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Comprehensive Property Management Services
Request for Proposals for the
Harbor Hill Complex
Town of Provincetown, Massachusetts
August 2021
The Town of Provincetown through its Provincetown Year Round Market Rate Rental Housing Trust Board of
Trustees [the Trust] is seeking proposals from qualified Property Management Companies or Teams for
management services for the Harbor Hill residences at 3, 4, 8 Harbor Hill and 37 Bradford Street Extension as year
round community rental housing as described more fully in the Request for Proposals for the Harbor Hill Resident
complex. Consistent with the Scope of Services, the selected firm will act as the sole and exclusive agent

and primary contact with tenants on behalf of the Trust, to ensure the safe, efficient, continuous, and
economical operation of the Buildings and Property. The Contractor is responsible for operating,
managing, and maintaining the Buildings and Property, and for providing identified services .
Qualified persons or firms are requested to submit proposals to the Town Manager as the Chief Procurement
Officer, Town of Provincetown, 260 Commercial Street, Provincetown, MA 02657 no later than Thursday,
September 30, 2021, at 4:00 pm. Late proposals will not be considered, and faxed proposals will not be accepted.
Copies of the full Request for Proposals may be obtained at the Town’s website http://www.provincetownma.gov/ or from Michelle Jarusiewicz, Community Housing Specialist/Grant Administrator, Town Hall, 260
Commercial Street, Provincetown, MA 02657 or by calling (508) 487-7087, or by emailing
mjarusiewicz@provincetown-ma.gov . The Provincetown Year Round Market Rate Rental Housing Trust Board of
Trustees is the awarding authority and reserves the right to reject any and all proposals or parts of proposals; to
waive any defects, information, and minor informalities; to accept exceptions to these specifications; to award
contracts or to cancel this Request for Proposal if in the Town’s best interest to do so.

A pre-proposal briefing Q&A will be held on Monday, September 13, 2021, at 2:00 pm at Town Hall. All
interested qualified proposers are encouraged to attend the briefing.
The Town of Provincetown is an affirmative action/equal opportunity employer.
The selected proposer is subject to final approval by the Trust. Said Trust is expected to award a contract on or
before November 2021. The Town of Provincetown reserves the right to withdraw the Request for Proposal; to
reject any and all proposals; and to accept any proposal deemed to be in the best interest of the Town of
Provincetown.

Alex Morse
Town Manager
Chief Procurement Officer
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1.

PROPERTY DESCRIPTION

The Town of Provincetown through its Provincetown Year Round Market Rate Rental Housing Trust
Board of Trustees [the Trust] acquired the property known as Harbor Hill, a 28 unit condominium
development at 3, 4 & 8 Harbor Hill and 37 Bradford Street Extension, formerly operated as a
timeshare development and acquired through foreclosure process [see Exhibit 1, Site Plan]. The
Trust’s objective as the Owner is to provide quality affordable year-round rental housing to middle
income households in accordance with enabling legislation and consistent with fair housing laws. The
Trust is seeking proposals from property management companies or teams interested in providing
comprehensive property management services for the operation of the Property as Community
Housing, that is, year round rental housing for middle income households up to 200% Area Median
Income. The property has been acquired with public funds through the Town of Provincetown and
does NOT have other subsidies from state or federal sources but is subject to municipal laws and
regulations such as procurement laws.
Harbor Hill Location & General Description:
West End, Bradford Street Extension, 1056 feet from the Cape Cod National Seashore
• 4 Buildings built in early 1990’s, set on 1.2 elevated acres. Note that there is a fifth privately
owned building at 41 Bradford Street Extension that shares some walkways and stairs.
• 28 condominium units with 23 2-bedroom units of approximately 1119 SF space; 3 1-bedroom
units with 671 SF; 1 efficiency ADA unit, and 1 3-bedroom unit with 1956 SF; 53 total bedrooms.
• Units include washer/dryers, electric heat and AC through mini-split systems, and 1 parking
spot per unit available.
• There are common outdoor spaces, trash receptacles, and bike racks.
Harbor Hill became fully occupied in October 2020 with a waitlist for available units. The individual
units overall are in good condition but dated. Renovations completed in 2020 included replacing most
doors, some sliding doors, some windows, septic upgrades with 2 of the 4 buildings now on sewer, the
creation of the 2 new ADA units within the footprint of the existing buildings, and other improvements.
The Trust continues to conduct improvements and upgrades on the property. A Capital Needs
Assessment was completed in March 2020 forming a reference point for future repairs – report at
Town website:
http://www.provincetown-ma.gov/DocumentCenter/View/14231/Capital-Needs-Assessment-HarborHill-draft-March-2020
http://www.provincetown-ma.gov/DocumentCenter/View/14230/Capital-Needs-Assessment-PhotoRecord-Harbor-Hill-March-2020
Ongoing repairs and upgrades continue under the direction of the Property Manager including alarm
system, windows, doors, landscaping.
Proponents are encouraged to explore the various links at the Town’s website for a better
understanding of the history:
http://www.provincetown-ma.gov/1077/Year-Round-Market-Rate-Rental-Housing-Tr
2.

REQUESTED SERVICES

The Scope of Services, set forth in detail in Exhibit 2 attached hereto (the "Services"), includes Tenant
Management, renovation administration, property maintenance, Operations Management and
Administration.
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Consistent with the Scope of Services (Exhibit 2), the selected firm (referred to herein as the
“Contractor”) will act as the sole and exclusive agent and primary contact with tenants on behalf of the
Trust, to ensure the safe, efficient, continuous, and economical operation of the Buildings and
Property. The Contractor is responsible for operating, managing, and maintaining the Buildings and
Property, and for providing identified services.
The Contractor shall employ a management team responsible for day-to-day operations of the Building
and Property, included but not limited to: a Property Manager, appropriate and sufficient
maintenance & custodial staff, and others as are necessary to adequately manage the Property twentyfour hours per day, seven days per week, three hundred and sixty-five days per year. The Contractor
will prepare, procure, negotiate, enter into, and administer all contracts and agreements for all
building services and maintenance obligations not otherwise provided. The Town of Provincetown
provides certain services such as plowing of the driveway, which are detailed in the scope of services
(exhibit #2). The Trust also expects to cover certain other expenses such as property insurance and
extraordinary maintenance expenses. The Trust expects that the Contractor will, in all cases, comply
with municipal procurement standards, as outlined in brief in Exhibit 4 for any given function, contract
or agreement, and make a recommendation on which firm offers the best value, and present that
recommendation to the Trust for approval as needed. The Town may assist with the procurement
process.
The individual serving as the Property Manager shall at all times be satisfactory to the Trust; if the
Trust so requests at any time, another individual shall be reassigned to the role of Property Manager.
3.

TIME AND PLACE OF SUBMISSION OF PROPOSALS

A firm wishing to respond to this Request for Proposals must submit Proposals in a sealed envelope,
clearly marked “Comprehensive Property Management Services for Harbor Hill Complex” with the
proponent’s name and address clearly identified.
Qualified proposers shall submit separately "Price" and "Non-Price" proposals; both such envelopes
must then be enclosed in a single larger sealed envelope or box:
➢ PRICE: one (1) sealed single copy of the "price" proposal and
➢ NON-PRICE: ten (10) copies plus an original along with an electronic copy of non-price proposal
must be enclosed in separately sealed, clearly marked envelopes
Proposals are due by Thursday, September 30, 2021 at 4:00 p.m. to:
Town Manager/Chief Procurement Officer
Town of Provincetown
Town Hall
260 Commercial Street
Provincetown, Massachusetts, 02657
Late proposals will not be considered and faxed or electronic proposals will not be accepted. (Please
note that overnight carriers do not deliver to Provincetown in the morning. If using Fed-Ex, USPS
Express Mail, UPS Overnight, DSL or similar carriers, please allow two days for delivery.)
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FEE:
PRICE: The Price Proposal should identify all costs associated with individual tasks and shall include all
costs and expenses to complete the work. Price proposals shall be opened only after all non-price
proposals are evaluated and ranked. Proposers are asked to provide a Consultant’s Fee Schedule of
Hourly Rates and to identify all consultants who will be engaged in this project. Include the name,
hourly rate, responsibilities, and anticipated tasks.
Each proposer agrees, by virtue of submitting a proposal, that any Proposal submitted in response to
this RFP shall be considered a firm offer and shall remain effective unconditionally for ninety (90) days.
The time for acceptance may be extended by mutual agreement of the Town and the proposers.
Prospective proposers should note that all requests for clarifications and exceptions including those
relating to the terms and conditions of the contract must be submitted prior to submission of a proposal.
General questions concerning this Request for Proposals must be submitted in writing – via email or
letter – to Housing Specialist Michelle Jarusiewicz, 260 Commercial Street, Provincetown, MA 02657, EMail: mjarusiewicz@provincetown-ma.gov , Phone: 508-487-7087, not later than Friday, September 17,
2021 at 5:00 p.m. The Town of Provincetown shall distribute written answers to all questions of a
substantive nature, if any, by email to all prospective respondents who have requested a proposal.
Proposers should not contact any Board or staff member of Provincetown Year-Round Market Rate
Rental Housing Trust except as provided above.
Any proposal received after the time specified will be considered a late proposal and shall be returned
unopened. Delays in mail deliveries or any other means of transmittal, including couriers, shall not
excuse late proposal submissions.
4.

