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]  
 
July 17, 2018 
 
Subject: Request for Qualifications, DPS Prime Architect Pre-Qualification  

 
Enclosures: (1) Vendor Acknowledgement 

(2) Instructions 
(3) Outline  
(4) 21st Century Learning Environments 

     
To: All Prospective Vendors:   
 
The Purpose of this RFQ is to create a Prime Architect list of “Most Qualified” vendors that the District will use for bidding 
purposes on all design projects over $150,000 in value. Proposers must be able to commit the resources necessary to 
provide the services requested in a timely manner and conform to all material aspects of the enclosed Scope of Work.  
 
To be considered valid in the selection process, all qualifications statements must follow critical dates as set forth below:  
 
Critical dates: 
 
1)  RFQ Issue date – July 17, 2018 
 
2) Questions due date – July 31, 2018, at 2:00 PM Local Denver Time.  Responses to questions will be provided in 
writing to all prospective Firms.  All questions are to be emailed to Katherine Newby at Katherine_Newby@dpsk12.org. 
Only emailed questions will be responded to.   
 
3) Submittal due date - Proposals must be sent or delivered as directed in this solicitation and received on or before, 
August 30, 2018, 2:00 PM, Local Denver Time to the District’s Strategic Sourcing Office located at: 1617 S, Acoma St., 
Denver, CO 80223.  Qualifications submittals received after this time will not be considered and individual extensions to 
the due date will not be granted.  The District will not accept email or fax responses to this RFQ. You are responsible to 
address the envelope as follows: - Denver Public Schools, Strategic Sourcing Department, 1617 S. Acoma St., Denver, 
CO 80223 Attn: BD1865 Prime Architect Prequalification. 
 
Please be advised that the selection is based upon the content of the submission.  Organized, succinct and 
straightforward submissions are appreciated.  There is no need to go to excessive costs in preparing elaborate packaging.  
Prior to a formal determination, all terms and conditions must be agreed upon by all parties.  Please address any inquiries 
to the following:  Katherine_Newby@dpsk12.org.  
 
Sincerely, 
Katherine Newby 
Strategic Sourcing / Senior Buyer 
Denver Public Schools 
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VENDOR ACKNOWLEDGEMENT 

 

Purpose: The purpose of this RFQ is to provide Denver Public Schools with a pre-approved, most qualified list for 

Prime Architect bidding.  

 

Date:      July 17, 2018 

 

Proposal number:    BD1865 

 

Proposal title:     DPS Prime Architect Pre-Qualification 

 

Deadline to Submit Questions:   July 31, 2018 at 2:00 PM MST 

 

Proposals will be received until:   August 30, 2018 

   2:00 PM, Local Denver Time  

      at 1617 S. Acoma St. Denver, CO 80223 

 

For additional information please contact: Katherine Newby 

Email Address     Katherine_Newby@dpsk12.org 

Documents included in this package:  Vendor Acknowledgement 

Instruction to Vendors 

   

 

The undersigned hereby affirms that (1) he/she is a duly authorized agent of the Vendor, (2) he/she has read all terms and 

conditions, technical specifications and all other Solicitation Documents which were made available in conjunction with this 

Solicitation and fully understands and accepts them, (3) that the offer is being submitted on behalf of the Vendor in 

accordance with any terms and conditions set forth in this document, and (4) that the Vendor will accept any awards made to 

it as a result of the offer submitted herein for a minimum of ninety (90) calendar days following the date of submission. 

VENDOR PRINT OR TYPE YOUR INFORMATION 

(Include this form in your proposal) 

Name of Company: ____________________________________________ Fax: _____________ 

Address: ________________________ City/State: ________________ Zip: ______________ 

Contact Person: ___________________ Title: _____________________ Phone: ___________ 

Authorized Representative’s Signature: ____________________________ Phone: ___________ 

Printed Name: ____________________ Title: _____________________ Date: ____________ 

Email Address: ___________________ Approved by: ______________ Date: ____________ 

 

Addendum(s) 

Acknowledged 
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INSTRUCTIONS TO VENDORS 

 

I. APPLICABILITY.  These Instruction to Vendors apply, but are not limited, to all bids, proposals, qualifications and 

quotations (hereinafter referred to as “Offers” or “Responses”) made to the Denver Public Schools (hereinafter 

referred to as "District") by all prospective product and/or service suppliers ( hereinafter referred to as "Vendors") in 

response, but not limited, to Invitations to Bid, Requests for Proposals, Requests for Qualifications, and Requests for 

Quotations (hereinafter referred to as “Solicitations”). 

