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RFP #38-06 
CITY OF PORTSMOUTH, NH 

PLANNING DEPARTMENT 
Request for Proposals 

PROFESSIONAL SERVICES 
REVISION OF ZONING ORDINANCE, SITE REVIEW & SUBDIVISION REGULATIONS 

 
SCOPE OF WORK:  The City of Portsmouth’s Planning Department is requesting proposals from 
qualified firms for revisions to the City of Portsmouth’s Zoning Ordinance, Site Review 
Regulations and Subdivision Regulations.  While many of the desired revisions are outlined in the 
City’s 2005 Master Plan, this project represents a comprehensive revision of the City’s existing 
Zoning Ordinance; substantial revisions to the Site Review and Subdivision Regulations; and the 
development of Design Review Regulations.  Revisions beyond those outlined in the Master Plan 
are expected to be identified by staff, the Planning Board and through public input as part of this 
project.  
 
Sealed Request for Proposals, plainly marked RFP #38-06, "Professional Services for 
Revision of Zoning Ordinance, Site Review and Subdivision Regulations" on the outside of the 
mailing envelope, addressed to the Finance/Purchasing Department, City Hall, 1 Junkins Avenue, 
Portsmouth, NH 03801 will be accepted until 1:30 p.m. on Wednesday, March 1, 2006. 
 
If you would like to obtain a copy of the Request for Proposal you may call the Purchasing Clerk at 
603-610-7227, visit the Finance Department on the third floor at the above address, or visit our 
website at www.cityofportsmouth.com. PLEASE CONTINUE BELOW FOR COMPLETE BID 
DOCUMENT. 
 
The City of Portsmouth reserves the right to reject any or all proposals, to waive technical or legal 
deficiencies, and to accept any proposal that it may deem to be in the best interest of the City. 
 
If you have any questions please contact the Finance/Purchasing Department at the following 
number:  603-610-7227. 
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RFP #38-06 

CITY OF PORTSMOUTH, NH 
PLANNING DEPARTMENT 
Request for Proposals 

PROFESSIONAL SERVICES 
REVISION OF ZONING ORDINANCE, SITE REVIEW & SUBDIVISION REGULATIONS 

 
Sealed Request for Proposals, plainly marked RFP #38-06, "Professional Services for 
Revision of Zoning Ordinance, Site Review and Subdivision Regulations" on the outside of the 
mailing envelope, addressed to the Finance/Purchasing Department, City Hall, 1 Junkins Avenue, 
Portsmouth, NH 03801 will be accepted until 1:30 p.m. on Wednesday, March 1, 2006. 
 
PROJECT BACKGROUND/PURPOSE  

On March 24, 2005, the Portsmouth Planning Board adopted a new Master Plan, which consists of 
the following three sections (available on the City’s website at www.cityofportsmouth.com): 

  A Vision for Portsmouth; 

  Priorities for Action; and 

  Goals, Objectives and Strategies, which includes the Implementation Plan (see attached). 
 
It should be noted that the Master Plan also includes supporting data and analysis contained in an 
Existing Conditions and Trends Report (available at the Portsmouth Planning Department). 
 
At this time, the City’s Planning Department is requesting proposals from qualified firms for 
revisions to the City of Portsmouth’s Zoning Ordinance, Site Review Regulations and Subdivision 
Regulations.  While many of the desired revisions are outlined in the City’s 2005 Master Plan, this 
project represents a comprehensive revision of the City’s existing Zoning Ordinance; substantial 
revisions to the Site Review and Subdivision Regulations; and the development of Design Review 
Regulations.  Revisions beyond those outlined in the Master Plan are expected to be identified by 
staff, the Planning Board and through public input as part of this project. 
 
The City’s current Zoning Ordinance and Subdivision and Site Plan Review regulations are 
available on the City’s website at www.cityofportsmouth.com. 
 
