REQUEST FOR PROPOSALS
FOR
COMMUNICATIONS SERVICES

W

CITY of CALABASAS

Issue Date: December 1, 2025
Submission Deadline: January 13, 2026
Submit Proposals to:

City of Calabasas
Attn: Assistant City Manager
100 Civic Center Way,
Calabasas, CA 91302
(818) 224-1658

RFP responses to be received until 2:00 pm — January 13, 2026
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ﬁ City of Calabasas RFP for Communications Services

[.  INTRODUCTION

A. Purpose

The purpose of this Request for Proposals (RFP) is to solicit qualified firms or individuals to provide
professional communications, marketing, and community engagement services for the City of
Calabasas (“City”). The City seeks experienced consultants to enhance its public information, media
relations, digital engagement, and overall communication effectiveness in support of transparent,
accessible, and responsive government.

This engagement is intended to augment and strengthen the City’s established communications
program, led by the Communications Manager and supported by a Management Specialist. The
selected consultant(s) will work in close partnership with City staff to expand capacity, bring
specialized expertise, and support project-based or technical initiatives that advance the City’s
communication objectives.

The RFP is structured to provide flexibility in award:

o Comprehensive, full-service communications support, encompassing all tasks outlined in the
Scope of Work (“A-Z” services); or

e Modular, specialized services focused on one or more specific areas such as video
production, meeting recording and broadcasting, media relations, graphic design, or digital
content management.

The City reserves the right to award a single contract for full-service communications support or
multiple contracts to separate firms based on demonstrated expertise, value, and alignment with City
needs. Proposers are encouraged to clearly identify the service modules (further described in Section
[l included in their proposal and describe their approach, staffing, and cost structure accordingly.

B. City Objectives

The City of Calabasas is committed to providing clear, consistent, and accessible communication
that strengthens public trust, promotes transparency, and highlights the programs, services, and
initiatives that reflect the City’s commitment to excellence and community engagement. The
consultant(s) selected through this process will operate as an extension of the City’s Communications
Division—working collaboratively with staff to enhance outreach, expand capacity, and deliver
measurable, high-quality results that reflect the City’s values and professional standards.

The primary objectives of this engagement are to:

e Enhance Public Engagement and Awareness — Strengthen how the City communicates with
residents, businesses, and stakeholders through coordinated outreach and accessible,
impactful content.

e Ensure Consistency and Quality Across Platforms — Maintain a cohesive brand identity and
message tone across digital, print, media, and community channels.

e Increase Capacity and Specialized Expertise — Provide flexible, professional support for
projects requiring advanced communications, design, video, or technical skills.
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e Promote Transparency and Responsiveness — Support timely, accurate, and proactive
communication that reinforces the City’s reputation for accessibility and accountability.

e Measure and Improve Communication Effectiveness — Utilize reporting and analytics to track
performance and guide continuous improvement.

C. City Background and Profile

Situated approximately 25 miles west of downtown Los Angeles and eight miles east of the Ventura
County line, the City of Calabasas (population ~24,000) is located in western Los Angeles County
within the foothills of the Santa Monica Mountains National Recreation Area. Surrounded by
communities such as Agoura Hills, Malibu, Westlake Village, and Hidden Hills, Calabasas is known
for its scenic open spaces, oak-studded hillsides, and balance between natural beauty and modern
amenities. Old Town Calabasas, blending the charm of the Old West with contemporary appeal,
features shops, restaurants, and the historic Leonis Adobe—one of the oldest buildings in the Los
Angeles area.

Calabasas is primarily a residential community recognized as one of the most desirable areas in the
region, distinguished by its neighborhood character, environmental stewardship, strong sense of
community, and commitment to providing high-quality public services. The City encompasses
approximately 13.75 square miles and is primarily accessed via the Ventura Freeway (U.S. 101) and
Malibu Canyon Road from Pacific Coast Highway.

The City of Calabasas is a General Law city operating under a Council-Manager form of government.
The City Council consists of five members elected at-large to staggered four-year terms, with the
Mayor and Mayor Pro Tem selected annually by the Council. The City Manager oversees day-to-day
operations and ensures implementation of City Council priorities.

