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1. INSTRUCTIONS TO PROPOSERS 

1.1 Introduction  
Spokane Transit Authority, located at 1230 West Boone Avenue, Spokane, Washington, is requesting 
Proposals from qualified Proposers to furnish ADA Paratransit Eligibility Medical Consulting Services. 

STA anticipates awarding a three-year (3) Contract. 

The Proposer may supplement its Proposal with Subcontractors, with the understanding the Proposer is 
responsible for all Work. 

Please read this entire RFP package before submitting your Proposal.  Careful attention must be paid to all 
requested items contained in this RFP. 

This RFP does not commit STA to enter into any Contract; to pay any costs incurred in the preparation of 
a Proposal in response to this RFP or in subsequent negotiations; or to procure or contract for the Work.  
STA expects to negotiate a Contract with the Proposer it deems most advantageous to the agency. 

1.2 Defined Terms 
The following defined terms are used throughout this RFP.  In the event of a conflict between the definition 
herein and the definition of the same term in a separate part of this RFP, the definition in the separate part 
of this RFP shall prevail for that part only. 

Alternate Proposal (or Alternate or Option) is the amount stated on the Price Proposal Form to be added 
or deducted from the amount of the Base Price if the corresponding change in project scope or materials or 
methods described in the RFP Documents is accepted. 

Amendment is a written or graphic instrument, approved and issued by STA prior to the Proposal Due 
Date, which amends, modifies or interprets the RFP by additions, deletions, clarifications or corrections. 

Base Price is the sum stated on the Price Proposal Form for which the Proposer offers to perform the Work. 

Business Day means Monday through Friday, except public holidays, from 8:00 AM to 5:00 PM, Pacific 
Time. 

Contract refers to an agreement executed between STA and Contractor for the provision of Work. 

Contractor means the responsible Proposer awarded a Contract resulting from this RFP. 

Day means calendar day unless otherwise noted. 

Federal Assistance means funding received from the FTA applied to the Work or the associated project. 

FTA means Federal Transit Administration. 

Nonresponsive Proposal is any Proposal which (1) fails to conform in any respect to the requirements of 
the RFP; (2) imposes conditions which would modify requirements of the RFP; or (3) limits a Proposer’s 
liability to STA to give the Proposer an advantage over other Proposers, as determined by STA. 

No Proposal Form:  Attachment C. 

Price Proposal Form:  Attachment D. 

Project Site means STA’s facilities located at multiple sites in the Spokane, WA region. 

Proposal is the submission of a complete and properly executed Price Proposal Form, Proposal Response 
Form, all Proposer Certifications and representations required to comply with the RFP, and any additional 
documentation that may be required by the RFP. 
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Proposal Response Form:  Attachment A. 

Proposer is an individual or entity who submits a Proposal for a Contract with STA for the performance 
of Work. 

Proposer Certifications are the forms and documents identified in Part III of this RFP which the Proposer 
is required to sign and include in its Proposal. 

Proposal Due Date is the date and time at which Proposals are due as specified in Section 1.5 of the 
Instructions to Proposers in this RFP.  Proposals received after this date and time will be considered 
nonresponsive and returned to the Proposer. 

Request for Approved Equals, Clarifications, or Changes Form:  Attachment B 

Request for Proposal (RFP) Documents include, but are not limited to, the Advertisement for Proposals, 
Instructions to Proposers, Price Proposal Form, Proposal Response Form, all attachments and exhibits 
related to this RFP, Technical Requirements, all other documents proposed or required for the performance 
of Work, and any or all Amendments hereto issued prior to the Proposal Due Date and/or the Best and Final 
Offer due date. 

Sample Agreement means the sample agreement attached hereto and incorporated herein as Exhibit A. 

STA means the Spokane Transit Authority. 

Subcontractor is an individual or entity who submits a proposal to a Proposer for materials and/or labor 
to perform a portion of the Work. 

Technical Requirements collectively refers to all drawings, specifications, technical requirements, special 
conditions and the Scope of Work attached hereto. 

Work means the scope of goods and services in the Scope of Work to be provided by the Contractor under 
a Contract. 

1.3 Proposer Communications with STA 
STA is committed to providing all prospective Proposers with accurate and consistent information in order 
to ensure that no Proposer obtains an undue competitive advantage.  To this end, from the date this RFP is 
released through the date of award of a Contract, all communications, questions and inquiries concerning 
this RFP shall be addressed to: 

Haley Wilson 
Procurement Coordinator 
Spokane Transit Authority 
1230 West Boone Avenue 

Spokane, WA 99201 
(509) 325-6076 

hwilson@spokanetransit.com  

STA reserves the right to disqualify any Proposer who contacts a STA officer, director, employee, agent, 
representative or committee or Board member concerning this RFP other than in accordance with this 
Section. 

1.4 Pre-Proposal Conference   
A pre-proposal conference will be held on June 24, 2025, beginning at 11 AM Pacific Time.  To 
participate, please join via Teams or by phone with the following information.  

mailto:hwilson@spokanetransit.com


 

V 060324 

 
Microsoft Teams Need help?  
Join the meeting now  
Meeting ID: 240 276 789 032 2  
Passcode: A4wp9yZ7  
 Dial in by phone  
+1 509-824-1714,,926176269# United States, Spokane  
Find a local number  
Phone conference ID: 926 176 269#  
 

Questions and/or clarifications about the RFP may be addressed during this conference.  Questions and/or 
clarifications may be submitted in advance in accordance with Section 1.3. 

Any prospective Proposers in receipt of this RFP will be provided with any changes or clarifications to the 
RFP by written Amendment in accordance with Section 1.9. 

