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A. OVERVIEW 
 

Colleton County, South Carolina (the “County”) is seeking qualified, licensed firms experienced in providing 
architectural design services necessary to prepare architectural plans for project development in Colleton 
County. Colleton County requires all firms to be versed in the design of Governmental facilities and complexes, 
such as Fire Stations, Spec Buildings, and General Government office buildings.  
 
The goal of this RFQ is to select up to Seven (7) firms to perform design services for Colleton County. All plans 
will be prepared per Colleton County, the City of Walterboro, and South Carolina building codes, 
specifications, and requirements.  
 
All documentation associated with this solicitation is located on the Colleton County website at: 
https://www.colletoncounty.org/bids-proposal-requests Questions regarding this proposal must be 
submitted via email to John Stieglitz, Capital Projects Director, at jstieglitz@colletoncounty.org no later than 
11:00am on Wednesday, April 12, 2023. Answers to all questions will be posted on the County website as 
addendums to this proposal. 
 
 

B. METHOD OF PROCUREMENT 
 

This is a qualifications-based selection. The award will be given to the most responsible, responsive, and highly 
qualified firms ranked by the selection committee. Procedures for this procurement are identified in Section 
I, INSTRUCTIONS TO FIRMS. Cost is NOT a factor in the ranking of Firms to provide services herein. Therefore, 
do not reference the Firm’s cost in the RFQ response. Any RFQ response with any discussion of the cost will be 
disqualified. Firms are advised that this evaluation and selection process is a competition, not a 
prequalification.  
 
Colleton County will be issuing an Indefinite Delivery Contract (IDC). The contract term will be for thirty-six 
(36) months from the date the contract is signed with the option for renewal for one (1) additional thirty-six 
(36) month period. 
 
 

C. GENERAL SCOPE OF SERVICES 
 

Requested services include, but are not limited to the following: 

 
 Project Organization and Management 

 Architectural Design 

 Civil Site Design 

 Structural Design 

 MEP Design 

 Landscape Design 

 Bidding Administration 

 Civil Site Water and Waste Water Design (water well, septic systems, municipal water, and wastewater) 

 Fire Suppression System Design  

 Geotechnical Services 

 All divisions of Permitting 

 Utility Coordination including Subsurface Utility Engineering 

 Construction Administration and Inspection 

mailto:jstieglitz@colletoncounty.org
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The following projects are in the Colleton County Que for the next five years: 

 

 Animal Control Facility 

 Community Centers 

 Coroner Facility 

 Economic Development Spec Building 

 Emergency Operations Center 

 Fire Stations 

 Jail Renovations 

 Magistrates Court 

 Open Air Parks 

 Recreation Facility additions 

 Recreational Indoor Pool Facility 

 
 

D. SUBMITTAL FORMAT 
 

Responding firms shall submit three (3) bound copies, one (1) being the original. Responses must be 
submitted in a sealed envelope/package containing the solicitation name and number. 
 

The RFQ response must be submitted by the date and time listed in this RFQ. The response shall contain at 
most twenty-five (25) double-spaced pages, typed on one side only, excluding appendices. The minimum font 
size shall be 12-point. Answers should address the proposal content requirements in the same order as listed 
below. The Firm may wish to include additional information. If a Firm does not submit responses to these 
items, their submittal may be considered non-responsive and returned without further review/evaluation. 
Firms are advised that Colleton County reserves the right to conduct an independent investigation of any 
information, including prior experiences, identified in the responses. Firms are responsible for effecting 
delivery by the deadline date and time; late submissions will be rejected. Colleton County accepts no 
responsibility for misdirected or lost proposals. Responses shall be explained and identified within the twenty-
five (25) pages. Appendices may only be used to support or supplement the detailed answers but cannot be 
used as a substitute for the required narrative response. 
 

The following is included in the 25-page RFQ response: 
 

1. Letter of Interest - The Letter of Interest should be no longer than one (1) page and shall contain the 

following items: 

a. An expression of the Prime Firm’s interest in being selected for the project. 

b. A statement confirming the commitment of key personnel identified in the submittal to the 

extent necessary to meet Colleton County’s quality and schedule expectations. 

c. Provide the name of the Prime Firm Principal, Officer of the Firm, or Project Manager 

responsible for this contract and who has the authority to sign the contract for the Firm. 

d. A summary of key points regarding the Prime Firm’s qualifications. 
e. Signing the letter of interest constitutes authorization of the Firm to submit qualifications for 

the purpose of negotiating and entering a contract with Colleton County. 
f. Certification of the authorized submitter that the information contained within is correct by 

including: “I certify that the information included within this document, is to the best of my 
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knowledge, correct as of the date indicated”. 
 

2. Project Organization Chart - Limited to one (1) side of one sheet of paper. This chart must include the 
names of the critical individuals selected for this project, their roles on the project, the name of the 
Firm or Company by which they are employed, and the lines of communication, including functional 
structure, levels of management, and reporting relationships for Key Individuals, and significant 
functions to be performed in managing and designing the project. It shall also indicate the people who 
will be points of contact with Colleton County’s Project Manager.   

3. Qualifications for key individuals - List all licenses and certifications for each individual. 
 
4. Names and qualifications for other key individuals - that are considered critical to the success of this 

project in addition to those identified above. Qualifications should include information on experience 

related to similar projects and previous project work. 

