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POLICY OBJECTIVE 
 
To establish procedures for the procurement of consulting and professional/technical 
services including: 
 

1. Establishment of fee limitations for negotiation with individual firms for services. 
 
2. Establishment of policies and procedures for the solicitation and evaluation of 

proposals, and for final selection of the consultant. 
 

The policy of the City of Eureka is to obtain quality professional services at a fair and 
reasonable cost.  This is not to be construed that the City will solicit for bids to obtain 
professional services. 
 
ASSIGNED RESPONSIBILITY 
 
City Manager, City Attorney, All Department Heads. 
 
APPLICABILITY 
 
Applicable to the retention of consulting and/or professional/technical services by a 
department of the City and Redevelopment Agency; and to the development of an 
agreement for such services for all contracts defined as formal agreements (in excess of 
$15,000).  Consulting and/or professional/technical services for total costs below $15,000 
can be obtained through the purchase order process. 
 
PROCEDURES 
 
Projects involving fees less than $100,000 but more than $5,000 where local firms are 
well qualified to provide services: 
 

1. Each department anticipating the need for consultant services shall annually 
prepare a recommendation to the City Council identifying projects and 
prospective consultants to provide services.  The preparation of the 
recommendation shall consider: 
 

a. If the projects may require specialized services where it may be in the best 
interest of the City to utilize the RFQ procedure.  Such projects will not be 
included in the recommendation. 
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b. Consultant’s past involvement with other projects that directly relate to a 

specific listed project. 
 

c. Consultant’s area of expertise relative to the type of project listed. 
 

d. Capability of the firm to perform the work considering Current Staffing 
levels. 

 
e. Overall distribution of work considering the last three years of activity and 

also considering the size of the firm. 
 
It is recognized that in many cases all of the above elements cannot be fully satisfied. 
 

1. The recommendation shall be submitted to the city Council 
 
2. Subsequent to Council approval and, after the contractor is selected to provide 

services for the City, staff shall prepare the form of agreement including scope of 
work, meet and negotiate with respective consultants and determine terms of 
compensation. 

 
3. Staff shall submit a recommendation to council to either retain the respective 

consultant or in the case of unsuccessful negotiations, identify an alternate 
consultant for negotiation.  In the latter case, the level of compensation discussed 
with the original consultant will remain confidential.  The City will reserve the 
right to enter into a contract with either of the consultants upon Council approval. 

 
Projects involving fees more than $100,000 or where it is in the City’s best interest to 
request qualifications for services involving specialized area of expertise: 

 
1. Each department anticipating the need for consultant services shall annually 

prepare a recommendation to the City Council identifying projects whereby 
professional services will be obtained through the Request for Qualifications 
process. 

 
2. Request for qualifications will be prepared including the following information 

as may be available or applicable: 
 

a. Description of the elements of the proposed project. 
b. Instructions to the consultant indicating: 

• Date for submittal of the proposal. 
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• Proposals shall be submitted to the Finance 

Department. 
 

c. Identification of the evaluation criteria for the first portion 
of the proposal and of the relative importance of each of the 
criteria.  The criteria shall be weighted respective to the 
needs of the particular project.  In general the criteria will 
consider the following items: 

• The firm’s experience on similar projects.  Past 
record of performance on contracts with the City, 
other agencies or private industry shall be 
considered in the evaluation process. 

 
• Personnel assigned to the project.  An indication of 

expertise relative to the particular project, the 
degree of commitment of time of key personnel, 
and the past performance on contracts with the City, 
other agencies or private industry shall be 
considered in the evaluation process.  Overstaffing 
and/or excessive personnel time may be considered 
cause for deduction of points. 

 
• The firm’s capacity to perform.  The size of the firm 

relative to the project, the consultant’s familiarity 
with the area, geographic location, commitment to a 
reasonable schedule, and avoidance of personal and 
organization conflicts of interest shall be considered 
in the evaluation process. 

 
• The firm’s project approach to complete the 

necessary elements of work.  A sufficiently 
detailed, logical and well organized approach, 
demonstrated capability to develop innovative or 
advanced techniques and designs, and specific 
proposals that clearly will result in reduced design 
and/or construction costs shall be considered in the 
evaluation process.  Proposals, which include 
services unwarranted for the project, may be 
considered a cause for deduction of points. 
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d.  Identification of the evaluation criteria for the second 

portion of the proposal, statement of compensation, and of 
the relative importance of each of the criteria. 

• The firm’s cost quotation, except where prohibited 
by Chapter 293, Section 4526 of the State 
Government Code relating to public contracts.  The 
said chapter requires selection of professional 
services of private architectural, engineering, land 
surveying, construction management, and 
environmental services to be based solely upon 
demonstrated competence and the professional 
qualification. 

 
• The statement of compensation shall be submitted 

in a separate sealed envelope, and shall state the 
amount of compensation to perform the services. 

 
e. Identification of the procedure for processing the Request 

for Qualifications.  The procedure will indicate that only 
the two highest rated proposals, based on the qualitative 
evaluation, will be considered further.  The procedure may 
include provisions for additional interviews and/or 
negotiation of services or fees if deemed appropriate. 

 
f. Proposed form of contract identifying: 

 
• The method(s) under which compensation will be 

made. 
 

• Time limitations. 
 

• Location project limits and general scope of project. 
 

• Scope of work to be performed by the Consultant 
defining the tasks and levels of services expected to 
be performed under the contract.  The scope of 
work shall be as precise as possible to maximize 
consultant’s understanding of the tasks to be 
performed. 
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3. An evaluation committee shall be identified.  The evaluation committee will 

preferably consist of at least four individuals, one of which should not be an 
elected official.  The committee should also be composed of at least three 
individuals with technical expertise related to a specific element of the project. 

 
4. The evaluation committee will review and assign scores to each proposal relative 

to the identified criteria.  The scoring process related to the identified criteria shall 
be a four (4) point process with four (4) high and zero (0) low.  The identified 
criteria will be weighted such that the combined weights total one hundred 
percent (100%) and these weights will be applied to the scores to obtain a 
weighted score.  If so indicated in the RFQ, the evaluation committee may 
conduct interviews. The evaluation committee will identify two (2) consultants 
for further consideration and submit a summary of scores to the Finance 
Department.  The summary of scores submitted to the Finance Department will be 
considered as official and available for public review. 

 
Projects involving grant agencies with specific requirements for retaining professional 
services:  Notwithstanding the above, in the event that agencies providing grant funds to 
the City of Eureka for specific projects dictate that other procedures be utilized to obtain 
professional services, the requirement of said agencies will be adhered to. 
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