The new Zoning Ordinance will be recommended by the Planning Board to the City Council for 
their consideration and adoption.  The Planning Board will adopt the revised Subdivision 
Regulations, Site Review Regulations and Design Review Regulations. 
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PROJECT FUNDING 

$95,000 is allocated for this project through the City’s Capital Improvement Plan (CIP) in the 
current fiscal year (FY ‘06).  Additional funding will be proposed in the draft CIP for the fiscal year 
beginning July 1, 2006 (FY ’07).  Therefore, project proposals should be outlined in two (2) phases 
as the phase 1 contract work will be awarded based on available funding.  Revisions to the Zoning 
Ordinance and Site Review Regulations should be considered the highest priority with regard to 
phasing, followed by revision of the Subdivision Regulations and development of Design Review 
Regulations.  Phase 2 work proposed by consultants will be awarded following City Council 
adoption of the FY ’07 budget.  The City reserves the right to award phase 2 work on or after July 
1, 2006.  
 
PROJECT OVERSIGHT 

The consultant will carry out the revisions to the Zoning Ordinance, Site Review Regulations and 
Subdivision Regulations under the direction of the Deputy City Manager and Planning Director, 
with input from other key City staff in the Planning, Inspection and Legal Departments, as well as 
members of the Planning Board, members of other local land use boards and the public.  The City 
Attorney will play an active role in providing input, identifying needed revisions and reviewing 
documents developed by the consultant.  Therefore, it is not anticipated that consultants will need to 
include legal counsel on their project team. 
 
PROJECT SCHEDULE AND MILESTONE DATES 

A committee comprised of the Deputy City Manager, Planning Director, City Attorney and 
representatives of the Planning Board will interview short-listed consultants within two (2) weeks 
following proposal submission.  The City’s intent is to make a final selection and award a contract 
for the funded portion of project work as soon as possible thereafter.  
 
Project work should be carried out according to milestone dates.  The consultant should propose a 
total of seven (7) milestone dates:  four (4) for the Zoning Ordinance, one (1) for the Subdivision 
Regulations, one (1) for the Site Review Regulations, and one (1) for proposed design review 
regulations.  The first milestone product should be provided by September 30, 2006. 
 
The selected consultant shall be expected to begin work within two weeks after contract signing and 
complete all work 12 to 18 months thereafter.  
 
Due to the project funding timetable, proposals should be outlined in two (2) phases as the phase 1 
contract work will be awarded based on available funding.  Revisions to the Zoning Ordinance and 
Site Review Regulations should be considered the highest priority with regard to phasing, followed 
by revision of the Subdivision Regulations and development of design review regulations.  Phase 2 
work proposed by consultants will be awarded following City Council adoption of the FY ’07 
budget.  The City reserves the right to award phase 2 work on or after July 1, 2006. 
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PROJECT GOALS AND SCOPE OF WORK  

The City of Portsmouth’s Planning Department is requesting proposals from qualified firms for 
professional consultant services to carry out a comprehensive review, analysis, and rewrite of the 
City’s Zoning Ordinance; substantial revisions to the Site Review and Subdivision Regulations; and 
development of design review regulations.  In addition to insuring that the City’s land use 
regulations are in line with the 2005 Master Plan goals, objectives and strategies (see attached 
Implementation Plan, City of Portsmouth Master Plan, 2005), a key goal of this project is to insure 
that the City’s land use regulations are user friendly and simpler in format.  Revisions beyond those 
outlined in the Master Plan are expected to be identified by staff, the Planning Board and through 
public input as part of this project. 
 
It should be noted that the March 2005 Master Plan was developed based on extensive public 
involvement through what was known as the Portsmouth Listens study circle process. The City is 
committed to citizen involvement in carrying out the implementation of the Master Plan 
recommendations and it is important that the project allows sufficient opportunities for public 
comment on proposed revisions to the City’s land use regulations. 
 
The selected consultant is expected to play a key leadership role in this effort based on their 
experience and expertise, with input from City staff and Planning Board members who have 
practical knowledge in administering the City’s existing land use regulations.  
 
