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MUNICIPAL SHUTTLE SERVICES OPERATOR 

REQUEST FOR PROPOSAL (RFP) 
 
 
The Economic Development Department of the City of Huntington Beach is seeking proposals 
from qualified shuttle operators to service the Surf City Downtown Shuttle Program.  The 
selected operator shall shuttle downtown visitors from the Huntington Beach Civic Center 
parking lot to two (2) fixed route stops in Downtown Huntington Beach.  The program shall 
begin May 21, 2011 and end September 11, 2011.  
 
1. BACKGROUND 
In summer 2010, the Huntington Beach Economic Development Department implemented the 
Surf City Downtown Shuttle Pilot Program. The Shuttle operated on weekends from May 22 
through September 6 (excluding July 4) on a 3.5 mile loop, transporting passengers from the 
Huntington Beach Civic Center parking lot to two (2) fixed route stops in Downtown Huntington 
Beach. The Shuttle operated from 10:00 AM to 8:00 PM and transported more than 4,600 
passengers during the 2010 summer season. 
 
Preparation has begun for the 2011 summer season. The program proposed for summer 2011 
includes expanding the service by two (2) hours into the evening and adding a shuttle on 
Tuesday nights during the weekly Surf City Nights street fair. Proposed program changes are 
pending Zoning Administrator and final budget approval.  
 
2. SCHEDULE OF EVENTS 
This request for proposal will be governed by the following schedule: 
 

Release of RFP       2-16-2011 

Deadline for Written Questions     2-23-2011 

Responses to Questions Posted on Web    3-2-2011 

Proposals are Due       3-11-2011 

Proposal Evaluation Completed     3-25-2011 

Approval of Contract      4-4-2011 

 
3. SCOPE OF WORK 
The selected shuttle operator shall provide all shuttles, labor, supervision, and all other necessary 
items needed to operate a high-quality, professional, shuttle service.  The proposed minimum 
shuttle service requirements are as follows:  
 

i. Dates of Operation: Summer of 2011 - Weekends and Tuesday nights only from May 
21-September 5, with the inclusion of Memorial Day (May 30) and Labor Day 
(September 5), but excluding July 4.  

ii. Time of Operation: Shuttles must be available to operate between 10:00 am – 10:00 
pm but hours may be modified prior to the start of the program. 



 

iii. Remote Lot Location:  Huntington Beach City Hall parking lot, consisting of 
approximately 350 available spaces, located at 2000 Main Street, Huntington Beach, 
CA.  

iv. Shuttle Routes and Stops:  The proposed route is a 3.5 mile continuous loop, 
originating at City Hall and stopping at the northeast corner of Main Street and 
Orange Avenue, and on 5th Street at or near the valet parking stop for The Strand 
(Exhibit A).   Note that the route is reduced to only the Main Street/Orange Avenue 
stop on Tuesday nights and during special closures and events, such as the Hurley US 
Open of Surfing. 

v. Level of Service:  Civic Center pickups shall occur every 15 minutes. The City shall 
reserve the right to alter pickup frequency/occurrences.  

vi. Number of shuttles:  During standard weekend operating conditions, two (2) 
simultaneously-operating shuttles shall be available for service. One (1) must be 
available on Tuesday evenings. During holiday and US Open weekends, up to four 
(4) simultaneously-operating shuttles must be available for service.  

vii. Anticipated capacity:  Each shuttle must accommodate a minimum of 24 seated 
passengers.   

viii. Shuttle Cost:  Free of charge, so no cash handling and accounting will be required by 
the operator.  

ix. Ridership Records: Operation of each shuttle requires completion of daily logs 
identifying passenger counts, parking lot capacity, and mileage. 

x. Signage:  Fixed signage is posted at downtown stops.   Fixed or portable signage will 
be posted at the City Hall stop.  Shuttles must be available to carry program 
advertising, i.e. program banners, magnetized signage, vehicle wrapping, or other 
signage during operation.  Signage will be provided by, and at the expense of, the 
City  

xi. ADA Accessibility: Shuttles must be ADA accessible and comply with all ADA state, 
county and local requirements.  

