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REQUEST FOR PROPOSALS  
FOR 

PROFESSIONAL SERVICES TO CONDUCT A COMPREHENSIVE COMPENSATION 
AND CLASSIFICATION STUDY 

FOR THE CITY OF CASPER 
CASPER, WYOMING 82601 

 

Due 5:00 PM local Mountain Time, October 21, 2019 
Completed product deadline is February 3, 2020 

 

The City of Casper, Wyoming (“City”) is seeking qualification statements and service proposals from 
organizations (“Consultant”) specializing in conducting comprehensive job classification and 
compensation studies for local government.  The proposals should be designed to provide the City 
with a clear understanding of the costs of services, and any additional costs related to the services 
being requested, which shall include a “not to exceed price” to complete the services requested.  
The specific nature of the scope of work for the project is outlined in this Request for Proposals 
(RFP). Consultants responding will be evaluated and a short list developed, which may include 
formal interviews.    
 

I. Introduction and Background 
Casper is located in Natrona County, near the center of the State of Wyoming.  With a 
population close to 60,000, it is the second largest city in the State.  The City is seeking 
professional Consultants who will assess the City’s current compensation and 
classification structure for non-union and union job classifications, review minimum 
qualifications to facilitate recruitment of talent, identify paths for career progression, 
conduct a comprehensive internal and external comparability study, and recommend 
revisions for compensation.  The City is looking for a professional Consultant who has a 
proven track record of conducting valid classification and compensation studies.  The 
optimum timeframe to have a completed product for consideration of the upcoming 
fiscal year is by February 2020.   
 
The Consultant shall be an expert in local government compensation and classification 
structure consulting services. The Scope of Services includes collaborating with the City 
to understand the City’s compensation philosophy, which benchmarked positions are 
to be selected, internal position analysis in certain job categories, internal equity and 
compression issues, and paths for career progression.     
  

II. Scope of Services  
Periodic updates regarding the progress of this study shall be given to the designated 
individuals at the City.  The Consultant may be asked to participate in on-site meetings 
with employees, the Executive Team, and City Council.  The Consultant is expected to 
deliver a complete response to this RFP.   
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The City seeks a qualified Consultant to conduct a comprehensive classification and 
compensation study and shall: 
 

• Develop a reasonable timeline of deliverables for scope of services to be 
completed by February 2020; 

• Coordinate all correspondence and appropriate record keeping throughout 
the process; 

• Collaborate with the City to understand compensation philosophy; 

• Conduct an analysis of how the City of Casper’s compensation compares 
with similarly situated labor market employers.  The total compensation 
plan considered shall include but will not be limited to the following: base 
wage/salary for full time, part-time, and seasonal employees, medical 
insurance, holidays, paid time off, employer provided contributions to 
retirement programs, employer provided contributions (matching or 
otherwise) to deferred compensation or similar programs, and incentive pay 
programs; 

• Prepare salary recommendations for each classification within the study 
based on external marketplace data, as well as internal equity; 

• Provide analysis and recommendations to the existing five step 
classification structure for retention and professional growth opportunities;  

• Evaluate current education requirements and/or equivalent experience; 

• Collaborate with the City to identify up to 50 benchmark positions to 
analyze duties and job titles to use for the compensation study; 

• Provide options for the implementation of recommendations which outline 
the advantages, disadvantages, and fiscal impact of each reasonable 
alternative to the existing classification and compensation plan; 

• Demonstrate validity and methodology utilized; 

• Present final study to the City Council. 
 

III. General Criteria for Evaluating Qualifications 
To be considered, the proposal must respond to all requirements in the RFP.  Any other 
information believed to be relevant, but not applicable to the enumerated categories, 
should be provided as an appendix to the proposal.  If publications are provided, the 
document and page number shall be referenced. The City reserves the right to reject 
any or all proposals.  The City reserves the right to request more information for 
clarification.   The proposal shall be divided into sections as indicated below:    

 

1) Experience, Expertise, and Workability: The experience of the proposed 
Consultant should be documented particularly with individual experience in 
comprehensive classification and compensation studies for local government.  
The qualification statement shall identify the specific executive, professional, 
and technical personnel who will be assigned to work on this project with the 
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City.  The proposal shall indicate the responsibilities each person will have, the 
approximate number of hours that this person will commit weekly, and the 
previous related work experience of each individual.   

 
Personnel indicated as having appropriate expertise must be assigned to the 
project and be actively engaged in completion of the tasks as outlined in the 
scope of services.  Any changes in assignment of personnel shall be reviewed 
and approved by the City to assure consistent technical expertise throughout 
the term of the contract.   
 
The qualification statement should provide assurance of the demonstrated 
ability of the Consultant to work with a diverse group of individuals and 
agencies including employees and elected officials. 

