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Notice 
 

The Town of Wake Forest (as referred to as “the Town” or “Wake Forest”) is soliciting Statement of 
Qualifications from firm(s) or organization(s) qualified to provide professional services in its efforts 
to prepare a Housing Needs Assessment and develop Affordable Housing Implementation Policies.  
The project will result in a comprehensive Affordable Housing Plan that identifies Wake Forest-
specific strategies that result in increasing affordable housing opportunities for anyone desiring to 
live in Wake Forest.   
 
All respondents to this Request for Qualifications (RFQ) are subject to the instructions 
communicated in this document and are cautioned to completely review the entire RFQ and follow 
instructions carefully.   
 
 

I. General Information  
 
Wake Forest is part of the Research Triangle, one of the fastest growing regions in the country, and 
located minutes from Raleigh, the state capital. In the past few decades, Wake Forest has 
transformed from a small, rural town into a residential community with an estimated population 
greater than 50,000.   
 
Housing prices in the Town have continued to rise with a median home list price of $380,000 in 
December 2020, trending up 8.6% from last year, in the 27587 zip code. In addition, rental rates 
continue to rise with an average rent of $1,248 per month, in January 2021, which is a 6% increase 
from last year, according to rentcafe.com.  As the cost of housing continues to rise, individuals living 
and working in Wake Forest are faced with increasingly limited availability and access to affordable 
housing. 
 
 

II. Background  
 
Wake Forest is primarily located in Wake County, which has an adopted Affordable Housing Plan.  
This Plan articulated the need for affordable housing on a Countywide basis due to: (a) rapid 
population growth generating upward pressure on the cost of housing; (b) household income 
increases lagging behind the rate of increasing housing costs; (c) affordable housing development 
not keeping pace with demand or need; (d) the loss of naturally occurring and subsidized affordable 
housing developments; and (e) current unmet housing needs that are likely to expand over time.  
While Wake Forest differs from Wake County in terms of race and median household income, the 
Town faces the same competitive housing and rental market that makes affordable housing options 
difficult to find.   
 
Town Documents: 

The Town is currently updating the 2009 Community Plan and 2007 Northeast Community Plan. 
During the initial outreach process in late 2020, the consultants provided multiple in person 
(virtual) and online opportunities for community input. Almost half of the Community Plan Update 
respondents noted additional senior housing, (note: the survey did not specify if it needed to be 
affordable), would have a positive impact and 36.63% of the respondents said the availability of 
affordable housing was a community weakness. The need for more affordable and compatible 
housing was identified as an opportunity within the Northeast Community. 
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III. Scope of Services 
 

The Town of Wake Forest Affordable Housing Plan should include the following information and 
analysis. Alternative services and deliverables may be proposed on evidence of the need to meet the 
purpose of the RFQ.  RFQs that do not include all tasks will not be considered.   
 
Task 1: Timeline: 

• Provide an estimated timeline and work schedule.  The timeline must be efficient and move 
briskly. 

• Demonstrate how the submitting firm will manage its responsibilities and work scheduled to 
be performed, including work of and with Town personnel.    

 
Task 2: Stakeholder Feedback: 

• Conduct online survey to gather community input.  
• Gather feedback from stakeholders providing services to vulnerable populations in the 

Town. 
• Engage and receive feedback from the Board of Commissioners and Planning Board.  

 
Task 3: Housing Needs Assessment: 

• Identify the people of Wake Forest (e.g., demographics, race and ethnicity, and economics) 
now and in the future. 

• Identify the housing in Wake Forest (e.g., housing stock and occupancy, housing market, 
housing costs and affordability) now and in the future. 

• Identify vulnerable populations in Wake Forest (e.g., veterans, people with disabilities, older 
adults). 

• Identify barriers that affect housing affordability and/or the development of new affordable 
housing units. 

• Provide in depth analysis of affordable housing needs now and in the future. 
• Present analysis and findings to community stakeholders, including Board of 

Commissioners and the Planning Board.  
• Provide data and results for community outreach purposes. 

 
Task 4: Wake Forest-Specific Recommendations: 

• Identify regulatory implementation policies and strategies that address housing gaps 
identified in the Housing Needs Assessment (Task 3).  Any recommended regulatory policy 
or strategies must be consistent with the framework set forth by the North Carolina General 
Assembly. 

