
 
 

REQUEST FOR PROPOSALS: 
OWNER’S REPRESENTATIVE SERVICES FOR THE CONSTRUCTION 
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West Shore School District 
507 Fishing Creek Road 

New Cumberland, PA  17070 
 
 

This request for proposals for Owner’s Representative services consists of the following: 

Part I: Project Information 
Part II: Scope of Services 
Part III: Submittal Requirements 
Part IV: Fee Submittal Form 

 
Part I: Project Information 

 

A. General Information 
 

The West Shore School District (the “School District” or “Owner”) is soliciting proposals for 
“Owner’s Representative” services for construction of a new Rossmoyne Elementary School 
(the “Project”). 

 
The School District intends to select as Owner’s Representative a firm that the School 
District, in its sole discretion, believes is best suited for the assignment, taking into account 
experience, qualifications, performance, results on other projects, price and other factors at 
the discretion of the School District. 

 
The School District reserves the right to reject all proposals, to select a firm that does not 
submit a proposal, to interview and/or negotiate terms of service and fees with one or more 
firms, and to take any other action that the School District believes is in its best  interest. 

 

Proposals (3 copies) are due by: 3:30 pm on September 14, 2018 
 

Proposals and questions concerning this request for proposals 
should be addressed to: 

 
Brett Sanders, Director of Operations and Planning 

West Shore School District 
507 Fishing Creek Road 

New Cumberland, PA 17070 
(717) 938-9577 x 242 

bsanders@wssd.k12.pa.us 
 

 
 
 

mailto:chrisj@pennmanor.net
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B. Project Description 
 

The Project will involve the construction of a new Rossmoyne Elementary School, on 
the site of the existing Rossmoyne Elementary School, 1225 Rossmoyne Road, 
Mechanicsburg, PA 17055. 

 
The architect for the Project is RLPS, LLP (the “Architect”).  

 
The proposed completed facility will have the capacity for 448 students in grades K-4, 
based on District class size guidelines. The proposed plan includes the demolition of 
the existing 29,000 S.F. Rossmoyne Elementary and the construction of an 89,000 S.F. 
facility on the same site of approximately 14 acres. 

 
The existing Rossmoyne facility will be occupied and operating during the 
majority of the construction period. 

 
The work will require new traffic patterns for bus and passenger vehicles, and new site 
utilities. 

 
The District is currently working through the Architect’s Design Development phase. 
It is estimated that bidding documents will be released to prospective bidders as early 
as October 2018, and that contracts could be awarded in December 2018, contingent 
upon receipt of a Highway Occupancy Permit from PennDOT.  

 
Construction is estimated at 17 months, not counting additional time for site work and 
demolition, with final turnover to the District prior to the start of school year in August 
of 2020. 

 
At the May, 2017 meeting, the Board of School Directors approved a series of projects 
with a total cost of $118 Million. The current estimated construction cost for the 
Rossmoyne project is $19.7 Million.
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Part II: Scope of Services 

 

The Owner’s Representative will have the following scope of services in 
connection with the Project. This scope of services is intended to be incorporated into the 
Owner’s written agreement with the Owner’s Representative. Accordingly, careful review 
of the scope of services is required prior to submitting your proposal 

 
A. Pre-Construction (Starting with the Architect’s Design Development Phase) 

 
1. Participate in Design Coordination Meetings 

 
The Owner’s Representative shall participate in all design coordination meetings 
throughout pre-construction with the Owner, the Architect, and other consultants to 
discuss and review all items pertinent to the design of the Project. (Note that the 
Architect will schedule, conduct and prepare the agenda for these meetings, as well as 
prepare/distribute minutes of the meetings.) 

 
2. Comment on and Monitor the Project Budget 

 
The Owner’s Representative shall evaluate and comment on the Project Budget 
that has been developed by the Architect. This shall include the Owner’s 
Representative conferring with the Architect, discussing and working through any 
issues, and then advising the Owner and the Architect in writing whether the 
Owner’s Representative believes the Project Budget is reasonable and appropriate 
for the contemplated Project. The Owner’s Representative will communicate any 
changes to the Project Budget, which they believe are appropriate. 

