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August 29, 2016 
  
 

REQUEST FOR PROPOSALS  
PAID PARKING MANAGEMENT SERVICES 

 
 
The Town of Oak Island is seeking proposals from qualified firms to provide Parking Operations 
and Management services to the Town of Oak Island, North Carolina. 

 
The Town will receive sealed proposals until noon on September 21st, 2016 at Town Hall, 4601 E. 
Oak Island Drive Oak Island N.C. 28465. E-mailed or faxed proposals will not be accepted. 

INTRODUCTION 

The Town of Oak Island is soliciting proposals for Paid Parking Management Service. The Town 
of Oak Island is a coastal vacation and residential community of approximately 7,500 permanent 
residents and approximately 40,000 seasonal vacationers located in southeastern North Carolina.  

 
1. Scope of Services 

The successful Company will be responsible for providing, at a minimum, the following 
services: 

a. Patrol and enforce single-space parking and parking lots, inclusive of issuing citations 
for all parking violations throughout the designated area, in accordance with Town 
ordinances. Company would be responsible for providing sufficient personnel to issue 
parking violation citations at a level of enforcement specified by the Town. Company 
must be capable of providing this service seven days a week, from April 1st through 
October 31st. 
b. Provide for all support vehicles, office and computer equipment as required to 
perform the day-to-day operations of the parking program. Company, as part of the 
response, must include an itemization of anticipated support vehicles needed per the scope 
of services being solicited. Company would be responsible for all associated maintenance 
costs. 
c. Coordinate the installation and maintenance of parking equipment, if applicable. 
Equipment type and installation shall be in accordance with standards issued by the 
Town.  
d. Manage and oversee the use of any third-party programs (i.e. Passport Parking, pay-by-
phone) to support its parking activities. 
e. Provide or arrange for towing, as applicable. 
f.    Coordinate the repair or needed maintenance of any field parking software 
systems. 
g. Provide employees with identifiable badges and uniforms, as approved by the Town. 
All vehicles must also have appropriate identifiable marks to indicate Company's affiliation 
with the Town parking program, subject to Town approval. 
h. Provide appropriate training for enforcement personnel assigned to the contract and 
ensure employees possess all required certifications and/or licenses for issuing non-
moving violations. It is further Company’s responsibility (at own expense) to provide for 
pre-screening background checks for all personnel to be assigned to the Town. 
i. Field customer inquiries and complaints related to the parking program. 
j. Provide annual reporting (within 90 days of fiscal year end) to the Town describing the 
current state of parking enforcement activity. The report should, at a minimum, indicate 
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number of citations issued for the previous fiscal year (July 1st to June 30th), number of 
enforcement personnel writing citations, number of citations issued per staff member 
writing citations and any recommendations for improvements to operations detailing any 
associated costs. As part of proposal, Company must provide any recommended 
benchmark or national standard for expected number of citations to be written monthly 
or annually per citation personnel etc., based on the size/structure of the Town’s parking 
program. Company must also describe any internal mechanism utilized by management 
staff to monitor the performance of enforcement personnel, in this regard. A copy of 
citation database generated report must be provided as part of the package, which 
should reconcile to number of citations indicated as issued in the annual report. 
k. Provide, as part of the required annual reporting, an annual survey to Town of 
neighboring cities’ parking rates, at Company’s own expense. 
l. Assist and consult with the Town, as necessary in any enhancement, change or 
modification of its parking enforcement program. 
m. Assist in implementing parking programs, including working with businesses, 
neighborhood groups, and other organizations, as needed. 

 
Citation Management 
The Company may be responsible for providing the following services: 

a. Process and maintain a database of parking tickets issued. 
b. Generate letters to violators within fourteen (14) calendar days of violation being 

issued, to include assessment of late fees. 
c. Field customer inquiries and complaints related to citations. Company must provide 

a phone, webs i te ,  and email address to which violators may direct inquiries. 
Contact information must be indicated on the parking citation issued.  

d. Supply quarterly / monthly reports. 
 

