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APPENDIX A:  ACKNOWLEDGEMENT OF RECEIPT FORM 
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REQUEST FOR PROPOSAL 
RFP 2021-765 CITY MANAGER RECRUITMENT SVCS 

ACKNOWLEDGEMENT OF RECEIPT FORM 
 
 
In acknowledgement of receipt of this Request for Proposal the undersigned agrees that s/he has 
received a complete copy, beginning with the title page and table of contents, and ending with 
APPENDIX H. 
 
The acknowledgement of receipt should be signed and returned to the Procurement Manager no 
later than 5:00 PM MST/MDT on October 13, 2020, extended to October 27, 2020.  Only potential 
Offerors who elect to return this form completed with the indicated intention of submitting a 
proposal will receive copies of all Offeror written questions and the written responses to those 
questions as well as RFP amendments, if any are issued. 
 
FIRM: _________________________________________________________________ 
 
REPRESENTED BY: _____________________________________________________ 
 
TITLE: ________________________________ PHONE NO.: ____________________ 
 
E-MAIL:  ___________________________       FAX NO.: ________________________ 
 
ADDRESS: _____________________________________________________________ 
 
CITY: __________________________ STATE: ________ ZIP CODE: _____________ 
 
SIGNATURE: ___________________________________ DATE: _________________ 
 
This name and address will be used for all correspondence related to the Request for Proposal. 
 
Firm does/does not (circle one) intend to respond to this Request for Proposal. 
 
 

Kris Farmer, Procurement Manager 
RFP 2021-765 CITY MANAGER RECRUITMENT SVCS 

City of Aztec 
201 W Chaco 

Aztec NM 87410 
Fax:  505-334-7649 

E-mail:  kfarmer@aztecnm.gov 
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APPENDIX B:  SUBMITTAL FORM 
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REQUEST FOR PROPOSALS SUBMITTAL FORM 
RFP 2021-765 CITY MANAGER RECRUITMENT SVCS 

Sealed proposals due by October 19, 2020, 10:00 A.M. MDT, extended to November 2, 2020 10:00 AM 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
IMPORTANT – PROPOSALS SUBMITTED ELECTRONICALLY MUST BE SUBMITTED THROUGH THE CITY’S E-
PROCUREMENT SYSTEM ONLY.  HARD COPY PROPOSALS MUST BE SUBMITTED IN A SEALED ENVELOPE 
WITH THE RFP NUMBER AND OPENING DATE CLEARLY INDICATED ON THE FRONT OF THE ENVELOPE. 
EMAILED OR FAXED PROPOSALS WILL NOT BE ACCEPTED.   
 
Sealed proposals will be received until October 19, 2020, 10:00 A.M. MDT, extended to November 2, 
2020, 10:00 AM MST and then opened at the City of Aztec Finance Department.  The opening of 

1.  OFFEROR INFORMATION 
 

__________________________________________________________________________________ 
COMPANY NAME 

 
__________________________________________________________________________________ 

ADDRESS/CITY/STATE/ZIP 
 

If a corporation, state of incorporation: ___________________________________________________ 
 

New Mexico Tax ID No:_______________________________Federal Tax Id No:___________________________ 
 

2.  CONTACT PERSON TO CLARIFY/RESPOND TO INQUIRIES 
 

__________________________________________________________________________________ 
NAME                                                                                 TELEPHONE NUMBER 

 
__________________________________________________________________________________ 

TITLE                                                                                          EMAIL ADDRESS 
 

3.  PERSON AUTHORIZED TO CONTRACTUALLY OBLIGATE ON BEHALF OF THIS OFFER 
 

__________________________________________________________________________________ 
NAME                                                                              TELEPHONE NUMBER 

 
__________________________________________________________________________________ 

TITLE                                                                                          EMAIL ADDRESS 
 
4.  PERSON AUTHORIZED TO NEGOTIATE ON BEHALF OF THIS OFFER 

 
__________________________________________________________________________________ 

NAME                                                                              TELEPHONE NUMBER 
 

__________________________________________________________________________________ 
TITLE                                                                                          EMAIL ADDRESS 
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proposals shall be conducted in private in order to maintain the confidentiality of the contents of all 
proposals during the negotiation process.  
The undersigned declares that the amount and nature of the service to be furnished is understood and 
that the nature of this proposal is in strict accordance with the conditions set forth and is a part of this 
Request for Proposal (“RFP”), and that the undersigned Offeror has read and understands the scope and 
conditions of the RFP. 
 
The undersigned accepts the Conditions Governing the Procurement, as required in Section II.C.1. 
 
The undersigned concurs that submission of our proposal constitutes acceptance of Section V of this RFP. 
 
The undersigned acknowledges receipt of any and all amendments. 
 
