WHITE HAVEN BOROUGH
Luzerne County, Pennsylvania

REQUEST FOR PROPOSALS
2027 MUNICIPAL CODE ADMINISTRATION,
INSPECTION AND ENFORCEMENT SERVICES

	Mandatory Services
	Building Code Official/UCC administration, plan review and inspections; rental inspections; code enforcement/property maintenance; Sewage Enforcement Officer services

	Optional Add-On
	Zoning administration and enforcement

	Proposal Deadline
	12:00 Noon, Friday, September 25, 2026

	Copies Required
	Four (4) complete hard-copy sets

	Anticipated Service Term
	January 1, 2027 through December 31, 2027



Submit to:
Borough Manager
White Haven Borough
312 Main Street
White Haven, PA 18661


1. PURPOSE AND BACKGROUND

White Haven Borough (“Borough”) is requesting proposals from qualified firms or entities to provide comprehensive municipal code administration, inspection and enforcement services beginning January 1, 2027. The Borough’s preference is to retain one qualified provider capable of furnishing all mandatory services identified in this RFP, with zoning services priced separately as an optional add-on.
The selected respondent will work closely with the Borough Manager, Borough Council, Borough Solicitor and other Borough officials. The Borough seeks a responsive, professional and service-oriented provider capable of receiving applications directly, issuing permits and approvals within the provider’s lawful authority, maintaining complete municipal records, providing copies of records to the Borough, and furnishing a concise written report for each regular Council meeting.
This solicitation is a request for professional/personal service proposals and is not intended to require award solely on the basis of lowest price. The Borough intends to evaluate qualifications, experience, staffing, responsiveness, approach, certifications, references and overall cost/value.
2. PROCUREMENT SCHEDULE

