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REQUEST FOR PROPOSALS FOR THE CITY OF ROCKLIN 

PUBLIC WORKS DEPARTMENT ORGANIZATIONAL ANALYSIS 

1 SECTION I – OVERVIEW OF PROCESS 
 

1.1 BACKGROUND 
The Office of the City Manager, in coordination with the Public Works Department, invites proposals from 
qualified firms to assess the Public Works Department organizational structure, staffing needs, levels of 
service, and areas of responsibility. The City seeks to understand the extent to which the Public Works 
Department [hereby collectively known as “the Department”] is positioned to meet the City’s and 
community’s needs.  

1.2 CITY OVERVIEW 
The City of Rocklin is an incorporated city with a population of more than 73,000 residents, located in 
Placer County off of Interstate 80, approximately 22 miles northeast of Sacramento, California. The City 
of Rocklin is a General Law city operating under the City Council/City Manager form of government. 

1.3 INSTRUCTIONS 
This RFP includes a description of the scope of services, proposal requirements, and instructions for 
submitting your proposal. Failure to follow these instructions may result in rejection of your proposal. 

No oral representations or interpretations will be made to any proposer as to the meaning of this RFP.  

In the event that it becomes necessary to revise any part of this RFP, written addenda will be issued. Any 
amendment to this RFP is valid only if it is in writing and issued by the City department issuing the RFP. 
No oral interpretations or answers shall bind the City unless confirmed by the City in writing. 

1.4 PURPOSE OF THE RFP  
The Department designs, builds and maintains facilities and other public areas, coordinates street 
excavation and pavement maintenance work, manages the City’s vehicle and equipment fleet, monitors 
water quality, and regulates street and sidewalk use while enhancing and protecting the public rights-of-
way. The Public Works Department is comprised of seven divisions: Streets, Environmental Services, 
Landscape, Traffic Signals & Lighting/Operations, Facilities, Fleet Services, and Administration.  

The selected firm will provide an analysis of the policies, procedures, management, and operations of the 
Department. This analysis will produce findings that answer the following questions:  

• What organizational structure best suits the needs of the Department?  
• Are all of the divisions within the department staffed appropriately in size? 
• Are all of the divisions staffed with persons at the correct level of responsibility? 
• What processes/procedures/tools could be introduced or updated into the Department to 

increase efficiencies?  
• How do internal stakeholders feel about the efficacy of the Department?  
• How do staff communicate with the public, with City Officials, with other City Departments, 

outside agencies, and with each other?  



 

 

1.5 RFP SCHEDULE 
RFP Released by the City………………………………….………………….……. March 4, 2025  
Deadline for Final Questions…………………………….………………….……. March 18, 2025 
City Responses to Written Questions……………….………………………... March 26, 2025 
Proposal Submission Deadline…………………………….……………………. April 4, 2025 at 4:00 p.m. 
Interviews as needed………………………………………….……………..……… April 21-30, 2025 
Contract Negotiations……………………………………………………….………. Week of May 5  
Council meeting to award contract…………………………………….……. 

 
June 10, 2025, if needed 

1.6 SELECTION CRITERIA  
The ideal firm will have experience in conducting organizational assessment, classification analysis, 
internal stakeholder interviews, and data analysis. Greater detail about the selection process is in Section 
3 of this RFP.  

1.7 SCOPE OF SERVICES 
This organizational assessment will include the following items:  

• Organizational Assessment of the Public Works Department 
• Review and Assessment of current department Policies and Procedures 
• Space assessment of the building housing the Public Works department  

A full Scope of Services can be found in Exhibit 5.1. 

1.8 DELIVERABLES  
At the completion of the assessment, the selected firm will be required to provide an Executive 
Summary, a Final Report, and an Implementation Plan. A complete list of Deliverables can be found in 
the Scope of Services, Exhibit 5.1. 

1.9 PROJECT SCHEDULE 
The timeframe for project completion is anticipated to be approximately 9 months. The City is open to 
considering alternative time frames. A comprehensive project schedule must be attached to the proposal.  

1.10 LETTER OF INTENT TO RESPOND 
All interested firms are encouraged to submit a Letter of Intent to Respond. The deadline to submit the 
letter is March 18, 2025. Submitting a letter does not guarantee or replace the formal proposal process, 
nor does the failure to submit a letter prevent an interested firm in submitting a proposal. 

All written questions received about the RFP will be distributed in writing to all firms that submitted a 
Letter of Intent to Respond. Letters must be sent via email to: Elizabeth.Sorg@rocklin.ca.us 

1.11 QUESTIONS AND INQUIRIES  
All questions and inquiries must be submitted via email to Elizabeth Sorg (Elizabeth.Sorg@rocklin.ca.us). 
The deadline to submit questions is March 18, 2025. One comprehensive response to all submitted 
questions will be distributed to all firms that submitted a Letter of Intent to Respond.  

Do not contact other individuals or City departments in this regard.  Information provided by anyone other 
than the above contact may be invalid and proposals which are submitted in accordance with such 
information may be declared non-responsive. 



 

 

2 SECTION II – SUBMITTAL REQUIREMENTS  
2.1 PROPOSAL FORMAT REQUIREMENTS  
Each response to this RFP shall include the information described in this section. Provide the information 
in the specified order. Failure to include all of the information specified may be cause for rejection.  
Additional information may be provided, but should be succinct and relevant to the goals of this RFP.  Any 
additional information that a proposing firm wishes to include that is not specifically requested should be 
included in an appendix to the proposal. 

Firms are encouraged to keep the proposals brief and to the point, but sufficiently detailed to allow 
evaluation of the project approach.  Excessive information will not be considered favorably. Unauthorized 
conditions, omissions, limitations, or provisions attached to a proposal will render the proposal non-
responsive and may cause its rejection. 

The proposal should be bound or contained in a loose-leaf binder. Document pages shall be 8-1/2 inches 
by 11 inches in size or folded to such a size. Use section dividers, tabbed in accordance with the section 
as specified below.  

The following items are required in the Proposal:  

2.1.1 Cover Letter  
The Cover Letter must include the following information:  

• Title of this RFP 
• Name and Mailing Address of Firm (include physical location if mailing address is a PO Box) 
• Contact Person, Telephone Number, and Email Address 
• A statement that the submitting Firm will perform the services and adhere to the requirements 

described in this RFP, including any addenda (reference the addenda by date and/or number). 

2.1.2 Proposer’s Certification  
The attached Proposer’s Certification (Attachment 4.2) shall be executed by an official(s) legally 
authorized to bind the Firm which states that the proposal is valid for ninety (90) days.  Note: This is ninety 
(90) days following the closing date for the receipt of all proposals. 

Proposals submitted on behalf of a Partnership shall be signed in the firm name by a partner or the 
Attorney-in-Fact.  If signed by the Attorney-in-Fact, there shall be attached to the proposal a Power-of-
Attorney evidencing authority to sign proposals, dated the same date as the proposal and executed by all 
partners of the firm. 