1.5 Proposal Due Date and Proposal Submission 
Proposals will be accepted until 4:00 PM, Pacific Time, July 16, 2025, in accordance with the specifications 
and conditions stated in the RFP.  Proposals must be submitted via Drop Box at the following link: 

 

https://www.dropbox.com/request/dhQDu87DUMGXFQWmF9CN 

 

All Proposals shall be effective for a minimum of ninety (90) Days from the Proposal Due Date or Best and 
Final Offer (“BAFO”) date (if applicable), whichever is later.  Late submittals shall be deemed 
nonresponsive and returned to the Proposer.  The cost of Proposal preparation will be completely borne by 
the Proposer.  STA reserves the right to request an original Proposal with “wet” signatures, in its sole 
discretion. 

Proposals shall be submitted to the dropbox link above.  Proposal must be labeled with the name and number 
of the solicitation: 

RFP# 2025-11081: ADA Paratransit Eligibility Medical Consulting Services 

Except as otherwise provided for herein, Proposals which are incomplete, or which are conditioned in any 
way or contain erasures, alterations or items not requested in the RFP, or which are not in conformance 
with the RFP or applicable laws, rules and regulations, may be rejected as nonresponsive. 

1.6 Procurement Schedule and Deadlines 
Below is the proposed procurement timeline for this RFP.  Future events may cause this timeline to change.  
STA reserves the right to revise the procurement timeline at any time and for any reason. 

https://aka.ms/JoinTeamsMeeting?omkt=en-US
https://teams.microsoft.com/l/meetup-join/19%3ameeting_ODIwZDFkNDAtNGU1MC00ZTc4LTljY2ItOGViZDM3ZmZiZTVm%40thread.v2/0?context=%7b%22Tid%22%3a%22f2cefbce-2048-47d7-8325-37c5dfec6705%22%2c%22Oid%22%3a%2233cfeb58-82c0-411d-9f3a-b224b5d7df8d%22%7d
tel:+15098241714,,926176269
https://dialin.teams.microsoft.com/99cb5025-bcd9-4f7e-8469-2cb157e41c56?id=926176269
https://www.dropbox.com/request/dhQDu87DUMGXFQWmF9CN
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DATE EVENT 

June 16, 2025 RFP Advertised and Issued  

June 24, 2025, 11 AM Pacific Time Pre-Proposal Conference 

July 1, 2025, 4:00 PM Pacific Time Deadline to submit Request for Approved Equals, 
Clarifications or Changes (including redlines to Sample 
Agreement in independent Word document) 

July 16, 2025, 4:00 PM Pacific Time Proposal Due Date 

July 22, 2025 Evaluation of Proposals 

July 28, 2025 Interviews for Proposers in the competitive range (if 
necessary) 

October 1, 2025 Final contract negotiations and contract execution. 

1.7 Proposer Registration & Licensing 

1.7.1 At the time of proposal submittal, as a minimum requirement for a proposal to be deemed 
responsive, proposers must meet the following business registration and licensing criteria: 

A. Active registration with the Washington State Secretary of State. 

B. Active Washington State Business License issued by the Washington State Department of 
Revenue. 

C. Active Worker’s Compensation Account with the Washington State Department of Labor & 
Industries, unless Sole Proprietor. 

D. Washington State Registered Nurse (RN) License or Multistate License (MSL) allowing 
practice in Washington State. 

 

1.7.2 In addition to the requirements of subsection 1.7.1, following award of Contract, but prior to 
Contract execution, the Proposer shall provide evidence of necessary local business licenses, if 
applicable, within the local jurisdictions where the performance of work shall occur, as follows: 

A. City of Spokane business license. 

1.7.3 STA encourages Proposers to review the following resources when determining applicable 
registration requirements: 

• Washington Secretary of State:  https://www.sos.wa.gov/corporations-charities  

• Washington State Department of Revenue 

o  Business Registration:  https://dor.wa.gov/open-business/apply-business-
license#RegRequire 

o Out of State Businesses:  https://dor.wa.gov/education/industry-guides/out-state-
businesses-reporting-thresholds-and-nexus  

o Business Licensing FAQ:  https://dor.wa.gov/open-business/business-licensing-and-
renewals-faqs 

https://www.sos.wa.gov/corporations-charities
https://dor.wa.gov/open-business/apply-business-license#RegRequire
https://dor.wa.gov/open-business/apply-business-license#RegRequire
https://dor.wa.gov/education/industry-guides/out-state-businesses-reporting-thresholds-and-nexus
https://dor.wa.gov/education/industry-guides/out-state-businesses-reporting-thresholds-and-nexus
https://dor.wa.gov/open-business/business-licensing-and-renewals-faqs
https://dor.wa.gov/open-business/business-licensing-and-renewals-faqs
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• Washington State Department of Labor & Industries:  https://lni.wa.gov/for-business  

• Washington State Board of Nursing: https://nursing.wa.gov/licensing/apply-license 

1.8 Request for Approved Equals, Clarifications, or Changes 
Requests for an approved equal, clarification, or change to the Work, Technical Requirements or RFP 
Documents shall be submitted on the Request for Approved Equals, Clarifications, or Changes Form.  
Requests for changes to the Sample Agreement shall only be submitted as redlines in Word format using 
the Track Changes tool.  STA will provide a copy of the Sample Agreement with track changes enabled for 
such requirement.  Please note the Federal Terms & Conditions, if attached to the Sample Agreement, are 
NOT negotiable and modifications thereto will not be considered.  Requests identified in this Section shall 
be submitted electronically in accordance with Section 1.3. 

No request for an approved equal, clarification, or change to the Work, Technical Requirements, 
RFP Documents or Sample Agreement shall be considered unless a written request in the manner 
and form prescribed above is received by STA no later than the date prescribed in Section 1.6. 

Approved equals, clarifications, or changes will be set forth in a written Amendment.  Proposers shall not 
rely upon approvals made in any other manner.  No substitutions shall be considered after the Proposals are 
received without prior written approval by STA. 