SELECTION SCHEDULE
Request for Proposals Available: Thursday, August 26, 2021
Briefing/Q&A: Monday, September 13, 2021, at 2:00 p.m. at Town Hall, Provincetown MA
Question Submittal Deadline: Friday, September 17, 2021, by 5:00 p.m.
Answers sent to all who requested the RFP: by September 27, 2021.
Proposals due: by Thursday, September 30, 2021, 4:00 p.m.
Interview Window: week of October 11th
Selection Recommendation: October/November
START-UP: 12/12/21

5.
CONTRACT
The Contractor will execute a contract with the Provincetown Year-Round Market Rate Rental Housing
Trust substantially in the form attached as Exhibit 5. The contract shall have a term of one (1) year
with two (2) one-year extension options (at the sole option of the Trust), terminable at any time by the
Trust upon fifty (50) days’ notice and immediately for nonperformance.
If any changes are proposed to the form of Contract attached as Exhibit 5, then a marked copy showing
the specific changes proposed must be submitted as part of the proposal. If no specific changes are
proposed to the form of Contract with submission of the proposal, then the proposer will be deemed

RFP Management Services August 2021

Page 4

by the Trust to have agreed to execute the Contract substantially in the form of Exhibit 5, at the Trust’s
discretion.
6.
SELECTION PROCESS
Proposals will be evaluated based upon their responsiveness to this Request for Proposals in terms of
the demonstrated ability to perform all required services; compliance with all eligibility requirements;
experience; and quality and effectiveness of proposed programs and all other information solicited.
Proposals will not be opened publicly but shall be opened in the presence of one or more witnesses. A
Selection Committee will review all proposals received by the deadline. After reviewing the non-price
proposals, one or more highly ranked respondents may be invited to make oral presentations and be
interviewed. During this interview, please be prepared to discuss what you believe will be the key
issues for this assignment and how your firm will address these issues. The Town will review the
submittals, and may contact references. In performing reference checks, the selection committee is
not limited to considering information from references listed by the proposer.
Proposers are hereby notified that issuance of this Request for Proposals and receipt of responses
does not assure that a proposer will be chosen. The Trust reserves the right to reject any and all
proposals. The Trust reserves the right to waive any minor informalities of this Request for Proposals,
to request additional information from any bidder, to award without negotiations or discussions, to
negotiate with any bidder, to change requested services, to reject any or all proposals or parts of
proposals, to solicit new proposals, and to award contracts to one or more bidders or to reject any or
all bidders as it deems in its best interest.
The Trust reserves the right to negotiate the final terms of the Service Contract. The firm or firms
selected will begin to perform Services as needed by the Trust subject to execution of a Services
Contract in substantially the form attached as Exhibit 5 hereto.
7.
ELEMENTS OF PROPOSAL
All proposals shall provide information relating to the elements listed in sufficient detail to allow the
Trust to conduct an informed and fair selection process. Firms or Teams interested in serving as
Property Manager for the Property are required to submit a qualification statement (in addition to
standard corporate documentation and resumes of key personnel), that includes the following
information which will be used by the Trust in evaluating proposals:
a.
Qualifications and Key Personnel
Provide biographies or resumes of key individuals within the organization proposed for and guaranteed
as available for the management of the property, and a summary of the structure and staffing of the
proposed management team.
The proposal should identify at a minimum the proposed Property Manager and Chief Maintenance
person or company. Explain why the personnel selected to work on this Property bring the appropriate
skills and experience necessary to accomplish the tasks associated with this job.
Please provide a detailed explanation of staff required for property management. The explanation
must include, at a minimum:
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1.
2.
4.
5.

Description of position;
Qualifications (including experience and education) of each staff member;
Proposed salaries, benefits, and total compensation for each position for the term of the
contract.
Identify and provide resumes on the personnel you propose to employ in key positions. Explain
the reporting relationships of all proposed personnel.

b.
Experience/Past Performance
The Proposal should include:
➢ A description of the business organization, date of incorporation and the number of years the
firm has been engaged in the business of providing residential Property Management services.
The firm should have at least five (5) years of experience providing comprehensive Property
Management services to similar properties in the area.
➢ A description of relevant Property Management experience in public sector housing and/or
other public properties.
➢ A description of relevant experience and no fewer than three (3) references, including the
name and contact information of a representative of the building owner or client organization.
c.
Capacity/Organization and Management Approach
A summary of the respondent's overall approach to providing Property Management services and its
plan to ensure and maintain the quality and efficiency of these services. Proposers should
demonstrate their knowledge of the potential major issues related to providing services to this
Property and offer insight into how these issues would be addressed.
Proposers should describe how they plan to fulfill the Scope of Services (Exhibit 2). Proposals should
include a brief narrative of the respondent's approach to each item. Proposers should supply samples
or templates of reporting or communications to Owner, such as project meeting notes, monthly and
quarterly financial status reports, and so forth.
Proposers should demonstrate a commitment to facilitate a convenient and efficient flow of
information between the Contractor and the Provincetown Year Round Market Rate Rental Housing
Trust.
Proposers should identify the property management computer software proposed to be used for this
assignment and identify the company's experience using it. This should include software for financial
reporting as well as software used for building operations (e.g., work order tracking). Respondents
should attach sample standard reports generated.
Proposers should propose their plan to transition into their new role as Property Managers at Harbor
Hill so as to ensure seamless operations and services for the Building and for the Tenants.
d. Fee Structure
The Trust requires the submittals to contain:
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•

8.

A fee proposal that covers the Scope of Services (Exhibit 2) for the initial one-year term and
each of the two one-year extension options that includes the complete scope of Property
Management services. See Exhibit 3 for the Fee Proposal Form, to be filled in by the proposer.
EVALUATION CRITERIA

The following criteria will be considered when evaluating proposals. The criteria below are listed in
order of relative importance, most important first.
a.
Firm Experience/Past Performance: The strength of the proposer's firm and the degree of the
firm's experience in handling property management of comparable properties as demonstrated
through references.
b.
Key Personnel Qualifications: The identity, experience, and qualifications of key personnel,
including their expected participation.
c.
Capacity/Organization and Management Approach: The proposer's capacity to apply and commit
itself successfully to the tasks and to perform the required services on schedule. The clarity,
completeness and effectiveness of the proposed organizational structure and the proposed
management approach required to successfully manage this work. The demonstrated ability of the team
members to work together effectively, and to interact effectively with Town of Provincetown staff.
Determination of the Successful Proposer will be made using a Best Value determination with the goal
of making an award to the Proposer who is responsible, possesses the management, financial, and
technical capabilities necessary to fulfill the requirements of the contract, whose proposal conforms to
the Request for Proposal’s requirements stated herein, and who is judged by an integrated assessment
of the general considerations and specific criteria defined in the evaluation criteria set forth herein to
be most advantageous to the Trust.
Selection Criteria:
The selection process will include an evaluation procedure based on the criteria identified above as
outlined in Proposal Review Sheet (Exhibit 7) below. These criteria will be evaluated using the following
descriptions:
1) HA- Highly Advantageous
2) A – Advantageous
3) NA – Not Advantageous
The Town will review each proposal to insure that all submission requirements have been met. The
Town will then rank each proposal on the evaluation criteria set forth above and will assign a
composite ranking for each proposal. To assist the Town in evaluating the proposals, the Town may
schedule interviews. After completion of the evaluation of the non-price proposals, the price proposals
will be opened. The Town will then award the management contract to the prosper offering the most
advantageous proposal taking into consideration price and the evaluation criteria set forth in this RFP.
9.

GENERAL PROVISIONS
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a.
The Trust reserves the right to reject any or all responses or parts of responses, to solicit new
responses and to award contracts as it deems to be in its best interest.
b.
By submitting a proposal to the Trust, Proposer is certifying that its offer is in all respects bona
fide, fair and made without collusion or fraud with any person. As used in this section, “person” shall
mean any natural person, joint venture, partnership, corporation or other business or legal entity.
c.
The Trust hereby notifies all proposers that minority and women’s business enterprises will be
afforded full opportunity to submit offers and/or proposals in response to this RFP and will not be
subjected to discrimination on the basis of race, color, sex or national origin in consideration for an
award.
d.
Potential proposers are hereby notified that issuance of this RFP and receipt of proposals does
not assure that a firm will be selected.
e.
Proposers will bear all costs and expenses incurred in preparation of their responses and in the
execution of any Trust contract.
f.
Responses to any questions that may pertain to all potential Proposers will be issued in writing
to all firms who have requested the Request for Proposals.
g.
The Trust reserves the right to waive any informalities, minor deviations, insignificant mistakes
and matters of form rather than substance and to seek clarification of the proposals, which can be
waived or corrected without prejudice to other proposers, potential proposers or the Trust. No officer
or agent of the Trust is authorized to waive this reservation.
h.
Any Proposal submitted in response to this RFP shall be considered a firm offer and shall remain
effective unconditionally for ninety (90) days.
i.
No Proposer shall make any press conference, news releases or announcements concerning its
selection or non-selection for a contract prior to the Trust’s public release of said information or prior
to the written approval of the Trust.
j.
During the evaluation process, the content of each proposal will be held in confidence and
details of any proposal will not be revealed (except as required under law).
k.
Unless otherwise specified in the Scope of Services, the quoted price includes all taxes, fees,
and licenses applicable to the transaction.
10.
TENANTS
Firms considering submitting a proposal should be aware that the Harbor Hill rental units will be
income restricted year-round rental units as required under the Town of Provincetown’s enabling
legislation in compliance with the Provincetown Year Round Rental Housing Trust requirements in
order to lease the property. The requirements will be passed on to the Contractor and are included in
the Form Service Contract attached hereto as Exhibit 5. In addition, the Trust has other requirements
that relate to how the Building must be managed and run.
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EXHIBITS
Exhibit 1- Illustrative Site Plan
Exhibit 2- Scope of Services
Exhibit 3- Proposed Management Fees
Exhibit 4- Procurement Requirement Reference Guide
Exhibit 5- Form Service Contract
Exhibit 6 – Certification of Compliance & Certification of Non-Collusion
Exhibit 7 – Evaluation Criteria
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Exhibit 1 Illustrative Site Plan
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Exhibit 2
Scope of Services
The Contractor shall be responsible for providing comprehensive Property Management services to the
Provincetown Year Round Market Rate Rental Housing Trust for the Property known as Harbor Hill,
Provincetown, (the "Property"), including all associated common areas and parking areas. These
services shall include but are not limited to the following:
Transition Phase
The Trust acquired the Property in 2018, completed initial renovations in 2020, and became 100%
occupied in October 2020. During that time, the Property Management Company worked closely with
the Trust implementing the Tenant Selection Plan, conducting repairs outside the larger renovation
contract, continued ongoing repairs and maintenance, provided all tenant selection and rent-up
services, and attended Trust meetings [twice a month]. In 2020, a Capital Needs Assessment and a
financial analysis were completed. Now at full occupancy, the Trust anticipates ongoing repairs and
upgrades. The selected Property Management Company will work closely with the previous Property
Management Company to ensure a smooth transition with tenants, the Town, and contracted services.
Financial:
• Work with the Trust and Town Staff to prepare a written financial plan including the collection
of rents, deposit into designated Town account, reimbursement of funds for maintenance and
repair, and monthly reporting.
• Work with the Trust and Town Staff to prepare a written annual budget, 5-year budget, and
Capital Improvements Plan.
• Implement, as approved by the Trust and Financial Department, required accounting and
financial reporting policies and procedures.
• Review all systems warranties and implement all required preventative maintenance programs
as defined by equipment manufacturer and/or installation contractor.
Tenants:
• The Town initiated the Marketing and Tenant Selection Plan in accordance with Fair Housing
Laws during the summer of 2018 including marketing and tenant selection. The Property
Manager will work with the Trust and Town Staff to continue implementation of the Plan.
• Work with the Trust in any revisions to the tenant guidelines, including building standards and
procedures for tenant improvement work, and suggest updates as needed.
• Following rent-up, will act as the sole and exclusive agent and primary contact with tenants on
behalf of the Trust, to ensure the safe, efficient, continuous, and economical operation of the
Buildings and Property
Building & Property Services:
• Develop the work plan and schedule for ongoing maintenance within the available budget or in
proposed Capital Improvement Plan.
• Work with the Trust in developing the scope of services, contract specifications, and all related
documents for all building services including, but not limited to, the following:
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- Snow Removal – the Town will provide for street areas in accordance with town policy [does
not include stairs and walkways]
- Pest Control
- Window Cleaning
- Interior and Exterior Landscaping/Plant Maintenance
- Fire Protection Systems Maintenance
- All other services necessary and appropriate to the management and operation of the
Property.
**All supplies and services must be acquired in accordance with State procurement laws;
Town will provide some assistance if needed.
•

