
 

Northwestern Indiana Regional 

Planning Commission 

 
 

 

 

REQUEST FOR QUALIFICATIONS  

RFQ 15-28 

 

 

Consulting Services for the Purposes of 

Updating the NIRPC Employee Handbook 

and Preparing an Organization  

Multi-Year Transition Plan 

 

 
 

 

 

 

 

Available in alternate formats, upon request. 

 

6100 Southport 

Road, Portage, 

Indiana 46368 

i  



 

QUICK OVERVIEW: 
Description: Consulting services to update the Commission’s Employee Handbook 

and prepare an organization multi-year transition and reorganization 
plan. 

Date Issued: August 20, 2015 

Issued by: Northwestern Indiana Regional Planning Commission 
6100 Southport Road, Portage, Indiana 46368-6409 
Phone:  (219) 763-6060; Fax:  (219) 762-1653 
www.nirpc.org 

Budget: $20,000 

Contact:       Kathleen Honl, Accounting and Procurement Coordinator  
        khonl@nirpc.org, 219-763-6060 x 161 

Alternative Formats: For information on alternative formats of this document contact 
Kathleen Honl at NIRPC at 219-763-6060. TTY users may access the Relay 
Indiana service by dialing 711 or 1-800-743-3333 

Deadline: Deadline for qualifications is 12:00 noon Central Standard Time, 
September 2, 2015, delivered to the NIRPC office. 

General Description: 
The Northwestern Indiana Regional Planning Commission is seeking professional services to prepare an 
updated Employee Handbook, to analyze current staffing, organization, and procedures, and to prepare an 
organization transition plan to maintain and enhance performance in the agency’s future operating 
environment.     

Procurement Overview: 
The Northwestern Indiana Regional Planning Commission, hereinafter referred to as the Commission, is 
requesting submittals under the terms, conditions and specifications contained in this solicitation. The 
Commission anticipates that this solicitation will result in a contract between the Commission and the 
successful submitter.  The award of such a contract shall be to the responsible party whose submittals are 
deemed to be the most responsive to this solicitation.  A fixed-price type contract shall be awarded to the 
chosen party with whom negotiations have been successful. 

BACKGROUND: 
Purpose of the study: 
The Commission is a Metropolitan Planning Organization and Council of Governments.    The Commission 
has a typical staffing level of 27 full-time professional and support staff.   The Commission is currently 
anticipating a reduction in revenues due to federal budget cuts.  In addition, a significant percentage of staff 
are expected to retire within the next five to seven years.   The Commission also desires to enhance its 
retention of young professional staff.   

The Commission needs to evaluate current processes and structure to ensure it can meet its transportation 
and other planning obligations, transit oversight responsibilities, as well as maintain and expand services 
desired by local governments and stakeholders.  Given the potential reduction in revenue, loss of 
institutional knowledge due to retirement, and competing needs within the region community, it is 
imperative to provide quality planning and regional coordination in the most efficient and cost-effective 
manner, and plan for transition of responsibilities and necessary training in a timely fashion.    

http://www.nirpc.org/
mailto:khonl@nirpc.org


In addition, the Commission’s Employee Handbook requires revision in order to be current with state and 
federal laws for public sector employment, meet best practices in employee evaluation and disciplinary 
action, while providing the flexibility and job satisfaction expected by today’s workforce.   

The Commission is seeking an experienced consultant to conduct an organizational review, workload and 
performance audit, and revision of its Employee Handbook.  The purpose of the study is to conduct an 
assessment of services provided by the Commission and provide information and recommendations for 
budget decisions, organizational requirements and potential operational and budgetary efficiencies. The 
consultant will need to have the capability to evaluate policies, practices and performance in delivering 
services in partnership with the communities the Commission serves.   The Commission requires that the 
Employee Handbook update be completed by November 30, 2015 and the Organization Plan be completed 
by December 28, 2015. 
 