Company Systems Utilized for Processing & Initial Recording of Transactions 
 

a. Company will be responsible for processing and maintaining a database of parking 
tickets issued by utilizing its own database management system and to record 
receivables and deferred revenue for all citations written, and cash and revenues as 
receipts are processed. Town staff must be provided inquiry access to such system. 

b. Company would be responsible for administering the Town’s residential parking 
permit program. Company would be required to process and record receipts related 
to this program, unless an alternate reporting method is approved by the Town. At a 
minimum, such receipt should indicate the parking permit number, receipt number, 
the date paid, the amount paid, and nature of payment (i.e. residential parking 
permit). Company would be responsible for recording this activity in a dedicated 
system account (i.e. residential parking permits). 

c. If pay stations are utilized, company would be responsible for establishing an online 
system to allow violators to make credit/debit card payments via a secure website 
(complying with all regulatory requirements). 

d. Within thirty (30) days from Town’s fiscal year end (June 30th), Company would be 
responsible for providing an aging report of outstanding parking citation receivables 
(at fiscal year-end) to the Town’s Finance Department. 

 
General Requirements 
a. Company (all parties to the Agreement) must be licensed to do business in the State 

North Carolina. 
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b. Company must staff a temporary office within the Town’s limits.   
c. Proposals in which the Company will provide all customer service associated with the 

parking program will be considered. 
d. Company will provide weekly, monthly and annual reports as may be required by 

the Town. 
e. The Company may propose the purchase of equipment, data software and 

information systems relating to and associated with the day-to-day operations of the 
parking management program to enhance operating efficiency, with prior approval of the 
Town. All purchases must be in accordance with Town policies and procedures. All 
program specific products purchased by the Company on behalf of the Town shall 
upon termination of the Contract remain the property of the Town. 
f. Coordinate the implementation of any changes in the Town’s parking rates or policies. 
g. Coordinate parking for special Town events with Town staff. 
h. Within three (3) months of approval, Company will meet with Town staff and 

review current parking operations and provide a report to the Town Manager with 
observations and recommendations etc. May include new technologies, payment 
acceptance methods, additional meter locations, marketing, signage, experience/suggestions 
for a 100% cashless system etc. 
i. Any reasonably related services upon request. 

 
1. Term of Contract 

The Town anticipates awarding a Service Provider Agreement for a term of three (3) 
years with an option for one (1) additional term of two (2) years, for a possible total of five 
(5) years. Hourly rates and all other negotiated expenses will remain in effect throughout 
the duration of the contract term, including the optional renewal term, unless mutually agreed 
upon by both parties. Additional services and responsibilities may be added to the agreement 
as agreed upon by both parties. 

                
               Required Proposal Submittal 
 

Submission/Format Requirements 
Submit one (1) original unbound and ten (10) bound copies of the proposal. All copies will 
be on 8 ½” x 11” plain white paper, typed, and signed by an authorized representative who 
is able to contractually bind the Company. In addition, Company must submit one (1) 
original copy of the Proposal on electronic media in printable Adobe or Microsoft Word 
format (or other format approved by the Town). Failure to adhere to the submittal quantity 
criteria may result in the Proposal being considered non- responsive. 
Information to be included in the proposal: In order to maintain comparability and 
expedite the review process, it is required that proposals be organized in the manner 
specified below, with tabs or dividers between the sections: 
Title page: 
Show the project name the name of the Company’s firm, address, telephone number, name of 
contact person and the date. 
Table of Contents: 
Include a clear identification of the material by section and by page. 
Letter of Transmittal: 
Briefly state the Company’s understanding of the project and express a positive commitment 
to provide the services described herein. State the name(s) of the person(s) who will be 
authorized to make representations for the Company, their title(s), office and E-mail 
addresses and telephone numbers.  Please limit this section to two pages. 
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Scope of Services: 

 
For each item listed under scope of services, company is required to provide a narrative 
discussing each respective area as applicable to the Company’s proposed method of 
providing this service, to include, but not be limited to: 

 
a. Discussion of experience and ability to manage a 1,000space parking program with 

multiple areas. Discussion should include proposed contract structure in terms of 
Company compensation and any general revenue split arrangements generally 
contemplated. May also include discussion of how the parking might be manned or not. 
Should also include Company’s experience with any other client references as 
discussed above. 

b. Discussion of number of personnel anticipated to be assigned to the contract, to 
include title and duties, at a minimum. 

c. Discussion of vehicles to be assigned to the contract, type, description etc. Depictions of 
typical locations are attached; please describe how areas such as these would be 
addressed.  

d. Discussion of benchmarks and/or national standards against which performance of 
parking operations may be measured, to include parking enforcement activity. 

e. Discussion of any proposed general improvements already observed per Company’s 
own due diligence in preparing proposal. 

f. Discussion of experience with placing boots on parking violators vehicles. 
g. Discussion of hand held ticket devices and recommendations. 
h. Discussion of any parking program analysis reports prepared for previous clients. 