Proposals submitted on behalf of a Corporation shall have the correct corporate name thereon and the 
actual signature of the authorized officer of the corporation written (not typed) below the corporate 
name. The title of the office held by the person signing for the corporation shall appear below the 
signature of the officer. 

Proposals submitted on behalf of a Limited Liability Company (“LLC”) shall be signed by the person or 
persons authorized to bind the LLC under the LLC’s articles of organization. 

Proposals submitted by an Individual Doing Business under a firm name (“dba”) shall be signed in the 
name of the individual doing business under the proper firm name and style. 



 

 

2.1.3 Proposal  
SECTION A: Firm’s Qualifications – Describe your experience and provide a statement of your firm's 
qualifications for performing the requested services. Provide a brief summary of the role, qualifications 
and experience of each team member and designated project manager/lead assigned to these services, 
including length of service with the firm and the qualifications/experience of any sub-contractor staff on 
your project team. 

SECTION B: Experience and References – Provide a summary of your firm’s experience in providing these   
or similar services. Provide a minimum of three (3) references for projects or services similar in nature and 
scope that your firm’s team members have completed in the last five (5) years. Include brief descriptions 
of the projects, dates, client names and contact persons’ names, addresses and telephone numbers. 
Include the contract amount, final cost, time to completion, and identify if the contract is active. Describe 
any other facets of the Firm’s experience that are relevant to this proposal that warrant consideration. 

SECTION C: Services Understanding – Based on the available information, supplemental research, field 
observations, and experience with similar services, provide a narrative describing your understanding of 
the services requested in this RFP, your general approach and any major challenges to achieving the City’s 
stated goals.  Include any issues that you believe will require special consideration.  Also identify any 
unique approaches or strengths that your firm may have related to the services proposed.  City staff will 
assess your understanding of all aspects of the services based on your narrative. 

SECTION D: Project Timeline and Work Plan – Provide a timeline of project completion, including 
meetings, major milestones, and deliverable dates. Describe the Firm’s process to provide operational 
review, organizational assessment and recommendations. Include a description of Firm’s ability to meet 
the services requested in the Scope of Services Exhibit 5.1. Provide a specific methodology that recommends 
and justifies the level of detail to be included in the proposal in response to the scope of services. 

SECTION E: Required Statements/Documents – Include statements of assurance regarding the following 
requirements in the proposal: 

• The absence of a conflict of interest. Consultants submitting a proposal must disclose any actual, 
apparent, direct or indirect, or potential conflicts of interest that may exist with respect to the 
firm, management, or employees of the firm relative to the services to be provided under the 
Agreement. Consultant must disclose any real or apparent conflict of interest associated with this 
project or with working for the City of Rocklin. If a Consultant has no conflicts of interest, a 
statement to that effect shall be included in the Proposal. 

• Indicate your ability and agreement to fulfill the indemnification and insurance requirements 
contained in the sample contract.  (Please note that actual certificates of insurance are not 
required as part of your submittal.) 

• A statement that nothing contained in the submitted proposal will be proprietary.  

SECTION F: Exceptions – Describe any and all proposed exceptions, alterations or amendments to the 
Scope of Services or other requirements of this RFP, including the Sample Contract (Attachment 4.1). The 
nature and scope of your proposed exceptions may negatively affect the evaluation of your submittal and 
the City’s determination of whether it is possible to successfully negotiate a contract with your firm.  



 

 

SECTION G: Competency of Proposers – The City wants to ensure that the successful Firm has the 
necessary facilities, ability, experience, and financial resources to provide the services specified herein in 
a satisfactory and timely manner. Please list and explain any pending bankruptcies, liens, stop payment 
notices, judgments, lawsuits, arbitrations, mediations, foreclosures, and any similar actions filed or 
resolved in the past seven (7) years. Please indicate whether a client has ever terminated a contract with 
your firm for breach, and if so, please explain. 

2.1.4 Cost Proposal 
The cost proposal shall be submitted in a separate sealed envelope identified by the name of the firm 
and “Cost Proposal”. 

Provide a cost proposal that includes the total project cost as well as the hourly rate schedule, including 
any applicable prevailing wage rates, for all proposed services to be provided to the City, set forth by the 
position/title of the person performing the services. Define any reimbursable expenses requested to be 
paid by the City.  

Points will not be awarded toward the Firm selection based on the hourly rate schedule for proposed 
staff.   

The cost proposal will remain sealed. Only when a firm has been selected will that firm’s cost proposal be 
opened. The cost proposal will be used as a basis of negotiation for a professional services agreement 
with the highest ranked firms.  The cost proposal may be used by the City to adjust its project budget prior 
to executing a professional services agreement. If an agreement is not completed with a firm, the next 
highest ranked firm will be given the opportunity to negotiate an agreement.  

2.2 SUBMITTAL INSTRUCTIONS 
Your submittal package shall include the following: 

• Three (3) printed copies of your proposal not including the cost proposal; and 
• One (1) electronic copy of your proposal, not including the cost proposal, in PDF format on flash 

drive or other electronic media 
• One (1) cost proposal that shall be submitted in a separate sealed envelope identified by the name 

of the firm and “Cost Proposal”  

Proposals shall be submitted not later than the time and date indicated on the cover page of this RFP. All 
submittals shall be submitted in a sealed envelope or container and clearly marked with the RFP title on 
the outside of the parcel.  

Proposals shall be submitted ONLY to: 

City of Rocklin 

Attention: Elizabeth Sorg, Assistant to the City Manager 

3970 Rocklin Road, Rocklin, CA 95677 

Faxed and/or emailed proposals will not be accepted. 

The City shall not be responsible for proposals delivered to a person or location other than that specified 
herein. Postmarks will not be accepted and proposals received after the deadline date and time will not 



 

 

be accepted or considered. No exceptions. The City reserves the right to waive minor defects and/or 
irregularities in proposals, and shall be the sole judge of the materiality of any such defect or irregularity. 
All costs associated with proposal preparation shall be borne by the proposer. 

3 SECTION III – EVALUATION OF RESPONSES  
3.1 SELECTION PROCESS  
Award of the RFP shall be made to the responsible proposer(s) whose proposal is determined, through a 
formal evaluation panel process, to be the most advantageous to the City after the evaluation panel has 
taken into consideration the evaluation factors set forth in the RFP. Proposals shall be scored according 
to the criteria stated in the RFP section 3.2.  

Proposals submitted will be reviewed by a selection committee. Firms that have submitted the best and 
most complete proposals may be invited to an interview. The number of Firms that may be invited to an 
interview may vary depending upon the number of proposals submitted. 

Should the City elect to conduct interviews with any proposers, the following criteria shall be considered 
and each proposer ranked by the evaluation panel during the interview process: a) Communication Style, 
b) Experience/ Quality, c) Ability to meet the City’s required services 

One or more Firms may be selected. The City reserves the right to make a selection after review of the 
proposals without oral interviews; therefore, the proposal should be submitted initially on the most 
favorable terms that the Firm might propose. 

Contracts will be negotiated with the Firm(s) considered best meeting the City’s need for this project. In 
the event a mutually satisfactory contract cannot be negotiated with one of the City’s choices, 
negotiations may be terminated. 

