
Lee County, Alabama 
Request for Proposals 

 
Classification, Pay and Benefits Study 

 
REQUEST FOR PROPOSAL 

 
 

Purpose of Request 
 

The Lee County Commission invites qualified parties to submit a proposal for a 
comprehensive review of the current Classification and Pay Plan, as well as to 
recommend changes to the current pay structure. Also, review and update job 
descriptions for every position in the County Commission’s classified system. In 
addition, design and implement a system to assist in ensuring proper assignment to 
the updated Classification and Pay Plan.  The objectives of this request are to 
maintain a pay plan that provides for both internal equity and external 
competitiveness and to ensure all County positions are up-to-date and properly 
aligned within the updated Classification Plan. 
 

Background 
 

Lee County, established in 1866, is in east central Alabama and is bordered on 
the east by the State of Georgia.  The City of Opelika, the county seat, lies 
approximately 110 miles southeast of Birmingham (the largest city in Alabama), 
60 miles northeast of Montgomery (the capital of Alabama), 100 miles southwest 
of Atlanta, Georgia, and 30 miles northwest of Columbus, Georgia.  The County 
encompasses a total land area of approximately 612 square miles. 

 

Lee County is a political subdivision of the State of Alabama and is governed by 
a six-member County Commission, composed of a Chairman and five 
Commissioners.  The Chairman of the County Commission also serves as 
Probate Judge of the County and is elected county-wide.  The other members of 
the County Commission are elected by voters of single-member districts for four-
year staggered terms. 
 
The commission office processes payroll for approximately 436 people of which 
407 are under the current pay and classification plan.  The current plan was 
instituted on October 1, 2007.  It consists of approximately 138 classes assigned 
to a pay scale consisting of twenty-eight grades and twenty-two steps within each 
grade.  The pay scale has been adjusted each year based on the Urban 
Southern Consumer Price Index since the plan was instituted.   
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Major Study Elements 
 

Using accepted professional methods and standards, the overall study shall focus 
upon: 

 
 Provide a comprehensive review of the current Classification and Pay Plan, 

as well as to recommend changes to the current pay structure that will 
account for internal and external equity in pay with considerations for the 
value of benefits currently provided to employees. 
 

 Provide a review and update job descriptions for every position in the County 
Commission’s classified system. 

 
 Provide recommendations for position reassignment within the updated 

classification plan, which may include additions and/or deletions of classes. 
 

 Provide recommendation for a maintenance program to address the creation 
of new job descriptions, updating current job descriptions, and making 
classification assignment recommendations. 

 

Scope of Services 
 

 An outline of the requested basic services includes, but is not limited to, the following  
 activities: 

 
A. An initial meeting(s) with the various appointing authorities to assure an 

understanding of the objectives for this project to include, the overall 
process and timeline, including beginning and end dates for each phase, 
and for communicating the progress of this project.  Additional meetings 
should be held with the Appointing Authorities at the conclusion of each 
phase with a description of the initiation of the next phase.  Ongoing 
communication is expected between designated County representatives 
over the course of the project. 

 
B. Review related background documents including but not limited to the 

current pay plan with associated cost of living adjustments and the 
existing classification system.   

 
C. In the initial phases, meet with County employees over several orientation 

sessions to describe the scope of work and methodology. 
 

D. Perform job analysis for each job in the County, utilizing but not being 
limited to, specific duties in the class descriptions, questionnaires, 
interviews, and on-site observation.  At a minimum, a representative 
sample of employees within each job type should be evaluated. 
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E. Recommend and assist in preparing written job descriptions for each 
specific job within the classifications.  

 
F. Review the grouping of current classifications with the job analysis and 

provide recommendations of any changes to provide more appropriate 
grouping of classifications.  A classification group should comprise jobs 
with similar duties performed, knowledge, skills, abilities, and minimum 
qualifications required. 

 
G. Conduct a wage and benefit survey of public and private organizations to 

determine competitive wages and benefits in the appropriate labor      
markets, taking into consideration geographic applicability, specific job 
comparability, and departmental structure.  The consultant is expected to 
rely on information other than job title alone. 

 
H. Propose changes to the overall pay scale based on the results of the 

wage and benefit survey. Review each classification for appropriate 
assignment to the pay scale based on the results of the wage and benefit 
survey, as well as internal equity, with proper consideration of the financial 
condition of the jurisdiction. 

 
I. Develop and recommend a procedure for employee classification appeals 

after completion of study. 
 

J. Hear employee classification appeals and recommend appropriate 
classification (if any). 

 
K. Prepare a final report outlining the methodology of the study, results and 

documentation of all market research, consultant recommendations and a 
system of plan maintenance. 

 
L. Make oral presentations of findings at a County Commission meeting 

upon completion of the initial finding and recommendation, and then upon 
completion of the final report. 

 
Proposal and Submission Requirements 

 
 

Proposals shall be submitted in a sealed envelope and must be received in the 
County Commission Office, by 4:30PM CST on June 7, 2019. 

 
  Physical Address 
 
  Lee County Commission 
  County Courthouse, 2nd Floor  
  215 South 9th Street 
  Opelika, Alabama 36801 
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  Mailing Address 
 
  Lee County Commission 
  P.O. Box 666 
  Opelika, Alabama 36803 
   

The proposal shall be signed by a representative who is authorized to contractually 
bind the proposer.  Each proposal shall be prepared simply and economically, 
providing a straightforward, concise delineation of the proposer’s capabilities to 
satisfy the requirements of the RFP.  The emphasis in each proposal must be on 
completeness and clarity of content. 

 
If the proposer so wishes, the proposal may be accompanied with brochures, 
promotional materials, or displays properly identified.  All proposals must be 
submitted as specified below.  Any attachments must be clearly identified. 