Work with the Trust in continuing the following programs and procedures to maintain the
Building, its infrastructure, and operational and mechanical systems as provided above:
o Property Rules and Regulations
o Maintenance and Building Operating Plan
o Preventive Maintenance Plan
o Pest Control Plan
o Janitorial Procedures
o Emergency Evacuation Plan
o Snow Removal Plan
o Energy Management Plan
o Work Order System
o Recycling Plan, and
o Others as identified by the Trust
The Contractor shall prepare, procure, negotiate, enter into, and administer all contracts and
other agreements for all Building services and maintenance obligations as approved by the
Trust. All such contracts and other agreements for Building services shall be in the name of the
Contractor. Utility services shall be ordered by the Contractor in the name of the Trust. The
Contractor will prepare, procure, negotiate, enter into, and administer all contracts and
agreements for all Building services and maintenance obligations not otherwise provided as
approved by the Trust or the Trust’s designee. The Trust expects that the Contractor will, in all
cases, comply with municipal procurement standards, as outlined in brief in Exhibit 4 for any
given function, contract or agreement, and make a recommendation on which firm offers the
best value, and present the recommendation to the Trust for approval. The Town may assist
with the procurement process.

OPERATIONS MANAGEMENT
The Property Manager shall perform all services described herein as efficiently and effectively as
possible so as to manage the Property in accordance with accepted practices and industry standards
for the management of multi-family, year-round housing. Consistent with policies, practices, and
standards, the Property Manager hereby agrees to manage the Property in a manner that maximizes
the Property’s Net Operating Income while making appropriate resources available to address tenant
needs and the Property’s long-term value as an attractive, stable housing resource.
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Leasing: In order to achieve an optimal level of occupancy at the Property, the Property Manager shall
perform the following functions in accordance with the approved Marketing & Tenant Selection Plan
[TSP]:
• Maintain a Management Office to service the project or make other arrangement acceptable to
the Trust.
• Respond to tenant requests, concerns, and issues.
• Collect rents.
• Enforce leases.
• Advertise and market available units as needed following initial rent-up and as required under
the Tenant Selection Plan [TSP] and approved by the Trust or Trust’s designee.
• Show the premises to prospective tenants.
• Take and process applications for rentals during normal business hours and at other times as
may be required by the Trust and in accordance with the TSP. Maintain a waitlist.
• Prepare all leases and execute the same as the agent for the Trust. Leases will comply with TSP
and Trust policies; including renewals and extensions.
• Counsel all prospective tenants regarding eligibility for dwelling rents; verify income and asset
eligibility as outlined in the TSP and with Trust policies.
Ongoing:
• Annually prepare and submit to the Trust a five-year Capital Plan for the Building and site.
• When requested by the Trust, the Contractor shall require its employees at the Building and/or
the employees of vendors to undergo security-background checks that are administered by the
state Criminal History Systems Board ("CHSB"). If security-background checks are required, the
Contractor shall reject any employee who fails to obtain security clearance from CHSB.
• Provide full weekly custodial services in all occupied spaces, including Property-wide cleaning,
trash removal and recycling.
• Oversee, administer, and coordinate all service contracts for Building systems.
• Implement a program of preventative maintenance for major mechanical equipment as
suggested by manufacturer.
• Maintain on-call staff capable of performing minor repairs on Property systems, fixtures, and
finishes as needed on a day-to-day basis.
• Respond to all maintenance and service requests from owner and/or tenants promptly, and
coordinate associated work by any outside contractors in such manner that it causes the least
possible disruption or inconvenience to Property tenants.
• Implement an appropriate process for any outside contractors required to satisfy the full scope
of services described herein.
• Maintain the grounds and exterior shared spaces of the Property. This work will include
providing regular cleaning, coordinating seasonal landscaping and planting, maintenance of site
lighting and other amenities, and snow removal. The Town of Provincetown will provide
plowing of the driveway area but the Contractor will be responsible for snow removal of
walkways.
• Assist the Trust in identifying potential cost-saving measures related to operating plans and
procedures on an ongoing basis.
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•

•
•
•
•

•
•

Notify building tenants at least two days in advance of any scheduled service or other
maintenance related activity that will take place that may otherwise disrupt the normal activity
of any or all tenants in the building. Larger projects require more advanced notice.
Review and manage all Tenant Leases and their obligations. This includes, but is not limited to,
preparing Lease summaries, tracking all critical dates under these Leases and addressing Lease
violations as needed.
Administer improvements associated with re-leasing space.
Coordinate all Tenant moves.
Review and approve all alterations and modifications requested by the occupants of the
Property to their exclusive premises. This includes, but is not limited to, reviewing all plans and
specifications for alterations and modifications for conformance with the base building systems
and building standards. Upon request, consult with the occupants concerning space
requirements and proposed alterations and modifications.
Insure that all necessary permits have been obtained to insure the integrity of base building
systems and equipment; keep records of all such permits on site.
Comply with the legally mandated requirements of the Town of Provincetown for the Property.

ADMINISTRATION
• Establish standard operating procedures for the Property’s management based on existing ones
in consultation with the Trust and Town staff and update as needed.
• Prepare an annual operating budget for the Trust review and approval. Budgets should be
submitted on Town of Provincetown templates.
• Administer tenant leases and their associated financial requirements and obligations.
• Collect all revenues and reimbursements due from the operations of the Property on a timely
basis, deposit into established Town approved bank account, and remit to the Town, including
but not limited to rent, common area charges, reimbursable tenant expenses, etc. in
accordance with the approved Trust financial plan.
• Maintain accurate records of revenues and reimbursements received and expenses incurred
under this Contract in accordance with generally accepted accounting principles.
• Provide monthly report to the Trust’s Finance Department which shall include:
o Budget to actual reports with variance explanations
o Balance sheet
o A/R aged report
o Rent roll report
• Provide the full range of accounting services necessary to administer contracts, service vendors,
prepare and track budgets, and provide the Trust with information and monthly reports related
to the financial performance of the Property's systems and operation.
• Provide assistance and documentation as needed during annual Trust audit.
• Except for monthly or recurring charges and/or emergency expenditures to protect the
Property or to maintain necessary services, the Property Manager shall secure prior approval by
the Town for all contracts or expenditures in excess of $5,000.
CONSTRUCTION MANAGEMENT SERVICES.
The Town anticipates future capital improvement renovation construction. For future renovations and
construction, to the extent permitted by law, the Contractor may be called upon to perform the following
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for smaller projects such as minor repairs to interior or exterior, although the Trust reserves the right to
hire a third party to perform some or all of the Construction Management Services.
• Supervise any contractor that the Trust engages in the construction of Tenant Improvements or
other improvements at the Property.
• Assure that all construction activities at the Property are completed in a safe and expeditious
manner and in a way that minimizes disruption to the tenants of the Property.
• Assist in the preparation of space plans, working drawings and other plans and specifications for
the construction of improvements; assist the Trust in selecting qualified contractors to bid on the
completion of construction jobs, in evaluating the bids received by the Trust and in awarding the
contract.
• Assist the Trust in processing and approving change orders.
• Supervise the construction of the improvements and ensure that they are completed in a first
class manner and in accordance with the requirements of all plans and specifications, tenant
leases and construction contracts.
• After the improvements have been substantially completed, prepare a punch list of all
improvement items which remain to be completed.
• Ensure that all punch list items are completed in an expeditious manner and in accordance with
the requirements of any lease or other contract.
• Review and approve all payment requests submitted by any contractor and recommend to the
Trust whether or not the payment request should be honored.
• Assist the Trust in making appropriate payments to any general contractor, subcontractor or
material provider.
• Ensure that proper mechanic's lien releases or waivers are obtained from any general contractor,
subcontractor or material provider with each payment made to such person or entity.
• Obtain appropriate certificates of insurance from all contractors, subcontractors and material
provider before they enter the Property showing the Trust as additional insureds.
• Obtain certificates of occupancy and provide the Trust with any other information it may request
relating to construction activities.
• Assist the Trust in resolving any disputes which may arise with any contractor, subcontractor or
material provider with respect to the construction of improvements.
• All construction contracts shall be prepared using a form of construction contract approved by
the Trust in advance and shall be submitted by Contractor to the Trust for its approval and
execution. Contractor shall have no authority to employ contracts for the construction of
improvements without the prior written consent of the Trust.
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Exhibit 3
PROPOSED PROPERTY MANAGEMENT FEE AND PROPOSED SALARIES,
BENEFITS AND TOTAL COMPENSATION

