COUNCIL WORK SESSION
Wednesday, April 17, 2024 at 2:00 PM

COUNCIL MEMBERS: LOCATION & CONTACT:

Mayor Rick Scholl HYBRID: Council Chambers & Zoom (details below)

Council President Jessica Chilton Website | www.sthelensoregon.gov

Councilor Mark Gundersen Email | kpayne@sthelensoregon.gov

Councilor Russell Hubbard Phone | 503-397-6272

Councilor Brandon Sundeen Fax | 503-397-4016
AGENDA

CALL WORK SESSION TO ORDER

DUE TO TIME CONSTRAINTS, THE COUNCIL WILL NOT BE TAKING VISITOR COMMENTS AT
THIS MEETING

DISCUSSION TOPICS
2:00PM - Employee Length of Service Recognition - Darin Cox - 5 Years
2:05PM - Planning Division Semi-Annual Report - City Planner Jacob Graichen

W N =

2:20PM - Review Request for Proposals (RFP) Document for Special Event Coordination and
Management Services including Independent Contractor Agreement - City Administrator John
Walsh

4. 2:35PM - Discussion regarding Fourth of July

ADJOURN BY 2:45PM TO ALLOW COUNCIL TO ATTEND THE JOHN GUMM MEDIA EVENT AT
3:00PM

EXECUTIVE SESSION

Following the conclusion of the Council Work Session, an Executive Session is scheduled to take place to
discuss:

- Real Property Transactions, under ORS 192.660(2)(e); and
- Consult with Counsel/Potential Litigation, under ORS 192.660(2)(h).

Representatives of the news media, staff and other persons as approved, shall be allowed to attend the
Executive Session. All other members of the audience are asked to leave the Council Chambers.
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Council Work Session Agenda April 17, 2024

FOR YOUR INFORMATION
Upcoming Dates to Remember:

- April 17, 2:00PM, Council Work Session, Council Chambers/Zoom
- April 17, 7:00PM, Council Regular Session, Council Chambers/Zoom
- April 25, 6:00PM, Budget Committee, Council Chambers/Zoom

Future Public Hearing(s)/Forum(s):

- PH: June 19, 6:20PM, Annex 35456 E. Division Road (Dahlgren)
- PH: June 19, 6:30PM, Annex Property West, South, and East of 58212 Old Ptld Rd (Port)
- PH: June 19, 6:45PM, Annex 2180 Gable Road (JLJ Earthmovers, LLC)

VIRTUAL MEETING DETAILS
Join: https://us02web.zoom.us/j/86167438054?pwd=R0IKcFpZYWIUKZRNEpiV1BvOWpHZz09
Passcode: 573399
Dial: 346-248-7799

The meeting location is accessible to persons with disabilities. A request for an interpreter for the hearing
impaired or for other accommodations for persons with disabilities should be made at least 48 hours before the
meeting to City Hall at 503-397-6272.

Be a part of the vision and get involved...volunteer for a City Board or Commission! For more information or for
an application, go to www.sthelensoregon.gov or call 503-366-8217.
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LENGTH OF SERVICE RECOGNITION

Item #1.

To: Mayor and City Council
From: Kathy Payne, Human Resources Coordinator/City Recorder
Date: April 17, 2024

I am happy to announce that we have one employee who has reached a milestone in
their employment with the City of St. Helens. The following individual will be recognized
at the April 17 Work Session.

5 Years

Darin Cox was hired April 15, 2019 as the City’s first ever on-staff IT Specialist. His job
description was improved in 2022 and he is now an IT Specialist II where he continues
to serve the City Council and City staff. He is great to work with and is very much
appreciated. He approaches all situations with a calm demeanor which is helpful when
we panic because something happened to our computer/printer/copier, etc.

Congratulations Darin and thank you for your service!
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*Normally Sept. to Mar.

Semi-Annual
Planning Department

Report
Report Date: April 17, 2024

Report Period: *Dec. ‘23 — Mar. ‘24
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ODOT Community Paths Program rn ety o bt 4
St. Helens Scappoose Trail A )
Refinement Plan

* Project will convene stakeholders at County | ] e
and Scappoose to develop 3 route NI/
alternatives, narrow to preferred route, = G Y
and develop 30% design PR /

eh
oR0¥ECT ¥
R

* FINALLY received grant contract W

» Working on IGAs with Scappoose/Columbia |
County so they can be approved at a CC RS B ;
as a package VL T A

* Expect documents for approval in May L (T

" Railroads

\___! City Limits

E£5A, METI, NRCAN, GEBCO, crement P
Urban Growth Boundary (UGB) Page 8
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Certified Local Government Grant (6t Cycle)

» Received S17k instead usual $12-S15k
* City’s competitive pass-through program for
eligible property owners in the nationally

registered St. Helens Downtown Historic
District

e HLC selected 135 S. 3rd Street for exterior
restoration work on the front and side
facades

* Project to be completed by June-July 2024

ST. HELENS DOWNTOWN HISTORIC DISTRICT
O Primary Significant o Vacant or outside Historic District
. Secondary Significant D Historic District Boundary
Historic, Non-contributi
O isiorie, Non-confribuling Z Riverfront District (RD) Zoning District
O Compatible, Non-contributing ”. Plaza Subdistrict

# Designated Landmark

1
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State Historic Preservation Office (SHPO)
Veterans Memorial Grant

7 branches of service flag/monument
expansion at McCormick Park

Public Works contributed in-kind labor
with concrete work on walkway and
pedestals

VFW donated flagpoles/hardware

LCE contributed design/engineering in-
kind

Project is complete!

Grant reimbursement received &
project successfully closed out

Iltem #2.
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Item #2.

Photo courtesy Gene I-
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Economic Opportunities Analysis (EOA)

* Department of Land Conservation & Development (DLCD) grant
funded update to the 2009 EOA

* Project kicked off with consulting firm EcoNorthwest!
* Public Engagement Plan finalized (Meetings schedule on next slide)
* Technical Advisory Committee (TAC) membership finalized

* Began reviewing the Buildable Lands Inventory (BLI)

i CNRNNID
= o w2 o

* First of three TAC meetings expected in July

|




Economic Opportunities Analysis Project Schedule

Task 1. Project Kickoff

Task 2: Public Involvement Plan

Task 3: Emp Growth and Site Needs
Task 4: BLI

Task 5: Ec Dev Policies

Task 6: Report and Adoption

2024

FEB = MAR APR

MAY JUN JUL AUG SEP OCT NOV DEC

2025

JAN

Iltem #2.

FEB = MAR APR MAY JUN

B Draft Deliverable

Joint PC/CC

Final Deliverable .TAC

IHeorings

I8

Interviews
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Other Project Management Support

Special Public Works Fund (SPWF) Loan Program
* Riverfront District Streets & Utilities Project under construction :
e Undergrounding Utilities Project under contractor & pre-con meeting held
* Follow the City’s Waterfront E-newsletter for construction updates

Community Development Block Grant (CDBG)
 52.5 million grant award for Sanitary Sewer Capacity Improvements
design/engineering
e Consor contract approved

e Contract amendment on RS agenda to move funding from “permitting” to

“environmental review”
business

ore/s[Crs
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Other Project Management Support

Oregon Safe Routes to School (SRTS) Grant

e Columbia Blvd. Sidewalks from Gable
Road to Sykes Road

* Construction of sidewalks complete!
Roadway reopened!

* Prepared final closeout report &
reimbursement request

* Conducted final walkthrough with ODOT

* Final grant reimbursement received &
project closed out!

Oct 4,2023,11:10 AM enle D




Other Project Management Support

ODOT Transportation Management Grant (TGM)

Program St. Helens

* Engineering to lead a TGM grant-funded update to = &jeten bian -
the Transportation Systems Management Plan “pdate

with Planning to support S

* Project scope of work has been under review for
the past ¥4 months by ODOT and DOJ

* Likely to be another 2-4 more months before the
project can be kicked off with consultant selection ‘ ,
.

August 2011

Iltem #2.
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Urban Renewal Agency (URA) Support

Intergovernmental Agreement (IGA) between

Council and URA in April 2022 to cover SPWF

loan obligations 53

URA meeting in February 2024 to provide i’ o et
financial update & URA overview

Preparing for May URA Budget Committee
meeting and June URA meeting to adopt a FY
25-25 budget

June URA meeting will include IGA to recapture
expenses made by the City that were in support
of URA Plan implementation

$6

(Millions)

P4 'd
55 7 204
4 27 Updated
y 27 s

$3

Gross TIF Revenue
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City of St. Helens

* PCrecruitment: 2 positions filled

* No interviews planned in next 6 mo.

* PC proactive items:
e Vacant storefronts
 Architectural standards

Iltem #2.

Planning Commission Membership Handbook
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Iltem #2.