 

II. CONTENTS OF OFFER 

 

A. General Conditions.  Vendors are required to submit their Offers in accordance with the following expressed 

conditions: 

 
1. Vendors shall make all investigations necessary to thoroughly inform themselves regarding the RFQ.  No plea 

of ignorance by the Vendor of conditions that exist or that may hereafter exist as a result of failure to fulfill the 
requirements of the documents will be accepted as the basis for varying the requirements of the District or the 
compensation to the Vendor. 

 
2. Vendors are advised that all District contracts are subject to all legal requirements contained in the District 

Board policies, the Strategic Sourcing’s procedures and state and federal statutes.  When conflicts between 
the Solicitation and these legal documents occur, the highest authority will prevail. 

 
3. Vendors are required to state exactly what they intend to furnish to the District via this Solicitation and must 

indicate any variances to the terms, conditions, and specifications of this Solicitation no matter how slight.  If 
variations are not stated in the Vendor’s Offer, it shall be construed that the Vendor’s Offer fully complies with 
all conditions identified in this Solicitation. 

 
4. All Offers and other materials submitted in response to this Solicitation shall become the property of the 

Denver Public Schools. 
 
5. Open Records. The Vendor understands that all material provided or produced under this Agreement may be 

subject to the Colorado Open Records Act, § 24-72-201, et seq., C.R.S. (2006), and that in the event of a 
request to the District for disclosure of such information, the District shall advise the Vendor of such request in 
order to give the Vendor the opportunity to object to the disclosure of any of its proprietary or confidential 
material. In the event of the filing of a lawsuit to compel such disclosure, the District will tender all such 
material to the court for judicial determination of the issue of disclosure and the Vendor agrees to intervene in 
such lawsuit to protect and assert its claims of privilege and against disclosure of such material or waive the 
same. The Vendor further agrees to defend, indemnify and save and hold harmless the District, its officers, 
agents and employees, from any claims, damages, expenses, losses or costs arising out of the Vendor’s 
intervention to protect and assert its claim of privilege against disclosure under this Article including, but not 
limited to, prompt reimbursement to the District of all reasonable attorney fees, costs and damages that the 
District may incur directly or may be ordered to pay by such court.  

 
B. Clarification and Modifications in Terms and Conditions 

 
1. If any Vendor contemplating submitting an Offer under this Solicitation is in doubt as to the true meaning of 

the specifications, the Vendor must submit a written request for clarification to the District's contact person.  
The Vendor submitting the request shall be responsible for ensuring that the request is received by the 
District in accordance with the Solicitation Schedule. 
 
Any official interpretation of this Solicitation must be made, in writing, by an agent of the District's 
Purchasing Department who is authorized to act on behalf of the District.  The District shall not be 
responsible for interpretations offered by employees of the District who are not agents of the 
District's Strategic Sourcing. 
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The District shall issue a written addendum for substantial changes which impact the technical submission of 

Offers.  Such addenda shall be emailed to all Vendors that have notified the District of their intent to bid on 

this project.  The Vendor shall certify its acknowledgment of the addendum by signing the addendum and 

returning it with its Offer.  In the event of conflict with the original contract documents, addenda shall govern 

over all Contract Documents to the extent specified.  Subsequent addenda shall govern over prior addenda 

only to the extent specified. 

 

C. Vendor Clarification 

1. The Vendor, by affixing its signature to this Solicitation, certifies that its Offer is made without previous 
understanding, agreement, or connection either with any persons, firms or corporations making an Offer for 
the same items, or with the District.  The Vendor also certifies that its Offer is in all respects fair, without 
outside control, collusion, fraud, or otherwise illegal action.  To insure integrity of the District's public 
procurement process, all Vendors are hereby placed on notice that any and all Vendors who falsify the 
certifications required in conjunction with this section will be prosecuted to the fullest extent of the law. 

  

III. SOLICITATION:  The following activities outline the process to be used to solicit vendor responses and to evaluate 

each vendor proposal. 

