
 

REQUEST FOR QUALIFICATIONS 
 

DESIGN SERVICES FOR A FACILITY TO HOUSE THE PUBLIC 
SERVICES AND PARKS AND RECREATION OPERATIONS 

FOR THE TOWN OF WAXHAW 

 
 

Date Issued: July 29th 2020 
Town of Waxhaw 

1150 North Broome Street 

Waxhaw, NC 28173 

 



General: 

1. Pursuant to North Carolina Statute Section 143-64.31, the Town of Waxhaw (the Town or 
Owner) is soliciting proposals from qualified design teams interested in providing basic 
architectural and engineering services. 

2. The Town will follow a Qualifications Based Selection process as required by North 
Carolina General Statutes. A team of Town staff will select the most qualified firm to 
negotiate a contract for services. This Request for Qualifications (RFQ) provides complete 
information on the services being sought, the submittal requirements, and timeline. 
Copies of the RFQ and any addenda may be accessed directly from the Town’s website at 
www.waxhaw.com. Interested firms may submit a Statement of Qualifications, meeting 
the requirements defined in this RFQ. Hard copies shall be delivered to: 

 
Jeff Wells 

Town Manager 
Town of Waxhaw 

1150 North Broome Street 
Waxhaw, NC 28173  

 
Digital copy shall be emailed to: jwells@waxhaw.com 
 

3. Statements of Qualifications must be received by 12:00pm on August 28, 2020. Six (6) 
hard copies shall be submitted along with a digital copy to the address and email above. 
Any other form of submission will not be accepted.  

4. Any questions regarding this RFQ must be received in writing prior to August 21, 2020 by 
5pm. Questions after this date may not receive a response. Questions should be directed 
to the contact above. All written questions will be posted in an addendum posted on the 
Town’s website.  

5. This RFQ does not obligate the Town to pay any costs incurred by respondents in the 
preparation and submission of a response.  

6. This RFQ does not obligate the Town to accept or contract for any expressed or implied 
services.  

7. The design team shall indemnify and save harmless the Town of Waxhaw and its officers, 
agents, and employees from all suits, actions, or claims of any character brought for any 
injury or damages received or sustained by any person, persons, or property by reason 
any act of the design team, its agents or employees, in the performance of the contract.  

8. The Town invites and encourages participation in this procurement process by businesses 
owned by minorities, women, and disabled business enterprises.  

9. The Town reserves the right to reject any and all submittals and to terminate the RFQ at 
any time.  

 

http://www.waxhaw.com/
mailto:jwells@waxhaw.com


Project Site: 

1. The subject property where the work will be completed is located at 4220 Waxhaw-
Marvin Road. Union County Tax Parcel #06192003A. 

2. The property is located at the southwest quadrant of the Waxhaw-Marvin Road 
Kensington Drive intersection. Kensington Elementary School adjoins the property to the 
west. Town Creek Park adjoins the property to the south.  

3. The property is approximately 17.4 acres in size.  
4. A boundary survey is attached to the RFQ.  

Scope: 

The Town is soliciting Statements of Qualification from design teams interested in contracting 
with the Town to perform architectural and engineering services related to the siting and 
construction of an office and maintenance facility that will house the Public Services and Parks 
and Recreation Departments. The Town envisions the project site to be on the western and 
southern side of the property adjacent to the elementary school, with the remainder of the 
property staying preserved for future considerations.  The Town envisions this project to house 
the existing operational needs of the Public Services and Parks and Recreation Departments and 
to also allow for growth of the staff, equipment, fleet, storage, maintenance, and information 
technology needs.  

Background on Public Services and Parks and Recreation Departments: 

The duties and functions of the Public Services Department is as follows: 

• Currently 9 full time employees 
• Mowing and maintenance of all right-of-way areas within the town limits 
• Mowing as well as landscaping, upkeep, and beautification of downtown district 
• Assist with maintenance and upkeep of all town parks 
• Maintenance and upkeep of all buildings and properties owned by Town of Waxhaw 
• Maintenance and management of grounds and documentation of records for the 

Waxhaw Southside Cemetery 
• Perform all grave opening/closing within the cemetery 
• Responsible for management, installation and maintenance of street lighting program 

throughout town 
• Coordinate yard debris and solid waste removal program for citizens within Waxhaw 
• Provide leaf vacuuming service for citizens during the fall/winter season 
• Act as liaison with solid waste/recycling company to provide services for citizens 
• Sidewalk maintenance, repairs, and installations throughout town 
• Installation of street signage throughout the town 
• Fleet maintenance for all vehicles owned by the Town of Waxhaw 
• Maintenance of all town equipment and materials 
• Assist Planning, Code Enforcement, and Building Inspections 



