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PROPOSAL SCHEDULE 
 
 
 

RFP # ‘15/02/P 
 
 
 

1. Advertisement     July 24, 2014 
 
2. Issuance of RFP’S:     July 24, 2014 
 
3. Receipt of proposals: 
        ,August 18, 2014 at 2:00 p.m.    
        local prevailing time. 
        Purchasing Office 2651 
        Siringo Road Bldg., “H” 
        Santa Fe, New Mexico 
        87505 (505) 955-5711 
 
4. Evaluation of proposals:    August 19, 2014 
 
5. Interviews:      August 22, 2014 
 
6. Recommendation of award 
 to Public Works:     August 25, 2014 
 
7. Recommendation of award  
 to Finance Committee:    September 2, 2014 
 
8. Recommendation of award 
 to City Council:     September 10, 2014 
 
 
 
DATES OF CONSIDERATION BY FINANCE COMMITTEE AND CITY COUNCIL ARE 
TENTATIVE AND SUBJECT TO CHANGE WITHOUT NOTICE. 
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INFORMATION FOR PROPONENTS 
  
1. RECEIPT OF PROPOSALS 
 
 The City of Santa Fe (herein called "City"), invites firms to submit one original two 

copies of the proposal.  Proposals will be received by the Purchasing Office, until 
2:00 p.m. local prevailing time, August 18, 2014. 

 
 The packets shall be submitted and addressed to the Purchasing Office, at 2651 

Siringo Road Bldg. “H” Santa Fe, New Mexico 87505. No late proposals will be 
accepted whether hand delivered, mailed or special delivery. Do not rely on 
“overnight delivery” without including some lead-time. “Overnight delivery” will be 
determined to be non-responsive if delivered late, no matter whose fault it was. It 
is recommended that extra days be included in the anticipated delivery date to 
ensure delivery is timely. The Purchasing Office is closed 12:00 p.m. to 1:00 p.m. 
The outside of the envelope should clearly indicate the following information: 

 
 Proposal number:  ‘15/02/P 
 Title of the proposal:  Tree Pruning and/or removal service 
 Name and address of the proponent: 
 
 Any proposal received after the time and date specified shall not be considered.  

No proposing firm may withdraw a proposal within 60 days after the actual date of 
the opening thereof. 

 
2. PREPARATION OF PROPOSAL 
 
 Vendors shall comply with all instructions and provide all the information requested.  

Failure to do so may disqualify your proposal.  All information shall be given in ink 
or typewritten.  Any corrections shall be initialed in ink by the person signing the 
proposal. 

 
 This request for proposal may be canceled or any and all proposals may be 

rejected in whole or in part, whenever the City of Santa Fe determines it is in the 
best interest of the city. 

 
3. ADDENDA AND INTERPRETATIONS 
 
 No oral interpretation of the meaning of any section of the proposal documents will 

be binding.  Oral communications are permitted in order to make an assessment of 
the need for an addendum.  Any questions concerning the proposal must be 
addressed prior to the date set for receipt of proposal. 

 
 Every request for such interpretation should be in writing addressed to, Purchasing 

Officer, 2651 Siringo Road Bldg. “H” Santa Fe, New Mexico, 87505 and to be given 
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consideration must be received at least (5) days prior to the date set for the 
receiving of proposals. 
 

 Any and all such interpretations and any supplemental instruction will be in the form 
of written addenda to the RFP, which if issued, will be delivered to all prospective 
firms not later than three days prior to the date fixed for the receipt of the proposals.  
Failure of any proposing firm to receive any such addenda or interpretations shall 
not relieve such firm from any obligation under their proposal as submitted.  All 
addenda so issued shall become part of the contract documents. 
 
The City reserves the right to not comply with these time frames if a critical 
addendum is required or if the proposal deadline needs to be extended due to a 
critical reason in the best interest of the City of Santa Fe. 
  

4. LAWS AND REGULATIONS 
 
 The proposing firm's attention is directed to the fact that all applicable Federal 

Laws, State Laws, Municipal Ordinances, and the rules and regulations of all 
authorities having jurisdiction over said item shall apply to the contract throughout. 
They will be deemed to be included in the contract the same as though herein 
written out in full. 

 
5. METHOD OF AWARD 
 
 The proposal is to be awarded based on qualified proposals as per the enclosed 

rating system and at the discretion and consideration of the governing body of the 
City of Santa Fe. The selection committee may interview the top three rated 
proponents; however, contracts may be awarded without such interviews.  At its 
discretion the city reserves the right to alter the membership or size of the selection 
committee. The City reserves the right to change the number of firms interviewed.  

