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REQUEST FOR PROPOSALS (RFP) 

 
BUILDING PLAN REVIEW AND INSPECTION SERVICES 

 

The City of Prescott is soliciting proposals from qualified persons or firms to provide services 
related to building permitting services, including plan review and inspections. 

Proposals must be received before 2:00 PM on Thursday, July 25, 2019, at the City Clerk’s 
Office, 201 S. Cortez Street, Prescott, AZ 86303, at which time all proposals will be publicly 
opened. Any proposals received at or after 2:00 PM on the above stated date will be returned 
unopened. Proposals must conform to this RFP. The City reserves the right to reject any and all 
proposals and assumes no liability for the cost of preparing a response to this request. 

Request packets are available for public inspection at the Community Development Department, 
201 S. Cortez Street, Prescott, AZ 86303 (Phone: (928) 777-1371; TDD: (928) 777-1100), or 
may be downloaded free of charge on the City’s website at http://www.prescott-
az.gov/business/bids/. 

 
 
 
 
 

         
Erika Laster, Contract and Purchasing Administrator 
PUBLISHED: 2TC July 7 & 14, 2019 
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I. GENERAL INFORMATION 

The City of Prescott (City) is located in Yavapai County, has a population of approximately 
42,731, and is the county seat. Located in the mountains of north-central Arizona 
approximately 95 miles northwest of Phoenix, and 90 miles southwest of Flagstaff, the City 
borders the Prescott National Forest to the south and west. Prescott and the neighboring 
towns of Chino Valley, Prescott Valley, and Dewey-Humboldt comprise what is known 
locally as the Quad-City area. 
 
Building permits are issued through the Community Development Department. This 
department is responsible for coordination of reviews, which includes reviewers from the 
Building Division, including Fire, as well as Planning & Zoning, and various divisions of 
Public Works. 
 
The Community Development Department Building Safety Division is currently comprised 
of 3 plans examiners/building inspectors, 3 building inspectors, 2 fire plans 
examiners/inspectors, and 2 permit technicians. Planning & Zoning has 1 planning manager, 
1 community planner, and a historic preservation coordinator. For private development 
projects, Public Works has 3 dedicated staff, including a permit technician, engineering 
technician, and senior engineering technician/plan review supervisor.  
 
In 2018, the City issued a total of 1,877 permits, which includes 356 new single family 
residences. Approximately 125 of these new single family residence permits were issued 
through the City’s Express Permit process (see attachment “B”). This corresponds with a 5 
year average for the department. For new building projects, the City’s desire for first round 
review timeframes is 3 weeks or less, second and subsequent rounds of review should take 1 
week or less.  
 
In response to feedback from members of the building community, as well as citizens of 
Prescott, City leadership seeks to decrease permit issuance timeframes and improve overall 
process efficiency by outsourcing to a firm, or partnerships comprised of multiple firms, that 
can fulfill the entire permit issuing processes, including review and inspections.  
 
Initially, these outsourced services will be limited to new single family residences in mass 
graded subdivisions, but the services and scope may be expanded in the future by mutual 
agreement with the selected firm. 
 
Additionally, the City of Prescott is transitioning to a new development services software 
provider – Central Square. This new software will greatly enhance the City’s development 
services by allowing for online submissions of plans, plan review, permit issuance, and more. 
The selected firm(s) would be required to participate in software training, workshops, and 
other tasks in order to be fully trained during the implementation period.  
 
A. DESCRIPTION OF WORK 

Provide plan review and inspection services for new single family residence construction 
projects in mass graded subdivisions. 

 
B. SCOPE OF SERVICES 

Community Development Services: 
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o Permit Coordination (Permit Tech) 
 
o Plan Review 

 Online plan submissions and review 
 Residential and commercial plans 
 Ensure National Fire Protection Association (NFPA) compliance 
 Fire sprinklers/fire suppression systems and alarms 
 Adhere to local ordinances, general engineering standards, and 

International Code Council (ICC) 2018 code standards 
 
o Building Inspection 

 Including residential and commercial 
 Skype inspection capability for mechanical, HVAC, roof, etc. 

 
o Fire Inspection 

 Proficient with Wildland-Urban Interface Code 
 NFPA compliance 
 Fire sprinklers/fire suppression systems and alarms 

 
Public Works Services: 
 

o Plan Review  
 Grading, including slope stabilization 
 Drainage 

 
C. PROPOSED PROJECT SCHEDULE 

Project milestones are estimated to be as follows: 
 

• Request for Proposal Advertised  July 7 & July 14, 2019 
• Proposal Due Date/Opening   July 25, 2019 
• Interviews (Optional)    July 29-August 2 
• Award of Contract    August 13, 2019 
• Notice to Proceed    September 1, 2019 

 
All milestones are the earliest dates for planning purposes only and shall not represent 
any contractual commitment whatsoever on the part of the City. 

 
D. REQUESTS FOR INFORMATION 

Firms who desire clarification of the procurement terms, selection criteria or submittal 
requirements shall restrict their inquiries to written communications only. All 
communications (other than delivery of the proposal as defined below) shall be addressed 
to the City project representative at the following: 
 

Bryn Stotler 
Community Development Director 

City of Prescott – Community Development Department 
201 S. Cortez Street, Prescott, Arizona 86303 

Phone: (928) 777-1371 
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Fax: (928) 777-1258 
bryn.stotler@prescott-az.gov 

 
Requests for information must be received by the project representative prior to 5:00 
PM on Thursday, July 18, 2019. Responses, or addenda as required, will be issued no 
later than 5:00 PM on Friday, July 19, 2019. Receipt of addenda must be acknowledged 
on the required form in the firm’s submission. It is the submitter’s sole responsibility to 
check the City’s website for periodic updates or addenda. 

 
II. SUBMITTAL REQUIREMENTS 

Firms shall possess the qualifications and Arizona licenses as required by law, in addition to 
having all credentials required to conduct plan review and building inspection services under 
the International Codes. Responses to this Request must be in the form of a proposal, as 
outlined in this document. The City assumes no liability for the cost of preparing a response 
to this Request. 
 
Any deviations from the provisions of this Request which are desired by the Offeror shall be 
specifically noted in the proposal submitted. 
 
A. PROPOSAL REQUIREMENTS 

Proposals shall be submitted as one (1) original with four (4) additional copies, and must 
conform to this Request. The proposal shall be limited to no more than ten (10) pages, 
and include the following: 

 
• Location of the firm 

o Identity, including legal name, address, type (i.e. partnership, corporation, 
joint venture, sole proprietorship) and date of establishment. If a corporation, 
identify the state of incorporation. If a joint venture, identify the members of 
the joint venture and provide all the information required under this section 
for each member. If your firm is a wholly owned subsidiary of a “parent 
company”, identify the “parent company”. 

• Names of the team members proposed for the contract 
o For each key team member proposed to perform professional services for this 

contract, include full name, title, professional registration/certification, 
address, telephone number, and relevant experience. 

o Identify primary contract liaison  
• List of similar contracts in which the team has participated and contact 

information 
o Describe the firm’s/team’s experience in providing comparable services to 

similar municipalities, agencies, and other government entities. List recent 
experience of at least two (2) similar contracts completed or underway by the 
firm and team members within the past three (3) years.  

