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SECTION 1: 

RFP OVERVIEW 
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INTRODUCTION 

Objective: 

“Cities have the capability of providing something for everybody, only because, and only when,  

they are created by everybody.” – Jane Jacobs, author 

The City seeks a qualified consultant or consulting team (Consultant) to creatively and comprehensively gather 
community input on the existing Newport Beach General Plan including its Vision Statement, as well as its goals 
and policies. The Consultant will prepare and execute a community outreach program with the goal of receiving 
and documenting suggested revisions to the General Plan from as many constituents and groups as possible. At 
the conclusion of the program, the Consultant will prepare a detailed written summary of what was learned 
during the process. The summary will be a consensus perspective, but it will include all the various voices and 
thoughts expressed, provided they are relevant and reasonable. The community engagement process has been 
labeled the, “Listen and Learn” process. 
 
The term “community” is the entire communitypopulation living and/or working in the City, including residents, 
special interest groups, community and homeowner’s associations, property owners, the business community 
and regulatory agencies; the term is all-inclusive. and it includes all persons who have an interest or “stake” in 
the community. The City Council places significant value on its residents’ perspective; however, all viewpoints are 
important to consider.  
 
The purpose of the Listen and Learn process is to embark on a well-informed, focused 
update of the General Plan.  The current General Plan was adopted in 2006, and has 
been amended several times since primarily as a result of project-specific applications. 
The core of the plan seems sound. It is not the current intention of the City to create a 
new plan, rather the City is interested in updating the existing plan to reflect a 
potentially changed community vision and the current General Plan requirements of 
State Law (Government Code §65300-65303.4). 
 
The City Council has created a 7-memberan ad-hoc committee with seven voting members and one ex officio 
member (non-voting) called the General Plan Update Steering Committee (Steering Committee) to guide the 
Listen and Learn process. This Steering Committee will provide direction to the Consultant and staff through the 
process as well as it will provide a forum for public input on the initial phases of the overall update process.  

DRAFT SCHEDULE OUTLINE 

a) April 2019 – June 2019 (2 months) 

 Request for proposals 

 Proposal evaluations 

 Consultant selection 
 

b) July 2019 – March 2020 (8 months) 

 Community outreach and visioning 
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Definitions: 
 
The following is an explanation of terms frequently referred to in this document: 

 “City”: Refers to the City of Newport Beach. 
 “Request for Proposal (RFP)”: Refers to the solicitation process wherein the City is seeking proposals. 
 “Proposal”: The formal response to this solicitation submitted to the City by a Proposer or Proposers. 
 “Proposer”: Refers to the individual, limited liability company, partnership, or corporation, or other legal 

entity that is submitting a proposal in response to this RFP process. 
 “Project”: The preparation and execution of a comprehensive community outreach program, as well as its 

documentationthe preparation of a detailed written summary of what was learned during the Listen and 
Learn process. The Summary should be presented in an easy-to-navigate guide for a future update of the 
General Plan. 

 “Shall”: Refers to a mandatory requirement. 
 “Consultant/Contractor”: Refers to the individual, limited liability company, partnership, or corporation, 

or other legal entity including their subcontractors that is awarded a contract by the City upon conclusion 
of this RFP process. 

  “Contract” or “Agreement”: A promissory agreement with specific terms between the City and one or 
more parties that creates, modifies or destroysdescribes a legal relationrelationship in exchange for 
consideration. 

 “Steering Committee”: Refers to the General Plan Update Steering Committee, an ad-hoc committee 
created by the City Council. 

Proposal Evaluation Criteria: 
 
Proposals will be evaluated on the basis of the response to all of the provisions of this RFP.  Since this solicitation 
is an RFP as opposed to a Bid, pricing alone will not constitute the entire selection criteria.  The City may use some 
or all of the following criterioncriteria and corresponding percentages in its evaluation and comparison of 
proposals submitted.  The criteria listed are not necessarily an all-inclusive list.  The City reserves the right to 
modify theeach evaluation criterion and percentage of the score as deemed appropriate priorfrom time to 
timethe commencement of evaluation. 
 