The undersigned hereby proposes to perform necessary professional services for the amount and upon 
the conditions stated in this proposal after notice of the contract. 
 
The Respondent further warrants that it presently has no interest and shall not acquire any interest, direct 
or indirect, which would conflict in any manner or degree with the performance or services required 
under the Agreement. The Respondent certifies that the requirements of the Governmental Conduct Act, 
Sections 10-16-1 through 10-16-18, NMSA 1978, regarding Contracting with a public officer or City 
employee or former City employee have been followed. 
 
The undersigned, in submitting this proposal, represents that Respondent is an equal opportunity 
employer, and will not discriminate with regard to race, age, religion, color, national origin, ancestry, sex, 
or physical or mental handicap as specified in Sec. 28-1-7 NMSA 1978 in the performance of this contract. 
 
 
To be a valid proposal, person authorized to contractually obligate organization must sign: 
 
_________________________________         __________________________         __________________ 
Signature                                                                 Title                                                          Date 
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APPENDIX C:  CAMPAIGN CONTRIBUTION DISCLOSURE FORM 
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Campaign Contribution Disclosure Form 
 

Pursuant to NMSA 1978, § 13-1-191.1 (2006), any person seeking to enter into a contract with any state 
agency or local public body for professional services, a design and build project delivery system, or the 
design and installation of measures the primary purpose of which is to conserve natural resources must 
file this form with that state agency or local public body.  This form must be filed even if the contract 
qualifies as a small purchase or a sole source contract.  The prospective contractor must disclose whether 
they, a family member or a representative of the prospective contractor has made a campaign 
contribution to an applicable public official of the state or a local public body during the two years prior to 
the date on which the contractor submits a proposal or, in the case of a sole source or small purchase 
contract, the two years prior to the date the contractor signs the contract, if the aggregate total of 
contributions given by the prospective contractor, a family member or a representative of the prospective 
contractor to the public official exceeds two hundred and fifty dollars ($250) over the two year period. 
 
Furthermore, the state agency or local public body shall void an executed contract or cancel a solicitation 
or proposed award for a proposed contract if: 1) a prospective contractor, a family member of the 
prospective contractor, or a representative of the prospective contractor gives a campaign contribution or 
other thing of value to an applicable public official or the applicable public official’s employees during the 
pendency of the procurement process or 2) a prospective contractor fails to submit a fully completed  
disclosure statement pursuant to the law.  
 
THIS FORM MUST BE FILED BY ANY PROSPECTIVE CONTRACTOR WHETHER OR NOT THEY, THEIR FAMILY 
MEMBER, OR THEIR REPRESENTATIVE HAS MADE ANY CONTRIBUTIONS SUBJECT TO DISCLOSURE.  
 
The following definitions apply:  
 
“Applicable public official” means a person elected to an office or a person appointed to complete a term 
of an elected office, who has the authority to award or influence the award of the contract for which the 
prospective contractor is submitting a competitive sealed proposal or who has the authority to negotiate a 
sole source or  
small purchase contract that may be awarded without submission of a sealed competitive proposal. 
 
“Campaign Contribution” means a gift, subscription, loan, advance or deposit of money or other thing of 
value, including the estimated value of an in-kind contribution, that is made to or received by an 
applicable public official or any person authorized to raise, collect or expend contributions on that 
official’s behalf for the purpose of electing the official to either statewide or local office.  “Campaign 
Contribution” includes the payment of a debt incurred in an election campaign, but does not include the 
value of services provided without compensation or unreimbursed travel or other personal expenses of 
individuals who volunteer a portion or all of their time on behalf of a candidate or political committee, nor 
does it include the administrative or solicitation expenses of a political committee that are paid by an 
organization that sponsors the committee. 
 
“Family member” means spouse, father, mother, child, father-in-law, mother-in-law, daughter-in-law or 
son-in-law. 
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“Pendency of the procurement process” means the time period commencing with the public notice of the 
request for proposals and ending with the award of the contract or the cancellation of the request for 
proposals.  
“Person” means any corporation, partnership, individual, joint venture, association or any other private 
legal entity.  
 
“Prospective contractor” means a person who is subject to the competitive sealed proposal process set 
forth in the Procurement Code or is not required to submit a competitive sealed proposal because that 
person qualifies for a sole source or a small purchase contract. 
 
“Representative of a prospective contractor” means an officer or director of a corporation, a member or 
manager of a limited liability corporation, a partner of a partnership or a trustee of a trust of the 
prospective contractor. 
 
 DISCLOSURE OF CONTRIBUTIONS MADE TO:  Mayor Victor C. Snover, Mayor-ProTem Rosalyn A. Fry, 
Commissioner Mark E. Lewis, Commissioner Austin R. Randall, and/or Commissioner Sherri A. Sipe. 
 