 

 Solicitation Schedule: 

Distribute Request for Qualifications    July 17, 2018 

 Deadline for submitting questions    July 31, 2018 
Proposal due date deadline     August 30, 2018 
Qualifications Notice       November, 2018 

 

IV. PREPARATION AND SUBMISSION  

A. Preparation 
1. All Offers will refer to and contain the information requested in the Scope of Work/Specifications document 

(included) as well as follow the format as described therein. 
 

2. The Offer must be typed or legibly printed in ink.  The use of erasable ink is not permitted.  All corrections 
made by the Vendor must be initialed in blue ink by the authorized agent of the Vendor. 

 
3. Offers must contain, in blue ink, a signature of an authorized agent of the Vendor in the space provided on 

the Vendor Acknowledgement.  The original Vendor Acknowledgement of this Solicitation must be 
included in all Submittals.   

 
4. The accuracy of the solicitation is the sole responsibility of the Vendor.  No changes in the Offer shall be 

allowed after the date and time that the Offers are due. 
 
B. Submission  

 
1. The Offer shall be sealed in an envelope with the Vendor’s name and the RFP number on the outside.  

Please furnish one (1) electronic copy on flash drive (please no CD’s). No hard copy is required.  
  

2. Offers submitted via facsimile machines or email will not be accepted. 
 

3. Font used should be no less than 10 point 

4. Please limit proposal content to 25 pages. This does not include cover pages, dividers or DPS supplied forms. 

C. Late Offers.  Offers received after the date and time set for the opening shall be considered non-responsive and 
returned to the Vendor. 
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V. MODIFICATION OR WITHDRAWAL OF OFFERS 

 

A. Modifications to Offers.  Offers may only be modified in the form of a written notice on company letterhead and 

must be received prior to the time and date set for the Offers to be opened.  Each modification submitted to the 

District’s Strategic Sourcing must have the Vendor’s name and return address and the applicable Solicitation 

number and title clearly marked on the face of the envelope.  If more than one modification is submitted, the 

modification bearing the latest date of receipt by the District’s Strategic Sourcing will be considered the valid 

modification. 

 

B. Withdrawal of Offers 

 

1. Offers may be withdrawn prior to the time and date set for the opening.  Such requests must be made in 

writing on company letterhead. 

 

2. Offers may not be withdrawn after the time and date set for the opening for a period of ninety (90) calendar 

days.  If an Offer is withdrawn by the Vendor during this ninety day period, the District may, at its option, 

suspend the Vendor from the bid list and may not accept any Offer from the Vendor for an eighteen (18) 

month period following the withdrawal. 

 

VI. REJECTION OF OFFERS 

 

A. Rejection of Offers.  The District may, at its sole and absolute discretion: 

 

1. Reject any and all, or parts of any or all, Offers submitted by prospective Vendors; 

2. Re-advertise this Solicitation; 

3. Postpone or cancel the process; 

4. Waive any irregularities in the Offers received in conjunction with this Solicitation to accept an offer(s) which 

has additional value or function and/or is determined to be more advantageous to the District; and/or 

5. Determine the criteria and process whereby Offers are evaluated and awarded.  No damages shall be 

recoverable by any challenger as a result of these determinations or decisions by the District. 

 

B. Rejection of a Particular Offer.  The District may, at its sole and absolute discretion, reject an offer under any of 

the following conditions: 

 

1. The Vendor misstates or conceals any material fact in its Offer; 

2. The Vendor’s Offer does not strictly conform to the law or the requirements of the Solicitation; 

3. The Offer does not include documents, including, but not limited to, certificates, licenses, and/or samples, 

which are required for submission with the Offer in conjunction with the Solicitation.  

4. The Offer has not been executed by the Vendor through an authorized signature on the Vendor 

Acknowledgement. 

 

C. Elimination from Consideration 

1. An Offer may not be accepted from, nor any contract be awarded to, any person or firm which is in arrears to 

the District upon any debt or contract or which is a defaulter as surety or otherwise upon any obligation to the 

District. 

2. An Offer may not be accepted from, nor any contract awarded to, any person or firm which has failed to 
perform faithfully any previous contract with the District, state or federal government, for a minimum period of 
three years after this previous contract was terminated for cause. 