 
5. A direct response to each of the selection criteria identified below. 
 
6. Workload - The Firm must provide a chart indicating the present workload of all key personnel to 

include all active projects (concurrent projects with other entities such as cities, other state agencies, 

counties, COGs MPOs, private sector) and their percentage availability for this project. Additionally, 

all proposals must list the percentage of work for the prime Firm and sub-Firm(s) that will be 

performing work as part of the project. 

 

APPENDICES 
 

1. Provide a list of References who have personal knowledge of the prime Firm’s and the sub-Firm's 

previous performance. Provide three (3) client references each for both the prime and the sub-

Firm(s). The references must include verified addresses, email addresses and telephone numbers, 

contact persons, and a brief description of the services provided. References shall be shown on 

separate sheets (limited to one (1) single-sided sheet; one sheet for the prime and one sheet for 

each sub-proposed). 

 
REQUIRED FORMS 

 

Include all required forms at the end of the submitted proposals as specified in the last section of this 
RFQ. 

 
 

E. SELECTION PROCESS 
 

The Colleton County selection committee will evaluate each proposal based on the stated selection criteria 
and determine a short list of firms. Next, the selection committee may invite those short-listed firms to 
present. The committee will then rank the shortlist of firms at the conclusion of the presentation interviews. 
Finally, the final ranking of firms and recommendation for the award will be presented to County Council for 
final approval.  
 
The County reserves the right to reject any qualifications and to waive defects, technicalities, and irregularities 
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in any submittal. The County reserves the right to finalize a contract based on all factors involved in the written 
qualification(s) submitted without further discussion or interviews. 
 
Questions and answers will not be counted toward the RFQ 25-page limit. Limit answers to five (5) lines 
or less. 

 
1. What pre-determined dollar amount of; (1) total change orders or (2) the dollar amount of any one 

change order does the firm see the responsibility assumed to be the owners, is shifted back to the firm? 
 

___________________________________________________________________________________ 
 

___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________                                                                                                                                                                             

                                                                                                                                                                                    
2. Has the Firm, in the last 5 years, filled a claim against their Professional Liability or Errors and Omission 

insurance? List all claims if more than one. 
 

Yes / No (circle one) If Yes, Amount $___________________ Date_______________ 
 

  _________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________                                                                                                                                                                                          
                                                                                                                                                                                              

3. On a project valued at $1,000,000.00, how many design errors would the firm expect to encounter on 
the project?  ________________________________________________________________________  

 

___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________                                                                                                                                                                                                                                                                                                                                   

                                                                                                                                                                              
4. What is your Firms strongest attribute? ___________________________________________________ 

 

___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________   
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5. What is a weakness you have noticed in other firms that your firm does not have? 

 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 

 

                                                                                                                                                                                           
6. How do you balance function, budget and aesthetic appeal? __________________________________                                                                                                                                                                                              

 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________  

                                                                                                                                                                                          
___________________________________________________________________________________ 
 
 

7. Colleton County has a Contract for Services and does not use the AIA contract format. Do you see this 
as an issue? If yes, explain why.                                                                                                                                                                                            

 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
                                                                                                                                                                                           
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       

 

8. Does your Firm have a primary design style? If yes, list the style of design. 
 

___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
                                                                                                                                                                                           
___________________________________________________________________________________ 
 
___________________________________________________________________________________                                                                                                                                                                                           
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9. On your last five (5) designs, list the cost estimator’s estimate and the final cost of the project. (excluding 

owner-requested changes) 
 

___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
                                                                                                                                                                                           
___________________________________________________________________________________ 
 
___________________________________________________________________________________                                                                                                                                                                                           

 
 

10. What is an example of a project issue that went poorly with a client, and how did you resolve it? 
 

___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
                                                                                                                                                                                           
___________________________________________________________________________________ 
 
___________________________________________________________________________________                                                                                                                                                                                         

 
 

11. Should your firm be selected for an IDC contract and project, list five (5) things Colleton County could 
do to help you make the project seamless. 

 

 ___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
                                                                                                                                                                                           
___________________________________________________________________________________ 
 
___________________________________________________________________________________                                                                                                                                                                                           

 
 

12. What is your firm’s typical response time for project RFI’s? 
 

___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
 
___________________________________________________________________________________ 
                                                                                                                                                                                           
___________________________________________________________________________________ 
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F. SELECTION CRITERIA         
The relative point value and selection criteria follow: 

 
 
 
                                                  

 
 

* Note: In each criterion above where special experience is evaluated, each project listed should include the 
client name, specific role of the team member for the firm, and a point of contact for the client with telephone 
number and email address. 

 
 

G. FINAL SELECTION AND NOTIFICATION 
 

Colleton County intends to identify and select up to seven (7) architectural firms to perform under the IDC 
Agreement.  The selected firms will be considered for award for each project during the course of the contract 
period. The successful firm shall be required to execute a formal contract with Colleton County within ten (10) 
business days after notice of award is issued by Colleton County. A successful arrangement with a firm does 
not mandate that Colleton County use the said firm. Colleton County reserves the right to issue a separate 
RFP or RFQ for any project as needed.  
 
