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GENERAL OVERVIEW 

Introduction 
The Town of Hillsborough, North Carolina, (“town”) is soliciting proposals from qualified vendors 
(“consultant”) for the management of all aspects of federal public assistance and mitigation assistance 
following a declared disaster incident (Tropical Depression Chantal DR-4889-NC) and any other potential 
state or federal emergencies that may arise during the term of the agreement. 

Work performed pursuant to this solicitation is intended to involve the use of state and/or federal funding. 
All prospective contractors shall comply with all applicable federal laws, regulations, executive orders, 
requirements of the Federal Emergency Management Agency (FEMA), and the terms and conditions of 
applicable funding awards. In addition, firms providing submittals shall be responsible for complying with 
state law and local ordinances. 

Project Description and Goals 
This solicitation is intended to select a qualified consultant to provide management services in consultation 
with and under direction of town staff. The selected consultant will assist in managing the development and 
administration of all federal and/or state disaster programs related to declared disasters. The scope of 
services may include project development and reimbursement management, as well as facilitating 
communication with FEMA and the North Carolina Division of Emergency Management (NCEM) and 
coordination with the North Carolina League of Municipalities’ (NCLM) insurance services. 

 
The town intends the term of the contract with the successful respondent to be active for up to three (3) 
years or to the completion of Tropical Depression Chantal FEMA applications, whichever occurs first. 

 
Standard Scope of Work 
The consultant will provide comprehensive post-disaster management services to support compliance, 
funding, reporting, and closeout of applicable state and federal programs. Services include the following: 

• Regulatory Expertise 
o Provide knowledge and technical expertise in federal and state regulations, including the 

Robert T. Stafford Disaster Relief and Emergency Assistance Act, Post-Katrina Emergency 
Management Reform Act of 2006, Sandy Recovery Improvement Act of 2013, Environmental 
and Historic Preservation Management, Davis-Bacon Act, and Section 3 requirements. 

• Funding and Reimbursement Management 
o Develop and maintain efficient processes for preparing and submitting applications, 

identifying eligible projects, capturing and reconciling costs, and closing out projects. 
o Advise on FEMA policies, regulations, and procedures to ensure all eligible costs (including 

contractor and administrative costs) are properly tracked and reimbursed. 
o Perform insurance reconciliation and coordinate with other funding sources to avoid 

duplication of benefits. 
o Conduct cost-benefit analyses as needed to support reimbursement decisions. 

• Program Coordination and Representation 
o Meet with town, county, state, and federal representatives to address programmatic, 

financial, contracting, and compliance issues. 
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o Proactively identify and resolve issues related to project funding and eligibility. 
• Documentation and Reporting 

o Collect, analyze and review field documentation, timekeeping and cost records to verify 
eligibility. 

o Categorize, record, and track costs to support reimbursement requests, including project 
worksheet status and payments. 

o Prepare and submit required reports, such as the Public Assistance Quarterly Progress Report, 
and provide monthly written status reports to the town. 

o Prepare projects for audit and respond to audit findings, as required. 
• Project Worksheet Support 

o Develop, evaluate and reconcile FEMA public assistance emergency and permanent work 
project worksheets, including appeals and arbitration support. 

o Review project worksheets to determine eligible costs and third-party reimbursements. 
o Perform project worksheet closeouts and prepare project worksheet versions as needed. 

• Hazard Mitigation Support 
o Identify, develop and evaluate hazard mitigation opportunities to reduce future risk. 
o Prepare mitigation proposals, grant applications, benefit-cost analyses and related 

documentation under Sections 406 and 404 of the Stafford Act, the Hazard Mitigation Grant 
Program, Pre-Disaster Mitigation Program, and other applicable programs. 

• Performance Tracking 
o Track, monitor and report consultant activities by project, in alignment with federal guidance 

on cost reimbursement for direct administrative, indirect, and project management work. 
 