General Information: 
The Commission is a regional council of local governments serving the residents of Lake, Porter, and La 
Porte counties in Northwest Indiana. The Northwest Indiana region is part of the U.S. Census Bureau's 
Chicago Metropolitan Statistical Area (MSA). The Commission provides a forum that enables the 
residents of Northwest Indiana to address regional issues relating to transportation, the environment and 
community, and economic development. The Commission, as a recipient of federal funds, is subject to 
the requirements of Title VI of the Civil Rights Act of 1964, as amended, and the Americans With 
Disabilities Act (ADA).  Title VI prohibits discrimination on the basis of race, creed and national origin.  The 
ADA prohibits discrimination on the basis of disability. 

The Commission is a multi-purpose, sub-state, area-wide planning agency.  The Commission was originally 
established as the Lake-Porter County Regional Transportation and Planning Commission in 1965, pursuant 
to State-enabling legislation.  An amendment to this legislation in 1973 provided the Commission with its 
current name and allowed for the addition of new member counties.  Under this provision, La Porte County 
joined in 1979. 

In 1996 the legislation was again amended to provide a seat on the Commission for all of the mayors in the 
three county region.  The legislation was again amended in 2003 to provide for representation of all 41 cities 
and towns in the tri-county area, and to specify that representatives must be elected officials.  The legislation 
under which the Commission operates is contained within Indiana Code Title 36, Article VII, Chapter 7. 

The Commission operates as a cooperative of local governments within the tri-county area.  It is comprised 
of fifty-three members.  In addition to the municipal appointments, the County Councils, Boards of 
Commissioners, and County Surveyors appoint one member each, as does the Governor.   The Commission 
or the Executive Board meets monthly.  The Commission’s meetings are open to the public and there is a 
place on every agenda for public comment. 

The Commission's planning area is strategically located at the southern tip of Lake Michigan and represents 
an integral part of the greater Chicago metropolitan area.  The Commission's planning area is comprised of 
the three participating counties of Lake, Porter and La Porte, located in the northwestern corner of the State 
of Indiana.  Covering 1,520 square miles, it consists of 771,815 people per the 2010 Census, projected to rise 
to 940,000 population by the year 2040. 

One of the most important designations the Commission has received is that of Metropolitan Planning 
Organization (MPO) for Northwestern Indiana.  MPO's are responsible, together with state departments of 
transportation and public transit operators, for carrying out the federally-prescribed transportation planning 
process for urbanized areas. 

http://www.census.gov/population/www/metroareas/metroarea.html


Northwest Indiana is a diverse and dynamic region whose complexities are reflected in the regional 
transportation system.  The Commission planning area includes arguably some of the most strategic and 
critical links in the national transportation system.  These factors combine to make the role of MPO for 
Northwestern Indiana extraordinarily challenging. 

In addition to planning responsibilities in the environmental and community development areas, the 
Commission provides staff services for several "partner agencies".  Also housed in the Commission offices is 
the Kankakee River Basin Commission. 

The Commission currently has a staff of 27, 5 to 8 of whom could be eligible to retire within the next five to 
seven years.   The 2015 operating budget is $3.3 million of which approximately 45% is in salaries.  The 
Commission anticipates possible future revenue reduction as a result of Federal and State fiscal realities.     
 
RFQ GENERAL CONDITIONS: 
Submitter Responsibility 
The Submitter(s) shall have the responsibility of satisfying all parts of this solicitation.  It is the desire of the 
Commission to procure goods and services of the first quality.  No advantage shall be taken by the 
Submitter(s) in the omission of any part of detail that would be necessary to fully satisfy all work required in 
this solicitation. 

Acceptance/Rejection of RFQs 
The Commission reserves the right to accept or reject any or all submittals or to select the Submitter(s) that, 
in the opinion of the Commission, will be in the best interest of and/or the most advantageous to the 
Commission. The Commission also reserves the right to reject the submittal of any Submitter (s) who has 
previously failed to properly perform under the terms and conditions of a contract, to deliver on time 
contracts of a similar nature, and who is not in a position to perform the requirements defined in this RFQ. 
The Commission reserves the right to waive any irregularities and technicalities and may, at its discretion, 
withdraw and/or re-advertise this RFQ.   

