
 
 
 
 

 
 
 
 
 
 



 
 
 
 

          BERLIN CENTRAL SCHOOL DISTRICT 
 

     REQUEST FOR PROPOSALS 
 

FOR 
 

ARCHITECTURAL SERVICES  
 

 
I.​ INTRODUCTION 

 
   The Berlin Central School District located in Eastern Rensselaer County, New York requests  

submissions of proposals to provide architectural services in connection with planning, 
approval, and implementation of the District’s proposed capital projects. The District intends 
that the architect chosen shall act as the District Architect in all phases of planning, obtaining 
voter and State Education (SED) approval, design, bidding, award, construction supervision 
and close-out of the chosen project(s).  
 
The Berlin Central School District consists of approximately 600 students K-12 and 
encompasses one MS/HS one Elementary School, and two Transportation Buildings.  
 
The District is seeking architectural services for a proposed Capital Project which may include:  
 
 
              LIST OF POSSIBLE PRINCIPLE ELEMENTS IN SUMMARY FORM 
 

A.​ Berlin Elementary School 
●​ Renovation and Repair of the Clock Tower 
●​ Removal of an above ground 6,000 gallon bulk fuel storage tank and all related 

components including defunct Vedeer-Root Monitoring System 
●​ Installation of a buried propane tank and all related components and alarm / 

monitoring equipment  
●​ Conversion of two existing boilers to operate using propane 
●​ Removal of a defunct buried 1,000 gallon petroleum storage tank and all related 

components (piping)  
●​ Removal and install of new sidewalks extended out from the main entrance, that 

lead to the south and north entrances of the school building  
 

B.​ Berlin Middle High School 
●​ Installation of a new water distribution system to replace the existing outdated 

system 



 
 
 
 

●​ Removal of an underground pressurized 6,000 gallon water storage tank 
●​ Removal or tank closure in place (abandonment) an underground 20,000 gallon 

fuel storage tank and all related components; replacement of any disturbed 
sidewalks due to the removal of the underground tank 

●​ Installation of buried propane tank(s) and all related components and alarm / 
monitoring equipment   

●​ Conversion of existing boilers to propane to operate using propane 
●​ Removal of an existing 1200 gallon septic tank, grey water holding tank, dosing 

tank, concrete distribution box and related components (piping) of the old system 
●​ Installation of a complete new septic system per design specifications and 

drawings  
 
The District reserves the right to change the scope of work and will be seeking District Architect 
input on the final scope of work.  
 
The contact person in the School District for this proposal is Ms. Colleen Mills, School Business 
Official. If you have any questions regarding the Request for Proposals, then please submit 
written questions via email to Ms. Mills at cmills@berlincentral.org by October 31, 2025 at 
3:00pm. The School District will provide a response to any questions by companies or 
individuals who have requested a copy of the Request for Proposal.   
 
II.​ TIMELINE: 
 
​ October 31, 2025​ ​ ​ Proposals must be submitted prior to 3:00 p.m. 
​ November 13, 2025  ​                         Interviews with selected firms  
​ November 18, 2025​ ​ ​ Board will award on or before this date 
 
III.​ SCOPE OF WORK 

 
The services requested are to provide all architectural and engineering services in 
connection with preparation of a survey of existing District facilities and projected needs, 
with proposals and cost estimates for one or more appropriate construction projects; 
presentation of the study to the Board of Education for its decision on a proposed project; 
preparation of preliminary plans and other appropriate documentation and presentations 
for consideration of the District’s voters; and design and implementation of the approved 
project in accordance with all applicable laws and regulations.  In more detail, the School 
District will need the services of an architect (which may be in part performed in 
cooperation with a construction manager) to perform the work in accordance with the 
terms and conditions of the attached contract.  
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IV.​ FORMAT FOR REQUIRED INFORMATION: 
 

Each interested company or individual must submit 3 copies of the following 
information: 

 
A description of the firm and its capabilities, including at least: 

 
1.​ Name, address, telephone number(s), website. 
 
2.​ Name and qualifications of the Principal; Architect of Record; and each member of the 

design team to be assigned to the School District project. 
 
3.​ Capabilities profile of the firm, with emphasis on its capability in public school 

construction design and supervision. 
 