	Milestone
	Anticipated Date

	RFP issued/advertised
	September 2026

	Proposals due
	Friday, September 25, 2026 at 12:00 Noon

	Initial review by Borough representatives
	September 28, 2026

	Interviews, if requested
	As scheduled by the Borough

	Anticipated Council selection/appointment
	December 2026

	Commencement of services
	January 1, 2027



The Borough may revise this schedule at any time. No respondent should assume that an award or appointment will occur at the September 28, 2026 Council meeting.
3. MANDATORY SCOPE OF SERVICES
Respondents must propose to provide all of the services in Sections 3.A through 3.D. The proposal should identify the individual(s) who will actually perform or supervise each function, together with all required licenses, registrations and certifications.
A. Building Code Official / Uniform Construction Code Administration
Provide a qualified Building Code Official and all necessary certified construction code officials, inspectors and plans examiners to administer and enforce the Pennsylvania Uniform Construction Code (“UCC”) on behalf of the Borough, to the extent authorized by law and the Borough’s ordinances.
Maintain all Commonwealth certifications and registrations required for the respondent, its third-party agency status (if applicable), the Building Code Official, inspectors and plans examiners for each category of work performed.
Receive building permit applications and supporting plans directly from applicants; perform plan review; determine completeness; issue or deny permits; conduct required inspections and reinspections; and issue certificates and other UCC documentation within the provider’s lawful authority.
Provide timely customer service to residents, property owners, contractors and design professionals, including a reliable telephone and electronic-mail point of contact and reasonable field availability.
Maintain a complete permit and inspection file for each application and furnish the Borough with copies of permits, approvals, denials, inspection reports, certificates and other records in a format acceptable to the Borough.
Coordinate with the Borough on matters involving zoning, floodplain, property maintenance, rental licensing, sewage, street opening or other municipal approvals so that no building permit is issued contrary to applicable Borough requirements.
Handle required Commonwealth reporting and administrative obligations associated with UCC administration, including applicable statutory surcharges and records retention.
Attend Borough meetings, hearings or proceedings when reasonably requested and provide testimony or documentation concerning permits and inspections when required.
B. Rental Inspection Services
1. Perform rental property and rental-unit inspections required by the Borough’s ordinances and policies, including initial, periodic, change-of-occupancy, complaint-based and reinspection services as applicable.
Review rental registration or licensing information as requested by the Borough; schedule inspections; document results; identify violations; and issue inspection reports, notices, certificates or other documents within the authority delegated by the Borough.
Maintain an organized database or log of rental properties, inspections, violations, reinspections, compliance status and outstanding matters, and provide the Borough with access to those records.
Coordinate unresolved or repeat violations with the Borough Manager and Borough Solicitor for further enforcement.
C. Code Enforcement / Property Maintenance
1. Administer and enforce the Borough’s adopted property maintenance, nuisance, quality-of-life and other code-enforcement ordinances assigned by the Borough.
Respond to complaints and Borough referrals; conduct inspections; prepare photographs and written documentation; issue notices of violation, orders and follow-up correspondence; conduct reinspections; and track compliance deadlines.
Maintain complete enforcement files suitable for use in administrative, civil or summary proceedings.
Coordinate with the Borough Manager and Borough Solicitor before initiating litigation or other proceedings requiring legal counsel, and appear as a fact witness or code official when reasonably required.
Apply Borough ordinances consistently and professionally and maintain reasonable availability for urgent health, safety or property-maintenance concerns.
D. Sewage Enforcement Officer Services
1. Provide at least one currently certified Sewage Enforcement Officer (“SEO”) and an alternate SEO sufficient to satisfy applicable Commonwealth requirements.
Perform all SEO duties assigned to the Borough as local agency, including review and processing of applications, site investigations, testing, permitting, inspections, planning-module review, recordkeeping, complaint investigation and enforcement under applicable Pennsylvania law and regulations.
Identify in the proposal the primary and alternate SEO(s), certification numbers, current certification status and any limitations on availability.
Comply with all conflict-of-interest requirements applicable to SEO work and promptly notify the Borough when an alternate SEO is required.
Accept Borough application or processing fees only as authorized by the Borough and in accordance with the Borough’s adopted fee schedule and receipt procedures.
Provide the Borough with all required records, reports and information needed for Commonwealth reporting or reimbursement.
4. OPTIONAL ADD-ON: ZONING ADMINISTRATION AND ENFORCEMENT
Respondents shall provide a separate price for zoning services. The Borough may elect to include or exclude this optional service from the final award. The proposal must identify the individual(s) proposed to perform zoning officer functions. Any appointment or designation as Zoning Officer will be made separately by Borough Council in accordance with applicable law.
1. Receive and review zoning permit applications and requests for zoning determinations.
Administer the Borough Zoning Ordinance in accordance with its literal terms and issue written approvals or denials within the authority of the Zoning Officer.
Determine when matters require referral to the Zoning Hearing Board, Planning Commission or Borough Council and coordinate application processing with Borough staff.
Investigate zoning complaints; issue enforcement notices; track compliance; and coordinate unresolved matters with the Borough Solicitor.
Maintain complete zoning files and provide records and a monthly activity report to the Borough.
Attend meetings or hearings when reasonably requested.
5. PERMIT INTAKE, FEE COLLECTION AND BOROUGH REMITTANCE
The Borough’s preferred operating model is for the selected provider to receive applications and permit materials directly from applicants, process and issue permits within its lawful authority, collect applicable permit/inspection fees, and provide the Borough with copies and a monthly reconciliation.
1. The proposal must clearly explain the respondent’s proposed fee-collection process and identify all amounts to be paid by applicants, retained by the respondent, or remitted to the Borough.
For building permits, the respondent must state whether it can collect the Borough’s ten percent (10%) share as part of the permit transaction and remit that amount to White Haven Borough by check with the respondent’s monthly report and reconciliation. The final arrangement will be subject to the Borough’s adopted fee schedule and written agreement.
All municipal fees collected on behalf of the Borough must be separately accounted for, supported by permit-level detail, and remitted on the schedule established by the Borough.
