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FIRM/PROMOTER TO  
CONDUCT 4TH OF JULY RUN 

AND 
GENERATE SPONSORSHIPS FOR THE  

7/4 RUN & CELEBRATION 
 

REQUEST FOR PROPOSAL (RFP) 
 
 
BACKGROUND 

 
The City of Huntington Beach is soliciting proposals from firms/promoters (referred herein to as 
Promoter) to assist in its efforts to provide a 4th of July Run as part of the City’s annual 4th of 
July Celebration.  The event promoter will work with the City’s 4th of July Executive Board and 
the City’s Public Information Officer who is the city’s liaison to the board.  The successful 
promoter will also be responsible for soliciting for sponsorships to support both the run and the 
Celebration. 
 
The 4th of July Run has been a part of the Celebration for many years.  The purpose of the run is 
to add another recreation event to the day’s activities.  It is also to generate funds to offset the 
Celebration’s costs.  The funds from the Run are generated by participants' registration fees, the 
run’s expo, ads and sponsorships.  The promoter can also assist the overall Celebration by 
soliciting sponsorships for the other elements of the Celebration.  The Celebration includes the 
Parade, Fireworks at the beach, Expo at Pier Plaza and the Run (with its own expo).   
 
SCHEDULE OF RFP  
 
This request for proposal will be governed by the following schedule: 
 

Release of RFP       March 29, 2011 

Deadline for questions      April 14, 2011  

Responses Posted Online      April 20, 2011 

Proposals are Due       May 2, 2011 

Proposal Evaluation Completed     May 23, 2011 (tentative) 

Approval of Contract by City Council               June 6, 2011 (tentative) 

 
 
SCOPE OF PROPOSAL 
 
Promoter to conduct a 4th of July Run and run Expo.  Promoter also responsible to assist Board 
and City is raising sponsorships and/or donations for the 4th of July Celebration.  
 
 

 



 

RESPONSIBILITES OF PROMOTER 
 

Selected vendor is responsible for the overall marketing, operations and sponsorship 
development for the event.   In that capacity, the vendor is contracted to carry out the following: 
 

1. Attend planning meetings of the 4th of July Executive Board and city staff, as needed.  
Provide regular updates on the run, expo and sponsorship efforts.  Work with Board and 
city staff members of various departments regarding logistical planning.  

 
2. If required, submit application for City’s Specific Events Committee. 

 
3. Develop sponsor proposal materials for the run.  A sample of a similar sponsorship 

proposal must be submitted with the proposal.  Proposals must demonstrate an ability to 
deliver cash sponsorship for similar events, showing budget relieving and cash delivered 
to the event. Sponsorship package much be approved in advance each year. 
 

4. Coordinate sponsor benefit package with overall 4th of July Celebration sponsorship.  
Solicit sponsors.  Sponsorship package much be approved in advance each year. 

 
5. Consult on budget development. Provide a budget from a similar event that was 

conducted by vendor, showing revenue and expenses. 
 
6. Recruit and service expo booth vendors on race day.  Proposal must demonstrate an 

ability and past experience in successfully selling expo space at a similar event. 
 

7. Design and produce marketing materials.  Design, print and distribute entry form, 
posters and advertising. Use vendor’s database to contact past runners and contacts for 
event via email or mailed postcard. 

 
8. Develop and produce awards.  Secure materials for and prepare “goodie bags’ for 

participants. 
 

9. Work with the Board to design and produce t-shirts for run participants.   Design to be 
approved by the Board and purchase of t-shirts must follow city purchasing guidelines. 

 
10.  Provide for distribution of run flyers at all Los Angeles County, Orange Country and 

North San Diego County running and walking events sixteen (16) weeks prior to event. 
 

11.  Oversee all logistical needs of the event and set up/take down, including all equipment, 
signage and banners. 

 
12.  Supervise all aspects of course operations, including but not limited to marking the 

course, supervising traffic control, course guides, medical aid plan. 
 

13.  Work with Board to order and place necessary rental equipment including but not 
limited to staging, portable restrooms and trash bins. 