The primary goals of this project are to: 
 
 Implement the regulatory recommendations outlined in the City’s March 2005 Master Plan 

and insure that the City’s Zoning Ordinance, Site Review Regulations and Subdivision 
Regulations are consistent with the goals, objectives and recommendations outlined in that 
plan.  Regulatory revisions shall address, for example, such areas as design review, 
sustainable development, workforce housing, stormwater, wetlands, outdoor lighting, non-
residential site design, signage, and parking standards.  The Selected Consultant, in 
consultation with the City, shall explore and provide guidance on the potential regulatory 
revisions outlined in the Master Plan and, where directed by the City, draft new Zoning 
Ordinance, Subdivision Regulations, Site Review Regulations and Design Review 
Regulations.  

 
 Develop a new Zoning Map.  The new Zoning Map shall be based on the recommendations 

outlined in the City’s March 2005 Master Plan, consistent with the goals, objectives and 
recommendations outlined in the plan (see Future Land Use Map Focus Areas section of the 
2005 Master Plan) and in conformance with generally accepted land use law and principles 
as well as state statutes.   

 
 Insure that the City’s Zoning Ordinance, Site Review Regulations and Subdivision 

Regulations conform to generally accepted land use law and principles as well as state and 
federal statutes and case law.   
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 Identify and correct any internal inconsistencies, omissions or errors, including grammatical 
and other editorial problems in the Zoning Ordinance, Site Plan Review Regulations and 
Subdivision Regulations. 

 
 Identify and recommend for inclusion in the revised land use regulations gaps or needs that 

have not been identified in the Master Plan, but in the professional opinion of the selected 
consultant should be addressed to insure a complete and effective ordinance that meets local 
needs.   

 
 Create, to the fullest legal extent possible, a user friendly, simplified, clear and easily 

understood set of local land use regulations, including:  
 

 revise vague, unclear or confusing language and insure that language, terms, and intent 
are consistent from one section to another; 

 insure that essential words used in the text of the land use regulations are defined in the 
Definitions section and revise incorrect or inadequate definitions;  

 revise sections of the land use regulations that are in conflict with other sections, have 
unintended impacts on other sections or are overly complex; 

 recommend improvements to the layout of the Zoning Ordinance, Zoning Map, Site 
Review Regulations and Subdivision Regulations; and 

 recommend appropriate illustrations and/or diagrams. 
 
The intent of the Scope of Work provided below is to serve as a framework, which proposers 
can use to develop a more detailed scope of work based on their professional expertise and 
knowledge.  The City asks proposers to present an efficient, effective scope of work, which 
insures a set of high quality, broadly supported land use regulations. 

 
1. The consultant shall be required to spend a minimum of one day per work week in City Hall.  

Office space will be provided by the City at no cost and this office space shall be used 
exclusively by the consultant for the purpose of carrying out work on behalf of the City.   

2. Review recommendations outlined in the Implementation Plan of the 2005 Master Plan as 
they relate to the Zoning Ordinance, Subdivision Regulations and Site Review Regulations. 
Identify areas that require additional research and/or discussion and review those items with 
the Planning Board and City staff.  Provide written recommendations as to the feasibility of 
implementing specific recommendations based on statutory authority, complexity, 
administrative burden and the like. 

 
3. Conduct a comprehensive review and analysis of the existing Zoning Ordinance, 

Subdivision Regulations, and Site Review Regulations; identify issues and problem areas in 
the regulations, and make recommendations for changes and revisions.  Play a leadership 
role in reaching consensus on key revisions. 
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4. As directed by City staff and the Planning Board, conduct additional research and make 
recommendations for changes and revisions.  Play a leadership role in reaching consensus 
on key revisions. 

 
5. As directed by City staff and the Planning Board, conduct a comprehensive rewrite of the 

Zoning Ordinance; propose substantial revisions to the Site Review and Subdivision 
Regulations; and develop design review regulations.   

 
6. Develop a new Zoning Map.  Future land use recommendations outlined in the Master Plan 

are broad in nature and considerable effort will be required by the selected consultant to 
carry out further research, lead discussion with the Planning Board, seek public input and 
provide final detailed rezoning recommendations. The City will be responsible for 
producing revisions to its electronic Zoning Map in both draft and final form and will 
produce, at its own expense, paper review copies of same.  Multiple drafts are anticipated 
before a final map is agreed upon. 

