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TOWN OF ALLENSTOWN, NH 

REQUEST FOR PROPOSALS FOR 

Payroll Services, Electronic Timesheets, and Electronic Check Stubs 

 

 

I. REQUEST FOR PROPOSALS 

The Town of Allenstown requests written proposals from qualified firms or individuals interested in 

being considered for hire by the Town as Grant Administrator to manage a $500,000 Community 

Development Block Grant Project (full project cost $1.5 mil+), the construction of the Suncook Boys & 

Girls Club in Allenstown. Responsibilities will include, but not limited to: Environmental review, 

contracts preparation, record keeping, financial management, labor regulation compliance, meetings and 

reporting. 

. 

 

II. BACKGROUND 

This project is funded through a Community Development Block Grant from the Community 

Development Finance Authority under the provisions, and subject to the requirements, of Title I of the 

Housing and Community Development act of 1974, as amended. 

 

The maximum administration budget is $15,500. 

 
III. TERMINIATION/RESIGNATION 

Nothing in the Agreement shall prevent, limit or otherwise interfere with the rights of either party to 

terminate the Agreement subject to the terminating party giving thirty (30) days written notice to the 

other party, prior to the effective date of separation. 

 

The Town of Allenstown may terminate the Contract at any time, by giving written notice to the 

Contractor of such termination and specifying the effective date thereof, at least thirty (30) days before 

the effective date of such termination.  In that event, all finished and unfinished work product shall 

become the property of the Town.  If the contract is terminated by the Town, as provided herein, the 

Contractor will be paid an amount, which bears the same ratio to the total compensation as the services 

actually performed bear to the total services covered by the Contract, less payment of compensation 

previously made.  Termination of the Contract or the retention of funds by the municipality shall not 

preclude the Town or the Contractor from bringing an action against either party for damages or 

exercising any other legal, equitable, or contractual rights by the Town or Contractor may possess in the 

event of the Contractor’s failure to perform. 

 

The Town of Allenstown may void all contracts(s) at any time if the Contractor has materially 

misrepresented any offering or defaults on any contract with a New Hampshire municipality. 

 

In the event that any Contract person or employee assigned to the Town of Allenstown is convicted of 

any act resulting in personal gain in the execution of services provided through this agreement, then the 

Town shall have no obligation of prior notice, and may immediately terminate all contracts. 

 

This contract will be awarded pending funding from CDBG for this project 
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IV.   TRANSFER, ASSIGNMENT, SUB-LETTING 

The Contractor will not assign any part of this agreement without express written permission by the 

Town of Allenstown. 

 

V.  PERFORMANCE REQUIREMENTS 

Perform all normal and routine tasks, including but not limited to the following:  

 

 Prepare and submit required reports to NH CDFA. 

 Provide Quarterly Reports to the Town of Allenstown. 

 Assist and the preparation and submission of environmental review documents. 

 Assist in the preparation of the financial management documentation required for the CDBG. 

 Assist in the preparation of documents needed for audit requirements.  

 Prepare and submit closeout documents need for the grant.   

 Provide guidance to project team in regards to CDBG and CDFA requirements.    

 

 

VI. ADDITIONAL REQUIREMENTS 

1).  The Contractor shall be compensated as an independent contractor and shall be responsible for 

providing FICA, Workmen’s Compensation, Unemployment Compensation & Liability to all employees 

assigned to the Town of Allenstown. 

2). The Contractor shall not compensate, in any way, a town officer, employee, or any member of the 

family of such officer or employee in the performance of any work under this contract. 

3).  This is an equal opportunity/affirmative action agency.  All qualified proposals will receive 

consideration without regard to race, color, religion, creed, age, sex, or national origin. 

 

 

 

VII. INSURANCE SPECIFICATIONS 

Certificates of insurance, identifying the Municipality as co-insured, will be submitted to the 

Municipality no more than thirty (30) days after the signing of the contract.  The Municipality will be 

notified within 15 days in the event of loss or change in coverage or conditions or amounts of coverage.  

A financially secure insurer, duly licensed to do business in the State of New Hampshire, shall issue 

each policy of insurance. 

