
Town of Blandford 
Planning Board 
Request for Proposals 
Town Bylaw Review and Update 
 

 
A. General Information 

 
1. The Planning Board for the Town of Blandford (“PB” hereafter) seeks proposals from 

qualified firms to conduct a review of the Town’s zoning bylaws, working with the 
Town’s PB & staff to edit and update these laws as needed or desired by the PB. 

2. A detailed scope of services can be found in Attachment A. 
3. Services are expected to be needed on November 1, 2019 through March 31, 2020, with 

opportunity for month-to-month extension subject to mutual agreement and the 
availability of funding. 

4. The PB will be the awarding and contracting authority and reserves the right to award 
the contract up to the maximum amount of funds made available through the Town’s 
local appropriation. 

5. A proposal must remain valid until the award date of the contract for services herein 
sought. 

6. The PB may cancel this RFP, in whole or in part, at any time whenever such an act is 
deemed in its best interest. 

7. The PB will not be responsible for any costs incurred by a proposer in preparing and 
submitting a proposal in response to this RFP. 

8. Current Town Zoning Bylaws are available at the Blandford Town Website available 
from: https://townofblandford.com/wp-content/uploads/2019/04/blandford-bylaws-2018-
0419.pdf 

9. Questions on the RFP process should be directed to Jeanne LeClair, Economic 
Development Director, at (413) 636-3476, or jeanne@gatewayhilltowns.org 

10. Proposals are due by October 1, 2019 per Proposal Submission Requirements outlined 
in Section D. 
 

B. Project Description 
 
The PB is seeking price proposals from qualified firms to provide the Town with a full 
review and update of town zoning bylaws. Through this procurement process under 
Massachusetts General Laws, Chapter 30B, Section 6, the PB looks forward to evaluate the 
experience of the submitting contractor and his or her ability to carry out the PB’s mandate 
to properly manage and enforce the Town’s bylaws to reflect the wishes and interests of the 
Town, and provide a solid basis for limiting or encouraging certain activities or 
developments in the future. Therefore, it is important that the PB have the ability to select 
the most advantageous proposal on the basis of technical expertise and cost. 

 
C. Minimum Qualifications 

 
All applicants must possess the following minimum qualifications in order to be considered  
"responsive" to the RFP and therefore eligible for further rating based on the comparative  
evaluation criteria. If the proposer does not meet the minimum criteria, their proposal will be  
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rejected without further review. The PB must answer YES or NO to each question below when 
evaluating in order for the consultant to move to the next evaluation round.  
 
The minimum qualifications are:  
 

1. documentation of the ability to provide adequate services throughout the entirety of the 
contract; 

2. must show familiarity with zoning bylaw procedures including legal requirements, municipal 
obligations, and state norms; 

3. key project staff must have at least two years’ experience working directly with local officials 
and select boards in some capacity—planning or otherwise; 

4. must have prior to signing of the contract:  
a. Bonded and insured in a minimum amount of $500,000 
b. Workers’ Compensation insurance in accordance with all applicable state laws 

 
D. Proposal Submission Requirements 

 
1. The submission and review of such proposals must comply with the provisions of 

Chapter 30B of the Massachusetts General Laws and any other applicable State and 
Federal regulations. Acceptance of any proposal to provide such services is subject to the 
continued availability of funds through the Town. 
 

2. IMPORTANT: Proposals must be divided, with pricing information submitted 
separately from the proposal.  A sealed envelope should clearly identify the party 
submitting the proposal and indicate that it contains either the pricing or non-pricing 
information for the proposal.  An original and five (5) copies of both the pricing and the 
non-pricing information must be contained in your submission.  Both envelopes should 
be submitted to: 

Town Offices 
1 Russell Stage Road 
Blandford, MA 01008 
RE: PROPOSAL 
 Planning Board Bylaw Review Project   
ATTN: Town Administrator  
 

3. Proposals must be received no later than October 1, 2019 by 3:00pm.  Proposals 
may be changed or withdrawn prior to but not subsequent to this date, by submission of 
such change in writing in a sealed envelope, identifying the submitting party and 
indicating that it contains a correction of the pricing or non-pricing section for the 
Planning Board Bylaw Review Project. 
 

