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Overview 
 
Contact Information and Questions  

All questions related to this Request for Proposals must be submitted in writing by email to Nancy E. 
Crowell, Library Director. The Question period shall expire as noted on the timeline. Answers to 
Respondent’s questions will be compiled and distributed to all Respondents by email. Respondents 
must notify the Director of their intent to participate in the RFP. 
  
Discussion may be conducted with responsible Respondents who submit Proposals likely to be selected 
for award for the purpose of clarification and to assure full understanding of, and responsiveness to the 
Proposal requirements. 

 

Point of Contact for Proposal Submission and Questions 

Nancy E. Crowell, Library Director 

Scarborough Public Library  

48 Gorham RD 

Scarborough, ME 04074 

Email: ncrowell@scarboroughlibrary.org 

 

Projected Timetable 
 

RFP Issue Date   1/3/2019 

Respondents Questions and Requests for Clarification Due Date  1/11/2019 

Response to Respondents Questions and Request for Clarification 1/18/2019 

Proposal Due Date 2/1/2019 

Award Notice 2/22/2019 

Notification of Decision*   2/22/2019 

Projected start March 2019 

Project completed 7/31/2019 

* The Library reserves the right to modify the timeline if necessary. This project may or may not result in award of contract. 
Any award, however, is contingent upon agreement to Terms and Conditions by and between the Respondent and the Library. 
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Submission Requirements 
 
General Submission Information 
Deadline and Title: Respondents are to submit one signed hard copy original and one electronic copy of 
the Proposal postmarked on or before 4:00pm EDT, February 1, 2019, to the Point of Contact. Proposals 
must be clearly marked “RFP 2019 Library Building Program Consulting Services”.  
 
Evaluation Committee: An Evaluation Committee composed of various Scarborough Public Library and 
community representatives will evaluate eligible proposals. Respondents are prohibited from contacting 
committee members regarding this RFP. Doing so may be grounds for disqualification. The sole point of 
contact for this RFP is the Library Director. 
 
Rejection Clause: Scarborough Public Library reserves the right to reject all firms, decline to proceed 
with selection of any Respondents, to request additional qualifications, and to make inquiries as may be 
necessary to verify qualifications. 
 
Completeness: Proposals must include all information required herein to be evaluated and considered 
for an award. Failure to do so may be deemed sufficient cause for disqualification. 
 
Term of Contract: The contract that may result from this proposal will be for a term negotiated with the 
awarded Consultant and shall be used for the delivery of specified products and services. The contract 
may be extended and additional work may be added, if necessary. 

 

Certifications and Authorized Representative  
The Proposal must be signed by an authorized representative of the Respondent. Accordingly, the 
undersigned hereby agrees and certifies that she/he: 

• Has read and understands all instructions, specifications, and the anticipated contract terms and 
conditions included in the RFP; 

• Is an authorized representative of the Respondent; 

• Provides information in this RFP that is true and accurate, and acknowledges that providing 
incorrect or incomplete information may be cause for RFP rejection or contract termination; 

• Is able to comply with all requirements, specifications, and terms and conditions contained 
herein; and 

• Will furnish the designated service in accordance with the RFP and contract. 
 

Proposal outline 
All Proposals must include a Cover Letter with Authorized Representative attestations, and written 

sections following the format outlined below. Failure to do so may result in disqualification. 

1. Description and history of your consulting organization 
2. Qualifications and experience in library management, building programming, and 

development and implementation of public library projects of similar scope 
2.1. A list of References of clients for whom the Respondent has conducted similar 

studies, including summary of project, date completed, name, address, email and 
telephone number of each to contact. 

2.2. A sample of the consultant’s work product 
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3. Biographies of staff assigned to participate in this project 
4. Written responses describing your organization’s approach to each element under 

RFP Section “Anticipated Scope & Proposed Process” 
4.1 General description of the consultant’s approach to the programming 

process 
5. A Proposed Budget and Timeline including identification of specific tasks and proposed costs 

and milestones for each task or phase identified in the “Anticipated Scope & Proposed Process” 
section. 

 

Evaluation Criteria 

The following criteria will be used to evaluate all Proposals: 

• Demonstrated understanding of the services being requested (10%) 

• Qualifications, experience, and references (20%) 

• Recommended approach, perceived ability to deliver services (50%) 

• Estimated Cost and Project Timeline (20%) 

  

Scarborough Public Library reserves the right to reject any or all Proposals or accept what is, in its 

judgment, the Proposal which is in Scarborough Public Library’s best interest. Scarborough Public Library 

further reserves the right, in the best interests of Scarborough Public Library, to waive any technical defects 

or irregularities in any and all Proposals submitted. 
 

