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Economic Development Department 
6 Pennsylvania Ave 

Lovettsville, VA 20180 
540-454-7373 

 

Sealed proposals for the Economic Market Analysis and Development Plan will be received by the Town of 

Lovettsville up to 2:00 P.M. on 3 December 2015, at which time they will be publically opened and read at the 

Lovettsville Town Offices Economic Development Department offices located at 6 Pennsylvania Ave, 

Lovettsville, VA 20180. 

Please mark sealed envelopes: “RFP-SBP-LO-15-011 Area Market Analysis and Development Plan” on the 

lower left hand corner. In addition, if the proposal is to be express mailed, “Proposal Documents Enclosed 

DO NOT OPEN” must be conspicuously marked on the package. Faxed proposals will not be considered or 

accepted. 

The Town of Lovettsville reserves the right to reject any or all proposals, to waive any informality in the proposal 

received, and to accept any proposal or part thereof, which it shall deem to be most favorable to the interests of 

the Town. In case of error in the extension of process in the proposal or other arithmetical error, the unit prices 

will govern. 

FURTHER INSTRUCTIONS TO BIDDERS 

1. Any and all proposals must be on the Town of Lovettsville proposal forms and must be delivered to the Town 

of Lovettsville, 6 Pennsylvania Ave, Lovettsville, VA 20180 Attention: Economic Development Department. 

If more than one proposal is submitted, a separate proposal form must be used for each. The proposal shall be 

legibly prepared in ink or typed. Erasures or alterations must be initialed by the bidder. Forms are obtainable 

at the Town of Lovettsville Economic Department or on the Lovettsvilleva.gov website.  

 

2. The bidder shall assume full responsibility for delivery of proposals prior to the appointed hour for opening 

and shall assume the risk of late delivery or non-delivery regardless of the manner employed for the 

transmission thereof. Proposals shall be accepted by the Economic Department any time during the normal 

course of business only, said hours being 8:00am to 4:30pm, Monday through Friday, except legal holidays. 

A bidder may withdraw their proposal response by written request at any time prior to the scheduled proposal 

opening. Any proposal received after the scheduled opening time will not be accepted and will be returned. 

No proposal may be withdrawn, changed or modified in any way for a period of sixty (60) calendar days from 

the date of the proposal opening.  

 

3. Municipalities are exempt from Virginia States Sales and Federal Excise Taxes. Do not include such taxes in 

the proposal figure. The town will furnish the successful bidder with tax exception certificates upon request. 

 

4. The total price quoted by the Bidder must be the total cost delivered to the location(s). All goods are to be 

shipped F.O.B. Shipments sent C.O.D. without the Town of Lovettsville’s consent will not be accepted and 

will, at the Contractor’s risk and expense, be returned. Unauthorized shipments are subject to rejection and 

returned at the Contractor’s expense.  

 

5. The bidder by execution of the proposal thereby declares that the proposal is made without collusion with any 

other person, firm or corporation making any other proposal, or who otherwise would make a proposal, and 

agrees to furnish all proposal items in strict accordance with all Federal Regulatory Measures. 
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6. All applicable Federal and State laws and rules and regulation over the project shall apply to the project 

contract throughout and will be deemed to be included in the contract herein written out in full. 

 

7. The completion date will be established with the contractor awarded the job. The contractor, its employees, 

and all subcontractors designated to work on-site at any time may be subject to a criminal history check that 

must be approved by the Lovettsville Economic Department staff prior to working on site.  

 

8. Submission of a proposal will be construed as a conclusive presumption that the bidder is thoroughly familiar 

with the proposal and specifications and that they understand and agree to abide by each and all of the 

stipulations and requirements contained therein. 

 

9. Vendor changes or alterations to proposal documents including specifications may result in a proposal 

being considered non-responsive. The only authorized vendor changes to a proposal document will be in the 

areas provided for a bidder’s response, including the “Exceptions” selection of the proposal. If a change or 

alteration to the documents is undetected and the bidder is awarded a contract, the original terms, conditions, 

and specifications in the authorized version of the proposal document will be applicable during the term of the 

contract. The Town of Lovettsville shall accept NO CHANGES to the proposal document made by the vendor 

unless those changes are set out in the “Exceptions” provision of the authorized version of the proposal 

document. It is the vendor’s responsibility to acquire knowledge of any changes, modifications or additions to 

the authorized version. If a proposal is awarded to a vendor who claims that it had no knowledge of changes, 

modifications or additions made by the Town of Lovettsville to the authorized version of the proposal, and 

that vendor fails to accept the proposal award, the Town of Lovettsville may pursue costs and expenses to re-

bid the item from that vendor. The authorized version of the proposal document shall be that proposal 

document appearing on the Lovettsvilleva.gov website or directly from the Town of Lovettsville Economic 