The selected provider shall not alter Borough-established fees or retain municipal funds except as expressly authorized by the final agreement and applicable law.
6. MONTHLY REPORTING AND RECORDS
No later than a date established by the Borough each month, the selected provider shall furnish a written report suitable for inclusion in the Council meeting packet. At a minimum, the report shall summarize:
1. Building permits received, issued, denied or pending; plan reviews and inspections completed; and certificates issued.
Rental inspections, reinspections, violations and compliance status.
Code/property-maintenance complaints, inspections, notices, open cases and resolved cases.
SEO applications, testing, permits, inspections and open matters.
If zoning is selected, zoning applications, determinations, enforcement matters and referrals.
Fees collected, respondent charges, Borough amounts due, remittances made and any outstanding balances.
Any matters requiring Council, Borough Manager or Solicitor attention.
All records created or maintained in performing Borough work shall be preserved in an orderly manner, made available to the Borough upon request, and transferred to the Borough or its designee upon expiration or termination of the engagement. The selected provider shall cooperate with the Borough in responding to public-record requests and litigation holds.
7. SERVICE STANDARDS
1. Prompt acknowledgement of applicant and Borough inquiries, with the proposal stating normal response times for telephone calls, e-mails, plan reviews, inspections and complaint investigations.
Sufficient staffing and backup personnel to provide continuity during vacations, illness or workload surges.
Professional and courteous interactions with the public and Borough personnel.
Electronic recordkeeping and ability to transmit permit, inspection and enforcement records to the Borough.
Coordination among building, rental, property-maintenance, sewage and optional zoning functions to avoid inconsistent approvals.
Compliance with all applicable federal, Commonwealth and local laws, regulations, ordinances and ethical requirements.
8. REQUIRED PROPOSAL CONTENT
Cover Letter: Name, address, telephone number, e-mail, primary contact, and acknowledgment that the proposal remains valid for at least 120 days.
Firm Qualifications: History, ownership/organizational structure, municipal code experience, and experience providing comparable bundled services to Pennsylvania municipalities.
Personnel: Names, roles, resumes and required certifications/registrations for the proposed BCO, inspectors/plans examiners, rental/property-maintenance personnel, SEO and alternate SEO, and optional zoning officer.
Service Approach: How applications will be received; normal office/field availability; response times; inspection scheduling; complaint handling; coordination with Borough staff; backup staffing; and recordkeeping system.
Fee Proposal: Complete pricing using Appendix A, including all permit, inspection, plan-review, reinspection, administrative, mileage, meeting, hearing, court-appearance and other charges. Optional zoning must be separately priced.
Fee Collection/Remittance: Detailed explanation of the proposed process for collecting applicant fees and remitting Borough funds, including the Borough’s 10% building-permit share.
References: At least three municipal references, preferably Pennsylvania municipalities for which the respondent provides similar services.
Insurance: Description of current commercial general liability, automobile, workers’ compensation and professional/errors-and-omissions coverage, with limits.
Disclosures: Any material litigation, administrative action, certification discipline, conflict of interest or other matter within the past five years that could reasonably affect the respondent’s ability to perform the work.
Sample Reporting: A sample monthly municipal activity/revenue report, if available.
9. EVALUATION AND SELECTION
The Borough may consider, among other factors:
1. Relevant municipal experience and demonstrated ability to provide all mandatory services.
Qualifications, certifications and experience of assigned personnel.
Responsiveness, staffing depth, availability and proposed turnaround times.
Quality of approach to permit administration, inspection, enforcement, records and reporting.
Experience with Pennsylvania UCC, municipal property maintenance/rental programs, Act 537/SEO administration and, if proposed, municipal zoning.
References and prior performance.
Total cost to applicants and the Borough, transparency of the fee structure, and overall value.
Ability to implement the Borough’s preferred direct permit intake and monthly remittance/reporting process.
The Borough may interview one or more respondents, request clarifications or supplemental information, negotiate scope and pricing, and select the proposal determined to be in the Borough’s best interests. The Borough is not required to select the lowest-priced proposal.
10. INSURANCE AND CONTRACT REQUIREMENTS
Before commencing work, the selected respondent will be required to enter into a written professional services agreement acceptable to Borough Council and the Borough Solicitor. The agreement is expected to address, at a minimum, scope, term, compensation, records, confidentiality where applicable, indemnification, insurance, termination, transition of open matters and compliance with law.
At a minimum, the selected respondent should be prepared to maintain:
1. Commercial General Liability: $1,000,000 per occurrence / $2,000,000 aggregate.
Automobile Liability: $1,000,000 combined single limit for owned, hired and non-owned vehicles, as applicable.
Workers’ Compensation: statutory limits, with employers’ liability coverage.
Professional Liability / Errors and Omissions: at least $1,000,000 per claim or occurrence.
Respondents may propose alternate limits with an explanation. The Borough reserves the right to require different or additional coverage in the final agreement.
11. TERM
The anticipated initial term is January 1, 2027 through December 31, 2027. Any renewal or extension will be subject to mutual agreement and formal Borough action. The final agreement will include reasonable transition and termination provisions so that Borough records and pending matters remain continuously administered.
12. SUBMISSION INSTRUCTIONS
Four (4) complete hard-copy sets of the proposal must be received by White Haven Borough no later than 12:00 Noon on Friday, September 25, 2026.
WHITE HAVEN BOROUGH
Attn: Borough Manager
312 Main Street
White Haven, PA 18661
The outside of the package should be marked: “2027 CODE SERVICES RFP.” Proposals delivered after the deadline may be rejected. E-mailed or faxed proposals will not be accepted unless specifically authorized in writing by the Borough.
Questions concerning this RFP should be directed to the Borough Manager at the Borough office. Respondents are responsible for obtaining any addenda or clarifications issued by the Borough.
13. RESERVATION OF RIGHTS
1. The Borough reserves the right to reject any or all proposals, in whole or in part.
The Borough may waive informalities, seek clarification, request supplemental information, conduct interviews, negotiate with one or more respondents, or modify the scope before award.
The Borough may award all mandatory services to one respondent and may separately determine whether to include the optional zoning component.
All costs of preparing and submitting a proposal are the respondent’s responsibility.
Submission of a proposal does not create any right to appointment, award, reimbursement or contract.
Any award or appointment is subject to formal action by Borough Council and execution of a written agreement acceptable to the Borough.


