
 
    

TOWN OF ZEBULON 
ZEBULON PARKS & RECREATION: 
COMPREHENSIVE MASTER PLAN 

 
REQUEST FOR QUALIFICATIONS  

 

Issued:   August 29th, 2019 
Proposal Due:   September 20th, 2019 at 4 PM 
Project Manager:   Sheila Long 
Phone Number:   919-823-1814 
Email:    slong@townofzebulon.org 

 
I. Town of Zebulon 

The Town Zebulon identifies itself with its friendly small-town character, rich heritage, traditional 
downtown, events at 5 County Stadium, and beautiful parks and natural resources. The Town of Zebulon, 
with a population of approximately 5300, was established in 1907 with the construction of the Raleigh 
and Pamlico Sound Railroad. Zebulon is conveniently located in the rapidly growing Triangle region of 
North Carolina, with access and proximity to major corridors such as, US -264, US-64, I-87, and future I-
587. Zebulon is experiencing substantial growth pressure encroaching from the west and is located in the 
second fastest growing County in the United States. Zebulon has a diverse range of attractions including 
major employers comprised of GSK Pharmaceuticals, US Foods, and Nomaco, local business 
establishments, Historic Wakelon School (now serves as Town Hall), and Five County Stadium.  
 

II. Parks and Recreation Department 
The Zebulon Parks and Recreation Department works to enhance the lives of our citizens and visitors by 
providing beautiful parks, play opportunities, wellness programs, and educational opportunities. The 
department currently offers sports leagues, fitness classes, art programs, travel experiences, educational 
presentations, summer camps, a farmers market, and events. The department also maintains and 
operates six public parks within the Town of Zebulon. These parks contain walking trails, walking loops, 
athletic facilities, playgrounds, picnic shelters, a disc golf course, tennis courts, outdoor basketball courts, 
and natural areas.  Zebulon Parks and Recreation also manages the Zebulon Community Center which has 
a gymnasium, classrooms, exercise/ weight rooms, and an art room, all of which can be rented for family 
or business gatherings. 
 

III. Town of Zebulon Planning Efforts  
The Parks and Recreation Comprehensive Master Plan will run parallel to the proposed Comprehensive 
Land Use and Transportation Plan being overseen by the Zebulon Planning Department. The Town is 
currently in the process of completing a Unified Development Ordinance to replace the existing 
development code of ordinances which is expected to be adopted in Fall 2019. A small area plan for the 
future expansion of downtown, south of Barbee Street, surrounding community park is currently in its 
early stages and being prepared by the NC Main Street and Rural Planning Center. The Town is a finalist to 
enter into the Downtown Associate Community program for receiving assistance with revitalization of the 
Traditional Downtown Business Core. The Town of Zebulon Vision 2030 Strategic plan was adopted in 
2018 with the outlined focus areas and goals of:  
• Vibrant Downtown 
• Small Town Life 
• Growing Smart. 
 
 



 
    

IV. Invitation for Qualifications  
The Town of Zebulon has issued this Request for Qualifications (RFQ) for the development of a Parks and 
Recreation Comprehensive Master Plan to be received until 4 PM on September 20th, 2019, at the Town 
of Zebulon Parks and Recreation Department at 1003 N. Arendell Ave, Zebulon, NC .  Qualifications may 
also be submitted digitally via thumb drive or email to slong@townofzebulon.org. Mailed submissions 
must be received prior to the deadline for consideration.  
 

V. Project and Background 
The Town desires to contract with qualified consultants with proven experience developing Parks and 
Recreation Comprehensive Master Plans to work with Town staff in the development of a comprehensive 
Parks and Recreation Master Plan.  The Town does not currently have a Parks and Recreation Master 
Plan. The Town seeks a plan to guide the future growth, development and redevelopment of the Zebulon 
Parks and Recreation Department system. 
 
The Town seeks a consultant that will provide expertise and a strong leadership role in advising both staff 
and the Town Board on how to best plan for recreation in our community. The proposed plan will be 
comprehensive in nature, with data and analysis backing up any policy recommendations.  The master 
plan is intended to be a tool used in guiding town decision-making related to parks and recreation 
planning, programming, and funding on a long-term basis. 
 

VI. Scope of Work 
The scope of services anticipated for the Parks and Recreation Comprehensive Master Plan will include, 
but is not limited to the items listed below.  The Town of Zebulon will use the Comprehensive Recreation 
Master Plan to not only guide renovation and development, but also to solicit funds from various 
agencies.  For this reason, our expectations for the final document is provided.  Deliverables and 
additional details concerning the requirements of the scope of work will be provided with the release of 
the RFP to selected firms. 
 

Community Assessment, Engagement and Recreation Needs Analysis to provide a description of 
the jurisdiction’s residents and their preferences for recreational activities and facilities. 
 
Inventory and Evaluate Existing Park System to determine if the community’s current and future 
recreational needs are being met, to consider benchmarking and level of service standards, and to 
develop a Recreation and Facility Plan.   
 

Operational Staff Assessment & Recommendation to review and recommend appropriate staffing 
for current and future growth based on the recommendations of this process.  
 
