
 

 
 

    

 
 

REQUEST FOR PROPOSAL (RFP) 
FOR 

ENGINEERING DESIGN SERVICES 
FOR THE 

Electrical and Stage Lighting Upgrades at B Street Community Center 
 

March 15, 2018 
 
Introduction 
The City of San Rafael (City) hereby requests proposals from qualified electrical consultants for the 
upgrade of the B Street Community Center Stage Lighting. It is the intent of the City to hire a qualified 
vendor or contractor who can provide project management, preliminary assessments, and upgrade 
design and estimate of improvements costs for the upgrade of the stage lighting. 
 
Proposals shall be submitted by firms and/or contractors that have a capable and demonstrable 
background in the type of work described in the section entitled “Scope of Work” of this notice.  In 
addition, all interested firms shall have sufficient, readily available resources, in the form of trained 
personnel, support services, specialized consultants and financial resources, to carry out the work 
without delay or shortcomings. 
 
Background 
The B Street Community Center is located at 618 B St in the heart of Downtown San Rafael.  The intent 
of this work is to assess the existing electrical systems on the B Street Community Center stage and 
determine what is needed to upgrade and improve the system.  The existing system includes stage 
lighting suspended from ceiling mounted tracks and systems, stage floor and wall mounted outlet boxes, 
and lighting control.  The existing system does not currently operate properly and may need to be 
completely replaced as part of this project.  The effort should also include evaluation of the building 
electrical system (panels, transformers, etc.) and assessment of electrical systems that may need to be 
upgraded as a result of this work.   
 
The work involved with this project will be seasonal, due to the schedule of the theater which uses the 
facilities.  Work for this project must be completed in time to allow construction completion by 
November 30, 2018 prior to theater’s next planned production. 
 
A pre-proposal meeting shall be conducted by the City at the date listed below where prospective bidders 
may visit and inspect the existing systems and ask questions.   
 
Anticipated Schedule 

o Advertise RFP 
o Deadline for written questions/clarifications 

March 15, 2018 
March 23, 2018 

o Pre-proposal Meeting March 29, 2018 at 1:00 pm 
o Proposals due to Public Works See the “Proposal” section of this RFP 

 
Scope of Services 
This project shall be completed in two phases.  Phase 1 shall assess the existing system and provide 
options for upgrade and replacement for City consideration.  These options will be reviewed by the City 
staff and one will be chosen for development of detailed design. Phase 2 of the project shall prepare the 



design for the chosen option, including all required electrical upgrades to the building which may be 
required. 
 
The City is seeking consulting services for the following tasks:  
 
Task 1: Project Management and Coordination  

1. The consultant shall be responsible for providing all contract management and quality 
control services throughout the duration of the project.  The consultant shall deliver a high-
quality product and services within budget and on schedule. 
 

2. The consultant shall meet periodically with the City to discuss the project, present 
improvement options, review alternatives, etc. For cost estimation, a total of six meetings 
may be assumed. These six meetings will be independent of those discussed under separate 
tasks identified elsewhere in this RFP. 

 
3. The consultant shall provide monthly schedule updates in conjunction with submittals of 

invoices. 
 

Deliverables: 
 Project Schedule and updates 
 Meeting agendas and minutes for all design and coordination meetings (up to 6) 

 
Task 2: PHASE ONE – System Assessment & Recommendations 

1. The consultant shall complete a thorough review of the existing electrical and stage lighting 
infrastructure. Consultant shall inventory and assess condition and reusability, if any, of all 
equipment included in the stage lighting, and lighting control systems.  Inspection of 
building electrical service (transformers, switchgear, panels, etc.) should also be included as 
part of this assessment.  Consultant shall specifically assess the system with consideration of 
electrical codes, such as NEC, City building code, and general state of the industry standards.   
 

2. The Consultant shall prepare a memorandum summarizing investigation findings, as well as 
preliminary recommendations for upgrades required to bring system up to electrical, City, 
and/or other regulatory codes, including preliminary cost estimates.  Consultant shall 
develop a minimum of two (2) design options for upgrade of the stage lighting system. 

 
3. Consultant shall prepare for and facilitate a meeting with City staff and key Community 

Center representatives to review the recommended options for stage lighting upgrade. 
 

Deliverables: 
 Assessment and Recommendations Memorandum 
 Meeting  materials for recommendations review meeting 

 
Task 3: PHASE TWO – Electrical and Stage Lighting Design Plans, Specification, & Estimates (PS&E) 

1. Based on the option chosen by the City as part of Task 1, Consultant shall prepare electrical 
and stage lighting design for the stage.  Design shall include considerations for the control 
system, ceiling mounted lighting, stage floor and wall outlet provisions, etc.  Plans shall be 
provided at the 75% and 100% design levels for City review.  Following acceptance of 100% 
design, Consultant shall prepare final Design Plans for construction. 



2. The Consultant shall work with City staff and Community Center staff to select specific 
products for installation.  Consultant shall develop and provide detailed specifications of 
equipment to be installed for inclusion in record documents. 

3. Consultant shall prepare cost estimates for installation and construction of proposed 
lighting and curtain control system as shown on plans. 

4. Consultant shall prepare comment resolution matrix for the 75%, 100%, and final submittal 
to aid in determining if all comments received were addressed in the finalized design. 
 

