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REQUEST FOR QUALIFICATIONS (RFQ)   
PLANNING CONSULTING SERVICES FOR THE TOWN OF CONWAY’S 

MASTER PLAN UPDATE 
 
 
I. INTRODUCTION 

The Town of Conway, New Hampshire is soliciting Statements of Qualifications (Statements) 
from qualified firms interested in providing planning consulting services to support the Town’s 
initiative to update our Master Plan.  The Town has an existing Master Plan adopted in 2003 
that has served Conway well as a framework for our approach to growth, development and 
long-range planning.  Now in 2022 we are initiating the process to conduct an update to this 
Plan with the goal of creating a more contemporary, creative, and systems-based Master Plan to 
guide our community for the next 10 to 20 years. This effort will be managed by the Planning 
Department with policy direction from the Town’s Planning Board and Board of Selectmen.  In 
addition, there will be significant guidance and input from Town administration and 
departments, Town boards and committees, and the public through public meetings, charettes 
and workshops.  The preparation for and compilation of the Plan will be performed through a 
team approach with assistance and contributions from Town departments and committees and 
the selected consulting firm.   

The consultant is expected to have significant master planning experience and expertise, 
particularly with contemporary, systems-based master plans that are creative and engaging in 
their format and presentation and are inspiring in their content.  Therefore, experience crafting 
contemporary master plans; facilitating meetings, workshops and charettes with town 
committees, departments, interest groups, and the general public; and having a strong 
understanding of all of the elements of such a Plan, including but not limited to, land use, 
transportation, housing, population, economic development, recreation and trails, and 
sustainability focused topic areas is essential.  Additionally, this master planning effort is 
envisioned to include mini-master plans and visioning processes for key areas and centers 
within the community, so proficiency and past success with similar efforts is very desirable.  
Further, the Plan will use the national STAR Communities Program for benchmarking and 
policy guidance, so experience and understanding of this program is beneficial.  Lastly, 
knowledge and experience with Master Planning in the State of New Hampshire and consistent 
with the State requirements is preferred but not required.         

Firms with relevant experience and qualifications to perform this consulting service and 
initiative are encouraged to submit Statements. The purpose of the Request for Qualifications 
(RFQ) process is to identify the most qualified respondents to support the Town in this 
important project. Following analysis of the responses to this RFQ, a firm or firms will be 
invited for interviews conducted by an evaluation committee with a firm being selected for 
further negotiation. If a contract is awarded by the Town, the contract will be for the firm to 
provide aforementioned services as directed by the Town of Conway.   

This RFQ is available on our website (https://conwaynh.org/public-notices-and-information/) 
or by contacting the Planning Department at 23 Main Street, Conway, NH 03818 (603) 447-3811, 
or jtorres@conwaynh.org.  
 
 
 

mailto:jtorres@conwaynh.org
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II. RESPONSES 

The response to this RFQ shall be submitted in such form and quantity and at the location as 
provided in this request. The response shall be submitted no later than Friday, September 9, 2022 
at 2:00 p.m. 

 
III.  PROJECT / CONTRACT DEFINITION 

A. Project / Contract Description 

This is the initial step in a process which will result in a two (2) year (with extension 
option) contract with one firm to provide master planning consulting services for the 
Town of Conway.  The services will require the firm to work with the Planning 
Department and Planning Board, as well as other town departments, committees, and 
the Board of Selectmen as outlined in Section 1, Introduction, on the process, 
compilation and crafting of a new Town Master Plan.  This project and contract will not 
be an exclusive or sole sourced effort but will be a team approach with assistance and 
contributions from Town departments and committees and the selected consulting firm.  
This planning initiative is scheduled to occur over the next eighteen (18) months, but the 
contract will be for a full two (2) year period with the option for an extension to ensure 
adequate time for the completion and local and State adoption of the Plan. 

