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REQUEST FOR PROPOSALS (RFP) 
 

for 
 

 
 

 
 
 

IMPERIAL VALLEY URBAN FOREST PROJECT 
 PROJECT MANAGEMENT 

SERVICES 
 
 

 
 
 
 

This RFP includes an overview of Project Management services required on the City’s “Imperial 
Valley Urban Forest Project”. It provides information on the site, project schedule, as well as 
submittal procedures and selection criteria for interested candidates.  
 
 
A mandatory pre-proposal conference is scheduled for 2:00 PM on Wednesday, November 15, 2017 
at the Economic Development conference room located at 1249 W. Main Street, El Centro, CA. 
Candidate submittals must be received at the Economic Development Division no later than 5:00 PM 
Pacific Time Friday, December 8, 2017. 
 
 
 

 
 
Requested by: 
 
City of El Centro 
Community Services Department 
Economic Development Division 
1249 W. Main Street 
El Centro, CA 92243 
Phone: (760) 337-4543 
 
November 2017 
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CITY OF EL CENTRO 
REQUEST FOR PROPOSAL 

FOR PROJECT MANAGEMENT SERVICES 
FOR THE CITY OF EL CENTRO  

IMPERIAL VALLEY URBAN FOREST PROJECT 
  
  
A. BACKGROUND 
 
The City of El Centro is requesting proposals from Project Managers, hereinafter referred to as “PM” to 
perform project management services on a Department of Forestry and Fire Protection (Cal-Fire) grant 
in the City of El Centro and surrounding Imperial Valley cities.  The firm ultimately selected will provide 
full project management services as directed by the City. The primary funding for this project is being 
provided through a grant received from the Department of Forestry and Fire Protection or “CAL FIRE”. 
 
Any contract emanating from this request shall be regulated according to the provisions of all Federal, 
State and local laws and ordinances that are applicable.  The City requires evidence of insurance coverage:  
general liability, automobile liability, workers compensation, and professional errors and omissions as set 
out in the sample agreement attached as exhibit “C”.  If the respondent does not have coverage in 
accordance with the City’s policies, then evidence must be submitted indicating that such coverage will 
be effective prior to entering into a contractual agreement with the City.  
 
Per Public Contract code section 20103.6 and as otherwise applicable, the consultant is advised that 
this project includes provisions requiring the contracting firm to indemnify and hold harmless 
the City of El Centro against any and all liability. The requirement of this indemnification can be 
found in the sample contract agreement attached to this document. 

The intent of this Request for Proposals is to obtain proposals from qualified project management 
firms to provide services for applicable grant services, community outreach, event coordination, 
stakeholder coordination, curriculum creation program creation, assist in developing the bid package, 
manage the bid process, oversee construction services, provide construction recommendations, and 
prepare closeout reports. 
 
The City anticipates the project duration to last between February, 2018 and March, 2020.   
 
The Request for Proposal (RFP) is available on our website (www.cityofelcentro.org) or the 
Economic Development Office at, 1249 W. Main Street, El Centro, CA 92243.  Any Addendums to 
this RFP will be posted on the City’s web page.  It is the responsibility of potential respondents 
to check the web page for any posted Addendums. 
 
  
B. PROJECT DESCRIPTION 

The City of El Centro received grant funding from CAL FIRE through the Greenhouse Gas Reduction 
Fund for the Imperial Valley Urban Forest Project.  The project consists of the planting of 1,400 trees 
at various locations in the cities of El Centro, Calexico, Holtville, Imperial, and Brawley in the 
Imperial Valley.  The continued success of the grant objectives will be done through the following 
activities: 
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 Training and education of all cities, partnering organizations, and community members 
through the “Imperial Valley Tree Steward” Program. Development and introduction of a 
“tree curriculum” into current elementary school science programs in the Imperial Valley. 

 Creation of a methodology for tracking Green House Gas (GHG) benefits while addressing 
the challenge of sequestering carbon. 

