
OVERVIEW OF AN RFP PROCESS

There are 5 primary steps that are taken when soliciting for services

1) Identifying specification or scope of work 

2) Facilitating the solicitation process 

3) Evaluating responses

4) Recommendation for award

5) Execution of the contract



OVERVIEW OF AN RFP EVALUATION 
PROCESS
When RFP are evaluated, they are evaluated on pre-determined criteria. The criteria can 

range from one to several different factors. The criteria is associated w/ the referenced 

service and helps with the review process to determine the best fit for an organization 

based upon the responses received.

• Examples of evaluation criteria can be:

• Years of experience

• Relevant skills/project experience 

• Pricing/compensation

• Delivery timeframes

• Ability to meet contractual terms and conditions

• References

• Other requirements (i.e., license requirements)



PRE-PROPOSAL MEETING

Pre-proposals meetings are meetings where interested proposers have the 

opportunity to come learn, listen, and ask questions about the services 

advertised. This is also an opportunity for companies of various sizes to 

network and create partnerships.



MAIN TERMINAL 
BAGROOM CONVEYOR 

UPGRADES RFP
AVIA 21-26

Pre-Proposal Conference

Tuesday, March 30, 2021 at 

10:00 AM



AGENDA

• Introductions and Attendance List 

• Submission and Opening 

• Addenda and Bidder Questions 

• Project Scope

• Scheduled Site Visit 

• Instructions to Bidders/Proposers 

• Bid/Proposal Form and Supplements 

• Charlotte Business Inclusion Program 

• E-Builder Bidding Portal

• Airport Security Requirements 

• Additional Questions and Comments



INTRODUCTIONS

CLT Staff

• RFP Project Manager
• CLT Project Manager
• Charlotte Business INClusion Program Specialist

• Please post your name and company’s name in the chat to record your 
company’s attendance for today’s pre-proposal meeting.

• You may also utilize e-Builder’s Q&A section to enter your name and 
company’s name in the portal.



RFP SUBMISSION
• Date: Tuesday, April 20, 2021

• Time: 1:00 PM EST

• Accepting electronic submissions only via eBuilder eBidding
portal

• Public opening will be held via Webex and details are included 
in the solicitation

• Award the contract to the lowest responsible proposer/bidder 
taking into consideration quality, performance and the time 
specified in the proposals for the performance of the contract.



EVALUATION CRITERIA
Experience CLT will evaluate the Proposer based on its ability to meet the 

experience requirements as set forth in the Specifications based 

upon demonstrated experience.

Operations Plan CLT will evaluate the Proposers ability to meet the requirements 

set forth in the Specifications as detailed in the Proposer’s 

Operation Plan. 

Staffing Plan CLT will consider the plan to provide necessary staffing and the 

experience of the individual team members proposed to provide 

the Work. 

Compensation CLT will evaluate the Proposer on the overall compensation 

proposed related to the provision of the Work. 



ADDENDA AND BIDDER QUESTIONS
• Addenda will be issued, if needed

• Questions must be submitted and addressed in written form through the 
eBuilder Portal

• Deadline for submitting questions is on Tuesday, April 6, 2021. 

• For your RFP checklist, please check eBuilder to confirm the number of 
addendums issued.



ELECTRONIC SUBMISSION PROCESS

o While posted on City of Charlotte’s contract opportunity page, Aviation 

utilizes an electronic submission process

o We operate in a paperless environment and accept electronic submissions 

only via e-Builder, e-Bidding portal. Registration is required in order to utilize 

the system. 

o Pricing has to be entered via the eBuilder portal

o Upload of all documents via the eBuilder portal

o Pull the RFP in order to obtain, required to register and download documents 

from eBuilder



ADDENDA AND BIDDER QUESTIONS



CONTRACT SCOPE
• This contract will be to provide the design, engineering, fabrication, 

transportation to/from the site, installation, removal, replacement, 
demolition, modifications, testing, and turning over in working order the 
baggage handling system conveyor equipment upgrades in compliance 
with specifications and drawings. 