• Assist with all town sponsored events 
• Work with Union County Public Works when necessary concerning water & sewer issues 
• Coordinate and oversee annual spring and fall clean-up events 
• Coordinate with NCDOT to mow right-of-ways of roads throughout town 
• Recycling program upgrades and maintenance 
• Manage storm water drain inspections by utilizing camera system   
• Provide service for pipe repairs for storm water pipe/drains 

Street maintenance and installations—including proof roll inspections and 
maintenance/repairs of streets 

The duties and functions of the Parks and Recreation Department are as follows: 

• Currently 7 full time employees, 1 part time employee, plus seasonal staff  
• Administer and maintain all park properties and facilities, currently includes: 

o David G Barnes Children’s Park 
o HC Nesbit Park 
o Town Creek Park 
o Sk8 Park 
o Water Tower Community Corner 
o Dare Steele Garden 

• Administers and maintains facilities available for community rental, including: 
o The Meeting Place 
o Duncan McDonald House 

• Maintains all greenway trails throughout town 
• Planning, coordination, and execution of town sponsored events and festivals 
• Administration of events from individuals or organizations not affiliated with the town 
• Plan and administer numerous recreations programs throughout the year 

Submittal Response Requirements:  

Provide five (6) hard copies and one (1) electronic copy in pdf format of your submittal. 
Submittals shall be a maximum of twenty (20) pages; ten (10) pages if double sided. The submittal 
shall primarily be formatted for 8.5” x 11” paper; however 11” x 17” paper is acceptable if it is 
less than five (5) of the pages and is folded to match 8.5” x 11” paper size for the hard copies.  

Submittals must contain the following information:  

1. Letter of Interest. The Letter of Interest should include a synopsis of the company/firm, 
the team’s qualifications, the project principal representing the contractual authority of 
the firm/team, project manager, and primary contact. 

2. Company Profile. Provide a brief overview of your company/firm. Identify capabilities and 
experiences, the number of employees and location and number of years in business 



under its current name. If you are proposing to subcontract any of the proposed work to 
another firm, provide similar information for each subcontractor.  

3. Project Team. Provide a hierarchy of project management and a brief summary of 
credentials of the key staff.  

4. Project Approach and Schedule. Provide a description of the proposed approach to the 
project. Include a response to the scope but do not simply restate the scope. Identify key 
risks, challenges, and concerns you anticipate and any mitigation steps to achieve 
successful delivery. Describe the team’s approach to design document quality assurance 
and quality control. Describe the firm and/or team’s track record delivering projects with 
minimal change orders. Describe the team’s level of experience with major regulatory 
bodies likely to be project reviewers whether local, state, or federal. Provide an outline 
project schedule, tasks, milestones, and deliverables including review meetings with the 
Town project team.  

5. Reference Projects. Please identify five (5) recent, representative projects of similar 
scope, complexity, and size performed by the project team. At least three (3) should be 
completed projects. For each project, provide project duration and completion year, 
project costs, or estimated costs if not completed. Identify which team members 
performed the work for each reference project.  

Selection Criteria: 

A team of Town staff will review the proposals and may make a recommendation to negotiate a 
tentative contract. The Town staff that will review the Statements of Qualification is the Town 
Manager, Public Services Director, Parks and Recreation Director, Town Engineer, and IT Director. 
Additional staff may also assist in the review of the Statements of Qualification. Each submittal 
will be evaluated and scored as determined through a qualification review process and the 
scoring criteria noted below. The scoring criteria is as follows: 

1. Design team experience and qualifications – 40 points 
2. Project understanding and approach – 40 points 
3. Reference projects – 20 points 

Schedule for Selection of Company Firm: 

1. Issue RFQ       July 29, 2020 
2. Deadline for written questions and clarifications on RFQ August 21, 2020 
3. Deadline for submission of Statements of Qualification August 28, 2020 
4. Notify shortlisted for interviews    September 10, 2020 
5. Interviews       September/October 2020 
6. Town team determine best qualified    October 2020 
7. Award contract (Board of Commissioners)   October 27, 2020 
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