» St. Helens finally > 15,000 population

e 3.5% growth between July 22 to July 23

* Slower long-term growth

Lesser projection compared to 2020 forecast
Scappoose growth expected to exceed the

C'[gf’ Oregon Population Forecasts

Population Forecasts

Population Change: St Helens UGB

Columbia County County’s and region’s rates
7 g
I 1 I
- = = o J
20 | 2020
- - = PSUPRC
Forecasts

Population
(in Thousands)
S

I 1
I ! "
I [
93K 118K 148 K 157K 18 K 186 K 19 K 192 K
+27.39% | |+25.49% | |+597%| ' | +9.74%| |+453%| |+3.06%| |+2.20%| |+1.01%

1 9'90 2010 2030 2050 2070
Year




2024 Development Code Amendments

St. Helens Housing Needs Analysis (2019) — residential code
amendments part 2

Measure 109 (2020) — psilocybin

House Bill 4064 (2022) — manufactured and prefabricated
structures

House Bill 3109 (2021) — childcare facilities
House Bill 4064 (2023) — single room occupancies
Validity periods of land use permits

Housekeeping

Iltem #2.
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St. Helens Industrial Business Park RE 2 ‘ i St. Helens Industrial Business Park 7 2 / St. Helens Industrial Business Park
PGE and Potential Development Test Fit PGE and Potential Development Test Fit PGE and Potential Development Test Fit - PGE Parcel Detail - Option1
November 29, 2023 December 4, 2023 March 15, 2024

TOTNBED i TORMDER G930 TOTNBED i

PARCEL
500°% 500 Feet
L

Option

BGE
PARGEL

Oplion 2
PGE g
PARCEL
Option 2

PGE
PARCEL
Option 1

PGE
PARCEL
s Option 1
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Deer
Meadow
RV Park

St.
Helans
Or=gon

DEER MEADOW RV
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58551 KAVANAUGH ST
ST HELENS, OR 97051
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Essential

A

'/

% % %

%

PROJECT TITLE

CURRENT PLANMING!!!
CUSTOMER S5ERVICE
Mercury TMDL Code Efforts

Development Code Amendments related to Sanitary, Storm and Water Master Plans

HBE 4064 (2022) Code Amendments (Manf. Homes) (In "24 Code Amends)
Measure 109-Psilocybin Code Amendments (In '24 Code Amends)

Development Code residential amendments, part 2 {In '24 Code Amends)
2023 Legislation Code Amendments (In "24 Code Amends) -- 15t time on this table

CLG Grant
ODOT Community Paths Grant
Riverwalk Project Phase |

St. Helens Industrial Business Park Planning -- PGE parcel assumed next step
Riverfront Redevelopment Request for Qualifications/Development Solicitation

Riverfront Streets & Utilities Project

Economic Opportunities Analysis (EOA) Update

Managers Attend Professional Development Opportunities

Mew Transportation Systems Plan

Grey Cliffs In-water Facility Planning

Urban Rewewal Management

Planning related FAQ phamplets/videos

Residential design standards

Right-of-way street vacation policy

Food cart/truck/trailers rules

S. River Street to N 2nd Street "micro” transportation systems plan
Revisit UGMA with County

Parks & Recreation Master Planning

Update city Charter for no-vote annexations

Addressing policy update

Housing Production Strategy (related to HNA but not a land use action)
Locally significant wetland updates [buffer zones, etc.)

Flood code amendments related to BIOP (Endangered Species Act)
Develop incentives for designation as a local historic landmark
Housing Needs Analysis Update per 2015 HB 2003

Historic resources inventorying

Millard Road Entry Sign

In '22-'24 Strategic Plan?
Mo

Mo

Mo

Yes- Long Term
Mo

Mo

Yes

Mo

Mo

Mo

Yes

Yes
Yes
Yes
Yes
Yes
Yes - Long Term
Yes
Yes
Yes - Long Term
Yes - Long Term
Yes - Long Term
Yes- Long Term
Yes
Mo
Yes
Yes - Long Term
Yes - Long Term
Yes - Long Term
Yes - Long Term
Yes - Long Term
Yes - Long Term
Yes - Long Term
Yes - Long Term
Yes - Long Term
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City of St. Helens - RFP for Special Event Coordination and Management Services

CITY OF ST. HELENS

REQUEST FOR PROPOSALS SPECIAL EVENT
COORDINATION AND MANAGEMENT SERVICES

Date of Issue: April 22,2024

Closing Date and Time: May 22, 2024 at 4:00 p.m.

Single Point of Contact (SPC): John Walsh, City Administrator

City of St. Helens
265 Strand Street
St. Helens, OR 97051
E-mail (SPC): jwalsh@sthelensoregon.gov

The City of St. Helens promotes equal opportunity for all individuals without regard to age, color,

disability, marital status, national origin, race, religion or creed, sex or gender, sexual orientation,
or veteran status.

Iltem #3.

Page 1 of 1

Page 44




SECTION 1: GENERAL INFORMATION
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SECTION 1: GENERAL INFORMATION

1.1 INTRODUCTION

The City of St. Helens, an Oregon municipal corporation (“City”), is issuing this Request for
Proposals (“RFP”) to seek proposals from qualified contractors to support the City’s tourism

program by providing special event coordination and management services.

The City anticipates the award of one (1) contract from this RFP.

Additional details on the scope of the services sought are included in the Scope of Work

section of the RFP.

The City’s current agreement for special event coordination and management services
expires on June 30, 2024. The initial term of the contract is anticipated to commence on July

1, 2024 and continue through December 31, 2025.

1.2 SCHEDULE

The table below represents a tentative schedule of events. All times are listed in Pacific Time.
All dates listed are subject to change through issued Addenda.

Item #3.

Event Date Time
[ssuance of RFP April 22,2024

Questions / Requests for Clarification Due May 13,2024 5:00 PM
RFP Protest Period Ends May 13,2024 5:00 PM
[ssuance of Answers/Addenda Deadline May 17,2024

Closing (Proposal Due) May 22,2024 4.00 PM
Opening of Proposal May 22,2024 4:30 PM
[ssuance of Notice of Intent to Award (approx.) June 6, 2024

Award Protest Period Ends

7 calendar days after Notice of Intent

to Award

Contract Commences

July 1,2024

1.3 SINGLE POINT OF CONTACT (SPC)

The SPC for this RFP is identified on the Cover Page, along with the SPC’s contact information.
Proposer shall direct all communications related to any provision of the RFP only to the SPC,
whether about the technical requirements of the RFP, contractual requirements, the RFP

process, or any other provision.

City of St. Helens - RFP for Special Event Coordination and Management Services

Page 3 of 17
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Item #3.

SECTION 2: AUTHORITY, OVERVIEW, AND SCOPE
2.1 AUTHORITY AND METHOD

The City issues this RFP pursuant to its authority as a “local contracting agency” as defined by
ORS 279A.010(1)(p). The City Council is the “local contract review board” as defined by ORS
279A.010(1)(0) and Chapter 2.04 of the City’s Municipal Code (“Public Contracting Code”).

The City is using the Competitive Sealed Proposal method for this procurement, pursuant to
ORS 279B.060, OAR 137-047-0260 and Public Contracting Code 2.04.120(5)(a).

2.2 OVERVIEW AND PURPOSE
2.2.1 Owner Overview and Background

The City of St. Helens is in Columbia County, Oregon. Located on the Columbia River
approximately 30 miles north of Portland, the City serves an area of 5.3 square miles with a
population of 14,560. The City’s Tourism Program produces meaningful events and activities
that draw visitors, fill hotel rooms, support local merchants, and improve community identity
and livability. To ensure sustainability, the program costs are expected to be fully recovered
through event revenues and sponsorships. The City’s Tourism Program brings in annually
around 70,000 visitors to the City. The program’s signature events include 13 Nights on the
River, 4t of July Celebration, Spirit of Halloweentown, Christmas Tree Lighting, and the Sand
[sland Sandcastle Competition. Other events include Science Circus in the Plaza, Mardi Gras
Street Party, and Nightmare on 4t Street.

13 Nights on the River is a popular concert series which has been a Thursday night favorite in
the Columbia View Park from June through Labor Day. The 2024 event will be held at
McCormick Park due to ongoing construction at both the riverfront and downtown areas. The
event entails live music and other entertainment along with food and other vendors to attract
citizens and visitors to our community. The Total Budget (excluding management fee) for this
event is approximately $60,000 with an expectation of $60,000 in sponsorships and event
revenue.

The Independence Day celebration has been a long-standing tradition on the waterfront. The
Total Budget (excluding management fee) this event is approximately $20,000 with an
expectation of $15,000 in sponsorships and event revenue.

Spirit of Halloweentown has grown into an international event attracting tens of thousands of
visitors to experience the magical place where Halloweentown was filmed in 1998. The event
has expanded from a modest community celebration into a month-long program where the city
transforms and embraces the Spirit of Halloweentown. Past activities have included celebrity
visits, character actors, music, performances, meet and greet events, tractor rides, parking
management, vendor management, city tours, haunted houses, a gift shop, and much more. The
event provides the opportunity for community organizations and nonprofits to generate
revenue to support community programs throughout the year while supporting local business
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and covering the expenses of operating the event. The Total Budget (excluding management
fee) for this event is approximately $100,000 with expectation of $70,000 in sponsorships and
event revenue.

The Christmas Tree Lighting Ceremony occurs annually on the evening the Christmas Ships visit
in December. The City provides the ship captains’ dinner, Santa and Mrs. Claus visit, amplified or
live holiday music, free hot chocolate, and warming barrels along the waterfront. The Total
Budget (excluding management fee) for this event is approximately $4,000.

In 2021, the City held its first annual Sand Island Sandcastle Competition. The competition
generally takes place in August and brings in award-winning sandcastle carvers from across the
country to showcase their creations.