Development Department with any amendments and updates. Copies of proposal documents from any other 

source are not considered official copies. Only those vendors who obtain proposal documents from the 

Economic Development Department via the Lovettsvilleva.gov website or directly from the Town of 

Lovettsville Economic Development Department are guaranteed access to receive addendum information, if 

such information is issued. If you obtained this document from a source other than the sources indicated, it is 

recommended that you visit Lovettsvilleva.gov or contact the Economic Development office to obtain an 

official copy.  

 

10. Between the time of the formal opening of sealed proposals and the final proposal award, it shall be the 

responsibility of the bidders to request information they might need regarding such proposals.  

 

11. Bidders are required to submit complete and comprehensive data and descriptive literature covering the item 

proposed to the furnished. Vendors submitting alternative proposals must provide specifications documenting 

product is equal to specified proposal item.  

 

12. If your proposal is based on “one lot” pricing and is not to be broken up by item, you must indicate this on the 

proposal under exceptions. 

 

13. To the fullest extent permitted by law, the successful bidder agrees to defend, pay on behalf of, indemnify, 

and hold harmless the Town of Lovettsville, its elected and appointed officials, employees and volunteers and 

others working on behalf of the Town of Lovettsville against any and all claims, demands, suits, or loss, 

including all costs connected therewith, and for any damages which may be asserted, claimed or recovered 

against or from the Town of Lovettsville, its elected and appointed officials, employees, volunteers or others 
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working on behalf of the Town of Lovettsville, by reason of personal injury, including bodily injury or death 

and/or property damage, including loss of use thereof, which arises out of or is in any way connected or 

associated with this contract. 

 

14. A successful bidder does agree to furnish the bidder’s standard insurance certificate showing coverage for 

bodily injury and property damage and worker’s compensation to the Economic Development Department 

within 48 hours of the final proposal award.  

 

15. Prior to furnishing the requested products and services, it shall be the responsibility of the awarded vendor to 

obtain all licenses and permits required to complete this contractual service, at no cost to the Town of 

Lovettsville. These licenses and permits shall be readily available for review by the Town.  

 

16. When applicable, contractor must furnish material safety data sheets for their products.  

 

17. The Town of Lovettsville reserves the right to terminate the contract without penalty upon thirty (30) days 

written notice, due to poor performance or for reasons deemed to be in its best interest. The Town of 

Lovettsville reserves the right to re-award the contract to the second most qualified vendor, re-propose, re-

quote or re-bid the contract or do whatever is deemed to be in its best interest.  

 

18. All documents and correspondence submitted to the Town of Lovettsville becomes the property of the Town 

of Lovettsville and is subject to disclosure under the “Freedom of Information Act”. This Act provides for the 

complete disclosure of contract and attachments. 

 

19. By mutual written agreement this proposal may be extended for additional periods prior to the expiration of 

the then-current term. 

 

20. One hard copy or one electronic (CD) copy shall be submitted at the time of the proposal. 
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TOWN OF LOVETTSVILLE, VIRGINIA 

REQUEST FOR PORPOSAL 

AREA MARKET ANALYSIS AND DEVELOPMENT PLAN 

RFP-SBP-LO-15-011 

 

METHOD OF AWARD 

 

The recommendation to award will be based on the lowest total proposal meeting specifications, or in any manner 

deemed to be in the best interest of the town. The town reserves the right to award to one or more bidders. 

Previous experience and performance may be a factor in making the award. 

 

NON-DISCRIMINATION CLAUSE 

 

In the performance of any contract or purchase order resulting wherefrom, the contractor agrees to obey and abide 

by all the laws of the Commonwealth of Virginia relating to the employment of labor and public work, and all 

ordinances and requirements of the Town regulating or applying to public improvements. Furthermore, the 

Contractor agrees not to discriminate against any employee or applicant for employment, to be employed in the 

performance of this Contract or Purchase Order, with respect to his or her hire, tenure, terms, conditions or 

privileges or employment because of religion, race, color, national origin, ancestry, age, sex, height, weight, 

marital status, or physical or mental disability except when said disability prevents such individual from 

performing the essential job functions, and the disability cannot be reasonably accommodated. The Contractor 

further agrees that every subcontract entered into for the performance of this Contract or Purchase Order will 

contain a provision requiring nondiscrimination in employment, as herein specified, binding upon each 

subcontractor. Breach of this covenant may be regarded as a material breach of the Contract or Purchase Order.  