 Education of local school students with programs such as GHG monitoring, event planning, 
and “Imperial Valley tree steward” training. 

 Strategic planting of trees to add foliage, shade, and aesthetic value to parks.  Additionally, 
trees placed near building can increase cooling benefits and help reduce energy consumption. 

 Selection of ecologically appropriate plant palette to increase tree vitality and survivability. 

 

See Attachment “1” for full description of Project Objectives. 

 
C. SCOPE OF SERVICES 

The following is a representative sample of the scope of work for this project. It is not meant to be all-
inclusive and the actual engagement will require additional duties of a similar nature to those 
summarized below as the need arises. Responses to this RFP are strongly encouraged to suggest other 
tasks and duties that may be applicable and useful to the City.  
 
The selected firm will provide project management services that include but are not limited to those 
listed in this section. No subcontractors shall be utilized without prior authorization by the City.   
 
This project is funded by a grant made available through CAL-FIRE.  All services listed in the 
below Scope of Services are to be performed with the purpose of completing the project as 
described in the grant application in Attachment “1”.  Particular attention should be made to 
“Section 6. Narrative” of the grant which describes the Background of the project, Project 
Objectives, Scope of Work, Project Timeline, and Tree information. 
 

a. GRANT SERVICES 
 
1. Prepare all applicable grant progress reports for approval by the City and ensure that all 

reports are submitted to CAL-FIRE in a timely manner and in compliance with all grant 
requirements. 
 

2. Establish and maintain a working relationship with the City’s grant representative from 
CAL-FIRE. 
 

3. Ensure that project is completed in a timely manner and as described in the grant 
application included in Attachment “1”. 

 
b. EVENT PLANNING, COORDINATION AND DELIVERY SERVICES 
 
The PM will handle all aspects of the tree planting events described in Attachment “1”.  This 
can include, but is not limited to the following: 
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1. Event coordination with the project contacts from the various cities involved with this grant 

and the contractor. 
 

2. Preparation and dissemination of public notifications of each event such as newspaper 
articles, preparation of social media posts for the cities and coordination of news releases 
to local media.  The PM is not authorized to conduct any interviews with news media or 
release information without the approval of the City.  

 
3. Coordination with the Contractor to ensure the sites are prepped for tree planting and the 

event ahead of the scheduled events. 
 

4. Coordination with the hosting City for the delivery and set up of items for the events such 
as a podium, speaker, chairs, tents, tables, and ice chests. 
 

5. Perform master of ceremony duties at the events unless otherwise directed by the City.  
Contact and coordination with various officials as approved by the City for speaking at the 
tree planting events.  If requested, the PM will provide written speeches for local officials 
that will provide project background and statistical information related to this project. 

 
6. Supervision and coordination of the Imperial Valley Tree Steward volunteers who will be 

working at the tree-planting events. 
 

7. Provide snacks and refreshments for all volunteers at the events. 
 
8. Monitor the site for the safety of volunteers and project staff.  Immediately report any 

safety concerns to the City and Contractor.  If the safety concern poses an imminent threat 
to the safety of volunteers or project personnel, the PM is to immediately take action to 
mitigate the safety concern. 

 
9. The PM must be on site from the start of set up through the clean-up of each event.  
 
c. OUTREACH AND EDUCATIONAL SERVICES 
 
1. Creation of an “Imperial Valley Tree Steward” program as described in Attachment “1” 

including training materials. 
 

2. Training and education of all cities, partnering organizations and community members 
through the “Imperial Valley Tree Steward” program. 

 
 

 
 

3. Training and certification of recreation staff of the partnering cities to facilitate their 
educating the public about the project’s planting opportunity and offering in-the-field help 
during the actual tree planting. 
 

4. Development of a “Tree Curriculum” for the local elementary schools. 
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5. Outreach and coordination with local elementary school officials to ensure implementation 

of the tree curriculum into the school classrooms.  
 