Familiarization of Scope of Work 
Before signing a contract, each Submitter(s) shall familiarize itself with the Scope of Work, laws, regulations 
and other factors affecting performance of work.  It shall carefully correlate its observations with 
requirements of the solicitation and contract and otherwise satisfy itself as to the expense and difficulties 
attending the performance of the work.  The signing of a Contract will constitute a representation of 
compliance by the Submitter(s).  There will be no subsequent financial adjustment, other than that provided 
by the Contract, for lack of such familiarization. 

The Commission not Liable for Delays 
It is further expressly agreed that in no event shall the Commission be liable for, or responsible to, the 
successful Submitter(s), any sub-consultant, or to any person for, or on account of, any stoppages or delay 
in the work herein provided for by injunction or other legal or equitable proceedings or on account of any 
delay for any cause over which the Commission has no control. 

Contract Award and the Commission’s Rights 
The Commission reserves the right to accept or reject any or all responses to this RFQ, waive informalities, 
and request re-bids on the services specified in the RFQ. 

The vendor selected for this project will be that responsible individual or firm whose solicitation packet is 
found to be responsive to this RFQ and is most advantageous to the Commission.  Written notification will 
be provided to the successful Submitter only after the Commission has authorized the award of a contract. 
Submitter will be issued a Notice to Proceed after contract award authorization. 



Before signing a contract, the Submitter shall familiarize itself with and be ready to perform the work 
described in Scope of Services, other requirements, and other factors affecting performance of work.  It shall 
carefully correlate its observations with requirements of the solicitation and contract and otherwise satisfy 
itself as to the expense and difficulties attending the performance of the work.  The signing of a contract will 
constitute a representation of compliance by the Submitter.  There will be no subsequent financial 
adjustment, other than that provided by the contract, for lack of such familiarization. 

Legal Requirements 
This RFQ is subject to all applicable federal, state, and local laws, rules, and regulations that in any manner 
affect any and all of the services covered herein. 

Non-Appropriation of Funds 
In the event no funds or insufficient funds are appropriated and budgeted or funding is otherwise 
unavailable in any fiscal period for payments due under the contract, then the Commission, upon written 
notice to the Submitter(s) or his/her assignee of such occurrence, shall have the unqualified right to 
terminate the contract without any penalty or expense to the Commission. No guarantee, warranty or 
representation is made that any particular or any project(s) will be awarded to any firm(s). 

One Submittal 
If only one responsive submittal is received in response to the solicitation request, the Commission shall 
conduct a cost analysis in order to facilitate a determination of the fairness and reasonableness of the 
proposed price. The single submitter shall be requested to submit cost information. 

Eligibility 
Submitting firms must not be on the U.S. Comptroller General’s list of ineligible firms (SAM). The successful 
Submitter will be required to comply with all applicable Equal Employment Opportunity laws and 
regulations. Disadvantaged Business Enterprises shall be afforded full opportunity to submit submittals. 

Inquiries 
Any question related to this solicitation shall be directed to the contact whose name appears here in this 
document.  The Proposer shall not contact or ask questions of the department or agency for which the 
requirement is being procured. Questions shall be submitted in writing or by e-mail. The Contact may require 
any and all questions to be submitted in writing at the Contact's sole discretion.  Any correspondence related 
to a solicitation should refer to the appropriate Solicitation number, page and paragraph number. Oral 
interpretations or clarifications will be without legal effect.  Only questions answered by formal written 
solicitation amendment will be binding.  All questions and answers will only be shared with mail/e-mail list. 
It is the interested party’s responsibility to inform the Contact and get added to the mail/e-mail list. If the 
interested party is not on that mail/e-mail list, they will not be sent any addendums, questions, answered, 
and etc. This can be done by submitting an email to the Accounting and Procurement Coordinator, Kathleen 
Honl, at khonl@nirpc.org with the subject line: RFQ 15-28 Consulting Services for the Purpose of Updating 
the NIRPC Employee Handbook and Preparing and Organization Multi-Year Transition Plan – Add Vendor to 
List. 

