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Quote Request 
 

The City of San Diego Commission for Arts and Culture seeks a Communications Coordinator, a person who is 
an experienced freelance communications professional.  Quotes from consultants are requested to provide the 
following services: 
  
Scope of work: 
 

• Develop and implement a one-year 20th anniversary public relations plan. Develop and maintain media 
contacts and seek opportunities for media coverage. Work with City TV or other related media outlets to 
develop special programming about arts and culture. 

 
• Develop a post- 20th anniversary public relations plan.  

 
• Manage design and production of new agency brochure. 

 
• Design and assemble press kits and information packets for all components of the Commission’s work 

including undertaking other communications-related projects, as assigned. 
 
Skills:  
 
Highest caliber writing and public speaking skills; strong relationship building skills; likable and appealing 
communication style; past experience in a government agency is an advantage; self-motivated, self-directed; 
ability to work independently without unnecessary oversight; good common sense and judgment; excellent 
organizing skills; skilled multi-tasker in fast-paced environment; experience with online communication 
resources is an advantage; broad experience in multiple media: print, broadcast, web, etc.; political acumen; 
understanding of the dynamics of the City of San Diego and knowledge of San Diego and the region. 
  
  
Questions & Comments Questions and comments regarding this bid must be submitted in writing via email or 
by fax no later than 5:00 p.m. on September 26, 2008.  Submit to: 

 
Department Contact Name:  Victoria Hamilton 
Email Address:  vhamilton@sandiego.gov 
Fax Number:  619-236-6820 
 

Deadline for submittal Quotes may be returned via email or fax no later than 5:00 p.m. on October 3, 2008.  
Submit to: 

Department Contact Name:  Victoria Hamilton via Linda Sokol 
Email Address:  lsokol@sandiego.gov 
Fax Number: 619-236-6820 

Timeline 
Start Date: November 3, 2008 
End Date:   June 30, 2009 
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Selection criteria 

• Strength of applicant’s qualifications. 
• Value of the bid. 
• High level of verbal and written communications skills. 
• Political acumen.  
• Understanding of the dynamics of the City of San Diego. 
• Knowledge of the San Diego and the region. 
• Proficient at public presentations. 
• Past performance on City jobs, if applicable. 
• Experience in project coordination. 

 

References Provide three references, including name, title, organization, contact information. 
 
Submittals required for provisional award   Failure to provide the following documentation within the time 
period specified may be cause for the provisional award to be voided and the quote to be rejected as non-
responsive. 

a.    Two writing samples. 
b. Insurance requirements as specified below, 
c.    City of San Diego Business Tax License, 
d. Taxpayer Identification Number (IRS W-9 on IRS website), 
e.    Workforce Form (attached), 
f.    Drug Free Workplace Form (attached), 
g. Vendor Registration Form (attached).   

 

Option to Renew

The City reserves the option to renew the contract for four (4) additional one (1) year periods under the terms 
and conditions of the current contract beginning on the anniversary of the commencement of contract.  The 
renewal is contingent on a mutual agreement between the City and the Contractor with such agreement to be 
confirmed sixty (60) days prior to the expiration of the contract period.  Either the City or the Contractor may 
decline to confirm the renewal of the contract for any reason whatsoever, which shall render the renewal option 
null and void. 

The City’s initial letter offering the Bidder an opportunity to renew the contract does not constitute an award of 
the option period.  Any option acceptance must be confirmed by the City, in writing, before it becomes valid. 

This section will not be considered in the evaluation for award. 

The City may also desire to extend a contract on a month-to-month basis upon expiration of the current contract 
period under the terms and conditions of the current contract unless modified in writing.  The renewal is 
contingent on a mutual agreement between the City and the Contractor with such agreement to be confirmed in 
writing prior to the expiration of the contract period.  
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General Provisions 

Except as otherwise specified herein, the City of San Diego General Provisions, dated January 3, 2005, (on file 
in the Office of the Purchasing Agent) are incorporated as part of this bid and any resulting contract by 
reference.  The General Provisions are available online at www.sandiego.gov/purchasing or via request from the 
Purchasing & Contracting Department by calling (619) 236-6000. 

By signing and/or authorizing the bid submittal, the Bidder acknowledges that they have read and understood 
the meaning, intent and requirements of said General Provisions; and acknowledge said General Provisions are 
included as a part of this bid. 

Business Tax License  

Any company doing business with the City of San Diego is required to comply with Section 31.0301 of the San 
Diego Municipal Code regarding Business Tax.  For more information please visit the City of San Diego 
website at www.sandiego.gov/treasurer/ or call (619) 615-1500. 