4. The contents of proposals will be kept confidential until the evaluation process is 
completed.  However, at the time the non-price proposals are opened, a register of 
proposals, including the name of each proposer and the number of proposal 
modifications submitted by each proposer, will be made available to the public.  
 

 



E. Submission Requirements  
 
1. Each proposal submitted should contain the following:  

 
a) Table of Contents; 
b) A section with narrative responses to the Comparative Evaluation Criteria, 

explaining how each is met. The Criteria are listed in Section F, below; 
c) A list of at least three (3) references from cities or towns serviced either directly 

or through an intermediary; 
d) A list of projects including a brief description of all similar projects completed 

within the past five (5) years within the Commonwealth of Massachusetts. 
e) A project staffing plan, including the name, title (if any), and role of all those 

who will be assigned to provide services; 
f) A completed Price Proposal Submission Form (Attachment B); this should be 

submitted in a separate sealed envelope; 
g) A completed Compliance Certification (Attachment C); 
h) Plan of Services.  A detailed plan of service describing the method undertaken to 

provide requested services out lined in the Scope of Services described in 
Attachment A. 

 
2. If any part of the scope of services under this RFP is to be completed by a 

subcontractor, the proposer will provide a complete description of the services to be 
subcontracted for along with a complete description of the qualifications and capabilities 
of the subcontractor.  As part of the contract award for services, the PB reserves the 
right to approve or disapprove any and all such subcontractors and to revoke any 
approval previously given. 

 
F. Comparative Evaluation Criteria 

 
Each competing firm or individual must provide a brief narrative indicating if and how they 
meet the following Comparative Evaluation Criteria.  Responses to each of these criteria will 
meet the following Comparative Evaluation Criteria.  Responses to each of these criteria will 
be judged in four rating categories: 
 

Highly advantageous 
Advantageous 
Not advantageous 
Unacceptable 
 

To what extent are the following met? 
1. Relevant experience of primary staff to be assigned to this project.  Provide 

qualifications, including dates. 
 

 
 
 
 
 
 



a.  Primary project staff person 

Highly 
Advantageous 

>10 years’ experience as a planning professional 
within the Commonwealth of Massachusetts 

Advantageous 3 < 10 years’ experience as a planning professional 
within the Commonwealth of Massachusetts 

Not Advantageous 1 < 3 years’ experience as a planning professional 
within the Commonwealth of Massachusetts 

Unacceptable < 1 year experience as a planning professional within 
the Commonwealth of Massachusetts 

 
b. Secondary project staff person, if any 

Highly 
Advantageous 

>5 years’ experience as a planning professional within 
the Commonwealth of Massachusetts, or as a local 
planning board member or consultant 

Advantageous 3 < 5 years’ as a planning professional within the 
Commonwealth of Massachusetts, or as a local 
planning board member or consultant 

Not Advantageous 1 < 2 years’ as a planning professional within the 
Commonwealth of Massachusetts, or as a local 
planning board member or consultant 

Unacceptable < 1 year experience as a planning professional within 
the Commonwealth of Massachusetts, or as a local 
planning board member or consultant 

 
2. Plan of Services 

Highly advantageous The plan of services proposes detailed, logical and 
highly efficient schemes for the provision of the 
required services. 

Advantageous The plan of services proposes credible schemes for 
the provision of the required services.  

Not advantageous The plan of services proposes credible schemes for 
the provision of some but not all of the required 
services. 

Unacceptable The plan of services is not credible or is not 
sufficiently detailed to fully evaluate the schemes for 
the provision of required services. 

 
3.  Number of similar services provided within the past five (5) years within the 
Commonwealth of Massachusetts, by the staff to be assigned to this project.  Provide service 
descriptions and dates of services rendered.   
 