APPENDIX A – REQUIRED FEE PROPOSAL
Respondents may attach their customary fee schedule, but must also complete the categories below or provide an equivalent clearly itemized response. State “included,” “not applicable,” or “no charge” where appropriate.
	Service / Charge
	Proposed Fee / Method
	Comments / What Is Included

	Annual/monthly administrative or retainer fee, if any
	
	

	Residential building permit / plan review methodology
	
	

	Commercial building permit / plan review methodology
	
	

	UCC inspections / reinspections / additional inspections
	
	

	Certificate or other UCC administrative charges
	
	

	Rental inspection – initial
	
	

	Rental reinspection / missed appointment
	
	

	Code enforcement / property maintenance – routine
	
	

	Code enforcement – after-hours/emergency
	
	

	Meeting attendance / hearing / court appearance
	
	

	SEO application / site investigation / testing
	
	

	SEO permit / installation inspection / other SEO services
	
	

	Travel or mileage charges
	
	

	Other mandatory-service charges
	
	

	OPTIONAL: Zoning administration – retainer or routine review
	
	

	OPTIONAL: Zoning inspections / enforcement / hearings
	
	

	Other optional zoning charges
	
	



Building permit collection/remittance: Explain whether the respondent will collect building permit fees directly and remit the Borough’s 10% share monthly with a permit-level reconciliation.
Response: ____________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

Fee escalation: Identify any proposed 2027 escalation, minimum charge, surcharge, technology fee or other charge not shown above.
Response: ____________________________________________________________________________
____________________________________________________________________________________


APPENDIX B – PROPOSAL CHECKLIST

☐ Four (4) hard-copy proposal sets
☐ Cover letter and primary contact information
☐ Firm qualifications and comparable municipal experience
☐ Names/resumes of assigned personnel
☐ Current BCO/UCC certifications and third-party agency certification, as applicable
☐ Primary and alternate SEO identification and certifications
☐ Optional zoning officer candidate(s) and qualifications
☐ Service approach and response times
☐ Complete fee proposal / Appendix A equivalent
☐ Explanation of direct permit intake and Borough 10% remittance process
☐ Three municipal references
☐ Insurance information
☐ Required disclosures
☐ Sample monthly report, if available
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