The City requires that each vendor to provide a copy of their Business Tax License, or a copy of their 
application receipt. Failure to provide the required documents within ten (10) business days of the City’s 
request may result in a Bid being declared non-responsive and rejected. 

 Insurance   

At all times during the term of this Agreement, the Consultant shall maintain insurance coverage as follows:  

1.   Commercial General Liability. Commercial General Liability (CGL)  Insurance written on an ISO 
Occurrence form CG 00 01 07 98 or an equivalent form providing coverage at least as broad which shall 
cover liability arising from any and all personal injury or property damage in the amount of $1 million per 
occurrence and subject to an annual aggregate of $1 million. There shall be no endorsement or 
modification of the CGL limiting the scope of coverage for either insured vs. insured claims or contractual 
liability. All defense costs shall be outside the limits of the policy. 

2.  Commercial Automobile Liability. For all of the Consultant's automobiles including owned, hired and non-
owned automobiles, the Consultant shall keep in full force and effect, automobile insurance written on an 
ISO form CA 00 01 12 90 or a later version of this form or an equivalent form providing coverage at least 
as broad for bodily injury and property damage for a combined single limit of $1 million per occurrence. 
Insurance certificate shall reflect coverage for any automobile (any auto).  

3.   Workers' Compensation. For all of the Consultant's employees who are subject to this Agreement and to 
the extent required by the applicable state or federal law, the Consultant shall keep in full force and effect, 
a Workers' Compensation policy. That policy shall provide a minimum of $1 million of employers' 
liability coverage, and the Consultant shall provide an endorsement that the insurer waives the right of 
subrogation against the City and its respective elected officials, officers, employees, agents and 
representatives. 

4. Deductibles. All deductibles on any policy shall be the responsibility of the Consultant and   shall be 
disclosed to the City at the time the evidence of insurance is provided. 
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5.   Acceptability of Insurers.  

Except for the State Compensation Insurance Fund, all insurance required by this Contract or in the   
Special General Conditions shall only be carried by insurance companies with a rating of at least “A-, VI” 
by A.M. Best Company, that are authorized by the California Insurance Commissioner to do business in 
the State of California, and that have been approved by the City. 

The City will accept insurance provided by non-admitted, “surplus lines” carriers only if the carrier is 
authorized to do business in the State of California and is included on the List of Eligible Surplus Lines 
Insurers (LESLI list). All policies of insurance carried by non-admitted carriers are subject to all of the 
requirements for policies of insurance provided by admitted carriers described herein. 

6.    Required Endorsements 

The following endorsements to the policies of insurance are required to be provided to the City before any 
work is initiated under this Agreement. 

Commercial General Liability Insurance Endorsements 

ADDITIONAL INSURED:  To the fullest extent allowed by law including but not limited to California 
Insurance Code Section 11580.04, the policy or policies must be endorsed to include as an Insured the  

City of San Diego and its respective elected officials, officers, employees, agents and representatives with 
respect to liability arising out of (a) ongoing operations performed by you or on your behalf, (b) your 
products, (c) your work, including but not limited to your completed operations performed by you or on 
your behalf, or (d) premises owned, leased, controlled or used by you. 

PRIMARY AND NON-CONTRIBUTORY COVERAGE. The policy or policies must be endorsed to 
provide that the insurance afforded by the Commercial General Liability policy or policies is primary to 
any insurance or self-insurance of the City of San Diego and its elected officials, officers, employees, 
agents and representatives as respects operations of the Named Insured. Any insurance maintained by the 
City of San Diego and its elected officials, officers, employees, agents and representatives shall be in 
excess of Consultant’s insurance and shall not contribute to it. 

SEVERABILITY OF INTEREST.  The policy or policies must be endorsed to provide that the 
Consultant’s insurance shall apply separately to each insured against whom claim is made or suit is 
bought, except with respect to the limits of the insurer’s liability and shall provide cross-liability 
coverage. 

Automobile Liability Insurance Endorsements 

ADDITIONAL INSURED. To the fullest extent allowed by law including but not limited to California 
Insurance Code Section 11580.04, the policy or policies must be endorsed to include as an Insured the 
City of San Diego and its respective elected officials, officers, employees, agents and representatives with 
respect to liability arising out of automobile owned, leased, hired or borrowed by or on behalf of the 
Consultant. 