6. Development and implementation of a training program for upper division high school 

students that includes, intern training, tree steward training, Greenhouse Gas monitoring 
techniques, and event planning. 

 
d. GREENHOUSE GAS SEQUESTRATION SYSTEM 
 
1. Development of a user friendly and accurate process for monitoring and documenting 

greenhouse gas benefits from this project through an ArcGIS based mapping tool. 
 

2. Coordinate the purchase of handheld tablets to be used by City staff and interns for the 
mapping. 

 
3. Training of City staff and interns in the use of the program and process of conducting an 

inventory of established trees by recording and measuring tree statistics in the field. 
 

 
e. PRECONSTRUCTION SERVICES 

 
1. Assist in Developing the Bid Package 

 
Main effort for front end documents will lie with the City of El Centro. However, the PM 
shall provide written recommendations to be considered for incorporation. These shall be 
based on past control management specifications that may have been developed through 
“lessons learned” from past projects.   
 
The PM will also provide input on trees and planting locations that are conducive to the 
Imperial Valley climate. 
 

2. Manage the Bid Process/ Project Document Control System 
 
Take the lead in developing and instituting the complete bid process from advertisement 
through City staff recommendation to Council for approval of award. 
 

f. SERVICES DURING CONSTRUCTION 
 

1. Provide training to the contractor on the environment/community atmosphere of the 
Imperial Valley. 

 
2. Coordinate the efforts of the contractor and project contacts from the various cities 

participating in this project to ensure proper communications and progress of the project. 
Act as liaison to the City through the City’s Project Manager. 
 

3. Provide on-site coordination to assure that the project meets the Plans and Specifications 
and stays on budget and schedule. 
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4. Review, evaluate, and furnish recommendations to the City regarding contractor's 

performance, construction schedule, and any other matters related to compliance with the 
contract. 
 

5. Provide a daily log of events and activities when onsite to secure the City's interests and 
monitor work accomplished in accordance with the contract. 
 

6. Provide a monthly update outlining project status, schedule, submittals, and change order 
issues. Include any pertinent photos or documents. The report should include an analysis 
of any potential delays and their actual relevance. The report should be suitably formatted 
to share with the City Manager's Office. 
 

7. Review and furnish contract correspondence, minutes of meetings and directives to be 
issued to secure the interests of the City. 
 

8. Review and make recommendations regarding payments to contractor including Change 
Orders, when applicable, and recommendations regarding any proposed changes. Prepare 
and provide cost analysis where necessary to verify change order costs generated by the 
Contractor are reasonable and correct in scope. 
 

9. Attend all construction - related site meetings with the City's representatives, contractors, 
and other meetings between related parties as required. Maintain separate notes on such 
meetings.  
 

10. Assist with providing any information to the City Departments as required. 
 

11. Oversee the general contractor and subcontractor's scope of work to ensure the General 
Contractor is providing proper site supervision and coordination for the execution of the 
project work. 
 

12. Upon completion of the project work, provide a punch list review and recommendation of 
project acceptance. 
 

13. Upon completion of the project work, review all of the Contractor's final submittals to 
ensure their compliance with final project close-out requirements. 

 
14. Monitor cities and contractor compliance with City of El Centro as well as with all grant 

requirements. 
 

g. POST CONSTRUCTION SERVICES 
 

1. Prepare a closeout report. 
 

2. Coordinate, monitor and resolve all contract issues, warranties, bonds, etc.  
 

3. Provide the final consolidation and compilation of the project files and documents both in 
hardcopy and CD. 
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4. Remain available for any post-completion grant audit. 

 
D. PROJECT DELIVERY METHOD 
 
The project delivery method will be design, bid, and delivery for the project. 
 
E. CONSULTANT CONTRACT ADMINISTRATION  
 
All consultant work will be authorized on an hourly rate not to exceed for each of the tasks above. The 
consultant is and will be an independent contractor who must devote sufficient time and resources to 
complete the assigned tasks in a timely manner.  The City will not provide work space, internet, 
equipment, a vehicle or mileage reimbursement.  
 
