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Gleason Public Library


In attendance: Elizabeth DeMille Barnett, Neal Emmer, Bob Hilton, Bob Koning, Angela Mollet, Ann Rosas, Priscilla Stevens, Sally Swift 

Priscilla Stevens called the meeting to order and announced that Ken Hoffman had to resign from the committee. 

The RFQ was published in the Central Register and Lowell Sun on August 6. We have received over 20 requests for the RFQ, the majority through email. We have posted the RFQ on the website for download.

The group discussed best practices for a clean bidding process, including the manner in which to manage the receipt of questions, centralize documents, and communicate with contractors. Angela will communicate with town departments and library staff requesting all questions regarding the library to go through her. Her office contains the central file of documentation. She will periodically prepare a file with major documentation for the Procurement Officer. During Angela’s vacation, Priscilla Stevens will manage project communications.

The site walkthrough/briefing on August 20 were discussed. Ann Rosas and Angela Mollet will be in attendance, Elizabeth DeMille Barnett and Bob Koning will confirm next week. Angela will provide a floor plan of building (not to scale) with path.  Questions will be received in writing at the briefing held at 11 AM. All questions received will be shared with all individuals who have requested the RFQ.

The draft criteria evaluation form was discussed. The group reviewed the content and format of the form and made some minor changes to the format and language. The form mirrors consistently the RFQ evaluation criteria. 

The reference worksheet was briefly reviewed. A section was added to the evaluation criteria for new questions raised that should be included in the reference worksheet. The group agreed to check references after the preliminary evaluation of applications.

Site visit worksheet was discussed. The group agreed to hold site visits after selection of the final candidates. 

The phases of project was discussed with a general understanding that it will be revised/flushed out upon receipt of the applications. The Guideline Calendar was discussed:

August 20, 10 Sitewalk & 11 Briefing

September 12, Noon Deadline for receipt of Applications (Director Office – Hollis Room 3rd Floor)

September 12, 1 PM Applications will be opened and those complete accepted (Hollis Room)

September 18, 8:15 AM Applications will be disseminated to the group with instructions on the review process. Set the meeting schedule and divide up responsibilities. (Hollis Room – 3rd Floor)

Tentative Dates for Selection: To be determined at Sept 18 meeting. Sept. 25 reserved if needed.

October 2. 8:15 AM Select Top candidates

October 3-16. Interview Top Candidates.

October 16. Begin contract negotiation with top candidate.

Nov. 7. Enter into contract begin assessment work.

Jan. 20, 2009 Complete  

Action items for/before next meeting:

1. Angela revise documents based on discussion and email to committee

2. Sitewalk/briefing will be done and communicated to contacts

3. Priscilla manage/delegate documentation/questions from Sept. 4-16 (Angela out of office)

4. Priscilla will receive applications on Sept. 12, Madonna (Town Procurement Officer) and Priscilla open all applications received

5. Applications will be checked using minimum submission requirements, folders containing a copy of each application, criteria evaluation forms, reference forms, etc. will be prepared for all committee members prior to the Sept. 18 meeting

The next meeting is September 18, 2008 at 8:15 AM at the Library. Priscilla will post meeting reminders. Please RSVP to Angela if you will be able to attend the meetings. Action item for next meeting:

· Please let Angela or Priscilla know if you can assist on the action items above.

Submitted by Angela Mollet, Library Director (amollet@mvlc.org)
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