 
6. COMPLIANCE WITH CITY’S MINIMUM WAGE RATE ORDINANCE (LIVING 

WAGE ORDINANCE) 
 

A copy of the City of Santa Fe Ordinance No. 2003-8, passed by the Santa Fe City 
Council on February 26, 2003 is attached.  The proponent or bidder will be required 
to submit the proposal or bid such that it complies with the ordinance to the extent 
applicable.  The recommended Contractor will be required to comply with the 
ordinance to the extent applicable, as well as any subsequent changes to the 
Ordinance throughout the term of this contract. 
  

7. RESIDENT, LOCAL OR VETERANS PREFERENCE 
 

 INTENT AND POLICY 
The city recognizes that the intent of the state resident preference statute is to give 
New Mexico businesses and contractors an advantage over those businesses,  



 

5 

 policy is to give a preference to those persons and companies who contribute to the 
economy of the State of New Mexico by maintaining businesses and other facilities 
within the state and giving employment to residents of the state (1969 OP. Att'y 
Gen. No. 69-42).  The city also has adopted a policy to include a local preference to 
those persons and companies who contribute to the economy of the County of 
Santa Fe by maintaining businesses and other facilities within the county and giving 
employment to residents of the county. 

  
 With acknowledgment of this intent and policy, the preference will only be applied 

when bids are received from in-state and county businesses, manufacturers and 
contractors that are within 5% of low bids received from out-of-state businesses, 
manufacturers and contractors (13-1-21 (A) -1-21 (F) and 13-4-2 (C) NMSA 1978). 

 
 To be considered a resident for application of the preference, the in-state bidder 

must have included a valid state purchasing certification number with the submitted 
bid. 

 
 Thus it is recommended that in-state bidders obtain a state purchasing certification 

number and use it on all bids, in order to have the preference applied to their 
advantage, in the event an out-of-state bid is submitted.  In submitting a bid, it 
should never be assumed that an out-of-state bid will not be submitted. 

 
 For information on obtaining a state purchasing certification number, the potential 

bidder should contact the State of New Mexico Taxation and Revenue Department.  
 
 All resident preferences shall be verified through the State Purchasing Office.  

Applications for resident preference not confirmed by the state Purchasing Office 
will be rejected.  The certification must be under the bidder's business name 
submitting the bid. 

 
 NON-APPLICATION-COMPETING IN-STATE BIDDERS 
 

If the lowest responsive bid and the next responsive bids within 5% of the lowest 
bid, are all from the state of New Mexico, then the resident preference will not be 
applied and the state purchasing certification number will not be considered.  To be 
considered an in-state bidder in this situation, the bidders must meet the definition 
criteria of Chapter 13-1-21 (A)(1) and Chapter 13-4-2 (A) NMSA 1978. After 
examining the information included in the bid submitted, the city Purchasing 
Director may seek additional information of proof to verify that the business is a 
valid New Mexico business.  If it is determined by the city Purchasing Director that 
the information is not factual and the low responsive bid is actually an out-of-state 
bidder and not a New Mexico business, then the procedures in the previous section  

 may be applied. 
 
 If the bidder has met the above criteria, the low responsive "resident" bid shall be 

multiplied by .95. If that amount is then lower than the low responsive bid of a "non-
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resident" bidder, the award will be based taking into consideration the resident 
preference of 5%. 

 
 APPLICATION FOR LOCAL PREFERENCE 
 

For the purposes of this section, the terms resident business and resident 
manufacturer shall be defined as set out in Section 13-1-21 NMSA 1978; the term 
local as applied to a business or manufacturer shall mean: 

  
Principal Office and location must be stated: To qualify for the local preference, 
the principal place of business of the enterprise must be physically located within 
the Santa Fe County Geographic Boundaries. The business location inserted on 
the Form must be a physical location, street address or such. DO NOT use a 
post office box or other postal address. Principal place of business must have 
been established no less than six months preceding application for certification.  

 
The PREFERENCE FACTOR for resident and local preferences applied to bids 
shall be .95 for resident and .90 for local. The preference for proposals shall be 
1.10 for local. 

New Mexico Resident Veteran Business Preference:  New Mexico law, Section 13-
1-22 NMSA 1978, provides a preference in the award of a public works contract for 
a “resident veteran business”.  Certification by the NM Department of Taxation and 
Revenue for the resident veteran business requires the Offeror to provide evidence 
of annual revenue and other evidence of veteran status. 

An Offeror who wants the veteran business preference to be applied to its proposal 
is required to submit with its proposal the certification from the NM Department of 
Taxation and Revenue and the sworn affidavit attached hereto as Appendix E. 
 