 
7. Prepare successive draft(s) of the revised Zoning Ordinance, Subdivision Regulations, Site 

Review Regulations, and Design Review Regulations.  The drafts shall make clear the 
existing text and proposed revisions.  In some cases, this may involve simple redlining for 
new text and deleted text.  However, in most cases, particularly with regard to the 
comprehensive rewrite of the Zoning Ordinance, the Selected Consultant will need to 
prepare explanatory materials.  This shall include specific language and organizational 
changes or revisions.   

 
8. Following City review and subsequent re-drafts, draft documents shall be presented by the 

consultant for public review at a series of public hearings.  All documents shall utilize the 
format described in #7 above to insure that the public has a clear understanding of new text, 
deleted text and substantial and/or conceptual changes; this will require detailed written 
explanations and supporting documentation by the consultant. 

 
9. Following the initial public hearings for each of the land use regulations, the consultant shall 

prepare revised drafts for public review – again, with similar format – which the consultant 
will present at a second series of public hearings. 

 
10. The new Zoning Ordinance will be recommended by the Planning Board to the City Council 

for their vote and adoption.  Present the final Zoning Ordinance to the Planning Board for 
their approval and, at separate meetings, to the City Council for their adoption (City Council 
presentation will involve three separate meetings, with one being a public hearing).  

 
11. Present the Subdivision Regulations, Site Plan Review Regulations and Design Review 

Regulations to the Planning Board for their adoption. 
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WORK PRODUCTS FORMAT 
 

The Selected Consultant shall provide one (1) original unbound copy of all drafts and final 
products.  All draft and final text, databases, spreadsheets, tables and figures are to be provided in 
Microsoft Office format (Windows compatible) on a CD for further duplication and distribution. 
 
Work products provided by the consultant for staff and/or board review, must be provided a 
minimum of ten (10) working days prior to the meeting at which they will be reviewed. 
 
MEETINGS 
 

The consultant should expect a substantial number of meetings and work sessions with City staff 
and Planning Board representatives and a substantial number of work sessions and public hearings 
with the full Planning Board and other local land use boards and the City Council.   
 
The consultant is expected to meet, as needed, with City staff and local officials to review and 
discuss project design issues and complete the project in a satisfactory manner.  The consultant 
shall be responsible for recording the events of these meetings and preparing summary action items 
for distribution. 
 
The selected consultant shall take the lead in setting project meeting dates with City staff and the 
Planning Board, with all meeting dates to be established well in advance. 
 
SUBMITTAL REQUIREMENTS 
 

Proposals shall include the following:   
 
 Brief history of the firm, including short case studies of similar projects carried out by the 

firm. 

 Description of relevant previous projects, which key project staff have played a central role 
in. 

 Statement of project understanding and general approach. 

 Detailed scope of work to include methodology, approach and tasks (organized in phases 
with milestone dates) needed to accomplish the project, inclusive of issue identification, 
public involvement, proposed meetings, Planning Board approval and City Council 
adoption.  Proposers should state, wherever possible and as clearly as possible, any 
assumptions made in preparing the scope of work.  

• Project schedule, organized by phase and task, which identifies meeting and hearing dates 
with staff, Planning Board and City Council.  Seven (7) specific milestone dates should be 
identified:  four (4) for the Zoning Ordinance, one (1) for the Subdivision Regulations, one 
(1) for the Site Review Regulations, and one (1) for proposed Design Review Regulations. 
Note that phasing should be tied to available project funding, with revisions to the Zoning 
Ordinance and Site Review Regulations considered the highest priority with regard to 
phasing, followed by revision of the Subdivision Regulations and development of Design 
Review Regulations.  
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• Names and qualifications of specific project staff that will play the primary role in this 
project, with Project Manager clearly identified.  The project staff who will attend and lead 
in-house and public meetings and hearings must be clearly identified as well.   

• The name of the project staff person that will reside in the City Hall office space to be 
provided by the City for the purpose of carrying out work on behalf of the City. 

 Project budget itemized by phase and task and a total project cost for Phase 1 and Phase 
2 stated as firm fixed fees.  An hourly rate sheet for project staff shall also be included. 

 No more than three (3) references, including current contact names/tel numbers, for 
similar projects. 