2.3 SCOPE OF WORK/SPECIFICATIONS
Responsive Proposals will be based on the following Scope of Work:
2.3.1 Support and Coordination of Tourism Season
2.3.1.1 Develop and manage special events logistical plans and timeline
2.3.1.2 Create detailed special event maps

2.3.1.3 Create a marketing strategy targeted at increasing attendance
numbers and promoting community participation in event activities,
including advertisement and promotion through digital and social
media

2.3.1.4 Create and coordinate informational brochures for visitors

2.3.1.5 Collaborate with City staff regarding necessary street closures and the
provision of notice to impacted residents

2.3.2 Budget Development

2.3.2.1 Prepare event budget proposals for City review and approval

2.3.2.2 Pay all deposits, fees and other costs associated with event planning,
marketing and execution

2.3.2.3 Manage the collection and recording of all receipts, sponsorships and
any other revenues associated with events

2.3.2.4 Prepare financial reports accurately detailing revenues and
expenditures, with supporting documentation

2.3.3 EventVendors & Registration
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2.3.3.1 Solicit vendors to participate at events

2.3.3.2 Collect fees from event vendors and prepare accounting of all revenues
received

2.3.3.3 Recruit musical talent, as appropriate for event
2.3.3.4 Build and manage event vendor registration database

2.3.4 Sponsorship Acquisition

2.3.4.1 Solicit sponsors to participate at event
2.3.5 Audio-Visual and Photographer Support
2.3.5.1 Identify all AV needs for events
2.3.5.2 Work with AV company on requirements for events
2.3.5.3 Secure and coordinate with photographer and/or videographer

2.3.6 Dayv-of Event Support

2.3.6.1 Coordinate event walk throughs, rehearsals, and installation of all
equipment necessary for the proper execution of the event

2.3.6.2 Create logistics, program, and contact list for service vendors for staff,
volunteers, AV support and others as needed

2.3.6.3 Provide on-site supervision and event flow management and event
vendors during the event

2.3.6.4 Manage event registration and distribution of materials (programs,
handouts, etc.)

2.3.6.5 Other day-of tasks as necessary

2.3.7 Reports/Updates

2.3.7.1 Participate in council meetings upon request to provide event status
updates and recaps

2.3.7.2 Prepare other event-related reports as requested by the City

SECTION 3: PROPOSAL REQUIREMENTS

3.1 GENERAL PROPOSAL CONTENT GUIDELINES
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A Responsive Proposal must address each of the elements listed in this Section and all other
requirements set forth in this RFP, in light of each specified service listed in the Scope of
Work of Section 2.3. As appropriate, a Responsive Proposal shall describe the services to be
performed. A Proposal that merely offers to provide the goods or services described in this
RFP will be considered non-Responsive to this RFP, and will not be considered further.

A Proposal should not include extensive artwork, unusual printing, or other materials not
essential to the utility and clarity of the Proposal. Do not include marketing or advertising
material in the Proposal, unless requested. A Proposal should be straightforward and
address directly the terms of the RFP. A Proposal containing unsolicited marketing or
advertising material may receive a lower evaluation score if specific requested information is
difficult to locate.

A Proposer’s Proposal is valid for a period of 90 days after the Closing Due Date.
3.2 PROPOSAL SUBMISSION REQUIREMENTS
3.2.1 Proposal Elements

To be considered for evaluation, a Proposal must contain each of the following elements:

e (Cover Letter

o The cover letter shall stipulate the proposal is predicated upon the terms and
conditions of this RFP and include the Proposer’s understanding of the work
to be performed and why they are qualified to perform such work.

o The cover letter shall also identify the contact person for the Proposer’s
proposal and the person’s phone number and email address.

o The cover letter must contain the signature of an authorized representative of
the Proposer.

e Proposer Qualifications and Experience

o Description of Proposer’s background including demonstrated experience in
planning and managing festivals/events for public audiences. Proposals
should include specific examples of events similar to that which is described in
this RFP.

o Proposals should state the size of the firm, the location of the office from
which the work on this engagement is to be performed, and the number and
nature of the professional staff to be employed in this engagement.

o Proposer shall include a listing of persons who would be assigned to perform
services described in the RFP, along with a description of their roles and
responsibilities and relevant experience and qualifications. List any pending
or previous litigation over the past 5 years related to organization’s work.

e Special Event Coordination and Management Proposal

o Proposals shall describe Proposers approach to planning and managing a
tourism program. This should include an understanding of event objectives
and propose a method to insure the Services are successfully achieved. The
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Proposal should address each of the services described in the Section 2.3
e Price Proposal

o The Price Proposal should be delivered with the Proposal in a separately
sealed envelope containing only the Price Proposal, The Price Proposal will be
segregated from the rest of the Proposal, and evaluated as discussed in Section
4.10.2., below.

o Proposers shall provide information pertaining to costs to be charged for
event planning and management services. This should include information
pertaining to how these costs were calculated including the hourly rate for all
persons proposed to work the event.

e Proposer Information and Certification Sheet
e Responsibility Inquiry
e Disclosure Exemption Affidavit

o If Proposer believes any of its Proposal is exempt from disclosure under
Oregon Public Records Law (ORS 192.311 through 192.478), Proposer shall
complete and submit the Disclosure Exemption Affidavit. Proposer also shall
submit a fully redacted version of its Proposal, clearly identified as the
redacted version, in addition to the above-required copies.

3.2.2 Proposal Page Limits

A Proposal shall be limited to twenty-five (25) pages. Any pages exceeding this limit will
not be provided to the evaluation committee or considered in the evaluation. The
following items do not count toward the 25-page limit:

e Proposer Information and Certification Sheet
e Responsibility Inquiry

e Disclosure Exemption Affidavit

¢ Key Persons and Professional Biographies

SECTION 4: SOLICITATION PROCESS
4.1 PUBLICNOTICE AND ADDENDA

Public notice of this RFP has been published in the following newspapers of general
circulation:

Daily Journal of Commerce, http://djcoregon.com
Columbia County Chronicle & Chief;, http://ww.thechronicleonline.com
Columbia County Spotlight Newspaper, http://www.columbiacountyspotlight.com

The RFP and all related attachments can be obtained on the City’s Bids and RFPs webpage at

Item #3.
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https://www.sthelensoregon.gov/rfps. Hard copies of the RFP or related attachments will
not be mailed to prospective Proposers.

Modifications, if any, to this RFP or related attachments will be made by written Addenda and
will be published on the above-referenced webpage.

All Addenda, if any, are hereby incorporated into this RFP by this reference.

4.2 PRE-PROPOSAL CONFERENCE

A Pre-Proposal conference will not be held for this RFP.

4.3 QUESTIONS / REQUESTS FOR CLARIFICATIONS

All inquiries, whether relating to the RFP process, administration, deadline or method of
award, or to the intent or technical aspects of the RFP must:

Be delivered to the SPC via email;
Identify the Proposer’s name and contact information;

Refer to the specific area of the RFP being questioned (i.e. page, section and paragraph
number); and

Be received by the due date and time for Questions/Requests for Clarification identified
in the Schedule herein.

4.4 SOLICITATION PROTESTS

4.4.1 Protests to RFP
Any prospective Proposer may submit a written protest of anything contained in this
RFP, including but not limited to, the RFP process and the Scope of Work. This is a
prospective Proposer’s only opportunity to protest the provisions of the RFP, except that
Proposer may protest Addenda to the RFP as provided below.

4.4.2 Protests to Addenda
Any prospective Proposer may submit a written protest of anything contained in the
respective Addendum. Protests to Addenda, if issued, must be submitted by 5 p.m. Pacific
Time of the second Business Day after issuance, or the date/time specified in the
respective Addendum, or they will not be considered. Protests of matters not added or
modified by the respective Addendum will not be considered.

4.4.3 All Protests must:
e Bedelivered to the SPC via email;
¢ Identify the prospective Proposer’s name and contact information;
e Be sent by an authorized representative;

City of St. Helens - RFP for Special Event Coordination and Management Services Page 9 of 17

Item #3.

Page 52




4.5

4.6

e State the reason for the protest, including:

o the grounds that demonstrate how the procurement process is contrary to
law, unnecessarily restrictive, legally flawed, or improperly specifies a brand
name; and

o evidence or documentation that supports the grounds on which the protest is
based;
e State the proposed changes to the RFP provisions or other relief sought;

e Protests to the RFP must be received by the due date and time identified in the
Schedule; and

e Protests to Addenda must be received by the due date identified in this RFP or in the
respective Addendum.

PROPOSAL DELIVERY OPTIONS

Proposer is solely responsible for ensuring its Proposal is received by the SPC in accordance
with the RFP requirements. The City is not responsible for any delays in mail or by common
carriers or by transmission errors or delays, or for any mis-delivery for any reason. A
Proposal submitted by any means not authorized below will be rejected. The following
delivery options are permitted for this RFP:

Delivery through Email

A Proposal may be delivered through email and must be received prior to Closing. The
subject line of the email must clearly identify the Proposer’s name and the RFP name. It must
be sent to the attention of the SPC at the email address listed on the cover page of this RFP.

Delivery through Postal Service

A Proposal may be delivered via U.S. postal service. The envelope must be addressed to the
attention of the SPC and include the RFP name on the outside of the envelope.

Delivery through Hand-Delivery

A Proposal may be delivered via hand-delivery to the City of St. Helens with the RFP name
stated on the outside of the envelope.

PROPOSAL MODIFICATION OR WITHDRAWAL

If a Proposer wishes to make modifications to a submitted Proposal, it must submit its
modification in accordance with the authorized method listed in the Proposal Delivery
Options section. To be effective the notice must include the RFP name and be submitted to
the SPC prior to Closing.

