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RFP for Communications Services – Response to Questions/Comments 

ADDENDUM #3  

Dated: December 29, 2025 

1. Is there an estimated or not-to-exceed budget for the communications 
contract? Please see Addendum No. 2 for response. 

 
2. Who is the current communications consultant/vendor? Please see Addendum 

No. 2 for response. 
 

3. What are the top three communications priorities in 2026? 

• Development of a strategic communications plan  
• Enhancing visibility and engagement on social media platforms 
• Creating drone/video content 

4. What challenges have been experienced with current communication 
workflows? No specific challenges. Yet, the City is moving to a hybrid model 
in which it’ll have in-house staff coupled with an outside consultant. 
Therefore, communication workflows will need to be defined based upon this 
relationship. This will ensure consistent messaging, efficiency, and overall 
responsiveness. 

 
5. How does the City define success for this engagement (KPIs, metrics, 

deliverables)? A combination of measurable performance outcomes and 
qualitative results. This includes meeting timely deliverables, increasing 
engagement metrics and analytics, and demonstrating creativity. The ability to 
bring fresh ideas and execute them effectively is a key indicator of success.  
 

6. What platforms drive the most engagement? The Mayor’s Newsletter is 
number one followed by Instagram and Facebook.   

 
7. What types of video content are the highest priority? The State of the City, 

major annual events, plus day-to-day video content to strengthen visibility and 
reinforce the City of Calabasas’ image. This may include short-form videos 
such as reels and mini-series. Content ideas that feature City staff, residents, 
and local businesses with an emphasis on a humanized, authentic approach. 
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8. Among the City’s current social platforms, are there specific channels the City 

views as strategic priorities versus primarily informational or maintenance-
focused?  Instagram and Facebook serve as current strategic priorities. 
Platforms may evolve based on audience behavior, content needs, and City 
priorities. 
 

9. Would an emphasis be more on maintenance or enhancing presence on specific 
platforms? Although the City places importance on maintaining consistency 
across all platforms, the City also seeks to enhance visibility and engagement.  
 

10. Can you share what your current social media process entails (approval 
process, scheduling tools, monthly planning, bandwidth for 
capturing/providing visual assets, reporting and key metrics) including where 
a consultant would be most helpful in maintaining consistency and 
quality? The City’s social media efforts are managed through a hybrid model 
combining in-house coordination and consultant support. Content is reviewed 
and approved by City staff prior to posting. The level of review may vary 
depending on the nature of the content, timing, and whether the 
communication is routine or time-sensitive. Hootsuite is an available option. 
Analytics is tracked to assess reach and engagement. Consultant support is 
most valuable in content planning, visual and short-form video development, 
scheduling and publishing assistance, analytics and reporting, and 
responsiveness, particularly time-sensitive communications, including 
emergency or crisis-response messaging. 

 
11. What portion of the $84 million FY 25-26 city budget is allocated for this effort? 

Please refer to Addendum No. 2 for the City’s response regarding budget 
allocation and pricing considerations. 

 
12. Will the consultant support communications initiatives primarily at the direction 

of the Communications Division, or will the consultant be working on initiatives 
at the direction of individual City departments as well? Primarily at the direction 
of the Communications Division. Yet the consultant will support initiatives 
spanning multiple departments and projects to ensure alignment and delivery. 

 
13. Who is the incumbent consultant? Please refer to Addendum No. 2 for the City’s 

response regarding the incumbent consultant. 
 
14. How much has the City allocated against communications consultant services 

on an annual basis the last three years? Spending levels have varied based on 
City priorities and the scope of services required. The City’s current outsourced 
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communications model has been in place for approximately one year and 
continues to evolve. Please also refer to Addendum No. 2 for additional budget-
related guidance. 

 
15. What is the expected volume and frequency of deliverables? (i.e., video, 

photography, newsletters, press releases). Weekly newsletters, daily social 
media posts, bi-weekly press releases, video and photography. Deliverables and 
turnaround times will vary based on City priorities and may include after-hours 
emergencies. Proposers should anticipate a flexible workload that supports day-
to-day communications as well as periodic surges. Please refer to Addendum 
No. 1 for additional guidance regarding deliverables and turnaround 
expectations. 

 
16. What analytics dashboards and engagement metrics are currently being used? 

Please refer to Addendum No. 1 for the City’s response regarding analytics and 
engagement metrics, as well as the current platforms the City utilizes. 

 
17. How many task orders for consultant services has the City issued annually on 

average the last three years? This metric has not been tracked over the last three 
years. The quantity has varied based on City priorities and projects. Under this 
proposed contract, the City has not established a fixed or guaranteed number 
of task orders. 