Timeline and Deadlines: 
Activity Date 

RFQ Issued August 20, 2015 
RFQ Due September 2, 2015 

Vendor Interviews September 9, 2015 
Notice to Proceed September 11, 2015 
Start of Services September 14, 2015 

Project Kickoff Meeting No later than September 21, 2015 

mailto:khonl@nirpc.org


SCOPE OF SERVICES: 
 
• Confirm Scope of Work and Objectives and a Timeline 

 
The Consultant’s Project Team will review the scope of work with the Commission management team, 
including the project objectives and tasks.  The project kickoff meeting must be completed by 
September 21, 2015.  The project kickoff will include products to be delivered and identify 
communication channels and reporting relationships and responsibilities of project staff and establish 
a specific timeline for all deliverables.   

 
• Data Collection 

 
Engage staff in a self-assessment and review available background information on topics including, but 
not limited to:  current work plans, collaboration with other jurisdictions and community partners, 
human resource management, current and prior year’s budget, staffing levels and resource allocation, 
administrative procedures and practices, workload and workload trend information, and performance 
measures and service levels for each program or division. 

 
• Review and document current business practices and operations 

 
The review should include a detailed organizational and operational assessment of the current 
Commission’s systems and services and include legal review and understanding of requirements 
under Federal and State rules and regulations pertaining to Commission funding sources and current 
employment law.  This assessment should include, but is not limited to: 

 
o Current services including a cost-benefit analysis for each program area. 
o Appropriate staffing levels with an emphasis on workload and the use of existing 

resources and technology 
o Workload indicators, workload trends and performance measures 
o Organizational structure and management – the effectiveness of the organizational 

structure, strategic planning, project management, organizational performance 
measures, budget practices and information systems. 

o Internal controls and oversight, including supervisory span of control 
 
• Best Practices and innovations 

 
Identify best practices and innovations related to the topics above among agencies of similar size, 
characteristics, and budgets as the Commission.   When identifying best practices and innovations, 
special care should be given to focus on those that are relevant and practical for meeting the 
Commission’s mandatory activities and long-range aspirations for regional planning, including ability to 
implement 2040 Comprehensive Regional Plan objectives and fulfill the Commission’s Vision and 
Strategic Directions.  Cost considerations and organizational capacity to implement should be 
examined as well as the potential to achieve measurable results.  

 
• Gap Analysis 

 
Identify areas of high performance and areas that present opportunities for improvement between 
current business practices, operations, best practices and innovations. Gaps or needs, if any, should 
be clearly identified and recommendations should be made as to program refinements, new strategies, 
and resource modifications that might be required to better achieve regional planning objectives and 
needs and better fiscal responsibility. 
 

 



• Employee Handbook  
The updated Employee Handbook must be reviewed through a legal analysis to meet current federal 
and state laws.  It also must provide management with adequate disciplinary tools as well as flexibility 
to manage resources and staff effectively, and incorporate best practices in performance evaluation.  
  

• Final Report 
The Consultant will work with the Project Team to refine recommendations and develop potential 
implementation strategies and costs. This will result in a final written report that will be presented 
to the Commission’s Finance and Personnel Committee. 

 
CONTRACTOR QUALIFICATIONS: 
The Commission is seeking a consultant with experience and expertise in the analysis of government or 
non-profit operations and management, human resources management and experience and expertise in 
program analysis and cost-benefit analysis in order to make specific recommendations. The Consultant 
will need to have the capability to evaluate procedures, practices and performance in delivering planning, 
transit oversite, and government coordination services in partnership with the region.  The Consultant 
should be able to demonstrate experience addressing these issues with other governmental or non-profit 
organizations within the last three years. That work should include facilitation of employee work groups. 
The Consultant shall describe projects completed, staff assigned to those projects and their qualifications. 
Experience and expertise in writing and presenting reports for local government officials is preferred, 
including the development of findings, conclusions and recommendations. 