 
Thereafter and throughout pre-construction, the Owner’s Representative shall 
monitor the Project Budget in comparison to the design of the Project, advise the 
Owner and the Architect promptly in writing of any concerns regarding the 
reasonableness and appropriateness of the Project Budget for the contemplated 
Project, and offer recommendations on how to best mitigate any such concerns. 

 
3. Comment on Recommended Building Engineering Systems 

 
During the Design Development phase, the Owner’s Representative shall evaluate 
and comment on the various building engineering systems (structural, electrical, 
mechanical, plumbing, data networks, and fire protection) recommended by the 
Project design team. This shall include the Owner’s Representative conferring 
with the Architect and its design consultants, discussing and working through any 
issues, and then advising the Owner and Architect in writing whether the Owner’s 
Representative believes the building engineering systems are reasonable and 
appropriate for the Project. The Owner’s Representative will communicate any 
changes to the building engineering systems, which they believe are appropriate. 
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4. Comment on and Monitor the Project’s Phasing Plan and Schedule for 
Construction Milestones 

 
During the Design Development phase, the Owner’s Representative will evaluate 
and comment on the Project’s phasing plan and the schedule for construction 
milestones developed by the Architect. This shall include the Owner’s 
Representative conferring with the Architect, discussing and working through any 
issues and then advising the Owner and Architect in writing whether the Owner’s 
Representative believes the phasing plan and the schedule for construction 
milestones are reasonable and appropriate for the Project. The Owner’s 
Representative will communicate any changes to the Project’s phasing plan, which 
they believe are appropriate. 

 
Thereafter and throughout pre-construction, the Owner’s Representative shall 
monitor the Project’s phasing plan and the schedule for construction milestones, 
advise the Owner and the Architect promptly in writing of any concerns regarding 
the reasonableness and appropriateness of the phasing plan or the schedule for 
construction milestones, and offer recommendations on how to best mitigate any 
such concerns. 

 
 

5. Attend Pre-Bid Conference 
 

The Owner’s Representative shall attend the pre-bid conference. (Note that the 
Architect will schedule, conduct and prepare/distribute minutes of the pre-bid 
conference.) 

 
6. Attend Bid Opening and Assist in Evaluation of Bids and Bidders 

 
The Owner’s Representative shall attend bid opening, and shall assist the Owner 
and the Architect with the (a) evaluation of bids as to responsiveness and low 
bidders, and (b) due diligence and evaluation of whether low bidders are 
responsible bidders, including making inquiries or attending meetings at the 
request of the Owner. 
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7. Attend Other Meetings Upon Request of the School District 
 

Although it is not anticipated that the Owner’s Representative will regularly attend 
other meetings during pre-construction that are not specifically mentioned above, if 
on occasion the School District requests the Owner’s Representative to fulfill a 
particular role at meetings of the School District’s Board of School Directors, at 
meetings of public bodies to address zoning and/or land use approval for the  
Project, or at other meetings, the Owner’s Representative shall attend and 
participate. 
 

8. Comment on Construction Documents with Regard to Constructability  
 

If requested in writing by the Owner, during the Construction Document phase the 
Owner’s Representative shall expeditiously evaluate drawings and specifications 
prepared by the Architect with regard to constructability. This shall include the 
Owner’s Representative conferring with the Architect, discussing and working 
through any issues, and then advising the Owner and the Architect in writing of any 
concerns identified by the Owner’s Representative with constructability of the design, 
including any errors, omissions, interferences or duplication of work by contractors. 
Please note this is to focus on constructability only, not on value-engineering, the 
selection of materials, non-technical specifications or other items. 
 