The City maintains a strong reputation for responsive, high-quality public service supported by
professional staff and an engaged community. The Fiscal Year 2025-26 operating budget is
approximately $84 million, comprised of 78 full-time and 155 hourly employees across the
departments of City Manager’s Office, City Clerk, Administrative Services, Community Development,
Community Services, Finance, Communications, Public Safety & Emergency Preparedness, Public
Works, and Library.

D. Current Communications Framework

The City currently utilizes a hybrid communications model, combining in-house management with
outsourced consultant support. This structure has provided flexibility and expanded capacity for
projects such as newsletters, social media coordination, website content updates, public
information campaigns, and video production. As the existing consulting contract approaches
expiration, the City is seeking to refine and potentially enhance this model through this RFP by
identifying the most effective structure for future communications support, whether through a single
comprehensive firm or multiple specialized providers.
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The consultant(s) selected through this process will collaborate closely with the City's
Communications Division to ensure continuity, strengthen strategic outreach, and elevate the overall
effectiveness of Citywide communications.

E. Submittal Closing, Time, and Location

All proposals delivered in an express courier package shall be sealed in a separate envelope within
the courier package. Any proposal found ineligible or incomplete shall not be considered for selection.
Proposers assume full responsibility for having their proposal deposited at the proper address and no
later than the scheduled closing time.

Proposals will not be received after the closing date and time indicated below:

Proposal Labeling: REQUEST FOR PROPOSAL FOR CITY OF CALABASAS COMMUNICATIONS
SERVICES

Submittal Closing:  January 13, 2026, at 2:00 p.m., PST Location: City of Calabasas

Attention: Scott Trujillo, Assistant City Manager 100 Civic Center Way, Calabasas, CA
91302

Number of Copies: One (1) Original hard copy and four (4) electronic copies on a USB flash drive. In
the event of a discrepancy between the electronic version and hard copy, the response in the hard
copy (Master) will prevail.

Early responses are acceptable; proposals will not be opened until the submittal deadline. Late
proposals will not be accepted. Faxed or emailed proposals or modifications will not be accepted.
Postmarks prior to the deadline are not sufficient for acceptance. The City will not be responsible for
any errors or omissions in the proposals or for any delays in delivery.

F. Inquiries

Questions regarding this solicitation must be submitted in writing no later than five (5) calendar days
before the proposal due date to allow time for a response prior to the submission deadline. The written
request must be submitted to the individual identified below (emails okay). Verbal explanations or
instructions given during any phase of this solicitation will not be binding. Inquiries regarding this
solicitation shall be directed to:

Scott Trujillo

Assistant City Manager

City of Calabasas

100 Civic Center Way, Calabasas, CA 91302
Phone: (818) 224-1658

Email; strujillo@cityofcalabasas.com
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Please reference “Request for Proposals for Communications Services” when contacting the City
regarding this solicitation. The City of Calabasas website, www.cityofcalabasas.com contain a copy
of this document as well as a summary of any/all applicable addenda, if any.

G. RFP Projected Schedule of Events

RFP Activity

Date

RFP Released

December 1, 2025

Deadline to Submit Questions and/or Comments (by 5:00 pm)

December 22, 2025

City Issues Responses to Written Questions/Comments

December 30, 2025

Deadline for Receipt of Proposal (by 2:00 pm) (late Submissions will not
be accepted)

January 13, 2026

Evaluation of Proposals Period

January 13-20, 2026

Shortlist Interviews (if held)

January 21-23, 2026

Tentative Award of Contract

January 26, 2026

Tentative City Council Action to Approve the Award

February 11, 2026, or February 25,
2026

Tentative Contract Start Date

February — March 2026

[l.  TERMS AND CONDITIONS

A. Equal Opportunity

The City of Calabasas requires all proposers to comply with equal opportunity policies. The City of
Calabasas programs, services employment opportunities, and volunteer positions and contract are
open to all persons without regard to race, religion, color, national origin, sex, age, marital status,

handicap, or political affiliation.

B. Collusion

By submitting a response to the RFP, each Proposer represents and warrants that its response is
genuine and is not made in the interest of or on behalf of any person not named therein; that the
Proposer has not directly induced or solicited any other person to submit a sham response or any
other person to refrain from submitting a response; and that the Proposer has not in any manner
sought collusion to secure any improper advantage over any other person submitting a response.