If an Offeror submits with its proposal a copy of a valid and current veteran resident 
business certificate, 7%, 8%, or 10% of the total weight of all the evaluation factors 
used in the evaluation of proposal may be awarded. 
 
The local preference or resident business preference is not cumulative with the 
resident veteran business preference. 
 
Proposals for Goods and Services. When proposals for the purchase of goods or 
services pursuant to Section 23 are received, the evaluation score of the proposal 
receiving the highest score of all proposals from those proponents in the first 
category listed above shall be multiplied by the Preference Factor.  If the resulting 
score of that proposal receiving the preference is higher than or equal to the 
highest score of all proposals received, the contract shall be recommended to that 
proponent receiving the preference. I f no proposal are received from proponents in  
 

the first category, or if the proposal receiving the preference does not qualify for an 
award after multiplication by the Preference Factor, the same procedure shall be 
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followed with respect to the next category of proposals listed to determine if a 
proponent qualifies for award. 

 
Qualifications for Local Preference. The Central Purchasing Office shall have 
available a form to be completed by all bidders/proponents who desire to apply for 
the local preference as a local business.  The completed form with the information 
certified by the offeror must be submitted by the bidders/proponents with their bid or 
proposal to qualify for this preference. 
 
Limitation. No offeror shall receive more than a 10% for local preference pursuant 
to this section on any one offer submitted.  A bidder may not claim cumulative 
preferences. 
 
Application. This section shall not apply to any purchase of goods or services when 
the expenditure of federal and/or state funds designated for a specific purchase is 
involved and the award requirements of the funding prohibit resident and/or local 
preference(s). This shall be determined in writing by the department with the grant 
requirements attached to the Purchasing Office before the bid or request for 
proposals is issued. 
 
Exception. The City Council at their discretion can approve waiving the Local 
Preference requirements for specific projects or on a case by case basis if it is the 
City’s best interest to do so. 

  
8. PROTESTS AND RESOLUTIONS PROCEDURES 
 
 Any proponent, offeror, or contractor who is aggrieved in connection with a 

procurement may protest to the Purchasing Officer.  The protest must be in writing 
and submitted within fifteen (15) days and requirements regarding protest and 
resolution of protests are available from the Purchasing Office upon request. 
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SPECIAL CONDITIONS 
 
1. GENERAL 
 When the City's Purchasing Officer issues a purchase order document in response 

to the vendor's bid, a binding contract is created. 
 
2. ASSIGNMENT 
 Neither the order, nor any interest therein, nor claim under, shall be assigned or 

transferred by the vendor, except as expressly authorized in writing by the City 
Purchasing Officer's Office. No such consent shall relieve the vendor from its 
obligations and liabilities under this order. 

 
3. VARIATION IN SCOPE OF WORK 
 No increase in the scope of work of services or equipment after award will be 

accepted, unless means were provided for within the contract documents. 
Decreases in the scope of work of services or equipment can be made upon 
request by the city or if such variation has been caused by documented conditions 
beyond the vendor's control, and then only to the extent, as specified elsewhere in 
the contract documents. 

 
4. DISCOUNTS 
 Any applicable discounts should be included in computing the bid submitted. Every 

effort will be made to process payments within 30 days of satisfactory receipt of 
goods or services. The City Purchasing Officer shall be the final determination of 
satisfactory receipt of goods or services. 

 
5. TAXES 
 The price shall include all taxes applicable. The city is exempt from gross receipts 

tax on tangible personal property. A tax exempt certificate will be issued upon 
written request. 

 
6. INVOICING 
 (A) The vendor's invoice shall be submitted in duplicate and shall contain the 

following information: invoice number and date, description of the supplies or 
services, quantities, unit prices and extended totals. Separate invoices shall 
be submitted for each and every complete order. 

 
 (B) Invoice must be submitted to ACCOUNTS PAYABLE and NOT THE CITY 

PURCHASING AGENT. 
 
7. METHOD OF PAYMENT 
 Every effort will be made to process payments within 30 days of receipt of a 

detailed invoice and proof of delivery and acceptance of the products hereby 
contracted or as otherwise specified in the compensation portion of the contract 
documents. 
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8. DEFAULT 
 The City reserves the right to cancel all or any part of this order without cost to the 

City if the vendor fails to meet the provisions for this order, and except as otherwise 
provided herein, to hold the vendor liable for any excess cost occasioned by the city 
due to the vendor's default. The vendor shall not be liable for any excess cost if 
failure to perform the order arises out of causes beyond the control and with the 
fault or negligence of the Vendor and these causes have been made known to the 
City of Santa Fe in written form within five working days of the vendor becoming 
aware of a cause which may create any delay; such causes include, but are not 
limited to, acts of God or the public enemy, acts of the State or of the Federal 
Government, fires, floods, epidemics, quarantine restrictions, strikes, freight 
embargoes, unusually severe weather and defaults of sub-contractors due to any of 
the above unless the city shall determine that the suppliers or services to be 
furnished by the sub-contractor are obtainable from other sources in sufficient time 
to permit the vendor to meet the required delivery schedule. The rights and 
remedies of the city are not limited to those provided for in this paragraph and are in 
addition to any other rights provided for by law. 