 
9. Review Specifications, Selected Materials and Provide Recommendations 

for Bid Alternates  
 

Specifications for the project may include opportunities to reduce overall project 
costs through value-engineering or the development of bid alternates. Items such as 
flooring selections and finishes can affect the constructions costs and provide the 
District with options to contain those costs and control the amount of debt services 
required to fund the project. The Owner’s Representative shall evaluate the 
drawings and specifications developed by the Architect and advise the Owner of 
potential opportunities to include bid alternates or modify the specifications for the 
purpose of balancing the construction costs with ongoing maintenance using ROI 
calculations.  
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B. Construction Phase 
 

1. Participate in all Project Meetings, including Pre-Construction Conferences, Job 
Conferences, Construction Superintendent Meetings and Special  Meetings 

 
Unless expressly directed by the Owner, the Owner’s Representative shall participate 
in all Project meetings, including pre-construction conferences, job conferences, 
construction superintendent meetings and special meetings. (Note that the Owner’s 
Representative will not be responsible to schedule, conduct or prepare/distribute 
minutes of meetings.) 

 
2. Attend School Board Meetings Upon Request 

 
Although it is not anticipated that the Owner’s Representative will regularly attend 
meetings of the School District’s Board of School Directors – the Architect will be 
generally responsible to report to the School Board on the status and progress of the 
Project – if requested by the School District to fulfill a particular role in such 
meetings, the Owner’s Representative shall attend and participate. 

 
3. Monitor Web-Based Project Information System and Report any Submittal 

Delays 
 

The Owner’s Representative shall monitor the submittal of documents into the web- 
based Project information system. The Owner’s Representative shall confer with the 
Architect, discuss and work through any issues if possible, and then advise the Owner 
and the Architect in writing of any delays by Contractors or the Architect in 
submitting, reviewing or responding to RFIs, shop drawings, material data, product 
data, samples, substitution requests, schedules or other Contractor  submittals. 

 
Although the Owner’s Representative shall not generally be responsible to evaluate or 
comment upon the substance of submittals, upon special request of the Owner or the 
Architect, and as an Additional Service, the Owner’s Representative shall provide 
input with regard to such substantive issues if within the expertise of the Owner’s 
Representative. 

4. Comment on Contractors’ Construction Schedules and Monitor Timeliness of 
Schedule Submittals (General Contractor to Serve as Scheduling Coordinator) 

 
The Owner’s Representative shall monitor the timeliness of Project schedules 
submitted by Contractors (including schedules submitted to the General Contractor by 
other primes, and overall consolidated schedules submitted by the General  
Contractor), expeditiously evaluate construction schedules prepared and submitted by 
Contractors, and shall advise the Owner and the Architect in writing of any schedule 
submittal delays, and whether they believe such schedules are (a) reasonable and 
appropriate for the work to be performed, and (b) consistent with the Project phasing 
plan and construction milestones in the Contract Documents. 
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5. Observe Work, Report Defective Work, Delays or Other Concerns 
 

At all times during construction, the Owner’s Representative shall provide a qualified, 
on-site field representative, approved by the Owner, to observe the work of Contractors 
and testing agencies and perform field observations of materials and equipment.  

 
The field representative, prior to the commencement of his or her duties, shall become 
thoroughly familiar with the Contract Documents for the Project, and throughout the 
Project shall ensure that Contractors and sub-contractors maintain on-site up-to-date 
Construction Documents and approved shop drawings. 

 
The Owner’s Representative shall immediately report to the Owner and the Architect, 
in writing, any defective work they observe, delays as compared to contactors’ 
construction schedules or the Project phasing plan and construction milestones in the 
Contract Documents, or any other concerns they have regarding the Project, including 
concerns with coordination among Contractors. The Owner’s Representative shall 
recommend to the Owner and the Architect steps to remediate defective work, delay    
or other concerns.  The Owner’s Representative may also communicate with 
Contractors or testing agencies regarding such matters, and shall advise the Owner and 
the Architect in writing of any such communications. 