B. Project Projected Schedule 

The anticipated schedule is as follows: 
Issuance of RFQ – On or before July 15, 2022  
Receipt of Planning Firm Responses – September 9, 2022  
Short List to be Interviewed – Week of September 26, 2022 
Contract Award – On or before October 28, 2022 

 
IV.   OBJECTIVES 

Responders must prepare a proposed scope of work and project schedule to achieve the 
following requirements. A preliminary scope of work must be included in the response. The 
Town and the selected consultant will determine the final scope of work following selection. 
This is a high-priority project, and as such, an aggressive schedule towards completion is 
anticipated. The selected consultant will, at a minimum:  

A. Develop a timeline for the completion of the Master Plan, with clear deadlines and 
specific action items identified for each task or phase identified in the scope.   

B. Establish and implement a community outreach and information strategy to ensure 
appropriate resident, business and Town staff involvement is present throughout the 
planning process. The public outreach efforts will help to establish and prioritize 
goals and strategies to meet the community’s vision.  

C. Evaluate the existing Master Plan approved in 2003 and subsequent amendments for 
inclusion in the updated plan. Examples of recent plans and policies shall be 
requested by the applicant. 

D. Prepare for and present at meetings, workshops and charrettes for citizens, property 
owners, and stakeholders; conduct meetings, workshops, charrettes and visioning 
sessions with residents, business owners and Town officials; and present formally to 
the Town’s Planning Board and Board of Selectmen for public input, plan 
consideration and final adoption. Specific focus groups may be established to 
identify visions and priorities for specific issues.  
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E. Hold meetings (in-person and remotely) with Town staff and the Planning Board to 
provide updates on progress and solicit input. Two meetings per month for the 
length of the contract are expected as a minimum. 

F. Research and analyze existing land use patterns, development patterns and projects, 
environmental constraints and regulatory codes to establish existing conditions as 
well as identify issues and opportunities. Data should be used to prepare estimates, 
projections, and forecasts. Analysis should include identification of future growth 
areas.  

G. Prepare an analysis of existing public facilities (public facilities may include but are 
not limited to water, sewer, wastewater, buildings, recreation facilities, trail systems. 
and Town streets) and land availability to determine deficiencies and make 
recommendations for public improvements or policy changes that will accommodate 
projected growth and development.  

H. Prepare an analysis of the existing housing stock in Town, including long-term 
rentals, short-term rentals and owner-occupied dwelling units. Data should be used 
to prepare estimates, projections and forecasts. Analysis should include 
identification of future provisions to help increase and diversify the housing stock in 
Town. 

I. Provide necessary data, inventory and analysis to support the goals, objectives and 
policies for each element of the Master Plan.  

J. Formulate and recommend objectives and policies using goals set in other Town 
adopted plans, the results of the participatory process, and data inventory and 
analysis.  

K. Recommend policies and strategies for plan implementation. Each recommendation 
should include action steps, timelines, responsible parties, estimated costs, and 
means of funding. The intent is to develop an action-oriented plan.  

L. Prepare an updated Future Land Use Map.  
M. Prepare a Master Plan that incorporates all existing and new plans. The Plan will 

include an executive summary that will be highly graphic, illustrative, creative, 
engaging and implementable. The final Master Plan shall be presented to the Town 
for adoption.  

N. Other information as deemed necessary by Town staff, the Planning Board, and 
other participants in the process. 

 
V.               DELIVERABLES 

A. Summary report of key issues and priorities.  
i. Analysis of previous master plan goals and strategy implementation. 

B. Summary of results from methods utilized to gather public input.  
C. Executive Summary of the Master Plan.  
D. Data utilized to support demographic and land use analysis: 

i. All GIS data and maps utilized in the process in digital format.  
ii. All demographic data in digital format. 

E. 20 copies of the Final Master Plan and all appendices. 
F. Electronic version of the final Master Plan in both Word and PDF format.  
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VI.    PROJECT PARTICIPANTS 

Members of the Planning Department, Engineering Department, the Planning Board and Town 
Manager’s Office will be responsible for developing a short list of firms to be interviewed. 
Selected firms may be invited to make a presentation to selected staff and board members. A 
recommendation to the Town Manager will be made after the information has been reviewed and 
interviews of the short-listed firms have been completed. 