 
9. NON-DISCRIMINATION 
 By signing this City of Santa Fe bid or proposal, the vendor agrees to comply with 

the Presidents Executive Order No. 11246 as amended. 
  
10. NON-COLLUSION 
 In signing this bid or proposal, the vendor certifies they have not, either directly or 

indirectly, entered into action in restraint of full competition in connection with this 
bid or proposal submittal to the City of Santa Fe. 



 

10 

SCOPE OF SERVICES 
‘15/02/P 

 
 

The Contractor shall provide the following services for the City: 
   
A. Furnish tree pruning and removal services conforming to the American National 
Standards Institute Standard Z-133.1-2006 and ANSI A300-(Parts 1-10) as currently 
amended.  
 
B.  To provide all necessary transportation, supervision, labor, licenses, tools, 
equipment, services and expertise that apply to pruning and removal of evergreen and 
deciduous species as directed. It is required of the contractor to provide the necessary 
equipment and crews to complete the work within the specified period. 
   
C.  Unless specifically directed all pruning shall follow National Arborist Association 
Class II Pruning Standards (TCIA) for Shade Trees.  
    
D. Attention is to be given to the eventual symmetrical appearance of the trees. 
Appropriate pruning shall be done in order to maintain a tree-like form typical of the 
species of the tree being trimmed. 
    
E. All final cuts shall be made sufficiently close to the trunk or parent limb, without 
cutting into the branch collar or leaving a protruding stub, so that closure can readily 
begin under normal conditions. Excessively deep flush cuts which produce large 
wounds or weaken the tree at the cut shall not be made. Pruning tools and saws shall 
be kept sharpened to produce final cuts with smooth wood surface and secure bark 
remaining intact. All trees six inches or less in diameter shall be pruned by hand and/or 
hydraulic pruning tools only. 
    
F. It is necessary to precut branches that are too heavy to handle to prevent splitting or 
peeling the bark. Where necessary to prevent tree or property damage, branches shall 
be lowered to the ground by proper ropes or equipment. 
    
G. On trees known to be diseased, tools are to be disinfected with methyl alcohol at 
70% (denatured wood alcohol diluted appropriately with water) or bleach solution after 
each cut and between trees where there is known to be a danger of transmitting the 
disease on tools. 
    
H. Equipment that will damage the bark and cambium layer should not be used on or in 
the tree. For example, the use of climbing spurs is not an acceptable work practice for 
tree pruning operations on live trees. 
    
I.   Unless otherwise instructed the Contractor shall clean up the site and remove and 
dispose of all debris at the end of each day's operation. Site cleanup shall include 
removal of sawdust, small twigs, chips, leaves, trunks and limbs from the street and 
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parkway with appropriate tools for the job. Stumps shall not be left higher than three (3) 
inches above ground level. Aside from the stump left, the site shall be returned to the 
same state it existed in prior to the removal. Disposal of all logs, limbs, chips and debris 
generated by work described within this contract will be the responsibility of the 
contractor unless other arrangements have been determined to be in the City’s best 
interest.   
    
J.  The Contractor shall take all necessary precautions to eliminate damage to adjacent 
trees and shrubs, lawns, or other real or personal property. Holes made in the lawn, 
regardless of size, shall be filled with sandy loam soil and seeded with a turf grass lawn 
seed mix. Vegetation surrounding a tree marked for removal/pruning shall be disturbed 
as little as possible. 
    
K.  Removal/pruning operations may be conducted in areas where overhead electric, 
telephone, and cable television facilities exist. The Contractor shall protect all utilities 
from damage and shall immediately contact the appropriate utility if damage should 
occur The Contractor shall be responsible for all claims for damage due to operations. 
The Contractor shall make arrangements with the utility for removal of all necessary 
limbs, and branches which may conflict with or create a hazard in conducting the 
operations of this contract.  Delays encountered by the Contractor in waiting for the 
utility to complete its work shall not be the responsibility of the City. 
    