 
The Owner’s Representative may only stop the performance of work by Contractors 
or testing agencies in the event of imminent danger to person or property or to 
prevent defective work, and such stoppage may only be temporary until the Architect 
and Owner can be apprised of the situation and provide direction. 

 
In performing the foregoing duties, the Owner’s Representative shall endeavor to 
protect the School District against defective work by Contractors and testing agencies. 
The Owner’s Representative does not guarantee the quality of work by Contractors  
and testing agencies, but is responsible for the appropriate performance of their own 
services under this Agreement. It is expressly understood that the Owner’s 
Representative is not acting as a Contractor, a design professional or a testing agency 
in the performance of their duties. 

 
In Fee Submittal Form (Part IV), the Owner’s Representative shall identify the number 
of work hours through substantial completion that the on-site representative is 
anticipated to be observing the work of Contractors and testing agencies, as opposed to 
attending meetings, performing paperwork and other necessary  tasks. 

 
6. Prepare and Maintain Job Site Reports 

 
The Owner’s Representative shall prepare and maintain job site reports, to be 
submitted  on a weekly basis, at a minimum, and in a format to be approved by the 
Owner, which shall document items including, but not limited to: weather conditions 
affecting the project, number of workers for each prime Contractor and subcontractor, 
documentation of appropriate background checks and clearances of all workers, 
nature of work performed, equipment in use, third-party inspections and testing, site 
visitors, and any notable occurrences, decisions or incidents.  As needed, the Owner’s 
Representative shall append to the report any photographs regarding pertinent issues 
addressed within the report. At the conclusion of each business week and no later than 
10 a.m. the following Monday, the Owner’s Representative shall submit the daily job 
site report (and any appended photographs) to the Owner and the Architect. 
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7. Evaluate Contractors’ Applications for Payment 
 

The Owner’s Representative shall evaluate Contractors’ payment applications 
examining calculations, percentage of work completed, value of work completed, any 
reasons for withholding payment in accordance with the Contract Documents, and any 
other pertinent issues, and shall either (a) advise the Owner and the Architect, in  
writing, of any issues or concerns, or (b) sign and forward the payment applications 
pursuant to the payment processes established by the Owner. 

8. Evaluate Proposed Change Orders and Construction Change Directives 
 

The Owner’s Representative shall evaluate proposed change orders and constructive 
change directives and determine whether they are reasonable and appropriate, 
constitute a change in contract value, result in a change in contract time, or cause any 
other pertinent issues, and shall either (a) advise the Owner and the Architect in 
writing of any issues or concerns, or (b) sign and forward the change orders or 
constructive change directive pursuant to the processes established by the Owner. 
Further, upon request of the Owner, the Owner’s Representative shall assist the 
Architect in negotiating with Contractors on change orders. 

 
 

9. Observe Inspections and Testing and Report any Concerns 
 

The Owner’s Representative shall observe all third-party inspections and testing for 
the Project, report to the Owner and the Architect on inspections and testing 
completed, review written reports from third-parties performing inspections and 
testing, and immediately advise the Owner and the Architect in writing of any 
concerns arising from such inspections and testing. 

 
10. Assist in Addressing Questions and Evaluating/Documenting any Issues, 

Incidents and Claims 
 

The Owner’s Representative shall assist the Owner and the Architect in addressing  
any questions, and in evaluating and documenting any issues, incidents or claims, that 
may arise during the Project. 
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11. Assist with Evaluation of Substantial Completion and Final Completion 
 

The Owner’s Representative shall assist the Owner and the Architect in evaluating 
substantial completion and final completion of the Project, including (a) assisting with 
the inspection process, and developing a joint-response with the Architect to each 
Contractor’s proposed punch-list of incomplete and improper items (including the 
value of each item), (b) monitoring progress of advancement from substantial 
completion to final completion, and (c) observing punch-list work. The Owner’s 
Representative shall advise the Owner and the Architect in writing regarding any 
delays, deficiencies or other concerns pertaining to substantial completion and final 
completion. 