The selected Firm(s) will be required to execute a City prepared contract as provided in Attachment 4.1. 
The contract may further refine the scope of services and will provide for the terms and conditions of 
employment.  

The award of any contract is expressly contingent upon City approval and the availability of funds. City 
staff may not legally bind the City to a contract. 

The City reserves the right to reject any or all proposals, or to waive minor irregularities in said proposals, 
or to negotiate minor deviations with the successful Firm(s).  In the case of differences between written 
words and figures in a proposal, the amount stated in written words shall govern.  In the case of a 
difference in unit price versus the extended figure, the unit price shall govern. 

The City reserves the right to seek clarification on any or all proposal submittals to ensure the RFP 
specifications are met. Proposals may be rejected from any proposer who does not comply with the City’s 
request for clarification. 

 

 



 

 

3.2 EXAMINATION OF PROPOSAL DOCUMENTS 
The following evaluation criteria and rating schedule will be used to determine the most highly qualified 
firm(s): 

Evaluation Criteria Weight 

Experience and qualifications of firm (per Section 2.1.3, A & B) 50% 

Understanding of the Services Proposed – Proposed Services Plan (per Section 
2.1.3, C & D) 

35% 

Completeness of proposal and any supporting documents  15% 

  

Each candidate submitting a response to this Request for Proposals acknowledges and agrees that the 
preparation of all materials for submittal to the City and all presentations, related costs and travel 
expenses are at the candidate’s sole expense. In addition, each Firm acknowledges and agrees that all 
documentation and/or materials submitted in response to this request shall remain the property of the 
City. 

The City also reserves the right to waive any informality in any proposal and to delete certain items listed 
in the proposal as set forth therein. The selection committee will make a recommendation to the 
approving authority. 

  



 

 

4 SECTION IV – LIST OF ATTACHMENTS 
4.1 SAMPLE CONTRACT 
 

AGREEMENT FOR SERVICES BETWEEN THE CITY OF ROCKLIN AND 
[Vendor Name] 

 

 This agreement is entered into between the City of Rocklin, through its City Manager’s 
Office (“City”) and [Vendor Name] (“Consultant”) (collectively, the “Parties” and individually a 
“Party”) for the purpose of Conducting an Organizational Assessment of the Public Works 
Department.  

 
 
Section 1. RESPONSIBILITIES OF CONSULTANT 

 

A. Pursuant to the terms and conditions of this agreement, Consultant shall  

 

[Insert detailed scope of work here.] 

 

B. Consultant shall assign and utilize only competent personnel to perform services 
pursuant to this Agreement. Consultant shall designate a project manager who 
at all times shall represent the Consultant before the City on all matters relating 
to this Contract. The project manager shall continue in such capacity unless and 
until he or she is removed at the request of the City, is no longer employed by 
Consultant, or is replaced with the written approval of the City, which approval 
shall not be unreasonably withheld. Consultant shall notify City in writing, of any 
other changes in Consultant’s staff assigned to perform the services required 
under this Agreement, prior to any such performance. In the event the City 
desires the removal of any person assigned by Consultant to perform services 
pursuant to this Agreement, because the City in its sole discretion, determines 
that such person is not performing in accordance with the standards required 
herein, Consultant shall remove such person immediately upon receiving notice 
from the City of the desire for the removal of such person. 

 

C. Consultant agrees and represents that it is qualified to properly provide the 
services set forth herein in a manner consistent with the generally accepted 
standards of Consultant’s profession. Consultant is duly licensed, qualified and 
experienced to perform the services set forth in this Agreement. Consultant 
represents and warrants that it has all licenses, permits, qualifications and 



 

 

approvals of whatsoever nature that are legally required for Consultant to 
practice its profession or provide any services under this Agreement. Consultant 
represents and warrants that Consultant shall, at its sole cost and expense, keep 
in effect or obtain at all times during the term of this Agreement, any licenses, 
permits and approvals that are legally required for Consultant to practice its 
profession or provide such services. If Consultant is an out of state corporation, 
Consultant further warrants and represents that it possesses a valid certification 
of qualification to transact business in the State of California issued by the 
California Secretary of State. Consultant shall perform all services required 
pursuant to this Agreement in the manner and according to the standards 
currently observed by a competent practitioner of Consultant’s profession in 
California. Consultant shall devote such time and effort to the performance of 
services pursuant to this Agreement as is necessary for the satisfactory and 
timely performance of Consultant’s obligations under this Agreement. 

 

Section 2. RESPONSIBILITIES OF CITY 

 

 Pursuant to the terms and conditions of this agreement, City shall: 

 

A. Compensate Consultant as prescribed in Sections 3 and 4 of this agreement and 
shall monitor the outcomes achieved by Consultant.  

 
Section 3. COMPENSATION 

 

A. Consultant shall be paid [Amount] for the services described in this agreement. 
 

B. In no event shall the maximum amount payable under this agreement exceed 
$(DOLLAR AMOUNT). 

 

C. Consultant’s violation or breach of agreement terms may result in fiscal penalties, 
withholding of compensation, or termination of agreement. 
 

 

Section 4. BILLING AND PAYMENT 

 

A. Consultant shall submit to the project manager within five days after completion 
of the services prescribed in Section 1, an itemized statement or invoice of services 



 

 

rendered and costs incurred, if any. City shall make payment within 30 days of 
receipt of Consultant’s correct and approved statement or invoice. 
 
At minimum, all invoices submitted by Consultant shall contain the following 
information: 
 
i. Job/project name or description; 
ii.  City’s current purchase order and/or work order number (if applicable); 
iii. Consultant’s invoice number; 
iv. Date of invoice issuance; 
v. Description of services billed under invoice, including the description of  

tasks performed and the corresponding rate charged for the completion 
of  

that task; 
vi. Amount of invoice, itemizing all authorized reimbursable expenses; and 
vii. Total billed to date under agreement. 

 

B. Compensation under this agreement shall be reduced by applicable consultant 
revenues. The term “applicable consultant revenues” refers to those receipts or 
reductions in expenditures or costs which operate to offset or reduce expense or 
cost items that are allocable to Consultant’s compensation under this agreement 
(such as but not limited to: purchase discounts, rebates or allowances, insurance 
refunds and adjustments or overpayment, or other erroneous charges). To the 
extent that applicable consultant revenues, accruing or received by Consultant 
relate to allowable costs, they shall be credited to City either as a reduction, or a 
cash refund, as appropriate. 

 

C. Should City, or the county, state, or federal government, disallow any amount 
claimed by or paid by City to Consultant, Consultant shall reimburse City, county, 
state or federal government, as directed by City or the state or federal 
government, for such disallowed cost. 

 

D. Consultant shall pay when and as due, any and all taxes incurred as a result of 
Consultant’s compensation hereunder, including estimated taxes, and shall 
provide City with proof of payment upon request. Consultant agrees to 
indemnify City for any claims, losses, costs, fees, liabilities, damages or injuries 
suffered by City arising out of Consultant’s breach of this section. 