If a Proposer wishes to withdraw a submitted Proposal, it must submit a written notice
signed by an authorized representative of its intent to withdraw to the SPC via email prior to
Closing. A Proposer may also withdraw a submitted Proposal in person upon presentation of
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appropriate identification and evidence of authorization. To be effective the notice must
include the RFP name.

4.7 PROPOSALDUE

A Proposal (including all required submittal items) must be received by the SPC on or before
Closing. All Proposal modifications or withdrawals must be received prior to Closing.

A Proposal received after Closing is considered LATE and will NOT be accepted for
evaluation. A late Proposal will be returned to the Proposer or destroyed.

4.8 PUBLIC OPENING

A public Opening will be held on the date and time listed in the Schedule and at the location
stated on the cover page of this RFP. Only the name of the Proposer will be read at the
Opening, no other information will be made available at that time. Proposals received will
not be available for inspection until after the evaluation process has been completed and the
notice of Intent to Award is issued.

4.9 PROPOSALREJECTION
The City may reject a Proposal for any of the following reasons:

e The Proposer fails to substantially comply with all prescribed RFP procedures and
requirements, including but not limited to the requirement that Proposer’s authorized
representative sign the Proposal.

e The Proposer fails to meet the responsibility requirements of ORS 279B.110.

e The Proposer makes any contact regarding this RFP with the City representatives,
officers, employees, or board members other than the SPC or those the SPC authorizes,
or has inappropriate contact with the SPC.

e The Proposer attempts to influence a member of the Evaluation Committee or Interview
Panel.

4.10 EVALUATION PROCESS
4.10.1 Responsiveness and Responsibility Determination
4.10.1.1 Responsiveness Determination

A Proposal received prior to Closing will be reviewed to determine if it is Responsive
to all RFP requirements stated herein. If the Proposal is unclear, the SPC may request
clarification from Proposer. However, clarifications may not be used to rehabilitate a
non-Responsive proposal. If the SPC finds the Proposal non-Responsive, the Proposal
will be rejected.

4.10.1.2 Responsibility Determination
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The City will determine if an apparent successful Proposer is “responsible,” as that
term is used in the Oregon Public Contracting Code, prior to award and execution of
the Contract. Proposers shall submit a signed Responsibility Inquiry form with a
Proposal. Atany time prior to award, the City may reject a Proposer found not to be
responsible.

4.10.2 Written Proposal Evaluation

Each Proposal meeting all responsiveness requirements will be independently evaluated
by members of an Evaluation Committee. Evaluation Committee number and members
will be determined and assigned in the sole discretion of the City and may be subject to
change.

SPC may request further clarification to assist the Evaluation Committee in gaining
additional understanding of a Proposal. A response to a clarification request must be to
clarify or explain portions of the already submitted Proposal and may not contain new
information not included in the original Proposal.

Evaluators will evaluate and assign in their discretion a score for the Executive Summary
and Services Proposal (the “Subjective Elements”), up to the maximum listed below for
each element:

| TOTAL POINTS POSSIBLE: | 100 |
RFP Section |SUBJECTIVE ELEMENTS: Maximum Score

3.21 Cover Letter 5

3.21 Services Proposal
Proposer Qualifications and Experience 30
Special Event Coordination and Management 45
Proposal
OBJECTIVE ELEMENTS:

4.10.1.1/ 4.10.1.2| Responsiveness and Responsibility Inquiry Pass/ Fail
321 Price Proposal 20

Following evaluation of the Subjective Elements, Proposer Price Proposals shall be
opened and scored on the following objective basis, for a total maximum Proposal score
of 100:

e Proposer with the lowest total Price Proposal will receive 20 points.

e Proposer with the second lowest total Price Proposal will receive 10 points.

e Proposer with the third lowest total Price Proposal will receive 5 points.

e All other Proposers will receive 0 points.

The City prefers Oregon goods and services, and for evaluation purposes, the City
reserves the right per ORS 279A.128 to subtract 5% from the price for any Proposer
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proposing all goods fabricated or processed or all services performed entirely in Oregon
before calculating the price score.

4.11 RANKING OF PROPOSERS

Based on the above scoring rubric, the Evaluation Committee shall score each of the
responsive Proposals and present the SPC with their scoring worksheets. The SPC will
average the scores for each Proposal. After any applicable preference has been applied, the
SPC will determine the rank of each Proposal, with the highest score receiving the highest
rank, and successive rank order determined by the next highest score.

The City may, in its sole discretion, determine an apparent successful Proposer with no
additional rounds of competition. If additional rounds are conducted, the City will rank
advancing Proposers at the conclusion of each subsequent round and may determine an
apparat successful Proposer at any time during the solicitation process.

4.11.1 NEXT STEP DETERMINATION

At the conclusion of a round of competition, the City may choose to conduct additional
round(s) of competition if in the best interest of the City. Additional rounds of
competition may consist of, but will not be limited to,

e Interviews
e Presentations/Demonstrations/Additional Submittal Items
e Discussions and submittal of revised Proposals

e Serial or simultaneous negotiations
4.11.2 COMPETITIVE RANGE DETERMINATION

If the City, in its sole discretion, determines that one or more additional rounds of
competition is necessary, it will select a Competitive Range to indicate the Proposers that
will be invited to participate in a subsequent round. The Competitive Range may include
all, or at the City’s sole discretion, some (based primarily on a natural break in the
distribution of scores), of the Proposers from a previous round. The City will post a notice
on its webpage of its Competitive Range Determination and provide details about the
process and schedule for the subsequent round.

4.12 SCORING AND RANKING OF PROPOSERS FOR SUBSEQUENT ROUNDS

If the City conducts two or more rounds of competition, the rounds will be scored
independently. Once the ranking from a previous round is complete and a Competitive
Range has been determined, Proposers participating in a subsequent round will compete on
an equal basis - scores from the previous round will be set aside and will not carry over. The
Proposer with the highest score from the final round will receive the highest final ranking.
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SECTION 5: AWARD AND NEGOTIATION

5.1 AWARD NOTIFICATION PROCESS

5.1.1 Award Consideration

5.1.2

The City, if it awards a Contract, will award a Contract to the highest-ranked Responsible
Proposer based upon the scoring methodology and process described in Section 4. In the
City’s sole discretion, the City may award less than the full Scope of Work defined in this
RFP, or may determine not to award the Contract to any Proposer, if the City determines
no award to be in its best interests.

Intent to Award Notice

The City will notify all Proposers in writing that the City intends to award a Contract to
the selected Proposer(s) subject to successful Contract negotiations.

5.2 INTENT TO AWARD PROTEST

5.2.1

Protest Submission

An Affected Proposer shall have seven (7) calendar days from the date of the Intent to
Award notice to file a written protest.

A Proposer is an Affected Proposer only if the Proposer would be eligible for a Contract
award in the event the protest was successful and is protesting for one or more of the
following reasons as specified in ORS 279B.410:

¢ All higher ranked Proposals are non-Responsive;

e The City has failed to conduct an evaluation of Proposals in accordance with the
criteria or process described in the RFP;

e The City abused its discretion in rejecting the protestor’s Proposal as non-Responsive;
or

e The City’s evaluation of Proposal or determination of award otherwise violates ORS
Chapter 279B or ORS Chapter 279A.

If the City receives only one Proposal, the City may elect to dispense with the evaluation
process and Intent to Award protest period and proceed directly with Contract
Negotiations and award with the sole Proposer.

5.2.1.1 Protests must:

¢ Be delivered to the SPC via email

¢ Reference the RFP name

e Identify Proposer’s name and contact information
e Be signed by an authorized representative

e Specify the grounds for the protest
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¢ Be received within 7 calendar days of the Intent to Award notice
Response to Protest

The City will address all timely submitted protests within a reasonable time and will
issue a written decision to the respective Proposer. Protests that do not include the
required information may not be considered by the City.

5.3 APPARENT SUCCESSFUL PROPOSER SUBMISSION REQUIREMENTS

Proposer who is selected for a Contract award under this RFP will be required to submit
additional information and comply with the following:

5.3.1

5.3.2

5.3.3

534

5.3.5

Taxpayer Identification Number

Proposer shall provide its Taxpayer Identification Number (TIN) and backup withholding
status on a completed W-9 form when requested by the City or when the backup
withholding status or any other relevant information of Proposer has changed since the
last submitted W-9 form, if any.

Business Registry

If selected for award, Proposer shall be duly authorized by the State of Oregon to transact
business in the State of Oregon before executing the Contract. Visit
http://sos.oregon.gov/business/pages/register.aspx for Oregon Business Registry
information.

City Business License

If selected for award, Proposer shall provide or obtain a business license issued
by the City granting the Proposer the privilege to carry on a business within the
City in accordance with the City of St. Helens Business License Code before
executing the Contract.

Pay Equity Certification

If selected for award and the Contract value exceeds $500,000 and Proposer employs 50
or more full-time workers, Proposer shall submit to the City a true and correct copy of an
unexpired Pay Equity Compliance Certificate, issued to the Proposer by the Oregon
Department of Administrative Services. For instructions on how to obtain the Certificate,
visit www.oregon.gov/das/Procurement/Documents/SB491PayEquity.pdf.

ORS 279B.110(2)(f) requires that Proposer provide this prior to execution of the
Contract.

