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LEGAL NOTICE 

REQUEST FOR PROPOSALS (“RFP”) 

MASTER PLAN 

The Town of Lenox, Massachusetts, is seeking proposals from professional planning Consultants 

for an update to its 1999 Comprehensive Master Plan. The selected Consultant shall have 

demonstrated previous experience in providing specified services to similar projects, preferably 

in Massachusetts. A complete RFP may be obtained, without charge, by contacting the Town of 

Lenox Land Use Department at (413) 637-5500 x1203 or by e-mail at 

gmiller@townoflenox.com.  

It is the intent of the Town to award a contract within sixty (60) business days after receiving 

proposals.  

The deadline for submitting proposals to the Lenox Land Use Department is 4 p.m. on April 

30th, 2018. Late proposals will be rejected. Postmarks will not be considered. It is the 

responsibility of the respondent to ensure their submittal is received no later than the deadline 

date and time. Address proposals to Gwen Miller, Land Use Director, Lenox Town Hall, 6 Walker 

Street, Lenox, Massachusetts 01240.  

Proposals should be clearly identified as “Proposal for Lenox Master Plan Update”.  

Questions concerning this RFP must be submitted via e-mail to Gwen Miller, Land Use Director 

at gmiller@townoflenox.com no later than 4 p.m. on April 11th, 2018.  An e-mailed response 

and/or addenda will be sent to all respondents having requested the RFP. Any addenda, if 

necessary, will be made available no later than 4 p.m. on April 18th, 2018. It is the sole 

responsibility of respondents to ensure they are in receipt of any and all addenda prior to the 

deadline for receipt of proposals.  

  

mailto:gmiller@townoflenox.com
mailto:gmiller@townoflenox.com
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I. PROJECT BACKGROUND AND GOALS 

Lenox voters have approved a special appropriation for the Lenox Planning Board to update the 

1999 Comprehensive Master Plan. This update will guide the Town’s projects, programs, and 

policies for the next ten years.  

The Planning Board seeks a third-party professional planning Consultant who will work closely 

with our Town Planner, Board and other key stakeholders to successfully lead a collaborative 

public process to complete this update within 18 months. The final Plan will include all required 

elements per M.G.L. Chapter 41, §81D. The Plan will be delivered in both a published print 

format and on an easy-to -read and -update website hosted and maintained by the Town.  

Respondents should be familiar with the following planning documents, available at 

TownofLenox.com, which will need to be considered as part of development of the Plan:  

 

▪ The 1968 Master Plan  

▪ The 1999 Comprehensive Master Plan 

▪ The 2006 Community Dialogue  

▪ The Lenox Schools Strategic Plan  

▪ The 2015 Open Space and Recreation Plan  

▪ The 2017 Housing Production Plan  

▪ The 2017 E.P.A. Equitable Development Next Steps Memo  

▪ The 2017 Complete Streets Plan  

▪ Ongoing Historic Preservation Plan (to be completed no later than July 2018) 

▪ Environmental Management System framework (to be completed no later than April 

2018) 

▪ Recent Annual Town Reports 

The Town seeks to complete this process according to the schedule below: 

▪ Issue Solicitation: Wednesday, March 28 

▪ Deadline for Submitting Questions: Wednesday, April 11th  

▪ Addenda, if Necessary: Wednesday, April 18th  

▪ Proposals Due: Monday, April 30th  

▪ Interviews: May 2018  

▪ Award Contract: May 2018 

▪ Project Completion:  November 2019  
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II. PROPOSAL SUBMISSION REQUIREMENTS 

The Lenox Land Use Director will exercise administrative project oversight.  

Please submit the following, six copies of each: 

1. A detailed Non-Price Services Proposal that provides a clear and concise understanding 

of how you will work with and guide Lenox to complete the Master Plan successfully and 

efficiently. This should include a tentative scope of work with clear deliverables and 

milestones; these will be be finalized between the Steering Committee and Consultant 

upon execution of a contract.  

2. Three samples of published Master Plans completed within the last five years, and three 

references from work completed from within the same time frame 

3. Price Proposal. The price proposal must be sealed and submitted separately from the 

Services Proposal. Must include: 

a. Fee: The proposed fee for the entirety of all services proposed in the Services 

Proposal, including but limited to travel, meetings, telephone, postage and 

reproduction.  

b. Fee Breakdown: A breakdown of the professional service fees by each task and 

sub-task as in the Services Proposal.  

c. Hourly Rates: The hourly rates to be charged by the Consultant for services 

performed by each team member.   

d. Allowances: Allowances for optional work elements such as additional meetings, 

surveys, or website maintenance that the Town may also want to include,be 

itemized separately..  

e. Price Assurance: Consultants must agree to honor price quotes until November 

2019.  

4. Signed Certificates of Non-Collusion and Tax Compliance attached to this RFP.  

Proposal Form 

All proposals shall be received and evaluated in conformance with the requirements of 

Applicable Law and this RFP.  

The Price Proposal will not be opened until a review and ranking of the Non-Price Services 

Proposal by the Selection Committee.  

The Selection Committee will determine whether the Non-Price proposals contain all Proposal 

Submission Requirements and meet the requirements outlined herein. Failure of a proposal to 

contain or meet any proposal submission requirement(s) will disqualify the proposal from 
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further consideration. The Committee shall state in writing its reason for disqualifying any 

proposal.  

Modification of Proposals: The Consultant may correct or modify a proposal by written notice 

received by the Town Planner prior to the receipt deadline. Modifications must be submitted in 

a sealed envelope clearly labeled “Modification No.____”. Each modification must be 

numbered in sequence and must reference the original RFP.  