For all Colleton County projects: Each firm shall be limited to a total expenditure of five hundred thousand 
dollars ($500,000.00) per two (2) year period with an individual project expenditure not to exceed three 
hundred thousand dollars ($300,000.00). Subject to negotiations and the number of projects, all firms may 
not be awarded a project during the contract term. 
 
 

H. AWARD OF CONTRACT FOR SERVICES 
 

Once the selected Firms have entered into an IDC contract, Colleton County will negotiate first with the firm 
most qualified for the project type in the opinion of Colleton County.  If a fair and reasonable cost and time 
frame can be successfully negotiated, that firm will be awarded a service contract. If, however, successful 
negotiations with this firm are not concluded, the County, at its discretion, will (1) attempt to negotiate with 
another IDC contracted firm until successful negotiation (2) issue an RFP or RFQ for the needed services. This 
negotiation process will occur each time a new project is identified and design services are requested. 

 
 

I. INSTRUCTIONS TO FIRM 
 

1. ADDITIONAL INFORMATION: Colleton County reserves the right to request or obtain additional 
information about any and all responses to the RFQ. 

 
2. AMENDMENT: Any amendment will be posted on the Colleton County website in the form of an 

addendum. The RFQ may be amended at any time prior to the RFQ response submittal date. All actual 
or prospective Firms should monitor Colleton County’s website for issuance of addendums. Firms shall 
acknowledge receipt of any addendum to this RFQ by signing and returning the attached Addendum 
Acknowledgement form. If this RFQ is amended, then all terms and conditions which are not modified 
remain unchanged. It is the Firm’s responsibility to check the website regularly for updates and 

25% Overall experience of the firm 

25% Ability, qualification, and experience of the project team   

25% Related experience on similar projects 

25% Ability to provide services requested 
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modifications. 
 

3. AUDITS: Prior to contract award, an audit may be conducted by Colleton County of the selected Firm. 
This audit will be for the purpose of ensuring the selected firm is financially capable of performing the 
contract and the selected Firm had adequate accounting practices to ensure accurate tracking of 
contract costs. 

 
4. AWARD: All selected firms will be posted on Colleton County’s website. 
 

5. CERTIFICATION FORMS: Submission forms located in this document must be completed, signed, 
notarized and submitted with the RFQ response. Failure to submit these forms may result in the RFQ 
response being deemed nonresponsive. 

 

6. CLARIFICATIONS: Colleton County, at its sole discretion, shall have the right to seek clarifications from 
any Firm to fully understand information contained in their responses to the RFQ. 

 

7. COMMUNICATION: Effective the date of the advertisement of this contract, no further contact is 
allowed with any Colleton County personnel concerning this RFQ except for questions of an 
administrative or contractual nature that shall be submitted in writing. This restriction is in effect until 
the selection has been announced. The employees of the proposing Firm may not contact any Colleton 
County staff including members of the Selection Committee. Such contact may result in 
disqualification. 

 

8. CONFLICT OF INTEREST: By submitting a proposal, proposer agrees that, if an organizational conflict 
of interest is discovered after the proposal is submitted, the proposer must make an immediate and 
full disclosure to Colleton County that includes a description of the action that the proposer has taken 
or proposes to take to avoid or mitigate such conflict. Colleton County considers it a conflict of interest 
for a Prime Firm to represent more than one party in relation to any given project regardless of which 
phases of the service are involved. If after award of the contract an organizational conflict of interest 
is determined to exist, Colleton County may, at its discretion, cancel the contract. If the proposer was 
aware of an organizational conflict of interest prior to the award of the contract and did not disclose 
the conflict to Colleton County, then Colleton County may terminate the contract for default. Firm 
must complete and submit a DISCLOSURE OF POTENTIAL CONFLICT OF INTEREST CERTIFICATION 
certifying it does not have any financial or other interest in the outcome of the project, that it has no 
agreement, enforceable promise, or guarantee with any individual or company to provide any work 
on the project, that it does not have any association or professional or business relationships with 
anyone who has a financial interest in the outcome of the project, nor does anyone with a financial 
interest in the outcome of the project, exercise any control over the Firm’s pay, employment, bonuses, 
or other area subject to external influence. 

 

9. DEBARMENT CERTIFICATION: Colleton County requires certification by prospective Firms and Firms 
sub-consultants as to current history regarding debarment, eligibility, indictments, convictions, or civil 
judgments. All Firms are required to submit the Debarment certification with its RFQ response for 
the Prime Firm and Firms Sub-Consultants. Any individual, business, organization, corporation, 
consortium, partnership, joint venture, or any other entity including sub-Firms currently debarred or 
suspended is ineligible to participate as a candidate for this process. Any entity ineligible to conduct 
business in the State of South Carolina for any reason is ineligible to respond to the RFQ. A 
CERTIFICATION REGARDING DEBARMENT, SUSPENSION, and OTHER RESPONSIBILITY MATTERS is 
included in the Appendix to this RFQ. These Certification forms will not count toward the 25-page limit. 