C. Incurred Costs

Cost of Preparing and Submitting Statements. The City is not, nor shall it be deemed, liable for any
costs incurred by Proposer in the preparation, submittal, or presentation of their proposals.

This RFP does not commit or obligate the City of Calabasas to accept or execute an agreement for

any expressed or implied service.
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D. Reservations and Options
The City reserves the right to:

Reject any and all proposals received and to accept or reject any item(s) herein;

Take all proposals under advisement for up to ninety (90) days after opening;

Waive any informality on any proposal,

Be the sole judge of the relative merits of the material mentioned in the respective proposal
received;

Request any firm submitting a proposal to clarify its proposal during the selection phase;
Negotiate the service schedule and reasonable costs with the selected firm;

Modify or alter any requirements herein, and issue addenda or amendments to this RFP;
Terminate this RFP process at any time.

E. Acceptance of Conditions

It is the Proposer’s responsibility to examine the scope and location of the proposed work to fully
acquaint themselves with the specifications and the nature of the work to be accomplished.
Proposers shall have no claim against the City based upon ignorance of the nature and requirements
of the services provided, misapprehension of the work environment, or misunderstanding of the
specification or agreement provisions.

By submitting a proposal, each Proposer expressly agrees to and accepts the following conditions:

e Proposal and cost schedules shall be valid and binding for ninety (90) days following the
proposal due date and will become part of the Agreement that is negotiated with the City.

¢ The City may require whatever evidence is deemed necessary relative to the Proposer’s
financial stability and ability to perform these services.

e The City reserves the right to request further information from the Proposer, either in writing
or orally, to establish any stated qualifications.

e The City reserves the right to solely judge the Proposer’s representations, and to solely
determine whether the Proposer is qualified to undertake these services pursuant to the
criteria set forth herein. The Proposer, by submitting a proposal, expressly acknowledges and
agrees that the judgment of the City as to whether or not the Proposer is qualified to perform
these services shall be binding, final, and conclusive.

F. Withdrawal of Proposal Before Closing

Any Proposer may request the withdrawal of their submitted proposal by written request at any time
prior to the scheduled closing date and time. Upon receiving written request to withdraw any
proposal, the City will consider the proposal null and void, and return the proposal to the Proposer.
Withdrawal of proposal will not impact Proposer’s resubmittal for this or any future proposal(s).
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G. Licensure

The professional services provider, and any sub-consultant(s), shall possess any necessary
professional certification(s) and/or license(s) relative to the work to be performed required
by an appropriate licensing authority of the State of California and shall provide evidence of
such to the City with their proposal or prior to commencement of the work in such a form as
the City shall require.

H. Conflict of Interest and Proposal Restrictions

Proposers should identify any other public agency or private representation that may have a conflict
of interest with the City of Calabasas. By submitting a response to the RFP, the Proposer certifies
that no amount will be paid directly or indirectly to an employee or official of the City as wages,
compensation, or gifts in exchange for acting as an officer, agent, employee, subcontractor, or Firm
to the Proposer in connection with the procurement under this RFP.

Any individual, company, or other entity involved in assisting the City in the development, formulation,
or drafting of this RFP or its scope of services will be considered to have been given information that
would afford an unfair advantage over other Proposers, and said individual, company, or other entity
may not submit a proposal in response to this RFP.

I. Disclosure of Proposal Contents

All proposals and other materials submitted in response to this RFP procurement process become
the property of the City. Selection or rejection of a proposal does not affect this right. All proposal
information, including detailed price and cost information, will be held in confidence during the
evaluation process; however, names of persons or firms submitting proposals may be disclosed as a
public record upon request. Upon the completion of the evaluation of proposals, the proposals and
associated materials will be opened for review by the public to the extent allowed by the California
Public Records Act, (Government Code Section 7920.000, et seq.). By submitting a proposal, the
Proposer acknowledges and accepts that the contents of the proposal and associated documents
will become open to public inspection.

Each Proposer should be aware that although the California Public Records Act recognizes that
certain confidential trade secret information may be protected from disclosure, the City is not in a
position to establish that the information, which a Proposer submits, is a trade secret. If a request is
made for information marked “confidential”, the City will provide the Proposer who submitted such
information with reasonable notice to allow the Proposer to seek protection from disclosure by a court
of competent jurisdiction.