ELECTRICAL RISER DIAGRAM



TO SCHEDULE A SITE VISIT
Site visits for this solicitation must be scheduled and must comply 
with social distance requirements.

1. Will have to schedule times to visit, as project location(s) are behind a 
secured area.

2. Personal information is required three (3) days in advance (not including 
weekends and holidays) for a visitor’s badge.

Crystal Bailey

Crystal.bailey@cltairport.com

mailto:Crystal.bailey@cltairport.com


TO SCHEDULE A SITE VISIT

• At least 3 days prior to the site visit, Procurement must be provided with the following information for all visitors planning to attend the visit:
• Full name (First, Middle (if applicable), Last)
• Gender
• Date of Birth
• Purpose of Visit: Site visit for bid submission

• All non-badged visitors will need to present a valid form of ID in order to receive their visitor’s pass on the day of arrival. If they do not have 
ID, we cannot issue a visitor pass, and they will not be able to go through screening. 

• Reminder for all visitors:
• You will be going through TSA screening. ALL STANDARD SECURITY RULES APPLY. No liquids, gels, tools, etc. Easier to just leave all bags in their cars. 
• NO WEAPONS!!!!!! This includes pepper spray, knives (To include pocket knives!), guns, anything you would not take on a plane cannot be brought to this 

site visit. No exceptions, this is the warning we will give during the pre-bid (feel free to forward this email). Violators will receive a Police citation, be 
prohibited from getting a badge here (so, they won’t be able to work on the project), and will be investigated by TSA, which could include additional fines 
up to $13,669. 

• Once through screening, that is the 1 visitor pass the visitors will receive. If someone leaves the Sterile Area to the public side, that’s it for the day. 
• There is not a smoking area past screening, so please take care of that before the visit. 

• Please note that if an individual has not returned an expired badge and/or holds an active or suspended badge at CLT, we will NOT issue a 
visitor pass unless the badges are returned to us. The badgeholder agreement signed by Security Identification Display Area (SIDA) badge 
holders at CLT when you are issued a SIDA badge states that you agree to return the badge to Credentialing within 48 hours of the badge 
expiring, termination from employment, or temporary suspension of the badge. 

• Please plan accordingly based on these policies.



INSTRUCTIONS TO PROPOSERS
• Contract Time – Project is estimated to be completed within six 

(6) months.

• Insurance Requirements are located in Section 7 and 8 of the 
contract. 

• However, if the Company has access to the Aircraft Operation Area 
(AOA), all automobile liability insurance limits shall increase to 
$5,000,000.00 per accident, combined single limit, each occurrence.

• Commercial General Liability. Insurance with a limit not less than 
$1,000,000 [$5,000,000 (inside the fence)] per 
occurrence/aggregate including coverage for bodily injury, property 
damage, products and completed operations, personal/advertising 
injury liability and contractual liability.



FORMS AND SUPPLEMENTS

• Forms 1-6 are required submission forms that must be submitted with 
your response package located in Section 2.



FORM 1 –
PROPOSAL 

FORM – A-E 



FORM 1 –
PROPOSAL 

FORM – A-E



FORM 1 –
PROPOSAL 

FORM – A-E



FORM 2 –
QUALIFICATION & 

PROPOSER 
REQUIREMENTS



FORM 2 –
QUALIFICATION & 

PROPOSER 
REQUIREMENTS



FORM 2 –
QUALIFICATION & 

PROPOSER 
REQUIREMENTS



FORM 2 –
QUALIFICATION & 

PROPOSER 
REQUIREMENTS



FORM 2 –
QUALIFICATION & 

PROPOSER 
REQUIREMENTS



FORM 3 –
NON-

DISCRIMINATION
FORM



BUSINESS DIVERSITY PROGRAMS

• Charlotte Business INClusion (CBI) Program (SBE, MBE or WBE goal)

