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Town of Hubbardston  
Request for Qualifications 

for 
Designer Services  

 

The Town of Hubbardston, Massachusetts, invites qualified applicants to submit 
proposals to provide Designer Services for the design of the reconstruction of the Main 
Street section of Route 68 in Hubbardston’s Town Center. All applicants must submit 
their proposals in conformance with the Request for Qualifications documents which are 
available in the Town Administrator’s Office at 7 Main Street, Unit 3, Hubbardston MA; 
open Mon – Thurs 8:30 am to 4:00 pm. Proposals must be received by 2:00 p.m. on 
Thursday, November 10, 2016 in the Town Administrator’s Office at 7 Main Street, 
Hubbardston MA. 
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I. General Information  

 
The Town of Hubbardston, Massachusetts, invites qualified applicants to submit proposals to 
provide Designer Services for the design of the reconstruction of the Main Street section of 
Route 68, from Brigham Street to Williamsville Road. All applicants must submit in 
conformance with the Request for Qualifications documents which are available in the Town 
Administrator’s Office at 7 Main Street, Unit 3, Hubbardston MA; open Mon – Thurs 8:30 am 
to 4:00 pm.  Proposals must be received by 2:00 p.m. on Thursday, November 10, 2016 in 
the Town Administrator’s Office at 7 Main Street, Hubbardston MA. 
   
The project consists of assisting the Town with the following: Providing engineering services 
to prepare a schematic design for the reconstruction of Route 68 from Brigham Street to 
Williamsville Road in Hubbardston, Massachusetts (hereby referred to as ‘the Town’) with 
the possibility of extending sidewalks to the existing recreation field and site of a future 
Senior Center. The schematic design will include roadway, sidewalk, lighting, and parking 
improvements. In addition, there will be assistance from university students at Worcester 
Polytechnic Institute (WPI).  
 
Note:  The Town intends to award a single Prime Contract for design services which may 
include or require specialty design services. Submissions received by teams indicating Joint 
Ventures shall be reviewed as a single submission. The Awarding Authority reserves the right 
to extend design services as required or funded for a period of three (3) years, with two (2) 
one (1) year renewals. 
 
 Submission Deadline & Instructions  
 
Sealed proposals shall be received until 2:00 p.m. on Thursday, November 10, 2016 in the 
Town Administrator’s Office at 7 Main Street, Hubbardston MA, and must include the 
Designer Selection Board application form (Appendix A). Proposal must be in a sealed 
envelope marked “DESIGNER Services for Hubbardston” with the applicant’s name and 
address. Applicants must also execute and include in the sealed submission the Certificate of 
Non-Collusion and Certificate of Tax Compliance included in this RFQ, as required by law.  
Proposers should provide one (1) signed original proposal and five (5) copies of the proposal.  
The Town reserves the right to accept any proposal in whole or in part, and to reject any and 
all proposals if it shall be deemed in the best interests of the Town to do so. 
    
The Town intends to negotiate the fee for work with the chosen proposer as a lump sum 
including all direct expenses; following agreement on a final scope of work. The selected 
Designer will execute the Town’s Standard Contract.  The Town has appropriated the sum of 
$20,000 for the schematic design services requested.  
 
Proposals must be signed as follows: 1) if the proposer is an individual, by her/him 
personally; 2) if the proposer is a partnership, by the name of the partnership, followed by the 
signature of each general partner; and 3) if the proposer is a corporation, by the authorized 
officer, whose signature must be attested to by the Clerk/Secretary of the corporation and the 
corporate seal affixed. 



 

    

 
If, at the time of the proposal submission deadline, Town Offices are closed due to 
uncontrolled events such as fire, snow, ice, wind, or building evacuation, the deadline will be 
postponed until 2:00 p.m. on the next normal business day. Proposals will be accepted until 
that date and time. 
 
A. Questions, Addendum or Proposal Modification 
Questions concerning this Request for Qualifications must be submitted in writing to: 
Raeanne Siegel, Town Administrator, Town Offices, 7 Main Street, Unit 3, Hubbardston MA 
01452; admin@hubbardstonma.us. Only those inquiries received five or more days prior to 
the submittal deadline will be considered. Questions may be hand delivered, mailed, or 
emailed.  Written responses, if issued, will be mailed or emailed to all proposers on record as 
having received the RFQ. 
 
If any changes are made to this RFQ, an addendum will be issued. Addenda will be emailed, 
mailed or faxed to all proposers on record as having received the RFQ. 
 
All proposals submitted in response to this RFQ shall remain firm for ninety (90) days 
following the proposal opening. The contract will be awarded, if at all, within ninety (90) 
days after the opening. The time for award may be extended for up to forty-five (45) 
additional days by mutual agreement between the Town and the highest ranked proposer. 
 