 
4. PROPOSAL FORMAT GUIDELINES 
 
Interested contractors 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, 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: 
 

A. Vendor Application Form and 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 three pages in length, should 



 

summarize key elements 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 contractor’s 
office located nearest to Huntington Beach, California and the office from which the 
project will be managed. 

 
B. Background and Project Summary Section 

The Background and Project Summary Section should describe your understanding of the 
route, the work to be done, and the objectives to be accomplished.  Refer to Scope of 
Work of  this RFP. 

 
C. Methodology Section 

Provide a detailed description of the approach and methodology to be used to accomplish 
the Scope of Work of this RFP.  The Methodology Section should include: 

 
1) An implementation plan that describes in detail (i) the methods, including controls 

by which your firm manages projects of the type sought by this RFP; (ii) and any 
other project management or implementation strategies or techniques that the 
respondent intends to employ in carrying out the work. 

2) Shuttle schedule specifing pickup times and the number of shuttles needed to 
meet the City’s level of service goals during standard operating conditions (see 
scope of work).  

3) Detailed description of efforts your firm will undertake to achieve client 
satisfaction and to satisfy the requirements of the "Scope of Work" section. 

4) Detailed description of specific tasks you will require from City staff. Explain 
what the respective roles of City staff and your staff would be to complete the 
tasks specified in the Scope of Work. 

5) The City’s goal is to provide a themed experience for riders of the Surf City 
Downtown Shuttle.  Describe how your company will provide such an 
experience.   

6) Describe in detail the make, model, fuel type, capacity and other details of each 
vehicle proposed for use. Provide at least one (1) clear interior photo and at least 
one (1) clear exterior photo of each vehicle at a minimum size of 5 x 7.  
(Professional printing is not necessary). Indicate the location at which vehicles 
will be housed when not operating as the Surf City Downtown Shuttle.  

7) Describe in detail the methods to be used by drivers and the program operator for 
ensuring continuing service during mechanical difficulties or breakdowns that 
affect the program during or before/after shuttle operating hours.  Further describe 
how the operator will remain in contact with the City’s project manager(s) during 
shuttle operating hours.   

 
D. Staffing 

All operators must have appropriate and legally required certifications and licenses.  
Please indicate, and provide copies of, any certificates or licenses required of the 
company by the County or State to operate a transportation company.  Please provide the 



 

same information for any subcontractors proposed to provide service on behalf of the 
contracted firm, along with details of their experience and references. 

 
E. Qualifications 

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

 
1) A summary of the your firm’s demonstrated capability, including length of time 

that your firm has provided the services being requested in this Request for 
Proposal. 

2) Provide at least three (3) Southern California references that received similar 
services from your firm.  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 
♦ Client project manager name, telephone number, and e-mail address 

 
F. Fee Proposal 

Bidders shall provide cost proposals based on the following: 
 

1) Hourly operating rate per 24-passenger shuttle bus. Rate shall include all 
associated operational costs including, but not limited to, labor, supervision, 
shuttle, fuel, and any other necessary costs.  

2) Hourly operating rate per larger capacity shuttle bus (bidder to specify bus 
capacity). Rate shall include all associated operational cost including, but not 
limited to, labor, supervision, shuttle, fuel, and any other necessary costs.   

3) Total project budget accounting for project duration, anticipated level of service 
and operating hours.  
 

5. PROCESS FOR SUBMITTING PROPOSALS 
 

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

 
♦ 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 four (4) 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 March 11, 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 
RE:  Municipal Shuttle Services Operator 

 
♦ Inquiries 

Questions about this RFP must be directed in writing, 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, except during the pre-
proposal conference.  Refer to the Schedule of Events of this RFP or the City webpage to 
determine if a pre-proposal conference has been scheduled.  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. 

 

6. 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 
C. Recent experience in conducting similar scope, complexity, and magnitude for other 

public agencies 
D. Directly related experience  
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. 

 

7. 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. 
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REQUEST FOR PROPOSAL 
 

Municipal Shuttle Services Operator 
 

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    
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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:     __________________________ 
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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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