POTENTIAL PROPOSAL EVALUATION CRITERIONCRITERIA 

EVALUATION CRITERIONCRITERIA PERCENTAGE OF SCORE 

Qualifications and experience of the proposing 
Consultant firm or team conducting similar 
projects, of comparable complexity, and 
magnitude, particularly for government 
agencies. 

60% 

A demonstrated understanding of the 
requested scope of services or work program. 

15% 
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POTENTIAL PROPOSAL EVALUATION CRITERIONCRITERIA 

EVALUATION CRITERIONCRITERIA PERCENTAGE OF SCORE 

The Consultant’s ability to deploy services as 
identified in the Scope of Services on 
schedule. 

15% 

Recent references from local clients with 
particular emphasis on local government. 

10% 

 
The City reserves the right to determine whether a proposal meets the specifications and requirements of this 
RFP and reject any proposal that, in the City’s sole discretion, fails to meet the detail or intent of the requirements.  
The City reserves the right to reject any and all proposals. 

Selection Process: 
 
The City Steering Committee intends to employ a three-step process to selectidentify a Consultant to recommend 
to the City Council for this Project.  However, this process may be varied at the discretion of the Steering 
Committee. 

In the first step, known as “Technical Evaluation,” a panel of City staff, with oversight of the Steering Committee, 
will rate the technical qualifications of all Proposals using the criteria described above to arrive at a Technical 
Score.  Each criterion will be assigned a unique scoring weight based on the significance of each criterion to the 
overall success of the Project.  Since this is a procurement for a professional service, cost will not be assessed 
during Technical Evaluation.  If, upon conclusion of Technical Evaluation, (1) there are a multitude ofmultiple firms 
close together in regard towith similar Technical Scores; or (2) no single firm has been distinguished as a likely 
successful candidate, the City reserves the right to initiate live interviews. Firms invited to interview shall have 
their panel interviews evaluated and scored, resulting in adjustments to the Technical Score.   

In the second step, once an order of candidate rankings has been achieved based on Technical Score, theall 
Proposals and their respective rankings will be presented to the Steering Committee at a public meeting. The 
Steering Committee will have the abilitymay choose to interview the top threeone or more candidates at one of 
its regularly scheduled public meetings. 

In the third step, the Steering Committee will selectidentify the highest-qualified firm and direct City staff to open 
its Cost Proposal, which will be evaluated for feasibility and reasonableness.  If the Cost Proposal is deemed to be 
unfeasible and/or unreasonable, efforts may be initiated by the City to negotiate with the Proposer to reach more 
favorable terms.  If these negotiation efforts fail, the City will consider the Cost Proposal from the second highest 
qualified firm, and so forth until a desired resolution is achieved. 

After the conclusion of the Selection Process, the Steering Committee will make one or more recommendations 
to the City Council about the Consultant. 
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RFP Schedule: 

The following is a tentative schedule of the RFP process.  While the City will attempt to apply the necessary 
resources to maintain this schedule, the following dates are merely projections and the City reserves the right to 
modify this schedule as needed to accommodate the completion of this RFP process. 

 

TENTATIVE RFP SCHEDULE 

RFP Published: April 1Monday, March 25, 2019 

Questions from Proposers Due: Monday, April 158, 2019 

Questions and Responses Posted: Monday, April 2215, 2019 

Proposals Due: Friday, May 1210, 2019 

Interviews: Week of May 2220, 2019 

Anticipated Contract Award: June-July 2019 

 
 
 
 
 
 
 
 
 
 
 
 



 

6 | P a g e  

 

INSTRUCTIONS 

Submittal Information: 

In an effort to comply with environmentally-friendly practices, Proposals are due by 11 a.m. on Friday, May 
1210, 2019, in electronic format only via email to the email address of the RFP Administrator indicated below.   

