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SECTION I. Overview 

1. Purpose: Kent County Levy Court (the “KCLC”) seeks to enter into an agreement with a qualified 

individual, firm, or corporation (“Respondent”) to provide as-needed Building Plan Review 

Services and Building Inspection Services (collectively “Services”).  This Request for Proposals 

(hereinafter “RFP”) document represents the County’s solicitation for the submission of 

proposals from qualified firms and individuals. 

2. Background: The Kent County Department of Planning Services manages building plan review 

and building inspections internally but is experiencing an unexpected increase in demand.  

KCLC seeks proposals from interested individuals, firms, or corporations qualified in providing 

these services to assist in meeting demand in a timely manner and ensure the County is 

providing the most efficient building permit and inspection services for citizens and businesses. 

 

SECTION II. Scope of Services 

1. Primary Work to be Performed: The Director of Planning Services (“Director”) coordinates all 

construction permitting and building inspection services. The successful Respondent will report 

to the Director and will be expected to perform the following reviews and inspections as 

needed: 

 

a. Building Plan Review. Review construction plans and specifications for proposed buildings 

for compliance with applicable state and federal laws, County building regulations, and the 

following construction codes as adopted by KCLC, as the same may be amended, updated, or 

otherwise modified from time to time: 

 

i. International Building Code, 2018 Edition 

ii. International Residential Code, 2018 Edition 

iii. International Energy Code, 2018 Edition 

iv. International Mechanical Code, 2018 Edition 

 

b. Building Inspection. Building Inspector services to include all required Kent County building 

inspections , including but not limited to, foundation/footer, framing, rough-in, and final 

inspections as assigned by the Inspection and Enforcement Division and preparation of all 

inspection reports, paper or electronic. 

 

2. Additional Work to be Performed: The Respondent will be expected to answer building code 

questions and resolve building code related issues, directly with the permit customer, during 

the plan review and permitting process via email, telephone, and/or in person. 

 



3. Invoicing: The successful Respondent shall demonstrate the ability to itemize services rendered 

to KCLC within a standard monthly invoice.  Payments to Respondent shall be on a monthly 

basis, unless otherwise agreed, and will be made in accordance with mutually agreeable terms 

set forth in an executed Services Agreement. 

 

4. Deliverables: The successful Respondent will be expected to provide KCLC with a detailed 

written record of completed plan reviews summaries, inspections (and results of each), and a 

copy of any/all correspondence with customers.  

 

SECTION III. RFP Submittal Requirements 

1. Proposal Structure.   Proposals shall be submitted in printed form and limited to ten (10) 

double sided pages, excluding cover letters and appendices.  Proposals should not contain 

extraneous promotional materials.   Proposals will be evaluated on the basis of information 

presented by the Firm/company as set forth in the evaluation criteria listed in this RFP. 

 

2. Minimum Qualifications. Proposals shall demonstrate that Respondents possess the following: 

 

a. A minimum of five (5) years’ experience in residential and commercial building 

construction plan and specifications review and inspection services. 

b. International Code Council Certifications: B1 – Residential Building Inspector, B2 – 

Commercial Building Inspector, B3 Building Plans Examiner, Residential Energy 

Inspector/Plans Examiner,  

 

3. Personnel to be Assigned.  Proposals shall:  

a. Identify the consultant(s) in your firm/company who will be involved with this 

engagement, i.e. the person who will have the direct reporting and administrative 

responsibility to KCLC. Please indicate the status of this individual within your 

organization and his/her professional background and experience.  Provide other relevant 

information regarding this individual.   

 

b. Provide professional qualifications and requisite ICC Certifications for all associates and 

other personnel who will be involved with the engagement. 

 

c. Describe your organizational approach to this engagement; utilize if appropriate, an 

organizational table.  Explain how the various professionals and staff will be organized and 

managed.  Indicate if any portion of the work will be subcontracted or assigned to another 

outside consultant(s). 

 

d. Detail Firm’s current backlog of work and the timely integration of assignments under this 

engagement as described in the Scope of Work above. 

 



4. Professional References: Proposals shall include a list of at least 5 professional references that 

the Respondent currently or has previously provided similar services for. Reference 

information should include the name, phone number, and email address of the person or 

organization, types of services provided, and the dates of services provided.  

 

5. Written Statement. The Proposal shall include a statement addressing the Respondent’s ability 

to perform all work and tasks listed in the Scope of Services above. 