 

ETHIC POLICY 

 

Gratuities: It shall be unethical for any person to offer, give, or agree to give any town employee or former town 

employee, or any town employee or former town employee to solicit, demand, accept, or agree to accept from 

another person, a gratuity or an offer of employment from another person, a gratuity or an offer of employment in 

connection with any decision, approval, disapproval, recommendation, or preparation of any part of a program 

requirement or a purchase request, influencing the content of any specification or procurement standard, rendering 

of advice, investigation, auditing, or any other advisory capacity in any proceeding or application, request for 

ruling, determination, claim or controversy, or other particular matter, pertaining to any program requirement or a 

contract or subcontract, or to any solicitation or proposal therefore.  

 

Kickbacks: It shall be unethical for any payment, gratuity, or offer of employment to be made by or on behalf of 

a subcontractor under a contract to the prime contractor or higher tier subcontractor or any personal associated 

therewith, as an inducement for the award of a subcontract or order.  

 

ADA COMPLIANCE 
 

The Town of Lovettsville will provide necessary, reasonable auxiliary aids and services, and provide assistance in 

filling out forms, to individuals with disabilities when doing business with the Town of Lovettsville. Individuals 

with disabilities requiring such auxiliary aids or services should contact the Town of Lovettsville by writing or 

calling the following: Harriett West, 6 Pennsylvania Ave, Lovettsville, VA 20180, (540) 822-5788. 

 

SUB-CONTRACTORS 

 

If sub-contractors are to be utilized, a listing of each sub-contractor must be provided as part of the business plan 

submitted to the Town.  
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QUALIFICATION OF PROPOSERS 

 

The proposer may be required before the award of any contract to show to the complete satisfaction to the Town 

of Lovettsville that it has the necessary facilities, abilities and financial resources to provide the services specified 

herein. The proposer may also be required to give a past history in order to satisfy the Town of Lovettsville in 

regard to the proposer’s qualifications. The Town of Lovettsville may make reasonable investigations deemed 

necessary and proper to determine the ability of the proposer to perform the work, and the bidder shall furnish to 

the Town of Lovettsville all information for this purpose that may be requested.  

 

RETAIN PROPOSAL 

 

The Town reserves the right to retain all proposals submitted and use any ideas in the proposals regardless of 

whether that proposal is selected. Submission of a proposal indicates acceptance by the company of the conditions 

contained in this RFP, unless clearly and specifically noted in the proposal submitted and confirmed between the 

Town of Lovettsville and the company selected.  

 

SUBLEASE OR ASSIGN 

 

The lessee may not sublease or assign his contract rights to any other party except with the prior written approval 

of the Town of Lovettsville.  

 

RESPONSES TO QUESTIONS 

 

A firm may submit written questions in order to clarify any matters relating to this RFP. The firms question(s) and 

the Town’s answer(s) will become part of the public record and will be shared with all other firms to whom the 

FRP has been provided. Please contact Jonathon Rowles, (540) 454-7373 or 

economiccoordinator@lovettsvilleva.gov  with any questions regarding specifications.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:economiccoordinator@lovettsvilleva.gov
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TOWN OF LOVETTSVILLE, VIRGINIA 

REQUEST FOR PORPOSAL 

AREA MARKET ANALYSIS AND DEVELOPMENT PLAN 

RFP-SBP-LO-15-011 

 

TO: ECONOMIC DEVELOPMENT DEPARTMENT, TOWN OF LOVETTSVILLE, VA 

 

The undersigned hereby offers to furnish the Town of Lovettsville all materials and/or services at the prices 

quoted in conformance with the Town’s specifications described herein: 

 

The firm certifies that this proposal is in complete compliance with all specifications EXCEPT as specifically 

listed on the following lines (use additional sheet if necessary): 

 

___________________________________________________________________________________________ 

 

___________________________________________________________________________________________ 

 

___________________________________________________________________________________________ 

 

___________________________________________________________________________________________ 

 

 

 

PROPOSAL FIRM FOR: __________________ (LENGTH OF TIME – 90 DAYS MINIMUM) 

 

 

 

 

LEGAL IDENTIFICATION 

 

