RETENTION OF ENGINEERING FIRMS

INSERT NAME OF SPONSOR

The INSERT NAME OF SPONSOR will retain an engineering firm to design projects listed on the first INSERT NUMBER OF YEARS IN WORDS AND NUMBER UP TO 5 YRS (x) years of the airports Twelve-Year Plan (TYP) for the INSERT NAME OF AIRPORT located in INSERT CITY NAME.  The selection will be made in accordance with Federal Aviation Administration (FAA) Advisory Circular 150/5100-14 (latest edition) and Penn DOT Publication 405 Airport Sponsor’s Guide.  The design projects are listed on the attached TYP along with associated estimated construction cost of the projects and their descriptions.

The following factors listed in order of importance, will be considered by the INSERT NAME OF SPONSOR during evaluation of the firms submitting acceptable letters of interest:

a) Experience in planning, design, construction bidding and inspection for indicated projects, but not limited to. Project Specific.

b) Experience in FAA and Penn DOT Bureau of Aviation Projects.

c) Ability to expedite project.

d) Project team composition, qualifications and experience.

e) Past performance.

f) Current workload.

g) Ability to package and present the Letter of Interest in accordance with the “General Requirements and Information” section.

h) ADD ADDITIONAL REQUIREMENTS AS NEEDED SEE AC150/5100-14D SECTION 2-7

The copy of the Letter of Interest and required forms (see General Requirements and Information section) shall be sent to: INSERT NAME AND ADDRESS OF SPONSOR’S REPRESENTATIVE.

Any questions concerning the requirements for this project should be directed to: INSERT NAME OF SPONSOR’S REPRESENTATIVE.

General Requirements and Information

Firms interested in providing the above work services are invited to submit three copies of a Letter of Interest and required information for the Project.

The Letter of Interest and required information must be received within twenty (21) calendar days of this Notice.  The deadline for receipt of a Letter of Interest at the above address is INSERT TIME prevailing time of INSERT DATE.

If a Joint Venture responds to a project advertisement, the INSERT NAME OF SPONSOR will not accept separate Letters of Interest from the Joint Venture constituents.  A firm will not be permitted to submit on more than one (1) Joint Venture for the same Project.  Also a firm that responds to a project as a prime may not be included as a designated subcontractor to another firm that responds as a prime to the project.  Multiple responses under any of the foregoing situations will cause the rejection of all responses of the firm or firms involved.  The above does not preclude a firm from being set forth as a designated subcontractor to more than one (1) prime responding to the project advertisement. 

Each Letter of Interest must include the following information and the information must be packaged and presented in the following order: 

1. Transmittal Letter (Maximum of two (2) 8 ½ X 11” typed pages, one side)

The subject heading of the transmittal letter must include the project reference number for which the applicant wishes to be considered, the firm’s legal name, fictitious name (if applicable), and the firm’s federal identification number.  If the project advertisement indicated the INSERT NAME OF SPONSOR will retain an engineering firm for the project, the applicant must indicate in the body of their transmittal letter the names and Professional License Number of individuals who are directing heads or employees of the firm who have responsible charge of the firm’s engineering activities, and whose names and seals shall be stamped on all plans, specifications, plats, and reports issued by the firm.

2. Project Organizational Chart (one page, one side, maximum size 11” X 17”)

This Chart must show key staff from the prime and each subconsultant and their area of responsibility.

3. Standard Form 255, “Architect-Engineer and Related Services Questionnaire for Specific Project” (one Form 255 for the project team).

The Standard Form 255 must be signed, dated, and filled out in its entirety, including Item No. 6 listing the proposed subconsultants and the type of work or service they will perform on the project.

Under Item 4 of this form, Column A must specify only the number of subconsultant personnel and Column B must specify only the number of prime consultant personnel to be assigned to work on this project reference number.  Do not include the total personnel for either the subconsultant or prime consultant under Item 4 unless the total personnel are necessary to provide the required work and services.

The prime and each subconsultant may include no more than one page each for Items 10 and 11. 

4. Standard Form 254, “Architect-Engineer for Related Services Questionnaire”

A Standard Form 254, not more than one (1) year old as of the date of this advertisement, must accompany each Letter of Interest for the firm, each party to a Joint Venture, and for each subconsultant the firm or Joint Venture is proposing to use for the performance of professional services regardless of whether the subconsultant is an individual, a college professor, or a Company, unless an acceptable Standard Form 254 for the prime and each subconsulant/subcontractor is on file at Penn DOT, identified in the individual project advertisement.

These Forms must be assembled with the prime’s form first, followed by the form for each subconsultant in the same order as the subconsultants appear in 

Item 6 of Form 255. 

5. Authorization Letters (For Construction Inspection(s) Services, if required)

If the advertisement requires a letter signed by individuals giving their approval to use their name in the Letter of Interest, the letters from proposed prime employees must be first, followed by subconsultant employees, in the same order as shown in Item 6 of Form 255. 

6. Registration To Do Business

Firms with out-of-state headquarters or corporations not incorporated in Pennsylvania must include, with each Letter of Interest, a copy of their registration to do business in the Commonwealth as provided by the Department of State.  Firms who are not registered to do business in Pennsylvania at the time of this advertisement must document that they have applied for registration to the Department of State, Corporation Bureau.

7. Additional Information

Additional information, not to exceed four (4) one-sided 8 ½” X 11” pages or two (2) double sided 8 ½” X 11” pages may be included at the discretion of the submitting firm.

The assignment of the agreement/contract for the above advertisement(s) will be made to one of the firms who submitted an acceptable Letter of Interest in response to the project advertisement.  The assignment will be made based on the INSERT SPONSOR evaluation of the firm’s qualification and capabilities.  The INSERT SPONSOR reserves the right to reject all letters submitted, to cancel the solicitations requested under this Notice, and/or to readvertise solicitation for the work and services.  


INSERT NAME OF SPONSOR’S REPRESENTATIVE


INSERT TITLE OF SPONSOR’S REPRESENTATIVE
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