D.   The District reserves the right to waive any technical or formal errors or omissions and to reject any and all bids, 

or to award contract for the items hereon, either in part or whole, if it is deemed to be in the best interest of the 

District to do so.   
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VII. AWARD OF RFQ. The District intends to award the Most Qualified Prime Architects through the issuance of a Notice 

of Pre-Qualification. Only prequalified vendors will be eligible to submit on all upcoming design work for the duration of the 

terms set forth in section VIII. The District will utilize a shortlist program for those Vendors who are awarded prequalified 

status to ensure opportunities are dispersed as equally as possible. Shortlisting will place vendors with other vendors of 

like size and qualifications based on this RFQ.  Additionally, size, complexity of work and type of work will be considered 

when generating shortlists for specific projects. 

 

VIII. TERM OF PREQUALIFICATION: Awarded Vendors will be prequalified with the District for no less than a minimum 

of two (2) years. The District shall have the option to renew the contract for four (4) additional one year periods. This 

option is a District prerogative and not a right of the Vendor and will be exercised only when such continuation is clearly in 

the best interest of the District. Unless otherwise notified in writing, the option period shall become automatic at the end of 

the original period.  

*Once awarded, the District may elect to reopen this RFQ once per year. Only new Vendors not currently prequalified will 

be eligible to submit their qualifications for consideration.  

The District reserves the right to award to as many or as few Vendors are deemed qualified and to amend the terms of 

this prequalification status at their discretion.  

 

IX. EVALUATION CRITERIA.  An evaluation committee composed of representatives selected by District will perform the 

evaluation of proposals.  The committee shall evaluate statements of qualifications and performance data submitted by 

the Vendor and may conduct interviews based upon evaluation factors listed in the proposal requirements.  Proposals will 

be evaluated and scored by the committee based on the requirements listed below: 

 

 Diverse Business Program    20 

 Firm Work History     40 

 Staffing/Capacity     40 

 Supporting Documents    Pass/Fail 

 Interviews (**If Necessary**)    25 – Interview points are not cumulative 
 
 

X. APPEAL OF AWARD.  Vendors may appeal by submitting, in writing, a detailed request for reconsideration to the 

District's Strategic Sourcing Department within 72 hours after the Notice to Award is issued. 

 

 



7 

 

 
Denver Public Schools 

DPS Prime Architect Pre-Qualification  
SCOPE/ Required Documents 

 
Details/guidelines on each Section(s)/Pre-qualified Program:  
 

  Overall:  The evaluation committee will select only the Most Qualified Prime Architects to work with the District 
and put them into a Category for bidding A/E services. The Committee will assess Vendors in two phases: 

o  First, we will review those who have not worked in a Prime A/E role in the last 5 years (or at all). 
  If a Firm has not worked with the District before, they will be assigned to the “Aspen” category. 

They will be eligible for projects with the least amount of restrictions.  
o Second, the Committee will review those who have previously worked in a Prime A/E Bidding role within 

the last 5 years and will sort into two remaining categories: 
 “Evergreen” category Primes will be eligible for selected projects that have restrictions (scope 

and schedule, and extenuating circumstances) that the district deems important.   
 “Spruce” category Primes will be eligible for projects with fewer constraints and restrictions.   

 
The District has certain standards and would like to put new A/E Primes in the best possible situation to succeed.  If a 
vendor should underperform, the district reserves the right to suspend or terminate the relationship, in which case The 
District may select another vendor from another category or select a vendor that is qualified to replace the Vendor that 
was suspended/removed.  

 
If you have submitted in the past, you will NOT be grandfathered in, ALL VENDORS MUST SUBMIT 
AGAIN.  
 

 Diversity Program and Business Background Info (Section 1): The Evaluation Committee is interested in how 
your firm has utilized MWBEs 1) on past DPS projects and 2) on projects with other entities which have goal 
requirements. Please make sure you are detailed in this program. All basic company information should be 
provided as requested below. 
 

 Firm Work History (Section 2):  Please submit recent examples (in the last seven years) of your Firm’s K-12 or 
similar experience. If you have completed K-12 work previously, please include only projects on which ‘Design 
Principles for 21st Century Learning Environments’ were implemented as well as the construction completion 
dates. If you have worked with the Denver Public Schools before, the Evaluation Committee may take into 
account any/all past projects as well as any that you proposed in the submittal. 

 

 Staffing (Section 3):  Please only submit the team members that will be working on District projects.  If your team 

member is not submitted at the time of the submittal they will not be eligible to work on district projects without 
prior approval from the District (We understand personnel come and go and we just ask that you submit, in 
writing, their resume before they are put on a DPS project for bid).  

