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CITY OF WEST HOLLYWOOD 

INVITATION TO BID 

ADDENDUM #1 

FOR 
PLAN REVIEW AND SUPPLEMENTAL SERVICES 

 
All changes, additions and/or clarifications detailed in this Addendum, and previously issued 
Addenda, are hereby incorporated into the Bidding Documents for the above-stated project, and 
modify the original document. Bidder shall acknowledge receipt of Addendum prior to bid 
submission.  
 
This Addendum is issued prior to the bid closing date to inform bidders of revisions to the Bidding 
Documents, which may or may not contain changes that are materially substantial to the Bid, and 
all is hereby made a part of the Contract Documents. In case of a conflict between Bidding 
Documents and this Addendum, this Addendum shall govern. All requirements contained in the 
Contract Documents shall apply to this Addendum, and the general character of the work called 
for in this Addendum shall be the same as originally set forth in the applicable portions of the 
Contract Documents for similar work, unless otherwise specified under this Addendum, and all 
incidental work necessitated by this Addendum as required to complete the work shall be included 
in the bid, even though not specifically mentioned in this Addendum. The balance of the contract 
documents shall remain unchanged. 
 
This Addendum shall take precedence over all other conditions, specifications and requirements 
as stated in the Notice Inviting Bids and Bidding Documents. Except as noted in this Addendum, 
and previously issued Addenda, all other provisions of the Notice Inviting Bids and Bidding 
Documents shall remain.  
  

AGENCY INFORMATION 

Item 1. Updated Deadline for Questions and Updated Deadline for Proposal Submissions 
The City has updated the deadlines for this Request for Qualifications.  All changes and 
additions are highlighted in yellow. This information will be posted at all required bid 
notice locations and on the City’s bidding portal. See Attachment A to this Addendum.  

 
Item 2. Updated Section 3, Elements of the Proposal 

The City has added additional information to Section 3, Elements of the Proposal. These 
additions include Subsection G- Firm's Capabilities and Abilities: Review Times and 
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Requirements, and Subsection H- Professional Services Fees. The new information is 
highlighted in yellow. See Attachment B to this Addendum.  

 

BIDDER QUESTIONS 

Item 3. Are proposers to submit fees in our proposal? If so, does the City prefer hourly rates 
or percent of fee for plan review services?.  
Yes, please see Addendum No 1, Attachment B. 
 

Item 4. In reviewing the RFQ, we did not see a designated section for Cost; however, the 
evaluation criteria references cost as a component. Could you please clarify whether 
the City would like proposers to include cost information, such as hourly rates, in the 
submittal? 
Yes, please see Addendum No 1, Attachment B. 

 
Item 5. Is there an individual to whom our submittal should be addressed, and if so, can you 

please identify the person by name? 
Proposals should be addressed to Mr. Ben Galan. 

 

NOTICE TO BIDDERS 

Each Bidder is required to acknowledge the incorporation of this Addendum, which shall be done 
online and prior to bid submission. This Addendum may or may not contain changes that are 
materially substantial to the Bid. Each prime bidder is responsible for distribution of information 
conveyed herein to its sub-bidders and suppliers. 

 

AFFIDAVIT OF POSTING 
  
State of California )  
County of Los Angeles )  
City of West Hollywood )  
I declare under penalty of perjury that I am employed  
by the City of West Hollywood in the Office of the  
City Clerk, and that this document was posted on: 
ADate:  Sept 19, 2025 
Signature:\\Catherine Ross\\   
Office of the City Clerk 

 



CITY OF WEST HOLLYWOOD

Community Development Department

INVITATION TO BID

FOR

Plan Review and Supplemental Services

IMPORTANT DATES
ELECTRONIC SUBMISSIONS ONLY; HARD COPIES ARE NOT ACCEPTED

BID ISSUED: 
QUESTIONS DUE:
QUESTIONS DUE:
BIDS DUE:
BIDS DUE:

September 8, 2025
Tuesday, September 16, 2025 no later than 12:00 p.m.
Wednesday, September 24, 2025 no later than 12:00 p.m.
Friday, October 3, 2025 no later than 5:00 p.m.
Friday, October 10, 2025 no later than 5:00 p.m.