 
18. What are tasks and services the consultant will be providing on an ongoing 

basis, versus ad hoc basis? Social media coordination, newsletter development, 
website management, graphic design and visual asset development, meeting 
recording and broadcasting support for City Council and Planning Commission 
meetings, short-form video production (including recap videos and reels), 
analytics and reporting, and general communications support. Other services 
will include emergency or crisis communications. 

 
19. What frequency of on-site support (i.e., meetings, events, etc.) at City facilities 

is anticipated under this contract? On-site support will include audiovisual 
services for City Council and Planning Commission meetings, along with 
photography and videography for special events as needed. Please refer to 
Addendum No. 1 for additional information regarding on-site support 
expectations and meeting schedules. 
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20. Can you share the anticipated annual investment range for communications 
services, or the budget allocated for this contract in FY 2025-26? Please refer 
to Addendum No. 2 for the City’s response regarding budget considerations. 

21. What has been the typical annual spend on consultant communications support 
over the past 2-3 years with your current provider? Please refer to Addendum 
No. 2 for the City’s response regarding historical spending context. 

22. What is the anticipated budget for social media management and content? The 
City has not established a separate budget for social media management. Please 
refer to Addendum No. 2 for budget-related guidance. 

23. Are you envisioning this engagement primarily as ongoing monthly support 
(retainer model), project-based work assigned through task orders, or hourly as-
needed services? The City anticipates project-based work assigned through task 
orders. However, feel free to propose a monthly-retainer.  

24. Would you characterize the expected engagement level as primarily strategic 
oversight (10-15 hours per month) or significant hands-on capacity (40+ hours 
per month)? The City anticipates a hands-on capacity, collaborative engagement 
that supports both strategic guidance and day-to-day execution.  

25. The RFP requests references from similar engagements within the past five 
years. Would state government agencies such as the California Department of 
Public Health or Visit California be considered comparable to municipal 
communications work, or are you specifically seeking city or county government 
references? Yes, the City is seeking references from any engagements 
comparable in scope and complexity. Experience with municipal agencies and/or 
comparable public and private sector communications experience is welcome.  

26. For video production is the focus on content that engages or content that 
memorializes? i.e. meeting recording/broadcasting services – and what is the 
anticipated volume? For example, how many City Council meetings per month 
require recording, and what is the typical length of each meeting? Both. The 
City utilizes video for engagement and documentation. Meeting recording 
volumes and schedules are addressed in Addendum No. 1. 

27. Does meeting recording and broadcasting require specialized AV equipment 
already in place at City Hall, or would the selected firm be responsible for 
bringing recording equipment to capture meetings? The City has AV equipment 
in place for meeting recording and broadcasting.   
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28. Are there particular service modules that are highest priority for immediate 
implementation upon contract start, or would all services be phased in gradually 
over time? First-year priorities are anticipated to include general communications 
support, videography, digital and social media content, website management, 
and meeting recording and broadcasting services.  

29.  For the annual communications plan mentioned in strategic planning services, 
would this be a comprehensive citywide communications plan covering all 
departments, or would it be focused on specific departments or initiatives? The 
annual communications plan is anticipated to be a comprehensive Citywide plan.    

30. The RFP mentions that work will be assigned through task orders based on City 
priorities. Can you provide more detail on how task orders would be structured 
and approved? For instance, would there be a master agreement with individual 
scopes and budgets approved per project? City staff will coordinate directly with 
the consultant for task support as part of a collaborative workflow, with the 
Communications Division serving as the primary point of coordination, with final 
approval by the City. Please refer to Addendum No. 1 for additional context. 

31. Are there any anticipated major initiatives or projects in 2026 that would require 
significant communications support beyond ongoing services (such as major 
City events, capital projects, bond measures, or community engagement 
efforts)? Support for a proposed sales tax measure, the City’s 35th anniversary 
of incorporation, and the Mayor’s State of the City.   

32. The RFP references an incumbent agency currently providing services related to 
this scope. Can the City confirm whether there is an incumbent and, if so, 
whether they will be participating in this procurement? Please refer to 
Addendum No. 2 regarding the incumbent consultant. There is no reason to 
believe they wouldn’t participate, but it’s at their sole discretion.  

33. Is the City able to share a preferred budget or budget range for the full scope of 
work, so we can appropriately scale our approach? The City does not have a 
budget range established at this time; however, one goal is to realize cost 
savings from the current $450,000 contract by hiring in-house Communications 
staff. Please refer to Addendum No. 2. 

34.  Does the City have a preferred fee structure (flat fee versus time and materials) 
for this engagement? No. Proposers may recommend pricing approaches that 
align with their proposed scope and delivery model. 
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35. Could the City provide the annual not-to-exceed budget amount? We noticed in 
the Q&A that this will be included and having that figure would be helpful for 
our planning if you’re able to share. The City does not have an established not-
to-exceed budget amount at this time. Please refer to Addendum No. 2. 