Background and Project Purpose 
  
The Scarborough Public Library Corporation, founded in 1899, is a non-profit 501(c)(3) organization 
serving the growing coastal community of 20,000 people.  The current 12,500 square-foot building was 
constructed in 1989 with a master plan to add an expansion that would approximately double the size of 
the building. The facilities have not been comprehensively evaluated for use of space since 2005. 
 

Current Overview 
The Library Board, through the strategic planning process, has identified the expansion project as a 
priority. In addition, the Town of Scarborough has completed a comprehensive municipal facilities 
study which includes municipal and school buildings and capital projects. Expanding the Public Library 
has risen to the top of the list and is tentatively in the queue for a bond request in November 2020. 
Bonding requests of this magnitude must go to a referendum vote. A portion of the project will be 
funded through a capital campaign. 
 
The overall objective of the library building program is to provide a solid foundation for development of 
a community-centric, schematic design by an architect. The program should also provide information 
suitable for use in crafting communications required for a successful capital campaign and bond 
referendum. The program should reflect the Scarborough Public Library’s values and service goals. 
 

Organizational and Technical Structure 
Scarborough Public Library has a fourteen-member policy-making Board of Trustees.  A staff of 13.3 
FTE includes 6 full-time managers, five of whom are professional, and 16 part-time positions, some held 
by professionals. The Library operates seven days a week from Labor Day through July 4 with reduced 
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weekend hours during the summer.  The Friends of the Scarborough Library, a separate non-profit 
organization, makes contributions in support of the Library’s collections and programs. 
 
The Library is a member of the Minerva consortium and utilizes Innovative Interfaces Inc., Sierra for its 
ILS.  One self-check station is in use. Biblioteca RFID provides materials security.  There is a single 
entrance and circulation desk. 
 
The FY2019 operating budget is $1,152,091, 90% of which comes from Town appropriation raised 
through property taxes. 
 

Location and Demographics 
The Town of Scarborough is a suburb of Portland and one of the fastest growing communities in Maine. 
Geographically it is the largest organized town in the state with excellent beaches and the 
internationally known Scarborough Marsh. Its population has a higher than average education level and 
household income. As with the state of Maine, the community has a large and increasing senior 
population.  
 
The Library is located on the municipal “campus” which includes the high, middle, and intermediate 
schools, the municipal building with school and municipal administrative offices, and a public safety 
building housing police and fire departments (currently under construction). 
 
The 12,500 square-foot building is one-story on approximately three acres. In addition to the municipal 
and school campus, the library is located near retail and services and adjacent to single and multifamily 
neighborhoods.  A very large mixed residential and business development has been approved within a 
short distance. 
 

Anticipated Scope & Proposed Process 
 
Overview of Approach  
As an overview, describe how your consulting organization typically: 

• Orchestrates working with multiple groups and diverse constituencies in a public setting 

• Manages robust communications needs 

• Engages and utilizes Library staff members in the process 
 

Analysis and Assessments of Current Library Services and Spaces  
These activities are expected to include assessment of current services, capacities, existing building 
condition, library services needs of the town for the next 20 years, and requirements to meet those 
needs. 
 

Space Planning Development  
Describe how your organization typically goes about defining and describing each space and 
adjacencies in the facility. 
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Action Plan and Schedule  
In addition to a Building Program, the work product is expected to include recommended action plan 
options and a schedule that can be implemented through policy and commitment of Library and Town 
resources. 
 

Anticipated Timeline and Budget 
 
Timeline Outline  
For each of the proposed activities in the scope of work section above, please describe anticipated costs 
and a timeline. Please include formal client review and approval points within the development and 
programming schedule. 
 

Appendix 
  
Website links: 

Homepage: http://www.scarboroughlibrary.org/ 
Strategic Plan Executive Summary: http://www.scarboroughlibrary.org/strategic-plan 

Includes Mission, Vision, Values and Goals 
Library Building Consultant RFP, January 2019:  
 http://www.scarboroughlibrary.org/consultingrfp 

Facebook: Scarborough Public Library 
 

Anticipated Contract Terms & Conditions 
 

Compliance with Applicable Laws. Respondent represents and warrants that it and all of its employees, personnel 

and independent contractors involved in the performance of services hereunder will conform to all applicable state 

and federal laws. Respondent agrees to give Scarborough Public Library immediate notice should any 

circumstances arise which would make this representation no longer valid, and, at Scarborough Public Library’s 

discretion, Scarborough Public Library may terminate this Agreement without penalty. 