• Identify non-regulatory implementation policies and strategies that address housing gaps 
identified in the Housing Needs Assessment (Task 3).  

• Include both traditional and non-traditional funding opportunities and partnerships that 
support recommendations in this task.  

• Include both rental and ownership opportunity recommendations.  
• Provide strategies for the Northeast Community that address concerns related to 

affordability and being cost-burdened identified in the initial Northeast Community Plan 
outreach process. 

• Include relevant linkages to the Wake County Affordable House Plan.  
 

Each task shall be combined and form the basis for a comprehensive report, titled “Town of Wake 
Forest Affordable Housing Plan,” that clearly defines the Plan’s horizon and policy implementation 
timelines (e.g., 5 year, 7 year, etc.).  The Plan will be subjected to a two- or three-stage review 
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process.  Town staff will review the draft and advise the consultant of needed changes – this stage 
may consist of up to three review cycles.  When the changes have been finalized, the consultant will 
be advised to produce a draft for presentation to Board of Commissioners and the Planning Board.  
This stage may be a one- or two-stage process.  Following the presentation(s), up to two additional 
review cycles may be necessary to incorporate any recommended changes. 
 
Media and file formats: Reports shall be delivered to the Town in their native format(s) (current 
software version) and Adobe PDF format.  Reports distributed to stakeholders or placed on the 
internet for public access will be in Adobe PDF format.  Presentations shall be produced and 
delivered in Microsoft PowerPoint and public versions will be delivered in Adobe PDF format.  
Images and figures used for public outreach shall be produced by the consultant.   
 
Reports are to be dated and identified as either draft or adopted, as appropriate.  Submittal of final 
reports shall be accompanied by the files, in their native format, that were used to generate graphics 
displayed in the reports. 

 
 

IV. Content and Format of Qualification Package 
 
A selection committee will evaluate the submittals and may elect to select the most qualified firm 
based on the responses as submitted or elect to conduct interviews with multiple firms prior to 
recommending a firm. 

 
The submission shall be a maximum 25 pages front and back or 50 pages single-sided.  Only digital 
Work Samples, which are excluded from the page limit, will be accepted. Submittals shall include 
the following: 
 
Letter of Interest: 

The letter of interest provided in the submission shall include the following: 
• The name and address of the prime consultant and the state in which it is incorporated and 

chiefly located. 
• The name and address of each sub-consultant and the state in which each entity is 

incorporated and chiefly located, if sub-consultant is part of team. 
• A brief description of the proposer (prime and sub-consultants, if applicable), and its 

interest in performing the required professional services. 
• The name, address, phone, and e-mail address of the designated contact for the proposer 

(prime consultant). 
• A statement indicating any judgments against the proposer (prime, sub-consultants, and 

third-party consultants) within the last five (5) years, or pending litigation, related to 
professional conduct or services. 

• All addenda to the RFQ document (each addendum must be identified), if applicable. 
• Signature of a duly authorized official of the consultant firm or other person fully authorized 

to act on behalf of the firm or team. 
 
Firm and Staff Qualifications: 

The submission shall include a general description of the firm and its background as it relates to this 
project.  Specific information regarding the firm and staff shall be submitted and include: 

• Information regarding the firm’s previous experience with similar or related projects, 
performed within the last 5 years, including a brief description of these projects and project 
staffing.  
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• Information demonstrating the firm and staff capabilities to perform all aspects of this 
project. 

• Information regarding the expertise and experience of staff person(s) assigned to work on 
the project.  It should also contain specific proposed responsibilities of the project staff 
person(s). 

• A description and organizational chart showing the structure of the proposer’s team, inter-
relationships, areas of responsibility and the names and current professional licenses of key 
personnel assigned to the project along with their areas of responsibility.  Note: no 
substitutions to the proposed project team of the selected firm(s) can be made without the 
prior written approval of the Town as noted in Appendix A.  

• Information on the current and projected workload of key staff to be assigned to this project, 
including level and magnitude of involvement.   

• Three references including client name, address, contact person, telephone number, email, 
project start and end date as well as a project description.  References should be for similar 
or related projects on which key staff that are proposed for this project have worked.  