 No more than three (3) sample products from similar previous projects. 

 Six (6) copies of the proposal must be submitted.   
 
Sealed Request for Proposals, plainly marked RFP #38-06, "Professional Services for 
Revision of Zoning Ordinance, Site Review and Subdivision Regulations" on the outside of the 
mailing envelope, addressed to the Finance/Purchasing Department, City Hall, 1 Junkins Avenue, 
Portsmouth, NH 03801 will be accepted until 1:30 p.m. on Wednesday, March 1, 2006. 
 
EVALUATION CRITERIA 
1. Qualifications and previous related work of key personnel and firm, particularly with regard to 

working with municipalities of similar size, government structure, complexity and issues.  
Particular attention will be given to the demonstrated experience and ability of the Project 
Manager and other key personnel to take a proactive project management role and to lead 
effective meetings and work sessions and make professional, highly credible presentations at 
public meetings and hearings.  (25 points) 

2. Understanding of project goals, particularly as demonstrated in the Project Understanding and 
Scope of Work sections of the proposal.  (25 points)  

3. Proposal price.  (20 points) 
4. Quality of sample materials and proposal package submitted. (20 points) 
5. Responsiveness to submission requirements. (10 points) 
 
The City of Portsmouth reserves the right to reject any or all proposals, to waive technical or legal 
deficiencies, and to accept any proposal that it may deem to be in the best interest of the City.  By 
submitting a proposal, the consultant hereby authorizes the City to contact references and make 
such further investigations as may be in the best interest of the City. 

A committee comprised of the Deputy City Manager, Planning Director, City Attorney and 
representatives of the Planning Board will interview short-listed consultants within two (2) weeks 
following proposal submission.  The City’s intent is to make a final selection and award a contract 
for the funded portion of project work as soon as possible thereafter.  

The City reserves the right to negotiate directly with the firm(s) selected for additional project 
work.  
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CONTRACT DOCUMENT 
 

Upon selection, the successful Consultant will be sent a contract for execution for the Phase 1 
portion of the Scope of Work.  The contract will be written for a lump sum fee.  When the contract 
is executed by both parties, the Consultant will be instructed to commence providing the work 
outlined in the contract.  All information, data, documents, photos, computer records, and other 
materials of any kind acquired or developed by the consultant pursuant to this project shall be the 
property of the City of Portsmouth.  The City reserves the right to award Phase Two work on or 
after July 1, 2006. 
 
ADDITIONAL INFORMATION 
 

Requests for additional information should be directed to David Holden, Planning Director at 603-
610-7230 or Cindy Hayden, Deputy City Manager at 603-610-7218. 
 
INSURANCE REQUIREMENTS  
Insurance shall be in such form as will protect the Consultant from claims and liabilities for 
damages for bodily injury, including accidental death, and for property damage, which may arise 
from operations under this contract whether such operation by himself or by anyone directly or 
indirectly employed by him. 
 
Amount Of Insurance 
A) Comprehensive General Liability: 
 Bodily injury or Property Damage:  $1,000,000 
 Combined Single Limit, per occurrence 
 
B) Automobile and Truck Liability:   
 Bodily Injury or Property Damage:  $1,000,000 
 Combined Single, Limit, per occurrence 
 
Additionally, the contractor shall purchase and maintain the following types of insurance: 
 

A)  Full Workers Comprehensive Insurance coverage for all people employed by the contractor 
to perform work on this project in the amount of at least $500,000 per accident/injury or 
disease or in accordance with the requirements of the most current laws of the State, 
whichever is greater. 

 
Evidence of Insurance 
As evidence of insurance coverage, the Owner may, in lieu of actual policies, accept official written 
statements from the insurance company certifying that all the insurance policies specified below are 
in force for the specified period.  The Consultant shall submit evidence of insurance to the Owner at 
the time of execution of the Agreement.  Written notice shall be given to the City of Portsmouth, 
NH at least thirty (30) days prior to cancellation or non-renewal of such insurance coverage. 
 
Indemnification 
The Consultant agrees to pay on behalf of and hold harmless the City of Portsmouth for all claims 
arising in whole or in part from its work on behalf of the City. 






















































