 



 

14.  Provide Board and city staff with proposed run course, expo layout and timeline 
sufficiently in advance for city approval. 
 

15. Obtain any permits necessary for the Run Expo. (Building, Fire, ADA) 
 

16.  Recruit volunteer organizations to provide staff support to the event.  Provide for 
volunteer scheduling, and supervision. 

 
17.  Prepare event script 

 
18.  Coordinate registration.  Please provide a detailed plan for registration with the 

proposal.  Provide money handling and receipt system for approval. 
 

19.  Provide participant database to city within 45 days after each event. 
 

20.  Coordinate finish line results.  Provide post race statistics and communication with 
participants.  Provide a detailed plan for how you would provide post race statistics to 
participants with the proposal. 
 

21.  Secure and provide committee with course certification and provide a copy to the Board. 
 

22.  Secure all necessary Orange County Health Department permits for the service or 
sampling of food for the run’s expo and provide a copy to the Board. 

 
23.  Provide proof of insurance as required by the City of Huntington Beach.  The insurance 

will have to meet City requirements. Specific information will be provided to successful 
bidder. 
 

24. Provide an end of event summary/report with recommendations for future events. 
 
 
PROPOSAL FORMAT GUIDELINES 
 
Interested promoters are to provide the City of Huntington Beach with a thorough proposal using 
the following guidelines: 
 
Proposal should be typed and should contain no more than 10 typed pages using a 12-point font 
size, including transmittal letter and resumes of key personnel, but excluding Index/Table of 
Contents, tables, charts, and graphic exhibits.  Each proposal will adhere to the following order 
and content of sections.  Proposal should be straightforward, concise and provide “layman” 
explanations of technical terms that are used.  Emphasis should be concentrated on conforming 
to the RFP instructions, responding to the RFP requirements, and on providing a complete and 
clear description of the offer. Proposals, which appear unrealistic in the terms of technical 
commitments, lack of technical competence or are indicative of failure to comprehend the 
complexity and risk of this contract, may be rejected.  The following proposal sections are to be 
included in the bidder’s response if said bidder is to be considered: 
 
 



 

 
 

A. Vendor Application Form & Cover Letter: 
Complete Appendix A, “Request for Proposal-Vendor Application Form” and attach this 
form to the cover letter.  A cover letter, not to exceed two pages in length, should 
summarize all elements and duties of the proposal. An individual authorized to bind the 
consultant must sign the letter.  The letter must stipulate that the proposal price will be 
valid for a period of at least 180 days.  Indicate the address and telephone number of the 
promoter’s office located nearest to Huntington Beach, California and the office from 
which the project will be managed. 

 
B. Qualifications: 

The information requested in this section should describe the qualifications of the firm, 
key staff and sub-contractors performing projects within the past five years that are 
similar in size and scope to demonstrate competence to perform these services.  
Information shall include: 

 
1) Summary of your firm’s demonstrated capability, including: 

a. Names of key staff that participated on named projects and their specific 
responsibilities with respect to this scope of work. 

b. Length of time that your firm has provided the services being requested in this 
Request for Proposal. 

2) At least five Southern California references that received similar services from 
your firm within the last five (5) years.  Also indicate the specific years that you 
were involved with each agency. The City of Huntington Beach reserves the right 
to contact any of the organizations or individuals listed.  Information provided 
shall include: 

♦ Client Name 
♦ Project Description 
♦ Project start and end dates 
♦ Listing of specific sponsorships obtained, including a brief summary of the 

sponsor(s); type and amount of financial obligation(s) secured; and term of 
the sponsorship(s) and the term of any financial commitment by the client to 
the consultant; 

♦ Summary of each project budget, including any long-term financial 
commitments to the consultant resulting from sponsorship revenues secured 
by consultant and status of such revenues received to date 

♦ Client project manager name, telephone number, and e-mail address 
 
 
 
 
 
 
 
 



 

 
C. Project Summary Section: 
The promoter should describe your understanding the work to be done, and the objectives to 
be accomplished.   