To be submitted in separate, sealed, and labeled “Price Proposal” envelope.
The Provincetown Year Round Market Rate Rental Housing Trust owns 28 residential units. The Trust may
add or sell 1 or more units in the future. The Trust also envisions the potential for other additional units
that may be added at other locations in Provincetown. If so, the Trust may request a proposed adjustment to
the future fee schedule to reflect potential changes. Should the contract be extended, the Trust will negotiate
an appropriate fee.
Ideally, operating income will fully fund the expenses and Capital Improvements. See attached Draft
Budget. The Town anticipates covering/providing the following outside the Management Company’s budget:
▪ Water & sewer fees
▪ Property Insurance
▪ Snow plowing of driveway
▪ Legal costs
▪ Replacement & operating reserves
▪ Capital Improvements
Fiscal Year: The Provincetown Year Round Rental Housing Trust is a municipal entity. The municipal fiscal
year [FY] runs from July 1 through June 30.
What is expected to be included in the Management Fee? The total Management Fee should include salaries,
fees, travel expenses, office space, office equipment/supplies, computers, software, IT support, accounting,
maintenance equipment, tools, phone, and internet to provide for the scope of services in the RFP. The Trust,
itself, will directly pay and/or provide for property insurance, snow plowing of the driveways, and fees for
water, septic/sewer as listed above. The Trust will pay for utilities for common spaces.
What about legal fees? The Management Fee should include basic legal fees. Coverage of larger legal fees,
such as for eviction proceedings, can be requested on a case-by-case basis from the Trust.
Landscaping & Shoveling of walkways & stairs: The Management Company should plan on doing the dayto-day work but subcontracts for larger projects may be done [in compliance with procurement laws].
Please show on a separate page or pages, a breakdown of expenses included in the management expenses
budget, including salaries and benefits, etc. Outline what types of expenses would be on reimbursement basis
and/or connected to actual hours to provide the service.

RFP Management Services August 2021

Page 16

COST PROPOSAL:

Comprehensive Property Management Services for Harbor Hill Complex
Three Year Cost Proposal based on 28 Units
Repeat tables for each year
Harbor Hill Budget Template
➢ All potential billable amounts should be included in one of the charts [STAFF or contracted services &
reimburseables] as potential expense items on annual basis [unless otherwise approved by the Trust].
➢ All staff dollar amounts should include ALL costs to be reimbursed by the Trust including salary, health
insurance, other benefits, taxes, and worker’s comp.

STAFF

Operations
Per month

Indirect
Overhead if
included *

Total
Per month

Administration:
ED/CEO
Finance Officer
Finance Staff

Includes:

Review of financials, reports
Rent collections, accounts
payable

Office Support Staff
Admin subtotal
Property Management
[PM]:
Resident Services
Maintenance Coordination
Project Coordination
Trust & Town
communications
Accounts receivable/payable

correspond with tenants,
supervise work,
Manage projects, solicit bids,
Attend & prep for meetings
2x/month

PM subtotal
Maintenance:
Service calls
Contractor Coordination
Repairs & maintenance
On-call

Address resident maintenance
requests

Respond to after hours calls,
fire alarms, plumbing, HVAC

Maintenance subtotal
Other:

TOTAL Staff Management
*may include office overhead, equipment, insurance, computers, supplies, etc.
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Contracted Services &
Reimburseables:
description
Rubbish & recycling removal
Snow removal
Landscaping
Pest control
Advertising
Legal
Alarm system monitoring &
inspections
Alarm system repairs & upgrades
Maintenance supplies
Keys
Painting rent-up
Painting other

Estimate per month

comments

Appliances
Plumbing
Electric repairs
HVAC
Carpentry
Roof Repair
Carpet repair/replacement
Other:

Proposal may add/adjust line items
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Consultant’s Fee Schedule of Hourly Rates
Identify all consultants who will be engaged in this project.
Include the name, hourly rate, responsibilities, and anticipated tasks

Name

RFP Management Services August 2021

Hourly Rate

Responsibilities

Tasks
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Exhibit 4 Procurement

October 2016

Dear Local Official:
The Office of the Inspector General (Office) created the following charts for local officials to use as a quick
guide on public procurement procedures that must be followed pursuant to the Massachusetts General Laws. Your
local rules may establish stricter or additional requirements that you must follow. Contact your chief procurement
officer or legal counsel for advice on your local rules and procurement procedures.
The Office updated the charts with changes that are effective November 7, 2016, pursuant to the passage
of Chapter 218 of the Acts of 2016, An Act Modernizing Municipal Finance and Government. The charts highlight
particular compliance requirements depending on the cost or the nature of your procurement. For example, the
charts highlight, where applicable, the requirement for a ten-hour course in construction safety and health approved
by the United States Occupational Safety and Health Administration (OSHA). The charts are meant to provide a
general overview of the principal public procurement statutes, and are not a substitute for reviewing the statute or
obtaining the advice of legal counsel.
The charts include:

•

M.G.L. c. 149 – BUILDING CONSTRUCTION CONTRACTS

•

M.G.L. c. 30, § 39M, or M.G.L. c. 30B – PUBLIC WORKS (NON-BUILDING)
CONSTRUCTION CONTRACTS (WITH LABOR)

•

M.G.L. c. 30, § 39M, or M.G.L. c. 30B – CONSTRUCTION MATERIALS
PROCUREMENTS (WITHOUT LABOR)

•

M.G.L. c. 7C, §§ 44-57 – DESIGN SERVICES FOR PUBLIC BUILDING PROJECTS:
Cities, Towns, Regional School Districts and Horace Mann Charter Schools

•

M.G.L. c. 30B – PROCUREMENT OF SUPPLIES AND SERVICES

Any suggestions for the charts or questions concerning Chapter 30B (M.G.L. c. 30B) may be directed to
this Office by calling (617) 722-8838. Questions concerning M.G.L. c. 149, M.G.L. c. 30, § 39M, and M.G.L. c.
7C may be directed to the Office of the Attorney General by calling (617) 727-3465 or your legal counsel.
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Additional information is available from the following sources:
•

Prevailing wage rate sheets may be requested online at http://www.mass.gov/lwd/laborstandards/prevailing-wage-program/ or by calling the Department of Labor Standards at (617) 6266953.

•

Central Register advertisements may be submitted to the Secretary of the State’s Office online at
http://www.sec.state.ma.us/spr/sprcentral/infosubmit.htm. The submission deadline is 4:00 p.m. on
Thursday for publication the following Wednesday.

•

Goods and Services Bulletin advertisements may be submitted the Secretary of the State’s Office
online at http://www.sec.state.ma.us/sprpublicforms/GSSubmissionform.aspx. The submission
deadline is 4:00 p.m. on Wednesday for publication the following Monday.

•

COMMBUYS postings may be completed at www.commbuys.com.

My Office is committed to helping procurement officials comply with the state’s procurement laws and
make responsible purchasing decisions. Please do not hesitate to contact our Chapter 30B hotline if we can be of
further assistance. Thank you.
Sincerely,

Glenn A. Cunha
Inspector General
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M.G.L. c. 149 – BUILDING CONSTRUCTION CONTRACTS
Estimated Contract
Amount
Procurement
Procedure

Under $10,000

$10,000 to $50,000

Over $50,000 to $150,000

Over
$150,000
Sealed bids (using M.G.L. c.
149, §§ 44A – 44J).

Over
$10,000,000
Solicit statements of
qualifications prior to soliciting
sealed bids (using M.G.L. c.
149, §§ 44A – 44J).

Sound business
practices (as
defined in
M.G.L. c. 30B,
§ 2).1

Sealed bids (using M.G.L.
c. 30, § 39M).

Notice/Advertising
Requirements

None.

DCAMM Certification

No.

Use a written scope-ofwork statement to solicit
written responses from no
fewer than 3 persons who
customarily perform such
work.
Post a notice at least two
weeks before responses
are due on 1) your
jurisdiction’s website; 2)
COMMBUYS; 3) in the
Central Register; and 4) in
a conspicuous place near
your office.2
No.

Advertise the request for
qualifications at least two weeks
before responses are due (1) in a
newspaper; (2) in the Central
Register; and (3) on
COMMBUYS.5

Yes.
No.
No.

Post a notice 1) in your
jurisdiction’s office for at least
one week before bids are due;
and, at least two weeks before
bids are due, publish 2) in the
Central Register; 3) in a
newspaper; and 4) on
COMMBUYS.4
Yes. General bidders if more
than $150,000 and filed subbidders if more than $25,000.
Yes.
Optional.6
Yes, if more than $25,000.

OSHA Training
Prequalification
Filed Sub-bids

No.
No.
No.

Yes.
No.
No.

Bid Deposit

No.

No.

5% of the value of the total
bid.
50% payment bond.

5% of the value of the total
bid or sub-bid.
100% payment bond.