Contribution Made By:   __________________________________________ 
 
Relation to Prospective Contractor: __________________________________________ 
 
Name of Applicable Public Official:  _________________________________________ 
 
Date Contribution(s) Made:  __________________________________________ 
              
Amount(s) of Contribution(s)  __________________________________________ 
  
Nature of Contribution(s)  __________________________________________ 
    
Purpose of Contribution(s)  __________________________________________ 
      
(Attach extra pages if necessary) 
 
___________________________ _______________________ 
Signature    Date 
 
___________________________ 
Title (position) 
—OR— 
 
NO CONTRIBUTIONS IN THE AGGREGATE TOTAL OVER TWO HUNDRED FIFTY DOLLARS ($250) WERE MADE 
to an applicable public official by me, a family member or representative. 
 
______________________________  _______________________ 
Signature       Date  
 
______________________________ 
Title (Position) 
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APPENDIX D: DEBARMENT/SUSPENSION CERTIFICATION FORM 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



39 RFP 2021-765 CITY MANAGER RECRUITMENT Svcs 
 

DEBARMENT/SUSPENSION CERTIFICATION FORM 
 
THE FOLLOWING MUST BE CERTIFIED IF THIS PROCUREMENT IS $60,000 OR GREATER  
 
 
CONFLICT OF INTEREST 
 
No elected official or employee of the City of Aztec (COA) has a direct or indirect financial interest in the 
Vendor or in the proposed transaction. Vendor neither employs, nor is negotiating to employ, any COA 
elected official or employee, with the exception of the person(s) identified below. Vendor did not 
participate, directly or indirectly, in the preparation of specifications upon which the quote or offer is 
made.  
 
 
DEBARMENT/SUSPENSION STATUS 
 
The Vendor certifies that it is not suspended, debarred or ineligible from entering into contracts with any 
federal entity, state agency or local public body. The Vendor agrees to provide immediate notice to the 
COA Purchasing Office in the event of being suspended, debarred or declared ineligible by any entity 
(federal , state or local), or upon receipt of a notice of proposed debarment that is received after the 
submission of the quote or offer but prior to the award of the purchase order or contract.  
 
 
CERTIFICATION 
 
The undersigned hereby certifies that he/she has read the above CONFLICT OF INTEREST AND 
DEBARMENT/SUSPENSION STATUS requirements RFP SEC II Conditions Governing The Procurement: C 
General Requirements:  Disclosure Regarding Responsibility and that he/she understands and will comply 
with these requirements. The undersigned further certifies that they have the authority to certify 
compliance for the vendor named and that the information contained in this document is true and 
accurate to the best of their knowledge.  
 
 
Signature:______________________________ Title:_________________________ Date: __________  
 
Names Typed: __________________________ Company Name: ______________________________  
 
Address: _______________________________ City/State/Zip: ________________________________ 
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APPENDIX E:  NEW MEXICO PREFERENCE RESIDENT VETERANS CERTIFICATION 
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New Mexico Preference Resident Veterans Certification 
 
Reminder, a copy of Resident Veterans Preference Certificate must be submitted with the proposal in 
order to ensure adequate consideration and application of NMSA 1978, § 13-1-21 (as amended). 
 
__________________________________ (NAME OF CONTRACTOR) hereby certifies the following in 
regard to application of the resident veterans’ preference to this procurement: 
Please check one box only 
□ I declare under penalty of perjury that my business prior year  revenue starting January 1ending 
December 31 is less than $1M allowing me the 10% preference on this solicitation.  I understand that 
knowingly giving false or misleading information about this fact constitutes a crime. 
 
□ I declare under penalty of perjury that my business prior year revenue starting January 1 ending 
December 31 is more than $1M but less than $5M allowing me the 8% preference on this solicitation.  I 
understand that knowingly giving false or misleading information about this fact constitutes a crime. 
 
□ I declare under penalty of perjury that my business prior year revenue starting January 1ending 
December 31 is more than $5M allowing me the 7% preference on this solicitation.  I understand that 
knowingly giving false or misleading information about this fact constitutes a crime. 
 
“I agree to submit a report, or reports, to the State Purchasing Division of the General Services 
Department declaring under penalty of perjury that during the last calendar year starting January 1 and 
ending on December 31, the following to be true and accurate: 
    “In conjunction with this procurement and the requirements of this business’ application for a 
Resident Veteran Business Preference/Resident Veteran Contractor Preference under  NMSA 1978, § 13-
1-21 or 13-1-22, when awarded a contract which was on the basis of having such veterans preference, I 
agree to report to the State Purchasing Division of the General Services Department the awarded amount 
involved.  I will indicate in the report the award amount as a purchase from a public body or as a public 
works contract from a public body as the case may be. 
               “I understand that knowingly giving false or misleading information on this report constitutes a 
crime.” 
 