 
 

D. Compensation: 
 

Fill in the amounts and/or percentages in the three sections below that you are proposing to 
give for the privilege of participating as the promoter for the events and functions as 
identified above.  The compensation package will be for a period of three years (term of this 
agreement).   

 
 Base Fee: A base fee for each year of the agreement:  $______ 

 
 Bonus, if any; if no bonus requested, so indicate:  

A per participant bonus of $ ____ per runner for every participant above _____ 
participants.   

 
 Commission: A ____ % commission for all sponsorship sales, recruited, signed and 

serviced by the promoter during the term of this agreement.  This same commission shall 
be applied to both run/walk sponsors and general Celebration sponsors that are recruited 
and signed by the promoter at the direction of City staff or the Committee.  If the 4th of 
July Board or City provides the lead, then the commission shall be: ___%. 

 
 This section should also indicate if the City is expected to ‘front’ or provide any funds or 

make any purchases or rentals needed by the promoter to conduct the event.  Anything 
not included here will be the responsibility of the promoter 

 
 
 
PROCESS FOR SUBMITTING PROPOSALS 
 

♦ Content of Proposal 
The proposal must be submitted using the format as indicated above. 

 
♦ Preparation of Proposal 

Each proposal shall be prepared simply and economically, avoiding the use of elaborate 
promotional material beyond those sufficient to provide a complete, accurate and reliable 
presentation. 

 
♦ Number of Proposals 

Submit six (6) copies plus one disk copy of your proposal in sufficient detail to allow for 
thorough evaluation and comparative analysis. 

 
 
 
 



 

 
♦ Submission of Proposals 

Complete written proposals must be submitted in sealed envelopes and received no later 
than 4:00 p.m. (P.S.T) on May 2, 2011 to the address below.  Proposals will not be 
accepted after this deadline.  Faxed or e-mailed proposals will not be accepted. 

Carrie Gonzales, Administrative Assistant 
City of Huntington Beach 

Finance Department 
2000 Main Street 

Huntington Beach, CA  92648-2702 
 
 

♦ Inquiries 
Questions about this RFP must be directed in writing no later than  
April 14, 2011,via e-mail to: 

Jim Slobojan, Fiscal Services Manager 
jslobojan@surfcity-hb.org 

 
 

From the date that this RFP is issued until a firm is selected and the selection is 
announced, firms are not allowed to communicate for any reason with any City employee 
other than the contracting officer listed above regarding this RFP.  The City reserves the 
right to reject any proposal for violation of this provision.  No questions other than 
written will be accepted, and no response other than written will be binding upon the 
City. 

 
♦ Conditions for Proposal Acceptance 

This RFP does not commit the City to award a contract or to pay any costs incurred for 
any services.  The City, at its sole discretion, reserves the right to accept or reject any or 
all proposals received as a result of this RFP, to negotiate with any qualified source, or to 
cancel this RFP in part or in its entirety.  All proposals will become the property of the 
City of Huntington Beach, USA.  If any proprietary information is contained in the 
proposal, it should be clearly identified. 

 

PROPOSAL EVALUATION CRITERIA 
 
The City’s consultant evaluation and selection process is based upon Qualifications Based 
Selection (QBS) for professional services.  The City of Huntington Beach may use some or all of 
the following criteria in its evaluation and comparison of proposals submitted.  The criteria listed 
are not necessarily an all-inclusive list.  The order in which they appear is not intended to 
indicate their relative importance: 

A. Compliance with RFP requirements 
B. Understanding of the project and the consultant’s role 
C. Recent experience in conducting similar scope, complexity, and magnitude for other 

public agencies 
D. Educational background, work experience, and directly related consulting experiences 
E. Price 



 

F. References 

The City may also contact and evaluate the bidder’s and subcontractor’s references; contact any 
bidder to clarify any response; contact any current users of a bidder’s services; solicit 
information from any available source concerning any aspect of a proposal; and seek and review 
any other information deemed pertinent to the evaluation process. The evaluation committee 
shall not be obligated to accept the lowest priced proposal, but shall make an award in the best 
interests of the City. 