Nondiscrimination in Employment

As a condition of receiving the award of a Contract under this RFP, Proposer must certify
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by their Signature on Proposer Information and Certification Sheet, in accordance with
ORS 279A.112, that it has in place a policy and practice of preventing sexual harassment,
sexual assault, and discrimination against employees who are members of a protected
class. The policy and practice must include giving employees a written notice of a policy
that both prohibits, and prescribes disciplinary measures for conduct that constitutes
sexual harassment, sexual assault, or unlawful discrimination.

5.3.6 Pay Equity Compliance

As required by ORS 279B.235, Contractor shall comply with ORS 652.220 and shall not
discriminate against any of Contractor’s employees in the payment of wages or other
compensation for work of comparable character, the performance of which requires
comparable skills, or pay any employee at a rate less than another for comparable work,
based on an employee’s membership in a protected class.

Contractor must comply with ORS 652.220 as amended and shall not unlawfully
discriminate against any of Contractor’s employees in the payment of wages or other
compensation for work of comparable character on the basis of an employee’s
membership in a protected class. “Protected class” means a group of persons
distinguished by race, color, religion, sex, sexual orientation, national origin, marital
status, veteran status, disability or age. Contractor’s compliance with this Section
constitutes a material element of this Contract and a failure to comply constitutes a
breach that entitles the City to terminate this Contract for cause.

Contractor may not prohibit any of Contractor’s employees from discussing the
employee’s rate of wage, salary, benefits, or other compensation with another employee
or another person. Contractor may not retaliate against an employee who discusses the
employee’s rate of wage, salary, benefits, or other compensation with another employee
or another person.

5.4 CONTRACT NEGOTIATION
5.4.1 Negotiation

After selection of a successful Proposer, the City may enter into Contract negotiations
with the successful Proposer. By submitting a Proposal, Proposer agrees (1) to comply
with the requirements of the RFP, and (2) that all proposed terms of service provision of
a Proposal, and the prices listed on a submitted Price Proposal Form, shall constitute a
final and binding offer of Proposer throughout the duration of Contract negotiations.

In the event that the parties have not reached mutually agreeable terms within seven (7)
calendar days of commencement of negotiations (as determined by the Procurement
Schedule contained herein), the City, at its discretion, may terminate negotiations and
commence Contract negotiations with the next highest ranked Proposer.

SECTION 6: ADDITIONAL INFORMATION

6.1 GOVERNING LAWS AND REGULATIONS
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6.2

6.3

6.4

6.5

This RFP is governed by the laws of the State of Oregon. Venue for any administrative or
judicial action relating to this RFP, evaluation and award is the Circuit Court of Columbia
County for the State of Oregon; provided, however, if a proceeding must be brought in a
federal forum, then it must be brought and conducted solely and exclusively within the
United States District Court for the District of Oregon. In no event shall this Section be
construed as a waiver by the City of any form of defense or immunity, or as consent to the
jurisdiction of any court.

OWNERSHIP/PERMISSION TO USE MATERIALS

All Proposals are public record and are subject to public inspection after the City issues the
Notice of the Intent to Award. Application of the Oregon Public Records Law will determine
whether any information is actually exempt from disclosure.

All Proposals submitted in response to this RFP become the property of the City. By
submitting a Proposal in response to this RFP, Proposer grants to the City a non-exclusive,
perpetual, irrevocable, royalty-free license for the rights to copy, distribute, display, prepare
derivative works of and transmit the Proposal solely for the purpose of evaluating the
Proposal, negotiating a Contract, if awarded to Proposer, or as otherwise needed to
administer the RFP process, and to fulfill obligations under Oregon Public Records Law (ORS
192.311 through 192.478). Proposals, including supporting materials, will not be returned to
Proposer unless the Proposal is submitted late.

CANCELLATION OF RFP; REJECTION OF PROPOSAL; NO DAMAGES.

Pursuant to ORS 279B.100, the City may reject any or all Proposals in-whole or in-part, or
may cancel this RFP at any time when the rejection or cancellation is in the best interest of
the City, as determined by the City. The City shall not be liable to any Proposer for any loss or
expense caused by or resulting from the delay, suspension, or cancellation of the RFP, award,
or rejection of any Proposal.

COST OF SUBMITTING A PROPOSAL

Proposer shall pay all the costs in submitting its Proposal, including, but not limited to, the
costs to prepare and submit the Proposal, costs of samples and other supporting materials,
costs to participate in demonstrations, or costs associated with protests.

RECYCLABLE PRODUCTS

Proposer shall use recyclable products to the maximum extent economically feasible in the
performance of the Services or Work set forth in this document and the subsequent Contract.
(ORS 279B.025).
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ATTACHMENT A -
PROPOSER INFORMATION AND CERTIFICATION SHEET

Legal Name of Proposer:

Address: City, State, Zip:
State of Incorporation: Entity Type:
Contact Name: Telephone: Email:

Oregon Business Registry Number (if required):

Any individual signing below hereby certifies they are an authorized representative of Proposer and
that:

Proposer understands and accepts the requirements of this RFP. By submitting a Proposal,
Proposer agrees to be bound by the Contract terms and conditions in Attachment A and as
modified by any Addenda, except for those terms and conditions that Agency has reserved for
negotiation, as identified in the RFP.

Proposer acknowledges receipt of any and all Addenda to this RFP.
Proposal is a Firm Offer for 90 days following the Closing.

If awarded a Contract, Proposer agrees to perform the scope of work and meet the performance
standards set forth in the final negotiated scope of work of the Contract.

[ have knowledge regarding Proposer’s payment of taxes and by signing below I hereby certify
that, to the best of my knowledge, Proposer is not in violation of any tax laws of the state or a
political subdivision of the state, including, without limitation, ORS 305.620 and ORS chapters
316,317 and 318.

Proposer does not discriminate in its employment practices with regard to race, sex, creed, age,
religious affiliation, gender, disability, veteran status, sexual orientation, or national origin.
When awarding subcontracts, Proposer does not discriminate against any business certified
under ORS 200.055 as a disadvantaged business enterprise, a minority-owned business, a
woman-owned business, a business that a service-disabled veteran owns or an emerging small
business. If applicable, Proposer has, or will have prior to contract execution, a written policy
and practice, that meets the requirements described in ORS 279A.112 (formerly HB 3060), of
preventing sexual harassment, sexual assault and discrimination against employees who are
members of a protected class. The City may not enter into a contract with an anticipated
contract price of $150,000 or more with a Proposer that does not certify it has such a policy and
practice. See https://www.oregon.gov/DAS/Procurement/Pages/hb3060.aspx for additional
information and sample policy template.
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7. Proposer complies with ORS 652.220 and does not unlawfully discriminate against any of
Proposer’s employees in the payment of wages or other compensation for work of comparable
character on the basis of an employee’s membership in a protected class. “Protected class”
means a group of persons distinguished by race, color, religion, sex, sexual orientation, national

10.

11.

origin, marital status, veteran status, disability, or age.

Contractor’s continuing compliance constitutes a material element of this Contract and a failure
to comply constitutes a breach that entitles Agency to terminate this Contract for cause.

Contractor may not prohibit any of Contractor’s employees from discussing the employee’s rate

of wage, salary, benefits, or other compensation with another employee or another

person. Contractor may not retaliate against an employee who discusses the employee’

srate of

wage, salary, benefits, or other compensation with another employee or another person.

Proposer and Proposer’s employees, agents, and subcontractors are not included on:

A. the “Specially Designated Nationals and Blocked Persons” list maintained by the Office
of Foreign Assets Control of the United States Department of the Treasury found at:

https://www.treasury.gov/ofac/downloads/sdnlist.pdf., or

B. the government wide exclusions lists in the System for Award Management found at:

https://www.sam.gov/portal/

Proposer certifies that, to the best of its knowledge, there exists no actual or potential conflict
between the business or economic interests of Proposer, its employees, or its agents, on the one
hand, and the business or economic interests of the City, on the other hand, arising out of, or
relating in any way to, the subject matter of the RFP. If any changes occur with respect to
Proposer’s status regarding conflict of interest, Proposer shall promptly notify the City in

writing.

Proposer certifies that all contents of the Proposal (including any other forms or

documentation, if required under this RFP) and this Proposal Certification Sheet are truthful
and accurate and have been prepared independently from all other Proposers, and without

collusion, fraud, or other dishonesty.

Proposer understands that any statement or representation it makes, in response to this RFP, if

determined to be false or fraudulent, a misrepresentation, or inaccurate because of the

omission of material information could result in a "claim" {as defined by the Oregon False
Claims Act, ORS 180.750(1)}, made under Contract being a "false claim" {ORS 180.750(2)}
subject to the Oregon False Claims Act, ORS 180.750 to 180.785, and to any liabilities or

penalties associated with the making of a false claim under that Act.
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12. Proposer acknowledges these certifications are in addition to any certifications required in the
Contract and Statement of Work at the time of Contract execution.

Authorized Signature Date

(Printed Name and Title)
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ATTACHMENT B

RESPONSIBILITY INQUIRY

The City will determine responsibility of a Proposer prior to award and execution of a Contract.
In addition to this form, Agency may notify Proposer of other documentation required, which
may include but is not limited to recent profit-and-loss history, current balance statements and
cash flow information, assets-to-liabilities ratio, including number and amount of secured
versus unsecured creditor claims, availability of short and long-term financing, bonding
capacity, insurability, credit information, materials and equipment, facility capabilities,
personnel information, record of performance under previous contracts, etc. Failure to
promptly provide requested information or clearly demonstrate responsibility may result in an
Agency finding of non-responsibility and rejection.