 

6. Cost for Services. Cost for services shall be submitted in the form of an hourly rate schedule 

which includes hourly billing rates to be charged to KCLC for the following: 

 

a. Building Plan Review (Commercial and Residential) 

b. Building Inspection 

 

7. Submittal Due Date. All submittal packets must be received sealed, by Kent County before 

2:00PM  on October 7, 2020. Send or deliver one signed original and six copies of the proposal 

to : 

Sarah E. Keifer, AICP 
Director of Planning Services 
Kent County Levy Court 
555 S. Bay Rd.  
Dover, DE 19901 

 

8. Questions:  The Director of Planning Services shall be the point of contact for questions, 

suggestions, and requests.  All questions shall be submitted in writing via email.  Send written 

communication to her at: Sarah.Keifer@co.kent.de.us. 

 

9. Addenda: Applicants may register to be notified is addenda to this RFP are issued by sending 

and addendum registration request to Sarah.Keifer@co.kent.de.us. At least 48 hours prior to the 

closing date and time listed above. 

 

SECTION IV. Evaluation Criteria 

 

Proposals will be evaluated, scored, and ranked in accordance with the degree to which each 

proposal received complies with and satisfies each of the following metrics:  

 

1. Qualifications of Personnel to be assigned demonstrating Minimum Requirements for this 

assignment, including professional and administrative staff. 

2. Experience in providing Services listed in Scope of Services above.  

3. Organizational approach to this engagement. 

4. Performance History - Demonstration of ability to complete all tasks set forth in Scope of Work 

in a prompt and time efficient manner. (References) 

5. Hourly Rate Schedule Proposed 
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A Selection Review Committee will review RFPs received for completeness, quality, and accuracy 

utilizing a standardized review and scoring process and will make an award recommendation to the 

KCLC for the respondent whose proposal is judged to be in the best interest of KCLC, based upon 

criteria set forth herein and the most advantageous cost proposal. 

 

Review Committee members will assign up to the maximum number of points listed for each of the 

five (5) evaluation areas listed below:  

 

Evaluation Criteria Areas  

1. Qualifications of Assigned Personnel 20 

2. Experience – Construction Plan Review & 

Building Inspections Services 

20 

3. Organizational Approach to Engagement  15 

4. Performance History & References 20 

5. Hourly Rate Schedule Proposed 25 

TOTAL POINTS POSSIBLE 100 

 

Interviews, if necessary, with a short listed number of firms/companies meeting the minimum 

criteria, are expected to be scheduled during October 12-16, 2020.  

It is anticipated that review and evaluation of the submitted proposals will be completed within 60 

days of the Submittal Date, unless it is determined by the County Administrator that the complexity 

of the proposals requires additional time for review.  

NOTE: Kent County reserves the right to reject any and all proposals and to decide whether or not 

to enter into contracts and the terms of any such contracts in its sole and unfettered 

discretion. The County will aware, if at all, based on the best value proposal. Kent County 

reserves the right to disqualify any submission that fails to meet the minimum submission 

requirements as stated in this RFP. 

SECTION V: GENERAL INFORMATION AND INSTRUCTIONS 

1. Issuing Office 

a. This request for proposals is being issued through the Department of Planning Services 

of KCLC.  Unless otherwise specified, the Director of Planning Services is the sole point of 

contact for the purposes of the RFP and subsequent responses will be in writing. 

 

2. Cost of Preparing Proposal 



 

The cost of developing and submitting the proposal is entirely the responsibility of the 

Respondent.  This includes costs to determine the nature of this engagement, preparation of 

proposal, submission of proposal, negotiation for the contract, and all other costs associated 

with this RFP and responses thereto.  All responses will become the property of the KCLC and 

may be a matter of public record subsequent to award of the contract or rejection of all 

proposals. 

 

3. Submissions of Proposals 

 

Five (5) paper copies of Respondent's proposal(s) shall be submitted in a sealed package 

marked PLAN REVIEW & INSPECTIONS SERVICES PROPOSAL and addressed to Sarah Keifer, 

AICP , Director of Planning Services, Kent County Administrative Complex, Kent County Levy 

Court, 555 Bay Road, Dover, DE  19901 no later than 2:00 p.m., prevailing time, on                   

2020, at which time they will be opened and relevant information publicly read. 

 

and, 

 

One (1) electronic copy of Respondent's proposal(s) shall be submitted via e-mail and 

referenced as “PLAN REVIEW & INSPECTIONS SERVICES PROPOSAL” to 

sarah.keifer@co.kent.de.us  no later than 2:00 p.m., prevailing time, on October 7, 2020.  