• Disadvantaged Business Enterprise (DBE) Program

• Airport Concessions Disadvantaged Business Enterprise (ACDBE) 
Program

• Goals are typically negotiated for services

• 2 forms to sign:
• Proposal Form 4 and (applicable program) Utilization Form #3



FORM 4 
REQUIREMENTS-
DBE/ACDBE/CBI 

PROGRAMS



FORM 4 
REQUIREMENTS-
DBE/ACDBE/CBI 
PROGRAMS

Page 1 of 2 

Version 06-2020 

 

 

 

CBI FORM 3:  Subcontractor / Supplier Utilization Commitment 

This form MUST be submitted within 24 hours after the time of Bid Opening.   

Failure to properly complete and submit Form 3 within 24 hours after the time of Bid Opening constitutes grounds for rejection of the Bid. 

Copy this CBI Form 3 as needed. 

Per Part B, Section 3 and Part C, Section 3 of the CBI Policy, the Subcontractor/Supplier Utilization Commitment (CBI Form 3), captures information 

regarding MBEs, WBEs, SBEs, and other subcontractors and suppliers that the Bidder intends to use on the Contract FOR ALL TIERS. 

 

For Construction Contracts under $500,000, MWSBEs must satisfy the requirements of Part B, Section 3 of the CBI Policy in order to count the work 

they intend to perform on the contract with its own current workforces towards the established Subcontracting Goal and must list themselves below 

along with their projected utilization amount. 

 

Bidder Name:  

Project Name:  

Project Number:  

Established MBE Goal: Established WBE Goal: Established SBE Goal: 

 

List below all MBEs, WBEs, and/or SBEs (Non-Hauling Services) that you intend to use on this Contract. NOTE: You will only receive credit for 

SBEs that are currently certified with the City as of the Bid Opening Date. Furthermore, you will only receive credit for MBEs and WBEs 

that are registered with the City as of Bid Opening Date. 

MBE/WBE/SBE 

Vendor Name 

(Non-Hauling Services) 

Description of work / materials NIGP Code Vendor # 
Total Projected 

Utilization ($) 

     

     

     

 

For all hauling services on this Contract, list below all MBEs, WBEs, and SBEs that you intend to provide such work and the Total Projected Utilization 

($). 

MBE/WBE/SBE 

Vendor Name 

(Hauling Services) 
Description of work / materials NIGP Code Vendor # 

Total 

Projected 

Utilization ($) 

     

    

    

 
 

Total Subcontractor / Supplier Utilization  

(including MBEs, WBEs, SBEs, and Non-MWSBEs) 

   $  

Total MBE Utilization    $  

Total WBE Utilization    $  

Total SBE Utilization    $  

Total Bid Amount (including Contingency)    $  

Percent MBE Utilization* (Total MBE Utilization divided by Total Bid Amount)   %  

Percent WBE Utilization* (Total WBE Utilization divided by Total Bid Amount)   %  

Percent SBE Utilization* (Total SBE Utilization divided by Total Bid Amount)   %  

* The Utilization percentage stated MUST be rounded to (2) decimal places. 



BID FORM 5 –
CONFIDENTIAL 
INFORMATION



FORM 5 
CONFIDENTIAL INFORMATION  



FORM 6 –
PRICING 

WORKSHEET



E-Builder Bid Pricing Portal



E-Builder Submission Portal

• Please combine all submittal forms and documents and upload as one file.

• Please limit your file name to less than or equal to 20 characters.



AIRPORT SECURITY REQUIREMENTS

Security 
Program

Airport 
Badging 

Requirements
Please see requirements in solicitation packet and 

go to www.cltairport.com/business/credentialing for 
all information regarding CLT’s Security Program, 

Policies and Procedures, FAQs, etc. 

http://www.cltairport.com/business/credentialing


BADGING
• Security and Credentialing.  All Company employees must adhere to 

the CLT Security Handbook and the Airport Security Plan.  The 
Company’s employees must apply and qualify for an airport security 
badge prior to employment. 

