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DESCRIPTION:  ____________________________________________________________  

DEPARTMENT: ____________________________________________________________ 

DUE DATE:   ________________________ no later than ________________________ 

1. INTRODUCTION

1.1 PURPOSE 

The City of Spokane is soliciting proposals for 

_______________________________________________________________________ 

1.2 FUNDING 

The City has budgeted an amount not to exceed _____________________ for this project. 
Any Proposal submitted must be under this amount including all costs and fees to be 
considered responsive. Any contract awarded as a result of this procurement is contingent 
upon the availability of funding. 

1.3 PERIOD OF PERFORMANCE 

The proposed contract is estimated to begin on ________________________ and run through 

________________________.    

Contract renewals or extensions, if any, shall be at the sole discretion of the City. The contract 
may be extended for _______ additional one-year contract periods, subject to mutual 
agreement, with the total contract period not to exceed five (5) years.      
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2. SCOPE OF SERVICES

2.1  SCOPE OF SERVICES 
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3. GENERAL INFORMATION

3.1 IRFP COORDINATOR 

The IRFP Coordinator is the sole point of contact in the City for this procurement. All 
communication between the Proposer and the City upon receipt of this IRFP shall be with 
the IRFP Coordinator, as follows: 

Name 

Department 

Phone Number 

E-Mail Address

Any other communication will be considered unofficial and non-binding on the City.  

3.2   SUBMISSION OF PROPOSALS 

A. PROPOSALS MAY BE SUBMITTED BY HAND, MAIL OR E-MAIL.

B. If mailing or hand delivering, place one copy of the Proposal in a sealed envelope.
On the front of the envelope, place the following information:
PROPOSAL TITLE
DUE: DUE DATE
PROPOOSER’S NAME

C. Mail, hand-deliver or e-mail one copy of the Proposal, as follows:
City of Spokane
Attn.

3.3 ACCEPTANCE PERIOD 

Proposals shall remain in effect for a minimum of thirty (30) days from the due date for 
receipt of Proposals for acceptance by the City.   
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3.4 RESPONSIVENESS 

Failure by the Proposer to comply with any part of the IRFP may result in rejection of the 
Proposal as non-responsive.  The City also reserves the right, however, at its sole discretion 
to waive minor administrative irregularities. 

3.5 COSTS TO PROPOSE 

The City will not be liable for any costs incurred by the Proposer in preparation of a 
Proposal submitted in response to this IRFP, conduct of a presentation, or any other 
activities related to responding to this IRFP. 

3.6 EVALUATION PROCEDURE 

Responsive Proposals will be evaluated based on the requirements stated in this solicitation.  
The evaluation process is designed to award this procurement not necessarily to the 
Consultant of least cost, but rather to the Consultant whose Proposal best meets the 
requirements of this IRFP.  The City, at its sole discretion, may elect to select the top-
scoring firms as finalists for an oral presentation.  The IRFP Coordinator may contact the 
Proposer for clarification of any portion of the Proposer’s Proposal. 

3.7 ACCEPTANCE / REJECTION OF PROPOSALS 

Contract award, if made, will be to the Proposer submitting the most favorable Proposal. 
The City reserves the right at its sole discretion to reject any and all Proposals received 
without penalty and to not issue a contract from this IRFP.  

4. PROPOSAL CONTENTS

4.1 PREPARATION OF PROPOSAL 

Proposals shall be submitted on eight and one-half by eleven inch (8” 1/2 x 11”) paper.  
Include the Letter of Submittal, Technical and Management Proposal, Cost Proposal and 
other information as requested in this solicitation.   
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4.2 LETTER OF SUBMITTAL 

The Letter of Submittal shall be signed and dated by a person authorized to legally bind the 
Consultant to a contractual relationship, e.g., the president or executive director if a 
corporation, the managing partner if a partnership, or the proprietor if a sole proprietorship. 
The Letter of Submittal should include the following information about the Consultant. 

1. Name, address, principal place of business, telephone number, and fax number/e-
mail address of legal entity or individual with whom contract would be written.

2. Legal status of the Consultant (sole proprietorship, partnership, corporation, etc.).

3. Acknowledgement that the Consultant will comply with all terms and conditions set
forth in the Request for Proposals, unless otherwise agreed by the City.

4.3 TECHNICAL AND MANAGEMENT PROPOSAL  

The Proposal shall contain a comprehensive description of services including the following 
elements: 

1. PROJECT APPROACH / METHODOLOGY – Include a complete description of
the Consultant’s proposed approach and methodology for the project.