• Contract Approach 
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o Describe how the contract is proposed to be organized, including identifying 
how the principal components of the required Scope of Work are to be 
accomplished. 

o Provide method for detailed reporting/statistical analysis that reflects 
conformance with the performance criteria and related timelines 

• Summary of the current workload of key team members and list of their notable 
projects 

• List of all sub-consultants proposed to be utilized on the project and a description 
of their roles 

• Tentative schedule for implementation of the contract 
o Summarize staffing accommodations and/or deployment , and progress 

milestones. Further include a brief description of other current workload of the 
firm which will be ongoing within life of the contract described herein. 

• Statement of the firm’s understanding of the contract purpose and scope, and a 
description of how the firm would approach and manage the contract. Candidate 
firms are encouraged to describe any innovative approaches they envision might 
help to expedite permit issuance, or make processes more effective.. 
 

Five (5) additional pages of appendices are allowed and may include graphs, charts, 
photos, or resumes. The letter of transmittal shall not exceed two (2) pages and is 
exclusive of the other page limitations for the proposal. With exception to charts, maps 
and graphs, all text shall be a minimum of single spaced, uncondensed, 12-point font. 
 

B. FEE PROPOSAL 
Fees should be identified for each item in the scope of service identified above. 
 
Fees should reflect all costs associated with the work, inclusive of all personnel, benefits, 
time (including travel expenses), materials and other reimbursable expenses, to perform 
all work as described in the Scope of Services herein.   
 
The fee proposal shall also include costs for expediting projects upon request of the City 
and cost for any equipment, hardware, or software purchases necessary to fulfill this 
contract. 

 
The fee proposal shall indicate the company name, date and signature of an officer 
authorized to contract for the work.  The fee proposal submitted shall remain valid 
for a period of 120 calendar days from the opening date of the RFP. 
 
The fee proposal shall be submitted in a separate sealed envelope with the Offeror’s 
proposal.  The outside of the fee proposal envelope shall indicate the name and address of 
the Offeror and shall be clearly marked “Fee Proposal”. 
 
The selection is to be based primarily upon a qualifications-based procedure in general 
conformance to the evaluation criteria. The fee proposal will receive points for pricing to 
be added on to the other criteria as noted in Section III (C). 
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C. DISCLOSURE 
Offerors shall disclose any professional or personal financial interest, which could be 
considered a conflict of interest in representing the City. Offerors shall further disclose 
arrangements to derive additional compensation (formal or informal) that your firm or 
any of its individuals has with the following entities, such as, but not limited to: Dorn 
Homes, Mandalay Homes, Carrington Homes, Stoddard Lifestyle Homes, Chamberlain 
Development Group, Fann Contracting, or any of their subsidiaries, as well as investment 
fund providers, financial institutions or other consultants. 
 
Identify any public or private disciplinary actions against your firm or individuals within 
your firm that occurred within the past five (5) years and would be relevant to this 
contract. This includes action by professional organizations or oversight committees. 
 
Report any significant material litigation information that would be relevant to this 
contract. 

 
Disclose any investigation (involving your firm or individuals) conducted in the past five 
(5) years any federal or state regulatory agency that might impact this contract. 
 

D. PROPRIETARY INFORMATION 
All materials submitted in response to the solicitation, including samples, shall become 
the property of the City and are therefore subject to public release, upon request, after the 
Contract award. Firms shall clearly mark any proprietary information contained in its 
submittal with the words “Proprietary Information”. Firms shall not mark any Solicitation 
Form as proprietary. Marking all or nearly all of a submittal as proprietary may result in 
rejection of the submittal. 
 
Firms should be aware that the City is required by law to make its records available for 
public inspection. All firms, by submission of materials marked proprietary, acknowledge 
and agree that the City will have no obligation to advocate for non-disclosure in any form 
nor will the City assume any liability to the firms in the event that the City must legally 
disclose these materials. 
 

E. DELIVERY OF SUBMITTALS 
Sealed proposals will be received before 2:00 PM on Thursday, July 25, 2019, at the 
City Clerk’s Office, 201 S. Cortez Street, Prescott, Arizona 86303, at which time all 
submittals will be publicly opened. 
 
Any submittals received at or after 2:00 PM on the above-stated date will be returned 
unopened. Firms are solely responsible for the delivery of their submittals to the above 
location by the time and date specified. The City is not responsible for lateness of mail, 
carrier, etc. The time and date stamp in the City Clerk’s Office shall be the official time 
of receipt. Electronic or facsimile submittals will not be considered. Modifications to 
submittals will not be considered after the 2:00 PM deadline. 
 
The outside of the submittal envelope shall indicate the name and address of the 
Respondent; shall be addressed to the City Clerk, City of Prescott, at the above address; 
and shall be clearly marked: 
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Request for Proposals: 
Building Plan Review and Inspection Services 

Due before 2:00 PM on July 25, 2019 
 

III. STATEMENT OF QUALIFICATIONS EVALUATION CRITERIA 
The proposal shall clearly and accurately display the capability, knowledge, and 
experience of the firm to meet the technical requirements of the Request. Qualifications 
shall be prepared simply and economically, providing a straightforward, concise 
description of the firm’s ability to meet the requirements of this Request. Emphasis shall 
be on quality, completeness, clarity of content, responsiveness to the requirements, and 
understanding of the City’s needs. 
 
It is highly recommended that candidate firms visit the area to familiarize themselves 
with the City.  
 
Statements of Qualifications will be evaluated by a Review Committee appointed by the City 
for this project according to the following criteria, with weighting as indicated:   
 

A. Proposed contract approach, to include a detailed discussion and identification of 
areas that will require special attention - 35% 
 

B. Experience of the proposed contract team and availability, within current and 
anticipated workload, for this contract - 25% 
 

C. Classification breakdown and overall price, including cost control ability - 25% 
 

D. Commitment to service delivery timelines and  - 15% 
 

IV. FINAL EVALUATION AND RANKING OF STATEMENTS OF QUALIFICATIONS; 
INTERVIEWS, CONTRACT NEGOTIATION AND AWARD 
To qualify for evaluation, the proposal must be submitted on time and materially satisfy 
all requirements identified in this Request. If, in the judgment of the City, a proposal 
does not conform to the format specified herein, or if any section is absent or 
significantly incomplete, the City reserves the right to reject the submittal.  

 
A. OVERVIEW 

The selection process will involve an evaluation and scoring of each firm’s 
Statements of Qualifications and relevant experience, as indicated in its proposal. A 
Review Committee appointed by the City for this project will individually evaluate 
the proposals according to the criteria and weighting as indicated for each category 
above.  
 
The Review Committee will then formulate a consensus ranking to create a final list 
and determine the highest ranked firm. The City will then notify each of the applicant 
firms of the final rankings. 