5% of the value of the total bid
or sub-bid.
100% payment bond.

Payment Bond

No.

Performance Bond
Prevailing Wage
Contractor Evaluation
OSD or Blanket
Contract Option

No.
Yes.
No.
Yes.

50% payment bond if
contract is >$25,000.7
No.
Yes.
No.
Yes.

No.
Yes.
No.
No.

100% performance bond.
Yes.
Yes.
No.

100% performance bond.
Yes.
Yes.
No.

Post a notice 1) in your
jurisdiction’s office for at least
one week before bids are due;
and, at least two weeks before
bids are due, publish 2) in the
Central Register; 3) in a
newspaper; and 4) on
COMMBUYS.3
No.

Yes. General bidders if more
than $150,000 and filed subbidders if more than $25,000.
Yes.
Yes.
Yes, if more than $25,000.

1

M.G.L. c. 149, § 44A(2)(A), as amended by Chapter 218 of the Acts of 2016. M.G.L. c. 30B, § 2, defines sound business practices as “ensuring the receipt of favorable prices by periodically soliciting price lists or quotes.”

2

M.G.L. c. 149, § 44A(2)(B), as amended by Chapter 218 of the Acts of 2016.

3

M.G.L. c. 149, § 44J, as amended by Chapter 218 of the Acts of 2016.

4

M.G.L. c. 149, § 44J, as amended by Chapter 218 of the Acts of 2016.

5

The advertising procedures listed pertain only to the request for qualifications. Within 14 days of the completion of the prequalification process, you are required to post a notice in your jurisdiction and on COMMBUYS
listing those general contractors and subcontractors that have been prequalified. A copy of the notice must be sent via first class mail, postage pre-paid, to all prequalified general and subcontractors along with an invitation to
bid. The invitation to bid must have a deadline of at least two weeks. Although you may only consider bids from those general and subcontractors who have been prequalified, the advertising requirements for building
construction contracts over $150,000 apply.
6

If you decide to use the optional prequalification process for projects over $150,000, follow the procedures listed in the “Over $10,000,000” column.

7

M.G.L. c. 149, § 29.

M.G.L. c. 30, § 39M, or M.G.L. c. 30B, § 5 – PUBLIC WORKS (NON-BUILDING) CONSTRUCTION CONTRACTS
(WITH LABOR)
Estimated Contract
Amount

Procurement
Procedure

Notice/Advertising
Requirements

Under $10,000

$10,000 to $50,000

Over $50,000

$50,000 or less

M.G.L. c. 30, § 39M

M.G.L. c. 30, § 39M

M.G.L. c. 30, § 39M

Sound business
practices (as defined
in M.G.L. c. 30B, §
2).2
None.

Use a written scope-of-work
statement to solicit written responses
from no fewer than 3 persons who
customarily perform such work.3
Post a notice at least two weeks
before responses are due on 1) your
jurisdiction’s website; 2)
COMMBUYS; 3) in the Central
Register; and 4) in a conspicuous
place near your office.4
Yes.
No.
No.
50% payment bond if contract is
more than $25,000.8
No.
Yes.
Yes.

Sealed bids.

Sealed bids.

Post a notice 1) in your jurisdiction’s
office for at least one week before
bids are due; and, at least two weeks
before bids are due, publish 2) in the
Central Register; 3) in a newspaper;
and 4) on COMMBUYS.5
Yes.
Maybe. 7
5% of the value of the total bid.
50% payment bond.

Post a notice at least two weeks
before bids are due 1) in your
jurisdiction’s office, and
publish 2) in a newspaper; 3) on
COMMBUYS; and 4) in the
Central Register.6
Yes.
No.
No.
50% payment bond if contract
is more than $25,000.9
No.
Yes.
No.

OSHA Training
Prequalification
Bid Deposit
Payment Bond

No.
No.
No.
No.

Performance Bond
Prevailing Wage
OSD or Blanket
Contract Option

No.
Yes.
Yes.

No.
Yes.
No.

M.G.L. c. 30B, § 5 Option1

1

Authorized by M.G.L. c. 30, § 39M(d).

2

M.G.L. c. 30, § 39M, as amended by Chapter 218 of the Acts of 2016. M.G.L. c. 30B, § 2, defines sound business practices as “ensuring the receipt of favorable prices by periodically soliciting price lists or quotes.”

3

M.G.L. c. 30, § 39M, as amended by Chapter 218 of the Acts of 2016.

4

M.G.L. c. 30, § 39M, as amended by Chapter 218 of the Acts of 2016.

5

M.G.L. c. 149, § 44J.

6

M.G.L. c. 30B, § 5, and M.G.L. c. 9, § 20A.

7

Although M.G.L. c. 30, § 39M, does not mandate a contractor prequalification process, prequalification of bidders by the Massachusetts Department of Transportation is required for contracts of $50,000 or more (1) if the
awarding authority receives State Aid funds under M.G.L. c. 90, § 34; or (2) the work is on a state road, regardless of whether the awarding authority receives State Aid funds under M.G.L. c. 90, § 34.
8

M.G.L. c. 149, § 29.

9

M.G.L. c. 149, § 29.

M.G.L. c. 30, § 39M, or M.G.L. c. 30B, § 5 – CONSTRUCTION MATERIALS PROCUREMENTS
(WITHOUT LABOR)
Estimated Contract
Amount

Procurement
Procedure

Notice/Advertising
Requirements

Under $10,000

$10,000 to $50,000

Over $50,000

Any Amount

M.G.L. c. 30, § 39M

M.G.L. c. 30, § 39M

M.G.L. c. 30, § 39M

Sound business
practices (as defined
in M.G.L. c. 30B, §
2).2
None.

Use a written scope-of-work
statement to solicit written responses
from no fewer than 3 persons who
customarily perform such work.
Post a notice at least two weeks
before responses are due on 1) your
jurisdiction’s website; 2)
COMMBUYS; 3) in the Central
Register; and 4) in a conspicuous
place near your office.3
No.
No.
No.
50% payment bond if contract is
more than $25,000.6
No.
No.
Yes.
Yes.

Sealed bids.

Sealed bids.

Post a notice 1) in your jurisdiction’s
office for at least one week before
bids are due; and, at least two weeks
before bids are due, publish 2) in the
Central Register; 3) in a newspaper;
and 4) on COMMBUYS.4
No.
No.
5% of the value of the total bid.
50% payment bond.

Post a notice at least two weeks
before bids are due 1) in your
jurisdiction’s office, and publish 2)
in a newspaper; 3) on
COMMBUYS; and 4) in the
Central Register.5
No.
No.
No.
50% payment bond if contract is
more than $25,000.7
No.
No.
No.
No.

OSHA Training
Prequalification
Bid Deposit
Payment Bond

No.
No.
No.
No.

Performance Bond
Prevailing Wage
OSD Option
Blanket Contract
Option

No.
No.
Yes.
Yes.

No.
No.
Yes.
No.

M.G.L. c. 30B, § 5 Option1

1

Authorized by M.G.L. c. 30, § 39M(d).

2

M.G.L. c. 30, § 39M, as amended by Chapter 218 of the Acts of 2016. M.G.L. c. 30B, § 2, defines sound business practices as “ensuring the receipt of favorable prices by periodically soliciting price lists or quotes.”

3

M.G.L. c. 30, § 39M, as amended by Chapter 218 of the Acts of 2016.

4

M.G.L. c. 149, § 44J.

5

M.G.L. c. 30B, § 5, and M.G.L. c. 9, § 20A.

6

M.G.L. c. 149, § 29.

7

M.G.L. c. 149, § 29.

M.G.L. c. 7C, §§ 44-57 – DESIGN SERVICES FOR PUBLIC BUILDING PROJECTS:
Cities, Towns, Regional School Districts and Horace Mann Charter Schools1
Estimated Construction Cost
(ECC)/Estimated Design Fee
(EDF)

ECC $100,000 or less or EDF less
than $10,000

ECC more than $100,000 and EDF $10,000 or more (both ECC and
EDF thresholds must be met before the designer selection
procedure is required).*

Procurement Procedure

None. Recommend soliciting qualifications
and prices from at least three designers.

Qualifications-based selection process. Jurisdiction must either (1) set the
design fee; or (2) set a not-to-exceed fee limit and then negotiate the fee with
the top-ranked designer within the fee limit.

Advertising Required

No.

Designer Selection Board1

No.

Advertise in the Central Register and your local newspaper at least two
weeks before the deadline for filing applications.
No – adopt selection procedure in writing.2,3

Designer Application

No.

Use “Standard Designer Application Form for Municipalities and Public
Agencies not within DSB Jurisdiction (Updated July 2016)”

Designer Evaluation (Submit
to DCAMM and Designer
Selection Board)

No.

Yes. See http://www.mass.gov/anf/property-mgmt-and-construction/designand-construction-of-public-bldgs/designer-selection-process/designerselection-proc-and-evals-for-municipalities/dsgnr-eval-frms-and-info-formunicips-and-pub-agencies.html

Registration
Insurance
Prevailing Wage

Yes.
No.
No.

Yes.
10% of the total cost of the project or $1 million, whichever is less.4
No.

See The Designer Selection Board’s Guidelines for City and Town Building Projects, dated September 2015.

*

Executive Departments of the Commonwealth and Commonwealth charter schools are subject to the jurisdiction of the Designer Selection Board when the design
fee is $10,000 or more and the construction project is estimated to cost $100,000 or more.
1

Cities, towns, school districts and Horace Mann charter schools are required to adopt their own procedures for selecting designers for building projects. These
procedures must conform to the purposes and intent of the designer selection process as outlined in M.G.L. c. 7C, §§ 44 – 57, and noted herein. See this Office’s
Model Designer Selection Procedures for Municipalities and Other Local Public Agencies, available at http://www.mass.gov/ig/publications/guides-advisories-otherpublications/model-designer-selection-procedures-municipalities-and-other-local-public-agencies.html.
2

Housing Authorities must follow the procedures established by the Department of Housing and Community Development for the design of state-funded housing.
Projects requesting funding from the Massachusetts School Building Authority (MSBA) are subject to MSBA rules.
3

4

M.G.L. c. 7C, § 51.