L.  The Contractor shall refrain from the practice of "free falling" the trees. All trees shall 
be limbed out prior to the final cutting of the trunk. Lights, streets, and other manmade 
structures shall always be protected from the impact of falling wood by use of the tree or 
limb ground supports. Ropes or other mechanical devices shall be used to lower all 
limbs of sufficient size that may cause damage to other trees or surrounding public or 
private property.   
    
M.  All work zones will be properly established, identified, and maintained during any 
active tree operation. 
    
N.  Limbs and trunks temporarily placed in the parkway areas shall be placed in such a 
manner as to eliminate any obstruction to motor vehicles and pedestrians.  
   
O. All infectious diseased or parts of dead trees possibly harboring a vector of 
infectious diseases or pest shall be removed from the area and shall become the 
Contactor's responsibility to ensure destruction of the diseased or dead wood in 
accordance with the State statutes and local ordinances. 
    
P.  The City shall have the responsibility of notifying the Santa Fe Police and Fire 
Departments of lane closures and receive and all clearances, post proper signage, and 
supply qualified persons to direct traffic.  The Contractor shall be required to contact the 
appropriate State or County agency when engaged in removal work on their rights-of-
way. 
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STANDARD OF PERFORMANCE; LICENSES 
   
A.  The Contractor represents that it possesses the experience, personnel, and 
knowledge necessary to perform the services described under this Agreement. 
   
B.  The Contractor agrees to obtain and maintain throughout the term of this 
Agreement, all applicable professional and business licenses required by law, for itself, 
its employees, agents, representatives and subcontractors.  
   
Certified Arborist:  
As a minimum, the crew lead supervisor(s) must be a current International Society of 
Arboriculture (ISA) Certified Arborist. Any change in the status of the "certified" 
individual(s) during the life of this contract must be reported to the City Forester and 
Parks Department at the time of occurrence. All certification numbers will be verified 
through the ISA's website. 
   
Work Crew Supervision: 
The contractor shall provide qualified supervision of each crew at all times while working 
under this contract. Each supervisor shall be authorized by the contractor to accept and 
act upon all directives issued by the City. 
 
Examination of Site: 
Contractor shall inform themselves of all the conditions under which the work is to be 
performed concerning the site of the work, the obstacles, which may be encountered, 
and all other relevant matters concerning the work to be performed and the type of 
removals required under this contract. 
 
The Contractor will not be allowed any extra compensation by reason of any such 
matters of things concerning which the Contractor did not inform himself prior to bidding. 
The Contractor must employ, so far as possible, such methods and means as will not 
cause any interruption or interference with any other contractor. 
 
Pre-Construction Meeting 
Once contract has been awarded and notice to proceed is issued, a pre-construction 
meeting will be held to review project specifications. 
   
Starting and Completion Requirements 
All contracted work shall be completed within a timely fashion, no later than 30 days of 
notice to proceed. The contractor shall not be entitled to any claims against the City for 
damages, hindrances or delays, from any cause whatsoever, in the progress of the 
work or any portion thereof. 
 
Working Hours 
The Contractor will schedule work between the hours of 7:30 a.m. and the hours of 4:30 
p.m. Monday through Friday, unless otherwise authorized by the Parks Department. 
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Inspection of Work 
All work must be completed to the satisfaction of the Parks Director, or his/her 
representative and any questions as to proper procedures or quality of workmanship will 
be resolved by same. 
 
Damage to Property 
Any damage to property as the result of the Contractor's operations shall be the sole 
responsibility of the Contractor. Should the damage not be rectified within the time 
agreed upon or to the satisfaction of the Parks Department, the City reserves the right 
to repair or replace that which was damaged, or assess the Contractor such costs as 
may be reasonable and related to damage caused by the Contractor, and deduct these 
costs from any payment due the Contractor. The Contractor shall inform, in writing, the 
Parks Department of any damage caused by the contractor's operation on the same day 
such damage occurs. 
 
Discontinuance of Work 
The City shall have the authority to suspend the work, wholly or in part by written order 
for such period as the City may deem necessary due to unsuitable weather, special 
events, unforeseen circumstances, or due to failure on the part of the contractor to 
comply with any provisions of the contract documents. Any practice obviously 
hazardous, as determined by the Parks Director, or his/her representative, shall be 
immediately discontinued by the contractor upon receipt of written or oral notice to 
discontinue such practice. 
 
Tree Locations 
Trees to be pruned or removed will be those as designated by the Parks Department.  
Marking, tagging, or any other forms of identification will be made prior to work being 
performed.   Marking, tagging, or any other forms of identification will be in such form as 
to be agreeable to Contractor and City. 
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SUBMITTAL REQUIREMENTS 
 
 

SUBMITTAL PACKET 
Six copies of the proposal packet shall be submitted. The packet should be as concise 
as possible. The submittal should include the work team members’ names and 
classification for all services to be performed including sub-consultants.  It will be used 
to evaluate the proponents’ level of understanding of the described project scope and 
the amount of work to be performed by the prime consultant versus sub-consultants. 
 