 
B. SHORTLIST AND INTERVIEWS 

Following evaluation of the Statements of Qualifications, a shortlist of three to five (3-5) 
firms will be determined based upon the composite score of Review Committee 
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members.  A presentation-interview session with each of the three to five (3-5) firms will 
comprise the second half of the evaluation/selection process.  In the presentation-
interviews, candidate firms will be required to demonstrate their understanding and 
familiarity with the scope, location, and other aspects of this project. Criteria and 
weighting for evaluation of the presentation-interviews are as follows: 

 
1) Observation of existing conditions and grasp of key project information - 25% 
 
2) Identification of issues or problems that will need to be considered - 25% 
 
3) Approach to staffing for review and inspection, including innovative ideas - 35% 
 
4) Experience and capabilities in services - 15% 

 
C. FINAL RANKING AND CONTRACT NEGOTIATION 

The Review Committee members will individually evaluate the presentation-interviews 
of each of the candidate firms and rate them according to the aforementioned criteria. The 
Review Committee will then formulate a consensus ranking, notify each of the candidate 
firms of the final rankings and meet with the top-ranked firm for the purpose of initiating 
contract negotiations.  If negotiations are unsuccessful, the City will terminate 
negotiation efforts and open negotiations with the 2nd ranked firm.  This process will 
continue until negotiation efforts are successful.  The shortlist will remain in effect for a 
period of twelve (12) months from the date of issuance by the City. Should the City not 
reach agreement on the terms of the contract with any of the selected firms, the City 
reserves the right to reject all submittals and cancel the solicitation. 

 
Approval of the City Council will be required for award of a contract for performance of 
the services described herein. 

 
The City reserves the right to cancel this Request, reject in whole or in part any and all 
submittals, waive or decline to waive irregularities in any submittals, or determine not 
to enter into contract as specified if determined by the City to be in the City’s best 
interests. 
 

D. AWARD OF CONTRACT 
The selected firm will be required to execute and meet the terms of the City’s standard 
General Services Agreement, including insurance requirements, in a form acceptable to 
the City Attorney. Approval of the City Council will be required for award of a contract 
for performance of the services described herein and as may additionally be developed 
during negotiations.  Any contract award submitted to the City Council for consideration 
is not binding on the City until after approval by the City Council and full execution of 
the contract documents by both parties.  

 
E. BASIC INSURANCE REQUIREMENTS 

1) The Professional shall obtain and maintain in effect during the term of, and until final 
acceptance of all work under this Agreement, a policy or policies of liability insurance 
with the following coverage: 

  i)  Commercial General Liability – Occurrence Form (if applicable) 
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Policy shall include bodily injury, property damage, personal injury, broad form 
contractual liability, and XCU coverage. 

 

General Aggregate                                                                     $ 2,000,000 

Products – Completed Operations Aggregate                           $ 2,000,000 

Personal and Advertising Injury                                                $ 1,000,000 

Each Occurrence                                                                        $ 1,000,000 

Fire Legal Liability (Damage to Rented Premises)                   $    100,000 

The policy shall be endorsed to include the following additional insured language: 

“The City of Prescott shall be named as an additional insured with respect to liability 
arising out of the activities performed by, or on behalf of the Professional.” 

ii)  Professional Liability (Errors and Omissions Liability)  

Each Claim $ 1,000,000 

Annual Aggregate $ 2,000,000  

In the event that the professional liability insurance required by this Contract is written on 
a claims-made basis, Contractor warrants that any retroactive date under the policy shall 
precede the effective date of this Contract and that either continuous coverage will be 
maintained or an extended discovery period will be exercised for a period of two (2) 
years at the time work under this contract is completed. 

The policy shall cover professional misconduct or lack of ordinary skill for those 
positions defined in the Scope of Work of this contract. 

iii)  Business Automobile Liability (if applicable) Bodily Injury and Property Damage 
for any owned, hired, and/or non-owned vehicles used in the performance of this 
Contract. 

Combined Single Limit (CSL) $ 1,000,000 

(2)  City and Professional waive all rights against each other and their directors, officers, 
partners, commissioners, officials, agents, sub-contractors and employees for damages 
covered by property insurance during and after completion of the Services.   
(3) All insurance required pursuant to this Agreement must be written by an insurance 
company authorized to do business in the State of Arizona, to be evidenced by a 
Certificate of Authority as defined in ARS Section 20-217, a copy of which certificate is 
to be attached to each applicable bond or binder. 
(4) Prior to commencing work under this Agreement, the Professional shall provide City 
with evidence that it is either a “self-insured employer” or a “carrier insured employer” 

 11  

 



for Workers’ Compensation as required by ARS 23-901 et seq., or that it employs no 
persons subject to the requirement for such coverage. 

(5)  Notice of Cancellation:  With the exception of a ten (10) day notice of cancellation 
for non-payment of premium, any changes material to compliance with this contract in 
the insurance policies above shall require a thirty (30) day written notice. 

(6) Acceptability of Insurers:  Insurance is to be placed with insurers with a current A.M. 
Best's rating of no less than A-VII, unless otherwise approved by the City of Prescott 
Risk Management Division.  All insurance is to be placed with an insurer admitted in the 
state in which operations are taking place. 

(7) Verification of Coverage:  Professional shall furnish the City with certificates of 
insurance (ACORD form or equivalent approved by the City) as required by this 
Contract.  The certificates for each insurance policy are to be signed by a person 
authorized by that insurer to bind coverage on its behalf.  Please note the contract number 
on the Certificate. 

F. TERM OF CONTRACT 
The contract resulting from this Request shall commence upon the date of contract 
execution by both parties and extend for an initial period of one (1) year.  The terms of 
the contract will be subject to an increase of not more than 3% annually and could be 
renewed automatically annually for up to 3 consecutive years. The decision to renew 
shall be solely the City’s.  Notice of intent to renew shall be made at least one (1) month 
prior to normal contract expiration.  If renewal results in changes of the terms or 
conditions, such changes shall be in writing as an amendment to the contract and such 
amendment shall not become effective until fully executed by both parties. It is the desire 
of the City to provide outsource building plan review and inspection services by 
September 1, 2019.   
 

G. TERMINATION OF CONTRACT 
The City reserves the right to terminate any part of or the entirety of any contract that 
may result from this proposal, without cause and at any time with thirty (30) calendar 
days written notice.  In such case, the consultant shall be paid for services rendered 
through the date of the termination notice, and the results of all such work through that 
date shall become the property of the City. 
 

H. PROTEST POLICY 
Any protest to the solicitation or award must be filed with the City Clerk’s Office by 4:00 
PM up to ten (10) days after award. All such protests shall be in writing and contain the 
following: 1) Name, address, email address and telephone number of the interested party; 
2) Signature of the interested party or its representative; 3) Identification of the 
purchasing department and Project name; 4) Detailed statement of the legal and factual 
grounds for protest including copies of relevant documents; and 5) Form of relief 
requested. Protesting parties must demonstrate as part of their protest that they made 
every reasonable effort within the schedule and procedures of this solicitation to resolve 
the basis or bases of their protest during the solicitation process, including asking 
questions, seeking clarifications, requesting addenda, and otherwise alerting the City to 
perceived problems so that corrective action could be taken prior to the selection of the 
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successful firms. The City will not consider any protest based on items which could have 
been or should have been raised prior to the deadline for submitting questions or 
requesting addenda. The filing of a protest shall not prevent the City from executing an 
agreement with any other proposer. 
 