An applicant may correct, modify, or withdraw a proposal by written notice received by the 
Town prior to the time and date set for the opening. Proposal modifications must be 
submitted in a sealed envelope “DESIGNER Services for Hubbardston” with the 
applicant’s name and address, and clearly labeled "Modification No.__." Each 
modification must be numbered in sequence, and must reference the original RFQ. 
 
After the opening, an applicant may not change any provision of the proposal in a manner 
prejudicial to the interests of the Town or fair competition. Minor informalities will be 
waived or the applicant will be allowed to correct them.  
 
B. Pre-proposal Conference 
A voluntary pre-proposal conference will be held on November 1, 2016 at the Slade 
Building, Town Administrator’s Office, 7 Main Street, Unit 3, and Hubbardston, MA 01452. 
 

 
II. Project Background 
 
Within the Town, many facilities such as the library, community center, police station, post 
office and elementary school are placed within a few hundred feet of each other. Due to their 
layout, morning and evening rush hour creates many safety concerns; for instance emergency 
vehicles needing to pass through the school zone are often blocked by traffic congestion and 
pedestrians crossing the road. In addition, there are safety concerns for pedestrians and 
bicyclists as sidewalks are discontinuous and in poor condition. Bicyclists are forced to ride 
along the road without properly marked bike lanes. Furthermore, much of the sidewalk along 
the road does not meet proper Americans with Disabilities Act (ADA) requirements and a 
lack of street lights along Main Street restricts visibility for both drivers and pedestrians. It 
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will also be important to consider specifying improvements to on-street parking and the 
configuration of the municipal lot.  
 
III. Scope of Services 
The scope of this project shall include a schematic design for the reconstruction of the 
roadway addressing pavement, drainage, curb cuts, signage and lighting in accordance with 
ADA requirements. In addition, the roadway will be designed for use by all modes of traffic, 
including passenger cars, heavy vehicles, bicyclists, and pedestrians. The consultant(s) will 
be asked to provide a cost analysis of all elements of the schematic design as well as provide 
oversight and inclusion of the student volunteers from WPI.  
 
 
The final scope of services to be included under the designer contract(s) will be subject to 
negotiation with the Town. The following tasks are such items as are expected to be included 
in the scope of services for the phases of the project: 

 
Town Center Design: 
 
A. Schematic Design: Development of schematic design plans and renderings which 

demonstrate a layout and design to meet the objectives described above. 
B. Design Development: Discussion with the Town Center Committee pertaining to the 

level of effort that will eventually be required to prepare plans and specifications for 
the  reconstruction of the Town Center elements described in this RFQ,  and 
preliminary project cost estimates,  in compliance with the requirements of M.G.L. c. 
30, S. 39M and all other applicable laws and regulations.  

C. All Phases: Attend meetings with the “Town Center Committee. Number of meetings 
expected to be up to 2.   

 
 

IV. Requirements for Application 
Each applicant must submit a written Application on the Designer Selection Board 
application form, a copy of which is attached. Entities submitting as a Joint Venture shall 
submit separate and complete DSB forms for each firm named. The following information is 
specifically required: 

 

1. Name and address of applicant. 

2. Brief resume of principals and of the staff to be assigned to the Project.  

3. A summary of hourly billing rates as applicable. 

4. List of completed projects that would best illustrate qualifications for the Project.  
References must be included.  

5. List of all ongoing projects with anticipated schedule(s) for completion. 

6. Names and qualifications of engineers and other consultants that may be used for 
the Project, along with a summary of hourly billing rates, if applicable. 



 

    

7. Statement of the scope and type of services proposed for the Project.  The 
applicant should describe the process and methodology to be used in the 
completion of services with specific reference to examples of similar projects in 
which this methodology has been used. 

8. Proposed work plan and schedule which reflects a possible timetable for 
completion of the Project. (It is understood that the project timeframes are 
dependent on Town Meeting actions.)  

9. Statement of any legal or administrative proceedings pending or concluded 
adversely to the applicant within the past five (5) years which relate to the 
applicant’s performance of this type of work. 

10. Statement of Insurance coverage including:  General Liability, Errors and 
Omissions, Workers’ Compensation per Article VIII, below.  Certificates of 
Insurance will be required from the selected consultant as part of the contractual 
obligations. 

11. Evidence of financial stability. 

 
 
V. Minimum Qualifications 
 
Each applicant must demonstrate that it meets the following minimum qualifications: 
 
A. Minimum of five years experience in the design and renovation of public projects of a 

similar nature for the principals assigned to the project, including work with historic 
buildings in Massachusetts.  In documenting this qualification, the applicant should 
describe the professional background of the firm and the extent of previous 
experience of firm personnel or consultants to be assigned to the project and identify 
the anticipated role that each will play in the project. 

B. Knowledge of, and experience in, legal and administrative requirements, procedures, 
and practices related to the design, funding and construction of Massachusetts public 
works and building projects, including the State Building Code, regulations of the 
Architectural Access Board and Massachusetts public construction and procurement 
law. 