4.​ Experience of the Principal or Architect and team members to be assigned to the  

project in dealing with school construction projects of similar nature and scope. 
 
5.​ Listing of public school clients over the last 5 years, with a brief indication of the 

nature and size of the project and with name, address and telephone number of a 
contact person; also indicate the current state of the project (completed, in construction, 
design phase, voter approval phase, etc.)  Name of Construction Manager and/or Clerk 
of Works on each project. 

 
6.​ A fee proposal; include all information necessary to determine cost of services for each 

phase of the project (Survey, Preliminary Plans, Voter Approval, Detailed Plans / 
Bidding / Construction / Close Out).  Indicate whether the firm is willing to undertake 
the preliminary work through voter approval without cost to the District, and if so 
indicate the effect on cost for services to be provided after voter approval. 

 
V.​ SUBMISSION OF PROPOSAL:  
 

The following are general requirements to which applicants must adhere in response to 
the RFP: 

 
1.​ Proposals are to be sent showing the following information on the outside of the 

envelope and shall be mailed to the following address: 
 

Berlin Central School District 
PO Box 259 
Berlin, NY 12022 
Attn:​ Ms. Colleen Mills​  
​ School Business Official 
RFP - ARCHITECTURAL SERVICES 
CONFIDENTIAL - DO NOT OPEN 



 
 
 
 

 
[Please be sure your return address is shown on the outside of the envelope] 

 
2.​ RFPs must be received by Berlin Central School District  on or before  

3:00 p.m. on October 31, 2025, in the Business Office.  Proposals received after the 
specified date and time may not be considered at the discretion of the District.  

 
3.​ To facilitate the evaluation process, the applicant is again required to submit 3 copies 

of the proposal 
 
4.​ The School District reserves the right to reject any or all proposals, and to waive any 

or   all informalities or irregularities as it deems in the best interest of the District. 
 
VI.​ REQUEST FOR SUPPLEMENTAL INFORMATION: 
 

During the evaluation period, applicants may be requested to present supplemental 
information clarifying their proposal.  This information must be submitted in writing and 
will be included as a formal part of the applicant’s proposal. 

 
VII.​ SELECTION AND PROCESS: 
 
​ Proposals will be reviewed by a committee established by the District and the final 

selection will be made by the Board of Education.  One or more offerers will be selected 
for interviews prior to final selection.  The selection process will include checking 
references and prior clients, as well as review of the proposals submitted for 
completeness, qualifications, experience and cost.   

 
VIII.​ CRITERIA FOR EVALUATING RESPONSES: 
 

The responses received to this RFP for Architectural Services will be evaluated using the 
following criteria (these are not necessarily listed in order of importance): 
 

1.​ Experience of the offerer, the Principal to be assigned, and/or the Architect or Engineer 
of Record (i.e., number of years experience, number of projects, etc…) in dealing with 
school construction projects of the same or similar scope. 

 
2.​ Fee structure to be charged by the offerer. 
 
3.​ Total years in business and financial stability of the firm. 
 
4.​ Accuracy of estimating costs for previous school construction projects. 
 
5.​ Timeliness in completing previous school construction projects. 
 
6.​ How well the firm’s representatives presented themselves to the District’s officials. 



 
 
 
 

 
7.​ Communication techniques and proposed methods of processing project documents, 

submittals, changes orders. 
 
8.​ Field visits to completed school construction projects. 
 
9.​ Recommendations from previous school district clients. 
 
10.​ Extent of services offered. 

 
11.​ Percentage of change orders based on revisions required in plans and specifications for   

previously completed school construction projects, other than those requested by the 
District. 

 
IX.​ NOTIFICATION OF AWARD AND CONTRACT: 
​  

Selection of the successful candidate will be subject to negotiation of a final contract in a 
form substantially similar to the contract annexed as Exhibit “A” and subject to approval 
by the District’s attorneys and the Board of Education.  After evaluation and selection of 
the successful applicant, all applicants will be notified, in writing, of the acceptance or 
rejection of their proposals.  The name of the successful applicant may be disclosed. 

 
If the Board of Education is satisfied with the services provided by the Architect selected 
through this RFP, it may decide to enter into further contracts with the Architect for 
future capital projects upon substantially similar terms, without further requests for 
proposals. 
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