 
VII. CRITERIA FOR SELECTION 

The purpose of this RFQ process, as previously stated, is to identify a qualified firm that is the 
most capable of providing the described services. Once identified, this firm will then be invited 
to take part in a competitive negotiation process with the Town for a contract.  If an agreement 
can be reached with the selected firm, a contract will be awarded thereto.  If an agreement 
cannot be reached, the Town will proceed with negotiations with the next most qualified firm; 
however, the Town reserves the right to reject all firms. 

 
VIII.  STATEMENT REQUIREMENTS  

A. Statement Documents – Format  

Follow these instructions carefully: 

In total, five (5) hard copies of the Statement, including attachments, are required 
as well as an electronic copy. Four (4) of the copies shall be spirally bound (or 
other semi-permanent binding method) to ensure that pages are not lost. One (1) 
copy should be clipped together to facilitate document reproduction. 

In the four (4) bound copies, use a tabbed divider followed by a section cover 
page, to separate Sections I through IV of the Statement. The envelope in which 
the Statements are delivered must be clearly labeled on the outside with the 
Respondent's name and the project identification, “Statement of Qualifications for 
Planning Consulting Services for the Town of Conway’s Master Plan Update,” 

Statements shall be delivered to the following addressee on or before 
September 9, 2022, 2:00PM EST. 

Conway Planning Department 
c/o Jamel Torres 
Town of Conway 
PO Box 2680 
23 Main Street 
Conway, NH 03818 

Late statements will not be accepted. 

B. Statement Content: Each Statement shall be organized in the following order: 

Outside Cover and First Page: 

Shall contain (i) the title, “Statement of Qualifications for Planning Consulting 
Services for the Town of Conway’s Master Plan Update,” (ii) the name of the 
Respondent, and (iii) the Statement date. 

Table of Contents: Include a table of contents. 
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Transmittal Letter: Include a short Transmittal Letter. The Transmittal Letter 
shall: 

• Summarize why the Respondent believes itself to be the most qualified; 

• Contain the statement that to the best of the Respondent's abilities, all 
information contained in the RFQ Statement is complete and accurate; 

• Contain a statement granting the Town of Conway and its representatives 
authorization to contact any previous client of the Respondent (or a 
Respondent's Team Member) for purposes of ascertaining an 
independent evaluation of the Respondent's or a Respondent's Team 
member's performance; and 

• At least one copy of the transmittal letter must have the original signature 
of an officer of the principal responding firm. 

Section I - Description of the Respondent 

I-A Firm Description: Include a complete narrative description of the 
Respondent's firm (or firms if the Respondent is comprised of a team of firms). 

Information should include: 

a. The Respondent's areas of specialization related to the Town’s needs; 
b. Firm history; 
c. Honors and awards; 
d. Location of home and branch offices; 
e. Names of the principal officers of the firm; 
f. Billable rates for key professionals. 

I-B Key Professionals: Identify the key members of your team that would be 
involved with the contract and describe their area of expertise, what role(s) they 
will perform, and how their qualifications match the scope of work. Indicate their 
availability to meet the Town’s requirements. 

Section II – Narrative 

Set forth are the criteria on which the selection will be made. Your Statement 
should be organized to clearly address: 

a. General planning philosophy and approach. 
b. Prior experience with facilitating and completing master plans. 
c. Experience with contemporary theme and systems-based master 

plans that have been creative and engaging in their format and 
content. 

d. Use of creative and engaging public processes, charettes, and 
similar events that attract participants, create excitement and 
future visioning, and foster community and/or stakeholder buy in.   

e. Experience with all the topic areas and elements of contemporary 
master plans, including traditional elements (land use, housing, 
transportation, etc.) as well as newer elements (climate adaption, 
energy, and other sustainability areas). 

f. Experiences with master planning for neighborhoods, village or 
town centers, and similar development areas, including meeting 
facilitation, visioning, illustrating and the like. 
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g. Experience or use of digital content and/or web-based planning 
and public participation strategies. Professional qualifications of 
individuals to be assigned to the projects or services. 

h. History of effective schedule and budget management for master 
plan initiatives of similar scope of services. 

i. Other relevant core planning disciplines and experiences which 
are related to the scope of services sought that may prove 
beneficial. 

