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REQUEST FOR PROPOSALS


CLASSIFICATION AND


COMPENSATION STUDY 


CITY OF LEESBURG, FLORIDA


BID NUMBER: 00-RFP-07


Sealed Proposals will be received by the City of Leesburg Purchasing Department, Post Office Box 490630, Leesburg, Florida 34749-0630 until 10:00 A.M. or hand delivered to the City of Leesburg Purchasing Department, Municipal Operations Center, 2010 Griffin Road, Leesburg, Florida 34748 no later than 10:00 A.M. on Friday, May 19, 2000 for the following:


Conduct a comprehensive compensation and classification study of jobs with the City of Leesburg.


I. NAME OF SOLICITING GOVERNMENT


City of Leesburg, Florida


501 West Meadow Street


Post Office Box 490630


Leesburg, Florida 34749-0630


II. PURPOSE OF REQUEST


The City of Leesburg (the City) invites written proposals from qualified firms interested in providing services, as outlined below.


III. SCOPE OF SERVICES


The scope of services required by the City in connection with this request for proposal covers the entire spectrum of services customarily provided to governmental entities by communications consulting firms. The services provided should include, but need not necessarily be limited to the following:


A. Scope of Work:


The City is soliciting responses from qualified firms to conduct a comprehensive compensation and classification study of jobs in City government. Services may include the following: job analysis; job description development, evaluation and update; pay plan development, evaluation, and update; wage and salary survey preparation and analysis; pay range determination; position and pay classification; and preparation of required reports. The following describes the various tasks that will be necessary to meet the requirements of this Request for Proposal:


Meetings are to be held with City officials to gather information regarding the City's current compensation and classification plan, and to discuss any specific concerns of the City with respect to the development of a new pay plan. Later meetings are to be held with City officials to present and discuss the firm's intended strategy for completing the analysis of each job within the City, discuss methodology, review the overall scope of work for the project, and schedule for completion of all activities. 


Provide for a comprehensive evaluation of every job within the City to determine relative worth within the organization (internal equity) and for the establishment of pay ranges. Included should be a comparison and analysis of salaries and wages of like or similar jobs (external equity) in comparable government entities and private employers in Florida and the general region for which the City competes for a labor supply. 


Perform an analysis of both the wage and salary survey information and the job evaluation data to determine an equitable and appropriate pay and classification plan for the City. 


Perform an analysis of all positions to determine their status (exempt or nonexempt) based on requirements of the Fair Labor Standards Act. 


Provide annual maintenance of the new plan to include recommendations for adjustments to pay ranges to keep the plan competitive and current. The City will request this information by letter each year prior to the City's budget preparation. Provide for continuous maintenance as needed for the plan to include the evaluation of new positions and re-evaluation of existing positions that change in job. The cost for this maintenance is to be listed separately in the proposal.


B. Specific Requirements:


The classification/compensation system to be recommended as responses to this RFP must adhere to the following basis elements and characteristics:The systems must meet all legal requirements, be totally nondiscriminatory and provide for compliance with all pertinent federal, state and local requirements (eg., ADA, FLSA, EEO/AA, etc.)


1. The systems must be easy for management to administer, maintain and defend.


The systems must easily accommodate organizational change and growth. 


The systems should be based upon sound compensation principles in which both internal and external equity are considered within the pay structure as well as the concepts of equal pay for equal work, equal pay for similar work, and equal pay for comparable work. 


The systems should provide for new positions to be incorporated into the compensation plan as well as regular adjustments to maintain the plan's competitiveness. 


The appraisal system should take into account the unique nature of certain functions and responsibilities which are characteristic of certain jobs and departments in City government.


C. Background:


The City of Leesburg is a political subdivision of the State of Florida. As such, it is governed by and derives its operating authority from the constitution and laws of the State of Florida.


The City operates under a commission/manager form of government, with a governing board consisting of five City Commissioners, elected to staggered three-year terms. Three of the commission members must meet district residency requirements. The remaining two commissioners are elected at-large without a district residency requirement. The City Manager is the Chief Administrative Officer of the City. The City employs 368 full-time employees in more than 10 departments. The last major classification and compensation review was completed and implemented in 1997. 


The City's 1997 classification and compensation review was completed by Cody and Associates, Inc. The study is complete with job analysis, ADA requirements, and exempt or non-exempt status. The City has a pay table, pay plan, and performance system currently in use.