NAME OF COMPANY: _________________________________________________________ 

 

COMPANY ADDRESS: _________________________________________________________ 

 

     _________________________________________________________ 

 

PHONE NO: ________________   FAX NO: _______________  EMAIL:_______________________________ 

 

PROPOSAL PREPARED BY: _________________________________________________________________ 

 

 

AUTHORIZED SIGNATURE: _________________________________________________________________ 

 

DATE SUBMITTED: ____________________________ 
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TOWN OF LOVETTSVILLE, VIRGINIA 

REQUEST FOR PORPOSAL 

AREA MARKET ANALYSIS AND DEVELOPMENT PLAN 

RFP-SBP-LO-15-011 

 

OVERVIEW 

 

The Town of Lovettsville is seeking a qualified vendor to conduct an area market analysis and prepare an 

economic development strategy that will serve to realize the Town’s adopted vision for commercial, office, and 

light industrial development. 

 

The analysis shall not be limited to Lovettsville’s downtown. It must report on the current status of commercial 

activity throughout the town, identify actual spending habits of those in and around the Town of Lovettsville, and 

select potential businesses that can meet the identified demand of the surrounding market and the Town’s vision 

that “The Town will promote the establishment of a variety of commercial and light industrial businesses of 

various sizes, which serve Town and area residents and provide job opportunities, in planned commercial 

and industrial areas as depicted on the future land use plan map. ” 

 

The economic development plan shall include an extensive list of target industries/businesses (as determined 

viable in the market analysis) and include marketing materials and/or business attraction strategies that can be 

used by Lovettsville to draw their interest to the Town.   

 

BACKGROUND ON LOVETTSVILLE 

 

The Town of Lovettsville is a rural Virginia township located in Northwestern Loudoun County, Virginia. The 

approximate 12 square mile community is 60 miles Northwest of Washington D.C., and is home to over 1,700 

residents with an additional 13,300 in the surrounding area (5-mile radius). The town is located near the Potomac 

river and serves as a central commuting point between Southern Maryland, Eastern West Virginia, and 

Washington D.C. 

 

Lovettsville’s economy is diverse. Industries include health (INOVA Health Care), fine dining (Market Table 

Bistro), professional services, retail, and automotive repair, among others. The annual festivals (OctoberFest & 

MayFest), which attracts thousands of visitors to businesses in the Town every year, remains a significant draw 

for the Town. 

 

In recent years, Lovettsville has emerged as a regional entertainment and cultural destination, a dynamic place to 

live, and a meeting ground for agricultural minds. Downtown Lovettsville is an eclectic blend of restaurants, 

retail, and galleries. Commercial development and Town initiatives in this area are geared toward a pedestrian 

friendly shopping experience.  

 

SCOPE OF WORK 

 

The Town of Lovettsville is requesting an area market analysis and economic development plan that will serve to 

realize the Town’s adopted vision for economic development. 

 

The Town will promote the establishment of a variety of commercial and light industrial businesses of various 

sizes, which serve Town and area residents and provide job opportunities, in planned commercial and industrial 

areas as depicted on the future land use plan map.  
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The scope of work includes the following: 

 

 Review and report on the current status of commercial development in the Town including, but not 

limited to, land use, space allocation, vacancies, lease/rental rates, current commercial mix and planned 

developments.  

 

 Define primary, secondary and potentially tertiary trade areas.  Trade areas should be identified with 

consideration of population, proximity to other competing business in the area, destination attractions, 

traffic patterns, drive-times, retail mix, store sizes and sales volumes, and actual customer data. Data 

derived from actual customer spending in and around the Town of Lovettsville is preferred.  

 

 Develop customer profiles.  The customer profile information should include detailed demographics, 

lifestyle segmentation data, actual customer spending habits, and any other information deemed pertinent 

by the selected contractor.  

 

 Identify at least three peer cities.  Peer cities should be identified that have similar customer profiles 

and have a successful market to serve as potential models for a strategic economic development plan. 

Where appropriate, an analysis of incentives offered by the Town and/or private property owners or 

businesses that contributed to the Town’s economic success shall be provided.  

 

 Develop a proposed economic development plan.  The Town is seeking a strategic economic 

development plan that serves to realize the Town’s adopted vision for economic development, meets the 

demand of the market, and considers the characteristics of the customers within the identified trade areas. 