RFP Administrator:  Anthony Nguyen 
    T: 949-644-3080  

E: anguyen@newportbeachca.gov 
 (Please mark all submittals “RFP – Community Engagement”) 

It is the responsibility of the Proposer to ensure that their Proposal is received before the stated deadline.  The 
RFP Administrator may be contacted at 949-644-3080 to verify receipt of proposals.  Postmarks will not be 
considered as a valid excuse for delayed or missing proposals.  In the event Proposers either cannot submit 
Proposals electronically or the Proposals are too large to transmit, Proposers must contact the RFP Administrator 
to make arrangements for hard copy delivery. 

Questions, Answers and Addenda to RFP: 

Prior to the RFP submission deadline questions may arise regarding the specifications and procedural or 
administrative matters.  By Monday, April 158, 2019, all questions pertaining to this RFP shall be directed to the 
RFP Administrator only.  The RFP Administrator will draft, in consultation with other City staff, a response to all 
questions submitted and email the responses to all potential Proposers who have requested responses. 
Additionally, the questions and responses will be posted on the City’s website on Monday, April 2215, 2019.  
Changes to the RFP itself shall only be made by the City via formal written addenda. All addenda shall become a 
part of the RFP document requiring response by the proposer where indicated. 

Proposal Format: 

Proposers shall submit one (1) electronic copy of their proposals to the RFP Administrator.  Please refer to 
Proposal Requirements Checklist (Attachment C) for specific directions regarding the content and format of your 
proposal.  As closely as possible, please adhere to the format and order provided in the Proposal Requirements 
Checklist when assembling proposals.  Please note that part of the evaluation criteria takes into consideration the 
responsiveness of a proposal; proposals missing the required components listed below will be evaluated 
accordingly.  

mailto:anguyen@newportbeachca.gov
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TERMS AND CONDITIONS 

I. Acceptance of Terms and Conditions 

Submission of a proposal indicates acceptance by the company submitting the proposal of the terms, conditions and specifications 
contained in this RFP and Draft Agreement, unless clearly and specifically stated otherwise in the completed Statement of 
Compliance. 

 
II. Precedence of Terms and Conditions 

All other terms and conditions of the Draft Agreement attached within this RFP as Appendix A are hereby incorporated into the 
terms and conditions of this RFP.  In the event of a conflict of terms and conditions between the RFP document and the draft 
agreement, the terms and conditions expressed in the Draft Agreement shall take precedence. 

III. Public Record 

Upon submission of a proposal and other materials for consideration by the City, such proposals and materials shall become the 
property of the City of Newport Beach.  Proposals may be subject to public inspection and disclosure pursuant to state and federal 
law after the award of a contract for this Project.  Prior to the RFP deadline, proposals may be modified or withdrawn by an 
authorized representative of the Proposer by written notice to the RFP Administrator. 

IV. Availability of Records 

All relevant documents pertaining to this RFP and procurement process shall be made available by the Community Development 
Department upon successful conclusion of the entire procurement process. 

V. Late Proposals 

Any proposal which is not received by the RFP Administrator prior to the deadline date and time set forth in this solicitation may 
not be considered.  The City assumes no responsibility or liability for the transmission, delay, or delivery of a proposal by either 
public or private carriers. 

VI. Specificity of Information 
 
No verbal or written information which is obtained other than through this RFP or its addenda shall be binding on the City.  No 
employee of the City is authorized to interpret any portion of this RFP or give information as to the requirements of the RFP in 
addition to that contained in or amended to this written RFP document. 

 
VII. Errors and Omissions 

 
This RFP cannot identify each specific, individual task required to successfully and completely implement this Project. The City relies 
on the professionalism and competence of Proposers to be knowledgeable of the general areas identified in the scope of work and 
to include in their proposals all materials, equipment, required tasks and subtasks, personnel commitments, man-hours, labor, 
direct and indirect costs, etc.  Proposers shall not take advantage of any errors and/or omissions in this RFP document or in the 
firm’s specifications submitted with their proposals.  Where such errors or omissions are discovered by the City, full instructions 
will be given by the City in the form of an addenda. 

