City of Marshall, Michigan
Marshall Area Farmers’ Market 


Market Management Consultant 
Request for Qualifications 

Issue Date: May 23, 2016
Submission Deadline: June 20, 2016 by 1pm
Request To: 
City of Marshall 
Farmers’ Market Advisory Board
323 West Michigan Avenue, Marshall, MI 49068 or,

FarmersMarketManager@cityofmarshall.com
Table of Contents

3Overview


4Instructions to Responder


4Qualifications Review Committee


5Duties/Scope of Work


6Evaluation Criteria


6Submission Requirements


7Signature




Overview

1. The main objective: 

To utilize this Request for Qualifications to gather information for future consideration identifying individuals meeting qualifications to serve as a consultant responsible for the management of farmers’ markets for the City of Marshall, Michigan.

2. Target Audience:

 We seek an individual with project management skills and experience to play a key role in the management of the city’s two farmers’ market projects.  The project work is supported by volunteers, committees and the Marshall Area Farmers’ Market Advisory Board members.
 
3. Farmer’s Market Organization 

The Marshall Area Farmers Market (herein after MAFM) was established in 2002 by a group of vendors who met on a regular basis on a city lot in downtown Marshall, Michigan a community of about 7,000 located at the intersection of I-94 and I-69.  In 2014 the city established a study committee to research the market and to report to the city council on its operation.  The committee’s report found that the market had considerable potential yet lacked business acumen and practices to take the market to the next level. The City Council adopted the recommendations of the study committee and formed an Advisory Board which assumed responsibility for the market in 2014.  The next season which began in 2015, the market was moved to a larger city site near the downtown area and quickly became a favourite venue for the citizens.  The vendors saw immediate increases in their profits assuaging their initial concerns about the move. After a successful initial season outdoors, Oakland Hospital approached the Board and asked them to provide an indoor market in the hospital’s lobby.  In less than a year the Market has been a phenomenal success and is now poised to run year round.  

4. Project Background 

As an entity of the city, the market has tax exempt status, no staff or office space and it relies heavily on volunteers.   The consultant is expected to work from his/her own office location. The Advisory Board Members, Committees and Volunteers will have assignments to assist the Manager in the market operations.  The Board will introduce a program in the 2016 market providing low income families financial assistance to purchase locally grown foods from eligible vendors which will require detailed reporting.   Plans are also in development to encourage recycling at the market. 

The Consultant is to be paid $602 monthly for an average of ten (10) hours a week.  The Manager is expected to be flexible in this regard in order to be responsive to prospective and current vendors.  The Market Consultant must be available to work the hours the markets are active, currently Saturdays 6:30 am – 2 pm during the outdoor market season and Wednesdays 7:30 am - 2:30 for the indoor winter market. A Volunteer Coordinator secures volunteers for the market and the consultant and he/she share the coordination of the work assignments and supervision of the volunteers where appropriate. Other committees plan and execute events and other support to aide the Manager.  This position reports to the Advisory Board which includes its liaisons representing the city’s Environmental Department and the Marshall City Council.

Instructions to Responder

This request may be downloaded from the city of Marshall website at www.cityofmarshall.com and is listed under the section “Marshall Area Farmers’ Market.”  Responses may be submitted to the Farmers Market Advisory Board via e-mail FarmersMarketManager@cityofmarshall.com or hand delivered to City of Marshall, Farmers’ Market Advisory Board, Public Services Building, 900 South  Marshall Avenue, Marshall, MI. Submissions will be accepted until 1:00 pm local  time,  June 20, 2016. 

The City of Marshall reserves the right to reject any and all responses, in whole or in part, waive informalities or defects, or accept questionnaires as it shall deem to be in the best interest of the City of Marshall.
All responses submitted in response to this invitation shall become the property of the City of Marshall and be a matter of public record available for review.
Late responses will not be accepted. 
Communications regarding this request may be directed to Chairperson, Marshall Area Farmers’ Market Advisory Board at FarmersMarketManager@cityofmarshall.com


Qualifications Review Committee

Qualifications will be reviewed by the qualifications review committee of the Marshall Area Farmers’ Market Advisory Board. The qualifications review committee will check responses against the mandatory criteria. Responses not meeting mandatory criteria will not be considered for review. (The evaluation criteria is provided in page 6 below.)

Finalist (s) will meet with the full Advisory Board for consideration and a recommendation for approval of the selected individual will be made to the Marshall City Council, or at the discretion of the review committee, if additional information is needed, a Request for Proposal (RFP) may be issued in which case the responder will be notified. 

Acceptance of Response.  The RFQ is not a binding agreement for services. Responses to a RFQ are assessed in light of the qualification review criteria. 
Duties/Scope of Work 

1. Assists with the attraction of a diverse mix of vendors and reviews their applications to confirm they meet the criteria and that required documentation has been submitted.  Notifies vendors of acceptance or non acceptance to participate in the market.  Assigns seasonal vendor stalls annually and daily stalls on a weekly basis. 

2. Retains, and manages vendors requiring that they comply with all City, County and State regulatory requirements, and market rules and procedures including inspecting the vendor stalls weekly for compliance.

3. Receives stall rental payments from vendors, completes balanced deposit and petty cash reports and submits in a timely manner to the City of Marshall Accounting Department.  
4. Works closely with the Advisory Board. Attends monthly board meeting and committee meetings when appropriate.