 
2) Conflicts of Interest:  The qualification statement shall specifically address any 

possible conflicts of interest and the Consultant’s position or response as to 
whether or not such other work or relationship may be deemed a conflict of 
interest with this recruitment.  In general, a conflict of interest is any situation 
in which an individual representing the City and/or the Consultant is in a 
position to exploit a professional or personal relationship for their personal or 
corporate benefit.   

 
3) Task Overview: The qualification statement shall establish the understanding 

of the City’s objectives and requirements, demonstrate the Consultant’s ability 
to meet those requirements and outline clearly and concisely the plan for 
accomplishing the specified work.  

 
4) Cost: In addition to a technical proposal, the Consultant shall prepare a 

detailed cost proposal for the work to be performed. The cost proposal shall 
itemize all items that will be charged, including travel charges that will be 
involved in the project and included in the proposal amount. Price proposals 
will be evaluated based on the cost for providing the scope of services 
compared to the anticipated quality of the work to be delivered.  The 
Consultant shall provide a detailed breakdown, at a minimum, of the following 
items within as estimated cost schedule: 

 

• Staff wages; 

• Travel and all associated costs; 

• Material preparation, reproduction costs; 

• Any additional supplemental fees; 

• Fees for anticipated services being provided 
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                The negotiated fee shall be based on estimated project costs, time, and            
                materials, including hourly rates for technical personnel, and reimbursable       
                expenses.    
  

   5)  References: The qualification statement shall include names and contact  
         information for at least three (3) professional references on similar services      

                      conducted under the supervision of the proposed Consultant within the past    
                      five (5) years.  Additionally, the names and departments, of the two (2)              
                      primary contacts, of the municipality referenced.  The City reserves the right     
                     to contact any reference or any client listed in the proposal for information        
                     which may be beneficial in evaluating a consultant’s performance. 
 

IV. Interviews 
Eligible proposals shall be reviewed and may require the Consultant to appear before a 
selection committee for an interview.  Final selection will be made by the City’s 
Executive Team. 
 

V. Selection Process 
Eligible proposals shall be subject to evaluation by designated individuals and/or a 
Selection Committee.  The evaluation shall be for the express purpose of selecting the 
proposal which most clearly meets the RFP requirements as defined in Section III.   
 

VI. Request For Proposal Procedure 
Each Consultant shall submit twelve (12) copies of their sealed proposal to the Human 
Resources Department, 200 North David Street, Casper, WY, 82601, or hand delivered 
to the same address, on or before 5:00 PM local Mountain Time, October 21, 2019.   
Proposals shall be externally labeled “Professional Services to Conduct a 
Comprehensive Compensation and Classification Study.”  The proposal may be 
submitted as a file attachment through an e-mail message and sent to 
tbelser@casperwy.gov with the following inserted in the “subject” line of the e-mail: 
“Professional Services to Conduct a Comprehensive Compensation and Classification 
Study.”  All proposals must be received by the specified deadline.  The proposal will 
remain valid for at least sixty (60) days. 

 
(1) General Criteria for Evaluation of Proposals:  Proposals will be evaluated regarding 

the stated pricing, the quality of the proposal presentation, its responsiveness to 
the stated requirements, the Consultant’s experience and expertise, the results of 
reference checks, and the Consultant’s special qualifications.  The presence of any 
conflicts of interest will also be reviewed.    

 
(2) Contract Award and Documents:  The City reserves the right to accept, reject, or 

request changes in proposals. The City will work closely with the selected 

mailto:tbelser@casperwy.gov
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Consultant to develop or refine a detailed scope of work, scheduled for completion 
of tasks and costs associated with completed work included in the contract 
documents. The Consultant will be required to sign a Contract for Professional 
Services in a form acceptable to the City.  This document will include, but not be 
limited to, the following articles: method of compensation, time of performance, 
scope of services, termination of contract, and obligations to the City.   

 
(3) Addenda to the Request for Proposals:  In the event that it becomes necessary to 

revise any part of this RFP, addenda will be published on the City of Casper website 
at www.casperwy.gov. 

 
(4) Late Proposals:  Late proposals will not be accepted.  It is the responsibility of the 

Consultant to ensure that the proposal arrives prior to the stated deadline. 
 
(5) Response Material Ownership:  The material submitted in response to the RFP 

becomes the property of the City, and will only be returned to the Consultant at the 
City's option.  The City has the right to use any or all ideas presented in reply to this 
request. Any confidential information to this request should be individually 
stamped confidential.  Justification for confidentiality may be required as per 
Wyoming Public Records Law.  Disqualification of a Consultant does not eliminate 
this right. 

 
(6) Acceptance of Proposal Content:  The contents of the proposal of the successful 

Consultant may become a contractual obligation if the City wishes to execute a 
contract based on the submitted proposal.  Failure of the successful Consultant to 
accept these obligations in a contract may result in cancellation of the award and 
such Consultant may be removed from future solicitations.   