1.9 Changes to RFP Documents 
Any changes to the Work, Technical Requirements, Sample Agreement or RFP Documents will be made 
by written Amendment issued by STA.  All prospective Proposers receiving the initial RFP package will 
be notified by email of these changes.  Proposers shall acknowledge their receipt of all Amendment(s) in 
Section 1.B of the Proposal Response Form. 

1.10 Contract 
STA’s Sample Agreement will be executed with the successful Proposer.  It is unnecessary for Proposers 
to sign and return the Sample Agreement with their Proposal; however Proposers should review the terms 
& conditions therein and submit any proposed language changes in accordance with Section 1.8 of 
this RFP. 

Upon receipt of a Contract, the Contractor shall have five (5) Business Days to execute such Contract and 
return to STA, inclusive of all requisite documentation and/or Proposer Certifications.  If the Contractor 
fails to execute the Contract, furnish bonds (where applicable), securities or proof of insurance, or provide 
other required documentation within this time period, STA will be entitled to consider all rights arising out 
of STA's acceptance of the Proposal.  STA will be entitled to such rights and additional remedies as exist 
at law. 

1.11 Insurance 
Requirements as stated in the Sample Agreement shall be met by the Proposer. 

1.12 Invoicing & Payment 
Contractor invoicing and payment shall be in accordance with the Contract. 

1.13 No Proposal Form 
To assist STA with future procurements, prospective Proposers choosing not to submit a Proposal are 
requested to complete and return the enclosed No Proposal Form. 

https://lni.wa.gov/for-business
https://nursing.wa.gov/licensing/apply-license
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1.14 Complete System 
It is the intention of the Technical Requirements, RFP Documents and other documentation attached hereto 
or contained herein to furnish all information, specifications and detail necessary for the Contractor to 
deliver the Work.  Any items omitted from the Technical Requirements or RFP Documents that are clearly 
necessary to perform and deliver the Work shall be considered a part of the Technical Requirements or RFP 
Documents, although not directly specified or called for.  Proposers shall promptly bring any discrepancies, 
errors, omissions, inconsistencies or ambiguities to the attention of STA after examining the Technical 
Requirements and RFP Documents in order for STA to consider the issuance of an Amendment. 

1.15 Option to Supply Materials, Equipment and Licenses 
STA may, at its option, supply hardware, software, licenses, warranties, infrastructure or materials outside 
of this RFP in accordance with specifications provided by the Contractor.  In the event that STA supplies 
any such items, they shall be delivered in working order and in a timely fashion to the Contractor at a 
location and date to be determined in advance and agreed in writing.  The Contractor shall not be reimbursed 
for the cost of items procured by STA outside of the Contract.  In the event Contractor is required to utilize 
items provided by STA, Contractor shall have no responsibility for compliance with design specifications, 
warranty or delays arising out of or related to STA-provided materials. 

1.16 Equal Employment Opportunity 
STA is an Equal Employment Opportunity (“EEO”) organization, which does not discriminate against any 
prospective Proposer on the basis of race, color, creed, national origin, sex, sexual orientation, gender 
identity or presence of any sensory, mental or physical disability in the consideration of contract award.  
The Proposer awarded a Contract will be required to comply with all EEO federal, state and local laws and 
regulations. 

1.17 Protest Procedures 
STA maintains a set of Proposer protest procedures.  If any Proposer desires this information, it may be 
obtained by contacting STA in accordance with Section 1.3. 

1.18 Reservations of STA 
STA reserves the right to reject any or all Proposals or a portion of a Proposal; to waive any informalities 
or irregularities in the Proposal submission process; to supplement, amend or otherwise modify this RFP; 
to cancel this RFP with or without the substitution of another RFP; to extend the Proposal Due Date; to 
request additional information and data from any or all Proposers; to reissue the RFP; to negotiate further 
with those Proposers within the competitive range; to increase or decrease the Scope of Work; to negotiate 
changes in the Scope of Work prior to award of Contract; and to award a Contract based not necessarily 
upon the lowest proposed prices, but in the best overall interests of STA.  Please note this RFP does not 
constitute an offer, but rather a request from qualified Proposers. 
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2. PROPOSAL FORMAT AND CONTENTS 

2.1 Proposal Format 
Proposals shall be submitted as a PDF, in accordance with Section 1.5. All text shall be in English language. 
Proposals shall not include any unnecessary, generic or elaborate promotional material. 

2.2 Changes/Alterations to Proposal 
Proposers may change or withdraw their Proposal at any time prior to the Proposal Due Date; however, no 
oral modifications will be allowed.  Only letters or other formal written requests for modifications or 
corrections of a previously submitted Proposal that is addressed in the same manner as the Proposal, and 
received by STA prior to the Proposal Due Date, will be accepted.  The Proposal, when opened, will then 
be corrected in accordance with such written request(s), provided the written request is plainly marked 
“Modification of Proposal”. 

2.3 Proposal Structure 
Proposals shall be presented clearly and concisely, and shall reflect the Proposer’s understanding of the 
RFP objectives and convey a sound technical approach and management plan to deliver the Work.  
Proposals shall convey the Proposer’s capabilities and qualifications to competently and cost-effectively 
complete the Work in a timely manner. 

Proposal presentation shall be construed as evidence of the Proposer’s ability to develop and convey 
technical information in a clear and concise manner. 

For ease of comparison and validation of completeness of Proposals, Proposers must adhere to the 
organizational structure and section headings outlined below.  Proposals that deviate from this 
organizational structure or are missing key informational elements may be considered nonresponsive and 
excluded from further review and/or evaluation, in STA’s sole discretion. 