V. ATTACHMENTS 
 

A. DRAFT EXPRESS PERMIT PROCESS 
B. PROFESSIONAL SERVICE AGREEMENT EXAMPLE 
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Community Development Department 
Building Division 

201 S. Cortez St. 
Prescott AZ 86303 

928-777-1287 
 
 

 
 
SOP Number: 

 
Title: Express Permit Review and Processing 

 
Effective Date: 

 
Division: All 

 
Approved Date: 

 
Approved By:  

 
 
 
Applicability: The Express Permit process is limited to residential construction on lots 
within an APPROVED mass graded subdivision that has been released for new home 
construction permitting. This process is limited to the placement of an APPROVED Model 
home onto an above referenced lot. Exemptions for this process include: Fire Sprinklers 
Installation, Flood Zone, Historic and Wildland Urban Interface. 
 
Responsible Party:  Building, Planning and Zoning, Public Works and Water Resources.  
 
Definitions:   
Express Review – The reviewing of provided plans to be performed within 5 business 
days of submittal. One reviewer is responsible for the verification of code standards as 
applicable to all divisions referenced under “Responsible Party.” 
Express Inbox – The email inbox receiving new submittals: expresspermits@prescott-
az.gov. 
Fences/walls – Typical fences and non-retaining walls 
LF – Linear Footage 
NSFRs – New Single Family Residences 
Plot Plan – City plot plan form found in all application packets 
SF – Square Footage 
 
SOP Statement: Express permitting is an online plan review process intended to expedite 
Model plan review within Mass Graded subdivisions.  
 
Procedure:  
 

1. Submittal and Precursory Review  
a. The plans and application will be submitted through the Express Inbox. The 

following items must be submitted: 
i. Completed application 
j. City plot plan form (will be submitted separately) 

mailto:expresspermits@prescott-az.gov
mailto:expresspermits@prescott-az.gov
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k. Large site plan with swale detail, model plan number and square footages 
of model plan and options 

b. Check the application for completeness 
c. Check the plot plan for a signature and date  
d. Open large site plan for review 

2. Public Works Review 
a. Locate the “ENG” number provided on the first page of the application and 

locate the “ENG” permit in Accela.  
b. Go to the “Documents” tab in the permit record  

i. If the documents are all labeled “Trakit Doc” or if no documents exist, 
locate the ENG permit in Trakit and locate documents in the 
“Attachments” tab at the upper left of the window. 

c. Locate the “ATC Civil Plans” or the more recently Approved Civil plans and 
open this document. 

d. Locate the drainage plan within the Civil plans. Verify that the submitted site 
plan is consistent with the approved Civil plan set’s drainage pattern 

e. Locate the Utility layout page of the Civil plan. Verify that the submitted site 
plan shows the correct utility location for water service and sewer service. 

f. Ensure that all easements are identified on the submitted site plan and that 
all structures are outside of any easements. 

g. Verify that utilities shown on the site plan are not located within the driveway 
h. Verify that there is at least 5’ of space on either side of the house for 

drainage without obstruction. If there is an obstruction, a detail is required to 
show the means of drainage around the obstacle. 

i. A swale detail is required on the plan. 
j. Check fixture chart on page 7 of the application. Total fixtures MUST be 

fewer than or equal to 32 units. 
3. Planning and Zoning Review 

a. Locate the subdivision plat by one of these two methods (a or b): 
i. Open MapView and find the lot that you are reviewing. 
ii. On the left side of the MapView window, locate the “documents” 

attribute and click the small black arrow to open. 
iii. If a document exists, click to open. If no document exists, proceed to 

step b. 
b. Locate the Employee Portal GIS by typing Monsoon/ into your E browser 

address bar. 
i. On the right side of the screen under “Frequently Used Applications”, 

select “GIS Mapping” from the list. 
ii. Select ‘Map Plats” and type in the subdivision name shown in 

MapView into “Search by Subdivision Name.”  
iii. Open the Subdivision Plat which corresponds with the review that you 

are performing. Verify that the typical setbacks on the front page 
match the setbacks on the provided site plan and that all structures 
are outside of the designated setback lines. 

c. Return to MapView. Ensure that the parcel that you are reviewing is still 
selected. 
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d. Locate the green report icon at the bottom left corner of the map screen. It 
looks like this:  

e. The report will have a “Max Building Height” listed. Verify that the height of 
the model home that you are reviewing is equal to or below the max building 
height on the report. This height can be found on page 2 of the application. 

4. Building Review 
a. The building model plan number is located on page 2 of the application. 

Locate the document binder for the referenced model plan in the model plan 
binder shelves *subject to change* 

b. Verify that the square footages listed on the approved model plan are 
consistent with the square footages that are presented on the submitted site 
plan and the application. 

5. Water Resources Review 
a. Verify that the subdivision has a pre-approval from water resources. These 

pre-approvals are saved in the following location: (G:) > MASS GRADED 
MODEL HOME PERMITS > EXPRESS PERMIT DOCS > WATER 
RESOURCE COMMENTS LIVING DOCUMENT 

6. Approval or Rejection 
a. If all steps 1-5 are satisfactory, then proceed to step 7.  
b. If any of the required information is absent, then a rejection email is to be 

sent as follows: 
i. Open the Rejection Email template located: (G:) > MASS GRADED 

MODEL HOME PERMITS > EXPRESS PERMIT DOCS > 
REJECTION EMAIL  

ii. Copy and paste into a reply email to the original submittal. 
iii. Under “deficiencies”, number and list the deficiencies found in the 

permit submittal and send. 
iv. Remove the permit submittal and all corresponding documents from 

the Express Inbox to the “Rejected” Folder. 
7. Create the Permit in Accela 

a. Under the “Record” module in Accela, select “New”, then “Building 
Residential” and “Residential New Single Family” 

b. Enter application name with all square footages  listed  as shown on the 
application:  EXPRESS PERMIT – MODEL MODXXX-XXX – ELEVATION 
NAME, XXXX SF LIVABLE , XXX SF GARAGE, XXX PATIO [Covered or 
Uncovered] AND XXX LF OF [Fence Material] FENCE.  

c. Copy and paste application name into “detailed description” field.  
d. Go to the “Parcel” section and search for the provided parcel number. This 

will auto fill address and owner.  
e. In the “Professionals” section, search for the Contractor on the application by 

business name OR license number. Select the contractor from the pop up 
window to infill Professional section. 

f. In the “Applicant” section, select “As Lic. Prof” to infill contractor information 
into Applicant section. 

g. Set “Application Expiration Date” out six months from today and ‘Permit 
Expiration Date” to two years from today. 

h. Occupancy Information is as follows: 
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i. Construction type: VB 
ii. Occupancy type: R3 
iii. Occupancy Load: number of bedrooms x 2 
iv. Special Conditions: NONE 
v. Existing Use: VACANT PROPERTY 
vi. Proposed Use: 1 &2 FAMILY DWELLING 

i. Infill as many fields as possible under “Building Information” using the 
information provided on the application. 

j. Infill the “Zoning 1” field with the Zoning designation shown on MapView 
k. Infill “Building Height”  and “Lot Coverage Shown” per application 
l. Infill all setbacks fields per approved plat and site plan  
m. Infill “Total Acreage” per MapView 
n. Public Works Information is as follows: 

i. Check “Water Meter New” box 
ii. Required meter Size: 5/8” 
iii. WSA and Contract number is found in Water Resources email (See 

step 5). 
iv. Infill Subdivision and Lot number 
v. Mark “Not in Flood Zone” 
vi. Scroll to Fire Department Information and select “no” for Fire 

Sprinklers.  
o. Submit. 

