
Pre-Submittal Conference
Construction Administration & 

Inspection Services
MSCAA Project No. 25-1487-00

Monday, April 13th, 2026



Meeting Agenda
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• Welcome

• Introductions

• Sign-In Sheet 

• SOQ Submittal

• Anticipated Date Sequence

• General Contract Requirements

• Anticipated Scope of Services/Procedures

• Q&A Session



Using Microsoft Teams
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CHAT ATTENDEES CAMERA MUTE/

UNMUTE

LEAVE 

MEETING
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Contract Scope

Responses are being solicited for the purpose of 

contracting with a firm/team to provide full Construction 

Administration and Inspection (CA/I) services for the 
construction of Capital Improvements and provide 

MSCAA department support related to these efforts. 

These services will be provided on an on-call basis at 

MEM, M01, and 2M8. Focus of this contract will be 

support on airfield/airside projects.

  

The overall contract with MSCAA will be for an initial 

three-year period with options for renewal for two 

additional periods of one year each.  
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Sign-In/Attendance

• Although this is a NOT mandatory pre-submittal meeting; all Firms who intend to submit 
a Submittal are encouraged to sign-in to register their attendance. 

• To sign-in, please send use the Teams Chat stating your name, company name, whether 
you are a prime or sub, email address, office and cell phone numbers.

• We will post Company Names and Contact Names within 72 hours after this meeting.
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Owner’s Team
Memphis-Shelby County Airport Authority (MSCAA)

DEVELOPMENT DIVISION

• Pov Chin – Project Manager

• Roger Folk – Project Manager

• Tom Power – Project Manager

• John Parrish – Manager Engineering & Construction

• Amy McCaffery – Manager of Environmental Compliance

• Aaron Braswell – Manager of Planning

• Genoa Bolgeo – Contract Administrator

• Brian Tenkhoff – Director of Development

OTHER DEPARTMENTS/DIVISIONS

• Regina Armstrong – Senior Manager of Business Opportunity Development 

• Aaron Hascher – Safety Program Manager 

• Robert "Rob" Jacobs – Manager of Airside Operations
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SOQ Submittals

Bid documents are available online at 

www.flymemphis.com/rfps-rfqs. 

Please monitor www.flymemphis.com for 

updates, addendums, etc. 

http://www.flymemphis.com/rfps-rfqs
http://www.flymemphis.com/rfps-rfqs
http://www.flymemphis.com/rfps-rfqs
http://www.flymemphis.com/
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SOQ Submittals
Submittal Requirements

1) Cover Letter

2) Standard Form 330, Architect-Engineer Qualifications Part I

3) Standard Form 330, Architect-Engineer Qualifications Part II

4) Project Approach 

5) Relevant Experience and Qualifications 
6) Small Business Participation Program (SBPP) Forms 

7) Addendum(s)

Refer to RFQ for full instructions
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SOQ Submittals

Submit proposals to:

 MSCAA-Procurement Department

 4150 Louis Caruthers Drive

 Memphis, TN 38118

Submittals due:

Tuesday April 21, 2026  

 2:00 PM local time
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SOQ Submittals

Procurement Warehouse 
4150 Louis Carruthers Drive

Louis Carruthers Drive

Shelby Drive
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Anticipated Date Sequence
• SOQ Due: Tuesday, April 21, 2026, at 2:00 p.m. local time    

  

• Award/Contract – Precise timing to be determined. General sequence:

▪ SOQ Review by MSCAA – May 2026

▪ Interviews – Late-May/Early-June 2026

▪ Notification of Selection (pending Board Approval) – June 2026

▪ Contract Negotiations – June/July 2026

▪ Board Approval – July 2026

▪ Contract Approval/Execution – August 2026

▪ NTP – August/September 2026



General Contract Requirements
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General Contract Requirements
Small Business Participation Program 

SBPP Goal:  18% SBE

SBPP Requirements

ReGina Armstrong – Senior Manager, 

Business Opportunity Development
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General Contract Requirements
Small Business Participation Program 

Respondent SBE Goals 

Accomplishment Statement 

(REQUIRED)
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General Contract Requirements
Small Business Participation Program 

SBE Assurance Statement/Letter of 

Intent (REQUIRED)
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General Contract Requirements
Small Business Participation Program 

Voluntary Disclosure of Respondent 

Data
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General Contract Requirements
Small Business Participation Program 