Section III - Relevant Experience of the Respondent 

III-A Summary of Relevant Projects Where the Respondent's Firm was the 
Consultant 

List no more than six relevant projects. A relevant project is one which best 
exemplifies your qualifications for this Contract and should involve planning 
clients and detail the services you provided: 

a. Name of Project 
b. Specific Master Plan or Planning Project 
c. Client 
d. Total Project Cost 
e. Project Description, including Public Process 
f. Project Deliverables 
g. Describe the Services Your Firm Provided and Any Project 

Partners 
h. Indicate the Projects Consistency with Budget and 

Timeline/Deadlines 
i. Provide a Reference List Related to these Projects 

Section IV – Consulting Service Rate Structure 

Provide a rate sheet for the consultant team members that would be involved in 
the planning process or a proposed cost structure for the project for 
consideration.  The final project scope of work and costs will be negotiated with 
the most qualified firm as per Section VII of this RFQ. 
 

IX.  RESERVATION OF RIGHTS 

A. The Town of Conway reserves the right to reject all firms, decline to proceed with 
selection of any candidates, to request additional qualifications, and to make 
inquires as may be necessary to verify qualifications.  

B. Nothing in this document shall require the Town of Conway to proceed with 
planning and/or any of the identified services. 
 

X. ADDITIONAL INSTRUCTIONS, NOTIFICATIONS and INFORMATION 

A. This RFQ, including any attachments, can also be obtained from the Town of 
Conway’s website at: https://conwaynh.org/public-notices-and-information/.   

B. All materials submitted in response to this RFQ will become the property of the 
Town. 

C. The Town reserves the right to conduct discussions with, and to request 
additional information from, one or more respondents. No respondent shall have 
any rights against the Town as a result of such discussions. 

https://conwaynh.org/public-notices-and-information/
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D. The Town reserves the right to negotiate separately with any source whatsoever. 
E. The Town reserves the right to waive any irregularity in any Statement received 

or any other aspect of this solicitation. 
F. Submission of a Statement in response to this RFQ shall constitute an offer on the 

part of the successful respondent to become the Awardee, and to enter into good 
faith contract negotiations with the Town to undertake the Project. 

G. The Town and its respective officials and employees make no representation or 
warranty and assume no responsibility for the accuracy of the information set 
forth in this RFQ provided by others. Further, the Town does not warrant nor 
make any representations as to the quality, content, accuracy or completeness of 
the information, text, graphics, links or other facet of this RFQ once it has been 
downloaded or printed and hereby disclaims any liability for technical errors or 
difficulties of any nature that may arise in connection with the Webpage on which 
this RFQ is posted, or in connection with any other electronic medium utilized by 
respondents or potential respondents  in  connection  with  or  otherwise related 
to the RFQ. 

H. Statements submitted to the Town in response to this RFQ may be disclosed in 
accordance with RSA 91-A. A respondent submitting a Statements may provide 
in writing, at the time of its submission, a detailed description of the specific 
information contained in its Statement which it has determined is a trade secret 
and which, if disclosed, would substantially harm such respondent’s competitive 
position. This characterization shall not be determinative, but will be considered 
by the Town when evaluating the applicability of any exemptions in response to a 
request made per RSA 91-A. 

I. The Town welcomes questions on or before August 31, 2022 regarding this 
solicitation. Questions should be emailed to: Jamel Torres, Planning Director, at 
jtorres@conwaynh.org. Official responses will be posted on our Planning 
Department website for all prospective submitters to review. 
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