Does Proposer have available the appropriate financial, material, equipment, facility and
personnel resources and expertise, or ability to obtain the resources and expertise, necessary to
demonstrate the capability of Proposer to meet all contractual responsibilities? YES[ |/ NO

L.

Within the last five years, how many contracts of a similar nature has Proposer completed that,

to the extent that the costs associated with and time available to perform the contract remained
within Proposer’s control, Proposer stayed within the time and budget allotted, and there were

no contract claims by any party? Number: ___

How many contracts did not meet those standards? Number: ___ If any, please explain.

Item #3.

Response:

Within the last three years has Proposer (incl. a partner or shareholder owning 10% or more of
Proposer’s firm) or a major subcontractor (receiving 10% or more of a total contract amount)
been criminally or civilly charged, indicted or convicted in connection with:

e obtaining, attempting to obtain, or performing a public (Federal, state, or local)
contract or subcontract,

e violation of federal or state antitrust statutes relating to the submission of bids or
Proposals, or

e embezzlement, theft, forgery, bribery, falsification or destruction of records, making
false statements, tax evasion, or receiving stolen property? YES[ ] /NO[ ].

If"YES," indicate the jurisdiction, date of indictment, charge or judgment, and names and
summary of charges in the response field below.

Response:

Within the last three years, has Proposer had:
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e any contracts terminated for default by any government agency, or

e any lawsuits filed against it by creditors or involving contract disputes? YES[ |/

NO [ 1.

If"YES," please explain. (With regard to judgments, include jurisdiction and date of final

judgment or dismissal.)

Item #3.

Response:

Does Proposer have any outstanding or pending judgments against it? YES[ | /NO[_|.

Is Proposer experiencing financial distress or having difficulty securing financing? YES[_] / NO

Does Proposer have sufficient cash flow to fund day-to-day operations throughout the proposed

contract period? YES[ |/NO[ ]

If"YES” on the first question or second question, or “NO” on the third question, please provide

additional details.

Response:

Within the last three years, has Proposer filed a bankruptcy action, filed for reorganization,
made a general assignment of assets for the benefit of creditors, or had an action for insolvency

instituted againstit? YES[ |/NO[ _].

If"YES," indicate the filing dates, jurisdictions, type of action, ultimate resolution, and dates of

judgment or dismissal, if applicable.

Response:

Does Proposer have all required licenses, insurance and/or registrations, if any, and is Proposer
legally authorized to do business in the State of Oregon and/or the City of St. Helens? YES[ |

/NO [

If "NO," please explain.

Response:

Pay Equity Certificate. This certificate is required if Proposer employs 50 or more full-time
workers and the prospective contract price is estimated to exceed $500,000. [This requirement
does not apply to architectural, engineering, photogrammetric mapping, transportation

planning or land surveying and related services contracts.] Does a current authorized
representative of Proposer possess an unexpired Pay Equity Certificate issued by the

Department of Administrative Services? YES[_|/ NO[_]/ N/A[]. [Ifthe certificate was
provided with the Bid or Proposal submitted for a solicitation related to the prospective
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contract, then it is not necessary to resubmit it. Just indicate “see Bid” or “see Proposal” in the
response field. Otherwise, if applicable, submit a copy of the certificate with this form.]

Item #3.

Response:

AUTHORIZED SIGNATURE

By signature below, the undersigned Authorized Representative on behalf of Proposer certifies
to the best of his or her knowledge and belief that the responses provided on this form are

complete, accurate, and not misleading.

Proposer Name:

RFP Name: Special Event Coordination
and Management Services

Authorized Signature

Date

Print Name
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ATTACHMENT C

DISCLOSURE EXEMPTION AFFIDAVIT

(Affiant), being first duly sworn under oath, and representing

of perjury that:

(hereafter “Proposer”), hereby deposes and swears or affirms under penalty

[ am an employee of the Proposer, | have knowledge of the Request for Proposals referenced
herein, and I have full authority from the Proposer to submit this affidavit and accept the

responsibilities stated herein.

[ am aware that the Proposer has submitted a Proposal, dated on or about

(the “Proposal”), to the City of St. Helens in response to the Request for Proposals for Special
Event Coordination and Management Services, and [ am familiar with the contents of the RFP

and Proposal.

[ have read and am familiar with the provisions of Oregon’s Public Records Law, Oregon
Revised Statutes (“ORS”) 192.311 through 192.478, and the Uniform Trade Secrets Act as
adopted by the State of Oregon, which is set forth in ORS 646.461 through ORS 646.475. 1

understand that the Proposal is a public record held by a public body and is subject to

disclosure under the Oregon Public Records Law unless specifically exempt from disclosure

under that law.

[ have reviewed the information contained in the Proposal. The Proposer believes the

information listed in Exhibit A is exempt from public disclosure (collectively, the “Exempt
Information”), which is incorporated herein by this reference. It is my opinion that the Exempt

Information is exempt from disclosure under Oregon’s Public Records Law under the

specifically designated sections as set forth in Exhibit A or constitutes “Trade Secrets” under
either the Oregon Public Records Law or the Uniform Trade Secrets Act as adopted in Oregon

because that information is either:

A. A formula, plan, pattern, process, tool, mechanism, compound, procedure, production

data, or compilation of information that:

i. isnot patented,

ii. is known only to certain individuals within the Proposer’s organization and that

is used in a business the Proposer conducts,

iil. has actual or potential commercial value, and

iv. gives its user an opportunity to obtain a business advantage over competitors

who do not know or use it.

or
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5.

B. Information, including a drawing, cost data, customer list, formula, pattern,
compilation, program, device, method, technique or process that:

i. Derives independent economic value, actual or potential, from not being
generally known to the public or to other persons who can obtain economic value
from its disclosure or use; and

ii. Isthe subject of efforts by the Proposer that are reasonable under the
circumstances to maintain its secrecy.

[ understand that disclosure of the information referenced in Exhibit A may depend on official
or judicial determinations made in accordance with the Public Records Law.

Affiant’s Signature

STATE OF OREGON )
) ss:
County of )

Signed and sworn to before me on (date) by (Affiant’s name).

Notary Public for the State of

My Commission Expires:
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EXHIBIT A TO ATTACHMENT C

Proposer identifies the following information as exempt from public disclosure under the

following designated exemption(s):
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ATTACHMENT D - SAMPLE CONTRACT

ATTACHMENT D

SAMPLE CONTRACT
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City of St. Helens
INDEPENDENT CONTRACTOR AGREEMENT

This INDEPENDENT CONTRACTOR AGREEMENT (this “Agreement”) is made and entered
into by and between the City of St. Helens (the “City”), an Oregon municipal corporation,
and (“Contractor”), collectively the “Parties”.

RECITALS

A. The Cityis in need of services to produce and manage the “Events” listed in
Attachment A attached hereto.

B. The City has determined Contractor to be qualified and capable of performing the
services sought by the City.

NOW, THEREFORE, the Parties agree as follows:
AGREEMENT

1. Engagement. The City hereby engages Contractor to provide services related to
Special Events Management (the “Services”), and Contractor accepts such engagement
on the terms and conditions set forth herein.

2. Scope of Work. The duties and responsibilities of Contractor, including a schedule
of performance, shall be as described in Attachment A attached hereto and incorporated
herein by reference.

3. Term. This agreement shall become effective upon the full execution by the Parties
(the “Effective Date”) and shall terminate on December 31, 2025, unless sooner
terminated in accordance with the terms stated herein (the “Initial Term”). This agreement
may be renewed annually for up to three (3) years through December 31, 2028 by mutual
written agreement of the Parties. Notice of intent to renew shall be provided by the City no
later than 45 days prior to December 31 of each year. If arenewalis not agreed to by the
parties by January 31st, the City may issue Requests for Proposal to other contractors, or
manage the Services internally.

4. Compensation. The terms of compensation for the Contractor shall be as provided
in Attachment C.
5. Budgeting/Purchases on Behalf of City. Contractor shall submit budget proposals

for all identified events by January 31°* of each year. The City shall promptly review and
request revisions or approve the budget proposals by March 1tof each year. Contractor
shall perform and complete the services set forth in Attachment A within the final budget
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agreed to by the Parties in writing.

5.1. Purchases on behalf of City equal to $5,000, but less than $10,000. Any
expense related to the purchase of any assets or equipment on behalf of the City in an
amount equal to or greater than $5,000 (Five thousand dollars), but less than $10,000 (Ten
thousand dollars) shall require pre-approval from the City Administrator. Any expenditures
made under this category without pre-approval will be the sole responsibility of
Contractor.

5.2. Purchases equalto or greater than $10,000. Any expense related to the
purchase of any assets or equipment on behalf of the City in an amount equal to or greater
than $10,000 (Ten thousand dollars) shall require pre-approval from the City Council. The
Finance Director shall also be informed of the asset purchase price and description for
auditing purposes. Any expenditures made under this category without pre-approval will
be the sole responsibility of Contractor.

5.3. Process and Method. All expenditures shall be made by Purchase Card
provided to Contractor or physical check from the tourism bank account managed by
Contractor and the City. No purchases or exchanges of services shall be made as a
method or form of payment between parties. Contractor shall be responsible for all
payables and disbursements pertaining to the approved tourism budget and agreed
payments to vendors and groups that assist tourism activities for payment. Contractor
shall also be responsible for all payments, utilities, and taxes relating to use of the
Masonic Building, as well as all expenses relating to garbage and temporary facilities.

