MOVE CONSULTANT,
MULTIPLE LIBRARY LOCATIONS RFP

SCOPE/SPECIFICATIONS
Move Consultant services are being solicited for 3 major renovation projects at Free Library of Philadelphia properties being delivered as a part of the City of Philadelphia’s Rebuild program, which will require full site moving and storage:
· Blanche Nixon Library - 5800 Cobbs Creek Pkwy, Philadelphia, PA 19143 (9,600 sq. ft.)
· Kingsessing Library - 1201 S 51st St, Philadelphia, PA 19143 (12,480 sq. ft.)
· Lawncrest Library - 6098 Rising Sun Ave, Philadelphia, PA 19111 (8,758 sq. ft.)

Partial moving and storage services may be required for up to 7 additional sites (maximum 5,000 sq. ft.). Please provide a square footage rate for these. If needed, these projects would be added to the scope of work, which may or may not require a contract amendment. 

An essential component of the renovation of any Free Library of Philadelphia branch is the safe and orderly preparation of the collection for temporary storage, and the safe and orderly return of all material after the building renovation.  Proper planning and attention to detail related to the moving of books, materials, and other library equipment is required in order to ensure a successful renovation project.  
Please note that these are multi-floor buildings that may possess limited elevator or ramp access. 
Specific tasks to be performed by the Move Consultant on each project include:
1. Conduct kick-off meeting with client staff, and other members of the project team, including Rebuild Office staff, Free Library of Philadelphia (FLP) staff, Rebuild non-profit Project User (where applicable), and Rebuild contractors and consultants
2. Prepare a detailed list of project tasks assigning responsibilities and completion dates
3. Conduct a walkthrough of each Library Branch in advance of the inventory process
4. Inventory all items to be moved - books by linear feet and all other material by quantity
5. Identify and inventory any items that require special handling and/or specialists for move preparation
6. Inventory all material to be disposed and coordinate disposal with a pre-identified disposal company. Disposal company should be proposed as a subcontractor and part of the applicant team.
7. Identify and inventory all technological and communication equipment
8. Prepare inventory documentation for project and move-related purpose, review with FLP and/or Rebuild staff as directed
9. Preparation of the Request for Proposal for moving services by professional mover after becoming familiar with the requirements of the specific moves
10. Conduct a “walk through” of the area to be renovated with potential bidders and respond to 
questions and clarifications
11. Provide executive analysis and recommendation of the responses to the RFP and review with Rebuild representative
12. With regard to the Mover, the Move Consultant will be expected to hire the moving company as a subcontractor – as well as any other vendors/consultants whose work might be required.
13. The Move Consultant will prepare all work specifications for all subcontractors and will be responsible for planning, coordinating and supervising their work during the entire duration of the project.
14. The Move Consultant will identify, seek approval from Project User, procure, and coordinate off-site storage facilities for storing contents during the renovation. This responsibility could be bundled into the Mover’s scope, or otherwise procured through a method selected by the Move Consultant.  
15. The Move Consultant will coordinate all deliveries to and from the storage facility in accordance with the renovation schedule and be responsible for supervising all packing and unpacking activities.  
16. Develop a system to uniquely identify all material, including desks, computers, books and other elements of the library collection for move, storage, and return to the Library from storage
17. Prepare steps to ensure that all material is properly “tagged” for the move.  A system for tagging will be based on where contents will be moved from, and where all contents will be moved back to.  All existing locations will need to be tagged in accordance with each “destination” location. 
18. Develop a Move Schedule in conjunction with the representative of Rebuild and the Free Library of Philadelphia, who are familiar with the construction/renovation schedule
19. Prepare and distribute all move related documents including drawings, schedules, move tags and packing instructions
20. Communicate with the technology staff of the Free Library to ensure timely disconnects and reconnects of all computer equipment and telephones
21. Procure any permits necessary to complete move. 
22. Meet with staff of the branch/units to review the move process, schedules, documents
23. Meet with staff of all Library units involved with the move, including on-site staff, human resources, maintenance, janitorial, security and information technology
24. Oversee all packing and unpacking performed by the mover, including books. Packing of books may involve additional supervision by library staff
25. Oversee the move out including moves to storage and any disposal not completed during the inventory process. 
26. Provide post-move support to staff, and other members of the project team, such as accessing critical stored materials.
27. Oversee mover activities to ensure all move-related equipment is removed from the site in a timely fashion
28. Consultant and Movers are expected to provide all equipment and supplies needed for the move and storage of materials. Equipment and supplies appropriate for moving books (typically double-sided shelving with casters that will be shrink-wrapped). Rebuild, the project team, nor Free Library of Philadelphia will be able to supply such equipment on site. 
29. Approve all vendor invoices and submit for payment. Subcontractor invoices will be required backup sent to Rebuild. 
30. Prepare punch list and follow up with those involved
31. Regular check-in on condition of stored materials throughout storage period. 
Move Back
1. Conduct kick-off meeting with client staff, and other members of the project team, including Rebuild Office staff, Free Library of Philadelphia (FLP) staff, Rebuild Project User (where applicable), and Rebuild contractors and consultants.
2. Prepare a detailed list of project tasks assigning responsibilities and completion dates
3. Identify and confirm move back date
4. The Move Consultant will be expected to manage the same moving company as the one who did the move out and storage – as well as any other vendors/consultants whose work might be required.
5. The Move Consultant will prepare all work specifications for all subcontractors and will be responsible for planning, coordinating and supervising their work during the entire duration of the project.
6. Develop a system to uniquely identify all material, including desks, computers, books and other elements of the library collection for move, storage, and return from storage based on new floor plans
7. Prepare steps to ensure that all material is properly “tagged” for the move.  A system for tagging will be based on where contents were moved from, and where all contents will be moved back to.  All existing locations will need to be tagged in accordance with each “destination” location.
8. Develop a Move Schedule in conjunction with the representatives of Rebuild and FLP, who are familiar with the construction/renovation schedule
9. Prepare and distribute all move related documents including drawings, schedules, move tags and packing instructions
10. Communicate with the technology and AV staff of the Free Library to ensure timely reconnects of all computer equipment, telephones and AV equipment
11. Meet with staff of the branch/units to review the move in process, schedules, documents
12. Meet with staff of all Library units involved with the move, including on-site staff, human resources, maintenance, janitorial, security and information technology
13. Oversee the move back
14. Provide post-move support to staff, and other members of the project team as needed, such as reconciliation of missing or misplaced items, follow up with FLP staff to resolve IT or phone reinstallation issues, etc.
15. Oversee mover activities to ensure all move-related equipment is removed from the site in a timely fashion
16. Approve all vendor invoices and submit for payment
17. Prepare punch list and follow up with those involved

The Move Consultant performs an essential function on behalf of Rebuild and the Free Library of Philadelphia in executing the above tasks.  They must also be ready to deal with the human aspects of the move, whether it be modifying the schedule to facilitate a person’s scheduled leave of absence to assuring the on-site staff that the contents of their desks, as well as their computers, will be properly returned to them in the renovated space.
The Move Consultant is an integral part of the Rebuild project being closely involved in the planning of the move; the scheduling of all pre-move tasks; implementation of the move itself; and conducting post-move review and associated activity.
The Move Consultant must be a firm that has experience with Library projects including – but not limited to – renovations requiring a great deal of planning, supervision and execution.



