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Professional architectural design and construction administration services 
for Phase 1 renovations of the Mason Library in Mason, MI 

 
 

 
 
 

Issued:  Thursday, November 7, 2019 
 

Response Deadline:  Tuesday, November 26, 2019 at 3:00 PM 
 
 
 



PROJECT INFORMATION:  
The City of Mason (property owner) and the Capital Area District Library (CADL) (library operator) are 
looking for a qualified firm to prepare the final design, budgets and construction documents for Phase 
1 renovations of the Mason Library based upon work completed in the 2019 Feasibility Study which 
included a conceptual design and budget.   

The Mason Library is housed in a building constructed in 1939. Since then it has had two additions 
estimated to date in the 1950’s or earlier. The Library is a centerpiece of the community located at 
145 W. Ash Street. It is a contributing building in the City’s downtown Historic District. When it first 
opened it was lauded as a building of the highest quality and architecture of its time. However, at 
nearly 80 years of age, the building is in need of renovations to address structural concerns, deferred 
maintenance, improve functionality, and compliance with the Americans with Disabilities Act (ADA). 

A Feasibility Study and Conceptual Designs were completed in early 2019. Two phases for renovations 
were identified: 

• Phase 1: First floor renovations to include a new ramp entrance, new ADA compliant restrooms, 
new circulation desk, expanded adult reading area, new children’s area in the existing footprint 
of the space currently used as the media room and garage. 

• Phase 2: Building addition to house new elevator, renovation of the second-floor office spaces, 
renovation of the basement for community events and storage space. 

The Study and final conceptual designs, along with a video fly-through are available on the City’s 
website (Community Development page, Library Feasibility Study link on left):         
https://www.mason.mi.us/city_departments/community_development_/library_feasibility_study.
php 

Overview 
The City of Mason will award a fixed sum contract subject to approval by City Council.   

Proposed Project  
• The project will include Phase 1 renovations of the first floor in an existing two-story historic building 

in Downtown Mason’s Historic District.   
• Phase 1: First floor renovations to include a new ramp entrance, new ADA compliant restrooms, new 

circulation desk, expanded adult reading area, new children’s area in the existing footprint of the 
space currently used as the media room and garage. 

• The renovations will require upgrades to plumbing, electrical, and mechanical systems that may 
involve areas on the basement or 2nd floor. 

• Total square feet to be renovated: approximately 9,393.  
 
Total Project Cost $550,000 
City Council approved a total budget of $550,000 for the Library renovations Phase 1. The City of Mason 
will contribute up to $275,000 of funding for Phase 1 available now. Additional funding will be provided 
by the Capital Area District Library, private donations and grants.  
 
As part of the total project cost, the City will retain a portion of the funding for contingencies and fees for 
Owner’s Representative. The City Engineer will serve as the City’s Owner’s Representative. 

https://www.mason.mi.us/city_departments/community_development_/library_feasibility_study.php
https://www.mason.mi.us/city_departments/community_development_/library_feasibility_study.php


 
The City reserves the right to reduce the scope of work as funds are available. We expect a value 
engineering component of the final design for Phase 1. 
 
Compliance Notes:  
• Property is owned by the City of Mason and operated by CADL 
• All improvements to the building will comply with the Americans with Disabilities Act (ADA). 
• The property fronts on M-36, a Michigan trunkline, and is under the jurisdiction of the Michigan 

Department of Transportation 
• The property is a contributing building in the city’s downtown Historic District and on the National 

Register of Historic Places. Consultation with the Michigan State Historic Preservation Office (SHPO) 
will be required. 

• Architectural consultants must demonstrate that they meet or exceed the professional qualifications for 
“Archaeology and Historic Preservation” as stated in the National Park Service 36 CFR 61 Professional 
Qualifications. 

• Plans must be prepared in accordance with the Secretary of the Interior’s Standards for the Treatment 
of Historic Properties, observe local zoning, building and general ordinances. 

• Approvals from the City of Mason Planning Commission (site plan), City Council and CADL will be required 
in addition to a local building permit, state permits (electrical, mechanical, plumbing), and county 
permitting (soil erosion control) before construction can begin. 

 
Schedule of Events 
• RFP posted on Thursday, November 7, 2019 
• Mandatory Walk-through Friday, November 15, 2019 at 9:00 AM 
• Bids Due Tuesday, November 26, 2019 by 3:00 PM 
• Interviews with selected firms completed by Tuesday, December 10, 2019 
• Recommendation to City Council on Monday, December 16, 2019 
• Bid Award, Tuesday, December 17, 2019 
• Final contract execution by Friday, December 20, 2019 
• Kick-off meeting to review draft of Task 1.A and Task 2.A by Thursday, January 16, 2020 

 
PART ONE: SCOPE OF WORK FOR PROFESSIONAL  
The scope of services that the consultant must be prepared and qualified to provide are as follows:  
 
Task 1 - Project Management 

The selected firm must demonstrate exceptional project management ability, taking the lead to proactively 
ensure tasks are completed on time, within budget, and meet the City/CADL’s expectations. This will require 
excellent communication skills, ability to prioritize work and anticipate needs throughout the course of the 
project. Additional Task 1 deliverables may be determined by the selected firm in consultation with the 
City/CADL.  