5.4. Contractor’s Discretion. Provided Contractor receives approval as set forth
in Sections 5.1 and 5.2 above, contractor shall have discretion and control to utilize any
assets or equipment as Contract deems appropriate or necessary to perform the Services.
This Section 5 is not intended to interfere with Contractor’s ability to purchase any assets
or equipment on Contactor’s own behalf for Contractor’s business as Contractor deems
appropriate or necessary to perform the Services.

6. Specific Event Planning. Contractor shall submit a written plan and summary of
events at least 60 days in advance for review by the City Administrator, Public Works
Director, and Police Chief. Spirit of Halloweentown shall be submitted no later than 90
days in advance of the start date. The City has the right to request changes to events to
ensure fiscal responsibility, safety and security, and assurances of proper set-up
equipment and staff time is allocated to create a successful event. The City may request
additional information or additional resources be allocated to ensure the safety and
security of events, which may include additional costs at the burden of the tourism
account and overall program expenditures. Departments requesting changes or additional
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resources shall make their request in writing to the City Administrator and Contractor no
less than 45 days prior to the event for consideration.

7. End of Event and End of Year Reporting Standards. The contractor is required to
produce a written report after each event and submit the report to the City Administrator
no later than 45 days after each event. This report will be made available to the City
Council at their request. The report shall include: (a) a summary of revenues and
expenditures for the Event; (b) a summary of feedback from local business owners and
community members; and (c) a summary of recommended improvements for the following
year.

8. Revenue/Banking Services. Contractor and City shall establish an account ata
local bank branch (the “Tourism Account”) to hold all Tourism Funds generated by the
Events, and Contractor shall deposit all Tourism Funds generated and received by
Contractor, including but not limited to all cash payments, funds generated through
tourism websites and electronic transactions in any form, into the Tourism Account within
three (3) days of receipt by Contractor. The parties shall have joint access to the Tourism
Account and receive monthly account statements. The monthly account statements shall
be reconciled by the City to ensure proper accounting. Contractor is responsible for
ensuring that all Tourism funds monies properly into the tourism bank account. For
purposes of this Agreement, Tourism Funds are defined as any and all gross revenue
generated by any Events set forth in Attachment A, or any other Events agreed upon by the
Parties.

8.1. Electronic payments. Contractor shall set up all electronic payments
received to be deposited directly into the Tourism Account. Contractor shall further
provide the City Administrator and Finance Director with access to all electronic
processing sites to confirm payments and processing reports.

8.2. Cash payments. To the extent possible, Contractor shall discourage the use
of cash payments at Events and will provide patrons, vendors and merchants with a
“Square” card reader that can be setup to accept any type of payment.

8.2.1. If cashis accepted as a means of payment, Contractor will utilize a
reconciliation method to track and account for all cash payments received. A cash
reconciliation report shall be completed and signed Contractor and at least one other
person that was present during the event that cash was accepted.

8.2.2. Allcash will be turned into the City’s utility billing department for
receipt no later than seven days after the end of the event or weekly if cash payments
exceed $500 (five hundred dollars) per week. All cash payments should be prepared with a
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description of what the cash is for/from and should give the total amount of cash turned in.
This amount will be confirmed by the utility billing staff and deposited into the tourism
bank account.

8.2.3. If Contractor needs cash for an upcoming event, these funds may be
pulled from the tourism bank account. No cash on hand at any point should exceed $2,000
(two thousand dollars). The Contractor will be provided by the City with a secure location
where cash may be held during events.

9. Compliance. The City, at its discretion, may suspend or withhold payments in the
event Contractor fails to comply with requirements in this agreement.

Any provision of this Agreement that is held by a court to create an obligation that violates
the debt limitation provision of Article Xl, Section 9 of the Oregon Constitution shall be
void. The City’s obligation to make payments under this Agreement is conditioned upon
appropriation of funds pursuant to ORS 294.305 through 294.565.

10. Independent Contractor. Contractor is engaged by the City as an independent
contractor in accordance with the standards prescribed in ORS 670.600. Contractor shall
not be entitled to any benefits that are provided to City employees. Contractor is not an
officer, employee, or agent of the State or Department as those terms are used in ORS
30.265 of the Oregon Tort Claims Act, and Contractis not to be considered an officer,
employee, or agent of the City for any purpose. Contractor certifies that it currently has a
City business license or will obtain one prior to delivering services under this Agreement.

All persons employed by Contractor and that may participate in the Contractor’s
performance of the services is provided in this agreement shall be considered Contractor’s
employees, subcontractors, agents, or principals and not principals, agents, or employees
of the City. Contractor covenants and agrees not to hold itself out as an employee of the
City and Contractor acknowledges that its employees have no right or entitlementin or to
any right, privilege or benefit which would accrue to an employee of the City for any
purposes, including, but not limited to, the application of the Federal Insurance
Contribution Act, the Social Security Act, the Federal Unemployment Tax Act, the
provisions of the Internal Revenue Code, the State Revenue and Taxation Code related to
income tax withholding at the source of income, the Workers’ Compensation Insurance
Code, 401(k), and other benefit payments or third-party liability claims.

11. Location, Resources and Equipment. As an independent contractor providing
Services to the City hereunder, Contractor will provide any resources it determines are
needed to provide the Services. Contractor shall be responsible, at its own cost and
expense, to furnish the necessary personnel, incidental services, equipment and facilities
to perform the Services at its own office location, including without limitation its own
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computer, internet access, facsimile machines, photocopy machines, computers, printers
and other equipment and facilities necessary to perform his responsibilities hereunder.
Nothing in this Agreement shall be deemed a requirement that Contractor incur a cost or
expense except asitchooses inits sole discretion. Notwithstanding the above, Contractor
shall be permitted access to use of City facilities and equipment when at the City location
as requested and approved by City, and only to the extent necessary to perform the
Services.

Contractor shall be provided use of specific areas of City Hall during specified events and
provide access to adequate storage facilities that contain City assets and tourism related
materials. No official place of business, desk, or office shall be used by Contractor during
normal business hours. Contractor may use shared common space within City Hall to
conduct business during regular City hours of operation but shall not deter employees
from needed meeting spaces. Contractor shall not be located at the front of City Hall to
ensure that citizens and patrons do not get the impression of a City employee and
Contractor shall not assist customers during normal City Hall hours of operation.

12. Hiring Employees. Contractor may select and hire individuals besides
Contractor’s Principal to assist Contractor in providing the Services solely as employees
not independent contractors. Contractor shall comply with applicable federal, state,
regional and local laws and regulations in performing the services and in any of its dealings
with its employees, including, but not limited to, laws and regulations regarding workplace
safety, immigration, payment of wages, child labor, discrimination, harassment, retaliation
and protected leaves. Contractor acknowledges and agrees City shall not be responsible
for complying with such laws in any of City’s dealings with Contractor’s employees.

12.1. Contractor’s employees and volunteers will wear clothing that states “Event
Staff” during all Tourism events to distinguish Contractor’s employee and volunteers from
City employees.

12.2. Inthe event Contractor utilizes City employees to perform work, Contractor
agrees that Contractor shall reimburse City for use of such employees at without being
billed for employees’ time. The City will provide a work force to place any assets that
physically connect to a City or county structure. All work provided during normal business
hours by City employees shall be tracked and billed monthly to Contractor and the Finance
Director for accounting purposes and to ensure transfer of funds. City employees may
volunteer after normal working hours and shall not be billed by the City for their time.

13. Ownership and Work Made for Hire. City currently owns several websites and
social media accounts that Contractor may be given access to convey appropriate
marketing for events. Any ads or materials created for public use shall become the
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property of the City. Any reuse or alteration of any work produced under this agreement,
except as contemplated here, shall be at City’s sole risk.

13.1. All materials produced for the City by Contractor or Contractor’s employees
performing services covered by this agreement shall be deemed “work made for hire”
within the meaning of the U.S. Copyright Act, as amended. If any portion of such work is
determined not to be a work made for hire, Contractor hereby sells, assigns, and transfers
to the City all present and future right, title, and interest, including all copyrights and
trademarks, so that all copyrights for the work related to the work will immediately and
automatically be the sole and absolute property of the City. Contractor shall, at the
expense of City, execute any instruments and do all other things reasonably requested by
City (both during and after the term of this agreement) to vest more fully in City all
ownership rights in the transferred materials.

13.2. By January 31 of each year, Contractor shall submit a summary of all Events
produced during the prior year. Such summary shallinclude all documentation,
paperwork, and backup materials for the previous years’ events to ensure a continuity of
tourism operations should the current contractor not be selected to provide services in the
new year.

14. Notices. All notices or other communications required or permitted hereunder
shall be in writing, and shall be considered as property given if (a) mailed by first class
United States mail, postage prepaid, registered or certified with return receipt requested,
(b) by delivering same in person to the intended addressee, (c) by delivery to an
independent third party commercial delivery service for same day or next day delivery and
providing for evidence of receipt at the office of the intended addressee, or (d) by
electronic mail at the electronic mail address commonly used by the recipient in the
conduct of communications between the Parties. Notice sent pursuant to clause (a) shall
be effective three (3) business days after its deposit with the United States Postal Service;
notice sent pursuant to clause (b) shall be effective upon receipt by the intended recipient;
notice sent pursuant to clause (c) shall be effective upon the date delivered by such a
commercial delivery service; and notice given by email delivery pursuant to clause (d) shall
be effective upon being sent by the sender. Notices sent by mail or email shall be
addressed as follows:

City: City of St. Helens
Attention: City Administrator
265 Strand Street
St. Helens, OR 97051
Email: jwalsh@sthelensoregon.gov
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Contractor:
[ADDRESS]
Email:

Any Party may designate a different address by giving notice to the other Parties delivered
in accordance with the provisions of this paragraph.