Proposals shall contain at a minimum the following information: 

• Proposal Letter 

• TAB A. Qualifications of the Proposer 

• TAB B. Project Organization and Staffing Plan 

• TAB C. Management Plan 

• TAB D. Technical Approach and Work Plan 

• TAB E. Compliance with Technical Requirements 

• TAB F. Proposal Response Form 

• TAB G. Price Proposal Form 

2.3.1 PROPOSAL LETTER 
Proposers shall provide a cover letter with introductory information, such as point of contact, address, email 
and phone number.  This letter should be addressed to the contact specified in Section 1.3, reference the 
RFP by name and number, provide a concise summary of the Proposer’s organization by firm and 
responsibility, identify the Proposer’s Project Manager and his/her relevant experience, and generally 
introduce STA to the capabilities of the Proposer.  The cover letter shall not exceed two (2) pages in length. 
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2.3.2 TAB A.  INTRODUCTION AND QUALIFICATIONS OF THE PROPOSER 
Introduction.  Provide an introduction of the Proposer, and/or an introduction of all partner firms, 
Subcontractors or subconsultants who may be involved in the Proposal. 

1) Describe primary business experience of the Proposer, including length of time in business, ownership, 
the location of the corporate and satellite office(s), and other information Proposer might deem 
pertinent and introductory in nature. 

2) State whether the Proposer has any pending litigation, and whether the Proposer has had any litigation 
in the last five (5) years, including the outcome of such litigation. 

Qualifications of the Proposer.  The Proposer shall describe its history, experience and past projects and 
performance which are similar in nature, scope and complexity to that required by this RFP.  The roles and 
responsibilities of each member of the Proposer’s team (Subcontractors, consultants and suppliers) shall 
also be described. 

1) Project Experience.  Proposal shall identify a list of similar work experience or projects that have been 
completed within the previous five (5) years. Describe locations, nature of the work and status 
(completed, in development, in testing, etc.) The projects listed should provide evidence that the 
Proposer is qualified to successfully perform the Work.  Proposers may opt to provide additional 
supplemental information in this section as relevant to this RFP. 

2) References.  From the qualified projects and/or ongoing installations listed under the section above, the 
Proposer shall provide a minimum of five (5) references.  For each reference, provide the agency name, 
address, contact person, telephone number and email address.  STA reserves the right to contact 
references provided by the Proposer and solicit additional references to verify information and 
investigate past performance. 

3) Financial Capacity.  Upon request, the Proposer shall provide evidence demonstrating that it has the 
necessary financial resources to satisfactorily complete the Work required under this RFP. Such 
evidence  shall be in the form of at least one of the following, listed here in order of preference: (1) 
audited financial statements; (2) balance sheets; (3) tax returns; (4) bank references, (5) a letter of credit, 
(6) payment and/or performance bonds, or similar information.  In the case where the Proposer is a 
subsidiary organization, the Proposer should provide the financial information for its parent 
organization as well.  Subsidiary statements can be provided to show the relationship to the parent.  
Electronic copies of financial statements are acceptable. 

4) Required Attachments.  The Proposer shall submit all required attachments as part of their Proposal. 

2.3.3 TAB B.  PROJECT ORGANIZATION AND STAFFING PLAN 
Key Personnel.  At a minimum, Proposers shall clearly identify and describe the qualifications of the “Key 
Personnel” it will assign to the Work, including years of experience, years in industry and years with the 
Proposer.  If awarded a Contract, the Proposer may not substitute Key Personnel at any time without prior 
written consent by STA. 

Team Organization.  Describe the Proposer’s staffing and organizational plan, including relationships, roles 
and distribution of responsibilities among Key Personnel, staff, Subcontractors and suppliers. 

Qualifications of Key Personnel.  Describe the direct qualifications, experience and training of Key 
Personnel.  This discussion should explicitly cross-reference the involvement and specific roles of the Key 
Personnel in completed and ongoing projects described in the projects cited in Tab A. 

Organizational Chart.  Include an organizational chart that identifies Key Personnel and the project team, 
and how the Work will be staffed and completed. 
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Availability and Location of Key Personnel.  Indicate the primary work location(s) and percentage time 
commitment of the Key Personnel for the Work. 

Resumes.  Resumes shall be submitted for Key Personnel.  Resumes must be complete and concise, 
including, at a minimum, education, training, degrees and certificates earned.  Resumes should indicate 
experience directly relevant to the Work.  Resumes shall be limited to two (2) pages per individual. 

2.3.4 TAB C.  MANAGEMENT PLAN 
Management Plan.  Discuss the Proposer’s management approach to ensure adequate technical and 
administrative oversight over the Work, and to manage the schedule and budget.  Discuss proposed Quality 
Control (“QC”) and/or Quality Assurance (“QA”) measures & procedures and any certifications pertaining 
thereto.  Include approach to coordination with, and any expectations of, STA. 

Concurrent Contracts.  Provide a list of present and anticipated future contracts which may run concurrent 
with the Work.  Where applicable, include in the Work Project Schedule such contracts. 

2.3.5 TAB D.  TECHNICAL APPROACH AND WORK PLAN 
Project Understanding and Approach.  Provide the Proposer’s approach detailing how the phases of the 
work and deliverables outlined in the SOW would be accomplished. Please include any additional tools or 
methods that may differentiate or are required pre-requisites for delivery. 

Work Plan.  Provide the project management approach and techniques required for quality control of the 
Work.  Identify employee numbers/resources used for completion of the Work.  Provide details of the 
facility to be used (if applicable). 

Subcontract Plan.  Include a list of Subcontractors the Proposer intends to use in its performance of Work.  
For each subcontractor, provide: 

1. Subcontractor’s name, business registration information, address, and telephone number including 
the name, title and telephone number of the contact person. 

2. Type(s) of goods or services to be provided. 

3. Estimated value of subcontract. 

Expectations of STA.  Identify any assumptions regarding Work, services, information or facilities to be 
provided by STA or third-party providers of STA. 