 
PROPOSAL SUBMITTAL AND AWARD: 
COMMISSION PROJECT TEAM 
The Commission will support the Consultant by providing a primary point of contact and Project Team.  
The Consultant will work with the Commission to identify the appropriate team. The Consultant will be 
expected to conduct periodic team meetings to update the progress on the project, seek direction on any 
appropriate issues and seek feedback on sections of the analysis or draft reports. 

 
TIMELINE 
August 20, 2015           RFQ Issued  
September 2, 2015       Submittals Due to the Commission 
September 9, 2015       Interview Finalist Consultants 
September 11, 2015 Consultant is selected 
September 14, 2015     Consultant Begins Work 
September 21, 2015 Kickoff Meeting to be held no later this date  
November 30, 2015  Employee Handbook 
December 10, 2015      Presentation of Employee Handbook and endorsement by NIRPC’s Finance & 

Personal Committee 
December 28, 2015 Final Organization Multi-Year Transition Plan 
 
TERMS OF CONTRACT AND BUDGET: 
Submittals should include: 

 
• A letter of transmittal. 
• Names and qualifications of the specific individuals who would be assigned to this project. 

Please outline each team member’s relevant education and experience and identify a 
designated project manager. 

• Minimum of 5 references. 



• Preliminary list of comparable bench mark agencies and departments for best practices. 
• Description of work plan approach and ability to meet timeline.  
• The proposed cost of the contract, including the fee for labor, travel, reimbursable costs and other 

anticipated costs.  A lump sum fee is preferred rather than an hourly labor cost. 
• Signature by a duly authorized official of the Consultant’s firm who has the legal ability to bind 

the firm. 
• Ten (10) bound, paper copies of the Submittal, plus an electronic PDF version on deliverable 

media. 
• Signed required form 

1. Non-Collusion Affidavit 
 
EVALUATION CRITERIA: 
Responsive submittals will be evaluated in accordance with the following four evaluation and selection 
criteria, listed in general order of relative importance (exact weighting of categories will not be revealed 
until after a contractor has been selected).  The Commission will evaluate the submittals received based on 
the following criteria: 
 
1. Qualifications of the Firm 30% 
Experience in performing work of a similar nature; experience working with public agencies in Indiana; 
strength and stability of the firm; strength, stability, experience, and assessment of client references; 
effectiveness of the Submitter in the delivery of comparable or related services based on demonstrated 
performance.   
 
3. Staffing and Project Organization 30% 
Qualifications of project staff, key personnel and project manager; key personnel’s level of involvement in 
performing related work cited in “Organizations of the Firm” section; logic of project organization; and 
concurrence in the restrictions on changes in key personnel.   
 
4. Approach 25% 
Demonstration of Submitter’s understanding of the Commission’s requirements; overall quality of work 
plan; logic, clarity and specificity of work plan; and utility of suggested technical or procedural innovations.  
Understanding of the regulatory environment in which the Commission operates, as well as projects and 
programs, and services the Commission operates.  
 
5. Price 5% 
Reasonable and competitive pricing with all offers received and adequacy of data in support of figures 
quoted. 
 
6. Ability to Meet Project Deadlines 10% 
 
 
 
 
 
 
 
 
 
 
 



REQUIRED FORM (1): 
 
 

NON-COLLUSION AFFIDAVIT 

NON-COLLUSION AFFIDAVIT 

The undersigned Submitter, being duly sworn on oath, says that he has not, nor has any other member, representative, 
or agent of the firm, company, corporation or partnership represented by him, entered into any combination, collusion 
or agreement with any person from Submitting not to induce anyone to refrain from Submitting, and that this 
Submission is made without reference to any other Submission and without any agreement, understanding or 
combination with any other person in reference to such Submitting.  He further says that no person or persons, firms, 
or corporation has, have or will receive directly or indirectly, any rebate, fee, gift, commission or thing of value on 
account of such sale. 

 

 __________________________________ 
 Submitter 

      
      
  
 __________________________________ 
 Signature of Submitter  
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