
Lexington Center Corporation 
Request for Qualifications for 

PROJECT COORDINATOR SERVICES 

Lexington Convention Center 
Renovation and Expansion 

 
 
I. Description of Project 
 
The Lexington Center Corporation (also referred to herein as “Owner”), in partnership 
with Lexington-Fayette Urban County Government and other partners, is seeking the 
services of a Project Coordinator to serve as the Owner’s representative to oversee the 
architectural, engineering, and construction teams working on the following described 
project. This Request for Qualifications is made pursuant to the Procurement Policies 
and Procedures of the Lexington Center Corporation officially adopted by its Board of 
Directors in July 2012. 
 
Project – The Project consists of the demolition of portions of the existing Convention 
Center; reconfiguration and repurposing of other portions of the existing Convention 
Center; and construction of expanded facilities to the West of the existing Convention 
Center. 
 
Authority and Oversight – The Lexington Center Corporation will serve as the prime 
contracting and decision-making authority, but will be assisted by governmental and 
quasi-governmental entities in implementing the proposed Project.  
 
II. Scope of Work 
 

1. Serve as the “Owner’s Representative” on the Project, responsible for managing 
and coordinating the General Contractor, and design team (including architects, 
engineers and their consultants), including attending all meetings with said 
parties requiring Owner participation. 

 
2. Assist in bidding for the Project including but not limited to design services, 

construction and insurance. 
 

3. Work with the Owner and other team members to develop Project Capital 
Budget. 

 
4. Coordinate the preparation of the plans and specifications (the “Plans and 

Specs”) and recommend alternative solutions whenever design details affect 
construction feasibility or schedules.  

 
5. Assist and advise in the disbursement and payment of amounts owed for the 

development of the Project. 
 

6. Assist and advise in the Change Order submission and approval process. 
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7. Obtain an Architect’s certificate that the work on the Project is substantially 

complete, and inspect the Architect’s work. 
 

8. Assist in confirming all building code approvals and obtaining certificates of 
occupancy for the Project. 

 
9. Routinely (at least weekly) inspect the construction of the Project pursuant to the 

Plans and Specs.   
 

10.Provide, and periodically update Project construction time schedule which 
coordinates and integrates Architect’s services with construction schedules.  

 
11. Investigate and recommend a schedule for purchase by the Owner of all 

materials and equipment requiring long lead time procurement, coordinate the 
schedule with Architect and expedite and coordinate delivery of such purchases. 

 
12.Participate with the Owner in the review of bids, the preparation of bid analysis 

and make recommendations to the Owner for the award of contracts or rejection 
of bids. 

 
13.Coordinate the work of Architect to complete the Project in accordance with the 

objectives as to cost, time and quality and confirm that all Project close-out 
documents meet contractual requirements. 

 
14.Confirm detailed schedule of realistic activity sequences and durations, allocation 

of labor and materials and processing of shop drawings and samples. 
 

15.Provide regular monitoring of the schedule as construction progresses, identify 
potential variances between scheduled and probable completion dates, review 
the schedule for work not started or incomplete, recommend to the Owner 
adjustments in the schedule to meet the probable completion date, provide 
summary reports of such monitoring, and document all changes in the schedule. 

 
16.Recommend courses of action to the Owner when requirements of 

subcontractors are not being fulfilled. 
 

17.Participate in the implementation of a system for review and processing of 
change orders as to construction of the Project. 

 
18.Assist the Owner with the review and processing of applications by 

subcontractors for progress and final payments. 
 

19.Record the progress of the Project and submit written progress reports (at least 
monthly) to the Owner, including the percentage of completion and the number 
and amounts of change orders. 
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Term of Contract – The term of the contract is anticipated to be August 1, 2017, through 
June 30, 2021. The Lexington Center Corporation shall have the option to extend the 
contract on similar terms and conditions at its sole discretion on an annual basis 
through Project completion.  
 
III. Qualifications / Experience 
 
The consulting firm/team will be expected to include examples of the following specific 
knowledge, skills, and abilities:  
 

1) Experience as an Owner’s representative managing major design and 
construction projects. 

 
2) Excellent communication (written and verbal) and organizational skills.  

 
3) Experience developing and executing RFPs related to design and/or construction 

services, including scope development.  

 
4) Development of Project documents from initial programming scoping 

requirements to final construction documents that will be utilized for permitting 
and contractor bidding. Responsible for coordinating this effort with all parties 
involved and getting sign-off from user groups at appropriate milestones.  

 
5) Ability to work on multiple projects concurrently.  

 
6) Have a basic knowledge and understanding of general MEP systems common in 

the event venue environment and their importance to the facility. 

 
7) Monitoring the progress of the construction activities on a regular basis and 

holding regular status meetings with both the Project Manager and the sub-
teams.    

 
8) Responsible to evaluate and revise the initial project schedule and aid in the 

management of it throughout the entire process. 

 
IV. Qualification Submission and Contents 
 
The Proposer must submit two (2) master (hardcopy), one (1) electronic version in PDF 
format on a flashdrive or CD for evaluation purposes. The point of contact for the 
submission of qualifications will be as follows: 
 
Lexington Center Corporation 
Attn: Bill Owen, President 
430 W. Vine St. 
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Lexington, KY 40507 
(859) 233-4567 ext 3210 
bowen@lexingtoncenter.com 
 
The qualifications shall be submitted by June 30, 2017, and must include the following:  
 

1) Transmittal – Indicate who will be assigned to the Project, the Project leader. 
 
2) Approach / Project Work Plan – Describe how the work will be done within the 

given timeframe and proposed budget. Include a proposed work plan and 
schedule.  

 
3) Staffing / Project Manager Designation – Identify specific personnel assigned to 

major project tasks, their roles in relation to the work required.  
 

4) Firm Experience – List projects conducted over the past five years which 
involved services similar to the services required here. For each of these other 
projects include the name of the customer, contact person, his/her title and role 
on the project. Identify personnel on the proposed Project team for this RFP who 
also worked on each of the other projects listed, and their respective roles on 
those projects.  

 
5) Cost / Budget – Present estimated annual cost range, and the proposed method 

of compensation for services to be provided. The Lexington Center Corporation 
reserves the right to negotiate the cost of services following selection. 
 

V. Disclosure 
 
Each responder shall disclose all subsidiaries, parents, or otherwise affiliated entities 
with whom it is associated that might be considered for providing future services on the 
Project, including but not limited to, financial services, architectural services, 
construction services, or marketing services.  
 
VI. Contract Conditions 
  
Evaluation and Award – This RFQ does not commit the Lexington Center Corporation to 
the award of a contract, nor to pay any costs incurred in the preparation and submission 
of qualifications in anticipation of a contract. Lexington Center Corporation reserves the 
right to reject all firms/teams or to select the firm which, in Lexington Center 
Corporation’s sole judgment, exhibits the best qualifications and abilities.  
 
Conflict of Interest – A firm or business filing qualifications thereby certifies that no 
officer, agent, board member, or employee of Lexington Center Corporation has a 
pecuniary interest in the project and that the proposal is made in good faith without 
fraud or collusion.  
 
VII.  Evaluation of Responses 
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Responses shall conform to the requirements of this Request for Qualifications.  If a 
contract is awarded, the Lexington Center Corporation shall, at its sole discretion and 
using its reasonable business judgment, award the contract to the qualified firm or 
business who best demonstrates an understanding of the Project and its objectives; has 
the necessary experience with projects of similar scope and size; provides benefits to 
the Project in addition to those outlined in the Scope of Work; and is best able to work 
with Lexington Center Corporation and the General Contractor to achieve a successful 
Project. 
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