 

Section 5. TERM OF AGREEMENT 

 



 

 

A. This agreement shall commence as of the last date it has been signed by both 
Parties and shall end [insert term]. 

 

Section 6. TERMINATION OF AGREEMENT 

 

A. If Consultant materially fails to perform Consultant’s responsibilities under this 
agreement to the satisfaction of City, or if Consultant fails to fulfill in a timely and 
professional manner Consultant’s responsibilities under this agreement, or if 
Consultant violates any of the terms or provisions of this agreement, then City 
shall have the right to terminate this agreement for cause effective immediately 
upon the City giving written notice thereof to Consultant. If termination for cause 
is given by City to Consultant and it is later determined that Consultant was not in 
default or the default was excusable, then the notice of termination shall be 
deemed to have been given without cause pursuant to paragraph B of this Section. 

 
 B. City may terminate this agreement without cause on thirty (30) days written 

notice to Consultant. 
 
 C. City may terminate this agreement immediately upon oral notice should funding 

cease or be materially decreased during the term of this agreement. 
 
 D. City’s right to terminate this agreement may be exercised by the City Manager or 

Designee. 
 
 E. Should this agreement be terminated, Consultant shall promptly provide to City 

any and all finished and unfinished reports, data, studies, photographs, charts, and 
other documents prepared by Consultant pursuant to this agreement in a format 
acceptable to City. 

 
 F. If this agreement is terminated, Consultant shall only be paid for services 

satisfactorily completed and provided prior to the effective date of termination. 
 
Section 7. ENTIRE AGREEMENT; AMENDMENTS; HEADINGS; EXHIBITS/APPENDICES 

 

 A. This agreement supersedes all previous agreements relating to the subject of this 
agreement and constitutes the entire understanding of the Parties hereto. 
Consultant shall be entitled to no other benefits other than those specified herein. 
Consultant specifically acknowledges that in entering into and executing this 
agreement, Consultant relies solely upon the provisions contained in this 
agreement and no others. 

 



 

 

 B. No changes, amendments, or alterations to this agreement shall be effective 
unless in writing and signed by both Parties. However, minor amendments, 
including retroactive, that do not result in a substantial or functional change to 
the original intent of this agreement and do not cause an increase to the maximum 
amount payable under this agreement may be agreed to in writing between 
Consultant and City Manager or the City Manager’s designee, provided that the 
amendment is in substantially the same format as the City’s standard format 
amendment.  

  
 C. The headings that appear in this agreement are for reference purposes only and 

shall not affect the meaning or construction of this agreement. 
 

D. If any ambiguity, inconsistency, or conflict exists or arises between the provisions 
of this agreement and the provisions of any of this agreement’s exhibits or 
appendices, the provisions of this agreement shall govern. 

 
E. Contract Documents. This Agreement and its exhibits shall be known as the 

“Contract Documents.” Terms set forth in any Contract Document shall be 
deemed to be incorporated in all Contract Documents as if set forth in full therein. 
In the event of conflict between terms contained in these Contract Documents, 
the more specific term shall control. If any portion of the Contract Documents shall 
be in conflict with any other portion, provisions contained in the Contract shall 
govern over conflicting provisions contained in the exhibits to the Contract. In the 
event of any conflict between the terms or conditions of this written Agreement 
and any terms or conditions of any document prepared or provided by Consultant 
and made a part of this Agreement, including without limitation any document 
relating to the scope of services or payment therefor, the written terms of this 
document shall control over those terms or conditions. 

 
Section 8. NONASSIGNMENT OF AGREEMENT; NON-WAIVER 

 

Inasmuch as this agreement is intended to secure the specialized services of 
Consultant, Consultant may not assign, transfer, delegate, or sublet any interest 
herein without the prior written consent of City. The waiver by City of any 
breach of any requirement of this agreement shall not be deemed to be a waiver 
of any other breach. 

 

Section 9. EMPLOYMENT STATUS OF CONSULTANT 

 

A. Consultant shall, during the entire term of this agreement, be construed to be an 
independent contractor, and nothing in this agreement is intended nor shall be 
construed to create an employer-employee relationship, a joint venture 



 

 

relationship, or to allow City to exercise discretion or control over the 
professional manner in which Consultant performs the work or services that are 
the subject matter of this agreement; provided, however, that the work or 
services to be provided by Consultant shall be provided in a manner consistent 
with the professional standards applicable to such work or services. The sole 
interest of City is to ensure that the work or services shall be rendered and 
performed in a competent, efficient, and satisfactory manner. Consultant shall 
be fully responsible for payment of all taxes due to the State of California or the 
federal government that would be withheld from compensation if Consultant 
were a City employee. City shall not be liable for deductions for any amount for 
any purpose from Consultant’s compensation. Consultant shall not be eligible for 
coverage under City’s workers’ compensation insurance plan nor shall 
Consultant be eligible for any other City benefit. Consultant must issue W-2 and 
941 Forms for income and employment tax purposes, for all of Consultant’s 
assigned personnel under the terms and conditions of this agreement. 

 

[If Consultant is an out-of-state independent contractor, add:] 

 

[B.] [City shall withhold seven percent of all income paid to Consultant under this 
agreement for payment and reporting to the California Franchise Tax Board 
because Consultant does not qualify as: (1) a corporation with its principal place 
of business in California, (2) a partnership with a permanent place of business in 
California, (3) a corporation qualified to do business in California by the Secretary 
of State, or (4) an individual with a permanent residence in the State of 
California.] 

 

Section 10. INDEMNIFICATION 

 

 

A. To the fullest extent permitted by law, Consultant shall indemnify and hold 
harmless City, its elected officials, officers, employees, agents, and volunteers 
against all claims, suits, actions, costs, expenses (including, but not limited to, 
reasonable attorney's fees of the City Attorney and counsel retained by City, 
expert fees, litigation costs, and investigation costs), damages, judgments, or 
decrees arising from the work or the provision of services undertaken pursuant to 
this agreement by Consultant, or by any of Consultant’s subcontractors, any 
person employed under Consultant, or under any subcontractor, or in any 
capacity, except when the injury or loss is caused by the sole negligence or 
intentional wrongdoing of City. Consultant shall also, at Consultant’s own 
expense, defend the City, its elected officials, officers, employees, agents, and 



 

 

volunteers, against any claim, suit, action, or proceeding brought against City, its 
elected officials, officers, employees, agents, and volunteers, arising from the 
work or the provision of services undertaken pursuant to this agreement by 
Consultant, or any of Consultant’s subcontractors, any person employed under 
Consultant, or under any Subcontractor, or in any capacity. Consultant shall also 
defend and indemnify City for any adverse determination made by the Internal 
Revenue Service or the State Franchise Tax Board and/or any other taxing or 
regulatory agency and shall defend, indemnify, and hold harmless City with 
respect to Consultant’s “independent contractor” status that would establish a 
liability on City for failure to make social security deductions or contributions or 
income tax withholding payments, or any other legally mandated payment. The 
provisions of this paragraph are intended to be interpreted as broadly as 
permitted by applicable law. This provision shall survive the termination, 
expiration, or cancellation of this agreement.  
 