10. DRUG FREE WORK PLACE CERTIFICATION: By submitting an RFQ response, Firm certifies that, if 
awarded a contract, Firm will comply with all applicable provisions of the Drug-free Workplace Act, 
Title 44 Chapter 107 of the South Carolina Code of Laws, as amended. 
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11. ETHICS CERTIFICATION: By submitting this RFQ, the Firm certifies that the Firm has and will comply with 
South Carolina’s Ethics, Government Accountability, and Campaign Reform Act of 1991, as amended. 
The following statutes require special attention: (a) Offering, giving, soliciting, or receiving anything 
of value to influence action of public employee - §8-13-790, 8-13-705, 8-13-720; (b) Recovery of 
kickbacks - §8-13-790, (c) Offering, soliciting, or receiving money for advice or assistance of public 
official - §8-13-720, (d) Use or disclosure of confidential information - §8-13-725, Persons hired to 
assist in the preparation of specifications or evaluation of bids - §8-13-1150, (f) Solicitation of state 
employees - §8-13-755, §8-13-760 and §8-13-725. Colleton County may rescind any contract and 
recover all amounts expended as a result of any action taken in violation of this provision. 

12. INSURANCE and BONDS: Firm and sub-firms are responsible to obtain all required statutory and 
contractual insurance and bonds, including but not limited to Professional liability insurance and Error 
and Omissions insurance, and shall be submitted to Colleton County prior to execution of contract for 
services. The Firm(s) shall maintain all forms of insurance required by law in the State of South 
Carolina. The Firm(s) shall also maintain insurance coverage for comprehensive, general liability, 
automobile liability, and workers’ compensation (by statutory authority). Colleton County will be 
named as an “additional insured” party. This policy shall remain in effect for the duration of any Contract 
for Services. Minimum insurance coverage limits can be seen below. 

 

 Professional Liability Insurance – Minimum $3,000,000.00 Proof of in force insurance must be 
provided with each Contract for services. 

 Errors and Omissions Insurance _ Minimum $3,000,000.00 Proof of in force insurance must be 
provided with each Contract for services. 

 Other insurances: 

 Workers’ Compensation - $100,000 – each accident 

o Statutory Coverage and Employer’s - $100,000 each employee 
o Liability - $500,000 – policy limit 
o Comprehensive General Liability – 

• $2,000,000 – bodily injury each occurrence 
• $2,000,000 – bodily injury aggregate 

• $2,000,000 – property damage each occurrence 

• $2,000,000 – property damage aggregate 

o Products – Completed Operations - $1,000,000 – aggregate 
o Business Auto Liability – Same as Comprehensive General Liability 
o Excess or Umbrella Liability - $2,000,000 

 
13. JOINT VENTURES: If Firm is a partnership, limited partnership, joint venture or other association 

(hereinafter joint venture), provide a copy of the organizational document or agreement committing 
to form the organization. Provide documentation from its surety company acknowledging the 
formation of a joint venture for the purpose of completing the project and that the joint venture is 
capable of obtaining a performance bond and payment bond in the estimated amount of the contract. 
Provide a statement executed by all general partners, joint venture members, or other association 
members, as applicable, evidencing agreement to be fully liable for the performance under the 
contract. Provide documentation evidencing the person signing the contract has authority to sign the 
contract on behalf of the joint venture. This information may be included in the appendices and will 
not be counted against the maximum page limitation. 

14. KEY INDIVIDUALS: Key individuals are those personnel deemed critical to the success of the project. 
They often vary from project to project. It is incumbent on the prime Firm to decide as to who they 
deem “key”. In general terms, it can include, but not limited to: the project manager and those 
individuals listed as leads for each functionally specific discipline on the project organization chart. 
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15. KEY INDIVIDUAL CHANGES: If during the selection process, the County is notified by the Firm that key 
individuals are not available, action must be taken as follows: (1) if notified before scoring is complete, 
but after deadline for submittal, the Firm can submit the resume of the person who would be 
replacing the key individual. The selection committee will score using the new key individual; (2) if 
notified after the scoring is complete, but prior to final approval, and the change involves the top 
scoring Firms, the Firm can submit the resume of the person who will replace the key individual. The 
selection committee must then determine if the new person would affect the selection results. If not, 
the County will notate the change and the justification for keeping the selection results. If it does, the 
selection committee will re- score the top Firms and change the selection; or (3) if a Firm notifies the 
County of a key individual change any time after the final approval, Colleton County must determine if 
the new key individual is acceptable. If not, the Firm will be rejected, and the next highest qualified 
Firm selected. To qualify for Colleton County’s authorization to replace a key individual, the firm must 
submit a written request explaining the reason for the change and must document that the proposed 
removal and replacement will provide services and/or management of the Project equal to or better 
than that submitted with the proposal. Colleton County will use the criteria specified in the 
advertisement and the qualification submitted by the firm to evaluate all requests. Colleton County 
reserves the right to reject the firm from further consideration if the new member is not approved. 
Firms that are found to consistently propose personnel who are not available are subject to temporary 
or permanent loss of their prequalification in that category and may lose the right to submit future 
proposals. Colleton County acknowledges that there are times where key individuals have to be 
changed due to a change in employment or unanticipated work load shifts or schedule changes. All 
changes in key individuals must be approved by Colleton County in writing. 

 

16. LAWS AND REGULATIONS: It is the responsibility of Firm to know and understand all local, state and 
federal contracting and project regulations, rules, policies and procedures. Firms shall conform to all 
local, state and federal requirements. 

17. MULTIPLE PROPOSALS: Firms are prohibited from submitting on multiple proposals as the prime Firm 
in response to this advertisement. 