 

Vendor Experience 
The selected vendor should have experience serving as a prime contractor for federal disaster recovery and 
administering FEMA Public Assistance and 404 and 406 mitigation programs. Preference will be given to firms 
that can demonstrate experience in working with NCEM and other state disaster recovery resources. 

SUBMITTAL REQUIREMENTS 
Any vendor that would like to be considered for this project shall submit the following information: 

1. Vendor Information — Complete the table and Attach a brief profile of the firm, providing a 
description and location. Indicate the name, credentials and experience of the lead people who will 
be executing the work. Vendor information must also include insurance coverage information and a 
schedule of reimbursables. Required insurance coverage includes the following: 

• $1,000,000 per occurrence/$1,000,000 aggregate commercial general liability 
coverage. 

• NC Statutory requirement for Worker's Compensation 

• $1,000,000 per occurance Professional Liability/Errors & Omissions 

•  Town named as additional insured. 
 

2. Staff Qualifications — Respondents must submit an organizational chart illustrating team members 
and relationships for individuals who will provide services to the town covered by this solicitation. For 



Town of Hillsborough: Request for Proposals, Page 4 
 

each identified team member, provide a brief résumé and qualifications (including years of 
experience with disaster recovery). 

3. Cost Proposal — Submit a proposal setting forth the defined costs for services, which must include 
hourly rates as set forth in the Cost Proposal Form attached hereto as Attachment A. 

4. Subcontractors — The town desires to enter into an agreement with a single consultant that will 
furnish all requested services. If the vendor plans on using subcontractors, then the same vendor and 
cost information as required for the prime contractor must be submitted, along with the 
responsibilities and services provided by the subcontractors and the consultant’s business and 
reporting relationships with the subcontractors. 

5. References — Provide a list of at least three 3) but not more than six (6) municipalities or counties 
that the consultant has provided like services for. Of these, include at least one North Carolina 
community. Any reference submitted may be contacted as part of the town’s evaluation of responses. 
Each reference listed should include the name of the organization, name and title of the contact, 
email address and telephone number. References from private or non-profit Utilities will also be 
accepted, though governmental clients are preferred.  

The following items also must be submitted with the proposal: 

• Certification regarding lobbying 
• Disclosure of lobbying activities 
• System for Award Management (SAM) — Consultant/firm and its principals may not be debarred or 

suspended nor otherwise on the Excluded Parties List System (EPLS) in the System for Award 
Management (SAM). Include verification that the company and principals are not listed (debarred) 
through www.SAM.gov. Enclose a printout of the search results that includes the record date. 

Submitting firms shall provide one PDF copy of the statement of qualifications (SOQ) to the email address 
provided. These shall be limited to 20 pages, single spaced, with 12 point font. The font limit does not apply 
to graphics or tables. Divider pages, cover pages and the cover letter shall not count toward the overall 
page count. Requested insurance information will not count towards the page limit. The Town of 
Hillsborough takes no responsibility for emails that are undeliverable or delayed. It is the responsibility of 
the submitter to obtain email confirmation. All proposals must be clearly identified in the email subject line 
as “Comprehensive Disaster Recovery Management Services RFP” and must be submitted no later than 3 
p.m. EST on December 19, 2025. 

 
SELECTION PROCEDURES 

Evaluation Criteria 
Purchases or contracts will be awarded to the lowest responsible vendor, taking into consideration quality, 
performance, and proposed costs for the performance of the contract in accordance with the Town of 
Hillsborough Procurement Policy. Additionally, the town considers experience, reputation and references (if 
requested). 

This is not a bid, and there will not be a public bid opening. The firms with the highest-rated proposals may 
be invited for interviews. Any interviews will be scored and ranked separately from the written proposals. 

 
The proposed costs quoted must be held firm for 90 days after the proposal is due. The town reserves the 
right to make an award without further discussion of the proposal submitted. The town shall not be bound 

http://www.sam.gov/
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or in any way obligated until both parties have executed a contract. The town also reserves the right to delay 
the award of a contract or to not award a contract. 