• S B E  A s s u r a n c e  S t a t e m e n t s  -  A l l  assurance statements  
must  b e  on your  comp a ny let terhea d .  L is t  yourse l f  a s  
the  p r ime One s ta tement  for  ea ch sub contra c t  you p la n 
to  use  for  SBE  cred i t  on  the  p ro ject .  Must  b e  s ig ned  

• S B E  L e t t e r  o f  I n t e n t  –  Th is  form is  mean to  out l ine  the 
Pr ime a nd  SBE  f i rm a nd  the  scop e of  work  tha t  w i l l  b e  
p er formed  b y  SBE  a nd  the  d o l la r  va lue  % of  the  tota l  
b a se b id  p rop osa l .  Must  b e  s ig ned  b y  the  Pr ime a nd  the  
SBE .

• S B E  R e q u i r e m e n t s  –SBE  must  be current ly  cer t i f ied  wi th  
a  q ua l i fy ing  f i rm a t  the  t ime of  b id .  Th is  form must  b e 
s ig ned  b y  b oth  the  Pr ime a nd  the  Sub contra c to r .  

• S B E  R e g u l a t i o n  R e q u i r e m e n t  A g r e e m e n t  -  Th is  form 
must  b e s ig ned  b y  b oth  the  Pr ime a nd  the  Sub contra c to r  
a g ree ing  to  the  reg ula t ions  a nd  req ui reme nt s  for  a  
cer t i f ied  SBE  f i rm.  

• T i t l e  V I  R e q u i r e m e n t s  –  Must  be on Company let terhead 
• B i d d e r ' s  L i s t  I n f o r m a t i o n  –  Must  be on Company 

let terhea d  wi th  p ro ject  numb er  a nd  na me.

Re q u i re d  S B E  

B i d  D o c u m e n t s  

fo r  M E M  



Eligibility 

Requirements

*Applicants carry the burden of proof regarding their eligibility to meet program guidelines. 

The business must be at least fifty-one percent (51%) owned by one or more 

individuals who are disadvantaged or, in the case of a corporation, in which fifty-one 

percent (51%) of the stock is owned by one or more disadvantaged individuals. 

Business management and daily business operations must be controlled by one or 

more of the socially and economically disadvantaged individuals who own it, are U.S. 

citizens, and who’s personal net worth (PNW) does not to exceed $2,047,000. 



Application Process

APPLY ONLINE CERTIFICATIONS

• WWW.MEMVENDOR.COM

• Apply for SBE

• Create profile with EIN

• NAICS 

• Tax Returns 

⚬ 3 Years

• Personal Net Worth

⚬ $2,047,000 USD

• SBE (Small Business Enterprise)

⚬ New (In-State )

⚬ Reciprocal (DOT UCP Agency)

⚬ Interstate 

⚬ Renewal

⚬ Expansion 

Contract Compliance System | Memphis-Shelby County Airport Authority

https://mscaa.mwdbe.com/
https://mscaa.mwdbe.com/
https://mscaa.mwdbe.com/


Required Documents

• Personal Net worth Statement
• Business Tax Returns 

⚬ (3 Years)
• Personal Tax Returns 

⚬ (3 Years)
• Bank Authorization 
• Signatory cards

• Contribution proof of 
acquired ownership

• Resumes
⚬  (All owners)

• Schedule of salaries
⚬ (Owners, Officers, 

managers, directors)

• List of Employees/Job 
titles/DOH

• Official Certificate of 
Formation and Operating 
Agreement with any 
amendments

• Proof of Citizenship
• Onsite Review 

NEW 

Applications 



Required Docs



Required Documents

• After reviewing all 
documents sent into 
B2GNow a site visit will be 
conducted.

• A visit will be scheduled and 
will take place at the office of 
the firm. 
⚬ The owner of the firm will 

need to be present for a 
onsite interview

Site Visit



Required Documents

• Proof of Certification from 
Certifying Agency in the City 
⚬ (SBE)

• Personal Net worth 
Statement

• Onsite Visit 

• A cover letter detailing the SBE firm is 
applying for interstate certification
⚬ identify the originating UCP

• An electronic image of the UCP 
directory of the original UCP 
displaying the SBE certification

RECIPROCAL INTERSTATE



Required Documents

• NCA
• Most Recent Tax Return
• MUST BE RENEWED ANNUALLY 

ON DATE OF ORIGIONAL 
CERTIFICATION

• Submit application with additional 
codes

• Provide proof of work

RENEWAL EXPANSION
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General Contract Requirements
Small Business Participation Program 

Certification Requirements

• A firm will need to be certified and active at time of submittal. 