8. Enter Plan Review 
a. Locate the “Inspections” tab in the new permit record  
b. Under “Manage Inspection” select “Schedule Inspections” and set the 

building group drop down to “Plan Review”. Select “Express Permit Review” 
and use the arrows in the center to move the review to the “Selected 
Inspection Types” window and then click “Schedule Inspections”. 

c. Set the scheduled date to today and click “Current User” to infill review 
criteria 

d. Submit and then click the blue “Express Permit Review” link to enter the 
review module. 

e. Set the Result to “Approved”  
f. Locate the Water Resources Comments for the subdivision (see step 5). 

Copy and paste the comments for that subdivision into the “Result Comment 
Field” as follows: 

i. WATER RESOURCES: [Paste comments and infill the lot number with 
the lot on the application] 

g. Submit. 
9. Add Inspection List 

a. In the Inspections tab, “Select Record to Copy From”. Use B1806-505 as the 
record ID and search. 

b.  Select the inspection list entitled “N-SFR NOT IN WILDLAND – NO 
SPRINKLER” by clicking the bubble on the left side of the screen. Submit. 

c. Set the Result to “Approved” and click “Current User” to infill your 
information. Save, and then cancel.  

10. Valuation Calc/ Census 
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a. Select the Valuation Calc tab. Click “Add” to add tables. See page 2 of the 
application. There will be a table added for each of the structures listed 
under “Project Amounts”. Each table is a drop down menu. Modify each 
drop down as shown: 

i. R3 Residential, One and Two Family. Unit Type: VB. Unit Amount: SF 
ii. Sunroom/Covered Patio. Unit type: VB. Unit Amount: SF 
iii. U Utility, Garage Misc. Unit Type: VB. Unit Amount: SF 
iv. Fence/Retaining Wall. Unit Type: [Material/Height]. Unit Amount: LF 

b. Once all valuations are added, submit and enter the “Total Job Value” 
calculated to the right of the tables into the “Census Codes” tab under 
“Applicant Job Value”. 

c. Still in the Census Code Tab, enter the number of buildings being permitted. 
This will be 1 unless a detached building exceeding 200 SF exists on the 
property. 

d. Housing units will be 1 and construction type will be code 101 – Single 
Family Detached. Save. 

11. Professionals Tab 
a. Check the email address and contact information in the Professionals tab. 

The email address should be the Construction Supervisor Email Address 
located on page 2 of the application. 

b. Ensure the phone number is corrected if needed. 
12. Enter and Invoice Fees 

a. Open the Summary page of the permit and scroll to the bottom of the page. 
Under UTILITIES/ENG RESTRICTIONS, write down the Water Fee Area 
letters and separately write down the Wastewater Fee Area letters. For 
example: Water: A+B+C and Wastewater: A+C 

b. Locate the Fee tab in the record. Select “Add” and set the Fee Schedule drop 
down menu to “Impact Fees” 

c. Add fee: Water Res Impact 5/8in Meter – Quantity: 1 
d. Add impact fees for water and wastewater areas indicated in step12a 

(Example: A+B+C) 
i. Add “Water Sys Impact Area [area letter] 5/8” meter for all water areas 

listed in 12a. 
ii. Add “Wastewater Sys Impact Area [area letter] 5/8” meter for all 

wastewater areas listed in 12a. 
iii. Once all impact fees are added, “submit”. 

e. Select “add” and set the Fee Schedule drop down to “Public Works Fees” 
i. Add fee “Erosion and Sediment Control Inspection” – Quantity 1 
ii. Add fee “Meter 5/8 or ¾ Water” – Quantity 1 
iii. Add fee “Meter Tax” – Quantity 1 
iv. Use MapView to verify: if the lot is accessed from a City of Prescott 

maintained street, then add fee: “Right of Way Permit” – Quantity 1. 
If it is NOT then skip this fee. 

v. Once all Public Works fees are added, “submit”. 
f. Select “add” and set the Fee Schedule drop down to “Building Residential 

Fees” 
i. Add fee “Issue Building” – Quantity 1 
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ii. Add fee “ Residential Building Permit Over $14,000” – Quantity 1 
iii. Add fee “Building Plan Check Residential (BLDG)” – Quantity 1 
iv. Add fee “Building Plan Check Residential E/M/P/F” – Quantity 1 
v. Add fee “E/M/P Permit Residential – Electrical (Sq. Ft)” – Quantity: 

Square footage of Livable + Garage from application (page 2)  
vi. Add fee “E/M/P Permit Residential – Mechanical (Sq. Ft)” – Quantity: 

Square footage of Livable from application (page 2)  
vii. Add fee “E/M/P Permit Residential – Plumbing (Sq. Ft)” – Quantity: 

Square footage of Livable + Garage from application (page 2)  
viii. Add fee “E/M/P Permit Residential – Fuel Gas (Sq. Ft)” – Quantity: 

Square footage of Livable from application (page 2)  
ix. Once all building fees are added, “submit” 

g. Invoice Fees 
i. Select all fees by checking the checkbox at the top left corner of the 

fee screen. Ensure that all checkboxes o the left side of the fee 
screen are checked. 

ii. Click the blue invoice number next to any of the fee items to open and 
print one copy if the invoice.  

13.  Stamp, Print and Save 
a. Open the submittal documents. Using the “typewriter” feature in the PDF 

writer, scribe the permit number on all pages of the submittal 
b. The red approval stamp should be placed on the large site plan by using the 

“stamp” feature in the PDF writer program. [how do we want to handle this? 
See admin for stamp design?] 

c. Select stamp and place in a large vacant area on the site plan. Adjust the 
size as large as possible then right click the stamp and select “flatten” to 
permanently place the stamp on the page 

d. Fill in the required fields on the stamp by using the “typewriter” feature: 
i. Date: Today’s Date 
ii. PC #: Parcel number of project 
iii. Permit #: Permit number assigned 

e. Save the updated file in a new folder under (G:) > EXPRESS PERMITS – 
MASS GRADED MODEL > PERMIT SUBMITTALS > NEW SFR. Entitle the 
new folder [PERMIT- NUMBER] – [ADDRESS OF PROPERTY]. For 
example: B1901-006 – 123 ADDRESS RD. 

f. Print two 8 ½ x 11 copies of all pages EXCEPT for the site plan 
g. Print two 11 x 17 copies of the site plan 
h. Create two complete plan sets by stapling one copy of everything into each 

set and clip plans together with the invoice from step 12g on the cover. 
14. Create Water Meter Work Order 

a. Pull up the address in MapView.  
b. Open the water meter work order template located in (G:) > EXPRESS 

PERMITS – MASS GRADED MODEL > WATER METER WORK ORDERS. 
Select the template for the contractor who has submitted the plans OR 
select the generic template. 

c. Fill in all required fields on the Work Order form by replacing all fields marked 
“###” with the corresponding information from the MapView program.   
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d. Once all fields are filled out to match the information in MapView, save the 
document in the WATER METER WORK ORDERS folder from step 14b 
and rename it by adding the permit number to the end of the title. It should 
read as follows: “WATER METER WORK ORDER FORM – BXXX-XXX” 

15. Upload Documents  
a. Locate the “Documents”  tab on the Accela Permit record and select “New” to 

upload new documents 
b. Select  “Add” to add new documents and browse for the following 

attachments: 
i. Upload the Water Meter Work Order from step14 
ii. Upload the approved plans from step 13e 

c. Once all documents are uploaded behind the “Batch Upload” window, select 
“Continue” 

d. Rename the documents according to their nature. Plans should be placed in 
the “Plans” document group under the dropdown. Water Meter Work Orders 
should be placed under “Work Orders and Clearances” group under the 
dropdown. 

e. Save your changes 
16. Contact Applicant  

a. In a reply email to the original Express Submittal, alert the customer that the 
permit is ready for pick up. Include the address of the property, permit 
number and total fee amount due. 

b. Find the Workflow tab in the Accela Record and move the workflow bu 
clicking “Intake and Routing” and changing the status to “Review not 
required.” In the Standard Comment field, note that all reviews were 
completed through Express review and note the date and time that you 
contacted the applicant for pick up.  