B. The indemnification provisions are independent of, and shall not in any way be 
limited by, Consultant’s insurance coverage or lack of coverage, or by the 
insurance requirements of this agreement. City acknowledgement or approval of 
Consultant’s evidence of insurance coverage required by this agreement does not 
in any way relieve Consultant from its obligations under this Section. 

 
[For any contract where a design professional is being contracted with, add the following 
paragraph (this is per Civil Code Section 2782.8):] 
 
[C.] For professional services provided under this agreement, Consultant shall 

indemnify, defend, and hold harmless City, its elected officials, officers, 
employees, agents, and volunteers from and against any and all claims, 
demands, actions, losses, liabilities, damage, and costs, including reasonable 
attorneys’ fees, arising out of or resulting from the negligent performance of the 
professional services provided under this agreement [or contract]. Consultant 
shall also, at Consultant’s own expense, defend the City against any suit or action 
brought against City founded upon any claim, action or proceeding which is 
based upon the work or the provision of services undertaken pursuant to this 
agreement. Furthermore, the duty of Consultant includes the duty of defense, 
inclusive of that set forth in the California Civil Code Section 2778, and is subject 
to any limits provided for in Civil Code Section 2782.8. The words “professional 
services” shall be interpreted as defined in Civil Code section 2782.8, as it may be 
amended from time to time. The provisions of this paragraph are intended to be 
interpreted as broadly as permitted by applicable law.] 

 

Section 11. INSURANCE REQUIREMENTS 



 

 

 

 

Without limiting Consultant’s duties of defense and indemnification, Consultant 
and any subcontractor agrees to have and maintain the policies set forth below, against 
claims for injuries to persons or damages to property which may arise from or in 
connection with the performance of the work hereunder by the Consultant , its agents, 
representatives, or employees. All policies, endorsements, certificates, and/or binders 
shall be subject to approval by the City as to form and content. A lapse in any required 
insurance coverage during this Agreement shall be a breach of this Agreement. 

 

A. Minimum Scope and Limit of Insurance 

  

1. Commercial General Liability (CGL): Insurance Services Office Form CG 
00 01 covering CGL on an “occurrence” basis, including products and completed 
operations, property damage, bodily injury and personal & advertising injury with limits 
no less than $2,000,000 per occurrence. If a general aggregate limit applies, either the 
general aggregate limit shall apply separately to this project/location (ISO CG 25 03 or 
25 04) or the general aggregate limit shall be twice the required occurrence limit. 

 

2. Automobile Liability: Insurance Services Office Form Number CA 00 01 
covering any auto (Code 1), or if Consultant has no owned autos, covering hired (Code 8)  
and non-owned autos (Code 9), with limit no less than $1,000,000 per accident for 
bodily injury and property damage. 

 

3. Workers’ Compensation as required by the State of California, with 
Statutory Limits and Employer’s Liability Insurance with limit of no less than $1,000,000 
per accident for bodily injury or disease. If Consultant has no employees, Consultant 
must notify City if an employee is hired, verify proof of coverage for any subcontractors, 
and agrees to hold City harmless and defend City from claims arising from failure to 
provide workers’ compensation benefits. Consultant is aware of the provisions of the 
Labor Code, including section 3700, which require every employer to insure against 
liability for workers' compensation or to undertake self-insurance in accordance with 
the provisions of the Labor Code, and Consultant shall comply with such provisions 
before commencing the performance of the work or the provision of services pursuant 
to this agreement. 



 

 

 

4. Professional Liability (Errors and Omissions): Insurance appropriate and 
applicable to the Consultant’s profession and the services and work being performed, 
with limits of not less than $2,000,000 per occurrence or claim, $2,000,000 aggregate. 
Professional liability coverage shall extend for at least five years after completion of the 
Consultant’s services under this Agreement.  

 

 

5.  Consultant shall require its subcontractors, if any, to carry and maintain 
insurance coverage and evidence that equals or exceeds the coverage requirements 
imposed upon Consultant by this agreement. 

 

6.  If the Consultant maintains broader coverage and/or higher limits than 
the minimums shown above, the City requires and shall be entitled to the broader 
coverage and/or the higher limits maintained by the Consultant. Any available insurance 
proceeds in excess of the specified minimum limits of insurance and coverage shall be 
available to the City. 

 

B. Other Insurance Provisions 

 

The insurance policies are to contain, or be endorsed to contain, the following 
provisions: 

 

1. Additional Insured Status. The City, its officers, officials, employees, and 
volunteers are to be covered as additional insureds on the CGL policy with respect to 
liability arising out of work or operations performed by or on behalf of the Consultant 
including materials, parts, or equipment furnished in connection with such work or 
operations. General liability coverage can be provided in the form of an endorsement to 
the Consultant’s insurance (at least as broad as ISO Form CG 20 10 11 85 or both CG 20 
10, CG 20 26, CG 20 33, or CG 20 38; and CG 20 37 forms if later revisions used). 

    

2. Primary Coverage. For any claims related to this Contract, the 
Consultant’s insurance coverage shall be primary insurance coverage at least as broad as 



 

 

ISO CG 20 01 04 13 as respects the City, its officers, officials, employees, or volunteers. 
Any insurance or self-insurance maintained by the City, its officers, officials, employees 
or volunteers shall be excess of the Consultant’s insurance and shall not contribute with 
it. 

 

3. Umbrella or Excess Policy. The Consultant may use Umbrella or Excess 
Policies to provide the liability limits as required in this Agreement. This form of 
insurance will be acceptable provided that all of the Primary and Umbrella or Excess 
Policies shall provide all of the insurance coverages herein required, including, but not 
limited to, primary and non-contributory, additional insured, Self-Insured Retentions 
(SIRs), indemnity, and defense requirements. The Umbrella or Excess Policies shall be 
provided on a true “following form” or broader coverage basis, with coverage at least as 
broad as provided on the underlying Commercial General Liability insurance. No 
insurance policies maintained by the Additional Insureds, whether primary or excess, 
and which also apply to a loss covered hereunder, shall be called upon to contribute to a 
loss until the Consultant’s primary and excess liability policies are exhausted. 

 

4. Notice of Cancelation. Each insurance policy required above shall  
provide that coverage shall not be canceled, except with 30 days’ notice to the City, with 
ten days’ for notice of cancelation due to non-payment.  Further, in the event coverage 
is reduced or canceled, or otherwise materially changed, a notice of said reduction or 
cancellation or change shall be provided to City within 24 hours. 

 

5. Waiver of Subrogation. Consultant hereby grants to City a waiver of any 
right to subrogation which any insurer of said Consultant may acquire against the City by 
virtue of the payment of any loss under such insurance. Consultant agrees to obtain any 
endorsement that may be necessary to affect this waiver of subrogation, but this 
provision applies regardless of whether or not the City has received a waiver of 
subrogation endorsement from the insurer.   

 

6. Self-Insured Retentions. Self-insured retentions must be declared to and 
approved by the City. The City may require the Consultant to purchase coverage with a 
lower retention or provide proof of ability to pay losses and related investigations, claim 
administration, and defense expenses within the retention. The policy language shall 
provide, or be endorsed to provide, that the self-insured retention may be satisfied by 
either the named insured or City. 