PRIMARY AND NON-CONTRIBUTORY COVERAGE. The policy or policies must be endorsed to 
provide that the insurance afforded by the Commercial General Liability policy or policies is primary to 
any insurance or self-insurance of the City of San Diego and its elected officials, officers, employees, 
agents and representatives as respects operations of the Named Insured. Any insurance maintained by the 
City of San Diego and its elected officials, officers, employees, agents and representatives shall be in 
excess of Consultant’s insurance and shall not contribute to it. 
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SEVERABILITY OF INTEREST. The policy or policies must be endorsed to provide that Consultant’s 
insurance shall apply separately to each insured against whom claim is made or suit is brought, except 
with respect to the limits of the insurer’s liability and shall provide cross-liability coverage. 

Worker’s Compensation and Employer’s Liability Insurance Endorsements 

WAIVER OF SUBROGATION. The Worker’s Compensation policy or policies must be endorsed to 
provide that the insurer will waive all rights of subrogation against the City and its respective elected 
officials, officers, employees, agents and representatives for losses paid under the terms of this policy or 
these policies which arise from work performed by the Named Insured for the City. 

7.   Reservation of Rights.  The City reserves the right, from time to time, to review the Consultant’s 
insurance coverage, limits, deductible and self-insured retentions to determine if they are acceptable to the 
City. The City will reimburse the Consultant for the cost of the additional premium for any coverage 
requested by the City in excess of that required by this Agreement without overhead, profit, or any other 
markup. 

8. Additional Insurance. The Consultant may obtain additional insurance not required by this Agreement. 

9.   Excess Insurance. All policies providing excess coverage to the City shall follow the form of the   primary 
policy or policies including but not limited to all endorsements. 

Indemnification and Hold Harmless Agreement.   With respect to any liability, including but not limited to 
claims asserted or costs, losses, attorney fees, or payments for injury to any person or property caused or 
claimed to be caused by the acts or omissions of the Consultant, or Consultant's employees, agents, and officers, 
arising out of any services performed under this Agreement, the Consultant agrees to defend, indemnify, 
protect, and hold harmless the City, its agents, officers, and employees from and against all liability.  Also 
covered is liability arising from, connected with, caused by, or claimed to be caused by the active or passive 
negligent acts or omissions of the City, its agents, officers, or employees which may be in combination with the 
active or passive negligent acts or omissions of the Consultant, its employees, agents or officers, or any third 
party.  The Consultant's duty to defend, indemnify, protect and hold harmless shall not include any claims or 
liabilities arising from the sole negligence or sole willful misconduct of the City, its agents, officers or 
employees. 
 
Enforcement Costs.  The Consultant agrees to pay any and all costs the City incurs enforcing the indemnity and 
defense provisions set forth in this Article. 

 
Non-Discrimination Requirements Compliance with the City's Equal Opportunity Contracting Program.  The 
Consultant shall comply with the City's Equal Opportunity Contracting Program Consultant Requirements 
[Exhibit E]. The Consultant shall not discriminate against any employee or applicant for employment on any 
basis prohibited by law. The Consultant shall provide equal opportunity in all employment practices. The 
Consultant shall ensure that its Subcontractors comply with the City's Equal Opportunity Contracting Program 
Consultant Requirements. Nothing in this Section shall be interpreted to hold the Consultant liable for any 
discriminatory practice of its Subcontractors. 

 
Non-Discrimination Ordinance. The Consultant shall not discriminate on the basis of race, gender, religion, 
national origin, ethnicity, sexual orientation, age, or disability in the solicitation, selection, hiring or treatment 
of Subcontractors, vendors or suppliers. The Consultant shall provide equal opportunity for Subcontractors to 
participate in subcontracting opportunities. The Consultant understands and agrees that violation of this clause 
shall be considered a material breach of the contract and may result in contract termination, debarment, or other 
sanctions. This language shall be in contracts between the Consultant and any Subcontractors, vendors and 
suppliers. 
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Compliance Investigations. Upon the City's request, the Consultant agrees to provide to the City, within sixty 
calendar days, a truthful and complete list of the names of all Subcontractors, vendors, and suppliers that the 
Consultant has used in the past five years on any of its contracts that were undertaken within San Diego County, 
including the total dollar amount paid by the Consultant for each subcontract or supply contract. The Consultant 
further agrees to fully cooperate in any investigation conducted by the City pursuant to the City's  
 
Nondiscrimination in Contracting Ordinance [San Diego Municipal Code sections 22.3501-22.3517.] The 
Consultant understands and agrees that violation of this clause shall be considered a material breach of the 
contract and may result in remedies being ordered against the Consultant up to and including contract 
termination, debarment, and other sanctions for violation of the provisions of the Nondiscrimination in 
Contracting Ordinance. The Consultant further understands and agrees that the procedures, remedies and 
sanctions provided for in the Nondiscrimination Ordinance apply only to violations of said Nondiscrimination 
Ordinance. 
 