Locations of Work.  Describe the locations of performance of the Work during its various phases.  Include 
details on coordination between off-site and on-site facilities, work to be performed by STA or its 
contractors or subcontractors, the Contractor, its Subcontractors and suppliers.  Describe expectations for 
facilities, personnel, access, assistance, etc. provided by STA. 

2.3.6 TAB E.  COMPLIANCE WITH TECHNICAL REQUIREMENTS 
Proposers shall describe any partial or non-conformance with the Technical Requirements.  STA will not 
consider statements by the Proposer that any requirement or provision of this RFP is subject to negotiations 
or discussion. 

2.3.7 TAB F.  PROPOSAL RESPONSE FORM 

2.3.8 TAB G.  PRICE PROPOSAL FORM 
Proposal pricing shall be presented using the Price Proposal Form.  Each page of the Price Proposal Form 
shall be completed in full and signed by personnel of the Proposer authorized to contractually bind the 
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Proposer.  Proposers may provide additional supporting cost breakdown information as separate sheets; 
however in case of any discrepancies, information on the Price Proposal Form shall prevail.  Travel 
expenses, where applicable, shall be identified as required for completion of the Work.  All prices shall 
include all freight costs to STA and shall be FOB Destination. 
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3. PROPOSAL EVALUATION 
An evaluation committee will privately evaluate all responsive Proposals based upon the evaluation criteria, 
and their respective weighted importance, specified in Section 3.1, Evaluation Criteria. 

The criteria provided in Section 3.1 allows STA to analyze Proposals on an equal basis and affords all 
Proposers the opportunity to know the basis upon which their Proposals will be evaluated.  Award of 
Contract will be made to the Proposer whose Proposal or Best and Final Offer (where applicable) is the 
most advantageous to STA, cost and other factors considered, after evaluation in accordance with the 
criteria set forth below.  STA reserves the right to accept other than the lowest cost Proposal, reject any and 
all Proposals, or to negotiate separately with any source whatsoever in any manner necessary to serve the 
best interest of STA. 

3.1 Evaluation Criteria 

EVALUATION CRITERIA POINTS 

Qualifications and Relevant Experience 50 Points 

References 20 Points 

Technical Approach and Workplan 20 Points 

Price 10 Points 
TOTAL POSSIBLE 100 Points 

The following items will be taken into consideration by STA in each Evaluation Criteria: 

 

REQUIRED PROPOSER QUALIFICATIONS 

QUALIFICATIONS AND RELEVANT EXPERIENCE 

• Must have a Washington State Registered Nurse (RN) License or applicable Multistate License 
(MSL) allowing practice in Washington 

• Experience with the Americans with Disabilities Act of 1990 (ADA) 

• Years of experience in the industry 

• Years of experience in business management 

REFERENCES 

• Provides five (5) references 

• Performance on previous projects/work  

TECHNICAL APPROACH AND WORKPLAN 

• Overall proposed organization and expected work plan including methods to conduct the work 

• Responsiveness of Proposal 

 

PRICE PROPOSAL SCORE CALCULATION 

Proposals deemed nonresponsive shall not be considered for price scoring.  In determining the competitive 
range, the “Base Price Score” shall be calculated using the following formula: 
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Base Price Score = 
Lowest Proposed Base Price 

X 10 Points 
Proposed Base Price 

BAFO Price – Ten (10) Points:  In the BAFO round, if required, the Base Price Score shall be determined 
for the remaining Proposers using the same formula above. 

3.2 Single Proposal Response 
In the event a single responsive Proposal is received, a cost or price analysis may be performed to determine 
reasonableness of the Proposal.  The Proposer shall cooperate in providing relevant information required 
by STA to complete such cost or price analysis. 

3.3 Shortlisted Proposers 
STA reserves the right to determine a shortlist of Proposers in the competitive range in accordance with the 
evaluation criteria set forth above (“Shortlisted Proposers”). 

3.4 Oral Presentation and Demonstration 
Shortlisted Proposers may be asked to make an oral presentation and demonstration of their product(s) or 
services during the Proposal evaluation process.  Such presentations and/or demonstrations will be 
conducted at STA’s administrative offices located at 1230 West Boone Avenue in Spokane, WA, or at an 
alternate location designated by STA.  Proposers are responsible for all travel expenses incurred.  STA 
reserves the right to award a contract without Proposer presentations. 

3.5 Best and Final Offer 
After determination of the Shortlisted Proposers, STA shall determine whether acceptance of the most 
favorable initial Proposal(s) without Proposer discussion is appropriate, or whether discussions and/or 
negotiations should be conducted with one or more Shortlisted Proposers. 

STA reserves the right to make minor related changes to the RFP during BAFO negotiations.  All Shortlisted 
Proposers shall be notified of any changes in order to prepare their BAFO. 

If STA elects to enter into discussions with one or more Proposers, the Proposer(s) may be requested to 
submit a BAFO at the conclusion of discussions and/or negotiations.  Any changes to the Proposer’s initial 
Proposal, including any issues addressed in discussions, must be submitted in writing in a BAFO in order 
to be considered.  Following an independent and final evaluation utilizing the evaluation criteria in Section 
3.1, the evaluation committee will make a recommendation for award of Contract.  Scores from the first 
phase of the evaluation have no bearing on the final BAFO evaluation, and the recommendation for award 
will be based solely on the scores from the BAFO evaluation. 

 

End of Part I: Instructions to Proposers 
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PART II 
SCOPE OF WORK 
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SPOKANE TRANSIT AUTHORITY 

MEDICAL CONSULTATION SERVICES FOR 
ADA PARATRANSIT ELIGIBILITY EVALUATION 

SCOPE OF WORK  

 

I. INTRODUCTION AND OBJECTIVES  
Spokane Transit Authority (STA) has the need for medically related consultation services related to ADA 
Paratransit Services.  The objective is to supply information to STA staff on various physical, cognitive, and 
psychiatric conditions and how a condition affects, or may affect, a specific person’s functional abilities.  The 
medical conditions requiring consultation will arise from applications to STA’s Paratransit services program.  