Under $10,000

$10,000 to $50,000

Procurement
Procedure

Sound business
practices.28

Notice/Advertising
Requirements

None.

Use a written purchase
description to solicit
written quotations from no
fewer than 3 persons who
customarily provide the
supply or service.29
None.

Award contract to:

Responsible
person offering
the best price.

Responsible person
offering the needed quality
of supply or service at the
lowest price quotation.

Written Contract
Required32

No. Keep
written records
as a best
practice.

Yes.

Over $50,000
Sealed bids or proposals (M.G.L. c.
30B, §§ 5 or 6).

Post a notice 1) in your jurisdiction’s
office, and, at least two weeks before
bids or proposals are due, publish 2) in
a newspaper, and 3) on COMMBUYS.
If the procurement will exceed
$100,000, at least two weeks before
bids or proposals are due, publish in
the Goods and Services Bulletin.
Under § 5, the responsible30 and
responsive31 bidder offering the best
price. Under § 6, the most
advantageous proposal from a
responsible and responsive proposer
taking into consideration price and
non-price proposals.
Yes.

Maximum Contract
Term33

Three years, unless majority vote authorizes longer.

OSD Option

Yes.

M.G.L. c. 30B – PROCUREMENT OF SUPPLIES AND SERVICES

M.G.L. c. 30B, § 2, defines sound business practices as “ensuring the receipt of favorable prices by periodically
soliciting price lists or quotes.”
28

29

M.G.L. c. 30B, § 4, as amended by Chapter 218 of the Acts of 2016.

M.G.L. c. 30B, § 2, defines a responsible bidder or offeror as “a person who has the capability to perform fully the
contract requirements, and the integrity and reliability which assures good faith performance.”
30

M.G.L. c. 30B, § 2, defines a responsive bidder or offeror as “a person who has submitted a bid or proposal which
conforms in all respects to the invitation for bids or request for proposals.”
31

M.G.L. c. 30B, § 17(a), states “All contracts in the amount of $10,000 or more shall be in writing, and the
governmental body shall make no payment for a supply or service rendered prior to the execution of such contract.”
32

M.G.L. c. 30B, § 12(b), states “Unless authorized by majority vote, a procurement officer shall not award a contract
for a term exceeding three years, including any renewal, extension, or option.”
33

Exhibit 5 Form of Contract
Provincetown Year Round Rental Housing Trust
DRAFT
AGREEMENT FOR SERVICES
This Agreement for Services (the "Agreement") is made and entered
into as of ____________, 2021 (the “Effective Date”), by and between
Provincetown Year Round Rental Housing Trust, a municipal entity for the
Town of Provincetown [the “Town”), 260 Commercial Street, Provincetown,
MA 02657 (the “Trust”), and the XXXX, a (the "Property Management
Firm").
WITNESSETH THAT
WHEREAS, the Provincetown Year Round Rental Housing Trust Board
of Trustees [the Trust] has acquired the property known as Harbor Hill, a 26
unit condominium development at 3, 4 & 8 Harbor Hill and 37 Bradford
Street Extension, consisting of four buildings on approximately 1.2 acres,
more fully described in Exhibit A attached hereto (the “Property”);
WHEREAS, the Property Management Firm is a qualified property
manager;
WHEREAS, the Trust desires to retain the Property Management Firm
to provide certain professional services for the management of the Property;
and
WHEREAS, the Property Management Firm desires to perform the
services for the Trust in connection with the Property, upon the terms and
conditions set forth herein.
NOW, THEREFORE, for the consideration hereinafter set forth, the
parties hereto do mutually agree as follows:
ARTICLE 1. SCOPE OF SERVICES
1.1
Scope of Services. The Property Management Firm shall
perform property management services (the "Services") described herein
and in Exhibit B. The Property Management Firm agrees to do, at the
Property Management Firm's own expense, all the work and furnish all the
vehicles, equipment and labor to perform the Services during the term of
RFP Property Management 2021
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this Agreement, all in accordance with the terms and provisions of this
Agreement, and in accordance with the additional requirements set forth in
Exhibit B, and in a proper, thorough and workmanlike manner and to the
satisfaction of the Trust. The Property Manager shall perform all services
described herein as efficiently and effectively as possible so as to manage
the Property in accordance with accepted practices and industry standards
for the management of multi-family, year-round housing. Consistent with
policies, practices, and standards, the Property Manager hereby agrees to
manage the Property in a manner that maximizes the Property’s Net
Operating Income while making appropriate resources available to address
tenant needs and the Property’s long-term value as an attractive, stable
housing resource.
Leasing: In order to achieve an optimal level of occupancy at the
Property, the Property Manager shall perform the following functions in
accordance with the approved Marketing & Tenant Selection Plan [TSP]:
•
Maintain a Management Office at the property and provided by
the Trust to service the project or make other arrangements
acceptable to the Trust.
•
Advertise and market available units as needed and as required
under the TSP.
•
Show the premises to prospective tenants
•
Take and process applications for rentals during normal business
hours and at other times as may be required by the Trust and in
accordance with the TSP. Maintain a waitlist.
•
Prepare all leases and execute the same as the agent for the
Trust. Leases will comply with TSP; including renewals and extensions.
•
Counsel all prospective tenants regarding eligibility for dwelling
rents; prepare and verify income eligibility as outlined in the TSP.
•
Enforce leases.
•
Collect rents.
•
Respond to tenant requests, concerns, and issues.
1.2 Changes and Additional Services. The Trust may direct changes,
deletions or additions (“Changes”) to the Services to be performed
hereunder and the Property Management Firm agrees to perform any
Changes so directed (the “Additional Services”). Changes shall be
incorporated as written amendments to the Agreement.
If any directive for any Changes affects either the time for completion,
or cost, or both, the Property Management Firm shall notify the Trust in
writing prior to starting said work, stating with specificity, any changes in
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time or cost. If the parties agree on the price and time, they shall execute a
written Change order to this contract.
1.3 Staff. The Trust may assign town staff administrative
responsibilities under this Agreement and shall provide notice in writing of
same to the Property Management Firm.
The Property Management Firm’s obligations hereunder shall be performed
primarily by the Property Management Firm’s staff as outlined in its proposal
with appropriate personnel including management staff, financial staff,
maintenance personnel, and administrative staff with suitable experience.
The Property Management Firm shall notify the Trust of any staff changes,
and seek the Trust’s consent, which shall not be unreasonably denied. All
XXXX Staff shall obey XXX employment policies (see Exhibit D). The Trust
shall report violations to the Chief Executive and the Property Management
Firm is obligated to promptly investigate any violations and report the
results of that investigation to the Trust.
Should there be any disputes with an individual; the Trust shall have
the right to request the Property Management Firm to remove any
individual(s) and to replace with a substitute individual acceptable to the
Trust.
ARTICLE 2.

COMPENSATION

2.1 Management Fees. The Management Fees are set forth on the
Compensation Schedule attached as Exhibit C hereto. The Trust agrees to
pay the Property Management Firm such fees in accordance with the
amounts and rates set forth in Exhibit C, which amounts include all direct
costs, expenses, and reimbursables. There are no allowable price escalators
during the Term of this Agreement. Unless agreed otherwise by amendment
in writing to this Agreement, such fees shall be the sole fees due under this
Agreement.
2.2 Records. Itemized records of sums spent and a narrative of
Services provided and costs incurred in the performance of the Services
under the Agreement shall be kept by the Property Management Firm on the
basis of generally accepted accounting principles consistently applied, shall
be maintained in a neat and businesslike manner, and shall be submitted to
the Trust along with the Property Management Firm's invoices for payment
or otherwise upon request of the Trust. All such records shall be kept by the
Property Management Firm for a period of seven (7) years. All records will
become property of the Town with termination of the Agreement. If any
litigation, claim, negotiation, audit or other action involving such records has
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been started before the expiration of the applicable retention period, all
records shall be retained until completion of the action and resolution of all
issues which arise from it, or until the end of the applicable retention period,
whichever is later.
2.3 Invoices. Invoices to the Town for management services and
maintenance rendered and costs incurred shall be prepared by the Property
Management Firm on the Property Management Firm's standard form, as
approved by the Town, and submitted along with the Property Management
Firm's itemized records to the Town once every month. The invoices shall
reflect costs for actual services performed and otherwise conform to the
requirements of this Article. An invoice in proper form shall be paid by the
Town to the Property Management Firm within thirty (30) days of
presentation to the Town.
ARTICLE 3. ASSIGNMENT AND SUBCONTRACTING
3.1. Assignment and Subcontracting. The Property Management
Firm shall give its personal attention constantly to the faithful performance
of the Services, shall keep the same under its personal control and shall not
assign, by power of attorney or otherwise, nor subcontract the management
of the property without the previous written consent of the Trust. The
Property Management Firm may, at its sole discretion sub contract
maintenance and repairs to vendors on a list of approved subcontractors is
attached (see Exhibit E) and which may be amended in writing from time to
time by agreement of the parties. The Property Management Firm shall not,
either legally or equitably, assign any of the moneys payable under this
Agreement, or its claim thereto, unless, by and with the written consent of
the Trust.
ARTICLE 4. LIABILITY AND INDEMNIFICATION
4.1 Trust's Liability. The Trust's liability under this Agreement shall
be limited to the payments due hereunder. In no event shall the Trust be
liable for any additional amounts, including without limitation, any indirect,
special or consequential damages.
4.2

Independent Contractor.