 
VIII. Proposal Validity 

 
Unless otherwise noted by the Proposer, all proposals shall be held valid for a period of 180 days. 
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IX. Right of Rejection 
 
The City reserves the right to: (1) Accept or reject any and all proposals or any part of any proposal, and to waive minor defects or 
technicalities in such; (2) Request clarification of any information contained in a proposal; (3) Solicit new proposals on the same 
project, or on a modified project, which may include portions of the original RFP as the City may deem necessary; (4) Disregard all 
non-conforming, non-responsive, or conditional proposals, (5) Reject the response of any proposer who does not pass the 
evaluation to the City’s satisfaction, (6) Allow for the correction of errors and/or omissions; (7) Select the proposal that will best 
meet the needs of the City, and (8) Negotiate service contract and terms with the successful Proposer. 

X. Right of Rejection of Lowest Fee Proposal 

The City is under no obligation to award this project to the Proposer offering the lowest fee proposal.  Evaluation criteria expressed 
in this RFP solicitation shall be used in the proposal evaluation process.  In evaluating proposals, the City may consider the 
qualifications of the proposers and whether the proposals comply with the prescribed requirements.  The size and scope of the 
Project at hand may dictate the degree to which Qualifications-Based Selection processes are utilized. 

XI. Non-Compliance 
 
Proposers and/or proposals that do not meet the stated requirements for this Project may be considered noncompliant and may 
be disqualified, unless such noncompliance is waived by the City.  During the evaluation process, the City reserves the right to 
request additional information or clarification from those submitting proposals, and to allow corrections of errors and/or omissions. 

XII. Exceptions to Proposal Requirements 
 
Proposers may find instances where they must take exception with certain requirements or specifications of the RFP and/or Draft 
Agreement.  All exceptions shall be clearly identified using the Statement of Compliance, and written explanations shall include the 
scope of the exceptions, the ramifications of the exceptions for the City, and a description of the advantage to be gained or 
disadvantages to be incurred by the City as a result of these exceptions. 

XIII. Determination of Responsiveness and Responsibility 

The City shall have sole authority in determining the responsiveness and responsibility of any and all Proposals.  For Proposals 
containing exceptions to specifications and/or requirements, the City shall have sole authority in determining the extent to which 
exceptions affect the responsiveness and responsibility of any and all Proposals. 

XIV. Obligation to Award 

The City of Newport Beach is not obligated to enter into a Contract or Agreement on the basis of any proposal submitted in response 
to this RFP.  City reserves the right to award multiple contracts for this Project if is deemed most advantageous to the City. 

XV. Bidder Reimbursement Prohibition 

The City will not pay for any information herein requested, nor are they liable for any costs incurred by any vendors prior to award 
of a contract or purchase order.  The City may require the finalist proposer(s) to provide on-site presentations and demonstrations 
of the product(s)/service(s) proposed by the proposer(s).  All costs associated with the demonstrations or follow-up interviews are 
the sole obligation of the proposer(s). 

XVI. Gratuity Prohibition 

Proposers shall not offer any gratuities, favors, or anything of monetary value to any official, employee, or agent of the City or 
Steering Committee member for the any purpose of influencingas it may be perceived as an attempt to influence consideration of 
this proposal.  Submission of a Proposal indicates Proposer certifies that they have not paid nor agreed to pay any person, other 
than a bona fide employee, a fee or a brokerage resulting from the award of the contract. 
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XVII. Contact with City Personnel or Entities 

During the RFP procurement process, proposal evaluation process and proposal selection process, the RFP Administrator is to serve 
as the primary point of contact for any and all matters pertaining to this RFP and Project.  Proposers shall not contact any City 
personnel or entities other than the RFP Administrator for matters regarding this Project until conclusion of the entire procurement 
process, which shall be defined as Agreement Award.  Unauthorized contact may result in disqualification of Proposals. 