 
Proposal Format 

  
 The following format should be followed. 
 

1. Title Page 
 

Show the request for proposal subject, the name of your firm, address, telephone 
number, name of contact person and date. 
 

2. Table of Contents 
 

 Clearly identify the material by section and page number. 
 
 
3. Letter of Transmittal-limited to one or two printed pages. 

 
a.) Briefly state your firm understands the nature of the work to be done and 

provide a commitment to perform the work. 
 

b.) Give the names of the persons who will be authorized to make 
representations for your firm, their titles, addresses and telephone 
numbers. 

 
4. Profile of Proposer 

 
a.) State whether your organization is national, regional, or local. 

        
b.) State the location of the office from which the work is to 
 be performed.  
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c.)  Describe the firm’s experience in the design and implementation of 

classification and pay systems for public and/or private employers and the 
number of years engaged in this type of work.  Provide a list of current and 
prior clients for whom you have designed and implemented such systems, 
especially in the area of local government.  Include the contact person’s 
name and information and indicate the type of services performed and the 
duration of the project.  Proposers are encouraged to submit samples of 
final reports from similar projects. 

 
d.) State if you have been involved in litigation within the last five years or if 

there is any pending litigation arising out of your performance of 
classification, pay and benefits studies.  If so, please give a brief 
explanation of the issues involved. 

 

5. Summary of Proposer’s Qualifications 
 

a.) Identify the Project Manager and everyone who will work on the project.  
Include résumés for each person to be assigned. The résumés may be 
included as an appendix. 

 
b.) Describe the experience of each of the consultants assigned to this project 

as it relates to designing and implementing private and public 
classification pay systems.  Describe the relevant background of 
everyone. 

 
c.) Describe the organization of the proposed project team, detailing the level 

of involvement, field of expertise and estimated hours for each member of 
the team. 

d.) Describe what County staff support you anticipate for the project. 
 

6. Project understanding, proposed approach, and methodology 
 

Describe your approach to performing the contracted work.  This should include 
the following: 

 
a.) Type of services provided.  Discuss your role and that of other parties 

involved in the design, data gathering, data analysis, and recommendation 
process.  State how many employees in each job and from among all 
affected employees will be interviewed following completion of position 
description questionnaires.  Describe your plans for orienting employees 
regarding the study’s methodology. 
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b.) Submit a sample report typical of what you have provided to other public 
sector employers. 

 
c.) Discuss your standard recommendation as to pay and benefits survey 

sampling size and benchmark selection criteria.  What are your 
recommendations for this survey?  How do you normally identify the 
organizations to participate in the compensation survey? 

 
d.) Describe your implementation plan, including the employee appeal 

process. 

e.) Discuss your project plan for this project outlining major tasks and 
responsibilities, time frames and staff assigned. 

7. Summary of the proposer’s fee statement 
 

The proposal will show the fee schedule.  Express your fee in a lump sum not-to-
exceed maximum amount and a separate price for the components of any 
recommended additional studies (if any) that may be required to achieve the 
overall goals of this study.  Also, indicate your expectations concerning 
reimbursement for travel, per diem expenses, photocopying, or other incidental 
expenses. 

  
8. Project Time Schedule 

 
Provide a detailed time schedule for the project.  The time schedule provided 
shall also include appropriate meetings with the appointing authorities and key 
staff at identified stages of the project to discuss results of the analysis, 
methodology, and to preview the final recommendation of the study.   
 

Information or Clarification 
 

For questions relating to this request for proposal, contact County Administrator, 
Roger H. Rendleman at (334)-737-3664 or rrendleman@leeco.us.  Such contact is 
to be for clarification purposes only.  Material changes, if any, to the scope of 
services, or proposal procedures will only be transmitted by written addendum.  It is 
preferred that all questions be submitted by e-mail. 

 
 

Other Considerations 
 

 
1. The County reserves the right to select the proposal that is in the best interest of 

the County, to reject any and all proposals, and to waive any informalities in 
proposals received.  Proposal will be good for sixty (60) days after being opened 
by the County. 
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2. All materials submitted in response to the RFP become the property of Lee 
County and will be returned only at the option of the County.  The County has the 
right to use any or all ideas presented in any response to the RFP whether 
amended or not, and selection or rejection of the proposal does not affect this 
right. 

 
3. After initial review of the proposals, the County may invite consultants for an 

interview to discuss the proposal and meet its representatives, particularly key 
personnel who would be assigned to the project.  It is understood that the County 
shall entail no costs as a result of this interview, nor bear any obligation in further 
consideration of the proposal. 

4. Equal Employment Opportunity:  Consultant shall provide a written statement 
that it does not and will not discriminate against any person, employee, or 
applicant for employment, because of race, creed, color, religion, sex, national 
origin, ancestry, age, disability, or any other characteristic protected by law. 

  10. The successful consultant will be required to provide certificates of insurance 
showing that the vendor carries, or has in force, automobile liability insurance, 
general liability insurance, and workers’ compensation insurance.  Limits of 
liability for automobile liability insurance shall be, at minimum, $500,000 
combined single limit.  Limits of liability for general liability insurance shall be, at 
a minimum, $500,000 per occurrence, $500,000 personal and advertising injury, 
$1,000,000 general aggregate and $1,000,000 products/completed operations 
aggregate.  Workers’ compensation insurance shall provide statutory workers’ 
compensation coverage and employers’ liability coverage with limits of, at 
minimum, $100,000 each accident, $100,000 disease-each employee and  

 $500,000 accident, $500,000 disease-policy limit. 
 

 The certificate of insurance shall be maintained and may not be cancelled until 
after thirty (30) days written notice to the County of cancellation of any coverages 
named in said certificate.  The certificate specified above shall name the Lee 
County Commission as additional insured under the general liability insurance 
coverage. 