12. Monitor Close-Out Submittals and Attend Close-Out Testing and Training 
 

The Owner’s Representative shall monitor the Contractors’ delivery of all close-out 
submittals, shall attend all close-out testing and training, and shall immediately advise 
the Owner and the Architect in writing of any deficiencies or delays in such  
submittals, testing and training. 

C. After Final Completion 
 

After final completion of the Project, the Owner’s Representative shall provide assistance 
upon request of the Owner (as an Additional Service except as identified below), in 
addressing or monitoring any post-construction issues or disputes that may arise. 

 
Such services shall be an Additional Service, except with regard to the following services   
after final completion that shall not result in any additional fee to the Owner’s Representative: 

 
(a) The Owner’s Representative shall schedule, arrange and participate in (with the 
Owner, the Architect and Contractors) a walk-through of the Project, which shall occur 
prior to one-year following substantial completion of the Project;  and 

 
(b) The Owner’s Representative shall not be entitled to an additional fee if it is asked to 
assist the Owner in addressing a dispute where it is alleged or established by any party 
that the Owner’s Representative created, caused or contributed to such dispute. 

D. Additional Services 
 

The Owner’s Representative agrees to perform Additional Services within its area of 
expertise that are not mentioned within the foregoing scope of services, based upon hourly 
rates to be identified in the written agreement between the School District and the Owner’s 
Representative’s. 

 
Payment for any Additional Services shall require the School District’s express written 
acknowledgement, prior to services being rendered (except in the case of an emergency), that 
such services constitute an Additional Service and that the Owner’s Representative is 
authorized to proceed. 
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Part III: Submittal Requirements 
 

Proposals shall be in a sealed envelope addressed to Brett Sanders, Director of Operations and 
Planning, West Shore School District, 507 Fishing Creek Road, New Cumberland, PA 1770, and 
must be received by the date and time identified in Part I. 

 
Three copies of the proposal should be submitted in a bound format, with section dividers 
corresponding to the following sections: 

Section 1:  Provide the following information about your firm: 
 

• Name of firm. 
• Address and phone number of main office and any branch office(s). 
• Name and title of contact person, with phone number and email address. 
• Names of officers. 

 
Section 2: Identify your proposed Owner’s Representative team for this Project, specifying each 
individual’s role and his or her education, training, work experience and public school 
construction experience. 

 
Section 3: Advocate why the West Shore School District should engage your firm, including the 
experience, performance and results of your firm specific to the individuals to be involved in this 
Project. You may include any additional information you believe is relevant to the District’s 
consideration of your firm. This section should be limited to no more than 2 pages of text, graphics 
or other information.  

 
Section 4: Provide the following information for any current construction projects in which your 
firm is participating: 

 
 Name of project, including name and address of owner. 
 Role of your firm and of your key individuals participating in the project. 
 Name, title, telephone number and email address of owner contact. 
 Name, address, telephone number and email address of project architect. 
 Project description including size in square feet. 
 Total amount of accepted bid. 
 Total amount of change orders to date. 
 Project schedule including start date and the current projected date for substantial 

completion. 
 Identify any mediation, arbitration or litigation involving the project, including an 

explanation of issues in dispute and the result or whether the dispute is ongoing. 
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Section 5: Provide the following information for at least five (5) completed public school 
projects in which your firm has participated over the past ten (10) years with a total construction 
cost of at least ten ($10) million dollars: 

 
 Name of project, including name and address of school district. 
 Role of your firm and of your key individuals participating in the project. 
 Name, title, telephone number and email address of school district contact. 
 Name, address, telephone number and email address of project architect. 
 Project description including size in square feet. 
 Total amount of accepted bid. 
 Total amount of change orders. 
 Project schedule including start and completion dates, and if there was delay in 

achieving substantial completion identify the extent and cause of delay. 
 Identify any mediation, arbitration or litigation involving the project, including an 

explanation of issues in dispute and the result or whether the dispute is ongoing. 
 