2. WORK PLAN – Include all project requirements and the proposed tasks, services,
activities, etc. necessary to accomplish the scope of the project.  Convey sufficient
detail to show the Consultant’s knowledge of the subjects and skills necessary to
successfully complete the project.  Include any required involvement of City staff.
The Consultant may also present any creative approaches that might be appropriate
and may provide any pertinent supporting documentation.

3. PROJECT MANAGEMENT

• PROJECT TEAM STRUCTURE / INTERNAL CONTROLS - Provide a
description of the proposed project team structure.  Include who within the
firm will have prime responsibility and final authority for the work.

• STAFF QUALIFICATIONS / EXPERIENCE – Identify staff who will be
assigned to the potential contract, indicating their responsibilities and
qualifications, and include the amount of time each will be assigned to the
project.  The Consultant shall commit that staff identified in its Proposal will
actually perform the assigned work.

4. EXPERIENCE OF THE CONSULTANT - Indicate the experience the Consultant
has in the area of the proposed contract work.
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5. REFERENCES - List names, addresses, telephone numbers, and fax numbers/e-
mail addresses of three (3) business references for whom work has been
accomplished and briefly describe the type of service provided.  The Consultant shall
grant permission to the City to contact the references.  Do not include current City
staff as references.  The City may evaluate references at the City’s discretion.

4.4 COST PROPOSAL. 

The fee shall include all costs required to perform the services necessary to accomplish the 
objectives of the contract.  Identify all costs including expenses to be charged for performing 
the services.  List staff costs and any expenses necessary to accomplish the tasks and 
produce the deliverables under the contract.  Consultants are required to collect and pay 
Washington state sales tax, if applicable.   

4.5   PROPRIETARY INFORMATION / PUBLIC DISCLOSURE 

Materials submitted in response to this competitive procurement shall become the property of 
the City. 

All received Proposals shall remain confidential until the award of contract recommendation 
has been made.  Thereafter, the Proposals shall be deemed public records as defined in RCW 
42.56, “Public Records.” 

Any information in the Proposal that the Proposer desires to claim as proprietary and thus 
exempt from disclosure under the provisions of existing state law, shall be clearly designated. 
Each page claimed to be exempt from disclosure must be clearly identified by the word 
“Confidential” printed on it.  Marking the entire Proposal exempt from disclosure will not be 
honored. 

The City will consider a Proposer’s request for exemption from disclosure; however, the City 
will make a decision predicated upon state law and regulations.  If any information is marked 
as proprietary in the Proposal, it will not be made available until the affected Proposer has 
been given an opportunity to seek a court injunction against the requested disclosure.   

All requests for information must be directed to the IRFP Coordinator. 
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4.6   OWNERSHIP OF DOCUMENTS 

Any and all data, reports, analyses, documents, photographs, pamphlets, plans, specifications, 
surveys, films, or any other material created, prepared, produced, constructed, assembled, made, 
performed or otherwise produced by the Consultant or the Consultant’s subcontractors or 
consultants for delivery to the City under this Agreement shall be the sole and absolute property 
of the City. Such property shall constitute “work made for hire” as defined by the U.S. 
Copyright Act of 1976, 17 U.S.C. § 101, and the ownership of the copyright and any other 
intellectual property rights in such property shall vest in the City at the time of its creation. 
Ownership of the intellectual property includes the right to copyright, patent, and register, and 
the ability to transfer these rights. Material which the Consultant uses to perform this Agreement 
but is not created, prepared, constructed, assembled, made, performed or otherwise produced 
for or pay for by the City is owned by the Consultant and is not “work made for hire” within the 
terms of this Agreement.  

5. CONTRACT TERMS

5.1 CITY OF SPOKANE BUSINESS REGISTRATION. 

Section 8.01.070 of the Spokane Municipal Code states that no person may engage in business 
with the City without first having obtained a valid business license.  The Consultant shall be 
responsible for contacting the State of Washington Business License Services at 
http://bls.dor.wa.gov or 1-800-451-7985 to obtain a business registration.  If the Consultant 
does not believe it is required to obtain a business registration, it may contact the City’s Taxes 
and Licenses Division at (509) 625-6070 to request an exemption status determination. 

5.2 ANTI-KICKBACK. 

No officer or employee of the City of Spokane, having the power or duty to perform an official 
act or action related to this contract shall have or acquire any interest in the contract, or have 
solicited, accepted or granted a present or future gift, favor, service or other thing of value from 
or to any person involved in the contract. 