Company must include an example (s) in proposal submittal. 
i. Discussion of proposed monitoring mechanisms for monitoring the performance of 

personnel, as it relates to administration of the parking enforcement function. 
j. Discussion of planned collection efforts to maximize collections on outstanding parking 

citations. Company should incorporate specific experience/success in this area with 
other client references to include client name, contact name, title, phone, email, etc. 
and approximate value or receivables managed, annual collections and annual 
collection rate for client’s most recent fiscal year. 

k. Discussion on any proposed efforts to enhance collections on parking citations written 
for out of state violators. 

l. Discussion of transition plan, inclusive of detailed tasks to be completed, and planned 
coordination. 

m. Discussion of anticipated timeframe from contract award to being fully operational. 
 

Fees & Costs: Company must provide a line item budget for fees for all contract years, 
including any optional renewal periods. In narrative, please discuss basis for each annual 
escalator, if applicable (i.e. specific consumer price index). 

 
Include a concise narrative with sufficient detail indicating the proposed approach to 
providing the required services, including a description of the types and qualities of 
service that would be provided.  Provide a cost for each of the major services provided along 
with the estimated number of expected work hours for each qualified staff. Company must 
itemize all costs to complete all necessary tasks as described under Scope of Services.  
Miscellaneous expenses should be adequately described.  Company must indicate what is 
included in the price proposal, what is excluded and what might be optional. 
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References: Submit a client reference list, including name of contact, firm and/or 
governmental entity, address, telephone number and type of service provided to each 
reference. At least three (3) references should be for clients i n  North Carolina if applicable, 
with an emphasis on event or recreational type of facilities with more than 1,000 parking 
spaces. 
Litigation: Disclose any litigation within the past five (5) years arising out your firm’s 
performance. 
Town Forms: The RFP Proposal Signature Page must be completed, signed and returned. 
Company should return all RFP pages, initialed where indicated. 

2. Insurance 
The insurance described herein reflects the insurance requirements deemed necessary for this 
contract by the Town. It is not necessary to have this level of insurance in effect at the time 
of submittal, but certificates indicating that the insurance is currently carried or a letter from 
the Carrier indicating upgrade ability will speed the review process to determine the most 
qualified Company. 

 
The successful Company(s) shall not commence operations until certification or proof of 
insurance, detailing terms and provisions of coverage, has been received and approved by the 
Town of Oak Island. 

 
The following insurance coverage shall be required. 

a. Worker’s Compensation Insurance covering all employees and providing benefits as 
required by North Carolina regardless of the size of the company (number of 
employees).  The Contractor further agrees to be responsible for employment, control 
and conduct of its employees and for any injury sustained by such employees in the 
course of their employment. 

b. Liability Insurance 
i. Naming the Town of Oak Island as an additional insured, on General Liability 

Insurance and Automobile Insurance, in connection with work being done under 
this contract. 

ii. Such Liability insurance shall include the following checked types of 
insurance and indicated minimum policy limits. 

 
The certification or proof of insurance must contain a provision for notification to the Town 
thirty (30) days in advance of any material change in coverage or cancellation. 

 
The successful Company shall furnish to the Town the certification or proof of insurance 
required by the provisions set forth above, within ten (10) days after notification of award of 
contract. 

3. Hold Harmless and Indemnification 
Company covenants and agrees that it will indemnify and hold harmless the Town and all of 
its officers, agents, and employees from any claim, loss, damage, cost, charge or expense 
arising out of any act, action, neglect or omission by the Company, whether direct or 
indirect, or whether to any person or property to which the Town or said parties may be 
subject, except that neither the Company nor any of its subcontractors will be liable under 
this section for damages arising out of injury or damage to persons or property directly 
caused by or resulting from the sole negligence of the Town or any of its officers, agents or 
employees. 

4. Communications 
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No negotiations, decisions, or actions shall be initiated or executed by the firm as a result 
of any discussions with any Town employee. Only those communications, which are in 
writing from the Town, may be considered as a duly authorized expression on behalf of 
the Town. 

5. No Discrimination 
There shall be no discrimination as to race, sex, color, age, religion, or national origin in the 
operations conducted under any contract with the Town. 