It is understood and agreed that the Property Management Firm is an
independent contractor and that the Property Management Firm shall
perform the Services, as defined herein and on Exhibit B. The Property
Management Firm shall determine, in the Property Management Firm's sole
discretion, the manner and means by which the Services are accomplished,
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subject to the express condition that the Property Management Firm shall at
all times comply with applicable law. The Property Management Firm shall
perform the Services in a professional and competent manner. It is
expressly understood and agreed that neither the Property Management
Firm nor the Property Management Firm's employees and agents, if any,
shall be considered agents or employees of the Trust, and they shall have no
authority whatsoever to bind the Trust by contract or otherwise.
The Property Management Firm represents that it has, or will secure,
at its own expense, all personnel required in performing the Services under
the Agreement. The Property Management Firm shall assign such
personnel, subject to the approval of the Trust, and such personnel shall not
be employees of nor have any contractual relationship with the Trust. The
Property Management Firm further agrees that its personnel will not hold
themselves out as, nor claim to be, officers or employees of the Trust by
reason of the Agreement.
The Property Management Firm acknowledges and agrees that it shall
be the obligation of the Property Management Firm to report to the proper
authorities all fees received by the Property Management Firm pursuant to
the Agreement, and the Property Management Firm agrees to indemnify,
defend and hold harmless the Trust to the extent of any obligation imposed
by law on the Trust to pay any withholding taxes, social security,
unemployment or worker's compensation insurance or similar items in
connection with any payments made to the Property Management Firm by
the Trust pursuant to the Agreement on account of the Services of the
Property Management Firm or the Property Management Firm's employees
or agents, if any.
4.3 Indemnity. The Property Management Firm shall indemnify, defend
and hold harmless the Trust and its successors and assigns, and all of its
officers directors, lenders, shareholders, beneficial owners, trustees,
partners, affiliates, agents and employees (collectively “Trust Indemnities”)
from and against any and all claims, suits, actions, judgments, demands,
losses, costs, attorney's fees, expenses, damages and liability to the extent
caused by, resulting from, or arising out of the intentional acts, negligent
acts, errors, omissions, or allegations thereof, of the Property Management
Firm, its employees, agents or representatives in the performance of the
Services under the Agreement, except for claims arising solely from
misrepresentations of the Property Management Firm, where the information
alleged to have been misrepresented was provided to the Property
Management Firm solely by the Trust. The provisions of this Section 4.3
shall survive the term or termination of this Agreement.
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ARTICLE 5.
5.1

LEGAL REQUIREMENTS

Legal Requirements.

(a) The Property Management Firm shall become familiar with,
observe and comply, and stay fully informed of all-applicable federal,
state and local laws, ordinances, rules, regulations orders or permits
(“Laws”) that in any manner may affect the Services including, without
limitation, the obligations and requirements set forth in the
Commonwealth of Massachusetts procurement laws for municipalities.
This requirement covers, without limitation, security regulations in
effect from time to time on the premises. The Property Management
Firm shall commit no trespass on any public or private property in
performing any of the Services. The Trust shall not be responsible for
monitoring the Property Management Firm’s compliance with the
requirements of this paragraph.
(b) The Property Management Firm shall defend, indemnify
and hold harmless the Trust against all claims arising from or based on
violations of any Laws caused by the Property Management Firm, the
Property Management Firm’s agents, employees, representatives and
subcontractor.
5.2 Incorporation of Laws and Regulations. This Agreement shall be
considered to incorporate by reference all applicable federal, state and local
laws and rules and regulations of all authorities having jurisdiction over the
work as though such provisions were set forth in full herein.
ARTICLE 6. INSURANCE.
6.1 Insurance Coverage Requirements. The Property Management
Firm shall effect and maintain insurance in amounts as set forth below with
companies licensed to do business in the Commonwealth of Massachusetts,
having an A.M. Best Company rating of “A-, VII” and otherwise satisfactory
to the Trust, at its own cost and expense to protect itself from claims under
any Worker's Compensation Act; from claims for damages because of bodily
injury including sickness, disease or death; from claims for damages
because of injury to or destruction of tangible property; and from claims
arising out of the performance of professional services caused by errors,
omissions or negligent acts for which it is legally liable.
Commercial general liability, including personal injury and if applicable
product liability/completed operations coverage in the minimum
amount of $1,000,000.00 personal injury, $1,000,000.00 per
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occurrence and $2,000,000.00 general/product/completed operations
aggregate;
Automobile liability coverage for owned vehicles in the minimum
amount of $1,000,000.00 per occurrence combined single limit;
For all hired and non-owned vehicles, automobile liability coverage shall
be maintained in accordance with the state law thresholds and
requirements.
Workers’ compensation for all its employees, as required by statute,
with employers’ liability of $500,000.00 or more including
$500,000.00 accident and $500,000.00 disease; and
Professional Liability having limits of $1,000,000.00 per occurrence on
a claims made basis.
The Property Management Firm shall furnish the Trust with certificates
of insurance showing that the Property Management Firm has complied with
this Section prior to entering into the Agreement and naming “Provincetown
Year-Round Market Rate Rental Housing Trust,” as an additional insured,
which certificates shall provide that written notification of cancellation of the
insurance policies required hereunder shall be given to the Trust thirty (30)
days prior to such cancellation.
ARTICLE 7. TERM OF AGREEMENT; TERMINATION
7.1 Term. The Term of this Agreement shall be one (1) year,
commencing as of the Effective Date and ending on the first anniversary
thereof. In addition, the Trust may, in its sole discretion, elect to extend the
Term for up to two (2) extension periods of one (1) year each.
7.2 Termination. The Agreement may be immediately terminated,
without notice, by the Trust in the event of substantial failure by the
Property Management Firm to perform in accordance with the terms of the
Agreement unless otherwise agreed in writing. The Agreement may also be
terminated by the Trust for its convenience but only upon fifty (50) days
written notice to the Property Management Firm.
In the event of termination for convenience of the Trust, the Property
Management Firm shall be compensated for three months of management
services, being $XXXX, and all other the Services performed and costs
incurred up to the effective date of termination for which the Property
Management Firm has not been previously compensated.
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Upon receipt of notice of termination from the Trust, the Property
Management Firm shall discontinue its services hereunder unless otherwise
directed and shall deliver to the Trust all records, materials, and funds as
may have been accumulated by the Property Management Firm in the
performance of the Agreement; the Property Management Firm shall deliver
and assign any sub-contracts for services to the Trust previously authorized
by the Trust.
Notwithstanding the above, in the event of termination, the Property
Management Firm shall not be relieved of liability to the Trust for injury or
damages sustained by the Trust by virtue of the Agreement, and the Trust
may withhold any payment to the Property Management Firm for the
purposes of set-off until such time as the exact amount of damages due to
the Trust is determined.
ARTICLE 8. NO DISCRIMINATION
8.1

Compliance with Laws.

Anti-discrimination Policy. It is the policy of the Town of Provincetown to
uphold the human rights of all persons in Provincetown and the free exercise and
enjoyment of any and all rights and privileges secured by the Constitution, Law,
Bylaws and Regulations of the United States, the Commonwealth of Massachusetts,
and the Town of Provincetown. As such, actions that may deny or tend to deny or
intend to deny to an individual equal access or opportunity in matters of housing,
employment, education, municipal services, contracts, purchasing or public
accommodations on the basis of age, ancestry, color, disability, family status,
gender identity or expression, military status, marital status, national origin, race,
religion, sex or sexual orientation, are hereby prohibited. No lease or contract for
services or public works and public building construction contracts shall be entered
into by any Town authority without an anti-discrimination certification signed by the
contractor as follows:
The contractor hereby certifies that the Contractor will not discriminate against any
employee or applicant for employment on the basis of age, ancestry, color,
disability, family status, gender identity or expression, military status, marital
status, national origin, race, religion, sex or sexual orientation. The contractor has
taken and will continue to take affirmative action to ensure that applicants are
employed, and that employees are treated during employment without regard to
age, ancestry, color, disability, family status, gender identity or expression, military
status, marital status, national origin, race, religion, sex or sexual orientation.
Such action shall include, but not be limited to the following: employment,
upgrading, demotion or transfer; recruitment or recruitment advertising; layoff or
termination; rate of pay or other forms of compensation; and selection for training,
including apprenticeship. The contractor agrees to post in conspicuous places,
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available to employees and applicants for employment, notices to be provided
setting forth the provisions of this nondiscrimination.

In connection with the execution of the Agreement, the Property
Management Firm shall not discriminate against any employee or applicant
for employment on the basis of age (as defined by law), ancestry, color,
disability, family status, gender identity or expression, military status,
marital status, national origin, race, religion, sex or sexual orientation. The
Property Management Firm agrees to comply with all applicable federal and
state statutes prohibiting discrimination in employment including Title VII of
the Civil Rights Acts of 1964, the Age Discrimination in Employment Act of
1967, Section 504 of the Rehabilitation Act of 1973, and Massachusetts
General Laws Chapter 151B, section 4 (1).
If a complaint or claim alleging violation by the Property Management
Firm of such statutes regarding the execution of the Agreement is presented
to the Massachusetts Commission Against Discrimination ("MCAD"), the
Property Management Firm agrees to cooperate with MCAD in the
investigation and disposition of such complaint or claim Legal fees incurred
in defending any such complaint or claim shall be charged to the property as
a legal expense unless the Property Management Firm is found to be at
fault.
8.2
Sanctions in Event of Noncompliance. In the event of the
Property Management Firm's noncompliance with the provisions of this
Article, that following written notice and right to cure within ten business
days, the Trust shall impose such sanctions as it deems appropriate,
including, but not limited to:
(a) withholding of payments due the Property Management Firm
under the Agreement until the Property Management Firm complies;
or
(b) termination or suspension of the Agreement.
ARTICLE 9. CERTIFICATIONS AND LAWS
9.1 Certification. By signing the Agreement, the Property
Management Firm certifies, under the pains and penalties of perjury, that it
is in compliance with, and shall remain in compliance with, all legal
requirements governing performance of this Agreement and the Property
Management Firm’s doing business in Massachusetts, and that the Property
Management Firm is:
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in compliance with all Massachusetts laws relating to the
payment of taxes reporting of employees and contractors and
withholding and remitting child support as required by G.L. ch. 62C, §
49A;
a “Qualified Employer” as defined by the Child Care Act and 102
CMR 12.00-.04;
in compliance with all federal and state laws and regulations
prohibiting discrimination, including Executive Order 11246;
not currently debarred or suspended by federal or state
government from doing business with any governmental entity;
in compliance with federal anti-lobbying requirements of 31
U.S.C. § 1352; and
in compliance with all laws of the Commonwealth relating to
contributions and payments in lieu of contributions under G.L. ch.
151A, § 19A; and
9.2 Chapter 268A. The Property Management Firm understands that
any person providing services under the Agreement is an independent
contractor and not an employee of the Trust.
The Trust acknowledges that the Property Management Firm can
perform services for other clients during the duration of this Agreement,
provided such clients do not conflict with the services required under this
Agreement and subject to applicable law.
ARTICLE 10.