It is the responsibility of the Consultant to submit a correct and accurate response to the RFP. 

No modifications may be submitted past the receipt deadline.  

Withdrawal of Proposals 

Proposals may be withdrawn by written request to the Town Planner.  

Unexpected Closures 

If Town Hall is closed unexpectedly due to uncontrolled events, the receipt of proposals will be 

postponed to the next normal business day at the time posted in the request for proposals.  

Rule for Award of Contract 

A contract will be awarded to the Consultant offering the most advantageous proposal, taking 

into consideration all evaluation criteria and price. The Town reserves the right to reject any or 

all proposals as it deems to be in the best interest of the Town.  

Execution of Contract 

Upon the acceptance of the selected Consultant’s submittal, the Town will incorporate into its 

Standard Contract provisions specific to this procurement and submit the contract to the 

successful Consultant for signing. This shall include the finalized scope of work with clearly 

expressed deliverables and project milestones.  In the event the selected Consultant fails, 

neglects or refuses to execute the contract within a specific number of days after receiving a 

copy of the contract from the Town, the Town may at its option terminate and cancel its action 

in awarding the contract and the contract shall become null and void and of no effect.  

III. COMPARATIVE EVALUATION CRITERIA  

Proposals containing all Proposal Submission Requirements may be interviewed by the 

Selection Committee and will be evaluated based on the following:  



Page 6 of 10 
 

1. Methodology:  

Desirability of methodology and approach to be used in working with the Planning Board, the 

Town Planner and other stakeholders to gather, research and public input to analyze and 

develop the Master Plan: Demonstrates a thoughtful and strategic process, a compelling and 

concise work plan, and proven approaches and ideas. 

Highly advantageous: The work plan is detailed, logical, comprehensive, and focused on 

achieving success efficiently.  

Advantageous: The work plan presents a logical scheme with multiple positive 

attributes for producing a complete project that addresses most if not all of the required 

issues and project objectives stated in the RFP.  

Not Advantageous: The proposal is not sufficiently detailed to fully evaluate, or the plan 

does not adequately address all the components necessary to produce a complete 

project that addresses all of the required issues and project objectives stated in the RFP.  

Unacceptable: The proposed work plan is lacking in multiple aspects and does not 

adequately address the project objectives stated n the RFP.  

2. Staffing 

The staffing plan, including the professional qualifications of project personnel and their 

training, educational background, and relevant professional experience: Demonstrates 

expertise and experience of all staff involved and makes it clear who will be working on this 

project including its specific parts.  

Highly advantageous: The staff team is made up of highly qualified individuals with 

significant relevant experience. The team has an established track record working 

together. The right people are assigned to the right parts of the project. 

Advantageous: The staffing plan is comprised of qualified individuals with relevant 

experience. The Consultant has worked with most of the proposed team members 

previously. There is less clarity about how people will be assigned.  

Not Advantageous: The staffing plan is comprised of fewer well-qualified individuals or 

is not sufficiently detailed to fully evaluate. There is a lack of clarity about how people 

will be assigned.  

Unacceptable: The staffing plan is comprised of few well-qualified individuals, or is is 

not sufficiently detailed to fully evaluate. There is no clarity about how people will be 

assigned. 
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3. Proven Results  

Great attention will be paid to the actual examples of Master Plans completed, and to 

references on the Consultant’s ability to meet project deadlines, stay on budget, and work 

collaboratively with us. 

Highly advantageous: Work examples appeal to us greatly. References report excellent 

experience working with the Consultant. The lead consultant has at least ten years of 

experience consulting with municipalities on projects of similar size and scope to this 

project. Involvement as lead consultant in at least five similar projects.  

Advantageous: Work examples appeal to us. References indicated your services and 

finished product were acceptable. The lead consultant has at least fiveyears of 

experience consulting with municipalities on projects of similar size and scope to this 

project. Involvement in three to four similar projects.   

Not Advantageous: Work examples are not particularly appealing to us. At least one 

reference indicated your services left something to be desired. The lead consultant has 

one-to five years of experience consulting with municipalities on projects of similar size 

and scope to this project. Involvement in at least two similar projects.  

Unacceptable: Work examples are not appealing to us. One or more of your references 

indicated concerns with your services.. The lead consultant has less than one year of 

experience consulting with municipalities on this projects of similar size and scope.  

Involvement in no more than one similar project.   

4. Lenox and the Berkshires 

Familiarity with Lenox and the Berkshire region. 

Highly advantageous 

Very familiar with the Town of Lenox and the Berkshire region.  

Advantageous: Demonstrates some familiarity with Lenox and the Berkshire region.  

Not Advantageous: Demonstrates little familiarity with the Town of Lenox and the 

Berkshire region.  

Unacceptable: Demonstrates no familiarity with Lenox and the Berkshire region.   
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ATTACHMENT B: CERTIFICATE 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, business, 

partnership, corporation, union, committee, club, or other organization, entity or group of 

individuals. 

Signature of Individual Signing Bid Proposal:   ___________________________   

Name of Business:      ___________________________  

Date:       ___________________________ 
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ATTACHMENT C: STATEMENT OF TAX COMPLIANCE 

Pursuant to M.G.L. Chapter 62C, Section 49A, I certify under penalties of perjury that I, to my 

best knowledge and belief, have complied with all laws of the Commonwealth of Massachusetts 

relating to taxes. 

Social Security or Federal Identification Number: _______________________ 

Signature of individual signing bid or proposal:  _______________________ 

Date:       ________________________ 
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