Drug-Free Workplace. The Consultant agrees to comply with the City's Drug-Free Workplace requirements set 
forth in Council Policy 100-17, adopted by San Diego Resolution R-277952 and incorporated into this 
Agreement by this reference. The Consultant shall certify to the City that it will provide a drug-free workplace 
by submitting a Consultant Certification for a Drug-Free Workplace form [Exhibit F]. 
 
Consultant's Notice to Employees. The Consultant shall publish a statement notifying employees that the 
unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance is prohibited in 
the work place, and specifying the actions that will be taken against employees for violations of the prohibition.   
 
Drug-Free Awareness Program. The Consultant shall establish a drug-free awareness program to inform 
employees about all of the following: 
1.  The dangers of drug abuse in the work place. 

2.  The policy of maintaining a drug-free work place. 
3.  Available drug counseling, rehabilitation, and employee assistance programs. 
4.  The penalties that may be imposed upon employees for drug abuse violations. 
5.  The Consultant shall post the drug-free policy in a prominent place. 



 
 

  
City of San Diego 
EQUAL OPPORTUNITY CONTRACTING (EOC) 
1200 Third Avenue  •  Suite 200  •  San Diego, CA 92101 
Phone: (619) 236-6000  •  Fax: (619) 235-5209 

WORK FORCE REPORT 

LOCAL WORK FORCE 
The objective of the Equal Employment Opportunity Outreach Program, San Diego Municipal Code Sections 22.3501 through 
22.3517, is to ensure that contractors doing business with the City, or receiving funds from the City, do not engage in unlawful 
discriminatory employment practices prohibited by State and Federal law.  Such employment practices include, but are not limited to 
unlawful discrimination in the following:  employment, promotion or upgrading, demotion or transfer, recruitment or recruitment 
advertising, layoff or termination, rate of pay or other forms of compensation, and selection for training, including apprenticeship. 
Contractors are required to provide a completed Work Force Report.  

CONTRACTOR IDENTIFICATION 

Type of Contractor:  Construction  Vendor/Supplier  Financial Institution  Lessee/Lessor 
  Consultant  Grant Recipient  Insurance Company  Other 
Name of Company:    
AKA/DBA:  
Address (Corporate Headquarters, where applicable):    
City    County   State  Zip  
Telephone Number: (       )   FAX Number: (       )  
Name of Company CEO:    
Address(es), phone and fax number(s) of company facilities located in San Diego County (if different from above): 
Address:    
City   County   State  Zip  
Telephone Number: (       )   FAX Number: (       )  
Type of Business:       Type of License:  
The Company has appointed:     
as its Equal Employment Opportunity Officer (EEOO).  The EEOO has been given authority to establish, disseminate, and enforce 
equal employment and affirmative action policies of this company.  The EEOO may be contacted at: 
Address:     
Telephone Number: (       )   FAX Number: (       )  
 

 

For Firm’s:     San Diego Work Force    and/or     Managing Office Work Force  
 

I, the undersigned representative of   
                           (Firm Name) 
  ,          hereby certify that information provided  
                     (County) (State) 
herein is true and correct.  This document was executed on this                 day of                                             , 200         . 
 

  
 (Authorized Signature)              (Print Authorized Signature Name) 
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WORK FORCE REPORT - Page 2 
 
NAME OF FIRM:                              DATE:   NAME OF FIRM:                              DATE:   
  
INSTRUCTIONS:  For each occupational category, indicate number of males and females in every ethnic group. Total columns in 
row provided. Sum of all totals should be equal to your total work force. Include all those employed by your company on either a full 
or part-time basis. The following groups are to be included in ethnic categories listed in columns below: 

INSTRUCTIONS:  For each occupational category, indicate number of males and females in every ethnic group. Total columns in 
row provided. Sum of all totals should be equal to your total work force. Include all those employed by your company on either a full 
or part-time basis. The following groups are to be included in ethnic categories listed in columns below: 
  
(1)  African-American, Black (5)  Filipino (1)  African-American, Black (5)  Filipino 
(2)  Latino, Hispanic, Mexican-American, Puerto Rican (6)  Caucasian (2)  Latino, Hispanic, Mexican-American, Puerto Rican (6)  Caucasian 
(3)  Asian, Pacific Islander  (7)  Other ethnicity; not falling into other groups (3)  Asian, Pacific Islander  (7)  Other ethnicity; not falling into other groups 
(4)  American Indian, Eskimo (4)  American Indian, Eskimo 
  

