
 

 
 
 
 

 
Community Foundation Campus 

Request for Proposal 
4 Suite Buildout - Contractor 

 
This RFP is for a contractor to complete the build out 4 vacant suites to vanilla shell including: 
finishing existing demising walls, ceiling tiles, HVAC ductwork and diffusers, electrical for LED 
lighting and receptacles/power outlets per code. Contractor will complete the job as specified 
by the Architect, Larry Click and Associates.  
 
RFP Sent: January 20, 2021 
 
Responses Due: February 3, 2021 
 
Please send any questions and completed proposals to Chelsey Johnson, Member Services 
Coordinator, at cjohnson@cfcampus.org. 
 
 
 
COMMUNITY FOUNDATION CAMPUS OVERVIEW 
 
Community Foundation Campus LLC (Campus), an Arizona Limited Liability Company, is looking 
for a contractor to build out 4 vacant suites to vanilla shell, according to Larry Click and 
Associates specifications, on our property at 5049 E Broadway Blvd (Suites 115, 117, 127, 137).  
 
The Community Foundation Campus is a nonprofit hub with offices, event space, and conference 
rooms for our nonprofit community. The main building (A) houses the Community Foundation for 
Southern Arizona and up to twelve other nonprofit organizations inside. The two out-lying 
buildings (B & C) on Campus are approximately 4,500 square feet each. Buildings B and C each 
have four adjacent office suites that range from 1,088-1,120 square feet. There are currently 
nonprofit tenants in four of the eight suites in our out-lying buildings, specifically suites 105, 107, 
125, and 135.  
 
The build out of our remaining four vacant suites will allow us to offer turn-key office spaces to 
nonprofit organizations. The organizations that rent our offices will not only have class A space, 
but they will become a part of a greater network of nonprofit professionals that collaborate and 
share resources within our community on Campus.  
 
 
CONSTRUCTION REQUIREMENTS 
 
Please find architectural plans and specifications in Exhibit A.  
 
PROPOSAL REQUIREMENTS 
 
1. Provide the following information:  
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a. Name of firm  
b. Complete address  
c. Contact person  
d. Telephone number  
e. Fax number  
f. Internet address  
g. E-mail address 

 
2. Provide an itemized bid based on the architectural drawings and specifications provided by 
the Architect, Larry Click and Associates.  The bid shall include:  
 

Direct Costs:  
• Demolition 
• HVAC 
• Electrical 
• Lighting fixtures 
• Drywall, tape & texture 
• Painting 
• Drop ceiling 
• Flooring 

Indirect Costs: 
• Supervision/project management 
• General Labor & Clean-up 
• Trash Haul-off 
• Contractor Overhead 

General & Administrative: 
• Overhead 
• Profit 
• Contracting Transaction Privilege Tax 

 
3. Provide proof of professional and general liability insurance. 

 
4.  List the steps in your standard change order procedure.  

 
 
QUALIFICATIONS 
 
GOOD STANDING:  Your firm must comply with Federal, State, County and local units of 
government law; which specifically includes good tax payment status and good corporate 
registration status.  Please provide your firms legal corporate name, Tax ID number, and Registrar 
of Contractors ID number as reflected by the State of Arizona. 
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DIVERSITY: Preference is given to vendors with a proven record of a commitment to diversity and 
inclusion as a practice.  Please include your company diversity/inclusion statement. 
 
 
RFP & PROJECT TIMELINE DETAILS 
 
Full project timeline details can be found in Exhibit B.  
 
SELECTION CRITERIA 
Selection of an agent/firm will be made based on the following criteria: 

a. Ability of the contractor(s) to meet or exceed the requirements defined in the RFP 
b. Experience, qualifications, and references 
c. Regional reputation and local presence/experience 
d. Understanding of working with nonprofits and the 501c3 requirements 
e. Fee Schedule 

 
ORAL PRESENTATIONS AND INTERVIEWS 
Firms submitting a proposal in response to this RFP may be asked to give an oral presentation of 
their proposal. Additional technical and/or cost information may be requested for clarification 
purposes, but in no way change the original proposal submitted.  Interviews may or may not be 
conducted. 
 
TERM OF CONTRACT 
The contract period for the successful agent/firm will be until the build out of all four suites is 
complete and all necessary permits have been received.  
 
EVALUATION AND AWARD PROCESS 
Issuance of this RFP and receipt of proposals does not commit the Campus to award a contract.  
Campus reserves the right to postpone receipt date, accepting or rejecting any or all proposals 
received in response to this RFP, or to negotiate with any of the agent/firms submitting an RFP, 
or to cancel all or part of this RFP. 
 
 
 
GENERAL INSTRUCTIONS 
 
The proposal must be submitted to the Community Foundation Campus building, 5049 E 
Broadway Blvd STE 201 or emailed to Chelsey Johnson at cjohnson@cfcampus.org by 3:00pm on 
February 3, 2021.  
 
A Selection Committee will review the proposals and develop a list of finalists to interview.  The 
Applicants are responsible for ensuring that their proposal is received on time. 
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To be considered, firms must submit a complete response to the RFP in the form requested.  
Firms not responding to items requested in the RFP or indicating exceptions to such items may 
have their submittals rejected. 
 
The Community Foundation Campus reserves the right to reject any proposal, or any parts 
thereof, or to waive any informality or defect in any bid if it is in its best interest.  All proposals, 
plans, and other documents submitted will become the property of the Community Foundation 
Campus. 
 
Applicants are responsible for their own expense in preparing, delivering or presenting a 
proposal, and for subsequent negotiations with the Community Foundation Campus, if any. 
 
All questions may be directed to the following contact person:  Chelsey Johnson at 
cjohnson@cfcampus.org or 520-770-7898. 
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EXHIBIT A (Campus Floorplans + Architect Specifications)  
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Exhibit B (Project Timeline)  
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