After written proposals have been reviewed, discussions with prospective firms may or may not 
be required.  If scheduled, the oral interview will be a question/answer format for the purpose of 
clarifying the intent of any portions of the proposal.  The individual from your firm that will be 
directly responsible for carrying out the contract, if awarded, should be present at the oral 
interview. 

A Notification of Intent to Award may be sent to the vendor selected.  Award is contingent upon 
the successful negotiation of final contract terms.  Negotiations shall be confidential and not 
subject to disclosure to competing vendors unless an agreement is reached.  If contract 
negotiations cannot be concluded successfully, the City may negotiate a contract with the next 
highest scoring vendor or withdraw the RFP. 

 

STANDARD TERMS AND CONDITIONS 
 

♦ Amendments 
The City reserves the right to amend this RFP prior to the proposal due date.  All 
amendments and additional information will be posted to the Huntington Beach 
Procurement Registry, Huntington Beach - Official City Web Site - Business - Bids & 
RFP's; bidders should check this web page daily for new information. 

 
♦ Cost for Preparing Proposal 

The cost for developing the proposal is the sole responsibility of the bidder.  All 
proposals submitted become the property of the City. 

 
♦ Contract Discussions 

Prior to award, the apparent successful firm may be required to enter into discussions 
with the City to resolve any contractual differences.  These discussions are to be 
finalized and all exceptions resolved within one (1) week from notification.  If no 
resolution is reached, the proposal may be rejected and discussions will be initiated 
with the second highest scoring firm.  

 
♦ Confidentiality Requirements 

The staff members assigned to this project may be required to sign a departmental 
non-disclosure statement.  Proposals are subject to the Freedom of Information Act.  
The City cannot protect proprietary data submitted in proposals. 

 
♦ Financial Information 

The City is concerned about bidders’ financial capability to perform, therefore, may 
ask you to provide sufficient data to allow for an evaluation of your firm’s financial 
capabilities. 



 

 
♦ Insurance Requirements 

City Resolution 2008-63 requires that licensees, lessees, and vendors have an 
approved Certificate of Insurance (not a declaration or policy) on file with the City 
for the issuance of a permit or contract.  Within ten (10) consecutive calendar days of 
award of contract, successful bidder must furnish the City with the Certificates of 
Insurance proving coverage as specified in Appendix B.  Failure to furnish the 
required certificates within the time allowed will result in forfeiture of the Proposal 
Security. 
 

Please carefully review the Sample Agreement and Insurance Requirements before 
responding to the Request for Proposal enclosed herein.  The terms of the agreement, 
including insurance requirements have been mandated by City Council and can be 
modified only if extraordinary circumstances exist.  Your response to the Request for 
Proposal must indicate if you are unwilling or unable to execute the agreement as 
drafted as well as providing the insurance requirements.  The City will consider this in 
determining responsiveness to the Request for Proposal. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX A 
REQUEST FOR PROPOSAL-VENDOR APPLICATION FORM 
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REQUEST FOR PROPOSAL 
 

FIRM/PROMOTER TO  
CONDUCT 4TH OF JULY RUN 

AND 
GENERATE SPONSORSHIPS FOR THE  

7/4 RUN & CELEBRATION 
 
 

VENDOR APPLICATION FORM 
 

 
TYPE OF APPLICANT:       NEW      CURRENT VENDOR 
 
 
Legal Contractual Name of Corporation: ______________________________________ 
 
Contact Person for Agreement: ____________________________________________________ 
 
Corporate Mailing Address:  ________________________________________________ 
 
City, State and Zip Code: __________________________________________________ 
 
E-Mail Address: _________________________  
 
Phone:  ________________________     Fax: ________________________ 
 
Contact Person for Proposals: ______________________________________________________ 
 
Title:______________________________  E-Mail Address: ______________________ 
 
Business Telephone: _________________________  Business Fax: ________________ 
 
 
Is your business: (check one) 
 
     NON PROFIT CORPORATION            FOR PROFIT CORPORATION  
 
Is your business: (check one) 
 