• When five (5) or more Company employees require a security badge 
to perform the Work, the Company must designate at least one (1) as 
an ‘authorized signer’.  The authorized signer must hold a valid CLT 
badge and is responsible for all required training and the completion 
of all required documents and process steps to secure and retain valid 
CLT badges for the employees.  CLT security badge requirements are 
accessible on CLT’s website at: CLT Airport Credentialing.  
www.cltairport.com/business/credentialing

http://www.cltairport.com/business/credentialing


Additional Questions & Comments

For assistance accessing E-Builder please email: 
crystal.bailey@cltairport.com



DOING BUSINESS WITH THE CITY OF 
CHARLOTTE

https://charlottenc.gov/DoingBusiness/Pages/default.aspx



EARLYBIRD

The City of Charlotte has a business opportunities pipeline. 

This site is a comprehensive listing of Active and In Development contracting 
opportunities across all City of Charlotte departments 



https://earlybird.charlottebusinessresources.com/



VENDOR REGISTRATION

• To be notified about contracting opportunities, as well as receiving a 
purchase order or payment, the City requires vendors to be registered. 

• Registered vendors are visible to and searchable by all City 
departments for solicitation and purchasing opportunities.

• Register w/ the City of Charlotte as registered vendor under your 
services commodity code





OUTREACH

• Sign up for project alerts!

• Keep up to date with certifications- separate email is sent for projects

• Ensure commodity codes are up to date

• Outreach events

• Utilize Earlybird to see upcoming projects



TIPS ON SUBMITTING A SUCESSFUL 
PROPOSAL

• Follow proposal instructions – not all proposals instructions or formats are the 
same

• Edit and proofread. If you utilize a boilerplate template, fully update for the 
specific proposal you are responding

• Ask questions and seek clarification in advance of the due date
• State your service plan or service approach as part of your submission
• More is better than less
• Include project schedules and/or project budgets and resumes
• Knowledge of company passwords for electronic submission processes



TIPS ON SUBMITTING FORMATTING 
AND DELIVERY

• Proposals shall consist of all forms included in a specific RFP (“Forms”) and any 
additional information relevant to the Work that the Proposer believes will help CLT in 
making its decision.  

• Signed by an authorized representative of the Company.  
• Any erasures or corrections must be initialed and dated by the authorized 

representative that signs the Forms.   
• Proposals to be identical in format to facilitate the evaluation process.  Failure to comply 

with the format requirements set forth may result in rejection of the Proposal.
• Pre-proposal conferences may be non-mandatory and are currently being held via 

Webex. This is a good opportunity to hear from the Contract Administrator and Project 
Owner about the project, bid submission requirements, site visit information, instructions 
to bidders, required forms for the specific solicitation, project goal information, how to 
use the eBuilder portal and airport security requirements. 



TIPS ON SUBMITTING FORMATTING 
AND DELIVERY
• Proposers may receive minority inclusion points for attending the pre-proposal 

meeting.
• Opportunity to informally ask questions at the presentation. However, all 

questions have to be formally submitted via the eBuilder portal and responses 
will be published via an addendum

• Read addendums to see what clarification questions have come in, if any, also 
to validate additions, changes, updates or deletions

• Use your submission checklist to ensure all requested documents are uploaded
• Submit proposals in advance to minimize delay in the system as lots of users 

may be uploading at one time and to confirm your solicitation does not have 
any size file uploading issues



TIPS ON SUBMITTING FORMATTING 
AND DELIVERY

• If there are technical questions regarding use of the e-bidding portal, please 

contact the RFP Project Manager via phone or email listed on the City of 

Charlotte website. 

• Submit separately, “Confidential and Proprietary Information,” Trade Secrets 

and/or personally identifiable information (PII).  The confidentiality caption 

stated above must appear on each page of Trade Secret or PII materials.

• Use your companies legally approved name and name on your companies W-9