– If a firm is not certified as an SBE prior to the time of submittal, they will need to apply for certification 

and be approved before the deadline.

– BOD can certify firms as SBEs, they will need to go to the BOD website

• Contract Compliance System | Memphis-Shelby County Airport Authority

– Once the application is completed the BOD Certification Specialist will finish the certification process 

and conduct an on-site visit.

• Please contact the BOD office if you have any questions regarding a firm’s certification status

– Victoria Alvarez - BOD Certification Specialist 

  901-922-0255 | valvarez@flymemphis.com

– Stacy Harris- BOD Compliance Program Administrator

  901-922-0213| sharris@flymemphis.com

https://mscaa.mwdbe.com/
https://mscaa.mwdbe.com/
https://mscaa.mwdbe.com/
mailto:valvarez@flymemphis.com
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General Contract Requirements
Invoicing

Invoicing Requirements

• Due the 1st of the month for work completed 
the previous month or an agreed upon 
period.  

• Required format for Pay Application and 
Invoice Summary Sheet

 



Anticipated Scope of Services/Procedures
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Contract Scope
• The list below is a list of projects currently anticipated to occur over the next five years (2026-2030).

• Taxiway Yankee South Reconstruction

• Taxiway November North Reconstruction

• Taxiway Alpha East Reconstruction

• Taxiway Rehabilitation Project

• Safety Area Improvements

• Miscellaneous Airfield Pavement Projects – Various Sites

• Miscellaneous Airport Development/Improvement Projects – Various Sites

• Miscellaneous Airport Maintenance Projects – Various Sites
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Anticipated Scope of Services
Scope of services for full CA/I vary according to project.  General efforts may include, but not limited to:

• Design and Constructability Reviews

• Assistance with advertising for and reviewing of public bids

• Coordinating Operational Impacts with Stakeholders.

• Compiling and Maintaining Project Schedules

• Construction document management/control in program management software (e.g. Procore) or other MSCAA 

designated system

• Daily Construction Administration Duties

• Manages and monitors projects for FAA Airport Improvement Program (AIP) compliance

• Enforcing FAA Construction and Safety Standards during Construction

• Verify compliance with MSCAA’s criteria for system function, performance, and maintainability

• Ensure project conformance to all applicable local, state, and federal requirements

• Construction Meeting Coordination, Attendance, and Minutes

• Monitoring Construction Progress and Schedule Compliance

• Provision and Supervision of Full-Time Construction Inspectors of the Required Disciplines

• Coordination and Review of Quality Assurance Testing by the Airport’s Testing Laboratory

• Review and Track Submittals Including Creating and Maintaining Submittal Log

• Maintain Modification/Change Order Log
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Anticipated Scope of Services

• Invoicing – Review (accept or reject), when complete, pass to Owner for processing

• Provides Surveying Support

• Support Facility and System Commissioning Efforts

• Delivery of Record/As-Built Documents and Electronic Data Files

• Responsible for Construction/Contract Closeout Efforts

• Other efforts as needed to support MSCAA and the Development Division.

• The above is a list of potential services and is not all inclusive. Scope could vary by project and is subject to 

change by MSCAA.  

• The submitting firm/team must be familiar with Local, State and Federal standards, rules, regulations, codes, and 

best practices with regard to airport projects.  Key team members must be capable of obtaining a MSCAA Badge 

and acting as an authorized signatory for their firm and/or teaming partners.  Some team members could be 

required to obtain Class II/III AOA driving privileges to support the various projects.

• Submitting Firm/Team must be capable of providing sufficient local support needed to carry out the various 

projects.  Additionally, submitting Firm/Team should be capable of providing necessary subject matter expertise 

based on needs of the various projects.
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Evaluation Criteria/Selection
SOQ REVIEW

1) EXPERIENCE AND QUALIFICATIONS (0-40 points)

2) PROJECT APPROACH (0-40 points)

3) REFERENCES (0-10 points)

4) SBE PARTICIPATION (0-10 points)

Submittals will be reviewed and ranked by selection committee.  Submittals will be short-

listed.  Short-listed firms will be invited to an interview. 

Interviews will provide the submitting firm with an opportunity to identify its project team and 

provide the MSCAA with an overall outline of its experience/qualifications and project 

approach. 

Interviews will also be used for time to allow the MSCAA to ask questions with respect to the 
RFQ submittals. The interviews are expected to be in-person.



Q&A Session



34

Q&A Session

Unmute or put question in Chat.
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