 
bids, submitted to the Town become the property of the Town.  They will be received and are 
subject to the provisions of RSA 91a “Right to Know”.  
 
This RFP does not commit the Town to any specific course of action.  The Town of Salem reserves 
the right to not select any firms or purchase any goods and services resulting from this RRP.   
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Promotional materials shall not be included in the body of the proposal, but if deemed necessary 
and appropriate by the ARCHITECTURAL SPACE CONSULTANT, shall be included as an 
Appendix (references to appendix information will not be considered satisfactory response to the 
items identified below).  
 
The proposal shall be brief, precise, and not include unnecessary promotional material.  Items A – 
J below should be part of the Fire and Police Facility Space Needs Assessment RFP envelope.  
Item K should be included in the Fire and Police Facility Space Needs Assessment Pricing 
envelope.  The proposal shall include the following items and organized as follows: 

A. Cover Letter: 
 
Describe your company’s interest and commitment in being selected as the 
ARCHITECTURAL SPACE CONSULTANT for the Town’s Fire and Police 
Departments.  An officer of the company who is authorized to contractually bind the firm 
and to negotiate a contract with the Town shall sign the letter.  Provide name, title, 
address, email, and telephone number of this officer. 

B. Knowledge and Experience: 

Includes a summary of experience that pertains to the disciplines described in the Scope of 
Services (Section 4 above).  Provide summaries of the location and scope of similar recent 
projects that show experience in a project this size.  Evidence of current license and 
registration by the State of New Hampshire as an architect or professional engineer is 
required.  

C. Work Plan and Approach: 

Discuss your company’s understanding of the Scope of Services (Section 4 above) to be 
performed.  Describe the method for management of overall project costs, schedule, quality 
assurance/quality control, and other issues critical to this request. 

D. Key Personnel Background: 

Name, position, summary of qualifications, resumes, training, licenses, certifications, and 
related experience and responsibilities of key personnel assigned to this work.  The work 
must be completed under the direction of a licensed Professional Engineer or Architect and 
as such must be a member of the team.  They can have subordinates working under them, 
but they will need to in charge of the work and seal (stamp) work products. 

E. References: 

Provide at least three (3) references including: Project Name/Description, 
Company/Agency Name, Key Contact Name, Address, Email, and Telephone Number).  
Note: References from public agencies preferred and will be scored higher. 
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F. Statement of Subcontractors: 
 
Provide a list of subcontractors, including company name and address, you may use. 

G. Financial and Insurance Resources:  

The bidder shall submit information that would clearly document the financial ability to 
execute this contract and/or indicate that they have the ability to obtain such resources.  
Proper insurance for employees, sub consultants, and subcontractors shall be required of 
the selected ARCHITECTURAL SPACE CONSULTANT, as will the ability to provide 
Professional Liability Insurance to the Town in the amount of two times the 
ARCHITECTURAL SPACE CONSULTANT fee or $250,000 (whichever is greater).  

H. Conflict of Interest:   
 
The bidder shall describe any and all current or potential conflicts of interest related to 
performance on this request.  Relationships with property owners, developers, and other 
consultants, whether in recent past (past three years), present, or potentially in the future 
by interest in a pending project, which may serve to provide financial benefit to the 
ARCHITECTURAL SPACE CONSULTANT, must be identified.  If there is potential or 
present conflict of interest, the ARCHITECTURAL SPACE CONSULTANT must 
identify methods they will employ to address said conflicts.  
 

I. Completed Forms from Pages 9-11: 
 
Bidder must complete the Specification Exception Form, Non-Collusion Statement, 
Bid/Proposal award, and Indemnification Form located on pages 9-11 of this RFP. 
  

J. Appendix: 

If deemed necessary and appropriate by the Bidder, promotional materials may be 
presented in this section. 

K. Proposal Rate Sheet (to be submitted in a separate sealed envelope): 

Provide a comprehensive Rate Sheet with Unit Rates which shall include: labor, 
equipment, and any related costs to complete work in strict compliance with the 
specifications, terms, and conditions set forth in the Scope of Services (Section 4 above).  
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Section 6: Evaluation Process  
  
Proposals will be evaluated based on the following criteria: 

A. Qualifications and Experience 70% 
 
1. Appropriateness and qualifications of the personnel, experience, licensing, training, 

and certifications. 
2. Ability to perform services described in the required manner and time frame. 
3. Prior experience with similar sized Fire and Police departments. 

 
B. References                                    25% 

 
Comments from references regarding proposer’s responsiveness to customer 
requirements, compliance with the contract terms, conditions, and work quality. 
 
 

C. General Quality of Response 5% 
 
Proposals is submitted as directed in Section 5. 

 
Note: In the event that two or more firms have the same top score, the firm with the lowest cost 
proposal will be awarded.   
 

 
Section 7: Selection Process  
 
The RFP process will establish a ranking based on how each proposal meets the qualifications of 
the Scope of Services and the requirements of the RFP. The proposal shall conform to the 
Submission Format & Content of Proposal (Section 5). It is important that ALL listed items 
be included in the proposal.  Proposals, which do not comply with all the requirements per or the 
proposal deadline, will not be considered.  The TOWN reserves the right to reject any or all 
proposals without qualifications, and to negotiate specific requirements and costs using the 
selected proposal as a basis. 
 