Highly advantageous > 10 projects / municipality 
Advantageous 5 < 10 projects / municipality 
Not advantageous 2 < 5 similar projects / municipality 



Unacceptable 2 < similar projects / municipality  
 

4. Completeness of proposal 
Highly advantageous The proposal addresses all of the project objectives 

stated in the RFP  
Advantageous The proposal does not address one (1) of the project 

objectives stated in the RFP 
Not advantageous The proposal does not address two (2) or three (3) of 

the project objectives stated in the RFP 
Unacceptable More than three (3) of the project objectives stated in 

the RFP are not addressed 
 
 

5.  References 
Highly advantageous All three (3) references, very good to excellent 
Advantageous Two (2) of three (3) references very good to excellent 
Not advantageous One (1) of three (3) fewer references very good to 

excellent  
Unacceptable No reference very good to excellent  

 
6. Interviews (if PB decides interviews are necessary) 

Highly advantageous Interview was conducted in a thorough, prepared, and 
professional manner and all review committee 
members rated "HA" 

Advantageous Interview was conducted in a fairly thorough, 
prepared, and professional manner and at least 3 of 5 
PB members rated an "HA" 

Not advantageous Interview was conducted in a somewhat thorough, 
prepared, and professional manner and at least 2 of 5 
PB members rated "HA" 

Unacceptable The interview was not conduced in a thorough, 
prepared, and professional manner no PB members 
rated "HA" 

 
G. Rule for Award 

Proposals will be evaluated, and ranked by the PB: 
1. Price and non-price proposals will be separated. 
2. Non-price proposals will be evaluated according to the Comparative Evaluation 

Criteria specified in Section F of this RFP.  Evaluations will be in writing and will 
indicate the rating given for each criterion, the reasons for the rating, a composite 
rating of each proposal, and the reasons for the composite rating. 

3. References will be conducted and subject to the results, the proposal evaluation will 
be modified and ratings adjusted as necessary. 

4. If deemed necessary, those proposers receiving a rating of "A" and above will be 
interviewed. Upon completion of interviews, the proposal evaluations will be 
modified and ratings adjusted as necessary. 

5. After the non-price proposals have been fully evaluated and ranked, price proposals 
will be opened. Price proposal comparisons will be based on the total fee proposal 
submitted inclusive of all tasks in the Scope of Services listed in Attachment A. 
Continuation services will be at the discretion of the PB.  



6. Finally, the most advantageous proposal will be recommended by the PB to the 
Town Administrator based on a combination of price and non-price proposals. The 
Town Administrator will evaluate the recommendation and make a determination on 
the issuance of a Notice of Award and recommendations for the PB to enter into a 
contract. The PB will contract with the identified most advantageous proposer.  The 
selection will be based on weighting both qualifications and price as well as the 
following factors: 

 
a) Whether or not the submission procedures and requirements as set forth in 

this RFP have been met; 

b) Whether or not the minimum requirements as set forth in this RFP are met;  

c) Whether or not the firm’s or individual’s references are satisfactory; 

d) The merits of the proposed plan of services;  

e) Results from personal and/or telephone interviews, if conducted; 

f) The comparative evaluation ratings; and 

g) The price submission  

 

As previously noted, the PB reserves the right to reject any proposal which, in its judgment, 
fails to meet the requirements of this RFP or which is incomplete, conditional, or obscure; 
or which contains additions or irregularities; or in which errors occur; or if it is determined 
to be in the best interests of the Town. 
 
The PB reserves the right to waive minor discrepancies or permit a competing firm to clarify 
such discrepancies and so conduct discussions with all qualified competing firms in any 
manner necessary to serve the best interests of the Town. The PB reserves the right to award 
the contract up to forty (40) days after the proposal due date.  The PB also reserves the right 
to award a contract based upon written proposals received without prior discussions or 
negotiations. The PB will be the awarding and contracting authority. 

 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 

ATTACHMENT A 
 

SCOPE OF SERVICES 
 

Consultant Services 
Town Bylaw Review and Update 

 
Reporting to the PB, the Consultant/s shall, in general, provide the following contractual services to 
the Town:  
 

• Assist the Planning Board in putting together a timeline for completion of a full bylaw 
review and update, in time for the 2020 Town Meeting in May; 

• Review every section of the Town’s bylaws to insure they are complying with current state 
requirements and, where appropriate, following best practices used by similar municipalities 
or encouraged by state or regional authorities; 

• Meet with the Planning Board monthly in person to review Town goals, planning concerns, 
project progress, and other relevant circumstances affecting the Town’s current and future 
bylaws; 

• Advise the Planning Board on legal requirements and potential challenges regarding 
individual or overall bylaw changes and updates; 

• Advise the Planning Board and project collaborators on effective strategies for 
documenting/updating/publicizing these changes and making all documents digitally 
available for long-term reference and use by future boards and staff; 

• Document and summarize concerns, issues, suggestions, and other input in a final report 
that will be used to guide future Planning Board bylaw reviews and facilitate the long-term 
stability and relevance of the Town’s bylaws, in accordance with its goals. 