Recommendations, Financial Implementation Plan to identify recommendations and provide a 
basis for identifying revenue opportunities and funding. Revenue opportunities must include an 
Impact Fee Calculation and Nexus. 
 
ALTERNATES 

1. Recreation Program Plan  
2. Park Plan  
 

VII. Submittal Contents for State of Qualifications (Phase 1) 
Interested firms must submit a qualifications package with the following information.  
 

1. Cover Letter & Contact Information 
A signed cover letter from a principal in the lead firm expressing interest in the project, summary 
of firm’s understanding of the project, and why you should be selected. The letter should include 
the following: firm name, address, contact person, phone number and email address. 

mailto:slong@townofzebulon.org


 
    
 

2. Statement of Qualifications of Firm and Project Manager  
A. Name the project manager for this proposal and cite four (4) parks and recreation 

comprehensive master plans similar in nature to the project described herein that this 
project manager has developed.  Include the contact information for each client who 
can verify the information provided; 

B. Cite a minimum of five (5), maximum of ten (10) other specific master plans similar in 
nature to the project described herein that have been completed by the firm including 
contact information for each client. Provide digital access to the cited plans for review; 

C. A listing of other team personnel or sub-consultants who will be assigned to perform 
substantial amounts of the work on this project. Provide a resume and experience 
record for each person (maximum one page each), including years of experience, 
education, professional certifications, office location, position title, length of service in 
current position, role in past projects of similar nature, and role/commitment to this 
project. 

D. References from three recent clients on similar projects. 
 

3. Firm Capacity and Project Schedule  
A. Proposed outline showing timetable from notice to proceed to final adoption and 

completion with specific milestones for the project.  Include a proposed schedule for 
completion of the key tasks in each phase and the overall project.   

*Contracts are expected to be complete in Fall 2019 and the contractor is  
expected to start as soon as possible after contracts are approved.  

B. Provide a short description of the availability of key personnel to be dedicated to the 
project through completion of the planning and on a consultative basis for three months 
after final concept plan approval.  

 
VIII. Selection Process 

The consultant will be selected in a fair and uniform manner based on a team assessment of qualifications 
and experience for this type of project in addition to demonstrating the ability to complete the project in 
a timely manner. A Selection Committee will be comprised of Town staff that may or may not be 
associated directly with the Project.  The selection process consists of three phases: 
 

• Phase One: Qualifications 
The Selection Committee will review, score and prioritize qualification submissions based upon the 
selection criteria. Prioritized firms will be sent a request for proposals with specified deliverables 
based upon the expectations of the Town. 
 
If necessary, the Town may require interviews for participation in phase two. Should this be the case, 
the RFQ notification and subsequent dates will be postponed and a new schedule will be released to 
participating firms. 
 

• Phase Two: Proposals 
A list of prioritized qualified firms identified in phase one will be sent a request for proposals. Firms 
will be allowed some flexibility to adjust team composition if necessary. A request for proposals will 
be sent to the identified firms. Once proposals submissions are received, the Selection Committee 
will score responses based on criteria outlined in the issued request for proposals. Individual 
interviews will be conducted based on a prioritized short list of firms.  
 

• Phase Three: Contract Negotiations 
After interviews, the Selection Committee will make their selection and contract negotiations will 
start with that firm.  In the event contract negotiations prove unsuccessful with the selected firm, the 
Selection Committee will select the next most qualified firm to begin negotiations with. 



 
    

 
*The town reserves the right not to select the lowest bidder based on qualifications and evaluation 
criteria. 

 
IX. Timeline 

 
The key activities and milestone dates for the selection process are listed below: 
 

Phase 1  

Release RFQ Thursday, August 29th, 2019 

Deadline for Respondent Questions Monday, September 9th, 2019 

Provide Response to Respondent Questions Wednesday, September 11th, 2019 

RFQ Due Friday, September 20th, 2019 

RFQ Result Notification Wednesday, September 25th, 2019  

  

Phase 2 Phase 2 dates are tentative. 

Release RFP to Selected Firms Wednesday, September 25th, 2019 

RFP Due Monday, October 21st, 2019 

RFP Interviews Week of November 4th, 2019 

RFP Selection Week of November 11th, 2019 

  

Phase 3  

Contract Negotiation TBD 

Board of Commissioners Aware Contract TBD 

Project Start Date TBD 

 
X. Evaluation Criteria 

 
The following criteria will be the basis on which firms will be selected: 

1. Firm’s expertise and experience in this type of master planning project. (15%) 
2. Project team members’ expertise, experience, and accessibility in this type of master planning 

process. (25%) 
3. Record of successfully completed similar projects as evidenced by provided references and works 

samples. (25%) 
4. Ability to work with other community wide planning initiatives and consulting firms. (5%) 
5. Ability to begin and complete project in a timely manner. (5%) 
6. Compliance with proposal format requirements and quality of package appearance and 

presentation. (5%) 
7. Familiarity with the Town of Zebulon and North Carolina region east of Raleigh. (10%) 
8. Understanding of the scope of work and project requirements. (10%)  

 
Score Points: 

0- Missing or does not meet expectations 
1- Partially meets expectations 
2-Meets expectations 
3-Exceeds expectations 

 
XI. Submission of Proposal Packages 

 
Interested firms may submit their Qualifications & Proposal package electronically as a PDF emailed to 
Sheila Long at Slong@townofzebulon.org or by USB thumb drive. Attachments must be less than 10 MB. 
 