F. RFP CONTENT  
 
The submittals in response to this solicitation shall not exceed 25 total pages in length including 
cover letter, proposed staffing plan, previous experience, proposed approach, Levine Act Disclosure 
and labor rate sheet. No appendices or elaborate brochures or other presentation material are 
desired. The RFP submittal content and format should demonstrate ability to follow direction set forth 
in this RFP.  The RFP should be organized in the following sequence:  
 
Cover Letter - Describe the firm or team's interest in and commitment to the project.    
 
Proposed Approach -Provide a detailed explanation of the approach you would take for completing 
the work described in the Scope of Services and discussing the issues, challenges and solutions you 
would employ during the engagement. In particular, describe what issues you foresee in your role as 
PM. Please also describe your overall approach to this role and how you anticipate interacting with 
the entire team including the CITY project manager, committee of stakeholders from cities involved 
in the grant, the CAL-FIRE representative, as well as the contractors.   
 
Proposed Staffing Plan -Designate the Principal, Project Manager in charge of the project, and the 
CITY contact throughout the duration of the contract.  The submittal should describe the individuals, 
their roles on the team, and rate schedule.  Identify key staff members and a brief resume describing 
similar projects on which they have been involved, availability of the staff member over the duration 
of the project, and a description of the benefits the person brings to the team. Indicate recent, relevant 
experience and references on similar projects where a similar role was performed. Proposals shall 
clearly establish principal team member firms and sub consultants. An organization chart should be 
included.  Any substitution of key staff during the project will require approval from the CITY. 
Evaluation of this segment of the proposals will be focused on individual members as well as the depth 
of your proposed team.  
 
Previous Experience – Include descriptions of similar projects previously performed by the staff 
proposed. The descriptions should include what services were performed, the date of the project, 
unique features of the project which would be beneficial to the CITY, and a client reference including 
email and phone contact information. Evaluation of this segment will be heavily weighted on your 
client reference remarks as solicited by the CITY.  
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Agreement Exclusions – Indicate in proposal any clauses, if any, in the City’s proposed Agreement, 
which are unacceptable to the Proposer. Federal and State requirements are non-negotiable. 
 
Modified Scope of Services – The Proposer should specifically indicate in its proposal any 
recommended changes for the “Scope of Services”. 
 
Lawsuit History – List any pending or settled lawsuits or professional liability claims in which the 
consultant was involved during the past ten (10) years. 
 
Execution of the Non-discrimination certification (Attachment 4) and Drug-free Workplace 
certification (Attachment 5). 
 
Estimated Costs – Submit with your response your hourly rate and overhead information in a 
separate sealed envelope clearly labeled as follows: 
 

Sealed Fee Schedule Proposal 
Company Name 
City of El Centro 

Project Management Services for the Imperial Valley Urban Forest Project 
December 8, 2017 
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Sealed fee schedule 
 

1. Develop costs and fees for the services based on hourly rates.  Provide a clear breakdown of 
these costs by Task. Task order shall closely mimic the proposed scope. Each task shall include 
proposed staffing effort, with corresponding hourly rates.  List all professional service 
expenses anticipated including insurance, printing, communications, and travel. Billing rates 
shall include provision for normal office costs, including but not limited to office rental, 
utilities, insurance, equipment, normal supplies and materials, in-house reproduction services 
and local travel costs. Indirect costs shall be based on undisputed audited records. 

 
G. SELECTION CRITERIA AND SCHEDULE  
 
The CITY will hold a mandatory pre-proposal conference at 10:00 a.m. on Wednesday, November 15, 
2017 at the Economic Development Division located at 1249 Main St., El Centro to review this RFP. 
Explanations or clarifications desired by respondents regarding the meaning or interpretation of this 
RFP may be requested at this conference or in written form by contacting CITY Economic 
Development Division at (760) 337-4543 or emailing at scox@cityofelcentro.org.  The deadline for 
clarification requests is 5:00 PM on Tuesday, November 28, 2017. 
 
