TOWN OF BUCHANAN, WISCONSIN

REQUEST FOR PROPOSAL (RFP)

MUNICIPAL BUILDING INSPECTION SERVICES
RFP Issue Date: July 21, 2026

Proposal Due Date: August 10, 2026 12:00 pm

Town of Buchanan

N178 County Road N

Appleton, WI 54915

1. INTRODUCTION

The Town of Buchanan ("Town") is soliciting proposals from qualified and certified
building inspection professionals or firms to provide municipal building inspection,
permitting, plan review, and customer service functions for residential construction and
related activities within the Town of Buchanan.

The selected contractor will serve as the Town's Building Inspector and shall perform
inspection services in accordance with all applicable Wisconsin Statutes, Wisconsin
Administrative Codes, and Town ordinances and is capable of providing responsive
inspection services, permit administration, and customer support to residents, builders,
developers, and contractors.

The Town reserves the right to reject any or all proposals, waive informalities, and
negotiate terms that are in the best interest of the Town.

2. SCOPE OF SERVICES
The selected contractor shall provide building inspection services including, but not
limited to:
Residential Construction
e Permit issuance and inspection of single-family homes.
e Permit issuance and inspection of accessory dwelling units (ADUs).
e Permit issuance and inspection of duplex homes.
Accessory Structures
e Permit issuance and inspection of attached and detached residential garages.
e Permit issuance and inspection of additions to existing homes including:
o Decks
o Sheds
o Sunrooms
o Similar residential additions
Site Improvements and Accessory Installations
e Permit issuance and inspection of:
Fences
Flatwork
Swimming pools
Hot tubs
Gazebos
Pergolas
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Solar energy systems

Wind turbines

Geothermal systems

Windows and doors

Roofing projects

o Other accessory structures requiring permits and inspections
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Trade Permits

Permit issuance and inspection of:
o Electrical systems
o Plumbing systems
o HVAC systems

Administrative Responsibilities
The selected contractor shall:

Provide professional customer service to residents, contractors, and developers.
Maintain permit and inspection records.

Prepare and submit inspection reports as required by the Town.

Coordinate inspection scheduling and permit administration.

Attend regular office hours at Town Hall on a mutually agreed-upon schedule
with the Town Administrator.

Provide occupancy permits issued for new homes to the Town.

Respond to inquiries in a timely and professional manner.

Shall be willing to work within the Town’s permitting and inspection
process/program in order to verify compliance with permitting and inspection
services provided.

Maintain compliance with all applicable Wisconsin codes and regulations.

3. CONTRACTOR QUALIFICATIONS
Proposers shall demonstrate:
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Current certification by the Wisconsin Department of Safety and Professional
Services (DSPS) applicable to the services proposed to include UDC
Construction, UDC Electrical, UDC HVAC and UDC Plumbing.

Experience performing municipal building inspection services.

Knowledge of Wisconsin Uniform Dwelling Code and applicable municipal
regulations.

Ability to issue permits, conduct inspections, maintain records, and provide
customer service.

Ability to perform services independently and professionally.

Knowledge of basic zoning principles and practices and ability to understand and
interpret zoning code as it relates to building inspections.

The selected contractor shall provide copies of all current certifications prior to contract
execution and shall provide updated certifications upon renewal.

4. INSURANCE REQUIREMENTS
The selected contractor shall provide a Certificate of Insurance evidencing the following
minimum coverage:



Coverage Type Minimum Limit

General Liability $1,000,000
Professional Liability (Errors & Omissions) $1,000,000
Automobile Liability $1,000,000

Insurance shall remain in effect throughout the duration of the contract.

5. TOWN RESPONSIBILITIES
The Town shall provide:
e Space at Town Hall to utilize.
o Office supplies necessary for performance of services.
e Permit stamps and related administrative materials.
e Access to records and information necessary for performance of duties.

No employee benefits, retirement benefits, health insurance, or additional compensation
shall be provided by the Town beyond the compensation outlined in the resulting
agreement.

6. SPECIAL PROJECTS AND EMERGENCY ASSISTANCE
The Town may request additional services related to:

e Special projects

o Emergency management assistance

e Code enforcement support

e Other municipal needs

Such services shall be mutually agreed upon in advance and compensated separately from
the standard inspection compensation. Proposers shall identify their hourly rate for
special projects and emergency assistance.

7. COMPENSATION PROPOSAL
Proposers shall submit a compensation proposal that clearly identifies their fee structure.
The Town's current compensation methodology is:
e Monthly compensation equal to eighty percent (80%) of applicable actual permit
fees collected during the previous month.
e Applicable permit fees include permits associated with residential construction
and permitting activities identified in the Town's Fee and License Schedule.
Proposers may:
e Propose continuation of the existing compensation structure; or
e Submit an alternative compensation model for Town consideration.
e As part of the evaluation the Town will consider not only the quality of the
candidate but also the most cost advantageous proposal for the Town.

Compensation proposals shall clearly explain all fees, percentages, rates, and
reimbursement requirements.

8. PROPOSAL SUBMITTAL REQUIREMENTS
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Proposals shall include the following:
A. Cover Letter
Include:
e Name of individual or firm
e Primary contact information
o Statement of interest
o Signature of authorized representative
B. Qualifications
Include:
e Professional background
e Years of municipal inspection experience
e Relevant certifications
e Municipal clients currently served
C. Service Approach
Describe:
e Permit administration process
e Inspection scheduling procedures
o Customer service approach
e Reporting methods
e Availability and response times
D. Insurance Documentation
Provide evidence of ability to meet insurance requirements.
E. References
Provide at least three (3) municipal references including:
e Municipality name
o Contact person
o Title
e Telephone number
e Email address
F. Fee Proposal
Provide detailed pricing and compensation proposal.

9. EVALUATION
The Town intends to make a selection at its August 18, 2026 meeting and approve a
contract with the candidate being able to start immediately on August 19, 2026.

10. CONTRACT TERM

The Town anticipates entering into a professional services agreement with the selected
contractor for an initial term to be negotiated, with renewal options subject to mutual
agreement.

11. RESERVATION OF RIGHTS
The Town reserves the right to:
e Reject any or all proposals.
e Request clarification of proposals.



o Waive informalities or irregularities.
o Negotiate contract terms with one or more proposers.
e Cancel or reissue this RFP at any time.

12. PROPOSAL SUBMISSION
Proposals shall be submitted to: Michael Brown, Town Administrator, as one PDF
emailed to michaelb@townofbuchanan.wi.gov.

Questions regarding this RFP shall be directed to the Town Administrator.

13. ANTICIPATED SCHEDULE

Activity Date

RFP Issued July 21, 2026

Proposal Due Date August 10, 2026 12:00 pm
Selection Recommendation

and Contract Approval August 18,2026 6:00 pm Town Board Meeting

Service Commencement ~ August 19, 2026
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