C. Possess all necessary current licenses and registrations, either within the firm or 
through independent consultants, to qualify under Massachusetts law to perform the 
design services for the Project. 

D. Provide evidence of insurance as described in Section VIII.   

E. Provide detailed description of at least two recent similar projects on which the 
Principal Engineer has performed similar services, identifying references with the 
owners of those projects as well as the personnel who worked on them and stating 
whether those individuals will be assigned to the Project. 

F. Not be debarred under M.G.L. c. 149, sec. 44C or disqualified under M.G.L. c. 7C, 
sec. 51. 

 



 

    

VI. Comparative Criteria 
The Awarding Authority will make further review of all Applications found to be 
responsive and check such references as may be appropriate.  This further review will be 
based upon the following comparative criteria: 

1. Experience designing similar Town Center revitalization projects in 
Massachusetts communities.  

2. Proposed approach to the Project which will minimize the Designer costs 
while ensuring high quality standards and maximize efficiency 

3. Prior successful experience with similar projects (as determined by 
references).  

4. Quality of past Designer work of all phases, as well as project bidding (as 
determined by references).  

5. Reliability in cost estimating for public sector construction projects including 
the estimate to low bid price and bid price to final construction cost 

6. Ability to work with multiple and varied Town committees, officers, 
architects, engineers and contractors. 

7. Record of providing construction administration services for projects that are 
completed as designed, on time and within budget, and the degree of 
satisfaction of the owner. 

8. Depth and breadth of experience and qualifications for personnel to be 
assigned to the Project. 

9. Identity and qualifications of any engineers or other consultants whom the 
applicant proposes to employ to assist in the Project 

10. Demonstrated capacity of the applicant in terms of staffing and resources to 
handle the proposed project schedule and deadlines 

 

 

The Town may request that one or more applicants provide additional information during 
the evaluation process to permit a complete evaluation process. Based upon the minimum 
and comparative criteria contained in this RFQ, the Town will attempt to select no fewer 
than three proposers to interview as finalists.  The finalists will then be ranked and a 
recommendation will be made to the Town Administrator for award of the contract.  If 
the Town is unable to negotiate a contract, including the fee, with the top-ranked finalist, 
the Town will then commence negotiations with the next ranked finalist and so on, until a 
contract is successfully negotiated, and approved by the Town Administrator.   

Note:  The chosen applicant shall be an agent of the Town and as such will be responsible 
for compliance with all state ethics laws. 



 

    

 
 
VII. Non-Collusion Form and Tax Compliance Form  

(MUST BE SUBMITTED WITH PROPOSAL)  
 
Applicants submitting a bid or proposal to provide supplies or services to the Town, or to 
purchase supplies from the Town, must complete and submit the following certification 
of non-collusion and tax compliance with the bid or proposal. 
 
CERTIFICATE OF NON-COLLUSION 
 
The undersigned certifies under penalties of perjury that this bid or proposal has been 
made and submitted in good faith and without collusion or fraud with any other person. 
As used in this certification, the word "person" shall mean any natural person, business, 
partnership, corporation, union, committee, club, or other organization, entity, or group of 
individuals. 
 
___________________________________________ 
Signature of individual submitting bid or proposal 
 
 
___________________________________________ 
Name of business 
 
 
TAX COMPLIANCE CERTIFICATION 
 
Pursuant to M.G.L. c. 62C, §49A, I certify under the penalties of perjury that, to the best 
of my knowledge and belief, the within named proposer is in compliance with all laws of 
the Commonwealth relating to taxes, reporting of employees and contractors, and 
withholding and remitting child support. 
 
___________________________________________ 
Signature of person submitting bid or proposal 
 
 
___________________________________________ 
Name of business 
 
 



 

    

VIII. Additional Contract Terms and Conditions 
 

A. The DESIGNER must have all necessary insurances as provided below: 
 
 

• General Liability of at least $1,000,000 Bodily Injury and 
Property Damage Liability, Combined Single Limit with a 
$3,000,000 Annual Aggregate Limit.   

• Automobile Liability (applicable for any contractor who has 
an automobile operating exposure) of at least $1,000,000 
Bodily Injury and Property Damage per accident.   

• Workers' Compensation Insurance as required by law.  
• Professional Liability Errors and Omissions of at least 

$1,000,000 
• Umbrella Liability of at least $1,000,000/ occurrence, 

$1,000,000/aggregate.   
 
 

B. Copies of all plans and reports created as a result of the scope of services 
contained in this RFQ shall be provided to the Town in an electronic format 
acceptable to the Awarding Authority. The Town shall own all rights to any 
reports, plans and materials produced for the project by the selected applicant. 

 
C. The selected Designer firm shall execute the Town’s Standard Contract for 

Designer Services within ten (10) days of the notice of award. 
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