 

18. OWNERSHIP: All materials and written qualifications submitted pursuant to this RFQ shall become the 
property of Colleton County and will not be returned. All responders must visibly mark as 
“CONFIDENTIAL” each part of their submission that they consider containing proprietary information 
the release of which would constitute an unreasonable invasion of privacy. All unmarked pages will 
be subject to release in accordance with law. Proposer should be prepared, upon request, to provide 
justification of why such materials should not be disclosed under the South Carolina Freedom of 
Information Act, S.C. Code Section 30-4-10, et seq. 

 

19. REQUIRED PERCENTAGE OF WORK FOR PRIME FIRMS: Firm must perform work valued at not less than 
30% of the total work, excluding specialized services, with its own staff. Specialized services are those 
services or items not usually furnished by a Firm performing a particular type of services requested. 

 

20. RESPONSIBLE: Award of the IDC contract will be to firms who have the capability in all respects to 
perform fully the IDC contract requirements and the integrity and reliability which will assure good 
faith performance which may be substantiated by past performance. 

 

21. RESPONSIVENESS: Any RFQ response which fails to conform to the material requirements of the RFQ 
may be rejected as nonresponsive. Reasons for determining a proposal to be non-responsive may 
result from, but are not limited to, the following: failure to provide all information requested in RFQ, 
conflict of interests, conditional proposals, and failure to provide complete and honest information. 
Proposers will not be given an opportunity to correct any material nonconformity. Any deficiency 
resulting from a minor informality may be clarified or waived at the sole discretion of Colleton County. 
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22. RFQ PREPARATION COSTS: Colleton County assumes no liability and will not reimburse costs incurred 
by firms (whether selected or not) in developing responses to this RFQ or participating in interviews. 

 

23. RIGHT TO MODIFY and AMEND RFQ: Colleton County reserves the right to modify or amend any 
provision of this RFQ, including the determination of its intent to award an IDC contract(s) pursuant 
to this RFQ. Interested Firms are cautioned to rely solely on the contents of this RFQ and subsequent 
written amendments in preparing any list of qualifications. Colleton County shall not be bound by any 
oral instructions, comments, or recommendations of any kind. 

 

24. RIGHT TO REJECT: Colleton County reserves the right, in its sole discretion, to reject any and all RFQ 
responses if it determines that such rejection is in the best interest of Colleton County. 

25. RIGHT TO CANCEL: Colleton County reserves the right to cancel the advertisement, negotiations, or 
IDC contract at any time as deemed in the best interest of Colleton County. 

26. TERMS OF CONTRACT: Standard contract terms; thirty-six (36) month period with an option for one (1) 
thirty-six (36) month renewal period. Colleton County projects utilizing State and/or Federal funding 
are non-negotiable. 

27. VALIDITY OF INFORMATION: The Firm shall be held responsible for the validity of all information 
supplied in its RFQ, including that provided by potential subcontractors. Should subsequent 
investigation disclose that the facts and conditions were not as stated, the RFQ may be rejected or, 
the IDC contract terminated for default after the award, in addition to any other remedy available 
under the contract or by law. 

 
 

J. REQUIRED FORMS 
 

The following completed forms are required to be returned with each RFQ: 
 

 Firm’s Submittal Form 

 Certificate of Non-Collusion 

 Certification of Primary Participant Regarding Debarment, Suspension, And Other Responsibility Matters 

 Certification of Firm 

 Disclosure of Potential Conflict of Interest Certification 

 Drug-Free Workplace Certification 

 Equal Employment Opportunity Certification and Addendum Acknowledgement 

 
 
 
 
 
 
 
 
 
 

 
 

Remainder of this page intentionally left blank
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RFQ: CC-39 

FIRM’S SUBMITTAL FORM & QUESTIONS 
 

In compliance with the above RFQ: CC-39, the undersigned hereby proposes to provide professional 
architectural and design services for Colleton County related projects in accordance with the instructions, 
terms, conditions and requirements incorporated in the Request for Qualifications. 

 
 

________________________________________________________                                                                                                                                                                                                                                                  
Name of Firm: 

 
 

 _______________________________________________________                                                                                                                         
Address: 
 
 
_______________________________________                                                                                                                        
Federal Tax Identification Number: 
 
 
_______________________________________                                                                                                                         
Principal's Name and Title (type or print): 
 
 
_______________________________________                                                                                                                          
Principal's Signature:  
 
 
_______________________________________                                                                                                                         
State of Incorporation:  

 
 
 
Is your business delinquent in paying any taxes owed to Colleton County?    Yes     No 

 
Please note that the Procurement Department is required to verify that all taxes have been paid to the County 
by vendors with which they intend to do business. If you owe delinquent taxes your submittal may be 
disqualified from consideration. If you wish to inquire as to your tax status, you may contact the Colleton 
County Delinquent Tax Office at (843) 549-5433. 

 
 

PAYMENT OPTIONS: 
 

Will your Firm accept credit cards as a form of payment?    Yes      No 
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QUESTIONS: 
 
NOTE: Firm will be immediately disqualified if the answer to any of the questions 1 through 5 is “No.” 
 

1. The Firm possesses a valid and current South Carolina Offeror’s license for the project or 
projects for which it intends to submit a proposal. 