 

 

 

7. Acceptability of Insurers. Insurance is to be placed with insurers 
authorized to conduct business in the state with a current A.M. Best’s rating of no less 
than A:VII, unless otherwise acceptable to the City. 

 

8. Claims Made Policies. If any of the required policies for professional 
liability insurance provide claims-made coverage: 

 

a. The Retroactive Date must be shown and must be before the date of 
the Contract or the beginning of contract work. 

 

b. Insurance must be maintained and evidence of insurance must be 
provided for at least five (5) years after completion of contract work. 

 

c. If coverage is canceled or non-renewed, and not replaced with 
another claims-made policy form with a Retroactive Date prior to the 
contract effective date, the Consultant must purchase “extended 
reporting” coverage for a minimum of five (5) years after completion 
of contract work. 

9. Verification of Coverage. Consultant shall furnish the City with original 
Certificate of Insurance including all required amendatory endorsements (or copies of 
the applicable policy language effecting coverage required by this clause) and a copy of 
the Declarations and Endorsement Page of the CGL policy listing all policy endorsements 
to the City before work begins. However, failure to obtain the required documents prior 
to the work beginning shall not waive the Consultant’s obligation to provide them. The 
City reserves the right to require complete, certified copies of all required insurance 
policies, including endorsements required by these specifications, at any time. 

 

Further, any failure to comply with reporting provisions of the policies shall not affect 
coverage provided to the City of Rocklin, its elected officials, officers, employees, 
agents, or volunteers. 

 



 

 

10. Subcontractors. Consultant shall require and verify that all 
subcontractors maintain insurance meeting all the requirements stated herein, and 
Consultant shall ensure that City is an additional insured on insurance required from 
subcontractors. 

 

11. Special Risks or Circumstances. City reserves the right to modify these 
requirements, including limits, based on the nature of the risk, prior experience, insurer, 
coverage, or other special circumstances. 

 

Section 12. NOTICE OF CLAIM; APPLICABLE LAW; VENUE 

 

 A. If any claim for damages is filed with Consultant or if any lawsuit is instituted 
concerning Consultant’s performance under this agreement and that in any way, 
directly or indirectly, contingently or otherwise, affects or might reasonably 
affect City, Consultant shall give prompt and timely notice thereof to City. Notice 
shall be prompt and timely if given within 30 days following the date of receipt 
of a claim or 10 days following the date of service of process of a lawsuit. This 
provision shall survive the termination, expiration, or cancellation of this 
agreement. 

 

 B. Any dispute between the Parties, and the interpretation of this agreement, shall 
be governed by the laws of the State of California. Any litigation shall be venued 
in Placer County. 

 
Section 13. COMPLIANCE WITH LAWS; NON-DISCRIMINATION 

 

 A. Consultant shall observe and comply with all applicable present and future federal 
laws, state laws, local laws, codes, rules, regulations, and/or orders that relate to 
the work or services to be provided pursuant to this agreement. 

 
 B. Consultant shall not unlawfully discriminate in employment practices or in the 

delivery of services on the basis of race, color, creed, religion, national origin, sex, 
age, marital status, sexual orientation, medical condition (including cancer, HIV, 
and AIDS) physical or mental disability, use of family care leave under either the 
Family & Medical Leave Act or the California Family Rights Act, or on the basis of 
any other status or conduct protected by law. 

 



 

 

 C. Consultant represents that Consultant is in compliance with and agrees that 
Consultant shall continue to comply with the Americans with Disabilities Act of 
1990 (42 U.S.C. sections 12101, et seq.), the Fair Employment and Housing Act 
(Government Code sections 12900, et seq.), and regulations and guidelines issued 
pursuant thereto. Furthermore, where applicable, Consultant represents and 
warrants all websites created for City, or used by Consultant to provide services 
pursuant to this agreement shall comply with the Americans with Disabilities Act 
of 1990 and shall specifically conform to the Web Content Accessibility Guidelines 
found at www.w3.org.7., and comply with section 508 of the Rehabilitation Act of 
1973, as amended (29 U.S.C. 794d), Subpart B, 1194.22. 

 
 D. In addition to any other provisions of this agreement, Consultant shall be solely 

responsible for any and all damages caused, and/or penalties levied, as the result 
of Consultant’s noncompliance with the provisions of this section. 

 

Section 14. ACCESS TO RECORDS; RECORDS RETENTION 

 

A. City, federal, and state officials shall have access to any books, documents, papers, 
and records of Consultant that are directly pertinent to the subject matter of this 
agreement for the purpose of auditing or examining the activities of Consultant or 
City. Except where longer retention is required by federal or state law, Consultant 
shall maintain all records for five years after City makes final payment hereunder. 
This provision shall survive the termination, expiration, or cancellation of this 
agreement. 

 

B. Consultant shall maintain appropriate records to ensure a proper accounting of all 
funds and expenditures pertaining to the work performed or the services provided 
pursuant to this agreement. Consultant shall maintain records providing 
information that account for all funds and expenses related to the provision of 
services provided pursuant to this agreement. Access to these records shall be 
provided to City during working days, 8:00 a.m. to 5:00 p.m. and at other times 
upon reasonable notice by City, and upon request of state and federal agencies 
charged with the administration of programs related to the work or services to be 
provided pursuant to this agreement. 

 

C. Consultant agrees to accept responsibility for receiving, replying to, and/or 
complying with any audit exception by appropriate federal, state, or City audit 
directly related to the provisions of this agreement. Consultant agrees to repay 
City the full amount of payment received for duplicate billings, erroneous billings, 
audit exceptions, or false or deceptive claims. Consultant agrees that City may 
withhold any money due and recover through any appropriate method any money 
erroneously paid under this agreement if evidence exists of less than full 



 

 

compliance with this agreement including, but not limited to, exercising a right of 
set-off against any compensation payable to Consultant. 

 
D. During performance of the agreement and for a period of three (3) years after 

completing all services, Consultant shall maintain all accounting and financial 
records related to this Agreement, including but not limited to records of 
Consultant’s costs for all services performed under this Agreement and records of 
Consultant’s reimbursable expenses, in accordance with generally accepted 
accounting practices, and shall keep and make the records available for inspection 
and audit by representatives of the City upon reasonable written notice. 

 
Section 15. LICENSES AND PERMITS 
 
 Consultant, and Consultant’s officers, employees, and agents performing the work or 

services required by this agreement, shall possess and maintain, at its sole cost and 
expense, all necessary licenses, permits, certificates, and credentials required by the laws 
of the United States, the State of California, the County of Placer, the City of Rocklin, and 
all other appropriate governmental agencies, including any certification and credentials 
required by City. Failure to maintain the licenses, permits, certificates, and credentials 
shall be deemed a breach of this agreement and constitutes grounds for the termination 
of this agreement by City. 

 
Section 16. PERFORMANCE STANDARDS 
 
 Consultant shall perform the work or services required by this agreement in accordance 

with the industry and/or professional standards applicable to Consultant’s work or 
services. 