STA staff processes applications for Paratransit services in accordance with Title II (b) of the ADA – the 
Americans with Disabilities Act of 1990 (amended October 19, 2011).  STA staff may ask the contractor to 
clarify medical information from an application or assessment.  If additional medical information is required, 
the Registered Nurse professional will research the issue and provide an electronic written report regarding the 
condition and its possible/probable effects on the person’s functional abilities and limitations related to transit 
services.  Research methods may include but are not limited to consultation with other medical professionals, 
condition questionnaires, medication review, etc. 

Similar medical consultations may be requested if an applicant appeals the original eligibility determination.  
Similar medical consultation may be requested if STA’s Paratransit is researching or piloting a new technology 
or service enhancement. 

Research and subsequent reports will need to be accomplished according to time-sensitive deadlines.  STA has 
an obligation to notify a Paratransit applicant of their eligibility determination within twenty-one (21) days of 
receiving their completed application.   

STA projects that it will seek medical consultation services for approximately ten (10) to twenty-five (25) 
applications per month. 

 
II. AGENCY BACKGROUND  
Spokane Transit Authority provides public transportation within the Spokane County Public Transportation 
Benefit Area (PTBA).  The PTBA is approximately 248 square miles within Spokane County, with a population 
of approximately 475,000 in urban, suburban, and rural settings.  

Paratransit provides door-to-door shared ride transportation service for individuals who, due to the effects of 
their disability, are unable to utilize the regular Fixed Route bus.  Users of the service can schedule trips 
regardless of trip purpose within the approved service area.   

 
III. SCOPE OF SERVICES  
STA is seeking medical services consultation (gathered in person or by phone/fax/e-mail) in a variety of areas 
and forms to supplement ADA Paratransit eligibility application processing on an “as needed” basis.  
Contractor must provide properly certified and experienced staff to perform the consulting work for new, 
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recertification applications and appeals.  STA reserves the right to review and approve the qualifications and 
experience of all staff performing work under this scope of work, and to request removal of any staff not 
properly qualified, trained, or providing courteous, reliable, and responsible services.  Services shall include, 
but are not limited to: 

A. Participate in ongoing correspondence via conference call, virtual meeting and/or email to provide results 
of requests submitted, identify information gathered, and provide a status update on all open files. 

B. Respond promptly (within 48 hours) to STA regarding confirmation of referrals received from eligibility 
or appeals staff to assess and/or acquire required medical information related to new and existing 
Paratransit applicants.   

C. The contractor shall provide timely summary reports of medical consulting services provided.  A weekly 
status update of all open work is to be electronically submitted to the Paratransit Eligibility Specialist and 
Paratransit Transportation Manager.   

D. Final reports should generally be submitted to the Paratransit Eligibility Specialist and Paratransit 
Transportation Manager within eight (8) working days of confirming receipt of the referral from STA.  In 
cases when more than eight (8) working days are needed, eligibility staff should be notified in advance of 
the delayed report.  In cases where STA’s Ombudsman is requesting medical consultation for an appeal, 
final reports should be submitted directly to the Ombudsman, within the same timeframe unless otherwise 
indicated. 

E. Three (3) attempts are to be made before closing a file as non-responsive.  If two (2) contact attempts are 
non-responsive and alternate contact information is available, the third attempt should be made to the 
alternate contact (for example: A medical provider’s direct phone number is listed on the application, but 
calling the main number for the provider’s office may be more beneficial.).  Non-responsive reports should 
be kept to a minimum and will be reviewed for frequency. A pattern of unreasonable amounts of non-
responsive and/or untimely reports may result in termination of the contract. 

F. Act as a liaison with appropriate medical personnel listed on the applicant’s Paratransit application, to 
acquire complete and thorough information related to the diagnosis and the effect on functional abilities.    

G. Additional information about the effect on functional abilities also may be obtained by contacting the 
applicant, guardians, case managers and/or care providers.  This may include a home visit to assess effects 
such as orientation to person, place and time; memory, safety awareness and balance.  Prior to home visits 
occurring, STA will require notification and applicant’s written consent. 

H. Provide information in regard to the effects of medications or combinations of medications. 

I. Provide “medical deciphering” of provider’s hand-written notes. 

J. Information gathering should be geared towards an applicant’s abilities to travel independently (or with 
assistance) outside of their home.  It is important to the eligibility process to have an understanding of the 
applicant’s functional abilities as they relate to utilizing public fixed route transportation. 

K. Provide consultation/participation with STA for revision, design, and development of supplemental 
eligibility-related documents that are clear in content, effective and practical in use. 
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L. Consultant may be requested to assist in the design and development of standardized ADA eligibility 
and/or operational procedures for STA’s Paratransit services. 

M. Upon request/approval by the STA Paratransit Manager or Director of Paratransit Transportation, provide 
outreach services to educate medical professionals, caregivers, and community members as to what 
qualifies a person as eligible for Paratransit services, and the appropriate use of fixed route transportation 
service.  

N. The professional conducting medical consultation services will have a minimum of a Washington State 
Registered Nurse (RN) license, or applicable Multistate License (MSL) allowing practice in Washington, 
and shall maintain a current license for the term of the contract. 

O. All contractor staff performing work in accordance with this scope of work must be familiar with the 
Americans with Disabilities Act of 1990 (ADA), the associated final rules and regulations issued by the 
U.S. Department of Transportation and published in the Federal Register [Vol. 56, No. 173, Friday, 
September 6, 1991, Part 37 Transportation Services for Individuals with Disabilities (ADA), and Part 38 
(ADA Accessibility Specification for Transportation Vehicles)], and the ADA Paratransit Customer 
Handbook, available at www.spokanetransit.com; each as may be amended from time to time.  