 

Circle one:           Yes      No 
 

2. The Firm has an insurance policy or policies with the prescribed limits as specified in this 
document. 

 

Circle one:           Yes       No 
 

3. Prior to commencing work hereunder, Firm, at his/her expense, shall furnish insurance certificate 
showing the certificate holder as Colleton County, Attn: Purchasing Manager 113 Mable T. Willis Blvd., 
Walterboro, SC 29488 and with a special notation naming Colleton County as an Additional Insured 
on the liability coverages as specified in this document. Do you consent to this requirement? 

 

Circle one:           Yes        No 
 

4. The Firm has current workers’ compensation insurance policy if and as required by the Workers 
Compensation Commission. 

 
Circle one:           Yes        No 

 
5. Has your South Carolina Firm’s license been revoked at any time in the last five years? 

 
Circle one:           Yes        No 

 
6. Has there been any change in ownership of the Firm at any time during the last three years? 

 
Circle one:         Yes        No 

 
NOTE: A corporation whose shares are publicly traded and of which no single person or entity owns 
more than 5% may check “No.”  If “Yes,” explain on a separate signed page. 

 
7. Is the Firm a subsidiary, parent, holding company or affiliate of another architectural, engineering, or 

construction firm? 
 

Circle one:         Yes          No 
 

NOTE: Include information about other firms if one firm owns 50 per cent or more of another, or if an 
owner, partner, officer or qualifying party of your firm holds a similar position in another firm. If “Yes,” 
explain on a separate signed page. 

 
8. Are any corporate officers, partners, owners or qualifying parties connected to any other 

architectural, engineering, or construction firm? 
 

Circle one:         Yes           No 
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9. Has a surety firm completed a contract on your behalf, or paid for completion because your firm 
was default terminated by the project owner within the last five (5) years? 

 
Circle one:           Yes           No 

 
10. At the time of submitting this qualification form, is your Firm ineligible to bid on or be awarded a 

public works contract, or perform as a Sub-offeror on a public works contract for the Federal 
Government or any South Carolina public agency? 

 
Circle one:          Yes          No  

 
If the answer is “Yes,” state the beginning and ending dates of the debarment period: _________________. 

 
11. At any time during the last five years, has your Firm or any of its owners, officers or qualifying parties 

been convicted of a crime involving the awarding of a contract of a Federal, State or local government 
construction project, or the bidding or performance of a Federal, State or local government contract? 

 
Circle one:         Yes         No 

 
NOTE: Include information about other firms if an owner, partner, or officer of your firm holds a similar 
position in another firm.  If “Yes,” explain on a separate signed page. 
 
12. How many years has your organization been in business in South Carolina as a Firm under your 

present business name and license number?                   Years 
 
13. Is your Firm currently the debtor in a bankruptcy case? 

 
Circle one:          Yes         No 

 
NOTE:  If “Yes,” attach a copy of the bankruptcy petition, showing the case number, and the date on which 
the petition was filed. 
 
14. Was your Firm in bankruptcy at any time during the last five years? (This question refers only to a 

bankruptcy action that was not described in answer to question 14, above) 
 

Circle one:          Yes         No 
 
NOTE:  If “Yes,” attach a copy of the bankruptcy petition, showing the case number and the date on which, 
the petition was filed, and a copy of the Bankruptcy Court’s discharge order, or of any other document that 
ended the case, if no discharge order was issued. 
 

 
15. Has your Firm changed names or license number in the past five years? 

 
Circle one:          Yes         No 

 
NOTE: If “Yes,” explain on a separate signed page, including the reason for the change. 
 
16. Has any owner, partner, qualifying party or (for corporations) officer of your Firm operated an 

architectural, engineering, or construction firm under any other name in the last five years? 
 

Circle one:          Yes         No   
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NOTE: If “Yes,” explain on a separate signed page, including the reason for the change. Provide a 
complete, separate questionnaire for the other firm. 
 
17. Has any SCLLR license held by your firm or its Qualifying Party been suspended within the last five 

years? 
 

Circle one:          Yes         No  
 
NOTE: If “Yes,” please explain on a separate signed sheet. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Remainder of this page intentionally left blank 
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RFQ: CC-39 
CERTIFICATE OF NON-COLLUSION 

 

By submission of proposal, each person signing on behalf of any Firm certifies, and in the case of a joint 

proposal, each party thereto certifies as to its own organization, under penalty of perjury, that to the best of 

knowledge and belief: 

1) The proposal is submitted without collusion, consultation, communication, or agreement for the 

purpose of restricting competition, with any other bidder or with any competitor; 

2) No attempt has been made or will be made by the proposer to induce any other person, partnership or 

corporation to submit or not to submit a proposal for the purpose of restricting competition. 