J. Insurance Requirement
The Proposer shall, at its own expense, procure and maintain for the duration of the Agreement,
insurance against claims for injuries to persons or damages to property which may arise from or in

connection with the performance of the Agreement by the consultants, its agent, representatives,
employees, or subcontractors. Proposer shall also require all of its subcontractors assigned to
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provide services to procure and maintain the same insurance requirement for the duration of the
Agreement. Specific insurance requirements are as follows:

e General Liability Insurance of at least $1,000,000.00 per occurrence and $2,000,000.00
aggregate liability.

e Automobile Liability Insurance of at least $1,000,000.00 per accident Combined Single Limit
(CSL);

e Statutory Worker’s Compensation Insurance, including Employer’s Liability coverage of at
least $1,000,000.00;

e Media/Professional Liability addressing content risks (e.g., defamation, copyright/trademark
infringement, privacy, emotional distress, misappropriation, advertising errors and omissions,
and negligent publication) of at least $500,000 per occurrence and $1,000,000 in the
aggregate.

Insurance endorsement proving City as Additional Insured.

K. Ownership of Work Product

All materials, deliverables, reports, graphics, video, photographs, and digital assets produced under
the Agreement shall be the sole property of the City. Proposer shall provide editable/source files upon
request.

L. Accessibility

All public-facing digital content and documents must conform to applicable accessibility standards
(e.g., ADA/Section 508), including alt text for graphics, captions for videos, adequate color contrast,
and properly tagged, readable Portable Document Format (PDFs).

M. Data Security and Account Management

Proposer shall implement reasonable safeguards to protect City data and credentials, use multi-factor
authentication where available, and promptly report any suspected compromise. All City social and
digital accounts established during the Agreement shall be registered to City-owned emails and
transferred to the City upon request.

N. Contract Term

The initial term is for one (1) year, with up to two (2) optional two-year extensions at the City’s sole
discretion, subject to available funding and performance.
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.  SCOPE OF WORK

The selected consultant(s) shall provide a range of communications, public information, and
engagement services that may include, but are not limited to, the following service modules:

e Strategic planning, communications audits, and annual communications plans.

o Media relations support, including press releases, media outreach, and crisis response.

¢ Social media management and content development across City platforms.

o Website and newsletter content development, design, and analytics tracking.

e Branding and graphic design services in alignment with City style standards.

e Development of campaign materials, fact sheets, and community outreach collateral.

e Video production, photography, and public information video packages (e.g., PSAs,
project updates, meeting recordings) for City initiatives.

e Community engagement, including public meetings, surveys, and stakeholder
coordination.

e Measurement and reporting through analytics dashboards and engagement metrics.

e Staff training and capacity building in communications tools and best practices.

Note: Proposers may respond to one, several, or all service areas. The City may award a single
contract for full-service support or multiple contracts by module.

The City reserves the right to expand or reduce services as needed. Work will be assigned through
task orders based on City priorities.

IV.  PROPOSAL SUBMISSION REQUIREMENTS

A. General Instructions

Proposals should be prepared simply and economically, and provide a straightforward,
concise description of the Proposer’s firm, qualifications, and capabilities to satisfy the
requirements of this RFP. Emphasis should be on completeness and clarity of content.

Proposals should be organized consistent with the outline provided below under Proposal Format.

B. Proposal Format
Proposal must be structured, presented, and labeled in the following manner:
1. Cover Letter
2. Table of Contents
3. Executive Summary

4. Company Background and Experience
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5. Team Qualifications/Training

6. Proposed Scope of Services and Approach
7. Project Management and Reporting Plan
8. Fee Schedule/Pricing

9. References

10. Additional Information

Failure to follow the specific format, to label the responses correctly, or to address all the subsections
may, at the City’s sole discretion, result in the rejection of the Proposal.

Proposals shall not contain extraneous information. All information presented in the Proposal must
be relevant in response to a requirement of this RFP, must be clearly labeled, and, if not incorporated
into the body of the proposal itself, must be referenced to the appropriate place within the body of
the proposal.

C. Cover Letter

The Proposal must include a Cover Letter, limited to three (3) pages, signed by an authorized
representative empowered to bind the firm contractually. The Cover Letter serves as the official
transmittal document and should include the following information:

e Proposer’s legal name and corporate structure, including the state in which it is incorporated.

e Proposer’s primary contact to include name, title, address, phone, and email.