17. Bin Location 
a. Locate the “Bin Location” tab in the Accela permit record and select “Add” to 

add a location 
b. In the drop down menu, select “Comm Dev Pick Up” and save 
c. Place the approved plan set and invoice in the Permit Technicians’ “Pick Up 

Bin” in alphabetical order by street name. 
18. Remove Review From Queue 

a. Locate the submittal that you have just completed in the Express Permits 
Inbox and move the file(s) and email(s) from the main inbox into the 
“completed” folder 

 
Other Guidelines:   

1. Plan revisions will necessitate a new expedited submittal application from the 
applicant. Once resubmitted, the application will be processed according to the 
order it was received amongst the other applications for that day. 

a. If plan revision occurs AFTER permit created in Accela (see item #7 above), 
then the application is subject to a revision fee of $??, which will be applied 
each time the plan is revised. 

2. If application received for a parcel that is ineligible for express permitting process, 
then an email reply will be sent according to item #6 Approval or Rejection above. 
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Email will indicate the reason the application is not eligible for the express process 
and that applicant should apply for the permit using the standard submittal process 
or resubmit through the express process once the subdivision has been released for 
construction permitting. 

3. Each builder is limited to submit only 5 expedited applications, including NSFRs and 
fences/walls, per business day. Applicant will receive an email reply should more 
than 5 applications be submitted. The message will indicate that the application(s) 
will not be accepted due to the submittal limit being reached. It is the applicant’s 
responsibility to resubmit on a later date. 

a. Since both NSFRs and fences/walls are counted against the 5 per day 
application limit, applicants are encouraged to combine fences/walls with 
their appropriate NSFR submittals. 

4. Submittals will be processed in the order they are received. Submittal prioritization 
will not be adjusted once received by the City of Prescott. 

5. Please refer to the most recent Submittal Guidelines document for specific submittal 
instructions. 

6. Please refer to the External Policy Statement. 
 

7. Use Aerial 12 pt font and 1” margins 
8. Policies should be clear and concise, and written in the third person. 
9. Words should be selected carefully.  Words such as should and may imply a choice, 

whereas words such as shall and will dictate, that there is no choice. 
10. Do not use information that may quickly become outdated such as employee names 

or web addresses.  
11. When using acronyms, spell out the words the first time, then indicate the acronym 

in parenthesis, e.g. City of Prescott (COP).  From that point forward, the acronym 
may be used throughout the remainder of the SOP. 

 



 
 
 
 
 

Professional Services Agreement 
 

Building Plan Review and Inspection Services Project 
Contract No. 2020-XXX 

 
WHEREAS, the City of Prescott (hereinafter referred to as “City”) is in need of certain services; 
and 

WHEREAS, the City has solicited Requests for Qualifications in accordance with local and State 
Law; and 

WHEREAS, ** (hereinafter referred to as “Professional”), has expertise in providing plan review 
and inspection services. 

NOW, THEREFORE, IN CONSIDERATION OF THE COVENANTS HEREIN CONTAINED, 
and for other good and valuable consideration, the receipt and sufficiency of which is hereby 
acknowledged by each party to the other, it is hereby agreed as follows: 

1. That Professional shall provide the services to the City in relation to the Building Plan 
Review and Inspection Services Project as indicated in Exhibit “A” (Request for Statements 
of Qualifications, Statement/Proposal, and Detailed Scope of Work, Task and Fee Estimate, 
and Project Schedule as accepted by the Mayor and Council per the Council Minutes of **) 
and as requested by the City Public Works Director (hereinafter referred to as “Director”). 

2. In addition to those services identified in Paragraph 1 above, the Professional shall also 
perform all subordinate tasks not specifically referenced in Paragraph 1, but necessary to the 
full and effective performance of the tasks specifically referenced. 

3. The Professional shall provide sufficient qualified personnel to perform any and all services 
as required herein, including but not limited to inspections and preparation of reports, as 
reasonably requested by representatives of the City. 

4. All services identified in Paragraphs 1 and 2 above shall be completed to the satisfaction of 
the City and shall be performed in compliance with the Professional's project schedule 
identified in the attached Exhibit “A”. 

5. The term of this Agreement shall commence upon the date of contract execution by both 
parties and extend for an initial period of one (1) year.  The terms of the contract will be 
subject to an increase of not more than 3% annually and could be renewed automatically 
annually for up to 3 consecutive years.   

6. Notwithstanding the foregoing, this Agreement may be terminated by either party upon ten 
(10) days written notice, with or without cause or upon completion of services.  If this 
Agreement is terminated, the Professional shall be paid for authorized services satisfactorily 
performed to the date of the Professional’s receipt of such termination notice. 

       



7. It is agreed by and between the parties that this Agreement incorporates the attached Exhibit 
“A” thereto as a part of this Agreement, and that the terms thereof shall be binding between 
the parties. 

8. Pursuant to A.R.S. § 38-511, the City may cancel this Agreement, without penalty or further 
obligation, if any person significantly involved in initiating, negotiating, securing, drafting or 
creating the Agreement on behalf of the City is, at any time while the Agreement or any 
extension of the Agreement is in effect, an employee or agent of any other party to the 
Agreement in any capacity or a Professional to any other party of the Agreement with respect 
to the subject matter of the Agreement.  In the foregoing event, the City further elects to 
recoup any fee or commission paid or due to any person significantly involved in initiating, 
negotiating, securing, drafting or creating this Agreement on behalf of the City from any 
other party to the Agreement arising as a result of this Agreement. 

9. Any notices to be given by either party to the other must be in writing, and personally 
delivered or mailed by prepaid postage, at the following addresses: 
 
  Public Works Director      **     
  City of Prescott    ** 
  433 N. Virginia Street    ** 
  Prescott, Arizona  86301   ** 

10. It is expressly agreed and understood by and between the parties that the Professional is an 
independent contractor, and, as such, Professional shall not become a City employee, and is 
not entitled to payment or compensation from the City, or to any fringe benefits to which 
other City employees are entitled.  As an independent contractor, Professional further 
acknowledges that it is solely responsible for payment of any and all income taxes, FICA, 
withholding, unemployment insurance, or other taxes due and owing any governmental entity 
whatsoever as a result of this Agreement.  As an independent contractor, Professional further 
agrees that it will conduct itself in a manner consistent with such status, and that it will 
neither hold itself out nor claim to be an officer or employee of the City by reason thereof, 
and that it will not make any claim, demand or application to or for any right or privilege 
applicable to any officer or employee of the City, including, but not limited to, worker’s 
compensation coverage, unemployment insurance benefits, social security coverage, or 
retirement membership or credit. 