MISCELLANEOUS

10.1 Governing Law. The Agreement shall be governed by and
construed in accordance with the laws of the Commonwealth of
Massachusetts.
10.2 Notices. All notices required or permitted under the Agreement
shall be in writing and shall be deemed sufficiently served when delivered by
hand if a receipt is obtained therefore, or when actually received if delivered
by mail, and if delivered by mail shall be mailed registered or certified first
class mail, return receipt requested, postage pre-paid, and in all cases shall
be addressed as follows:
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To the Trust:

Provincetown Year-Round Rental Housing Trust
260 Commercial Street
Provincetown, MA 02657

With a copy to:

Town Manager
260 Commercial Street
Provincetown, MA 02657

To the Property Management Firm:
Attention:

XXX

Each party authorizes the other to rely in connection with their
respective rights and obligations under the Agreement upon approval by the
parties named above or any person designated in substitution or addition
hereto by notice, in writing, to the party so relying.
10.3 Successors and Assigns. This Agreement shall be binding upon
and inure to the benefit of the parties hereto and their respective successors
and assigns where permitted by this Agreement.
10.4 Definitions. Whenever the word "Property Management Firm" is
used in this Agreement, it shall be understood to include its heirs, executors,
administrators, successors, assigns, employees, agents and representatives.
Whenever the word "Trust” is used in this Agreement, it shall be understood
to mean the Provincetown Year-Round Rental Housing Trust, “Trust,” acting
through its Chair either directly or through her properly authorized
assistants or agents acting severally within the scope of the particular duties
entrusted to them.
10.5 Partial Invalidity. If any provision of this Agreement is held to
be invalid or unenforceable by a court of competent jurisdiction, all of the
other provisions hereof shall remain in full force and effect and shall be
liberally construed in favor of the Trust in order to effect the provisions of
this Agreement.
10.6 Headings. The use of headings is for convenience of reference
only and does not alter the meaning of any section.
10.7 Counterparts. This Agreement may be executed in any number
of counterparts and by the parties hereto in separate counterparts, each of
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which when so executed shall be deemed an original, but all counterparts
together shall constitute one and the same instrument.
10.8 Exhibits. The following Exhibits attached hereto are made a part
of this Agreement for all purposes:
Exhibit
Exhibit
Exhibit
Exhibit
Exhibit

A – the Property
B - Scope of Services
C - Compensation Structure
D – Employment Policies
E – Subcontractors & Vendors

IN WITNESS WHEREOF, this Agreement has been executed by the
Trust and the Property Management Firm as an instrument under seal and is
effective as of the date first written above.
Provincetown Year Round
Market Rate Rental Housing Trust:

Contractor:

By:________________________

By: ______________________

Name:

Name:

Title:

Title:

RFP Property Management 2021

39

EXHIBIT 6: Certificate of non-collusion & tax compliance

CERTIFICATION OF COMPLIANCE
Pursuant to Section 49A of Chapter 62C of the General Laws of Massachusetts, I
hereby certify that I have complied with all Laws of the Commonwealth of
Massachusetts relating to taxes. This statement is made under the pains and penalties
of perjury this
day of
, 2021.
Signed:
Printed Name:
Name of Agency/Organization:
Social Security or Federal Identification Number:

CERTIFICATION OF NON-COLLUSION
The undersigned certifies under the penalties of perjury that this bid or proposal has
been made and submitted in good faith and without collusion or fraud with any other
person. As used in this certification, the word "person" shall mean any natural person,
agency, business, partnership, corporation, union, committee, club, or other
organization, entity, or group of individuals.
Signed:
Printed Name:
Name of Agency/Organization:
Date:
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EXHIBIT 7:

Harbor Hill Management Services Proposal
Review Sheet 2021

PROPOSAL FIRM NAME:
OTHER Team members:
Firm/individual:

Area of Expertise:

EVALUATION CRITERIA:
Comparative Evaluation Criteria will be applied uniformly to all proposals. In accordance with the provisions
of M.G.L. Chapter 30B, each criterion shall be rated as follows:
• “Highly Advantageous”
• “Advantageous”
• “Not Advantageous”

1. Experience and Quality of Like Work
a. 1: Extent of Municipal Experience
Extent of the consultant’s experience in residential or other property management owned by a
government entity
Rating

Description

Not Advantageous

The proposal indicates no experience in residential or other property
management owned by government entity.
The proposal indicates the successful completion of up to three (3)
projects in residential or other property management owned by
government entity.
The proposal indicates the successful completion of four (4) or more
projects in residential or other property management owned by
government entity.

Advantageous
Highly
Advantageous
Comment:

b. Extent of Experience
Extent of the consultant’s experience in providing residential property management services with
demonstrable experience with properties of like size and scope
Rating
Not Advantageous
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Advantageous
Highly
Advantageous

The proposal indicates evidence of up to three (3) contracts with
experience in providing property management services with demonstrable
experience with properties of like size and scope.
The proposal indicates evidence that the firm has four (4) or more
contracts with providing property management services with
demonstrable experience with properties of like size and scope.

Comment:

c. Extent of contracts within past 5 years of similar size & scope
The extent of the consultant’s contracts within past 5 years of similar size & scope.
Rating
Not Advantageous
Advantageous
Highly
Advantageous
Comment:

Description
The proposal includes zero (0) contracts of like project size & scope within
past 5 years, or none that is significant.
The proposal includes one (1) to three (3) contracts of like project size &
scope within the past 5 years by the consultant.
The proposal includes four (4) or more contracts of like project size &
scope within the past 5 years by the consultant.

2. Qualification of Personnel
a. Extent of Consultant’s Client References
The extent of the consultant’s professional client references with projects of similar size and scope.
Rating
Advantageous
Highly
Advantageous
Comment:

Description
The proposal includes one (1) to two (2) client excellent references.
The proposal includes three (3) or more excellent client references.

3. Knowledge
a. Extent of Project Team and Consultant possess knowledge of State and Municipal
laws and processes
Extent to which the proposal demonstrates principal in charge, project team and consultants possess
knowledge of Massachusetts Laws and Procedures including municipal procurement.
Rating
Not Advantageous
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Advantageous
Highly
Advantageous
Comment:

The proposal indicates one (1) to three (3) pieces of evidence of
knowledge of Massachusetts Laws and Procedures.
The proposal indicates four (4) or more pieces of evidence of knowledge
of Massachusetts Laws and Procedures.

4. Schedule and Budget
a. Extent of Project Team and Consultant Adherence to Schedule and Budget
Extent to which the proposal demonstrates project team/firm has experience adhering to proposed
schedules and budgets.
Rating
Not Advantageous
Advantageous
Highly
Advantageous

Description
The proposal indicates no evidence that demonstrates project team/firm
has experience adhering to proposed schedules and budgets.
The proposal indicates one (1) to two (2) pieces of evidence that
demonstrates project team/firm has experience adhering to proposed
schedules and budgets.
The proposal indicates three (3) or more pieces of evidence that
demonstrates project team/firm has experience adhering to proposed
schedules and budgets.

Comment:

5. Project Management
a. Extent of Project Team/ Consultant Project Management Experience
Extent to which the proposal demonstrates project team/firm has an effective approach to leading
and managing the project.
Rating
Not Advantageous
Advantageous
Highly
Advantageous

Description
The proposal indicates one (1) piece of evidence that demonstrates project
team/firm has an effective approach to leading and managing the project.
The proposal indicates two (2) to three (3) pieces of evidence that
demonstrates project team/firm has an effective approach to leading and
managing the project
The proposal indicates four (4) or more pieces of evidence that
demonstrates project team/firm has an effective approach to leading and
managing the project.

Comment:
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6. Capacity
a. Extent Project Team has the Capacity to Undertake this Project
Extent to which the proposal demonstrates project team/firm has the capacity to undertake this
project in the timeframe outlined with respect to other on-going projects.
Rating
Not Advantageous
Advantageous
Highly
Advantageous

Description
The proposal indicates one (1) piece of evidence that demonstrates project
team/firm has the capacity to undertake this project in the timeframe
outlined with respect to other on-going projects.
The proposal indicates two (2) pieces of evidence that demonstrates
project team/firm has the capacity to undertake this project in the
timeframe outlined with respect to other on-going projects.
The proposal indicates three (3) or more pieces of evidence that
demonstrates project team/firm has the capacity to undertake this project
in the timeframe outlined with respect to other on-going projects.

Comment:

7. References
a. Extent of Favorable Client References
The extent to which the project team/firm provides professional client references that offer positive
remarks relating to the proposal evaluation criteria set forth for this project.
Rating
Not Advantageous
Advantageous
Highly
Advantageous
Comment:

Description
The proposal includes one (1) client favorable reference.
The proposal includes two (2) to three (3) client favorable references.
The proposal includes four (4) or more favorable client references.

Other Comments:

Reviewer:
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