6. Independent Contractor 
The selected firm will conduct business as an independent contractor under the terms of this 
contract. Personnel services provided by the firm shall be by employees of the firm and 
subject to supervision by the firm, and not as officers, employees, or agents of the Town. 
Personnel policies, tax responsibilities, social security and health insurance, employee benefits, 
purchasing policies and other similar administrative procedures applicable to services rendered 
under this agreement shall be those of the firm. 

7. Staff Assignment 
The Town of Oak Island reserves the right to approve or reject, for any reasons, 
Company’s staff assigned to this project at any time. Background checks will be 
required. 

8. Contract Terms 
The contract resulting from this RFP shall include, but not be limited to the following 
terms: 

 
The contract shall include as a minimum, the entirety of this RFP document, together with 
the successful Company’s proposal. Contract shall be prepared by the Town of Oak 
Island Town Attorney. 

 
If the Town of Oak Island defends any claim, demand, cause of action, or lawsuit arising 
out of any act, action, negligent acts or negligent omissions, or willful misconduct of the 
contractor, its employees, agents or servants during the performance of the contract, 
whether directly or indirectly, contractor agrees to reimburse the Town of Oak Island for all 
expenses, attorney’s fees, and court costs incurred in defending such claim, cause of action or 
lawsuit. 

9. Waiver 
It is agreed that no waiver or modification of the contract resulting from this RFP, or of any 
covenant, condition or limitation contained in it shall be valid unless it is in writing and 
duly executed by the party to be charged with it, and that no evidence of any waiver or 
modification shall be offered or received in evidence in any proceeding, arbitration, or 
litigation between the parties arising out of or affecting this contract, or the right or 
obligations of any party under it, unless such waiver or modification is in writing, duly 
executed as above. The parties agree that the provisions of this paragraph may not be waived 
except by a duly executed writing. 

10. Survivorship Rights 
The contract resulting from this RFP shall be binding on and inure to the benefit of the 
respective parties and their executors, administrators, heirs, personal representative, 
successors and assigns. 

11. Termination 
Should either party fail to perform any of its obligations under the contract resulting from this 
RFP for a period of thirty (30) days after receipt of written notice of such failure, the non-
defaulting part will have the right to terminate the contract immediately upon delivery of 
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written notice to the defaulting part of its election to do so. The foregoing rights of 
termination are in addition to any other rights and remedies that such party may have. 
 

12. Manner of Performance 
Company agrees to perform its duties and obligations under the contract resulting from this 
RFP in a professional manner and in accordance with all applicable local, federal and state 
laws, rules and regulations. 

 
Company agrees that the services provided under the contract resulting from this RFP shall 
be provided by employees that are educated, trained and experienced, certified and licensed 
in all areas encompassed within their designated duties. Company agrees to furnish the Town 
of Oak Island with all documentation, certification, authorization, license, permit, or 
registration currently required by applicable laws or rules and regulations. Company further 
certifies that it and its employees are now in and will maintain good standing with such 
governmental agencies and that it and its employees will keep all license, permits, 
registration, authorization or certification required by applicable laws or regulations in full 
force and effect during the term of this contract. Failure of Company to comply with this 
paragraph shall constitute a material breach of contract. 
 

13. Acceptance Period 
Proposals submitted in response to this RFP must be valid for a period no less than ninety 
(90) days from the closing date of this solicitation. 
 

14. RFP Conditions and Provisions 
The completed and signed proposal (together with all required attachments) must be 
returned to Town on or before the time and date stated herein.  Company agrees, by 
submission of a proposal, to comply with all of the conditions, requirements and instructions 
of this RFP as stated or implied herein. All proposals and supporting materials submitted 
will become the property of the Town. 
Any alteration, erasure, or interlineations by the Company in this RFP shall constitute 
cause for rejection. Exceptions or deviations to this proposal may not be added after the 
submittal date. 

 
Company is required to provide all applicable information requested in this RFP. Failure to do 
so may result in disqualification of the proposal. 

 
The Town reserves the right to postpone or cancel this RFP, or reject all proposals, if in its 
sole discretion it deems it to be in the best interest of the Town to do so. 

 
The Town reserves the right to waive any technical or formal errors or omissions and to 
reject all proposals, or to award contract for the items herein, in part or whole, if it is 
determined to be in the best interests of the Town to do so. 

 
The Town shall not be liable for any costs incurred by the Company in the preparation of 
proposals or for any work performed in connection therein. 