11. This Agreement is non-assignable by the Professional unless by sub-contract, as approved in 
advance by the City. 

12. (A) The City shall pay to Professional a total sum of ** dollars and ** cents ($**) for all 
services specified in Sections 1 and 2 of this Agreement, as specified in Exhibit “A”.  

(B) The foregoing sum includes payment for any and all services to be rendered by 
Professional or sub-contractors, which the Professional may employ for this Contract.  It is 
expressly agreed by and between the parties that the Professional is solely responsible for any 
and all payment to such any other professionals or sub-contractors retained by the 
Professional. 

(C) Payment of the total amount provided for under Section 12 (A) shall not relieve 
Professional of its obligation to complete the performance of all those services specified in 
Sections, 1, 2, and 3.  Should the City request in writing additional services beyond that 
specified in Sections 1, 2, and 3, then Professional shall charge and City shall pay 
Professional in accordance with Exhibit “A”.      
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(D) Prior to the final payment to the Professional, the City shall deduct therefrom any and all 
unpaid privilege, license and other taxes, fees and any and all other unpaid monies due the 
City from the Professional, and shall apply to those monies to the appropriate accounts. 
Professional shall provide to the City any information necessary to determine the total 
amount(s) due.  

(E) The Professional shall bill the City monthly for the fee due the Professional, based upon 
an hourly rate for work completed for each itemized task pursuant to this Agreement and 
Exhibit “A” during the billing period.  City shall pay such billings within thirty (30) days of 
the date of their receipt. 

13. This Agreement is the result of negotiations by and between the parties.  Although it has been 
drafted by the Prescott City Attorney, it is the result of negotiations between the parties.  
Therefore, any ambiguity in this Agreement is not to be construed against either party. 

14. This Agreement shall be construed under the laws of the State of Arizona. 

15. All work products of the Professional for this Project are instruments of service for this 
Project only and shall remain the property of the City whether the Project is completed or not. 
All plans, drawings, specifications, data maps, studies and other information, including all 
copies thereof, furnished by the City shall remain the property of the City.  They are not to be 
used on other work, and, with the exception of this Agreement, are to be returned to the City 
on request or at the completion of the work. 

16. The parties hereto expressly covenant and agree that in the event of a dispute arising from 
this Agreement, each of the parties hereto waives any right to a trial by jury.  In the event of 
litigation, the parties hereby agree to submit to a trial before the Court.  The Professional 
further agrees that this provision shall be contained in all sub-contracts related to the project, 
which is the subject of this Agreement. 

17. The parties hereto expressly covenant and agree that in the event of litigation arising from 
this Agreement, neither party shall be entitled to an award of attorney fees, either pursuant to 
the Agreement, pursuant to A.R.S. § 12-341.01(A) and (B), or pursuant to any other state or 
federal statute, court rule, case law or common law. The Professional further agrees that this 
provision shall be contained in all sub-contracts related to the project, which is the subject of 
this Agreement. 

18. This Agreement represents the entire and integrated Agreement between the City and the 
Professional and supersedes all prior negotiations, representations or agreements, either 
written or oral.  This Agreement may be amended only by written instrument signed by both 
the City and the Professional.  Written and signed amendments shall automatically become 
part of the Agreement, and shall supersede any inconsistent provision therein; provided, 
however, that any apparent inconsistency shall be resolved, if possible, by construing the 
provisions as mutually complementary and supplementary. 

19. In the event any provision of this Agreement shall be held to be invalid and unenforceable, 
the remaining provisions shall be valid and binding upon the parties.  One or more waivers by 
either party of any provision, term, condition or covenant shall not be construed by the other 
party as a waiver of a subsequent breach of the same by the other party. 

20. Subject to the limitations of A.R.S. § 34-226, the Professional hereby agrees to indemnify 
and hold harmless the City, its departments and divisions, its employees and agents, from any 
and all claims, liabilities, expenses or lawsuits as a result of the Professional’s negligent acts, 
errors, or omissions, pursuant to this Agreement, except to the extent said claims, liabilities, 
expenses or lawsuits arise by the negligent acts or omissions of the City or his/her agents.  
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The Professional further releases and discharges the City, its departments and divisions, its 
agents and employees, and any and all persons legally responsible for the acts or omissions of 
the City, from any and all claims which the Professional has or may have against the City, its 
agents or employees, arising out of or in any way connected with the Professional’s activities 
as set forth below, other than those acts which occur due to the negligence of the City, its 
employees or agents. 

21. No oral order, objection, claim or notice by any party to the other shall affect or modify any 
of the terms or obligations contained in this Agreement, and none of the provisions of this 
Agreement shall be held to be waived or modified by reason of any act whatsoever, other 
than by a definitely agreed waiver or modification thereof in writing.  No evidence of 
modification or waiver other than evidence of any such written notice, waiver or modification 
shall be introduced in any proceeding. 

22. (A) Changes in Work:  The City, without invalidating the Contract, may order extra work, 
make changes by altering, or delete any portion of the work as specified herein, or as deemed 
necessary or desirable by the Director. All such work shall be executed under the conditions 
of the original Contract except that any claim for extension of time and additional cost caused 
thereby shall be made at the time of ordering such change or extra work. 

(B) Extra work shall be that work not indicated or detailed on the Scope of Work and not 
specified. Such work shall be governed by all applicable provisions on the Contract 
Document. 

(C) In giving instructions, the Director shall have authority to make minor changes in the 
work, not involving extra cost, and not inconsistent with the purposes of the work.  No extra 
work or change shall be made unless in pursuance of a written order by the Director and no 
claim for an addition to the total amount of the Contract shall be valid unless so ordered.  

(D) Payment for any change ordered by the Director which involves work essential to 
complete the Contract, but for which no basis of payment is provided for herein, shall be 
subject to agreement prior to said work being performed. 

(E) Adjustments to price and/or Contract Time which are agreed upon shall be incorporated 
in the written order issued by the Director, which shall be written so as to indicate acceptance 
on the part of the Professional as evidenced by its signature.  In the event prices cannot be 
agreed upon, the City reserves the right to terminate the Contract as it applies to the items in 
question and make such arrangements as it may deem necessary to complete the work, or it 
may direct the Professional to proceed with the items in question to be reimbursed pursuant 
to the unit prices in the Professional’s fee proposal. 

(F) If the Professional claims that any instructions involve extra cost under this Contract, it 
shall give the Director written notice thereof within forty-eight (48) hours after the receipt of 
such instructions, and in any event before proceeding to execute the work.  No such claim 
shall be valid unless so made.  The Professional shall do such extra work therefore upon 
receipt of an accepted Contract Amendment or other written order of the Director and in the 
absence of such Contract Amendment or other written order of the Director, the Professional 
shall not be entitled to payment for such extra work.  In no case shall work be undertaken 
without written notice from the Director to proceed with the work. All Contract Amendments 
must be approved by the Director.  Contract Amendments over $25,000.00 must be approved 
by City Council. 
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23. (A) The Professional shall obtain and maintain in effect during the term of, and until final 
acceptance of all work under this Agreement, a policy or policies of liability insurance with 
the following coverage: 

1)  Commercial General Liability – Occurrence Form (if applicable) 

 Policy shall include bodily injury, property damage, personal injury, broad form 
contractual liability, and XCU coverage. 