36. The City indicated that all submissions must be mailed. Would hand-delivered 
submissions be accepted? Hand-delivered proposals are acceptable. 

37. Can the City clarify who the incumbent is? Please refer to Addendum No. 2. 

38.  Is the deadline to submit the proposal by 2 PM on January 13th, or do we have 
until the end of business to submit the proposal? Proposals must be received no 
later than 2:00 p.m. on January 13, 2026. 

39. Does the City anticipate awarding a single comprehensive contract or multiple 
modular contracts based on current needs and budget considerations, and are 
there service areas considered higher priority during the first contract year? 
Please refer to the RFP, which addresses the City’s flexibility to award a single 
comprehensive contract or multiple modular contracts. Please refer to question 
28 regarding first-year priorities.  

40. Can the City share any anticipated level of effort or estimated frequency for key 
services such as public meeting recordings, video production, photography 
coverage, newsletters, social media updates, website enhancements, or major 
communications campaigns? The level of effort and frequency of services will 
vary based on City priorities, initiatives, and workload. Please refer to Addendum 
No. 1 for guidance on deliverables and turnaround expectations. 

41. While the RFP does not specify a budget, can the City share whether it 
anticipates this engagement to be primarily ongoing monthly support, task-
order-based projects, or a hybrid approach, and whether there is an anticipated 
annual budget range or preferred pricing structure? The City anticipates a hybrid 
approach combining ongoing support with task-order-based projects. Please 
refer to Addendum No. 2 for budget-related guidance. 

42. How does the City envision the selected consultant supporting communications, 
media relations, and public information activities in coordination with existing 
City communications staff, including which functions are expected to be led by 
the consultant versus supported collaboratively? Please refer to Addendum No. 
1 and Addendum No. 2 for the City’s hybrid, collaborative model describing 
shared responsibilities and coordination. 
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43. What systems or vendors does the City currently use for meeting recording, 
broadcasting, and archiving, and is the selected consultant expected to replace 
existing workflows or integrate with them? How are accessibility services such 
as captioning and transcription currently handled? For public meeting recordings, 
the City utilizes Granicus for captioning and related accessibility features. 
Website accessibility and compliance are also managed through Granicus. 
Consultants are expected to integrate with existing workflows and ensure 
compliance with applicable accessibility standards.  

44. Is the selected consultant expected to lead media relations and outreach, or 
primarily provide strategic guidance and messaging review with execution 
retained by City staff? The consultant is to ‘primarily’ provide strategic guidance 
and message review, with execution retained by city staff. 

45. What level of authority is the consultant expected to have for monitoring and 
responding to public engagement on City social media channels, and are there 
existing approval workflows or response protocols in place? Monitoring and 
response activities are managed collaboratively, with content and responses 
subject to City review and approval as appropriate. Yes, approval workflows 
and response protocols are in place.  

46. What are the typical review and approval timelines for deliverables such as 
videos, graphics, press materials, and social media content, and how many 
review cycles should the consultant anticipate for standard deliverables? Review 
timelines vary by deliverable and urgency. Please refer to Addendum No. 1 and 
Addendum No. 2 for guidance on turnaround expectations. 

47. Does the City anticipate a need for 24/7 crisis communications availability, or 
on-call support activated as needed, and are there existing crisis communication 
protocols the consultant would be expected to follow or update? During an 
emergency or crisis, the City expects communications support, which may 
include after-hours efforts. Crisis communications support would be activated 
on an as-needed basis in coordination with City staff, rather than as a 
continuous 24/7 standby requirement. 

48. Will the outgoing consultant be expected to support a transition period, will 
existing brand guidelines and documentation be provided at contract start, and 
what performance criteria will the City use to evaluate success during the initial 
term when considering optional contract extensions? Yes, the City will work 
collaboratively with the selected consultant and provide relevant historical 
context, guidance, tools, and existing materials to support continuity of 
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services. During the initial term, the City will evaluate performance based on the 
consultant’s ability to meet agreed-upon timelines and deliverables, the quality 
of work provided, responsiveness to City staff, compliance with the scope of 
work and budget, and overall professionalism.  

49. Is there an anticipated budget for the services outlined in the RFP that you are 
able to share? Please refer to Addendum No. 2 for budget-related guidance. 

50. Is there a preference for local or in-state firm(s) to provide the services outlined 
in the RFP? No preference is given. All qualified firms are encouraged to apply. 

51. What tools or platforms is the City of Calabasas currently using, if any, for social 
media management, newsletter distribution, etc.? Please refer to Addendum No. 
1 regarding platforms, analytics, and tools. 

52. In addition to English, what other languages, if any, should materials be created 
for? No other languages are anticipated at this time.    

 

 

 

 

 

 

 

 

 

 

 

 