 
Public Records 

1. Upon receipt by the Town of Hillsborough, your quote is considered a public record except for 
material that qualifies as “trade secret” information under North Carolina General Statute 66-152 or 
132-1.2. Your quote package could be reviewed by the selection committee, as well as other staff and 
members of the public who submit a public record request. To properly designate material as a trade 
secret under these circumstances, each firm must take the following precautions: 

a. Any trade secrets submitted by a firm should be submitted in a separate, sealed envelope or 
via separate email marked “Trade Secret — Confidential and Proprietary Information — Do 
not Disclose Except for the Purpose of Evaluating this Quotation Package.” 

b. The same trade secret/confidentiality designation should be stamped on each page of the 
trade secret materials contained in the envelope. 

 
2. In submitting a quote, the firm agrees that the Town of Hillsborough may reveal any trade secret 

materials contained in such response to all staff and town officials involved in the selection process 
and to any outside consultant or other third parties who serve on the selection committee. 
Furthermore, each firm agrees to indemnify and hold harmless the town and each of its officers, 
employees and agents from costs, damages and expenses incurred in connection with refusing to 
disclose any material that the firm has designated as a trade secret. Any firm that designates its entire 
quote package as a trade secret may be disqualified from the selection process. 

Conditions, Clarifications and Reservations 
1. The town reserves the sole discretion and right to: 

a. Reject any or all responses. 
b. Waive informalities in a response. 
c. Select a firm that has submitted a fully responsive quote and that is determined by the town 

to be a qualified firm in the town’s best interest. 
d. Take whatever action or make whatever decision it determines to be appropriate, including a 

reduction of scope. 

2. The town assumes no obligation in this general solicitation of quotes, and all costs and expenses of 
responding to this request shall be borne by the interested firms or individuals. 

3. It is federal and town policy to prohibit discrimination against any person or business in pursuit of 
these opportunities on the basis of race, color, sex, religion, national origin, age, disability, or veteran 
status. 

4. The town may utilize a small services contract and may ask that the selected firm prepare its own for 
town execution. The contract should include the following: 

• E-verification — The vendor shall comply with the requirements of Article 2 of Chapter 64 of 
the North Carolina General Statutes. 

• Iran Divestment Act Certification — Contractor shall certify that the contractor is not on the 
Iran Final Divestment List created by the North Carolina State Treasurer pursuant to N.C. 
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General Statute 147-86.58. Contractor shall not utilize any subcontractor that is identified on 
the list. 

• Divestment from Companies that Boycott Israel — Contractor certifies that the contractor has 
not been designated by the North Carolina State Treasurer as a company engaged in the 
boycott of Israel pursuant to N.C. General Statute 147-86.81. It is the responsibility of each 
contractor to monitor compliance with this restriction. Contracts valued at less than $1,000 
are exempt from this restriction. 

 
5. The selected firm will need to complete an automated clearing house (ACH) authorization form for 

direct deposit of payments or opt out. 

6. Payment terms are net 30. Pay applications will be required monthly. 

Minority, Women and Small Business Enterprises (MWSBE) 
The town’s minority, women and small business enterprise policy is not a set-aside program as it relates to 
construction contracting. It is a voluntary goal. Competitive bidding is required for all contractors, 
subcontractors, suppliers and distributors. The policy encourages contractors to actively and aggressively 
seek participation from minority, women and small business enterprises. 

The town’s policy is committed to support the economic development of small business enterprises and the 
minority community. Further, the program’s intent is to widen opportunities for participation, increase 
competition, and ensure the proper diligent use of public funds. 
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ATTACHMENT A: COST PROPOSAL FORM 

The hourly labor rates shall include all applicable overhead and profit. All non-labor-related expenses other 
than direct costs shall be billed to the Town of Hillsborough at cost without markup. The positions listed 
below shall match those submitted in the proposal. 

 
 

 
Position Title Hourly Rate 
Project Manager (example) $ 

 
$ 

 
$ 

$ 

$ 
 

$ 

$ 
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