The plan should identify industries, niches, and specific businesses within those groupings to target for 

marketing. The list of specific target businesses should be extensive. The strategy should also identify 

specific potential locations and spaces for targeted development that considers all data gathered including 

available spaces. The town is specifically looking to determine what scale and type of investments are 

viable and recommended for its commercial center, its light industrial zone, and its main street.  

 

 Create sample marketing package that could be used by Town staff to market to targeted industries, 

meet the goals of the economic development plan, and attract targeted businesses to the Town of 

Lovettsville. The marketing packages should each be tailored to a specific industry that is suggested for 

the Town. The package should have comprehensive information on the trade area, customer profile, 

demographics, potential locations, town amenities, town history/culture/brand, tax information, leasing 

rates, relevant incentive programs, parking, infrastructure, projected sales data, and any other information 

deemed pertinent by the contractor.  

 

 Report on all data sources used in the final deliverables and identify how the information can be 

obtained on an ongoing basis and at what additional cost, if any, to create future sample marketing 

packages.  

 

DELIVERABLES 

 

 Town of Lovettsville Market Analysis 

 Town of Lovettsville Economic Development Plan 

 Town of Lovettsville Strategic Marketing material for Targeted Retailers (Businesses) 

 Hard copies and electronic copies of the Analysis, the Development Plan, and the Marketing Materials 
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SUBMITTED WITH PROPOSAL 

 

1. A brief history of your organization 

2. The qualifications of personnel who will be responsible for directing operations 

3. A sample contract relevant to this scope of work 

4. Listing of at least (3) client references within the past (5) years, including: 

a. Client name and address 

b. Itemized dollar value of project 

c. A statement of whether or not all deliverables were provided within budget with necessary 

explanations 

d. Samples of work, such as screenshots or printouts 

5. Additional work samples, such as screenshots or printouts 

6. Work plan – summary of recommended approach to accomplish the work of this request (limit 5 pages) 

7. Fee quotation for the services outlined in this request. If any additional services are proposed by your 

company, please outline these and their costs as separate from those services requested in this RFP. 

 

BUDGET 

 

Project expenses are not expected to exceed $35,000.00 USD.  Cost will be an important evaluation criterion, and 

proposals may only offer a fixed rate.  

 

BIDDERS CONFERENCE 

 

A voluntary Bidders Conference will be held Thursday, November 12th at 2:00 p.m. at Lovettsville Town Hall (6 

Pennsylvania Ave). Town administration will be available to answer any questions you have regarding this RFP. 

Questions and topics addressed at the conference will be posted as an addendum to this RFP. 

 

METHOD OF PAYMENT 

 

Payment for completed services will be made within thirty (30) days after invoices are received and approved by 

the Town of Lovettsville.  

 

TENTATIVE TIMELINE 

 

1. November 5, 2015 – Release of RFP 

2. November 12, 2015 – Bidders Conference 

3. December 3, 2015 – Proposals due by 2:00 p.m. EST 

4. December 7 – December 9, 2016 – Meet with finalists to discuss proposals 

5. December 10, 2016 – Finalist announced and presented at the Town Council meeting 

6. December 14 – December 22, 2016 – Meet with contractor to outline analysis plans 

7. January 1, 2016 – Work Begins 

8. March 31, 2016 (or sooner) – Project completion and implementation 

 

 

 

 

 

 

 

 

 



10 

 

www.lovettsvilleva.gov 

 

TOWN OF LOVETTSVILLE, VIRGINIA 

REQUEST FOR PORPOSAL 

AREA MARKET ANALYSIS AND DEVELOPMENT PLAN 

RFP-SBP-LO-15-011 

 

Cost proposals shall include all anticipated costs for services including, but not limited to external costs (customer 

surveys, external research, travel, etc.), and shall include a not to exceed fee total for the proposed retail market 

analysis and development plan. 

 

Please attach a detailed itemization of all costs for services in the scope of work and deliverables. 

 

 

NOT TO EXCEED FEE TOTAL  

FOR AREA MARKET ANALYSIS AND DEVELOPMENT PLAN: 

 

 

$__________________________________________ 

 

 

 

If any additional services are proposed by your company, please outline these and their costs as separate from 

those services originally requested.  

 

ADDITIONAL PROPOSED SERVICES: 

 

___________________________________________________________________________________________ 

 

___________________________________________________________________________________________ 

 

___________________________________________________________________________________________ 

 

___________________________________________________________________________________________ 

 

___________________________________________________________________________________________ 

 

___________________________________________________________________________________________ 

 

 