General Aggregate                  $ 2,000,000 
Products – Completed Operations Aggregate   $ 2,000,000 
Personal and Advertising Injury    $ 1,000,000 
Each Occurrence      $ 1,000,000 
Fire Legal Liability (Damage to Rented Premises)               $    100,000 

  The policy shall be endorsed to include the following additional insured language: 

“The City of Prescott shall be named as an additional insured with respect to liability 
arising out of the activities performed by, or on behalf of the Professional.” 

  2)  Professional Liability (Errors and Omissions Liability)  

     Each Claim              $ 1,000,000  
  Annual Aggregate             $ 2,000,000         

In the event that the professional liability insurance required by this Contract is written on a 
claims-made basis, Professional warrants that any retroactive date under the policy shall 
precede the effective date of this Contract and that either continuous coverage will be 
maintained or an extended discovery period will be exercised for a period of two (2) years at 
the time work under this contract is completed. 

The policy shall cover professional misconduct or lack of ordinary skill for those positions 
defined in the Scope of Work of this contract. 

3)  Business Automobile Liability (if applicable) Bodily Injury and Property Damage for  
 any owned, hired, and/or non-owned vehicles used in the performance of this Contract. 

Combined Single Limit (CSL)       $ 1,000,000 

(B)  City and Professional waive all rights against each other and their directors, officers, 
partners, commissioners, officials, agents, sub-contractors and employees for damages 
covered by property insurance during and after completion of the Services.   

 (C)  All insurance required pursuant to this Agreement must be written by an insurance 
company authorized to do business in the State of Arizona, to be evidenced by a Certificate 
of Authority as defined in A.R.S. § 20-217, a copy of which certificate is to be attached to 
each applicable bond or binder. 

 (D)  Prior to commencing work under this Agreement, the Professional shall provide City 
with evidence that it is either a “self-insured employer” or a “carrier insured employer” for 
Workers’ Compensation as required by A.R.S. § 23-901 et seq., or that it employs no persons 
subject to the requirement for such coverage. 

(E)  Notice of Cancellation:  With the exception of a ten (10) day notice of cancellation for 
non-payment of premium, any changes material to compliance with this contract in the 
insurance policies above shall require a thirty (30) day written notice. 

(F) Acceptability of Insurers:  Insurance is to be placed with insurers with a current A.M. 
Best's rating of no less than A-VII, unless otherwise approved by the City of Prescott Risk 
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Management Division.  All insurance is to be placed with an insurer admitted in the state in 
which operations are taking place. 

(G) Verification of Coverage:  Professional shall furnish the City with certificates of 
insurance (ACORD form or equivalent approved by the City) as required by this Contract.  
The certificates for each insurance policy are to be signed by a person authorized by that 
insurer to bind coverage on its behalf.  Please note the contract number on the Certificate. 

24. The Professional, with regard to the work performed by it after award and during its 
performance of this contract, will not discriminate on the grounds of race, color, national 
origin, religion, sex, disability or familial status in the selection and retention of sub-
contractors, including procurement of materials and leases of equipment. The Professional 
will not participate either directly or indirectly in the discrimination prohibited by or pursuant 
to Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, 
Section 109 of the Housing and Community Development Act of 1974, the Age 
Discrimination Act of 1975, the Americans With Disability Act (Public Law 101-336, 42 
U.S.C. 12101-12213) and all applicable federal regulations under the Act, and Arizona 
Governor Executive Orders 99-4, 2000-4 and 2009-09 as amended. 

25. Professional Immigration Warranty  

Professional understands and acknowledges the applicability to it of the Americans with 
Disabilities Act, the Immigration Reform and Control Act of 1986 and the Drug Free 
Workplace Act of 1989.  The following is only applicable to construction contracts: The 
Professional must also comply with A.R.S. § 34-301, “Employment of Aliens on Public 
Works Prohibited”, and A.R.S. § 34-302, as amended, “Residence Requirements for 
Employees”.  

Under the provisions of A.R.S. § 41-4401, Professional hereby warrants to the City that the 
Professional and each of its sub-contractors (“Sub-contractors”) will comply with, and are 
contractually obligated to comply with all Federal Immigration laws and regulations that 
relate to their employees and A.R.S. § 23-214(A) (hereinafter “Professional Immigration 
Warranty”). 

A breach of the Professional Immigration Warranty shall constitute a material breach of this 
Contract and shall subject the Professional to penalties up to and including termination of this 
Contract at the sole discretion of the City. 

The City retains the legal right to inspect the papers of any Professional or Sub-contractors’ 
employee who works on this Contract to ensure that the Professional or Sub-contractor is 
complying with the Professional Immigration Warranty.  Professional agrees to assist the City 
in regard to any such inspections. 

The City may, at its sole discretion, conduct random verification of the employment records 
of the Professional and any of Sub-contractors to ensure compliance with the Professional 
Immigration Warranty.  Professional agrees to assist the City in regard to any random 
verification performed. 

Neither the Professional nor any Sub-contractor shall be deemed to have materially breached 
the Professional Immigration Warranty if the Professional or Sub-contractor establishes that 
it has complied with employment verification provisions prescribed by Sections 274A and 
274B of the Federal Immigration and Nationality Act and the E-Verify requirements 
prescribed by A.R.S. § 23-214(A). 

Professional Services Agreement   Page 6 of 7 
 



The provisions of this Article must be included in any contract the Professional enters into 
with any and all of its Sub-contractors who provide services under this Contract or any sub-
contract.  “Services” are defined as furnishing labor, time or effort in the State of Arizona by 
a professional or sub-contractor.  Services include construction or maintenance of any 
structure, building or transportation facility or improvement to real property. 

26. Professional shall exercise the same degree of care, skill and diligence in the performance of 
the Services as is ordinarily possessed and exercised by a professional under similar 
circumstances. 

27. Nothing in this Agreement shall be construed to give any rights or benefits to anyone other 
than the City and Professional. 

28. Israel: Vendor certifies that it is not currently engaged in, and agrees for the duration of this 
Agreement that it will not engage in a “boycott”, as that term is defined in A.R.S. § 35-393, 
of Israel. 

29. In the event of a discrepancy between this Agreement and Exhibit “A”, this Agreement shall 
control over Exhibit “A”. 

30. Non-Availability of Funds:  Fulfillment of the obligation of the City under this Agreement is 
conditioned upon the availability of funds appropriated or allocated for the performance of 
such obligations.  If funds are not allocated and available for the continuance of this 
Agreement, this Agreement may be terminated by the City at the end of the period for which 
the funds are available.  No liability shall accrue to the City in the event this provision is 
exercised, and the City shall not be obligated or liable for any future payments as a result of 
termination under this paragraph. 

 

Dated this     day of      , 2019. 

 

City of Prescott, a municipal corporation:  PROFESSIONAL: 

 
 
              
Greg L. Mengarelli, Mayor    **  (Signature) 
 

           By:        
         (Printed Name) 
 

Title:        
 
 
            
   
ATTEST:      APPROVED AS TO FORM:  
 
 
              
Maureen Scott, City Clerk    Jon M. Paladini, City Attorney 
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