5. Works outside in varying weather conditions on market days and has the ability to perform some heavy lifting, squat, reach and perform other physical tasks.

6. Serves as the primary contact for the MAFM organization.

7. Assists with communication, training, and collaboration with MAFM volunteers, community, and board members to coordinate activities related to the market. 

8. Maintains accurate, organized records and documentation of ongoing Market operations as requested by the Board of Directors. Analyses reports and recommends action to the Board, if needed.

9. Presents a monthly report of his/her monthly activities to the Market’s Advisory Board.

10. Demonstrates competency in technical skills including, but not limited to, Excel, Word, social media, hot spot operation, and websites.

11. Assists with program development, grant applications and community partnership opportunities as needed. 

12. Expands the market customer base by contributing to marketing, social media, advertising, public speaking, events, and other promotionally activities of the market.  Assists with the creation of marketing materials and outreach as needed.

13. Serves as the on-site Manager on market days.

14. Submits requests for capital outlay purchases to the Advisory Board.

15. Achieves Market Manager Certification from the Michigan Farmers’ Market Association (MIFMA) within an agreed upon timeline established between the MAFM Advisory Board and the Consultant.

Evaluation Criteria
1. Years of project management experience.
2. Experience with farmers’ markets. 
3. Proven capacity to deliver the project requirements on time and on budget.
4. Sample written reports or other materials prepared by individual that support the stated qualifications. 
5. Organizational skills and time management 
6. Demonstrated ability to work with employees and/or volunteers
7. Awards and/or other recognition
Submission Requirements 

1. A statement of interest including a response to the qualification review criteria.
 
2. Three professional references.

3. Respondent’s Type of Organization.   _____ Individual _____ Corporation _____ Partnership _____________________________Other 

4.  Attach a list of closely matched representative projects with which you have been involved.  Include the project name, owner, contact person, e-mail, phone numbers, description of the project, and professional services provided.

5. Provide an understanding of the project and any special qualifications you bring to the project.

6. Explain how you would maintain timely, effective communication with the market vendors, Advisory Board and city staff.

7. Provide examples of your ability to provide high quality services on schedule and within budget.  List the control systems you will utilize to effectively manage your responsibilities.

8. Provide a discussion of your familiarity with typical problems which may arise with the management of a farmers’ market.

9. Indicate if you are aware of any personal or organizational conflicts of interests.

The respondent should disclose conflicts of interest, in writing, to the review committee who will consider the nature of the respondent’s responsibilities and the degree of potential or apparent conflict in deciding the course of action that the respondent needs to take to remedy the conflict of interest. 

A conflict of interest exists wherever an individual could benefit directly or indirectly from access to information or from a decision over which they may have influence and also includes a perceived conflict where someone might reasonably perceive there to be such benefit and influence. A conflict of interest occurs when a staff member or consultant attempts to promote a private or personal interest that results in an interference with the objective exercise of their job responsibilities, or gains any advantage by virtue of his/her position with the city of Marshall. Conflicts of interest may be real, potential or perceived.

10. Provide an explanation of your (or any consultants that you may use in the provision of these services) involvement in ongoing or pending litigation, claims and suits against the City of Marshall (City), if any.  
11. Provide any additional information which may be pertinent to the provision of these services but not specifically required otherwise in this document.

Signature
The undersigned declares that he/she has carefully read, become familiar with and understands the documents and specifications outlined above. 
  
Certification Regarding Debarment, Suspension and Other Responsibility Matters—Primary Covered Transaction

The prospective primary participant certifies to the best of its knowledge and belief, that it and all its principals: (a) Are not presently debarred, suspended, proposed for debarment, declared ineligible or voluntarily excluded from covered transactions by any Federal department or committee; (b) Have not within a three-year period preceding this proposal been convicted of or had a civil judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public (Federal, State or local) transaction or contract under a public transaction; violation of Federal or State antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property; (c) Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (federal, State or local) with commission of any of the offenses enumerated in paragraph (1)(b) of this certification and (d) Have not within a three-year period preceding this application/proposal had one or more public transaction (Federal, State or local) terminated for cause or default.

Where the prospective primary participant is unable to certify to any the statements in this certification, such prospective participant shall attach an explanation to this proposal.
The undersigned agrees to comply, and assures the compliance of each subcontractor,  lessee, third party contractor, or other participant at any tier of the Project, with Executive Orders Nos. 12549 and 12689, “Debarment and Suspension,” 31 U.S.C. § 6101 note, and U.S. DOT regulations, “Non-procurement Suspension and Debarment,” 2 C.F.R. Part 1200, which adopts and supplements the provisions of U.S. Office of Management and Budget (U.S. OMB) “Guidelines to Agencies on Government-wide Debarment and Suspension (Non-procurement),” 2 C.F.R. Part 180. 

The undersigned agrees to, and assures that its subcontractors, lessees, third party contractors, and other participants at any tier of the Project will, review the “Excluded Parties Listing System” at http://www.sam.gov/portal/public/SAM/ before entering into any sub-agreement, lease, third party contract, or other arrangement in connection with the Project.


Applicant            __________________________________________________________________________________





    
(Please print)

Signature           __________________________________________________________________________________

Address   _______________________________________________________________________________________

City        _______________________________   State __________________     Zip Code________________________

Telephone    _____________________________________     Cell  home  other  ( circle one)

Email   _________________________________________________________________________________________
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