• The firm and staff qualification information for each sub-consultant, a description of the 
services the firm performed, as well as related projects and references, if sub-consultant is 
part of team. 

 
Project Approach: 

The submission shall include a response to each task in the Scope of Services and identify how the 
requirements will be met.  Each response will also include, but is not be limited to, a detailed 
statement of how the submitting firm intends to approach the work required. 
 
Work Samples: 

The submission shall include three recent work samples of affordable housing plans prepared for 
jurisdictions comparable to the Town in terms of existing housing needs and demographics.  
 
 

V. Submittal Process Details 
 

Firm selection will be based on the letter of interest, firm and staff qualifications, project approach, 
anticipated schedule, and work samples related to preparing affordable housing plans for 
compatible jurisdictions.   

 
The Town of Wake Forest reserves the right to reject any responses to this RFQ that do not comply 
with the content and format of proposal requirements.  The Town can also conduct discussions with 
any or all respondents.  The Town accepts no financial responsibility for any costs or expenses 
incurred by any entity in responding to this RFQ.  All submissions may be kept by the Town and 
may be disclosed to third parties at the Town’s discretion. 
 
 

VI. Questions and Clarifications 
   

All questions shall be submitted to Courtney Tanner, Planning Director, via email 
(ctanner@wakeforestnc.gov), no later than 1:00 p.m. on Thursday, March 11, 2021.  Questions 
submitted later than this deadline will not be considered.  An addendum with questions and 
answers, if necessary, will be published on the Town website by 5:00 p.m. on Monday, March 15, 
2021.       
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VII. Statement of Qualifications Submittal 

 
The deadline for firms submitting qualifications is 2:00 p.m. on Monday, March 22, 2021.  No 
submissions or supporting documents will be accepted after this deadline.  Submittals may be 
emailed to ctanner@wakeforestnc.gov or delivered to: 

 
Physical Acceptance Location 
Town of Wake Forest Town Hall 
Attn: Courtney Tanner, Planning Director 
301 South Brooks Street, Third Floor 
Wake Forest, NC  27587-2901 
 
Mailing Address  
Town of Wake Forest Town Hall 
Attn: Courtney Tanner, Planning Director 
301 South Brooks Street 
Wake Forest, NC  27587-2901 

 
Submittal packages should be enclosed in a sealed envelope marked REQUEST FOR 
QUALIFICATIONS – WAKE FOREST AFFORDABLE HOUSING PLAN to the attention of 
Courtney Tanner, Planning Director. All proposal packages and materials submitted hereunder 
become the exclusive property of the Town of Wake Forest.  
 
 

VIII. Anticipated Schedule 
 
• 03/22/2021: Submission deadline 
• 03/29/2021 – 04/02/2021: Selection committee review of submittals  
• 04/07/2021 – 4/16/2021: Virtual interviews conducted with selected consultants, if 

necessary   
• 04/30/2021: Highest ranked firm notified 
• 05/31/2021: Contract finalized, and non-selected firms notified 
• 06/01/2021: Project commences 

 
 

IX. Selection Process 
 
This RFQ provides information necessary to prepare and submit qualifications for consideration 
and ranking by the Town.  It is the intent of the Town to appoint a selection committee to review the 
submitted Statements of Qualifications.  This committee will review each qualification submittal 
and rank the submittal based on the criteria requirements specified within this RFQ.  The Town 
may invite firms for interviews, but this is not a required step in the selection process.  At the 
conclusion of the interviews (if held), the selection committee will rank the firms based on the 
selection criteria and the interviews.  The Town will provide written notification to all firms 
regarding final selection by May 31, 2021.    
 
Upon completion of the selection process, the highest ranked firm will be asked to submit a fee 
proposal to begin contract negotiations for a fair and reasonable price.  By submitting their 
Statement of Qualifications in response to this RFQ, respondent accepts the evaluation process as 
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outlined in the following section, acknowledges, and accepts that determination of the “most 
qualified” firm may require subjective judgments by the Town. 
 