The contracting firm will be responsible for all costs of employment including FICA,  
unemployment taxes, health insurance, property/casualty and liability insurance, workers  
compensation, retirement, training, and mileage.  
 

 
 
 
 

 
 



 
 
 

 
 

ATTACHMENT B: 
PRICE PROPOSAL SUBMISSION FORM 

Consultant Services 
Town Bylaw Review and Update 

 
 

Name of Firm/Individual:         _____ 
Street:           _____ 
City/Town:           _____ 
State:     _____ Zip Code:      _____ 
 
Task Quarter 1 (Oct-Dec 2019) Quarter 2 (Jan-Mar 2020) 
A) Town Bylaw 
Review    
 

  

B) Town Bylaw 
Update/Edit Advice  

  

TOTAL   
 
This price proposal is inclusive of all labor, overhead, indirect and direct costs.  
 
SUBMITTED BY: 
Name/Title:           
Signature:           
Date:            

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

ATTACHMENT C: 
COMPLIANCE CERTIFICATIONS 

Certificate of Non Collusion 
The undersigned certifies under 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. 

Non Discrimination and Affirmative Action 

The Contractor agrees to comply with all applicable Federal and State statutes, rules and regulations 
prohibiting discrimination in employment, including but not limited to, the Americans with 
Disabilities Act 42 USC 12101, 28 CFR Part 35, or as amended; 29 USC S.791 et. seq.; Executive 
Orders 227, 237, 246; MGL C. 151B; and MGL C. 272, S. 92A, S98 et.seq., or any amendments to 
these provisions.  Pursuant to Executive Orders 227 and 246, the Contractor is required to take 
affirmative actions designed to eliminate the patterns and practices of discrimination including 
providing written notice of its commitment to non-discrimination to any labor association with 
which it has an employment agreement, and to certified minority and women-owned businesses and 
organizations or businesses owned by individuals with disabilities.  The Town shall not be liable for 
any costs associated with the consultant's defense of claims of discrimination.  
Public Contracts Debarment 
In connection with this bid and all procurement transactions, by signature thereon, the respondent 
certifies that neither the company nor its principals are suspended, debarred, proposed for 
debarment, declared ineligible, or voluntarily excluded from the award of contracts, procurement or 
non-procurement programs from the Commonwealth of Massachusetts, United States Federal 
Government, and the Town.  "Principals" means officers, directors, owners, partners and persons 
having primary interest, management or supervisory responsibilities with the business entity.  
Vendors shall provide immediate written notification to the municipalities at any time during the 
period of the contract of prior or prior to the contract award if the vendor learns of any changed 
condition with regards to the debarment of the company or its officers.  This certification is a 
material representation of fact upon which reliance will be placed when making the business award.  
If at any time it is determined that the vendor knowingly misrepresented this certification, in 
addition to other legal remedies available to the municipalities, the contract will be cancelled and the 
award revoked.   
Qualifications 
The Contractor represents that it is qualified to perform the services required under this contract 
and possesses or shall obtain all requisite licenses and permits.  
Tax Compliance Certification 
Pursuant to M.G.L. c. 62C, §49A, I certify under the penalties of perjury that, to the best of my 
knowledge and belief, I am in compliance with all laws of the Commonwealth relating to taxes, 
reporting of employees and contractors, and withholding and remitting child support.  
Employment Security Contributions and Compulsory Workers' Compensation Insurance 
Pursuant to MGL C.151A, S.19 and MGL C.152, the Contractor certifies with all laws of the 
Commonwealth relating to payments to the Employment Security System and all Commonwealth 
laws relating to required worker's compensation insurance policies.   
 
 

 

_______________________________ 
Signature 
_______________________________ 
Name of Person Signing Proposal 
_______________________________ 
Name of Business 
_______________________________ 
Date 
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