 
15. Standard Provisions 

a. Governing Law 
Any agreement resulting from this RFP shall be governed by the laws of the State of 
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North Carolina, and the venue for any legal action relating to such agreement will be in 
Brunswick County, North Carolina. 

b. Conflict Of Interest 
For purposes of determining any possible conflict of interest, each Company must 
disclose if any Town employee is also an owner, corporate officer, or an employee of 
the firm.  

c. Drug Free Workplace 
The selected firm(s) will be required to verify they will operate a “Drug Free 
Workplace.” 

d. Patent Fees, Royalties, And Licenses 
If the selected Company requires or desires to use any design,  trademark, device, material or 
process covered by letters of patent or copyright, the selected Company and his surety shall 
indemnify and hold harmless the Town from any and all claims for infringement by reason 
of the use of any such patented design, device, trademark, copyright, material or process 
in connection with the work agreed to be performed and shall indemnify the Town from 
any cost, expense, royalty or damage which the Town may be obligated to pay by 
reason of any infringement at any time during or after completion of the work. 

e. Permits 
The selected Company shall be responsible for obtaining all permits, licenses, 
certifications, etc., required by federal, state, county, and municipal laws, regulations, 
codes, and ordinances for the performance of the work required in these specifications and 
to conform to the requirements of said legislation. 

f. Familiarity With Laws 
It is assumed the selected firm(s) will be familiar with all federal, state and local laws, 
ordinances, rules and regulations that may affect its services pursuant to this RFP. 
Ignorance on the part of the firm will in no way relieve the firm from responsibility. 

g. Withdrawal Of Proposals 
A firm may withdraw its proposal without prejudice no later than the advertised deadline 
for submission of proposals by written communication to the Town Manager at 4601 East 
Oak Island Drive, Oak Island, N.C. 28465 

h. Composition Of Project Team 
Firms are required to commit that the principals and personnel named in the proposal 
will perform the services throughout the contractual term unless otherwise provided for by 
way of a negotiated contract or written amendment to same executed by both parties. No 
diversion or substitution of principals or personnel will be allowed unless a written 
request that sets forth the qualifications and experience of the proposed replacement(s) is 
submitted to and approved by the Town in writing. 

i. Variances 
While the Town may allow Company to take variances to the RFP terms, conditions, and 
specifications, the material nature, number, and extent of variances taken will be 
considered in determining proposal responsiveness. 
 

16. Questions and Communication 
All questions regarding the RFP are to be submitted in writing to the Town Manager, 4601 
East Oak Island Drive, Oak Island, N.C. 28465, or via email lstites@ci.oak-island.nc.us or 
rgandy@ci.oak-island.nc.us. All questions must include the inquiring firm’s name, address, 
telephone number and RFP name. Questions must be received at least seven (7) calendar 
days before the scheduled solicitation opening. Oral and other interpretations or 

mailto:lstites@ci.oak-island.nc.us
mailto:rgandy@ci.oak-island.nc.us
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clarifications will be without legal effect. Any addendum necessary to answer questions will 
be e-mailed to all who request no later than five (5) calendar days before opening, and it is the 
Company's responsibility to obtain all addenda before submitting a response to the 
solicitation. 
 

17. Addenda 
The issuance of a written addendum is the only official method whereby interpretation, 
clarification, or additional information can be given. If any addenda are issued to this 
solicitation, the Town will attempt to notify all known prospective Companies, however, it 
shall be the responsibility of each Company, prior to submitting their response, to contact the 
Town Manager at (910) 201-8002 to determine if addenda were issued and to make such 
addenda a part of their proposal. 
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PROPOSAL SIGNATURE PAGE 
 

PAID PARKING MANAGEMENT SERVICES 
 
 
To: The Town of Oak Island 

 
The below signed hereby agrees to furnish the proposed services under the terms stated subject to 
all instructions, terms, conditions, specifications, addenda, legal advertisement, and conditions 
contained in the RFP. I have read the RFP and all attachments, including the specifications, and 
fully understand what is required. By submitting this signed proposal, I will accept a contract if 
approved by the Town and such acceptance covers all terms, conditions, and specifications of this 
proposal. 

 
Proposal submitted by: 

 
Name (printed) Title    

 
Company (Legal Registered)    

 
Federal Tax Identification Number    

 
Address    

 
Town/State/Zip    

 
Telephone No. Fax No.    

 
Signature Date    

 
Addendum Acknowledgment - Company acknowledges that the following addenda have been received 
and are included in his/her proposal: 

 
Addendum No. Date Issued    
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