Section 6: Provide the following information for all completed public school projects in which your 
firm has participated over the past ten (10) years with a total construction cost of at least ten million 
($10,000,000) dollars: 
 

 Name of project, including name and address of school district. 
 Role of your firm 

 
Section 7: To the extent not already addressed in Sections 4 or 5, identify any mediation, 
arbitration or litigation involving your firm over the past ten (10) years, including an explanation 
of issues in dispute and the result or whether the dispute is  ongoing. 
 
Section 8:  Provide a written statement confirming that your firm is able to provide the Scope of 
Services identified in Part II. 

Section 9:  Complete and sign the Fee Submittal Form (Part  IV). 

------------------------------------------ 
 
In addition to providing the foregoing information, if the responding parties is to be further 
considered by the District after submitting its response, and as requested by the District, it shall 
provide financial statements covering the past three years, and shall also provide any additional 
information requested as part of the District’s evaluation of the responding party. 
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Part IV: Fee Submittal Form 
 

This Fee Submittal Form should be completed, signed and included as Section 7 to your response 
to the School District’s request for proposals for Owner’s Representation  services. 

 
A1. Proposed lump-sum fee for pre-construction services identified in Part II Items A.1 –

A.7: 
 

$  . 
 

The foregoing lump sum fee for pre-construction services other than Item A.5 is based 
upon an expectation of the following job positions/individuals working the following 
number of hours: 

Number Hourly 
Position Name of Individual of Hours Rate Cost 

 
 
 
 
 
 
 
 
 

A2. Proposed lump-sum fee for a constructability review of Construction Documents 
identified in Part II, Item A.8: 

 
$  . 

 
 

The foregoing lump sum fee is for a constructability review of Construction Documents is 
based upon an expectation of the following job positions/individuals working the  
following number of hours: 

Number Hourly 
Position Name of Individual of Hours Rate Cost 
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B1. Proposed lump sum fee, to be billed on a monthly basis, for construction phase services 
identified in Part II.B, while there is an on-site representative, from the date notices to 
proceed are issued to Contractors through the date to be identified in the bidding 
documents for substantial completion (do not include any Additional Services under Item 
B.3 for substantive review of Contractor submittals). Note that in the event there is delay in 
achieving substantial completion, there shall be no additional fee unless the parties agree 
that such delay, through no fault of the Owner’s Representative, results in a substantial 
increase in the number of hours incurred by the Owner’s Representative, in which case the 
parties may negotiate an additional fee. 

 
$  . 

 
The foregoing fee for construction phase services through substantial completion is based 
upon an expectation of the following job positions/individuals working the following 
number of hours: 

Number Hourly 
Position Name of Individual of Hours Rate Cost 

 
 
 
 
 
 
 
 
 

For the on-site representative identified above, please identify the estimated work hours 
that he or she is anticipated to be actually observing the work of Contractors and testing 
agencies, as opposed to attending meetings, performing   paperwork and other necessary 
tasks: 
  . 
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C. After Final Completion: Please attach a proposed hourly rate sheet for any Additional 

Services to be provided after final completion of the Project, excluding the Final 
Completion Walk-Through, as addressed in Part II.C. 

 
The hourly rate sheet should identify all applicable positions and individuals anticipated 
to provide services on this Project. 

 
D. Additional Services: Please attach a proposed hourly rate sheet for any Additional 

Services to be provided after final completion of the Project, as addressed in Part II.D. 
 

The hourly rate sheet should identify all applicable positions and individuals anticipated 
to provide services on this Project. 

 
 
Fee Submittal Form on behalf of: 

 
Name of submitting party:    

 
 

Name and title of authorized signing representative:     
 
 

Signature of authorized representative:     
 
 

Date:     
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