PREPARED BY:
BEN GALAN

CITY OF WEST HOLLYWOOD

BUILDING AND SAFETY DIVISION

8300 SANTA MONICA BLVD.
WEST HOLLYWOOD, CALIFORNIA 90069
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M. Customer Service – Provide ongoing high quality customer service. The consultant
shall assist City Staff in managing the plan review services for all projects and
provide recommendations intended to improve efficiency and cost effectiveness.
Consultant shall regularly and effectively communicate with City staff, LA County
agencies and other consultants, and attend meetings as necessary to improve the
progress of work. The consultant shall provide emphasis, understanding and special
attention to the management of all projects while maintaining work quality, meeting
schedules, and staying within budget.

N. Senate/Assembly Bills – Provide assistance on an as-needed basis with
the implementation of legislative bills as they relate to the building code and building
and safety processes.

3.0 Elements of Proposal 
In order to be considered for selection, respondent individuals or firms shall submit a 
proposal that addresses each of following criteria and shall also provide resumes and 
evidence of qualifications to provide the services listed in this RFQ. 

A. Letter of Introduction

a. Provide a letter of introduction signed by a Principal or Senior Officer of the
firm.

b. If submitting as a team, note which team is the prime consultant or lead joint
venture partner, if applicable.

c. Include the name, title and resume of the person who will be the lead
manager.

B. Firm Information and Qualifications

a. Number of years the firm has been in business
b. List the company and individual team members' experience in providing

similar services, including a chart that indicates name, personnel
qualifications, state registrations and/or certifications relevant to the type of
services proposed to be provided by that individual.

c. Identify any consultants/sub-consultants that you would expect to use,
noting relevant disciplines. Include resumes and information regarding those
firm(s) qualifications.

d. Provide a statement demonstrating your firm’s ability to accomplish the
scope of services in a comprehensive and thorough manner to meet the
needs of the City of West Hollywood addressing the scope of work identified
above.

e. Explain the firm’s experience providing similar services to other jurisdictions
or organizations as outlined in the scope of work above.

C. References

a. Provide a list of at least 3 current municipal references. Include name of
jurisdiction or organization, job title, email address, mailing address,
telephone number(s). Identify the type of services provided to each
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D. Include a statement regarding whether the City’s standard consultant agreement
 (ATTACHMENT B) is acceptable as is, or whether any modifications would be
 proposed. 

 
E List any lawsuits or arbitration proceedings that have been initiated by 

or against your firm in the past five years. Briefly state the nature of 
the action and the outcome. 

F. Describe your firm’s customer service philosophy and provide examples where this 
philosophy is demonstrated. 

 
G. Firm's Capabilities and Abilities: Review Times and Requirements. 

 
a. Provide a schedule of turnaround time for various project types and sizes.  Note: The 

City of West Hollywood recognizes that large more complex projects require 
additional time and will be discussed with the Building Official on an individual basis. 

b. Provide a statement demonstrating your firm’s or team’s ability to meet agreed upon 
turnaround project review times. 

c. Provide a statement of the firm’s or team’s ability to provide an Inspector on site for a 
minimum of (20) twenty hours and a minimum of (3) three days per working week. 

d. Provide a statement of the firm or team’s ability to provide the City with qualified 
contract staffing services for the tasks described above. Indicate how the firm or 
team will carefully pre-screen all contract personnel prior to referral to the City to 
assure that they possess all of the required professional skills and experiences to 
perform the assigned tasks. The contract personnel provided shall meet the 
minimum qualifications, minimum education and experience required by the 
classification specification for the job to be performed (ATTACHMENTS C, D, and 
E). 

e. Provide a statement indicating how contract staff will be screened. Indicate how the 
firm or team conducts fingerprint-based background checks and employment 
reference checks for selected contract personnel within a reasonable time frame 
prior to start date of assignment. The agency shall adhere to federal, state and 
privacy protection laws when conducting background checks and provide the 
required waivers, authorizations, notices, disclosures, and releases. If team or firm 
uses an outside company to conduct background checks, the team or firm shall only 
use registered, licensed investigators. 

 
H. Professional Services Fees 

 
a. Provide a proposed schedule of total fees proposed for the components of the scope 

that you are submitting a proposal for and a listing of estimated other direct costs. 
b. Provide a listing of hourly rates for services, by type of personnel and/or service. 
 

I. Explain the firm's or team's use of technology, such as whether you employ an internet 
tracking system that can be accessed by city staff to check on status of the plan reviews. 
 

J. Describe how your firm provides for responsiveness to phone calls or email from city 
staff; discuss your anticipated relationship with the City of West Hollywood and your 
organization. 

 
K. Describe your firm’s ability to provide services virtually or remotely 

 
 
 

 




