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Developing High Quality RFP’s 
and Bids to Maximize Funding

2012 Florida Recreation  and Park Association 
Annual Conference

Chris Nunes, CPRE
Director of Parks and Recreation

The Woodlands Township
The Woodlands, Texas

Before we start………

• What is your experience 
with writing bids and 
RFP’s?

• What are the issues you 
commonly have with 
bidding out?
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Objectives………

• Identify the needed 
planning for the 
development of bid 
documents

• Create a packet of 
information for bidders 
to utilize

• Develop a systematic 
review and 
recommendation 
process

Background Information
Communication issues when Bidding
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Background Information

• Successful Bidding and RFP writing 
equates to 
• Knowing what you want

• Describing it accurately

• Recognizing what resources you need 

• Describing them accurately

• Hire the contractor that has the right stuff

• Use tools to hold contractor accountable

Background Information

• Successful Bidding and 
RFP writing equates to
• Fair and competition

• Stewardship of funds

• Avoid legal challenges
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Background Information

• What costs are associated 
with bidding from the 
agency side?

• Staff time

• Staff productivity

• Packet production 

• Advertisement

• Other

Background Information

• Are there any 
costs from the 
vendors or 
contractors 
side?
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Background Information
• Typical firm costs for submitting an RFP

• 22.6 hours for each response for the lead

• Double that to account for the vendor’s 
employees’ time – about 50 hours.

• If the vendor does 50 responses a year –
that’s 2,500 hours! At $125/hour, this is over 
$300k per year!  

Background Information

What you want
• Reasonable cost

• Low risk

• Reliable outcome

• Happy Board

• On time

• No bad press

• Quality 

What they want
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Planning

• Proposal objectives
• Timeline
• Political Issues 
• Staff capabilities
• Evaluation 
• Insurance 

Requirements
• Contract

Planning

• Proposal Objectives
• What are your….. 

• Needs
• Wants
• Nice to Haves
• Preferences
• Community 

Standards
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Planning
What is the timeline for the….
• proposal?
• project?

Bid Development
Bidding

Bid Evaluation
Bid Award

ContractingWork backwards; start 
with the end in mind….

Planning
Timeline
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Planning

• Political and Market 
Place Issues
• Local preference 
• Prevailing wages
• Labor/Unions
• Board “friends”
• Local marketplace
• In House vs. Out-

sourcing 
• MBE/WBE

Planning

• Staff Capabilities
• Write specifications
• Evaluate
• Be objectionable
• Time to devote?
• Time to manage?

The same contractor should never define the work, then bid on it, do the 
work or evaluate the work, i.e. conflict of interest 
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Planning

Evaluation
• How do I evaluate?
• What do I 

evaluate?
• Bid vs. a proposal
• Evaluation team
• Scoring matrix
• “Bid conditioning”
• Time needed

Planning

• Insurance 
• Level of risk
• Contractor’s ability 

to obtain
• Waiver’s 
• Indemnification 
• Bid Bonds
• Payment Bonds
• Performance Bonds
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Planning

Packet Development

• Before you start 
developing a 
RFP/Bid…..STOP
• Reuse, Revise, 

Reinvent….. Google is 
your friend!

• What are you bidding-
service, supply, 
construction
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Packet Development

• Introduction/Scope
• Mandatory 

Requirements
• Specifications and 

Standards
• Supplemental 

Information
• Implementation 
• Evaluation

Packet Development

• Introduction/Scope
• Who, what, where, 

when…..
• Agency information
• Project information
• Lead staff person
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Packet Development

Packet Development

• Scope-Needs Assessment
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Packet Development

• Mandatory 
requirements 
• Brief, specific and 

measurable

• “Complies” or 
“Does not comply”

Packet Development
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Packet Development
• Typical Mandatory 

Requirements

• Uniforms/Image

• Insurance

• OSHA

• Permits/Licenses

• Payment Terms

• Submittal Requirements

• References

• Bidder’s Questionnaire

• Samples 

Packet Development
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Packet Development

Packet Development
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Packet Development

• Specifications:
• Industry Standards

• Best Practices

• User Needs

• Community Needs

• How would you do 
the job?

• What else????

Packet Development-Specifications 

• How would you do the job?

Painting 
the 

Gym

Paint 
Type

Paint 
Quality 

Surface 
Prep

Clean 
Up

Primer
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Packet Development-Specifications 

• Specifications-Pool Chemicals

Packet Development-Specifications 

• Specifications-Pool Deck
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Packet Development-Specifications 

• Specifications-Pool Concessions

Packet Development

• What does a bidder need to know (supplemental 
information) to provide a quality bid and make a 
profit???

• Historical information

• Units consumed 

• Rate of use

• Limitations on work

• Rate of growth

• General Facility Data-
size/width/length

• Number of Gallons

• Filtration systems and 
Equipment

• Operating Data

• Patron Use
Schedule of use-
monthly/season/daily

• Revenue generated

• Expenses
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Packet Development

• Supplemental Information-Pool Chemicals

Packet Development
• Supplemental Information-HVAC
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Bid Implementation

• Sending out the RFP/Bid
• Who Wants This Work?

• PR Directory
• State Association
• Local Vendors
• Plan Rooms
• Other

• Managing 
questions/comments

• Addendums
• Notice of Clarification

Bid Implementation
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Bid Implementation

Bid Evaluation 
• Bids and Proposals have been 

received…..now what????

• Who will review?

• What is their experience?

• Decision making considerations

• Price, delivery, warranty, lifetime cost, 
quality

• Experience, knowledge, project 
approach, familiarity of the system, 
references
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Bid Evaluation 

Where am I getting these total numbers from?

Bid Evaluation 
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Bid Evaluation 

Bid Evaluation 
• What if bids are too far 

apart?
• Do you have good 

specifications?

• Do you have an apples to 
apples comparison?

• What type of business is it-
small vs large?

• Is this their primary line of 
business?

• Use a third party to analyze

• Use industry standards to 
compare. 
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Bid Evaluation

• Do your homework: Check references & 

previous work completed

• Professionalism in the bid

• Low bid contractors will create additional 

work due to failure to provide “other 

services.” 

• Analyze all aspects of the bid 

Final Thoughts-Do’s and Don’ts 

• Do
• Describe the 

performance and other 
relevant requirements

• Describe requirements 
and timeline 
expectations

• Quality people to 
evaluate 
bids/proposals 

• Allow time to review 
submittals

• Don’t
• Specify a “brand name” 

• Place unreasonable 
requirements on firms

• Specify geographical 
preferences

• Require excessive 
bonding 

• Take arbitrary action



7/30/2012

25

Thank you!!!!!

For further questions or comments 

Chris Nunes, Ph.D., CPRE

Director of Parks and Recreation

The Woodlands Township

281-210-3906

cnunes@thewoodlandstownship-tx.gov