 

X. Evaluation Criteria 
 

1. Qualifications of the Firm: Outline and specify the qualifications of the firm to provide the 
requested services as outlined in the scope of work.  This shall include any sub-consultants that 
may be part of the team, if applicable. (20%)  

 
2. Overall Qualifications of the Project Manager and Project Team: Clear identification of the 

project manager and team personnel that will be assigned to the project.  This section shall 
include the demonstrated project management and quality control methods employed by the 
team. (30%) 

 
3. Project Approach and Project Understanding: Preference shall be afforded to those firms that, in 

the opinion of the Town, will be able to adequately respond to requests for consultation 
meetings or project administration requirements, and firms having a detailed understanding of 
the project requirements. (35%) 

 
4. Relevant Experience. (15%) 
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APPENDIX A 
 

I. General Contract Terms and Conditions 
 

• The selected firm will report directly to the Town of Wake Forest.  The selected firm is to 
administer the contract and to ensure that all work is performed in accordance with the contract 
requirements.  The selected firm will be responsible for providing engineers, technicians, and 
sub-consultants with the appropriate skills and qualifications to ensure contract compliance.  
The firm will be directly responsible for oversight of the project for the Town.   

 
• The selected firm will be notified by the Town and will enter contract negotiations for receiving 

this work.  A professional services agreement will be negotiated with the selected contractor 
based on the proposed scope of work outlined in their proposal.     

 
II. Conflict of Interest Statement: 

 
It is the policy of the Town of Wake Forest that the conduct of officers, directors, project managers, 
or and all other persons acting as its representatives should be at all times in the best interests of the 
Town, its members and the general public. In performing their duties, Town representatives should 
not be influenced by desire for personal gain.  Conflict of interest is defined as a situation in which 
professional judgment or behavior concerning a primary interest (in this case the integrity of the 
Town) has been improperly influenced by a different interest (such as for financial gain).  The 
prompt disclosure of possible conflicts of interest or of those situations where such a perception 
could reasonably be anticipated to arise helps to avoid injury to an agreed upon primary interest. 

 
Firm(s) selected for these advertised services shall become aware of and comply with state laws 
related to gifts and favors, conflicts of interest and the like, including N.C.G.S. 14-234, N.C.G.S 133-
1, and N.C.G.S. 133-2. 
 
Firm(s) selected for Planning Services by the Town will be required to disclose any conflicts of 
interest for 18 months prior to the submission of the Proposal package to the Town.   

 
If a conflict of interest is not disclosed by the contractor and a conflict of interest is determined by 
the Town of Wake Forest to exist at a later time, the contractor will not be compensated for their 
prior work and will be required to reimburse the Town of Wake Forest for any payments received.  
The Contractor would be immediately dismissed from the contract. 

 
III. Changes in Personnel: 

  
Changes to personnel on project team(s), particularly a project manager, are to be avoided wherever 
possible.  The selected firm must request in writing to the Town for all changes to project team 
members.  The Town will consider requests and may accept the new personnel changes, or may 
deny the request and consequently, the selected firm may no longer be considered for Planning and 
Design Services with the Town. 

 
IV. Americans with Disabilities Act (ADA) Compliance:  

 
The Town of Wake Forest will comply with the Americans with Disabilities Act (ADA) which 
prohibits discrimination on the basis of a disability.  The Town of Wake Forest will make reasonable 
accommodations in all programs to enable participation by an individual with a disability who 
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meets essential eligibility requirements.  Town of Wake Forest programs will be available in the 
most integrated setting for each individual.  If any accommodations are necessary for participation 
in any program or services, participants are encouraged to notify Town staff.   
 

V. Minority/Women/Small Business Enterprise: 
 
It shall be the practice of the Town of Wake Forest Government to provide minority-owned, women-
owned, and small business enterprises (collectively “M/W/SBE) as well as other responsible 
vendors with fair and reasonable opportunity to participate in Town of Wake Forest’s business 
opportunities including but not limited to employment, construction development projects, and 
material/services, consistent with the laws of the State of North Carolina.   
 

VI. Nondiscrimination Policy: 
 
The policy of the Town of Wake Forest prohibits discrimination against any person or business in 
pursuit of these opportunities on the basis of race, color, national origin, religion, sex, age, 
disability, or veteran’s status.  It is further the policy of the Town of Wake Forest to conduct its 
contracting and procurement programs so as to prevent such discrimination and to resolve any and 
all claims of such discrimination.   
 