XVIII. Indemnification 

Proposer, at its own expense and without exception, shall indemnify, defend and pay all damages, costs, expenses, including 
attorney fees, and otherwise hold harmless the City, its employees, and agents, from any liability of any nature or kind in regard to 
the delivery of these services. Submission of a Proposal indicates Proposer waives the right to claims for damages of any nature, 
whatsoever, based on the Proposal solicitation and/or selection process.   

XIX. Insurance Requirements 

The selected Consultant(s) for this Project shall be required, prior to the execution of a Contract, to furnish proof of insurance.  The 
specific insurance types and limits depend on the Project and can be found in the Draft Agreement (Appendix A) of this RFP 
solicitation. 

XX. Compliance with All Applicable Laws 

Proposer declares that it shall comply with all licenses, statutes, ordinances, regulations and requirements of all governmental 
entities, including federal, state, county or municipal, whether now in force or hereinafter enacted, including, but not limited to, 
appropriate contractor licensing and business licensing. 

XXI. Inclusive Proposal Pricing 

Proposal pricing shall include any and all applicable licenses, insurance coverage, endorsements, bonding and if necessary, any wage 
compliance deemed necessary to perform the Work or Services as part of the Project described in this RFP.  City will not be 
responsible for reimbursing Consultants for any charges not included in the Proposal pricing that are incurred in securing these 
requirements.  

XXII. Subcontractor/Joint Ventures 

The selected Consultant shall be the Prime Contractor performing the primary functions of the Agreement.  If any portion of the 
Agreement is to be performed by a subcontractor, this must be clearly set forth in the Proposal submittal as to what part(s) is/are 
to be delegated.  The City reserves the right to reject any Proposal wherein use of subcontractors significantly affects the ability of 
the Proposer to function as the Prime Contractor on the awarded Agreement.  The Prime Contractor will at all times be responsible 
for the acts and errors or omissions of its subcontractors or joint participants and persons directly or indirectly employed by them.  
Acceptance or rejection of a Proposer’s request to use subcontractors is at the sole discretion of the City. 
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SCOPE OF SERVICES 

The following is a basic description of the anticipated work program components. These components are not 
all-inclusive and the Consultant is encouraged to provide recommendations to help achieve the City’s objective. 

Task 1. Consultant Familiarization with the General Plan 

a) The Consultant shall review and become familiar with the current General Plan and all its elements, goals 
and policies. Particular attention must be paid to the Vision Statement. 
 

b) The Consultant shall be familiar with current State requirements for general plans, as identified in the 
Governor’s Office of Planning and Research 2017 General Plan Guidelines or any successor document, 
to understand where the General Plan must be updated to comply with State law.  
 

c) The Consultant shall attend all Steering Committee meetings throughout the process to observe, 
participate, and prepare detailed minutes. The Proposal shall include a cost per meeting. 

Task 2. Community Engagement and Outreach Program Preparation 

a) The Consultant, with the assistance of the Steering Committee and City staff, shall prepare a community 
engagement and outreach program (Outreach Program). The purpose of the Outreach Program will not 
be for the consultant to suggest ways the General Plan should be changed, rather the goal of the 
Outreach Program is to creatively engage as many constituents as possible, to energize their 
participation, and to solicit and receive as much feedback as possible about areas of concern in the 
current General Plan., including the Vision Statement. The process will be open, transparent, focused in 
scope, and inclusive. Program execution must be interactive where the community can: 
 

 Learn about the current General Plan and provide input as to how it may need to be updated; 

 Examine and refreshprovide input on the existing General Plan Vision Statement as needed; and 

 Provide input on the various General Plan Elements, Goals and Policies contained therein that may 
be updated in the future to reflect a refreshed Vision Statement, emerging trends, and State law 
requirements. 