5.3 NONDISCRIMINATION. 

No individual shall be excluded from participation in, denied the benefit of, subjected to 
discrimination under, or denied employment in the administration of or in connection with 
this Contract because of age, sex, race, color, religion, creed, marital status, familial status, 
sexual orientation including gender expression or gender identity, national origin, honorably 
discharged veteran or military status, the presence of any sensory, mental or physical disability, 
or use of a service animal by a person with disabilities.  The Contractor agrees to comply with, 
and to require that all subcontractors comply with, Section 504 of the Rehabilitation Act of 
1973 and the Americans with Disabilities Act, as applicable to the Contractor.  

http://bls.dor.wa.gov/
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5.4 INSURANCE COVERAGE 

During the term of the contract, the Consultant shall maintain in force at its own expense, each 
insurance coverage noted below:  

A. Worker's Compensation Insurance in compliance with RCW 51.12.020, which requires
subject employers to provide workers' compensation coverage for all their subject
workers; and

B. General Liability Insurance on an occurrence basis, with a combined single limit of not
less than $1,000,000 each occurrence for bodily injury and property damage.  It shall
provide that the City, its officers and employees are additional insureds but only with
respect to the Consultant's services to be provided under this contract; and

C. Automobile Liability Insurance with a combined single limit, or the equivalent of not
less than $300,000 each accident for bodily injury and property damage, including
coverage for owned, hired and non-owned vehicles.

There shall be no cancellation, material change, reduction of limits or intent not to renew the 
insurance coverage(s) without thirty (30) days written notice from the Consultant or its insurer(s) 
to the City.  As evidence of the insurance coverages required by this contract, the Consultant 
shall furnish acceptable insurance certificates to the City at the time it returns the signed contract. 
Insuring companies or entities are subject to City acceptance and must have a rating of A- or 
higher by Best.  The Consultant shall be financially responsible for all pertinent deductibles, self-
insured retentions, and/or self-insurance. 
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	Scope: The successful proposer will be required to work Spokane Police Department leadership to develop a Strategic Public Education & Awareness Campaign around property crime. Deliverables would include an overall campaign theme and approach; design of visuals, web pages, videos and graphics as appropriate; media buys as appropriate; and tracking of reach and outcomes. Using already existing data and educational materials, the City is seeking an updated marketing campaign focused on success stories and easy-to-remember actions for citizens to use. Leveraging social media to distribute compelling content is critical. Campaign materials should be able to be repurposed for a community report card on property crimes for potential use in speeches and other outreach by elected leaders. Assistance in defining next steps beyond this campaign may be requested.The successful proposer may be asked to maximize the advertising budget through sponsorships, public service announcement opportunities, or other promotional opportunities. The marketing approach should focus on:• Sharing the success of the Spokane Police Department in reducing property crime.• Educating citizens on how they can reduce their likelihood of becoming a victim of property crime.The audience would consist of area residents and visitors.EVALUATIONThe following weighting and points will be assigned to the Written Proposal for evaluation purposes:Understanding the Qualifications The proposal will be evaluated to assess the Consultant’s understanding of the qualifications needed for the work, and issues that should be addressed.  15 pointsProcess and ApproachThe Consultant’s qualifications will also be weighed in relation to the Consultant’s overall perceived process and approach for accomplishing the objective of the project.        30 pointsStaff Capabilities / ExperienceThe Consultant will need to demonstrate a level of familiarity with construction impacts and the Consultant or sub consultant’s successful completion of similar public education and outreach programs.  Familiarity with the characteristics of the targeted groups should also be demonstrated.  30 pointsManagement CapabilityThe Consultant’s response will be evaluated to determine the adequacy of management as evidenced by the staffing plan and lines of coordination and authority.  Any intended use of subconsultants in performance of the work must be documented as to their availability and relationship to other staff. 15 pointsTime Required To Complete The WorkCurrently it is estimated that the campaign will require approximately 1 to 2 months to develop.  The Consultant’s commitment to meet or exceed the established times is important. 10 pointsGRAND TOTAL FOR WRITTEN PROPOSAL 100 pointsORAL PRESENTATIONS POSSIBLEThe written proposals will be utilized in selecting the top proposers.  The City will contact the top-scoring firm(s) to schedule a date, time and location.  Commitments made by the Consultant at the oral interview, if any, will be considered binding.  The oral presentation will determine the apparent successful consultant.    
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	Coordinator: Michele Anderson
	Department: Spokane Police Department, Public Safety Building
	Phone Number: 1100 W. Mallon, Spokane, WA 99260
	EMail Address: mlanderson@spokanecity.org