Independent Contractor:  During the Term, the responding firm (including Respondent’s employees) will be an 

independent contractor.  While the Respondent will adhere to specifications and standards of Scarborough Public 

Library, Scarborough Public Library will have no right to control or direct the details, manner, or means by which 

the Respondent performs the service(s) described hereunder, and Respondent will determine the means and 

methods of performing and accomplishing the service(s) described hereunder. Nothing contained herein or done 

in pursuance of this Agreement will constitute the parties as creating or establishing the relationship of 

employer/employee, entering into a joint venture or into a partnership, or to act as the agent for the other for any 

purpose or in any sense whatsoever, and neither party will have the right to make any warranty or representation 

to such effect, except as provided herein. The Respondent shall be solely responsible for the following: (i) federal 

and state income tax withholding; (ii) social security (FICA) taxes; (iii) unemployment insurance; (iv) any disability 

insurance contributions; and (v) workers compensation insurance payments. In addition, the Respondent agrees to 

be responsible for all liability, losses, damages, claims, or causes of action and related expenses resulting from its 

acts or omissions and those of its employees or agents during the performance of this Agreement. 

http://www.scarboroughlibrary.org/
http://www.scarboroughlibrary.org/strategic-plan
http://www.scarboroughlibrary.org/consultingrfp
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Confidentiality. The Respondent fully understands the confidential nature of library records and the subject matter 

that the Respondent may, from time to time, encounter in the normal conduct of the services described in this 

Agreement, including all technical and business information (collectively “confidential information”). Respondent 

agrees to keep strictly confidential and hold in trust all confidential information, and not to disclose or reveal such 

information to any third party, except within the restrictions of this Agreement. Respondent will ensure that each 

of its employees or agents who perform services under this Agreement is aware of and adheres to this 

confidentiality section. In addition, Respondent will comply with any and all confidentiality requirements as set 

forth by Scarborough Public Library or as required by law. Termination of this Agreement will not eliminate the 

Respondent’s obligation to continue to maintain confidentiality under this section. 

Changes to Order. Scarborough Public Library may from time to time request changes in the specifications of the 

service(s) to be provided by the Respondent. In the event that such a change is requested, Scarborough Public 

Library will provide the Respondent with reasonable notice of such request. If Respondent is able to accommodate 

Scarborough Public Library’s request, an equitable adjustment to price, time of performance, and/or other 

provisions of this Agreement will be made if necessary. Any claim for such an adjustment by Respondent must be 

made to Scarborough Public Library within fifteen (15) days from the date of Respondent’s agreement to 

accommodate Scarborough Public Library’s request. 

Rejection of Service. If the service(s) to be provided is (are) found to be defective in material or workmanship, or 

otherwise not in conformity with the requirements of the Agreement, Scarborough Public Library may, in addition 

to any other rights which it may have under warranties or otherwise, request a refund from Respondent to the 

address listed above. 

Insurance. During the terms of this Agreement, Respondent will maintain professional and general liability 

insurance covering its respective activities and obligations under this Agreement, in an amount that is 

commercially reasonable for the business of the Respondent and the scope of this Agreement. Upon request, 

Respondent will furnish proof of insurance required by this Agreement. 

General Indemnification. Both parties agree to indemnify, defend and hold harmless each other from and against 

any liability, claim, action, judgment, cost or expense (including attorneys’ fees and costs) arising out of or 

resulting from its breach of the contract or its negligent, willful, or otherwise unlawful acts or omissions. 

Permitted Use/No Third-Party Use. Scarborough Public Library agrees that the item(s), goods and services 

provided by Respondent are only available for the benefit and use of Scarborough Public Library, and 

Scarborough Public Library shall not provide or sell the item(s), goods or services to any other third party. 

Marketing. Respondent may not use the name or logo of Scarborough Public Library in any marketing materials 

without the written consent of Scarborough Public Library. 

Waiver. The failure of either party to enforce any term, condition, or right under this Agreement will not be 

construed to be a waiver of such term, condition, or right, or damages caused thereby, or of any other terms, 

conditions, or rights under this Agreement. 

Severability. If any term or provision of this Agreement or the application thereof to any person, property or 

circumstance shall to any extent be invalid or unenforceable, the remainder of this Agreement, or the application 

of such term or provision to persons, properties and circumstances other than those as to which it is invalid or 

unenforceable, shall not be affected thereby, and each term and provision of this Agreement shall be valid and 

enforceable to the fullest extent permitted by law. 