P. The contractor shall utilize STA specific forms and documentation formats as requested/required.  All 
documentation and services provided under this scope of work are subject to STA review/audits for 
consistency, accuracy, and completeness. 

Q. If required by STA, provide professional training to future STA contractor(s) on an on-demand basis to 
familiarize future STA contractors with STA’s historical interpretation and application of all applicable 
laws, rules and regulations governing the transportation of individuals with disabilities in accordance with 
the ADA, US Department of Transportation, and STA’s Paratransit Handbook, as may be amended from 
time to time. 

R. If available, complete the National Transit Institute’s Comprehensive ADA Paratransit Eligibility training 
course.

http://www.spokanetransit.com/
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PART III 
ATTACHMENTS 

Attachment D- Price Proposal Form is attached to this document and posted separately on STA’s website:  
Bidding Opportunities - Spokane Transit Authority 

 

https://www.spokanetransit.com/bidding-opportunities/


ATTACHMENT A 

PROPOSAL RESPONSE FORM 

Page 1 of 5 
V 031023 

Proposer Name:  

The Proposal shall constitute an offer to STA as outlined herein and in the Price Proposal Form.  No 
Proposer may withdraw its Proposal following the Proposal Due Date, except as allowed by the RFP. 

1. EXAMINATION OF DOCUMENTS & CONDITIONS

A. Having carefully examined all RFP Documents and local conditions affecting the Work as
determined by the Proposer’s own examination, the undersigned proposes to perform all Work in
accordance with the RFP Documents for compensation to be computed from prices submitted on
the Price Proposal Form.

B. Receipt of the following Amendment is hereby acknowledged:

Amendment No. Amendment Date: 

Amendment No. Amendment Date: 

Amendment No. Amendment Date: 

Amendment No. Amendment Date: 

Amendment No. Amendment Date: 

2. VALIDITY OF PROPOSAL

The undersigned affirms its Proposal and pricing on the Price Proposal Form is valid for not less than
ninety (90) Days from the Proposal Due Date or the Best and Final Offer Date, whichever is later.

3. INSURANCE

The undersigned certifies it shall meet all insurance requirements as stated in the Sample Agreement
upon execution of a Contract.

4. PUBLIC RECORDS ACT

By submitting a Proposal, the undersigned acknowledges STA is subject to RCW 42.56, the “Public
Records Act”.  The Proposer understands and agrees any record it obtains or produces under this RFP
may be a public record under the Public Records Act, or its successor act.  The Proposer certifies it
shall fully cooperate in a timely manner with STA in responding to a public records request related to
its Proposal.

All Proposals received shall be deemed public records as defined in the Public Records Act and must
be released by STA upon receipt of a request for disclosure unless an exemption clearly applies.  Any
information in the Proposal that the Proposer desires to claim as proprietary and exempt from disclosure
under the provisions of state and/or federal law shall be identified on a separate page of the Proposal,
providing an explanation of the statutory basis asserted for exempting the information from disclosure.
Each page, image, diagram or text claimed to be exempt from disclosure must be clearly identified by
the words “Exempt from Disclosure” printed on it.  Marking the entire submittal Confidential or
Exempt from Disclosure will not be honored.  STA will review any marked materials for disclosure
if a request is submitted and assumes no liability for disclosure of proprietary material submitted by
Proposers.  Each Proposer will be responsible for protecting any disclosure of its Proposal under
applicable law.



ATTACHMENT A 

PROPOSAL RESPONSE FORM 

Page 2 of 5 
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5. EQUAL EMPLOYMENT OPPORTUNITY

With the submission of a Proposal, the undersigned certifies the Proposer complies with all federal,
state and local Equal Employment Opportunity laws, rules and regulations.

6. CONTINGENT FEES

The undersigned certifies the Proposer has not paid or agreed to pay any fee or commission, or offer
any other thing of value, contingent upon the award of this RFP, to any employee, official or current
consultant of STA.  The undersigned certifies the financial information in its Proposal has been arrived
at independently and without consultation, communication or agreement for the purpose of restricting
competition as to any matter relating to such costs with any other response or Proposer.

7. ANTI-KICKBACK

The undersigned certifies no officer or employee of STA, having the power or duty to perform an
official act or action related to this Proposal, has been or will be solicited or granted a present or future
gift, favor, service or other thing of value from or to the Proposer.

8. FEDERAL DEBARMENT

The undersigned represents that the Proposer and all entities with any controlling interest herein are not
currently, and have not previously been, on any debarred bidders list maintained by the United States
Government.

9. UBI CERTIFICATION

The undersigned certifies that no final determination of violation of RCW 50.12.070(1)(b) or
82.32.070(2) has been made by the Washington State Department of Employment Security, Department
of Labor and Industries, or Department of Revenue, respectively dated within two (2) years of the
Proposal Due Date.  The undersigned understands further that no Proposal may be submitted,
considered or contract awarded for a public work to any person or entity that has a determination of
violation of the above reference statutes within two (2) years from the date that a violation is finally
determined and the Proposal Due Date.

10. AWARD OF CONTRACT

If written notice of acceptance of all or part of the Proposal is mailed, sent electronically or delivered
to the Proposer within ninety (90) Days after the Proposal Due Date, or the Best and Final Offer date,
whichever is later, the Proposer will, within five (5) Days after date of such notice, execute and deliver
the Contract to STA as specified and furnish all requisite documentation including, but not limited to,
Certificates of Insurance, Payment and Performance Bonds, and Subcontractor Proposer Certifications,
as required.
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PROPOSAL RESPONSE FORM 
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11. PROPOSAL SUBMITTAL CHECKLIST

This checklist must be completed in its entirety, signed and included with the Proposal.  By executing
below, the Proposer attests all referenced forms are accurate, complete and fully executed.  Failure by
the Proposer to properly complete, sign and include this checklist with its Proposal shall render the
Proposal non-responsive and shall be grounds for rejection of the Proposal.

