SAMPLE LANGUAGE TO INCLUDE IN A REQUEST FOR PROPOSALS (RFP) FOR A BAY-FRIENDLY RATER
[THIS IS NOT A COMPLETE RFP. THIS IS SAMPLE LANGUAGE THAT MAY BE INCORPORATED INTO A COMPETITIVE BID FOR THE SERVICES OF A BAY-FRIENDLY RATER. THIS LANGUAGE IS FOR INFORMATIONAL PURPOSES ONLY AND IS NOT INTENDED TO BE COMPREHENSIVE. LANGUAGE HIGHLIGHTED IN YELLOW SHOULD BE CHANGED TO SUIT YOUR PROJECT’S REQUIREMENTS. NOTHING CONTAINED HEREIN IS INTENDED TO CONSTITUTE LEGAL ADVICE. THE BAY-FRIENDLY LANDSCAPING & GARDENING COALITION MAKES NO REPRESENTATIONS OR WARRANTIES, EITHER EXPRESS OR IMPLIED REGARDING THE SUITABILITY OR ACCURACY OF THE INFORMATION CONTAINED HEREIN.]
[INCLUDE IN RFP’S INTRODUCTION SECTION] 
[Organization Name] is requesting proposals from qualified consultants to serve as a third-party Bay-Friendly Rater (Rater) for [name of landscape project to be rated]. 
[INCLUDE IN RFP’S PROJECT DESCRIPTION SECTION]

 [Describe landscape project, e.g., type of landscape, address of site, size in square feet, whether project is new construction or major renovation, etc.]
[Organization Name] intends to achieve the Bay-Friendly Rated Landscape designation for this project. Bay-Friendly Rated Landscapes is a third-party verified rating system that recognizes excellence in landscape design, construction and maintenance practices in the San Francisco Bay Area. The Bay-Friendly Rated Landscape program is managed by the Bay-Friendly Coalition (Coalition). More information about Bay-Friendly Landscaping practices and the Bay-Friendly Rated Landscapes program can be found at www.BayFriendlyCoalition.org.

[INCLUDE IN RFP’S QUALIFICATIONS SECTION]
Required Qualifications

· Rater shall hold current credentials as a Bay-Friendly Rater and as a Bay-Friendly Qualified Landscape Professional in good standing with the Bay-Friendly Coalition. 
· Rater shall understand and be able to effectively carry out the Rater responsibilities described in the Bay-Friendly Rating Manual (available for download from www.BayFriendlyCoalition.org) and the Bay-Friendly Rated Landscape Program Policies and Procedures Handbook (provided to Bay-Friendly Raters during the Bay-Friendly Rater training course). 

Desired Qualifications

· Rater shall demonstrate sufficient experience with the design and construction of landscapes for similar types of projects.
· Rater shall demonstrate sufficient experience with the application of Bay-Friendly Landscape practices, such as previous work rating, designing or constructing Bay-Friendly Rated Landscape projects, completion of Bay-Friendly coursework, or other professional experience in sustainable landscape design, construction and/or management practices. 
· Rater shall demonstrate sufficient experience reading construction documents appropriate to this project, including specification and landscape plans, sections and details. 
[INCLUDE IN RFP’S SCOPE OF WORK SECTION]
The Rater’s role is to document and verify that the Bay-Friendly practices selected by the [Organization Name] and its landscape design and construction team (Project Team) have been implemented according to the definitions and guidelines contained in the Bay-Friendly Rating Manual. Rater is expected to work with [Organization Name], Project Team and Coalition in a collaborative fashion to facilitate the rating process, review materials provided by Project Team to verify compliance with the rating program’s requirements, and prepare Documentation Submittal.
Rater will be the primary point of contact with the Bay-Friendly Coalition for the project’s Bay-Friendly Rating. 

Rater shall not provide design assistance or write specifications for the project. 
Rater’s responsibilities include: 

· Initial meeting with Project Team: Meet with the Project Team early in the design process to review the project scope, identify the Bay-Friendly Landscaping measures the project will seek to include, and refine the Rater’s scope of work. 

· Verification services: As described in the Bay-Friendly Rating Manual, the Rater will conduct a combination of site observation, review of verification materials provide by project team and plan checks. Some Bay-Friendly Landscape practices will require physical inspection or on-site observance by the Rater to verify compliance. Others require documentation obtained by the Rater in the form of product data sheets, invoices, receipts, calculation worksheets, signed Accountability Forms from a key member of the Project Team, photographs or other documentation. These verification services include: 
· Initial plan review during [insert phase, such as: Design Development, Schematic Design , Preliminary Design, X % complete] 
· Second plan review before [insert phase, such as: 100% Construction Documents]
· Preconstruction meeting with the construction contractor 
· Reviews of relevant contractor submittals

· Review of Innovation and/or signage application submittals
· Post-construction site visit

· Documentation submittal: Rater will submit all required documentation to the Bay-Friendly Coalition, including but not limited to: 

· Initial and Final Project Intake Form

· Initial and Final Project Data Form

· Rater Checklist

· Bay-Friendly Landscape Scorecard

· Innovation Request Form (if applicable)

· Signage Review Approval Form (if applicable)

· Water Savings Calculator

· Evaluation Form

· Accountability Form(s)

· Project Photos
[INCLUDE IN RFP’S PROPOSAL SECTION]
Approach: Describe your approach to this project, including timeline, workflow practices and verification process. Describe similar projects you have worked on and how they might inform your work on this project.  
Work Samples: List the Bay-Friendly Rated projects on which you served as a Rater or as a member of the design team, and briefly describe the project and your role. 
Firm Description and Resumes: Provide a description of your firm (maximum one-page). Provide your resume and the resumes of any support staff who will be assisting in the rating tasks. Include all relevant certifications and/or qualifications, such as Bay-Friendly Qualified Design Professional, Bay-Friendly Rater, LEED AP, GreenPoint Rater, etc.

Fee Proposal: Provide your price for services described in the approach, broken out by task. Also provide a schedule of fees for all personnel associated with this project.
References: Provide [list number] of references, including name, title, organization, phone number, email, and type of services you provided to this organization. 
[ADDITIONAL ITEMS TO CONSIDER INCLUDING IN RFP]
· Limit the number of proposal copies required and the number of pages in proposal, and/or require proposal on double-sided recycled paper, and/or use electronic submittal format.

· RFP should clearly state who to contact if there are question as well as submittal deadline. 

[ADDITIONAL ITEMS TO CONSIDER INCLUDING IN THE CONTRACT]
· Document retention: Rater shall retain documentation for each practice on file for five years after the date of project completion, and make them available to the Bay-Friendly Coalition in the case that a quality assurance audit of the project is conducted. 

· Reimbursements: Rater will pay the project’s Initial Submittal fee and Final Submittal fee to the Bay-Friendly Coalition, and submit receipts for reimbursement by [Organization Name] within 30 days.
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