VII. Insurance and Indemnity Requirements:  
 
To the extent permitted by law, the Consultant agrees to defend, pay on behalf of, indemnify, and 
hold-harmless the Town of Wake Forest, its elected and appointed officials, employees, agents, and 
volunteers against any and all claims, demands, fault, actual liabilities, assertions of liability, 
expenses, suits, or losses, including all costs connected therewith, which may be asserted, claimed, 
or recovered against or from the Town of Wake Forest, its elected or appointed officials, employees, 
agents, and volunteers by reason of personal injury, including bodily injury or death and/or 
property damage, including loss of use thereof resulting from the negligence of the Consultant. 
 
The Consultant further agrees to purchase and maintain during the life of any contracts entered into 
with the Town the following insurance with an insurance company acceptable to the Town of Wake 
Forest and authorized to do business in the State of North Carolina: 
 
• Automobile:  Bodily injury and property damage liability covering all owned, non-owned, and 

hired automobiles for limits of not less than $1,000,000 each person/$1,000,000 each 
occurrence.  
 

• Comprehensive General Liability: Bodily injury and property damage liability insurance shall 
protect the Consultant from claim of bodily injury or property damage which arises from 
operations of this contract.  The amounts of such insurance shall not be less than $1,000,000 
bodily injury and property damage liability each occurrence/aggregate.  This insurance shall 
include coverage for product/completed operations and contractual liability assumed under the 
indemnity provision of this contract.  The Town of Wake Forest shall be listed as an “Additional 
Insured”.  
 

• Consultant’s Professional Liability:  In a limit of not less than $1,000,000. 
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• Workers’ Compensation and Occupational Disease Insurance: 

• Coverage A – Worker’s Compensation: Meeting the statutory requirements of the State of 
North Carolina. 

• Coverage B – Employer’s Liability:  $1,000,000 each accident / $1,000,000 disease – each 
employee / $1,000,000 disease – policy limits.   

 
Certificates of such insurance will be furnished to the Town of Wake Forest Purchasing Manager 
and shall contain the provision that the Town of Wake Forest be given thirty (30) days written 
notice of any intent to amend or terminate by either the Consultant or the insuring company. 
Additionally, the Town of Wake Forest shall be listed as Certificate Holder on COI. 
 

VIII. Notifications 
 

Public Records Notice: 
Records received by the Town of Wake Forest in response to a bid solicitation or a request for 
proposal/qualifications are public records and subject to public inspection and copying.  Some bid 
records are public as soon as received by the Town, others become public at bid opening and others 
at bid award.  

 
The Public Records law (N.C.G.S. 132-1 et seq.) authorizes the Town to withhold from public 
inspection and copying legitimate and properly marked ‘trade secrets’.  If a record meets all the 
following conditions, then the Town may withhold that particular trade secret from a public record 
inspection request: 

 
• It is a "trade secret" as defined in G.S. 66-152(3); and 
• It is the property of a private "person" as defined in G.S. 66-152(2); and 
• It is disclosed or furnished to the Town in connection with a bid or proposal; and 
• It is marked as "confidential" or as a "trade secret" at the time of its initial disclosure to the 

Town. 
  

If as part of your bid or proposal, you submit to the Town any record, or portion of a record, that 
you consider to be a trade secret meeting the definition contained in G.S. 66-152 (2), you may 
clearly mark the particular record, or portion of the record, that meets the definition of trade secret 
as TRADE SECRET or CONFIDENTIAL TRADE SECRET, and the Town will be authorized to 
withhold that particular record or portion thereof, from public inspection.  In the event the Town 
receives a public records request for records you designate as ‘trade secret’ the Town will notify you 
and give you the opportunity to, within one week of such notification, confirm in writing that the 
specific record, or portion of record, that you designated as TRADE SECRET meets the 
requirements of G.S 132-1.2 and G.S. 66-152, and the reasons therefore.  The Town will require that 
you indemnify the Town in the event a challenge is brought for the withholding of a record based on 
your having designated it a trade secret.  

 
Addenda Notice: 
It is the respondent’s responsibility to ensure that all addenda have been received.  Please visit 
https://www.wakeforestnc.gov/finance/purchasing-warehouse/bids-announcements for the most 
current information. 

https://www.wakeforestnc.gov/finance/purchasing-warehouse/bids-announcements
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