At a minimum, the following will be required: 

A. Project management plan: 
I. Project contact list including City and CADL staff – names/roles, contact information 



II. Detail by task showing deliverables, schedule for completion and assigned budget; must be 
in a format such as a Gantt Chart using excel or Microsoft Project 

B. Meetings: 
I. The selected firm will be responsible for scheduling meetings and sending invites, tracking 

attendees and recording minutes. 
II. Weekly project management calls to review action items (who, does what, by when) and 

deadlines (may be reduced to bi-weekly during production times); an email summary of the 
call briefly bulleting discussion and action items within 1 hour of each call 

III. In-person meetings with staff and/or steering committee when required for broader 
discussion and decision making; anticipate 1-2 monthly; summary with action items emailed 
within 24 hours of meeting 

C. Monthly invoices that detail amounts invoiced by task/deliverable, % task complete and remaining, $ 
amount and % budget expended and remaining (% and $ are not necessarily the same. If 75% of task 
is complete but only 50% budget remains, this is an indicator of a potential scope issue that needs to 
be addressed). 

D. Records management – The selected firm will be responsible for maintaining records accessible 
through a file sharing service that they provide; files will be organized by task/deliverable. A 
consistent naming system will be followed, for example 2019.06.30 MIN – Weekly PM call_final site 
plan (Minutes from June 30 weekly call regarding the final site plan). All documents, records and 
materials produced must be available to City/CADL. 

 

Task 2 – Community Engagement 

Relationships with stakeholders, as well as keeping the community informed and involved in the project will 
be critical to our success fully funding and implementing Phase 1. The work in Phase 1 will likely run parallel to 
a separate fundraising campaign for Phase 2, and the selected firm must be capable of coordinating with those 
efforts.  

The selected firm will prepare a Community Engagement Plan – A very brief, easy to follow document that 
provides the project team with a schedule for regular communication to update the public on the project, key 
decision points that may require input from stakeholders, and protocols for media interaction. The Plan needs 
to be developed with City/CADL input. The selected firm will be responsible for providing content for the 
website and creating materials for public review necessary to keep everyone informed about the project’s 
status. Materials will be distributed using a variety of tools, many of them to be provided in-house through the 
City and CADL such as websites, social media and email. 

The City and CADL have maintained a list of stakeholders and attendees from previous community engagement 
events. The selected firm will be responsible for assisting with the maintenance and updating of this list as new 
information is obtained. Please note that this is a contributing historic building in an historic district. 
Consultation with the Michigan State Historic Preservation Office (SHPO) will be required in addition to 
obtaining a Certificate of Appropriateness from the City of Mason Historic District Commission. Additional 
approvals from the City of Mason Planning Commission (site plan), City Council and CADL will be required. 

 
Task 3 – Architectural Design and Construction Administration 
The selected firm will be responsible for finalizing the design, preparing the necessary documents, managing 
permitting, assisting in the selection of a qualified contractor to implement the Phase 1 library renovations. 
This will include: 



A. Final design, budgets and construction documents for Phase 1: First floor renovations to include 
a new ramp entrance, new ADA compliant restrooms, new circulation desk, expanded adult reading 
area, new children’s area in the existing footprint of the space currently used as the media room and 
garage: 

I. Final construction drawings must include architectural, mechanical, plumbing, 
electrical, and landscaping drawings; coordination with CADL’s Information 
Technology – data cabling plans; owner approvals 

II. Permit applications and approvals 
i. Zoning – Site Plan 

ii. Historic District Commission 
iii. Building, Mechanical, Plumbing, Electrical 
iv. Soil Erosion, other TBD 

B. Advertising and Bidding** 
I. Prepare  

II. Advertise and Open Bids 
III. Conduct Mandatory Walk Through 
IV. Answer Questions/Prepare Addenda 
V. Review bids 

VI. Recommendation of Award 
VII. Issue Notice to Proceed and conduct Pre-Construction Meeting 

**Owner participation/approvals at each stage 

C. Construction Administration – Supervise the Phase 1 renovations to ensure work is performed 
according to the approved schedule, budget, and scope. 

PLEASE NOTE THAT ITEMS B (ADVERTISING AND BIDDING) AND C (CONSTRUCTION 
ADMINISTRATION) ARE SUBJECT TO AVAILABLE FUNDING AND SHOULD BE PRICED SEPARATELY. 

Additional Requirements 

• Architectural consultants must demonstrate that they meet or exceed the professional qualifications for 
“Historic Architecture” as stated in the National Park Service 36 CFR 61 professional qualifications. 

• Please note that this is a contributing historic building in an historic district. Consultation with the Michigan 
State Historic Preservation Office (SHPO) will be required in addition to obtaining a Certificate of 
Appropriateness from the City of Mason Historic District Commission. Additional approvals from the City 
of Mason Planning Commission (site plan), City Council and CADL will be required in addition to a local 
building permit, state permits (electrical, mechanical, plumbing), and county permitting (soil erosion 
control) before construction can begin. 