Deliverables: 
 75% and 100% Plans, Specifications, & Estimate 
 Final Design Plans, Specifications, & Estimate 
 Comment resolution matrices for 75% and 100% PS&E package 

 
Payment and Cost Estimate 
The method of payment to the successful proposer shall be on a time and materials basis with a 
maximum “not to exceed” fee, as set by the proposer in his/her Proposal, as being the maximum cost to 
perform all work.  This figure shall include direct costs, including labor, overhead, profit, and expenses, 
such as, but not limited to, transportation, communications, subsistence, materials, warranty, and any 
subcontracted items of work. Progress payments will be based on actual hours, hourly costs and support 
service costs charged to the project on a monthly basis. The maximum “not to exceed” cost shall be 
submitted with the Proposal in a separate, sealed envelope. 
 
Each invoice submitted to the City for payment shall contain a brief description of the work billed on 
that invoice, total billed to date, total paid to date, and amount remaining. 
 
Proposal  
The Proposal shall be concise, well organized, and demonstrate an understanding of the Scope of 
Services as outlined in this RFP. Proposals shall be limited to no more than thirty-five (35) one-sided 
pages (8½”x11”, or 11”x17” for fold-out drawings), inclusive of resumes, graphics, pictures, 
photographs, dividers, front and back covers, cover letter, etc. Proposal submittals shall consist of three 
(3) bound sets and one (1) PDF on flash drive; no emailed or faxed Proposals will be accepted. 
 
Proposals shall be evaluated based on the Evaluation Criteria section of this RFP. 
 
At a minimum, Proposals shall include: 
 

1. Proposals must be received no later than 2:00 PM, local time, on April 5th, 2018, at the 
Department of Public Works. Address to: 
 

City of San Rafael 
Public Works Department 
111 Morphew Street 
San Rafael, CA 94901 
Attn: Monique Fuhrman 

 
2. Proposals shall be submitted in sealed packages and clearly marked with the name of the 

consultant and “Electrical and Stage Lighting Upgrades at B Street Community Center.” 
 



3. Cover letter signed by the person authorized to negotiate a contract for proposed services with 
the City on behalf of the Proposal team. The cover letter must state that the sample Professional 
Services Agreement is acceptable as-is. 
 

4. Project understanding outlining the consultant’s basic understanding of the project and 
identifying key issues to be addressed during the project and any insights. 

 
5. A detailed project approach and level of effort, in accordance with the section entitled “Scope of 

Work” of this RFP. 
 

6. A project schedule including at minimum, those tasks outlined in the section entitled “Scope of 
Work” of this notice. 

 
7. A statement of Qualification (SOQ) that includes: 

a. The proposer’s experience and history in performing this type of work. 
b. References of persons, firms, or agencies that the City may contact to verify the 

experience of the proposer; include phone numbers. 
c. An organization chart setting forth the project manager and the staff. 
d. Experience for each individual expected to perform responsible portions of the work. Do 

not submit resumes for individuals who do not have a high probability of actually leading 
or working on the project. 

e. Experience for each sub-consultant. 
 
The consultant shall be aware of the following: 
 

o Proposals and/or modifications to Proposals received after the hour and date specified in this 
RFP will be rejected and returned unopened to the proposer.  
 

o All Proposals shall be submitted according to the specifications set forth in the RFP. Failure to 
adhere to these specifications may be cause for rejection. 
 

o Once submitted, Proposals, including the composition of the consulting staff, shall not be 
changed without prior written consent. 
 

o All requests for clarification for this RFP must be made in writing by 5:00 pm on Friday, March 
23, 2018. Consultants shall send questions to Monique Fuhrman at 
monique.fuhrman@cityofsanrafael.org.  
 
The City will only respond to written questions from consultants. The City cannot respond to 
verbal questions submitted by telephone or in person. All addenda will be posted on the City’s 
Web site. By submitting a Proposal, the proposer affirms that they are aware of any addenda 
and have prepared their Proposal accordingly. No allowances will be made for a proposer’s 
failure to inform themselves of addenda content. A link to the addenda may be accessed at 
https://www.cityofsanrafael.org/infrastructure-projects/.   
 
The City reserves the right to revise the RFP prior to the indicated due date. The City may 
consider extending the due date for RFP due to significant revisions to Scope of Services. 

https://www.cityofsanrafael.org/infrastructure-projects/


Evaluation Criteria 
The City plans to award this contract to the lowest qualified bidder. 

The City will notify each consultant regarding the outcome of the Proposal selection process. 

The City may reject any or all of the Proposals if it deems such action are in the public interest. 
 
Special Conditions 

o Professional Services Agreement 
The consultant selected to provide the scope of services shall use the City of San Rafael’s 
standard Professional Services Agreement.  A copy of the template of this agreement is attached 
to this RFP.  Submittal of a Proposal is acceptance of the Professional Services Agreement.  
Contractually required insurance coverage and endorsement information is shown in the body 
of the document. 
 

o Reservations 
This RFP does not commit the City to award a contract, to defray any costs incurred in the 
preparation of a Proposal pursuant to this RFP, or to procure or contract for work. 
 

o RFP as a Public Record 
All Proposals submitted in response to this RFP become the property of the City and thus 
become public records and, as such, may be subject to public review. 
 

o Right to Cancel 
The City reserves the right to cancel or change, for any or no reason, in part or in its entirety, 
this RFP, including but not limited to: selection schedule, submittal date, and submittal 
requirements. 
 

o Additional Information 
The City reserves the right to request additional information and/or clarification from any or all 
respondents to this RFP. 
 

o Public Information 
Consultants who wish to release information regarding the consultant selection process, 
contract award, or data provided by the City at any Public Hearing, must receive prior written 
approval from the City before disclosing such information to the public. 
 

Attachments 
1. City of San Rafael Professional Services Agreement Template (subject to change by the City 

Attorney’s office if necessary) 
 
Thank you for your interest in contracting opportunities with the City of San Rafael. 
 
Sincerely, 

 
Monique Fuhrman 
Project Manager 


















