YEAGER AIRPORT OPERATING INSTRUCTION 000-17

ADMINISTRATION

_______________________________

CONSULTANT SELECTION

SEPTEMBER 2006

APPLICABILITY:   This Operating Instruction is applicable to the entire workforce of the Central West Virginia Regional Airport Authority.

EFFECTIVE DATE:   The effective date of this publication will be September 2006.  It is a new Operating Instruction.

RESPONSIBILITIES:   The Airport Director’s Office has the overall responsibility for administering this document.  However, each Department Manager must be personally responsible to insure that he/she complies with this directive.

SCOPE:   This Operating Instruction establishes a uniform policy concerning the selection of consultants to perform services for the Central West Virginia Regional Airport Authority.

PROCEDURES:   This directive is not intended to change any applicable State or Federal law, rule or regulation and if a conflict exists then the law, rule or regulation will be the decision document.

1. REQUEST FOR QUALIFICSATIONS / PROPOSALS:  From time to time the Central West Virginia Regional Airport Authority will determine that a need exists for procurement of a consultant to provide necessary services for the CWVRAA.  The following procedures will be followed to in order to obtain RFQ or RFP:

A. The Board will vote authorizing the procurement of a consultant a RFP or RFQ will be prepared by the Airport Staff and a notice of the pending consultant selection process shall caused to be published as a legal ad in both the Charleston Gazette and Daily Mail as well as the WV Beacon Digest on three successive weeks. The Executive Secretary is responsible for the preparation of the notice and the arrangement for the publication; they will also maintain a file containing the notice and a copy of the affidavit of publication from the newspapers. 

B.  In addition the notice shall be faxed to each firm contained on the consultant master list maintained by the staff. (The Secretary / Receptionist shall maintain the consultant master list and any employee that receives a request from a firm to be included on the master list shall forward said request to the Secretary/Receptionist)  The Secretary / Receptionist shall cause a record of the sent faxes to be produced and filed as part of the notice file. 

C.   A review of all applicable federal regulations shall be made to insure compliance with all Federal Grant requirements and/or FAA Rules and regulations relating to AIP and/or PFC Sponsor Assurances.    (AC 150/5100-14D)
2. THE SELECTION PROCESS: Upon receipt of responses to the RFP or RFQ the following procedures shall be followed:

A. One original from each respondent shall be placed in the Consultant selection file created for the specific RFP or RFQ.  

B. The Chairman of the Construction Committee (or other committee chair authorized by the full board to serve as the selection committee), the Airport Director and Assistant Airport Director for Operations shall constitute the sub-committee to short list the firms for interview by the full Selection Committee.  At a minimum three firms will be selected to be invited to participate in an interview and presentation process before a meeting of the full selection committee.  

C. The Committee meeting shall be properly noticed and will be held in accordance with the law governing open governmental public meetings in West Virginia and the firms short-listed will be invited to attend the meeting at a scheduled time to make a presentation to the Selection Committee. (Normally each firm will be allowed 30 minutes with the times being scheduled every forty-five minutes)  The Executive Secretary shall cause notice to be made of the meeting.  The date of the Selection Committee meeting shall be contained in the Notice of Request. 

3. RANKING THE FIRMS:  The Committee shall meet and conduct the interviews of the short-listed firms and review the submitted material and the following procedures shall be followed:

A. Each member of the Selection Committee shall rank the firms based upon their presentation, written submissions and answers to questions of the members, on a form detailing the selection criteria.  Each firm making a presentation shall be given a copy of the criteria-scoring sheet prior to their presentation. 

B.  The Airport Director will inform the firms at the beginning of the interviews and presentations of the process to be followed during the Committee Meeting.  

C. After all firms have been interviewed the scoring sheets shall be collected from each member and the results tallied.  The firm that receives the highest composite score on the criteria sheets shall be ranked number 1 and the next highest number 2 ect…  

D. The Selection Committee shall then negotiate with the firm ranked 1 on price and if unable to reach an agreement they will inform the firm that they are moving on to the firm ranked number 2 and so forth until an agreement is reached.

4.  NEGOTIATIONS: The Selection Committee shall appoint a person or persons to negotiate a fee for the services based upon an agreed upon scope of services.  The scope of services shall be developed and agreed to prior to any fee negotiation.  Section 2-11 of AC 150/5100-14D outlines the basic elements of the scope of services.  Section 2-13 of AC 150/5100-14D outlines the basic steps to be taken in the fee negotiation process.  (AC 150/5100-14D is attachment 1 of this OI)

5.  CONTRACT: The selected firm shall be responsible for preparing a draft contact for consideration by the Authority.  Authority Legal Counsel shall review all contracts and make and necessary changes prior to execution of the final contract.   The contract procedure contained in Yeager Airport OI 000-015 shall be followed.
6.  SCORING SHEETS:  The scoring sheets (Attachment 2) for determining the short listed firms and ranking the presentation shall be used in all instances.  The rater shall sign the scoring sheet and the original maintained in the RFP or RFQ Notice File.

7. MAINTENACE OF SELECTION FILES: It shall be the responsibility of the Secretary/Receptionist to obtain from the Executive Secretary the completed Notice File and make sure that the file contains the following information: 


 Copy of Notice of RFP/RFQ

Affidavit of Publications

Copy of Fax Transmissions

One Submittal from each Consultant

Notice of Public Meeting

Score Sheets from Short list and Final Selection

Proposed Scope of Services

Fee Proposals and any Independent Analysis

Letters to all Consultants submitting proposals informing them of the selection.

APPROVED:

Richard A. Atkinson, III

Airport Director
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