The City's current study has approximately 200 different titled positions (i.e. job descriptions). Our goal is to reduce this number by generalizing positions and titles; therefore, allowing more flexibility with personnel and upgrading positions.


The City is currently seeking a review of our personnel information. The City requests that all information submitted by the successful consultant be in Microsoft Word format on computer disk and in hard copy. The City further requests the complete use of the material for the ability to update or change. All work provided by the consultant under contract to the City of Leesburg shall belong exclusively to the City.


 


IV. QUALIFICATIONS


The written proposal submitted should, at a minimum, include the following information:


The firm name and contact person, together with the address, telephone number, facsimile number and email address, of the office from which the services will be provided. 


A brief history of the Firm (limit two pages). Information should include organization structure, location of management, and evidence that the firm is authorized to do business in the State of Florida. 


A description of the services, specifically relating to the governmental sector, which the proposer is capable of providing, together with an explanation of how these services might best assist the City. Include specific information on specialized resources available to your firm such as computer capability, access to market information, personnel with specialized knowledge and expertise in the governmental field. 


A chronological listing of the governmental engagements, specifically within the State of Florida, for which your firm and/or staff has served over the past three (3) years. Be sure to include specific dates and a brief description of the services provided. 


A list of references the City may contact in order to assist in the evaluation of your past performance. Please limit these references to governmental entities within the State of Florida to whom you have provided services over the past three (3) years. For each reference listed, the information provided should consist of the following:


(1) Name and mailing address of the governmental entity


Name and telephone number of your contact person within said governmental entity


Information on the nature and magnitude of any litigation or proceeding whereby, during the past three years, a court or any administrative agency has ruled against the proposer in any matter related to the professional activities of the proposer. Similar information shall be provided for any current or pending litigation or proceeding. 


A statement to the effect that the selection of the proposer shall not result in a conflict of interest with any other party which may be affected by the work to be undertaken. Should any potential or existing conflict be known by a proposer, said proposer must specify the party with which the conflict exists or might arise, the nature of the conflict, and whether or not the proposer would step aside or resign from the engagement or representation creating the conflict. 


Any additional information that you feel will be beneficial to the City in evaluating your qualifications to serve. However, any elaborate brochures or voluminous examples are not required nor desired. 


V. COMPENSATION


A. The proposal should clearly set forth the basis for fees to be charged for the work proposed and at a minimum should contain the following information:


Estimate of the number of hours to complete the review contemplated in the scope of services. 


Hourly rates for performing such services. These rates should be uniformly applied regardless of competency level of staff performing services. 


Estimated not to exceed amount for completing the review (this amount may subsequently be amended by mutual consent of the parties).


B. The City shall not be responsible for the reimbursement of any costs not specifically set forth in the firm's proposal. In addition, the City shall reserve the right to accept any part or all of the proposer's fee schedule and to negotiate any charges contained therein, unless otherwise qualified by the proposer.


VI. INSTRUCTIONS TO PROPOSERS


A. All proposals should be delivered to:


Mailing Address:


City of Leesburg, Florida


Purchasing Department


Post Office Box 490630


Leesburg, Florida 34749-0630


 


Street Address:


City of Leesburg, Florida


Purchasing Department


Municipal Operations Center


2010 Griffin Road


Leesburg, Florida 34748


B. Questions or comments should be directed to:


Mark D. Raiford


Purchasing Agent


City of Leesburg, Florida


Post Office Box 490630


Leesburg, Florida 34749-0630


Telephone Number: (352) 728-9880


Facsimile Number: (352) 365-2441


E-mail address: MRaiford@ci.leesburg.fl.us


Please do not contact any member of the Leesburg City Commission. Doing so may constitute grounds for disqualification. 


In order to be acceptable, three (3) copies of the proposal must be submitted in a sealed envelope on the outside of which shall be plainly marked "Sealed Proposal: Classification and Compensation Study", together with the name and address of the firm submitting the proposal. Proposals will be received until 10:00 A.M. or hand delivered no later than 10:00 A.M. on Thursday, May 19, 2000, at which time they will be publicly opened in the Purchasing Department, Joe Tardugno Municipal Operations Center, 2010 Griffin Road, Leesburg, Florida 34748.


Proposers are fully responsible for the timely delivery of proposals. Proposals may be withdrawn at any time prior to the deadline. Late proposals will not be accepted under any circumstances. For the purpose of receiving proposals, Leesburg Time and Temperature (Telephone: (352) 844-1212) shall be considered the official time. Telephone proposals will not be accepted under any circumstances.