The program must include: 

 Preparation and maintenance of an interactive online webpage/portal. Please see the City’s initial 
pages for the effort at www.newportbeachca.gov/gpupdate. The City intends to host the website 
and provide Consultant access to the system for creation and maintenance purposes, unless there is 
a compelling reason to do otherwise; 

 Appropriate user-friendly educational materials; 

 SevenA minimum of seven visioning workshops, at least one in each Council District, where the 
community can debate what is working, what is not working, and where we want to go as a 
community. The Proposal shall include a cost-per-meeting, as there may be the potential to hold 
additional meetings beyond the initial seven workshops; 

 Several individual stakeholder meetings; 

http://www.newportbeachca.gov/gpupdate
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 Individual stakeholder meetings, as required. The Proposal should include a cost-per-meeting since 
a minimum or maximum amount has not been identified at this time; 

 Innovative methods of driving active participation from the community; and 

 Digital engagement through use of virtual town hall meetings, citywide and neighborhood-centric 
on-line surveys, and use of various different social media platforms. The purpose of using digital 
forums is to better reach those members of the community who might not be able to participate in 
physical community meetings for whatever reason; and 

 A schedule for implementation of the Program. 

The Outreach Program will be reviewed and approved by the Steering Committee prior to kickoff. 

b) The Consultant, with the assistance of the Steering Committee and City staff, shall implement the 
Outreach Program based upon the identified schedule. City staff will assist in scheduling and securing 
proper locations for workshops or other stakeholder meetings. 

 
Task 3.  Capturing Community Desires  

The Consultant shall be responsible for capturing and documenting the community’s comments and 
suggestions for change throughout the Listen and Learn process. The overall purpose is to create a focused 
and easy-to-navigate resource to guide potential updates to the General Plan after the conclusion of the 
Listen and Learn process. This Task shall include the following minimum components: 

 A detailed discussion with a consensus statement, a summary of desired changes to the Vision 
Statement, and all other potential changes to the General Plan or issues to be addressed through 
other means (e.g., Zoning Code, etc.); 

 All the various voices and thoughts expressed, provided they are relevant and reasonable; and 

 An up-to-date, user-friendly online portal that is maintained throughout the project.  

The final draft document must be created in a presentable, organized, user-friendly fashion that includes a 
complete overview of the Outreach Program efforts and everything that was learned from the Community. 
The Consultant shall present the draft document and the information contained therein to the Community 
at a Steering Committee meeting. The Steering Committee may direct several changes to the draft document 
and the Consultant shall be responsible for producing a final document.  

Consultant Representative 

The Consultant shall assign a primary representative and an alternate to perform the services described in the 
scope of work.  Approvals of the individuals assigned shall be at the Steering CommissionsCommittee’s 
discretion.  Each individual shall be identified in the proposal and resumes shall be provided with references. 
The Consultant’s representatives shall remain responsible for all duties from contract negotiations through 
project completion.  If the primary representative is unable to continue with the project, then the alternate 
representative is expected to become the primary representative. 

Additional Consultant Responsibilities 

The Consultant shall be responsible for completing the specified services in accordance with the City’s standard 
“Professional Services Agreement”.  A copy of the standard agreement is attached as Appendix A.  Services 
specified in this agreement shall be taken directly from the Consultant’s proposal and from the “Request for 
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Proposal”.  In addition, the scope of services may be adjusted at the discretion of the City to incorporate 
information generated in the interview process or as otherwise deemed appropriate by the Steering Committee 
or City Council. 

City Responsibilities 

The City will provide the following items to assist the Consultant in completing the requested services: 

 Primary and alternate City representative; 

 General Plan; 

 Preparation of map exhibits, if needed; 

 CoordinateWork with the Consultant to coordinate and schedule meeting spaces for Staff, Steering 
Committee, stakeholder and public meetings; 

 Notice of Steering Committee meetings, and post meeting agendas and preparation of action 
minutes; and  

 Provide staff support, oversight and direction during to the Consultant throughout the process. 
 