 
 
 

  _____________________________________________                                                                                        
Firm  
 
 

______________________________________________                                                                                                  

Authorized Official/Title 
 

 

______________________________________________                                                                                                 

Signature 
 
 

 _______________________                                                                     
Date 
 
 
 
 

SWORN AND SUBSCRIBED before me this               day of                               2023 
 
 
My commission expires _________________________ 
 
 
 

Notary Public 
 
 
 
 
 

THIS PAGE MUST BE COMPLETED AND SUBMITTED AS A PART OF YOUR PROPOSAL
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RFQ: CC-39 
CERTIFICATION OF PRIMARY & SUB-CONSULTANT PARTICIPANT REGARDING DEBARMENT,  

SUSPENSION AND OTHER RESPONSIBILITY MATTERS 
Complete this form for the Primary and for each Sub-Consultant 

 

The Firm of,  certifies to the best of its knowledge 

and belief, that it and its principals: 

1) Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily 

excluded from covered transactions by any Federal department or agency; 

2) Have not within three (3) years preceding this proposal been convicted of or had a civil judgment rendered 

against them for commission of fraud or a criminal offense in connection with obtaining, attempting to 

obtain, or performing a public (Federal, State or Local) transaction or contract under a public transaction; 

violation of Federal or State antitrust statutes or commission of embezzlement, theft, forgery, bribery, 

falsification or destruction of records, making false statements, or receiving stolen property; 

3) Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity 

(Federal, State or Local) with commission of any of the offenses enumerated in paragraph (2) of this 

certification; and 

4) Have not within a three (3) year period preceding this application/proposal had one or more public 

transactions (Federal, State or Local) terminated for cause or default. 

If the prime Firm is unable to certify to any of the statements in this certification, the Firm shall attach an 

explanation to this certification. 

The Firm of, certifies or affirms the truthfulness and 

accuracy of the contents of the statements submitted on or with this certification and understands that the 

provisions of 31 U.S.C. Sections 3801 et seq are applicable thereto. 

 

________________________                                                                  

Date 
 
 
                                                                                                                                 

Authorized Official/Title 

 
 

SAM’s No. __________________                                                     
 
Cage Code __________________                                                       
 
DUN’s No. __________________      
 

THIS PAGE MUST BE COMPLETED AND SUBMITTED AS A PART OF YOUR PROPOSAL
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RFQ: CC-39 

CERTIFICATION OF FIRM 
 

I hereby certify that I am the duly authorized representative of FIRM and that neither I nor the FIRM I here 
represent has: 
 

a) employed or retained for a commission, percentage, brokerage, contingent fee, or other 

consideration, any firm or person (other than a bona fide employee working solely for me or the 

above FIRM) to solicit or secure this contract; 

b) agreed, as an express or implied condition for obtaining this contract, to employ or retain the 

services of any firm or person in connection with carrying out the contract, or 

c) paid, or agreed to pay, to any firm, organization or person (other than a bona fide employee working 

solely for me or the above FIRM) any fee, contribution, donation, or consideration of any kind for, or 

in connection with, procuring or carrying out the contract except as here expressly stated (if any); 

d) either directly or indirectly, entered into any agreement, participated in any collusion, or otherwise 

taken any action, in restraint of free competitive bidding in connection with the submitted proposal. 

By execution of this Agreement, FIRM certifies FIRM and all sub-Firms, contractors, employees and agents 

will comply with South Carolina’s Ethics, Government Accountability, and Campaign Reform Act of 1991, as 

amended. The following statutes require special attention: (a) Offering, giving, soliciting, or receiving 

anything of value to influence action of public employee - §8-13-790, 8-13- 705, 8-13-720; (b) Recovery of 

kickbacks - §8-13-790, (c) Offering, soliciting, or receiving money for advice or assistance of public official - 

§8-13-720, (d) Use or disclosure of confidential information - §8-13-725, (e) Persons hired to assist in the 

preparation of specifications or evaluation of bids - §8-13-1150, (f) Solicitation of state employees - §8-13-

755, §8-13-760 and §8-13-725. The state may rescind any contract and recover all amounts expended as a 

result of any action taken in violation of this provision. 

I acknowledge that this certificate is subject to applicable State and Federal laws, both criminal and civil. 

 
 

__________________________________________                                                                                            
Firm  
 
 

__________________________________________                                                                                                          

Authorized Official/Title 

 
 

__________________________________________                                                                                            
Signature 

 
THIS PAGE MUST BE COMPLETED AND SUBMITTED AS A PART OF YOUR PROPOSAL
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RFQ: CC-39 
DISCLOSURE OF POTENTIAL CONFLICT OF INTEREST CERTIFICATION 

Complete this form for the Primary and for each Sub-Consultant 

 
Firm hereby indicates that it has, to the best of its knowledge and belief: 
 

  Determined that no potential organizational conflict of interest exists. 

  Determined a potential organizational conflict of interest as follows: 
 
Attach additional sheets as necessary. 

1. Describe nature of the potential conflict(s):       
                    

_________________________________________________________________________________ 
 

_________________________________________________________________________________ 
 

_________________________________________________________________________________ 
                                                                                                                                                           

2. Describe measures proposed to mitigate the potential conflict(s): 
 

                _________________________________________________________________________________ 
 

_________________________________________________________________________________ 
 

_________________________________________________________________________________ 
   
                                                                                                                                                                          
 
 

  Firm Date 
 
 

  Signature/Title 

 
 

  Print Name 
 
 

If a potential conflict has been identified, please provide name and phone number for a contact person 

authorized to discuss this disclosure certification. 