 
    
Submissions must be received by 4  PM Eastern Standard Time on Friday, September 20th, 2019.  No 
submittals will be accepted after the deadline.  If submissions are done via USB thumb drive, they must 
be sealed in an envelope and clearly marked as “PRCR Master Plan Update” on the outside.   
 
Envelopes may be submitted by mail or delivered to the following addresses: 
 

Town of Zebulon, Parks and Recreation Department  
Attention: Sheila Long, Director 
 
Delivery & Mailing Address 
1003 N Arendell Ave 
Zebulon, NC 27597 

 
Email Address for questions and digital copies: slong@townofzebulon.org 
 
Questions regarding the RFQ must be submitted in writing to Sheila Long by e-mail at 
slong@townofzebulon.org no later than 4 PM on Monday, September 9th  2019. Questions will be 
compiled along with the Town’s response no later than 5 PM on Wednesday, September 11th, 2019. 
Responses will be made available on the town’s website: www.townofzebulon.org/services/parks-and-
recreation/documents-and-forms. 
 

XII. Responsibility for Costs  
 
The Respondent shall be fully responsible for all costs incurred in the development and submission of this 
submittal.  Submittal documents should be prepared simply and economically, providing a 
straightforward and concise description of the Respondent’s capabilities to satisfy the requirements of 
the request.    
 

XIII. General Comments 
 

1. All responses, inquiries or correspondence relating to this RFQ will become the property of Town 
of Zebulon when received. 
 

2. All master plan processes and final products must meet requirements for funding and grant 
opportunities relating to but not limited to the Parks and Recreation Trust Fund grant. 
 

3. The Town expects to select one firm or team, but reserves the right to request substitutions of 
sub-consultants. 

 
4. Respondents are requested to refrain from contact with the Selection Committee members.  Any 

questions regarding the RFQ or requests to be added to the mailing list should be submitted by 
email to Sheila Long at slong@townofzebulon.org.  If a question of general concern is asked by 
any firm with regards to this RFQ a copy of the written response will be sent to all firms 
requesting to be on the mailing list.  The deadline for all inquiries is 4 PM on September 9th, 2019. 

 
5. The Town of Zebulon has sole discretion and reserves the right to reject any and all responses 

received with respect to this RFQ and to cancel the process at any time prior to entering into a 
formal agreement. The Town reserves the right to request additional information or clarification 
of information provided in the responses without changing the terms of the RFQ. The Town also 
reserves the right, but is under no obligation, to waive technicalities and informalities. The Town 
shall make the award as deemed in its best interest.  
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6. In the event contract negotiations prove unsuccessful with the selected firm, negotiations with 
that firm shall be terminated and the Selection Committee will choose another firm with which to 
negotiate. 

 
7. E-Verify Compliance to ensure compliance with the E-Verify requirements of the General Statues 

of North Carolina, all consultants, contractors, including any-subcontractors employed by the 
contractor(s), by submitting a bid, proposal or any other response, or by providing any material, 
equipment, supplies and/or services attest and affirm that they are aware and in full compliance 
with Article 2 of Chapter 64, (NCGS64-26(a)) relating to E-Verify requirements.  

 
8. Iran Divestment Act- to ensure compliance with the Iran Divestment Act requirements of North 

Carolina Statutes, all consultants, contractors, and any subcontractors employed by the 
consultant, by submitting a proposal or other response and/or services, attest and confirm they 
are not listed on the Final Divestment list created by the State Treasurer pursuant to NCGS 143-
6A-4, Iran Divestment Act Certification.  
 

9. A response to this RFQ should not be construed as a contract, nor indicate a commitment of any 
kind. The RFQ does not commit the Town to pay for costs incurred in the submission of a 
response to this RFQ or for any cost incurred prior to the execution of a final contract. No 
recommendations or conclusions from this RFQ process concerning an individual firm shall 
constitute a right (property or otherwise) under the Constitution of the United States or under 
the Constitution, case law or statutory law of North Carolina. Neither binding contract, obligation 
to negotiate, nor any other obligation shall be created on the part of the Town unless the Town 
and your firm execute a contract. 

 
10. The Town’s standard form of contract for professional services will be used.  

 
XIV. Confidentiality of Documents 

 
In general, documents that are submitted as part of the response to this RFQ will become public records, 
and will be subject to public disclosure. North Carolina General Statutes Section 132-1.2 and 66-152 
provide a method for protecting some documents from public disclosure. If a consultant firm follows the 
procedures prescribed by those statues and designates the document “confidential” or “trade secret,” 
the Town of Zebulon will withhold the documents from public disclosure to the extent that it is entitled or 
required to do so by applicable law.  
 
 