I declare under penalty of perjury that this statement is true to the best of my knowledge.  I understand 
that giving false or misleading statements about material fact regarding this matter constitutes a crime.  
 
________________________________  _________________________________  
(Signature of Business Representative)*   (Date) 
 
*Must be an authorized signatory for the Business. The representations made in checking the boxes 
constitutes a material representation by the business that is subject to protest and may result in denial of 
an award or termination of award of the procurement involved if the statements are proven to be 
incorrect. 
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APPENDIX F: COST RESPONSE FORM 
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Cost Response Form 
Please provide the lump sum amount for the completion of services.   

 
In addition, please include an estimated time frame for completing the recruitment phases (as defined by Offeror), man hours 

involved, and consultant team members involved. 
 

Lump Sum Proposal  $ 

Recruitment Phase Time Frame Team Members Man Hours 
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45 RFP 2021-765 CITY MANAGER RECRUITMENT Svcs 
 

 
Please identify reimbursable costs that may be incurred and are not included in the lump sum proposal. 
 
 

Reimbursable Cost Description Estimated Cost 
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APPENDIX G: ORGANIZATIONAL REFERENCE QUESTIONNAIRE 

 
 
 
 
The City of Aztec, as a part of the RFP process, requires Offeror to submit a minimum of three (3) 
business references as required within this document.  The purpose of these references is to 
document Offeror’s experience relevant to the scope of work in an effort to establish Offeror’s 
responsibility.  
 
Offeror is required to send the following reference form to each business reference listed.  The 
business reference, in turn, is requested to submit the Reference Form directly to:  
 
    Kris Farmer, Procurement Manager 
    201 W Chaco 
    Aztec NM 87410 
    Fax 505-334-7649 
    Email kfarmer@aztecnm.gov 
 
by October 19, 2020, 10:00 AM MDT, extended to November 2, 2020, 10:00 AM MST for 
inclusion in the evaluation process.  The form and information provided will become a part of the 
submitted proposal.  Business references provided may be contacted for validation of content 
provided therein.  
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RFP 2021-765 CITY MANAGER RECRUITMENT SVCS 
ORGANIZATIONAL REFERENCE QUESTIONNAIRE 

FOR:________________________ 
(Name of Offeror – the Name of the Company you are providing reference) 

 
This form is being submitted to your company for completion as a business reference for the 
company listed above.  This form is to be returned to the City of Aztec via e-mail to:  
 

Name:   Kris Farmer, Procurement Manager 
 Email:   kfarmer@aztecnm.gov 
 
no later than October 19, 2020, 10:00 AM MDT, extended to November 2, 2020, 10:00 AM MST 
and must not be returned to the company requesting the reference.   
 
For questions or concerns regarding this form, please contact the City of Aztec Procurement 
Manager listed above.  When contacting us, please be sure to include the Request for Proposal 
number listed at the top of this page. 
 
 

Company providing reference 
 

Contact name and title/position 
 

Contact telephone number 
 

Contact fax number 
 

Contact e-mail address 
 

Project description 
 

Project dates (starting and 
ending) 

 

 
 
QUESTIONS:   
 
In what capacity have you worked with this vendor in the past? 
 
 
 
 
 
COMMENTS: 
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How would you rate this firm's knowledge and expertise? 
         (3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable) 
COMMENTS: 
 
 
 
 
 
How would you rate the vendor's flexibility relative to changes in the project scope and timelines? 
         (3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable)  
COMMENTS: 
 
 
 
 
 
 
What is your level of satisfaction with hard-copy materials produced by the vendor? 
          (3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable) 
COMMENTS: 
 
 
 
 
 
 
How would you rate the dynamics/interaction between the vendor and your staff? 
          (3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable) 
COMMENTS: 
 
 
 
 
 
 
Who were the vendor’s principal representatives involved in your project and how would you rate 
them individually?  Would you comment on the skills, knowledge, behaviors or other factors on 
which you based the rating? 
 (3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable) 
 
Name:                      Rating: 
Name:                                 Rating:  
Name:                                 Rating:  
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Name:          Rating:  
COMMENTS: 
 
 
 
 
How satisfied are you with the products developed by the vendor?    
______ (3 = Excellent; 2 = Satisfactory; 1 = Unsatisfactory; 0 = Unacceptable) 
COMMENTS: 
 
 
 
 
 
 
With which aspect(s) of this vendor's services are you most satisfied? 
COMMENTS: 
 
 
 
 
 
 
With which aspect(s) of this vendor's services are you least satisfied? 
COMMENTS: 
 
 
 
 
 
Would you recommend this vendor's services to your organization again?   
COMMENTS: 
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