Payment for services shall be monthly based upon satisfactory progress, submission of requests for 
reimbursement, and percent of work completed, with a retention factor that, which recognizes that the value 
of the work is heavily dependent on delivery of the final report. 
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ATTACHMENT A: STATEMENT OF COMPLIANCE 

Instructions: Each proposal must be accompanied by a signed Statement of Compliance. The Proposer must sign 
one, and only one of the declarations stated below and remit as part of your Proposal as Attachment A. 

No Exceptions.  The undersigned declares that the Proposal submitted by (Name of Firm) 
_________________________________________to prepare an amendment to the Newport 
Beach Land Use Elementand execute a community outreach program with the goal of receiving 
and documenting the community’s desire for change with respect to its General Plan   as 
described in the RFP was prepared in strict compliance with the instructions, conditions, and 
terms listed in the RFP, Scope of Services and Draft Agreement with no exceptions taken. 
 
 
________________________ __________   __________________ 
Signature        Date 

 

__________________________________ 
Printed Name and Title 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - -  

Exceptions.  By signing below, the Proposer acknowledges that the Proposal submitted by (Name 
of Firm) _____________________________________________ has been prepared in 
consideration of and with exception to some of the terms of the RFP, Scope of Services and Draft 
Agreement.  By signing below, the Proposer declares that the Proposal includes a statement that 
identifies each item to which the Proposer is taking exception or is recommending change, 
includes the suggested rewording of the contractual obligations or suggested change in the RFP, 
and identifies the reasons for submitting the proposed exception or change.  The City reserves 
the right to reject any declarations that are not accompanied with the required documentation 
as described above. 
 

__________________________________   _________________ 
Signature        Date 

 

__________________________________ 
Printed Name and Title 

 

[ Attach a separate sheet(s) detailing each exception being taken ] 
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ATTACHMENT B: PROPOSER INFORMATION FORM 

Instructions: Complete the form below and remit as part of your Proposal as Attachment B. 

CONSULTANT INFORMATION 

 
CONSULTANT/FIRM NAME: 

ADDRESS FOR NOTICES: 

 

 
 
MAIN CONTACT (NAME AND TITLE): 
 
CONTACT NUMBERS: 
 
E-MAIL ADDRESS: 

 
_____________________________________________________________ 

_____________________________________________________________ 
 
_____________________________________________________________ 
 
_____________________________________________________________ 

_____________________________________________________________ 
 
TELEPHONE:_______________________FAX:________________________ 
 
_____________________________________________________________ 

FIRM SIGNATURE AUTHORIZATION AND CERTIFICATION 

Per the California CorporateCorporations Code, Business and Professions Code, the Consultant’s Bylaws/Operating Agreement and/or the attached 
Board Resolution (if applicable), I/we hereby verify that I/we am/are (an) authorized signatory(ies) for the aforementioned Consultant and as such 
am/are authorized to sign and bind the Consultant in contract with the City of Newport Beach. 

1.  CONSULTANT AUTHORIZED SIGNATORY(IES): 

    

SIGNATURE PRINT NAME TITLE DATE 
 

SIGNATURE PRINT NAME TITLE DATE 

2.  SIGNATURE AUTHORIZATION IS PROVIDED IN ACCORDANCE WITH: 

 Proposer’s Bylaws/ Operating Agreement Section         Copy Attached 

 Board Resolution    Copy Attached  

  CorporateCorporations or Business and Professions Code** 

**If Consultant is a corporation, two (2) authorized signatories will be required on all documents submitted, unless 
specified in the organization’s Bylaws or corporate resolution. 

IMPORTANT NOTE:  If the signature authorization status of any individual changes during the term of the contract, it is 
the responsibility of the Consultant to contact the City Administrator for the Consultant regarding the change and to 
complete and submit a new Signature Authorization Form.  Incorrect information on file may delay the processing of 
any of the documents submitted. 