¢ A high-level introductory paragraph summarizing the firm’s interest in and general
qualifications for this engagement; detailed discussion of credentials and approach should
be reserved for the Executive Summary and subsequent sections.

e A statement indicating the proposal remains valid for at least 90 days from the Deadline for
Receipt of Proposal, with automatic extension should the proposer be selected for
negotiation.

e A statement that the Proposer, or any individual who will perform work, is free of any conflict
of interest (e.g., a competing corporate or agency interest).

e Acknowledgment of receipt of all addenda (if issued).

D. Table of Contents

Include a clear identification of the submitted material by section and by page number.

E. Executive Summary

The Executive Summary should provide a concise, high-level overview of the proposal (limited to
three (3) pages).
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This section should:

Highlight the proposer’s understanding of the City’s communications and outreach
objectives.

Summarize the firm’s key strengths, experience, and unique qualifications relevant to this
RFP.

Provide a brief outline of the proposed approach, project philosophy, and how the firm’s
services will complement and support the City’s in-house Communications Division.

Clearly identify whether the proposal covers comprehensive, full-service communications
support or specific service modules (e.g., video production, digital management, media
relations).

If there are services listed in this RFP that the proposer will not be able to provide, describe
those services in this section.

|dentification of subcontractors (if any) and a brief description of the scope of work to be
performed by subcontractors.

F. Company Background and Experience

In this section, Proposers must include the following company Information:

Describe the firm’s background, history, and relevant experience providing communications,
marketing, and public information services to public agencies or comparable organizations.
Include examples of recent projects, scope of work, and measurable outcomes.

G. Team Qualifications and Training

In this section, Proposers must provide company qualifications and Training in Communications
Services:

|dentify the key personnel who will be assigned to the City’s account, their roles, and their
professional qualifications. Include brief bios or resumes and highlight relevant certifications,
training, or specialized expertise in areas such as media relations, content creation, video
production, or community engagement.
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H. Proposed Scope of Services and Approach

In this section, Proposers must describe in detail the firm’s proposed approach to the Scope of Work
outlined in this RFP.

Indicate which service modules are included in the proposal and explain how each will be
executed to meet the City’s objectives. Include workflow, coordination with City staff, and
quality assurance methods.

I. Project Management and Reporting

Outline the firm’s approach to managing tasks, schedules, and communication with City
staff. Describe proposed reporting tools, performance metrics, and how progress will be
tracked and documented. Emphasize collaboration, responsiveness, and accountability.

J. Fee Schedule/Pricing

Provide a detailed cost proposal for services. Identify hourly rates for all personnel, fixed-fee
options (if applicable), and any reimbursable expenses. Firms submitting modular proposals
should clearly identify pricing per service module.

K. References/Reference Letters

The Proposer must provide at least three (3) references from clients for whom similar services have
been performed within the last five (5) years. For each reference, Proposer should provide the
following information and permission to contact each reference:

Entity name

Client contact information (name, title, phone, and email)
Scope of work performed identifying the services provided
Duration of services

Written publications/briefings/opinions/articles (optional)
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L. Additional Information
¢ Include any supplemental information the proposer believes may assist the City in evaluating

the firm’s qualifications, approach, or ability to provide exceptional service. This may include
creative samples, video productions, awards, or letters of recommendation.

V.  SELECTION PROCESS

A. Evaluation Criteria
Proposals will be evaluated based on the following:

¢ Qualifications, expertise, and demonstrated ability to provide services.
e Understanding of City needs and communication objectives.

e Creativity and approach to community engagement.

e Proposed project team and key personnel availability.

e Cost effectiveness and value.

e Professional reputation and references.

e Quality, clarity, and responsiveness of proposal.

B. Method of Selection

Following an initial review, the City may invite shortlisted firms for interviews or presentations. City
staff will evaluate proposals and interview results and may negotiate scope and price with the highest-
ranked firm(s). The City Council is the awarding authority and will consider staff's recommendation
for contract award(s).

C. Agreement

The selected consultant will enter into a Professional Services Agreement with the City upon City
Council approval. The agreement will include scope, compensation, and standard City terms,
including insurance and indemnification provisions.
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