PROJECT SCHEDULE 
The consultant shall submit a project schedule on a project assignment basis.  
Therefore, no schedule is required as part of the proposal package.  
 

STATEMENT OF QUALIFICATIONS 
Proposals shall provide responses to the following items to describe the consultant 
firm’s organization, capabilities, specialties, experience, and local knowledge. 
 
Firm Data 

1. Official Name of Business 
2. Types of Services provided 
3. Legal Form 

a. Individual, partnership, corporation joint venture, or other 
b. Date of establishment under current name. 
c. Former names, locations, dates. 
d. Names, titles, professional registration, addresses of firm owner, 

partners or officers. 
e. Categories in which firm is legally qualified to do business in New 

Mexico. 
4. Firm Size – State the current number and type of regular full time 

employees in office or facility that would be performing the work for this 
project.  How long have these employees been with the firm? 

5. Facilities – Describe the office or facility that would be performing the work 
for this project.  Describe field facilities and equipment available for use on 
this project.  State the location of each. 

 
Workload 
Describe the firm’s current workload (particularly in the office that will manage this 
project).  Provide names, locations, and clients for each project.  List those in your firm 
who are assigned to these projects that will also be assigned to the proposed project 
and the firm’s capacity in these projects (i.e. subcontractor for structural design, 
landscape design, etc.). 
 
Knowledge of Local Conditions 
Demonstrate recent knowledge and experience with City Public Works Department, 
neighborhoods, local boards and commissions, community awareness, historic 
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sensitivity, local design practices, local construction methods, conditions & seasonal 
requirements. 
 
Experience 
Discuss recent experience of the firm and project team on projects similar to this 
project.  List particular projects, their completion dates in comparison to original 
schedule, costs vs. budget, owner/client, and references (including telephone numbers).  
Include photographs of completed projects.  Describe your firm’s expertise and 
familiarity with procedural and regulatory requirements on these kinds of projects. If the 
proposing Consultant is going to use other consulting firms to accomplish parts of the 
work, list the firm, the firm’s location, the licensed professional at the firm who would be 
responsible for the work and their area of expertise. 
 
Associations 
The City of Santa Fe desires to contract with only one principal firm for this project; 
however, the use of specialty firms is recognized. 
 
With respect to joint ventures, associations, or subcontracts with other firms, describe 
recent associations on completing projects and your ability to effectively coordinate and 
manage a combination of firms.  Indicate who the firms were. 
 
RESUMES 
For sake of uniformity, submit the resumes of key members of the project team, 
including subcontractors, for design, construction management and construction 
inspection using the following format: 

 Name and Title 
 Specialized Professional Competence 
 Current Responsibilities 
 Representative Project Assignments with Firm 
 Representative Project Assignments for Other Identified Employers 
 Professional Background, Education 

 
PROPOSAL FORM 
For uniformity of review and evaluation of proposals, use the following format in 
preparing your proposal: 

A. Table of Contents 
B. Detailed Work Plan Based on Scope of Work including Quality Assurance 

Plan 
C. Statement of Qualifications (Firm Data, Work Load, Knowledge of Local 

Conditions, Experience including past experiences on similar projects, 
Project Team Description & Organizational Chart, Associations) 

D. Errors and Omissions Insurance Certificate 
E. Any Additional Pertinent Information 
F. Resumes 
G. Unit Wage Schedule 
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The smallest acceptable pitch is 12 point with nominal 1” margins and normal line 
spacing.  Additional information, resumes, and fee proposal pages are unlimited.  
However, bear in mind that there is a practical limit to how much material selection team 
members can review in a limited time.  Label each item clearly. 

 
NOTE:  PROPOSALS NOT CONFORMING TO THE SUBMITTAL REQUIREMENTS 
MAY BE CONSIDERED NON-RESPONSIVE AND NOT EVALUATED. 
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EVALUATION CRITERIA 
& 

WEIGHTED VALUES 
 

EVALUATION COMMITTEE MEMBERS 
 
 

EVALUATION CRITERIA AND WEIGHTED VALUES 
 

 
RFP# ‘15/02/P  
PROJECT:   Tree Pruning and/or Removal Services       
 
 
NAME OF CONSULTANT FIRM:           
 
 
EVALUATION CRITERIA: 
The consultant selection will be based upon evaluation of the proposal and the consultant firm relative to 
the evaluation criteria. 
 