 

 Supporting Documents (All Sections):  These are listed in the scope/required document portion of the RFQ 
(see below), we will taking all of these documents into consideration during the evaluation process.  

 
Please use the form below as an outline for your submittal and attach appropriate documents. Include an 
electronic version with your submittal.  
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Business Background Information (Section 1): 

1. Name of Firm requesting to be Pre-Qualified as a “Prime Architect” 

2. Provide Firm information: local office and principle office if other than local office. 

a. Firm Info: 

i. Business Name 

ii. Business Street Address 

iii. City/State/Zip 

iv. Telephone Number 

b. How many years has your Firm been doing business in the state of Colorado? 

c. Please indicate a designated contact person for your business that would be the main contact for: general 

information, bid opportunities and notices: 

i. Contact Person: 

ii. Email Address(s): 

3. Please indicate your Firm’s appropriate business classification: 

1. Corporation, Partnership, Joint Venture, Sole Owned, LLC 

b. Please indicate any and all Diverse Business Enterprise Certifications that you currently hold(please 

provide copy of certification(s): 

1. MBE, WBE 

2. DPS recognizes the following certifications for the MWBE goals program 

 City and County of Denver (M/WBE) 

 National Minority Supplier Development Council (MBE) 

 Women Business Enterprise Council (WBE) 

c. Provide an organizational chart of your Firm.  

d. Corporations please provide the following information: 

1. Copy of the most recent annual report, Date Firm was incorporated, State and Country 

where the Firm is incorporated, Name of President, Name of Vice-President(s), Name of 

Secretary, Name of Chief Financial Officer.   

e. Partnerships or Individual: Please provide the following information: 

1. Date the Firm was established, Name and address(s) individual/partners (please indicate 

partners and whether general or limited partners).  

4. Please indicate whether your Firm has a Diversity Program. 

1. If so please provide a copy of the program.  

 

Firm Work History (Section 2): 

5. Has your Firm ever failed to accept a contract award or complete a contract awarded to you? 

1. If so, please indicate: project, date, owner and reason 

6. Has your Firm ever had a contract terminated? 

1. If so, please indicate: project, date, owner and reason 

7. Within the last five years has your current Firm or any predecessor organization been involved as a party in any: 

bankruptcy, litigation, arbitration or any other legal proceedings? 

1. If yes, DPS may request additional information. 

8. Please indicate in the last 5 years of your total work, what percentage has been K-12 related? 

9. Please list at least 5, no more than 10 example projects that you have completed in the last 5 years  

1. Please list completed projects of varying size and complexity that showcase your Firm’s 

abilities.  

2. List projects your Firm is most proud of. Include: 

a. Principal, key team members, Subconsultants, project dollar value, scope of work 

and any change order work submitted. 

 

https://denver.mwdbe.com/
http://www.mpmsdc.org/application/
https://wbec-west.com/certification-process/
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Staffing (Section 3): 

10. Does your Firm have a pre-hire program? 

i. Pre-hire background check program? 

1. If so, please provide that policy 

ii. Pre-hire Drug-testing program? 

1. If so, please provide that policy 

b. Does your Firm have a drug-free workplace policy? 

1. If so, please provide that policy 

11. Give examples of how proposed team members have worked together in the past.  

a. Provide information regarding this team’s ability/approach to difficult projects, time constraints and other 

complicating factors. How will your team ensure success on their part to DPS projects? 

12. Resumes:  Provide resumes and years’ experience with the Firm for management and all staff that will work on 

DPS projects; include all key team members that may work on DPS projects. Please limit resumes to one page 

per employee.  

1. For Principals and Project Managers, include how long employee has been with your 

Firm, size of projects (dollar amount and scope) and types of projects that they have 

worked on in the last 3-5 years.  

2. Include education background, any State of Colorado certifications/licenses held. 

3. Please include most recent project experience.  

 

 
 
I hereby certify that the information provided in this statement is true and correct. 
 
 
 By  Title __________________________ 
Print Name  
 
 
  
Date 
 
 
State of Colorado 
 
County of _________________ 
 
The foregoing statement was acknowledged before me this______ day ________of, 20 
 
By  ___________________________________ of __________________ my commission expires. 
 
Witness by hand of official seal ______________________ Notary. 