 

  ___________________________________________                                                 _____________________ 
  Name                                                                                                                                     Phone number 
 

  ___________________________________________ 
  Company 

THIS PAGE MUST BE COMPLETED AND SUBMITTED AS A PART OF YOUR PROPOSAL
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RFQ: CC-39 

DRUG-FREE WORKPLACE CERTIFICATION 
 
This certification is required by the Drug-free Workplace Act, Section 44-107-10 et seq South Carolina Code 
of Laws (1976, as amended). The regulations require certification by Contractors/Vendors prior to award, 
that they will maintain a drug-free workplace as defined below. The certification set out below is a material 
representation of fact upon which reliance will be placed when determining the award of a contract. False 
certification or violation of the certification shall be grounds for suspension of payments, suspension or 
termination of contract, or suspension or debarment from the right to submit bids or proposals for Colleton 
County projects. 
 
For purposes of this Certification, “Drug-free Workplace” is defined as set forth in Section 44-107019 (1), 
South Carolina Code of Laws (1976, as amended). The aforesaid Section defines workplace to include any 
site where work is performed to carry out the Contractor’s/ Vendor’s duties under the contract. 
Contractor’s/Vendor’s employees shall be prohibited from engaging in the unlawful manufacture, 
distribution, dispensation, possession, or use of a controlled substance in accordance with the requirements 
of the Drug-free Workplace Act. 
 
By signing this document, the Firm hereby certifies that it will provide a drug-free workplace by: 
 

(1) Publishing a statement notifying employees that the unlawful manufacture, 
distribution, dispensing, possession or use of a controlled substance is prohibited in 
the Contractor’s/Vendor’s workplace and specifying the actions that will be taken 
against employees for violation of the prohibition; 

(2) Establishing a drug-free awareness program to inform employees about: 

(a) The dangers of drug abuse in the workplace; 

(b) The Contractor’s/Vendor’s policy of maintaining a drug-free workplace; 

(c) Any available drug counseling, rehabilitation, and employee assistance 
programs; and 

(d) The penalties that may be imposed upon employees for drug violations; 

(3) Making it a requirement that each employee to be engaged in the performance of the 
contract be given a copy of the statement required by paragraph (1) above; 

(4) Notifying the employee in the statement required by paragraph (1) that, as a 
condition of employment under the contract, the employee will: 

 

(a) Abide by the terms of the statement: and 

(b) Notify the employer of any criminal drug statue conviction for a violation 
occurring in the workplace no later than five (5) days after the conviction; 

(5) Notifying the using agency within ten (10) days after receiving notice under 
subparagraph (4) (b) from an employee or otherwise receiving actual notice of the 
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conviction; 

(6) Taking one of the following actions, within thirty (30) days of receiving notice under 
subparagraph (4) (b) with respect to any employee who is convicted: 

 

(a) Taking appropriate personnel action against the employee, up to and 
including termination; and 

(b) Requiring the employee to participate satisfactorily in a drug abuse assistance 
or rehabilitation program approved for such purposes by a federal, state, or 
local health, law enforcement, or other appropriate agency; 

 

(7) Making a good faith effort to continue to maintain a drug-free workplace through 
implementation of paragraphs (1), (2), (3), (4), (5), and (6) above. 

 
 
 
 
 
 

     

Firm:_________________________________________________________________________                                                                                                                      

 

Address:  

 

Authorized Official/Title:   

 

Signature:                                                                                              Date: ____________________  

 

    Witness Name (Print): ______________________________ 

     

    Signature of Witness: _______________________________ 

 
 
 
 

 

Note: This certification form is required for all contracts for a stated or estimated value of $50,000 or 
more. 

 

 

 

 

 

 
THIS PAGE MUST BE COMPLETED AND SUBMITTED AS A PART OF YOUR PROPOSAL
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RFQ: CC-39 

EQUAL EMPLOYMENT OPPORTUNITY CERTIFICATION 

 
Colleton County requires compliance with State and Federal regulations governing Equal Employment 
Opportunity, External Equal Opportunities (EO), External On-the-Job Training (OJT), Title VI, and the 
Americans with Disabilities Act (ADA) programs. 
 
Sub-recipients of federal-aid contracts must include notifications in all solicitations for bids of work or material 
and agreements subject to Title VI of the Civil Rights Act of 1964 and other nondiscrimination authorities. 
Sub-recipients, contractors and subcontractors may not discriminate in their employment practices or in the 
selection and retention of any subcontractor. 
 
By signing this document, the Firm hereby certifies their commitment to assure nondiscrimination in its 
programs and activities to the effect that no person shall on the grounds of race, color, national origin, sex, 
age, disability or income status be excluded from participation in, be denied the benefits of, or be otherwise 
subjected to discrimination or retaliation under any federally or non-federally funded program or activity 
administered by the sub-recipient and/or its contractors. 
 

ADDENDA ACKNOWLEDGEMENT FORM 
 
The firm has examined and carefully studied the proposal and the following Addenda, receipt of all of which is 
hereby acknowledged: 

 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 

 
 
 

THIS PAGE MUST BE COMPLETED AND SUBMITTED AS A PART OF YOUR PROPOSAL

Amendment No. Issue Date 

  

  

  

  

Firm: ______________________________________________                                                                                                                 

Address: __________________________________________________ 

Authorized Representative Name/Title: ________________________________________ 

Email Address: _________________________________                                                                                    

Signature:                                                                                                   Date: _______________                                                 