 

1).  Worker’s Compensation – Statutory requirements and benefits if utilizing any additional employees. 

2).  Commercial General Liability - $1,000,000 combined single limit.  The Town of Allenstown is to be 

named as an additional insured with respect to the services being procured.  This coverage is to include 

Independent Contractor’s Liability, Personal Injury Liability, Blanket Contractual Insurance, Broad 

Form Property Damage, and Premises, Operations and Completed Operations. 

3).  Errors and Omissions Insurance with no less than $1,000,000 combined single limit. 

 

 

VIII. EVALUATION OF PROPOSALS 
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Evaluation of the responses will be based on the extent to which the response meets the requirements of 

the solicitation and the town’s determination as to the extent to which the respondent is likely to be able 

to achieve the desired results and fulfill the purposes of the solicitation.  Proposers are welcome to 

submit supporting information or references, demonstrating how they have shown their performance to 

be in terms of quality and timeliness in tasks performed for other clients or the Town of Allenstown and 

how responsive they will be in terms of cost efficiency to the Town of Allenstown. 

 

IX. PROPOSAL DEADLINE 

 

Proposals are due by 5:00 p.m., Thursday, November 13, 2014, at the 

Town Hall, 16 School Street, Allenstown NH 03275.  Proposals received 

after the deadline will be rejected. 
 

X. SELECTION PROCESS 

The town may engage in individual discussions with bidders deemed fully qualified, responsible and 

suitable based on initial responses and with emphasis on professional competence, to provide the 

required service.  These bidders may be requested to make an oral presentation to explain their proposal 

and answer questions. 

 

XI. PROPOSAL REQUIREMENTS 

The Town of Allenstown reserves the right to reject all proposals and to make a selection in the best 

interests of the Town. 

 

To be deemed qualified, the Proposer(s) must demonstrate the requisite experience, skills, and resources 

necessary to successfully perform services requested in the Request for Proposals.   All questions about 

this Request for Proposals should be submitted to: 

 

Shaun Mulholland 

Town Administrator 

Town of Allenstown 

16 School Street, Allenstown, NH 03275 

Tel: (603) 485-4276 x 112 

smulholland@allenstownnh.gov 

 

Proposal Preparation:  In order to facilitate evaluation of the proposals, the proposer is instructed to be 

concise and to follow the outline below in responding.  Proposals that do not follow the outline, or do 

not contain the required information, may be considered as invalid proposals.  Additional detailed 

information may be annexed to the proposal. 

 

Format of Proposal:  Proposers are instructed to be concise and proposals should include, in order, the 

following: 

 

1. Letter of Transmittal; 

2. Executive Summary to include understanding of the project and scope of work; 

3. Brief organization profile, including background and experience of the firm; 
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4. Previous project summaries, including reference contact information for a minimum of three 

(3) projects, which are similar in scope to the project described herein that demonstrate 

pertinent corporate and key personnel experience; listing of the pertinent projects may be 

included (the Town reserves the right to contact any references provided by the proposer or 

otherwise obtained); 

5. Approach to work – a detailed outline of the proposed services for executing the 

requirements of the Proposed Scope of Services and availability to the Town as needed; 

6. Proposed schedule to meet the needs outlined in the RFP; 

7. Contract cost to municipality given the scope of work described in the RFP. 

 

Bids must be in a sealed envelope clearly marked:  “CDBG ADMINISTRATION  PROPOSAL”. 

 

Signature/Certification:  An official authorized to bind the offer shall sign the proposal and shall contain 

a statement to the effect that the proposal is a firm offer for a ninety (90) day period from opening.  The 

proposal shall also provide the following information:  name, title, address and telephone number of the 

individual(s) with authority to contractually bind the company and who may be contacted during the 

period of proposal evaluation for clarifying submitted information. 

 

Proposal Withdrawal:  the determination of whether a proposal may be withdrawn is solely at the 

discretion of the Town of Allenstown.  However, in no event shall a proposal be withdrawn unless the 

request for withdrawal is filed within five (5) days of the date of the opening and proposer establishes 

that the proposal contains a material mistake and the mistake occurred despite the exercise of reasonable 

care. 