• The architect must be willing to work with outside Library design firms that are familiar with shelving 
layout, specialized furniture/equipment, and information technology. 

• The above Scope of Work is not all inclusive, but intended to provide a general listing of known items 
that will need to be addressed during the Final Design and Construction Phase 1. 

• The selected firm will be given access to all available blueprints, plans, studies and records for the Library.  
 

 
  



PART TWO: SUBMITTAL REQUIREMENTS FOR PROPOSALS  
 

I. Deadline:  
In order to be considered, proposals must be received by the City of Mason NOT LATER THAN 
3:00 P.M. ON TUESDAY, NOVEMBER 26, 2019. The City of Mason reserves the right to reject any 
or all proposals.  Proposals should be submitted:  

ELECTRONICALLY TO: SARAHJ@MASON.MI.US  
SUBJECT: PHASE 1 LIBRARY RENOVATIONS 

Submissions will be provided a confirmation email indicating the City’s receipt.  

II. Required Content:  
Submissions should be included three (3) hard copies and one (1) electronic file containing only 
items 1-3 below on a thumb drive (do not include electronic file for Proposal Fee as this is a 
sealed document). The proposal must include and should be organized in the following way: 

1. GENERAL INFORMATION 

Provide an overview of the firm, preferably one page, with the following information: 

• A letter of transmittal containing the name, title, address, telephone and email of the 
person authorized to represent the firm.  

• The firm's profile, including: 
o Full name and address 
o If applicable, any branch office(s) or other subcontractors that will perform or 

assist in performing the work, including the number of professional staff by 
classification; 

o Indicate whether you operate as an individual, partnership, or limited liability 
company or corporation. If a corporation or limited liability company, indicate 
the state in which you are incorporated;  

o State that you are licensed to operate in the State of Michigan and/or provide a 
list of your staff members that are; and 

o Include the names, telephone numbers and e-mails of those persons in your 
organization authorized to negotiate the proposed contract with the City of 
Mason. 

2. FIRM QUALIFICATIONS AND EXPERIENCE 

A background of the firm’s experience with historic architecture, interior renovations, and 
construction administration. Include a list of similar projects completed in the last five (5) 
years, and any projects completed in Mason, MI. Provide the following: 

• Name of project 
• Date of project start and completion 
• Services provided by your firm 
• References for each project 

3. KEY PERSONNEL QUALIFICATION AND EXPERIENCE 

mailto:maryg@mason.mi.us


A background of the firm’s key personnel and qualifications shall include information on the 
key personnel assigned to this project, including at a minimum their role and a current 
resume. Architectural consultants must demonstrate that they meet or exceed the 
professional qualifications for “Archaeology and Historic Preservation” as stated in the 
National Park Service 36 CFR 61 Professional Qualifications. 

3. PROPOSAL FEE – MUST BE SEALED 

Bid will not be opened until end of process. Bid proposals are to include the following: 

• List the steps required to develop final designs for Phase 1 of construction, such as 
kickoff meeting, community engagement, final design document reviews/revisions 
and cost associated with this process. 

• Provide history of firm and list staff that will be in charge of the project 
• If any outside contractors are being used, such as mechanical engineers, etc. please 

provide their history and information. 
• Provide the hours/rates allocated during this phase plus rates for independent 

contractors, such as 
o Principal hours/rate 
o Interior Design hours/rate 
o Project Engineers hours/rate 
o Others hours/rate 

• Provide the total estimated cost for the Final Design Phase 1 
• Provide the additional cost/percentage of what would be charged for the 

construction documents, bidding, and construction administration (Part 2, items A 
and B). This can be in the form of a percentage range or a not to exceed fee based 
on the budget provided under Scope of Work.  

PART THREE: SELECTION CRITERIA 

All proposals will be scored and ranked with the highest rated firm being awarded a contract. 

Firm Qualifications and Experience – 30 Points   

A premium will be placed on the experience of the firm with historic renovation of a library and 
construction administration on projects in Michigan.  Premium will also be placed on experience resulting 
in successful projects that occurred in Mason.  

Key Personnel Qualification and Experience – 15 Points  

A premium will be placed on the experience and qualifications of the firm’s key personnel who will be 
responsible for program administration.  

Proposal Fee – 5 Points 

The fee proposal shall include all applicable costs expected to be incurred by the firm during the life of 
the project.  A detailed description of anticipated costs shall be provided along with a “not to exceed 
amount” for the duration of the project which shall form the basis of scoring and evaluation.    

NOTE:  A fixed sum contract on a cost reimbursement basis will be negotiated with the actual fees for 
services subject to approval by City Council.   



TOTAL POINTS FOR REQUIRED CONSIDERATIONS   50 POINTS 
 

PART FOUR: INTERVIEWS (OPTIONAL)  

Firm interviews MAY be conducted by the City of Mason prior to contract award if consultants cannot be 
differentiated from proposals alone.  If desired, interviews will be scheduled on the following day/times: 

Monday, December 9, 2019 for one hour between 1:30-4 pm 

The point structure above will be re-evaluated and become the basis for the decision based on the 
additional information provided during the interview.    