     CORPORATION          LIMITED LIABILITY PARTNERSHIP  
     INDIVIDUAL              SOLE PROPRIETORSHIP 
     PARTNERSHIP    UNINCORPORATED ASSOCIATION    
 
 



2 of 2 

Names & Titles of Corporate Board Members 
(Also list Names & Titles of persons with written authorization/resolution to sign contracts) 
 
    Names  Title  Phone 
___________________________________ ________________ ___________________ 
 
___________________________________ ________________ ___________________ 
 
___________________________________ ________________ ___________________ 
 
___________________________________ ________________ ___________________ 
 
___________________________________ ________________ ___________________ 
 
___________________________________ ________________ ___________________ 
 
 
Federal Tax Identification Number: __________________________________________  
 
City of Huntington Beach Business License Number: _____________________________ 
(If none, you must obtain a Huntington Beach Business License upon award of contract.) 
 
City of Huntington Beach Business License Expiration Date:     __________________________ 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX B 
VENDOR INSURANCE REQUIREMENTS 

 



Automobile 
Liability General Liability

Professional 
Liability

Property 
Insurance Workers' Comp

Additional 
Insured 

Endorsements

Contractors:  Any persons or entities who 
contract with the City and/or provide services to 
the City which are readily available and 
efficiently procured by competitive bidding. 

Permittees:  Any persons or entities who 
make application to the City for any use of or 
encroachment upon any public street, waterway, 
pier, or City property. 

Vendors:  Any persons or entities who 
transfers property or goods to the City which 
may or may not involve delivery and/or 
installation.

CITY OF HUNTINGTON BEACH INSURANCE REQUIREMENTS

Note 2 - Workers' Compensation Exemption: If entity has no employees, a signed Declaration of Non-Employee Status form is required.

Note 1 - Automobile Liability:  The City of Huntington Beach, its officers, elected or appointed officials, employees, agents and volunteers must be named 
as certificate holder and as additional insured by separate attached endorsement. Permittees who do not use vehicles or equipment in connection with the 
permit shall not be required to provide auto insurance. To be exempt from this requirement, permittees must execute a declaration such as Exhibit 1 
attached. 

Huntington Beach City Council Resolution No. 2008-63 requires submittal of certificates of insurance evidencing the following minimum limits with a California 
admitted carrier with a current A.M. Best’s Rating of no less than A:VII. See Exhibits A1 - 4 for sample forms.

Vendor Type
Minimum Insurance Requirements

Any deductible other than those allowed in this matrix, self-insured retentions or similar forms of coverage limitations or modifications must be approved by the Risk 
Manager and City Attorney of the City of Huntington Beach.  NOTE:  Waivers and / or modifications are discouraged and will be considered only under 
extraordinary circumstances.

State statutory 
limits of 

$250,000 bodily 
injury by 

disease, policy 
limit, and 

$100,000 bodily 
injury each 

employee for 
accident or 
disease per 
occurrence. 
(See Note 2 

below.)

Include the 
policy number 
and Additional 

Insured 
Endorsement 
Requirement 

statement 
below. (See Note 

3 below.)

Minimum of 
$1,000,000 per 
occurrence for 
bodily injury, 

personal injury 
and property 

damages. Allows 
up to $1,000 

deductible.(See 
Note 1 below.)

Combined single 
limit bodily injury 

and property damage. 
Minimum of 

$1,000,000 per 
occurrence. Allows 

up to $5,000 
deductible. 

(Additional Insured 
Endorsement is always 
required with General 

Liability Ins.)

Note 3 - Additional Insured Endorsement Requirements: The City, its officers, elected or appointed officials, employees agents, and volunteers are to be 
covered as additional insureds by separate attached endorsement(s) as respects liability arising out of action performed by or on behalf of the contractor, 
products and completed operations of the contractor, premises owned, occupied or used by the contractor, or automobiles owned, leased or borrowed by the 
contractor. The coverage shall contain no special limitations on the scope of protection afforded to the City.
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Automobile 
Liability General Liability

Professional 
Liability

Property 
Insurance Workers' Comp

Additional 
Insured 

Endorsements

CITY OF HUNTINGTON BEACH INSURANCE REQUIREMENTS

Huntington Beach City Council Resolution No. 2008-63 requires submittal of certificates of insurance evidencing the following minimum limits with a California 
admitted carrier with a current A.M. Best’s Rating of no less than A:VII. See Exhibits A1 - 4 for sample forms.