The CITY specifically requests that any questions concerning this RFP be directed to Stacy Cox only. 
Please do not contact other CITY staff.  The deadline for questions is 5:00 P.M. Tuesday, November 
28, 2017.  All questions are to be submitted by e-mail to scox@cityofelcentro.org.  
 
Responses will be reviewed based on the following criteria as set out in Attachment 1 - attached and 
incorporated here:  
 

 Proposed approach to the project. 
 Previous experience with similar projects.  
 Past success with managing all processes, procedures, and paperwork for similar projects. 
 Qualifications of team members / Organizational chart with names and resumes. 
 Satisfaction of previous clients. 
 Project understanding and ability to work in a collaborative environment with other 

consultants, the contractor(s), regulatory and oversight agencies, etc. to help solve problems 
and deal in a constructive manner with issues and any conflicts that may arise during the entire 
design, procurement, and construction processes. 

 Ability to provide justification for indirect costs through an undisputed audit conducted by a 
Federal or State agency. 

 Compliance with State grant requirements. 
 At interview, Power Point presentation highlighting the above criteria. 

 
 
Final staff recommendations to the Council as to the proposed successful respondent to this solicitation 
will be based on rankings established by the evaluation committee.  
 
The following SCHEDULE is targeted for consultant selection: 
 
RFP release date: Wednesday, November 8, 2017 
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Mandatory pre-proposal conference 2:00 PM Pacific Time, Wednesday, November 15, 2017 
Economic Development conference room 
1249 W. Main Street, El Centro, CA 92243 
 
Deadline to submit requests for clarifications, corrections or modifications 5:00 PM Pacific Time, 
Tuesday, November 28, 2017.  
 
Submittals Due 5:00 PM Pacific Time, Friday, December 8, 2017. 
 
Interviews December 18-22, 2017 (TENTATIVE) 
 
Council Award January 17, 2018 (TENTATIVE) 
 
Notice to Proceed February 17, 2018  (TENTATIVE) 
 
H. SELECTION PROCESS 

The PM will be selected by a selection committee comprised of project staff.  A summary of the City’s 
selection process is as follows: 

1. Qualifications will be reviewed and ranked by the selection committee. 
 
2. A short-list will be created from the proposals. 
 
3. Interviews may be requested from the short-list firms. 
 
4. The selection committee will rank the firms that are the most highly qualified to perform the 

services and present its recommendation to the City Council for contact award. 
 
The City of El Centro reserves the right to reject any and all proposals submitted and/or request 
additional information for clarification. 

This RFP does not commit the City to award a contract or pay any costs associated with the preparation 
of a proposal.  The City reserves the right to cancel, in part or in its entirety, this solicitation should 
this be in the best interest of the City. 

Questions concerning the proposal should be sent to the City of El Centro Economic Development 
Division via electronic mail to scox@cityofelcentro.org. 

 

I. PROCEDURES FOR SUBMISSION 

PM firms wishing to be considered should submit background materials in accordance with “RFP 
CONTENT” section of this RFP.  

Responses should be submitted to:  
 

City Of El Centro 
Community Services Department 

Attn: Stacy Cox 
1249 W. Main Street 
El Centro, CA 92243 
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Four copies and one original must be received at the above address no later than 5:00 PM Pacific Time 
December 8, 2017. The City will not accept electronic submissions.  
 
The response shall be enclosed in a sealed envelope and be plainly marked on the upper left hand 
corner with the name and address of the bidder and bear the following: 
 

City of El Centro 
Community Services Department 

Project Management Services for the Imperial Valley Urban Forestry Project 
December 8, 2017 

5:00 PM 
 
 
Submit your fee schedule including your hourly rate and overhead information in a separate sealed 
envelope clearly labeled as follows: 
 

 
Sealed Fee Schedule Proposal 

Company Name 
City of El Centro 

Project Management Services for the Imperial Valley Urban Forestry Project 
December 8, 2017 
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IMPERIAL VALLEY 

URBAN FORESTRY PROJECT 
 

 
 
 
Grant Application 
  

 
 
 
 
 
  
































