 
Proposal Component 
 
 

 
Weighted 

Value 

 
Evaluation 

Points 
(1 = low, 

10 = High) 
 

 
Total 
Score 

 
Max 

Score 

 
Cost:  Consider the unit cost of the proposed 
staff.  Is it too high/low? 
 

 
20 

   
200 

 
Project Understanding & Approach: 
Consider the proposed approach and 
methodology to project assignments.  Does 
the proponent have a sufficient comprehension 
of project assignments and a flexible approach 
to project constraints? 
 

 
20 

   
200 

 
Experience, Training, & Education: 
Consider the technical training, education and 
experience of the proposed project team and 
the firm.  Do the qualifications of the proposed 
team relate with the specific technical needs of 
project assignments? 
 

 
20 

   
200 

 
 
 
 
 
 
 



 

18 

 
Knowledge of Local Conditions: 
Is the firm and project team familiar with local 
neighborhood issues, local design and 
construction practices?  Do they have familiarity 
with the project site, and environmental and 
regulatory requirements? 

 
10 

 
 

  
100 

 
Quality Assurance: 
Consider the proponents’ quality control as 
related to schedule compliance, cost controls, 
and plan verification. 
 

 
10 

   
100 

 
Quality of Proposal: 
Is the proponent’s knowledge and ability for this 
project clearly and concisely conveyed?  Is all 
the information readily available and present? 
 

 
10 

   
100 

 
Resource Availability: 
Consider the work load of the firm and of the 
proposed project team.  Are adequate 
personnel, equipment, and facilities proposed?  
Also consider the size of the proponent’s staff 
related to current uncompleted work and the 
volume of work proposed under this project. 
 

 
10 

   
100 

 
Total Score 
 

 
100 

   
1000 

 
Multiply the Total Score by factor of 1.10 if company has an approved local 
preference certification form included with proposal: 
 

  
 

  
Please do not minimize the importance of an adequate response in any area. 
 
 SELECTION COMMITTEE EVALUATOR 
 
 SIGNATURE:         DATE:      
 
  

PRINTED NAME:             
 
  
 DEPARTMENT & DIVISION:           
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EVALUATION COMMITTEE MEMBERS 
 
The committee may consist of representatives from the following departments: 
 

1. Finance Department 
 Purchasing Division 

2. Public Works Department 
 Parks Division  

 
At its discretion, the City reserves the right to alter the membership and size of the 
committee. 
 
Scores of the evaluation committee members will be totaled to determine the top rated 
firms.  
 
Interviews, at the option of the City, will be scheduled for the top three rated firms, if 
deemed necessary.  They will consist of a 20-minute presentation by the Proponent, 
and a 30-minute question and answer period.  If interviews are conducted for the top 
three rated firms, those scores totaled from the evaluation committee members from the 
interview evaluations will determine the final top rated firm, unless other tangible 
extenuating circumstances are documented. 
 
Unless noted elsewhere in this RFP, the same evaluation form will be used to separate 
the interview scores. 
At its discretion, the City reserves the right to alter the membership and size of the 
committee. 
 
Scores of the evaluation committee members will be totaled to determine the top rated 
firms.  
 
If interviews are conducted for the top three rated firms, those scores totaled from the 
evaluation committee members from the interview evaluations will determine the final 
top rated firm, unless other tangible extenuating circumstances are documented. 
 
Unless noted elsewhere in this RFP, the same evaluation form will be used to separate 
the interview scores. 
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INSTRUCTIONS RELATING TO 
LOCAL PREFERENCE CERTIFICATION FORM 

 
1. All information must be provided. A 10% local preference may be available for 

this procurement.  To qualify for this preference, an offeror must complete and 
submit the local preference certification form with its offer.  If an offer is 
received without the form attached, completed, notarized, and signed or if the 
form is received without the required information, the preference will not be 
applied.  The local preference form or a corrected form will not be accepted 
after the deadline for receipt of bids or proposals. 

 
2. Local Preference precedence over State Preference: The Local Preference 

takes precedence over the State Resident Preference and only one such 
preference will be applied to any one bid or proposal.  If it is determined that the 
local preference applies to one or more offerors in any solicitation, the State 
Resident Preference will not be applied to any offers. 

 
3. Principal Office and location must be stated: To qualify for the local 

preference, the principal place of business of the enterprise must be 
physically located within the Santa Fe County Geographic Boundaries. The 
business location inserted on the Form must be a physical location, street 
address or such. DO NOT use a post office box or other postal address. 
Principal place of business must have been established no less than six 
months preceding application for certification.  