Vendor Type
Minimum Insurance Requirements

Any deductible other than those allowed in this matrix, self-insured retentions or similar forms of coverage limitations or modifications must be approved by the Risk 
Manager and City Attorney of the City of Huntington Beach.  NOTE:  Waivers and / or modifications are discouraged and will be considered only under 
extraordinary circumstances.

Design Professionals:  Professional service 
contractors who contract with the City  and/or 
provide architectural and/or engineering services 
to the City.                             

Professional Services:  Services that 
involve the exercise of professional discretion 
and independent judgment based on an advanced 
or specialized knowledge, expertise or training 
gained by formal studies or experience or 
services which are not readily or efficiently 
procured by competitive bidding pursuant to HB 
Muni Code 3.02. Services includes but is not 
limited to those services provided by appraisers, 
architects, attorneys, engineers, instructors, 
insurance advisors, physicians and other 
specialized consultants.

1) The policy retroactive date coincides with or precedes the professional services contractor’s start of work (including subsequent policies purchased as 
renewals or replacements).
2) The professional services contractor will make every effort to maintain similar insurance during the required extended period of coverage following 
project completion, including the requirement of adding all additional insureds.
3) If insurance is terminated for any reason, professional services contractor agrees to purchase an extended reporting provision of at least two (2) years to 
report claims arising from work performed in connection with this agreement or permit.

Claims made policies are acceptable if the policy further provides that :

Minimum of 
$1,000,000 per 
occurrence and 

in the 
aggregate. 

Allows up to 
$10,000 

deductible. 

4) The reporting of circumstances or incidents that might give rise to future claims.
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Automobile 
Liability General Liability

Professional 
Liability

Property 
Insurance Workers' Comp

Additional 
Insured 

Endorsements

CITY OF HUNTINGTON BEACH INSURANCE REQUIREMENTS

Huntington Beach City Council Resolution No. 2008-63 requires submittal of certificates of insurance evidencing the following minimum limits with a California 
admitted carrier with a current A.M. Best’s Rating of no less than A:VII. See Exhibits A1 - 4 for sample forms.

Vendor Type
Minimum Insurance Requirements

Any deductible other than those allowed in this matrix, self-insured retentions or similar forms of coverage limitations or modifications must be approved by the Risk 
Manager and City Attorney of the City of Huntington Beach.  NOTE:  Waivers and / or modifications are discouraged and will be considered only under 
extraordinary circumstances.

Licensees/Lessees: Any persons or entities 
who contract with the City for the use of public 
property.

Combined single 
limit bodily injury 

and property damage. 
Minimum of 

$1,000,000 per 
occurrence. Allows 

up to $5,000 
deductible. 

(Additional Insurance 
Endorsement is always 
required with General 

Liability Ins.)

Full 
replacement 
cost with no 
coinsurance 

penalty 
provision.

State statutory 
limits of 

$250,000 bodily 
injury by 

disease, policy 
limit, and 

$100,000 bodily 
injury each 

employee for 
accident or 
disease per 
occurrence. 
(See Note 1 

below.)

Include the 
policy number 
and Additional 

Insured 
Endorsement 
Requirement 

statement 
below.(See Note 

2.)

Note 1 - Workers' Compensation Exemption: If entity has no employees, a signed Declaration of Non-Employee Status form is required.

Note 2 - Additional Insured Endorsement Requirements: The City, its officers, elected or appointed officials, employees agents, and volunteers are to be 
covered as additional insureds by separate attached endorsement(s) as respects liability arising out of action performed by or on behalf of the contractor, 
products and completed operations of the contractor, premises owned, occupied or used by the contractor, or automobiles owned, leased or borrowed by the 
contractor. The coverage shall contain no special limitations on the scope of protection afforded to the City.
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