
 

 

 

 

 

 

 

Request for Proposals (RFP) 
Code Enforcement and Building Inspections 
Town of Pacolet, South Carolina 

 

1. Introduction 
The Town of Pacolet is seeking proposals from qualified firms or individuals to provide 
comprehensive Code Enforcement and Building Inspections services. The selected 
contractor will handle all aspects of these duties, including permitting, plan reviews, 
inspections, and code enforcement. The contractor will not be responsible for zoning 
regulations, as this is managed by the Town Administrator, who also serves as the Zoning 
Administrator. 

The contractor will work under the day-to-day supervision of the Town Administrator and 
will be required to provide monthly updates to the Town Council, either in writing or in 
person, and attend additional Council meetings as requested. The contractor should also 
be prepared to attend Municipal Court sessions for code enforcement cases and any 
meetings of the Construction Board of Adjustments and Appeals (CBAA) if required, though 
no appeals have been brought before the CBAA in the last two years. 

Council and court schedules are as follows: 

• Town Council Meetings: Scheduled once per month, typically lasting no more than 
two hours, with additional meetings called as needed. 

• Municipal Court: Held once per month for approximately one hour. 

Proposals that streamline processes and minimize the workload on Town Hall and Police 
Department staff will be prioritized. 

 

2. Submission Details 

• Deadline for Submission: January 6, 2025, at 2:00 PM 



 

 

• Submit Proposals To: 
Town of Pacolet 
Attention: Building Inspection/Code Enforcement 
180 Montgomery Avenue 
Pacolet, SC 29372 
Email: pkay@townofpacolet.com 

• Digital Submission: 

o Proposals must include a digital copy. 

o If submitting via email, include "ATTN: Building Inspection/Code 
Enforcement" in the subject line. 

o Proposals sent via email are considered not received unless you have 
written documentation confirming receipt. Be aware that emails may be 
blocked by firewalls, directed to spam/junk folders, or otherwise not seen. 

 

3. Questions and Clarifications 
Questions regarding this RFP must be submitted in writing to Patrick Kay at 
pkay@townofpacolet.com no later than December 30, 2024, at 9:00 AM. 

• Responses to all questions will be issued and posted on the Town’s website by 
January 1, 2025, at 2:00 PM. 

• Proposals must include a copy of all questions and answers as posted, to confirm 
that the proposer has reviewed them. 

 

4. Presentation Requirement 
All companies intending to submit a proposal must prepare a presentation, no longer than 
15 minutes, to be delivered at the January 9, 2025, Town Council Meeting, scheduled for 
7:00 PM at Pacolet Town Hall (180 Montgomery Avenue, Pacolet, SC). 

• The presentation will provide an opportunity for Council and staff to ask questions 
and better evaluate each company’s suitability for the Town's needs. 

• If the presentation includes visual aids (e.g., PowerPoint), a copy must be included 
with the proposal submission due on January 6, 2025. 

 



 

 

5. Scope of Services 
The selected contractor will provide the following services: 

1. Administer building permit applications, plan reviews, and inspections in 
compliance with all relevant codes and regulations. 

2. Enforce building codes and ordinances (excluding zoning regulations). 

3. Provide regular monthly updates to the Town Council, either in person or in writing, 
unless otherwise requested by the Council. 

4. Attend Municipal Court sessions for code enforcement cases, typically lasting 
about one hour per month. 

5. Present evidence in court, including photographs, records of communications, and 
documentation of interactions with violators, to support enforcement actions. 

6. Attend Construction Board of Adjustments and Appeals meetings if required, 
though no appeals have been brought in the last two years. 

7. Use suitable technology and software to manage the process effectively. 

 

6. Proposal Requirements 
Proposals must include the following details: 

A. Company Information 

• Background of the company, including size, history, and area(s) of expertise. 

• A list of current and past clients, particularly municipalities, and the services 
provided. 

B. References 

• Contact information for at least three references from similar clients. 

C. Approach and Methodology 

• Explanation of how the company will handle: 

o Code enforcement processes, including summons issuance and court 
appearances. 

o Building permit issuance, plan review, and inspections. 

• Detailed description of the software or technology that will be used. 



 

 

• A plan for minimizing Town staff involvement while maintaining efficiency and 
transparency. 

D. Fee Schedule and Compensation 

• Indicate whether the contractor will work with the Town’s existing fee schedule for 
building permits or propose changes requiring Council ordinance amendment. 

• Clear breakdown of compensation for the contractor, including: 

o Percentage of building permit fees retained by the Town versus the 
contractor. 

• Additional costs or fees associated with services or software, if any. 

E. Proposed Contract of Services 

Proposals must include a draft contract of services that outlines: 

1. Expectations of both the Town and the contractor. 

2. The compensation structure for the contractor. 

3. Insurance coverage held by the contractor (e.g., general liability, professional 
liability, worker’s compensation, and automobile liability). 

4. Legal provisions, including termination clauses, dispute resolution, and governing 
law. 

 

7. Evaluation Criteria 
Proposals and presentations will be evaluated based on: 

• Qualifications and experience of the company. 

• References from current and past clients. 

• Quality of the presentation and responses during the Town Council meeting. 

• Ability to streamline processes and minimize Town staff involvement. 

• Transparency and fairness in the proposed compensation structure. 

• Clarity and comprehensiveness of the proposed contract of services. 

• Innovative use of technology to manage processes. 

• Clarity and thoroughness of the proposal. 



 

 

 

8. Terms and Conditions 

• The Town of Pacolet reserves the right to reject any or all proposals. 

• The contractor will comply with all applicable laws, codes, and ordinances. 

• The contract duration will be for at least one (1) year but not more than two (2) years, 
with the possibility of renewal based on performance. 

 

We look forward to receiving your proposals and presentations and partnering with a firm 
dedicated to delivering excellent services to the Town of Pacolet. 

Sincerely, 
Patrick Kay 
Town Administrator 
Town of Pacolet 

 