Section 8: Qualifications 

Minimum Qualification: 

Experience and expertise in regard to the operations, structure, staffing and other issues critical 
to the effective operation of a modern full-time Fire and Police Department. 

Evidence of current license and registration by the State of New Hampshire as an architect or 
professional engineer must be provided in the proposal. 
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Comparative Qualification: 

 
Eligible bidders will be those individual consultants, companies and institutions that have the 
following qualifications: 

1. Bidder must be actively and/or previously engaged in facility space study and 
architecture of a similar sized full-time municipal Fire and Police Department. 
 

2. Bidder must possess a proven track record of reviewing Fire and Police Department 
facilities and operations and making “attainable” recommendations that are legal, ethical, 
take into consideration existing budgets/fiscal resources and that can actually result in 
improving operations. 
 

3. Knowledge of federal, state and local laws and regulations and generally accepted 
standards for similarly sized communities, Fire and Police Departments. 
 

4. No bids will be considered from any bidder for any contract unless the Bidder is known 
to be skilled and has been regularly engaged in work of a character similar to that covered 
by the specifications for at least three (3) years prior to the date of the work subject to this 
RFP. In order to assist the Town in determining the responsibility of the Bidder. Bidder 
shall provide the Town, in writing, with evidence of their experience and familiarity with 
the work specified and the financial ability to undertake the proposed work.  
 
The evidence requested, without being limited, should include the following: 
 

a. Bidder’s performance record with listing of work of a similar character; 
 

b. Evidence, in the case of a corporation organized under the laws of any other State, 
that the bidder is licensed to do business in the State of New Hampshire; and 
 

c. Such additional information as will satisfy the Town that the Bidder is adequately 
prepared to perform the work subject to this RFP. 

 
Section 9: Project Time Frame 

The Town is seeking to have a draft report and recommendation within six (6) weeks following 
the execution of the contract for these services.  The final report with presentation will be due 
within four (4) weeks following the draft report. 
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Town of Salem, New Hampshire  
Finance Department  
33 Geremonty Drive  
Salem, New Hampshire 03079  
  

Specifications Exception Form  

In the interest of fairness and sound business practice, it is mandatory that you state any 
exceptions taken by you to our specifications.  

If your bid/proposal does not meet all our specifications you must state it in the space provided 
below.    

______________________________________________________________________________  
  
______________________________________________________________________________  
  
Bids/proposals on equipment, vehicles, computers, supplies, services and materials not meeting 
specifications may be considered by the Town, however, all deviations must be listed above.  
  
If your bid does not meet our specifications, and your exceptions are not listed above or in space 
provided, the Town of Salem may claim forfeiture on your bid, if submitted.  
  
Signed________________________________________________  
I DO meet specifications  
  
Signed________________________________________________  
I DO NOT meet specifications as listed in this bid, exceptions are in space provided.  
  
Failure to submit this form with your Bid/Proposal response may result in your Bid/Proposal 
being rejected as unresponsive.  
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Insurance Requirements  

  
A current insurance certificate must be provided prior to commencing any work on this project, 
in the following amounts:  
  
Comprehensive General Liability  
Combined single limit                                                $ 1,000,000 
Workmen’s Compensation  
& Employers Legal Liability                                     $ 500,000 per accident  
  
The bidder shall procure and maintain for the duration of this project Workmen’s Compensation 
Insurance as required by state law for all of his employees that are engaging in any work at the 
site of the project whether direct employees or subcontracting associates.  
  
Non-Collusion Statement  
  
The Undersigned certifies under penalties of perjury that this bid in all respects is bonafide, fair 
and made without collusion or fraud with any other person. As used in this paragraph, the 
“PERSON” shall mean any natural person, joint venture, partnership, corporation or other 
business or legal entity.  
  
Title _____________________________________  
 
Signature_________________________________  
 
Company_________________________________  
  
Bid/Proposal Award  
If during the contract period the successful vendor fails to supply the Town of Salem, New 
Hampshire with the products/service(s). The Town of Salem, will purchase this 
product/service(s) on the open market and the vendor will compensate the Town of Salem, New 
Hampshire with the difference between the bid price and the price incurred on the open market.  
If at any time the vendor fails to provide proper services /materials(s) during the contract period, 
the Town of Salem, NH will have the option to terminate the contract at any time with or without 
notice.    
 
Title _____________________________________  
 
Signature_________________________________  
 
Company_________________________________  
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Indemnification Agreement 

The successful vendor agrees to indemnify, investigate, protect, defend and save harmless the 
Town of Salem, NH, it’s officials, officers, agents and employees from any and all claims and 
losses accruing or resulting to any and all contractors, subcontractors, suppliers, laborers and any 
other person, firm or corporation furnishing or supplying work, services, materials, equipment or 
supplies in connection with the performance of this contract and from any and all claims and 
losses accruing or resulting to any person, firm or corporation which may be injured or damaged 
by the vendor in the performance of this contract. In any case, the forgoing provisions 
concerning indemnification shall not be construed to indemnify the Town for damage arising out 
of bodily injury to persons or damage to property caused by or resulting from the sole negligence 
of the Town or its employees.  This indemnification shall survive the expiration or early 
termination of this contract.    

 

 Company____________________________________________ 
 

 Taxpayer Identification Number__________________________ 
 

 Authorized Signature __________________________________ 
  

 Contact Phone ________________________________________ 
  

 Address _____________________________________________ 
  

 Date ________________________________________________  
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