A. All RFPs

Proposal Response Form (this document) 

Price Proposal Form 

IRS Form W-9 

B. RFPs subject to Federal Assistance (complete only if the Instructions to Proposers states the RFP is subject to Federal
Assistance)

Disadvantaged Business Enterprise Participation 

Suspension & Debarment Certificate 

Federal Cargo Certification 

Buy America Certificate (required for solicitations valued at $150,000 or more) 

Lobbying Certificate (required for solicitations valued at $100,000 or more) 

C. RFPs subject to Prevailing Wages (complete only if the Instructions to Proposers states the RFP is subject to Prevailing
Wages)

Certificate of Wage Compliance 

D. RFPs subject to Public Works (complete only if the Instructions to Proposers states the RFP is subject to Public Works)

Public Works Responsibility Criteria 

Not Applicable

Not Applicable

Not Applicable
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PROPOSAL RESPONSE FORM 
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12. PROPOSER ADMINISTRATIVE INFORMATION

Entity Name:
(as registered with the State of Washington)

Physical Address:   

Mailing Address:   

Website:   Phone: 

Primary Contact:   

Email:   Phone:   

Washington UBI No.: Federal Tax Id No.: 

DUNS No.:  

Complete for Public Works projects: 

Washington Contractor Registration No.:   

Washington Industrial Insurance Account No.: 

• Contact for Contract Administration:

Name: Title: 

Physical Address: 

Mailing Address:  

Email:   Phone: 

• Contact for Legal Communications:

Name:   Title: 

Mailing Address: 

Email:   Phone: 

• Individuals Authorized to Execute the Contract:

Name: Title: 

Name: Title: 

Not Applicable



ATTACHMENT A 

PROPOSAL RESPONSE FORM 
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13. PROPOSER INSURANCE COMPANY

Agency Name:

Physical Address:

Mailing Address:

Primary Contact:

Email: Phone: 

14. PROPOSER SURETY (complete only if bond(s) are required by the RFP)

Surety Name:

Physical Address:

Mailing Address:

Primary Contact:

Email:             Phone:

I CERTIFY, to the best of my knowledge: 

• I have read and understand all RFP Documents;

• The information contained in the Proposal, Proposal Response Form, Price Proposal Form,
Proposer Certifications, and any documentation attached thereto is accurate and complete;

• I have the legal authority to submit the Proposal and commit this firm to a contractual agreement;
and

• Final funding for any good or service is based upon STA-approved budgets and the approval of the
Spokane Transit Authority’s Board of Directors.

Proposer Name: 
(as registered with the State of Washington)

Authorized Signature:   Date: 

Printed Name and Title: 

Not Applicable



ATTACHMENT B 

REQUEST FOR APPROVED EQUALS, CLARIFICATIONS OR CHANGES 

Page 1 of 1 
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Solicitation Title:  Solicitation No. 

Proposer Name:   Date:   

Document Reference (check one): Page No: 

General Requirements  Section: 

Specifications  Section Title: 

Contract (General Questions Only) 

Note: Requests for changes to the Sample Agreement shall only be submitted as redlines in Word 
format using the track changes tool. See section 1.8 and 1.10 of the RFP 

Other: 

PROPOSER’S REQUEST: 

PLEASE NOTE: STA’s response to Proposer’s request will be set for the in a written Amendment as 
outlined in Section 1.8 of the RFP.  



ATTACHMENT C 

NO PROPOSAL FORM 
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Dear Prospective Proposer: 

If you determine not to submit a Proposal in response to this solicitation, we would very much appreciate 
you completing and returning this form for our files. 

Solicitation Title:        Solicitation No.     

Proposer Name:             

Proposer Address:             

Contact:       Title:        

Email:        Phone:        

Reason(s) for not submitting a Proposal in response to this solicitation: 

Thank you for your assistance. 

Purchasing 
Spokane Transit Authority 
1230 W. Boone Ave. 
Spokane, WA 99201 
purchasing@spokanetransit.com  
(509) 325-6000 

 

mailto:jtjards@spokanetransit.com


ATTACHMENT D 

PRICE PROPOSAL FORM 

ADA PARATRANSIT ELIGIBILITY MEDICAL 
CONSULTING SERVICES

 RFP 2025-11081 

We, the undersigned, propose to provide ADA Paratransit Medical Consultation Services to 
Spokane Transit Authority in accordance with the Scope of Work and the contractual 
requirements contained herein at the following prices: 

DESCRIPTION OF WORK PROPOSED COST 

Contract Year  Year 1 Year 2 Year 3 

Medical Consultation Fee ($/Hour)  ______ ______ ______ 

Travel Fee ($/Hour)   ______ ______ ______ 

Home Evaluation ($/Evaluation) *  ______ ______ ______ 

No Show for Evaluation ($/No Show) * ______ ______ ______ 

*Travel fees + mileage reimbursement apply
Miscellaneous Postage: Current USPS Rates 

Mileage: Current Federal Rate @ time of service 

Company Name of Proposer: ________________________________________________ 
Company Address: ________________________________________________________ 
Telephone:  ______________________________________________________________ 
Email: __________________________________________________________________ 
Federal Tax ID#: __________________________________________________________ 
Washington UBI#:  ________________________________________________________ 

Authorized Signature: _____________________________________________________ 
Printed Name & Title: _____________________________________________________ 
Date:  __________________________________________________________________ 
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PART IV 
EXHIBITS 

Exhibit A – See Sample Contract as a separate document, or here: 
Bidding Opportunities - Spokane Transit Authority 

https://www.spokanetransit.com/bidding-opportunities/
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