(1) 
African- 

American 
(2) 

Latino 
(3) 

Asian 
(4) 

American 
Indian 

(5) 
Filipino 

(6) 
Caucasian 

(7) 
Other Ethnicities

 
OCCUPATIONAL CATEGORY 

(M) (F) (M) (F) (M) (F) (M) (F) (M) (F) (M) (F) (M) (F) 

Executive, Administrative, Managerial               

Professional Specialty               

Engineers/Architects               

Technicians and Related Support               

Sales               

Administrative Support/Clerical               

Services               

Precision Production, Craft and Repair               

Machine Operators, Assemblers, Inspectors               

Transportation and Material Moving               

Handlers, Equipment Cleaners, Helpers and 
Non-construction Laborers*               

*Construction laborers and other field employees are not to be included on this page 
 

         

TOTALS EACH COLUMN               

 

GRAND TOTAL ALL EMPLOYEES    

 
INDICATE BY GENDER AND ETHNICITY THE NUMBER OF ABOVE EMPLOYEES WHO ARE DISABLED: 

DISABLED               

NON-PROFIT ORGANIZATIONS ONLY: 

BOARD OF DIRECTORS               

VOLUNTEERS               

ARTISTS               
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The City of San Diego 

Purchasing and Contracting Department 

Vendor Registration 

IVendor 10: 

Firm lnformatio 

Firm Name: 

Fi m1 Address: 

City: I State: D Zip: LI __ ---' 

Phone: Fax: 

Taxpayer ID: Business License: 

Website: 

Contact Information 

arne: 

Title: 

Email: 

Phone: Ce ll : 

Address to Which Bids Should Be Sent (if different from above) 
Check here if same from above 

Mailing Address: 

ity: L...-____________ ---l' State: D Zip: LI __ ---' 

Contractor Lice ses 

Licen e umber: License Type: 

License umber: iccnse Type: 

License umber: License Type: 

License umber: License Type: 

Fom1 cont inues on reverse side 
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Own ership Classifi cation 

ClassiftC4tion: LI·,----,-_,--_,-,,---:-::-_--,,---:::---:-:--:-_::-:-_--,-,---,--.,---,--_____ " 
( . seleet flom dle list of Q..\.nership CI4Ssifacation Codes provided below) 

Cert if](:ation #: 

Agency: 

Cert rrw;:ation II : 

(beck here if Certified by Agency : 0 

MBElAfric&n .American 

MBEJH isp&n ic 
fl;1BEIAsian 
MBElPaciflC Islander 
MBElNative Americ4ll 
WBE 
DBB 
DVBE 
DBE 

(M nority &!sinew EnterpriSle/Afriean Amel'ican) 
(M nority Business EntelpriselHispanic) 
(Mnority Busincn Entell'riseJAsian) 
(1\'tmrity Business fntell'ri selPacif"1O Islander) 
(Mnority Business EntelpriS1eiN4tiw American) 
(Women Business Enterpri !Ie) 
(Disadvantaged Business Enterprise) 
(Diiabled Veteran Bll>i~ss Enterprise) 
(Other Businegs Enterprise) 

Produc.UServices Description : 

Pr od ud /Sen 'ices In formati on: 

NAlCS Code, ; 

·ielect from.a list of avail4ble NAl CS Codes either fr om the website 
ht tp://www.oensus.gov/epcd/wwwlnaics.htm I 
and l!elect 2007 NAlCS codes 6 digit only 
or from a hard copy awilable at Pu'ch&sing an d COIlfl"acl ing 



EXHIBIT F 

CONSULTANT CERTIFICATION FOR A DRUG-FREE WORKPLACE 

PROJECT TITLE:  ________________________________________ 

_________________________________________ 

I hereby certify that I am familiar with the requirement of San Diego City Council Policy 
No. 100-17 regarding Drug-Free Workplace as outlined in the request for proposals, and that: 

 

__________________________________________ 
Name under which business is conducted 

has in place a drug-free workplace program that complies with said policy. I further certify that 
each subcontract agreement for this project contains language which indicates the Subcontractors 
agreement to abide by the provisions of Section 4.9.1 subdivisions A through C of the policy as 
outlined. 

 

Signed______________________________ 
 
Printed Name ________________________ 
 
Title______________________________________ 
 

Date_________________________________ 

 
 
 
s.//admin/consultantcontracts/balboapark2015consultantservices.doc 
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