 
4. Subcontractors do not qualify:  Only the business, or if joint venture, one of 

the parties of the joint venture, which will actually be performing the services or 
providing the goods solicited by this request and will be responsible under any 
resulting contract will qualify for this preference.  A subcontractor may not qualify 
on behalf of a prime contractor. 

 
5. Definition:  The following definition applies to this preference. 
 

A local business is an entity with its Principal office and place of business located 
in Santa Fe County. 
A Principal office is defined as: The main or home office of the business as 
identified in tax returns, business licenses and other official business documents. 
A Principal office is the primary location where the business conducts its daily 
operations, for the general public, if applicable. A temporary location or movable 
property, or one that is established to oversee a City of Santa Fe project does not 
qualify as a Principal office. 
 

Additional Documentation: If requested a business will be required to provide, within 
3 working days of the request, documentation to substantiate the information provided 
on the form.  Any business which must be registered under state law must be able to 
show that it is a business entity in good standing if so requested. 
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             LOCAL PREFERENCE CERTIFICATION FORM 
 
 
RFP/RFB NO:            
 
 
Business Name:            
 
 
Principal Office:            
          Street Address               City             State             Zip Code 
 
 
City of Santa Fe Business License #________________ (Attach Copy to this Form) 
 
 
Date Principal Office was established: _________________ (Established date 
must be six months before date of Publication of this RFP or RFB). 

 
CERTIFICATION  

 
I hereby certify that the business set out above is the principal Offeror submitting 
this offer or is one of the principal Offerors jointly submitting this offer (e.g. as a 
partnership, joint venture). I hereby certify that the information which I have 
provided on this Form is true and correct, that I am authorized to sign on behalf 
of the business set out above and, if requested by the City of Santa Fe, will 
provide within 3 working days of receipt of notice, the necessary documents to 
substantiate the information provided on this Form. 
 
          
Signature of Authorized Individual: ______________________ 
 
Printed Name: ________________________________________ 
                
 Title: ______________________ Date: _____________ 
 
Subscribed and sworn before me by_______________       this____, day of 
_______________ 
 
My commission expires__________      _____________________________ 
       Notary Public 
 
                                                                                                              SEAL 
 
YOU MUST RETURN THIS FORM WITH YOU OFFER 

 



RESIDENT VETERANS PREFERENCE CERTIFICATION 
 

 
____________________________ (NAME OF CONTRACTOR) hereby certifies the following in regard to 
application of the resident veterans’ preference to this procurement. 
 
Please check one box only: 
 
I declare under penalty of perjury that my business prior year revenue starting January 1 ending December 31 is 
less than $1M allowing me the 10% preference discount on this solicitation.  I understand that knowingly giving 
false or misleading information about this fact constitutes a crime. 
 
  I declare under penalty of perjury that my business prior year revenue starting January 1 ending December 31 is 
more than $1M but less than $5M allowing me the 8% preference discount on this solicitation.  I understand that 
knowingly giving false or misleading information about this fact constitutes a crime. 
 
  I declare under penalty of perjury that my business prior year revenue starting January 1 ending December 31 is 
more than $5M allowing me the 7% preference discount on this solicitation.  I understand that knowingly giving 
false or misleading information about this fact constitutes a crime. 
 
 I agree to submit a report or reports to the State Purchasing Division of the General Services Department 
declaring under penalty of perjury that during the last calendar year starting January 1 and ending on December 31, 
the following to be true and accurate: 
 
 In conjunction with this procurement and the requirements of this business application for a Resident 
Veteran Business Preference/Resident Veteran Contractor Preference under Sections 13-1-21 or 13-1-22 NMSA 
1978, which awarded a contract which was on the basis of having such veterans preference, I agree to report to the 
State Purchasing Division of the General Services Department the awarded amount involved.  I will indicate in the 
report the award amount as a purchase from a public body or as a public works contract from a public body as the 
case may be. 
 
 I understand that knowingly giving false or misleading information on this report constitutes a crime. 
 
I declare under penalty of perjury that this statement is true to the best of my knowledge.  I understand that giving 
false or misleading statements about material fact regarding this matter constitutes a crime. 
 
_________________________________________      ___________________ 
(Signature of Business Representative)*                  (Date) 
 
*Must be an authorized signatory of the Business. 
 
The representation made by checking the above boxes constitutes a material representation by the business.  If the 
statements are proven to be incorrect, this may result in denial of an award or un-award of the procurement. 
 
 
SIGNED AND SEALED THIS__________DAY OF ________________, 2012. 
 
 
________________________________________ 
NOTARY PUBLIC 
 
 
My Commission Expires: 
 
___________________________________ 
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