 
Section 17. CONFLICTS OF INTEREST 

 

Consultant and Consultant’s officers and employees shall not have a financial interest, 
or acquire any financial interest, direct or indirect, in any business, property, or source 
of income that could be financially affected by or otherwise conflict in any manner or 
degree with the performance of the work or services required under this agreement. 

 

 

Section 18. NOTICES 

 

A. Except as provided in Section 6.C. of this agreement (oral notice of termination 
due to insufficient funding), any notices required or permitted pursuant to the 
terms and provisions of this agreement shall be given to the appropriate Party at 
the address specified below or at such other address as the Party shall specify in 



 

 

writing Such notice shall be deemed given: (1) upon personal delivery; or (2) if sent 
by first class mail, postage prepaid, two days after the date of mailing. 

 
   If to City:  Assistant City Manager  

City Manager’s Office  
3970 Rocklin Road,  

      Rocklin, CA 95677 

      916-625-5582 

 
   If to Consultant: [Insert full name of Consultant] 

      [Consultant’s mailing address] 

      [Telephone and FAX and/or Email] 

 

B. Any oral notice authorized by this agreement shall be given to the persons 
specified in Section 19.A. and shall be deemed to be effective immediately.  

 

C. Unless otherwise stated in this agreement, any written or oral notices on behalf 
of the City as provided for in this agreement may be executed and/or exercised by 
the City Manager or their designee. 

 

Section 19. AGREEMENT PREPARATION 

 

 It is agreed and understood by the Parties that this agreement has been arrived at 
through negotiation and that neither Party is to be deemed the Party which created any 
uncertainty in this agreement within the meaning of section 1654 of the Civil Code. 

 

Section 20. COMPLIANCE WITH POLITICAL REFORM ACT 

 

Consultant shall comply with the California Political Reform Act (Government Code, 
sections 81000, et seq.), with all regulations adopted by the Fair Political Practices 
Commission pursuant thereto, and with the City’s Conflict of Interest Code, with regard 
to any obligation on the part of Consultant to disclose financial interests and to recuse 
from influencing any City decision which may affect Consultant’s financial interests. If 
required by the City’s Conflict of Interest Code, Consultant shall comply with the ethics 
training requirements of Government Code sections 53234, et seq. 

 



 

 

Section 21. SEVERABILITY 

 

If any portion of this agreement or application thereof to any person or circumstance is 
declared invalid by a court of competent jurisdiction or if it is found in contravention of 
any federal or state statute or regulation or City ordinance, the remaining provisions of 
this agreement, or the application thereof, shall not be invalidated thereby and shall 
remain in full force and effect to the extent that the provisions of this agreement are 
severable. 

 

Section 22. CERTIFICATE OF COMPLIANCE WITH LABOR CODE § 3700 [Labor Code § 1861] 

 

I am aware of the provisions of Section 3700 of the Labor Code which 
require every employer to be insured against liability for workers’ 
compensation or to undertake self-insurance in accordance with the 
provisions of that code, and I will comply with such provisions before 
commencing the performance of the work of this Contract. 

 

       CONSULTANT  

 

 

       By: ______________________________ 
                                            

               [Name, Title] 

 

 

Section 23.  POWER AND AUTHORITY TO ENTER INTO AGREEMENT. 

 

All parties to this Agreement warrant and represent that they have the power and 
authority to enter into this Agreement in the names, titles, and capacities herein stated 
and on behalf of any entities, persons, or firms represented or purported to be 
represented by such entity(ies), person(s), or firm(s) and that all formal requirements 
necessary or required by any state and/or federal law in order to enter into this 
Agreement have been fully complied with. Furthermore, by entering into this 
Agreement, Consultant hereby warrants that it shall not have breached the terms or 
conditions of any other contract or agreement to which Consultant is obligated, which 
breach would have a material effect hereon. 



 

 

 

 

Section 24. OWNERSHIP OF WORK 

 

To the extent Consultant’s scope of services requires any of the following work or 
services, all research data, reports, and every other work product of any kind or 
character arising from or relating to this agreement shall become the property of the 
City and be delivered to the City upon completion of its authorized use pursuant to this 
agreement with the exception of informal communications such as emails and staff 
notes, whether those communications or notes are internal to Consultant's staff or 
between Consultant and any subconsultants. City may use Consultant’s such work 
products for any purpose whatsoever. City acknowledges that its alteration of 
documents without consent of Consultant, or use of the documents for any purpose 
unrelated to this agreement’s purposes, is at the City’s own risk and without liability to 
Consultant. All works produced under this agreement shall be deemed works produced 
by a contractor for hire, and all copyright with respect thereto shall vest in the City 
without payment of royalty or any other additional compensation. Notwithstanding 
anything to the contrary contained in this agreement, Consultant shall retain all of 
Consultant’s rights in Consultant’s own proprietary information, including, without 
limitation, Consultant’s methodologies and methods of analysis, ideas, concepts, 
expressions, know how, methods, techniques, skills, knowledge, and experience 
possessed by Consultant prior to, or acquired by Consultant during the performance of 
this agreement and Consultant shall not be restricted in any way with respect thereto. 

 

Section 28. USE OF CITY PROPERTY 

 

Consultant shall not use City premises, property (including equipment, instruments, and 
supplies), or personnel for any purpose other than in the performance of Consultant’s 
obligations under this agreement. 

 

Section 29. COUNTERPARTS/ELECTRONIC, FACSIMILE, AND PDF SIGNATURES 

 

This agreement may be executed in any number of counterparts, each of which will be 
an original, but all of which together will constitute one instrument. Each Party of this 
agreement agrees to the use of electronic signatures, such as digital signatures that 
meet the requirements of the California Uniform Electronic Transactions Act ((“CUETA”) 
Cal. Civ. Code §§ 1633.1 to 1633.17), for executing this agreement. The Parties further 
agree that the electronic signatures of the Parties included in this agreement are 



 

 

intended to authenticate this writing and to have the same force and effect as manual 
signatures. Electronic signature means an electronic sound, symbol, or process attached 
to or logically associated with an electronic record and executed or adopted by a person 
with the intent to sign the electronic record pursuant to the CUETA as amended from 
time to time. The CUETA authorizes use of an electronic signature for transactions and 
contracts among Parties in California, including a government agency. Digital signature 
means an electronic identifier, created by computer, intended by the party using it to 
have the same force and effect as the use of a manual signature, and shall be reasonably 
relied upon by the Parties. For purposes of this section, a digital signature is a type of 
"electronic signature" as defined in subdivision (h) of Section 1633.2 of the Civil 
Code. Facsimile signatures or signatures transmitted via pdf document shall be treated 
as originals for all purposes. 

 

 

SIGNATURE PAGE FOLLOWS 

 

  



 

 

IN WITNESS WHEREOF, City and Consultant have executed this agreement on the dates set 
forth below.  By their signatures below, each signatory represents that they have the authority 
to execute this agreement and to bind the Party on whose behalf their execution is made. 