 

All submitted proposals become the property of KCLC as public documents and are available for 

review by the public as provided by Law. 

 

4. Independent Hourly Rate Schedule Determination 

 

A proposal will not be considered for award if the Hourly Rate Schedule was not arrived at 

independently and without collusion, communication or agreement as to any matter related to 

such prices with any other vendor, competitor or public officer. The firm/company must 

include a certified statement in the proposal transmittal letter certifying that the proposal was 

arrived at without any conflict of interest. 

 

5. Preparation of Proposals 

 

Responses should provide a straightforward, concise description of Respondent's capabilities to 

satisfy the requirements of this RFP.  Emphasis should be on completeness and clarity of 

content.  Repetition of the terms and conditions of the RFP, without additional explanation, will 

not be considered sufficiently responsive. 

 

Except for communications specifically authorized herein pertaining to the preparation and 

submittal of a Proposal, Respondents to this RFP or their representatives shall not separately or 

independently of their own accord discuss, negotiate, promote, market, lobby or solicit with any 



County Employee or any County Official, verbally or in writing, during the RFP advertisement 

period and Selection Process as indicated in this RFP. Failure of a Respondent to adhere to this 

provision may result in the Respondents disqualification from further consideration. 

 

6. Errors in Proposal Preparation 

 

KCLC has the right to rely on any price quotes provided by responders.  The responders may be 

responsible for any mathematical error or incorrect extension of any calculations leading to the 

responder's price quotes.  The County reserves the right to reject proposals which contain 

errors. 

 

7. Appearance Before KCLC Committee 

 

Any or all responders may be required to appear before one or more KCLC Committee(s) to 

explain the responder's understanding of and approach to the RFP and/or respond to any 

questions in regard to the proposal submitted.  The Director of Planning Services shall make 

any requested oral presentations before the KCLC Committee(s). 

 

8. Insurance 

 

The successful Respondent awarded the Contract pursuant to this Solicitation shall be 

responsible for keeping in force a general comprehensive policy insuring against personal 

injury and property damage in an amount no less than one million dollars ($1,000,000).  In 

addition, the firm/company shall be required to obtain and keep in force for all non-County 

employees and workers, workers compensation and other required insurance in the minimum 

limits required by State law.  The firm/company shall be required to submit a certificate of 

insurance, naming the County as an additional insured, prior to the signing of the final contract. 

 

9. Indemnification 

The Respondent awarded the Contract pursuant to this Solicitation shall indemnify and hold 

harmless KCLC, its officials and employees from the following: 

(a) Any and all direct or indirect damages, costs, claims, actions, suits, judgments or liens 

resulting from the negligent act or commission or omission of the Respondent Firm/company, 

its employees, agents or subcontractors, and 

(b)  Any and all direct or indirect costs, claims, actions, suits, judgments or liens for damages 

resulting from the Contract arising from the negligence or omission of the firm/company, its 

employees, agents  or  subcontractors.  The firm/company shall, upon completion of work, 

provide the County with a Release of Liens from any subcontractor, supplier, material, or other 

supplier of goods and services to the program, if any. 

 



10. Awards 

Awards will be made by the KCLC consistent with 9 Del. C.  '314 (d) and based upon the best 

interest of Kent County.  The KCLC reserves the right to reject any or all responses to the RFP, 

for whatever reason deemed by it to be appropriate, and shall not be obligated to return any 

material in connection with this request. 

11. Execution of Services Agreement/Contract 

Award of a Services Agreement/Contract to the successful firm/company(s) shall be contingent 

upon finalization of mutually agreeable terms and conditions set forth within a written Services 

Agreement/Contract that is fully executed by the successful Respondent and KCLC. 

12. Addendum to RFP  

 

KCLC reserves the right to amend the RFP prior to the Submittal Due Date for responses.  If it 

becomes necessary to revise any part of this RFP, an addendum shall be provided to all 

potential vendors who have requested and have been sent a copy of this RFP.  All Respondents 

shall include acknowledgment of all addenda as part of this proposal.  Failure to acknowledge 

addenda may be grounds for disqualification of the proposal. 

 

13. Questions 

Questions will be accepted in writing via email or by letter up to or before 5:00 PM on 

September 30, 2020, and will be answered in the mode received (either email response or letter 

response) no later than    October 2 , 2020.  

All questions regarding this Request for Proposal shall be addressed to: 

Sarah Keifer, AICP 

Kent County Director of Planning Services 

555 Bay Road 

Dover, Delaware 19901 

Phone: (302) 744-2471 

Email: sarah.keifer@co.kent.de.us  
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