  

17 | P a g e  

 

ATTACHMENT C: PROPOSAL REQUIREMENTS CHECKLIST 

Instructions: This checklist is provided as a guide for Proposers to assemble Proposals.  As closely as possible, 
please adhere to the following format and order when assembling proposals.  Please note that part of the 
evaluation criteria takes into consideration the responsiveness of a proposal; proposals missing any required 
attachments shall be evaluated accordingly.  Submittals should follow the same order and sections indicated 
below: 

PART 1: TECHNICAL PROPOSAL SECTION 

SECTION A: PROPOSER BACKGROUND 

COVER LETTER 
A cover letter not to exceed two (2) pages in length shall summarize key elements of the proposal 
and demonstrate an understanding of the Project as requested. The cover letter shall be signed 
by a representative able to submit a formal offer and bid the Proposer to contractual obligations. 

ORGANIZATIONAL STRUCTURE 
Provide identification of the project team, including organizational chart and resumes of each 
team member.  The consultant’s primary representative shall be available on all occasions for 
discussion with City staff.  Specific responsibilities of each team member, along with their 
anticipated total effort in the projects, shall be detailed in a matrix of total hours of work for each 
task versus each job classification on the project. Identify key personnel from your firm, including 
specific personnel that would be assigned to this Project, if any.  Any and all Prime Contractor 
and Subcontractor relationships and responsibilities must be detailed. 
 

SECTION B: METHODOLOGY 

PROPOSAL – METHODOLOGY 
Provide your proposed work plan, which shall address every point listed in the scope of services.  
The ideal work plan should provide an overview of the processes that would be utilized by your 
firm in facilitating this Project and demonstrate familiarity with developing similar plans.  If your 
firm offers additional services not specifically described in the Scope of Services, provide a 
description of these services and the benefit they serve to the City. 

ANTICIPATED WORK SCHEDULE 
Provide a comprehensive proposed project schedule, including proposed start and completion 
dates for each task. 

SECTION C: PROPOSER EXPERIENCE 

MINIMUM REQUIREMENT: EXPERIENCE 
Demonstrate experience with at least three (3) projects of a similar scope and nature by providing 
a synopsis of each project. 
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REFERENCES/RECENT PROJECT HISTORY 
Provide at least three (3) references for whom your firm has performed similar services.  Provide 
a brief synopsis of the services performed, and contact information for each reference.  Emphasis 
will be placed on references that are local government entities.  The City reserves the right to 
contact any references provided. 

SECTION D: PROPOSAL ATTACHMENTS 

ATTACHMENT A: STATEMENT OF COMPLIANCE 
Proposers must submit a signed Statement of Compliance with proposals.  The Statement of 
Compliance is separated into two sections, only one of which is to be signed.  The first section 
states that the Consultant agrees with all terms and conditions as indicated in this RFP document 
and/or Draft Agreement; the second section states that the Consultant intends to take exception 
to certain terms and conditions within the RFP document and/or Draft Agreement. 

ATTACHMENT B: PROPOSER INFORMATION FORM 

ATTACHMENT C: PROPOSAL REQUIREMENTS CHECKLIST 

OTHER INFORMATION 
Include any other information you consider to be relevant to the proposal. 

 

PART 2: COMPENSATION PROPOSAL SECTION 

COST/FEE PROPOSAL 
Provide a not-to-exceed fee for the services to be provided and current fee schedule for each job 
classification.  These items shall be submitted in a separate submittal.  The fee shall be broken 
down showing hours for each job classification for each task, fee for each task, and shall include 
miscellaneous costs such as travel, duplication, clerical support, etc.  The City reserves the right 
to eliminate any tasks from the scope of work, and reduce the not-to-exceed fee by the cost of 
the task eliminated. 

 

SUBMISSION INSTRUCTIONS 

ELECTRONICALLY TRANSMIT ONE (1) COPY OF THE TECHNICAL PROPOSAL SECTION TO RFP 
ADMINISTRATOR 
Proposals may be e-mailed to: anguyen@newportbeachca.gov 

ELECTRONICALLY TRANSMIT ONE (1) COPY OF THE COMPENSATION PROPOSAL SECTION TO 
RFP ADMINISTRATOR 
Proposals may be e-mailed to: anguyen@newportbeachca.gov 
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