 

CITY OF ROCKLIN    

 

 

Date:  _____            

       ALY ZIMMERMANN   

       City Manager 

       City of Rocklin  

        

APPROVED AS TO FORM:    

MATTHEW McOMBER 

City Attorney 

 

       

By:  ___________________________  Date:      

 

 

CONSULTANT 

 

 

Date:  _____     By:  __________________________ 

NAME AND TITLE  

Tax I.D.#:  

 

END OF SAMPLE CONTRACT 
  



 

 

4.2 PROPOSER’S CERTIFICATION  
 

PROPOSER’S CERTIFICATION 

I hereby propose to furnish the services specified in the Request for Proposals (“RFP”).  I agree that my 
proposal will remain firm for a period of up to ninety (90) days in order to allow the City of Rocklin (“City”) 
adequate time to evaluate the qualifications submitted. 
 

I have carefully examined the Request for Proposals and any other documents accompanying or made a 
part of this RFP.  The information contained in this proposal is true and correct to the best of my 
knowledge and is signed under penalty of perjury under the laws of the State of California.  I further certify 
that I am duly authorized to submit this proposal on behalf of the firm as its authorized agent and that 
the firm is ready, willing and able to perform if awarded the contract. 
 

I further certify that this proposal is made without prior understanding, agreement, connection, discussion, 
or conspiracy with any other person, firm or corporation submitting a proposal for the same product or 
service; that this proposal is fair and made without outside control, collusion, fraud or illegal action; that 
no officer, employee or agent of the City or any other proposer is financially interested in said proposal; 
that no undue influence or pressure was used against or in concert with any officer, employee or agent 
of the City in connection with the award or terms of the contract that will be executed as a result of this 
RFP; and that the undersigned executed this Proposer’s Certification with full knowledge and 
understanding of the matters therein contained and was duly authorized to do so. 
 
 

 

NAME OF BUSINESS 
 
 

 

SIGNATURE 
 
 

 

NAME & TITLE, TYPED OR PRINTED 
 
 

 

MAILING ADDRESS 
 
 

 

TELEPHONE NUMBER 
 
 

 

EMAIL 
 

Type of Organization: 
 
  Sole Proprietorship    Corporation   State of Incorporation 
 
  Partnership   Limited Liability Company 



 

 

5 SECTION V – LIST OF EXHIBITS  
5.1 SCOPE OF SERVICES 

The Firm shall work closely with the project manager and staff within the Public Works 
Department (hereafter referred to collectively as the Department) to gain an 
understanding of the operations, organizational structure, physical space needs, and staff 
functions to identify the most efficient manner to deliver both public and internal 
services. The Study will require an objective assessment of the Department’s capabilities. 
The selected firm will provide recommendations supported by best practices or evidence-
based operational practices. The City shall provide all documents and information within 
its power, including but not limited to class specifications, permitting data, organizational 
charts, policies and procedures. 

 
Tasks. Firm shall perform the Services and complete below tasks. 

1. Kick-Off Meeting  

• Hold a meeting with key City staff to discuss parameters of the Study, 
potential questions and needs, Study goals and scope of service objectives, 
next steps, and draft schedule. 

• Provide the City with a list of needs to support Study activities. 

→ Deliverables. Meeting agenda, minutes, revised schedule 
based on discussion, project goals memorandum, and revised 
work plan, if necessary. 

 
2. Existing Conditions Analysis 

• Collect job descriptions and documents detailing current and 
historical organizational structure and performance. 

• Identify supervisory ratio. Identify staff, Departments and program 
functions. Document routine and major tasks, activities and 
processes. 

• Identify technologies used by the Departments. 
• Survey staff for technical skill competencies, certifications, and trainings. 
• Identify risks, patterns and trends of processes/procedures and staffing 

levels/skills 
• Conduct and obtain observations about current operations to provide 

suggestions for improvements. The Firm may use various strategies to 
gather feedback, including, but not limited to, perceptions and viewpoints 
of staff to provide context for how the Department works intra-
departmentally. 

• Conduct outreach to internal stakeholder groups. 
• Work with staff to develop criteria for identifying cities for a comparative 

analysis that are of similar size and of similar characteristics, including, but 
not limited to, geography, population, economics, development, and 



 

 

service delivery profile. 

→ Deliverables. Existing Conditions Memorandum. 

 
3. Organization and Operations Assessment and Comparative Analysis 

• Comparatively analyze City of Rocklin tasks, activities, processes, and 
organizational structure to other cities. The analysis shall include, but not be 
limited to, process times, specific steps, staff characteristics (responsibilities, 
experience, supervisory ratio, City employee to contractor ratio, retention, 
etc.) 

• Identify functional strengths and weaknesses, including, but not limited to, 
asset management, project management, maintenance pertaining to public 
works infrastructure (roads and public right-of-way, roadway landscaping, 
traffic signals, street lights, signs and markings, open space, facilities and 
fleet) inspection, plan review, permitting, administrative, financial, 
supervisory support, technology, environmental services, etc.  

• Analyze the Departments’ ability to retain permanent employees. 

• Evaluate the staff resources needed to carry out the primary functions of the 
Department’s divisions given the current and anticipated level of new 
development, existing/aging infrastructure, and construction/on-going 
maintenance activities in the City. This will include analyzing the 
Department’s reliance on contractor staff and City permanent, contractual, 
and casual employees. 

→ Deliverable. Organization and Operations Assessment 
Memorandum 

 
4. Recommendations 

• Formulate recommendations for each program/function. 
• Recommend opportunities for improvement (i.e. gaps) or innovations 

between current business practices and best- or evidence-based practices 
to streamline operations. 

• Evaluate if the existing number of City employees is sufficient given 
existing workloads and if the Department’s reliance on contractors is 
reasonable. 

• Determine whether alternative service delivery models may address some 
or all identified staffing or operational issues. 

• Provide training recommendations to improve operations and 
support succession planning. 

• Calculate potential cost savings as well as impacts upon service delivery. 
Provide a justification supporting anticipated savings and impacts. 



 

 

→ Deliverable. Recommendations Memorandum. 
  

5. Executive Summary, Final Report, and Implementation Plan 

Executive Summary 
• Draft an Executive Summary targeting a non-technical audience. 
• Outline implications to the Department raised by the analyses 

and recommendations. 
• Include any issues identified by the Firm, which may be outside the scope 

of work but are relevant to improving Department/Division operations. 
 

Final Report 
• Prepare a draft Final Report for the City to review and ensure factual 

accuracy before completing the Final Report. 
• The Final Report will cohesively present the findings detailed in the 

Memoranda. 
 

Implementation Plan 
• Prepare an Implementation Plan to serve as a roadmap to guide the 

Department/Divisions from their current positions to one that better meets 
the needs of the Department, Divisions, the City, and the Community. 

• In addition to providing tools to manage and track implementation, the 
Implementation Plan shall identify recommendations that can be 
implemented immediately (within one year), in the short term (within 
three years), and in the long term (in five to ten years). 

→ Deliverables. Executive Summary, Final Report, and 
Implementation Plan. 
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