15. Standard of Care. Contractor shall perform the Services in a manner consistent
with that degree of care and skill ordinarily exercised by members of the same profession
currently practicing under similar circumstances at the same time and in the same or
similar locality.

16. Consequential Damages. Neither Party shall be liable to the other for
consequential damages, including, without limitation, loss of use or loss of profits incurred
by one another or their subsidiaries or successors, regardless of whether such damages
are caused by either Party’s breach of contract, willful misconduct, negligent act or
omission, or other wrongful act.

17. Insurance. At all times during the term of this Agreement, Contractor shall carry,
maintain, and keep in full force and effect a policy or policies of insurance as specified in
Attachment B attached hereto and incorporated herein by reference.

17.1. There shall be no cancellation, material change, exhaustion of aggregate
limits or intent not to renew coverage without thirty (30) days’ prior written notice to the
City.

17.2. Contractor agrees that if it does not keep the aforesaid insurance in full force
and effect, the City may either immediately terminate this Agreement or, ifinsurance is
available at areasonable cost, the City may take out the necessary insurance and pay, at
Contractor’s expense, the premium thereon. If the City procures such insurance, the City
shall retain any cost incurred for same from moneys due Contractor hereunder.

17.3. Atalltimes during the term of this Agreement, Contractor shall maintain on
file with the City a Certificate of Insurance or a copy of actual policies acceptable to the
City showing that the aforesaid policies are in effect in the required amounts. The policies
shall contain an endorsement naming the City, its officers, employees and agents, as
additional insured’s (except for the professional liability and workers’ compensation
insurance). Renewal certificates shall be sent to the City at least ten (10) days prior to
coverage expiration.
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17.4. Theinsurance provided by Contractor shall be primary to any coverage
available to the City. The insurance policies (other than workers’ compensation) shall
include provisions for waiver of subrogation. Contractor shall be responsible for any
deductible amounts outlined in such policies.

18. Workers’ Compensation. Contractor shall carry workers’ compensation insurance
as and to the extent required by law and shall provide the City with appropriate proof of
such insurance reflecting the required coverage prior to commencement of any Services.
Contractor assumes full responsibility for any liability and exposure under law relating to
workers’ compensation because of any performance of Services under this Agreement and
will hold the City harmless for and from any industrial accident or liability that is
attributable to Contractor.

19. Termination. At any time and without cause, the City or Contractor shall have the
right in their sole discretion to terminate this agreement by giving 90 days written notice to
the other Party. If City terminates this Agreement pursuant to this section, the City shall
pay Contractor for services rendered to the date of termination or 90 days compensation
whichever is more.

20. No Third-Party Rights. This agreement shall not create any rights in or inure to the
benefit of any parties, whether directly, indirectly, or otherwise, other than City and
Contractor.

21. Modification. Any modification of the provisions of this Agreement shall be set forth
in writing and signed by the Parties.

22. Waiver. A waiver by a Party of any breach by the other shall not be deemed to be a
waiver of any subsequent breach.

23. Indemnification. Contractor shall defend, indemnify and hold harmless the City
and its officers, employees, elected officials, volunteers and agents from any and all
liability, causes of action, claims, losses, damages, judgments or other costs or expenses
including attorneys’ fees (“Claims”) that arise from the negligent or other wrongful acts,
omissions, or willful misconduct of Contractor or officers, employees, agents, or
subcontractors of Contractor, except to the extent that the Claims arise out of the
negligence or other wrongful acts or omissions of the City or the City’s officers, employees,
or agents.

24. Governing Laws. This Agreement shall be governed by the laws of the State of
Oregon. Venue shall be in the Circuit Court for Columbia County, Oregon.
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25. Compliance with Law.

25.1. Contractor shall comply with all applicable federal, state and local statutes,
ordinances, administrative rules, regulations and other legal requirements in performance
of this Agreement.

25.2. Contractor shall comply with applicable provisions of ORS 279B.020,
279B.220, 279B.225, 279B.230 and 279B.235. Pursuant to ORS 279B.235, any person
employed by Contractor who performs Services shall be paid at least time and a half pay
for all overtime in excess of forty (40) hours in any one (1) week, except for persons who are
excluded or exempt from overtime pay under ORS 653.010 through 653.261 or under 29
USC Sections 201 through 209.

25.3. Contractoris a “subject employer,” as defined in ORS 656.005, and shall
comply with ORS 656.017.

25.4. Contractor shall comply with all applicable requirements of federal and
state civil rights and rehabilitation statutes, rules and regulations and shall also comply
with the Americans with Disabilities Act of 1990, ORS 659A.142, and all regulations and
administrative rules established pursuant to those laws.

25.5. Contractor certifies compliance with all applicable Oregon tax laws, in
accordance with ORS 305.385, including but not limited to ORS 305.620 and ORS chapters
316, 317 and 318.

26. Confidentiality. Contractor understands the nature of the Services means the
Contractor may be privy to information that is confidential or proprietary and shall not be
disclosed to any third person or entity without the City’s consent either during the term of
this Agreement or after its termination.

27. Publicity. Contractor shall not use any data, pictures, or other representations of
the City in its external advertising, marketing programs, or other promotional efforts except
with prior specific written authorization from the City.

28. Succession. This Agreement shall inure to the benefit of and shall be binding upon
each of the Parties hereto and such Parties’ partners, successors, executors,
administrators, and assigns.

29. Assignment. This Agreement shall not be assigned by Contractor without the
express written consent of the City. Contractor shall not assign Contractor’s interest in this
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Agreement or enter into subcontracts for any part of the Services without the prior written
consent of the City.

30. Dispute Resolution. Should a dispute arise between the Parties to this Agreement,
itis agreed that such dispute will be submitted to a mediator prior to any litigation. The
Parties shall exercise good-faith efforts to select a mediator who shall be compensated
equally by both parties. Mediation shall be conducted in St. Helens, Oregon, unless both
Parties agree in writing otherwise. Both Parties agree to exercise good-faith efforts to
resolve disputes covered by this section through the mediation process. If a Party requests
mediation and the other party fails to respond within ten (10) days, a mediator shall be
appointed by the presiding judge of the Circuit Court of the State of Oregon for Columbia
County upon request of either Party. The Parties shall have any rights at law or in equity
with respect to any dispute not covered by this section. Nothing in this section shall
preclude a Party from seeking equitable relief to enjoin a violation of this Agreement.

31. Force Majeure. Neither City nor Contractor shall be considered in default because
of any delays in completion and responsibilities hereunder due to causes beyond the
control and without fault or negligence on the part of the Parties so disenabled, including,
but not restricted to, an act of God or of a public enemy, civil unrest, volcano, earthquake,
fire, flood, epidemic, pandemic, quarantine restriction, area-wide strike, freight embargo,
unusually severe weather or delay of subcontractor or supplies due to such cause;
provided that the parties so disenabled shall within ten (10) days from the beginning of
such delay, notify the other Party in writing of the cause of delay and its probable extent.
Such notification shall not be the basis for a claim of additional compensation. Each Party
shall, however, make all reasonable efforts to remove or eliminate such a cause of delay
and shall, upon cessation of the cause, diligently pursue performance of its obligation
under this Agreement.

32. Attorney Fees. If legal action is commenced in connection with this Agreement, the
prevailing Party in such action shall be entitled to recover its reasonable attorney fees and
costs incurred herein at trial and on appeal.

33. Inspection and Audit by the City. Services provided by Contractor and
Contractor’s performance data, financial records, and other similar documents and
records of Contractor that pertain, or may pertain, to the services under this agreement
shall be open for inspection by the City or its agents at any reasonable time during
business hours. Upon request, copies of records or public documents shall be provided to
the City free of charge that do not conflict with any third party or contractor that requires
nondisclosures to obtain engagement.
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33.1. The City shall have the right to inspect and audit financial records pertaining
to the services under this agreement at any time during the term of this
agreement or within three (3) years following the termination of this
agreement.

34. Entire Agreement. This agreement contains the entire agreement between the
Parties and supersedes all prior written or oral discussions or agreements regarding the
services described herein.

35. Severability. If any provision of this agreement is held to be invalid, it will not affect
the validity of any other provision. This agreement will be construed as if the invalid
provision had never been included.

IN WITNESS WHEREOF, the City has caused this agreement to be executed by its duly
authorized undersigned agents, and Contractor has executed this agreement on the date
written below.

City of St. Helens Council Meeting Date of Approval:

Signature:

Printed Name:

Title:

Date:

Contractor Signature:

Printed Name:

Title:

Date:
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ATTACHMENTA

City of St. Helens, Oregon
Special Event Coordination and Management Services
Scope of Work

TOURISM PROGRAM OBJECTIVE

The primary objective of the City’s Tourism program is to draw people to the St. Helens
community for a positive visitor experience. The strategy proposed for achieving this goal is
to continue producing meaningful events and activities that draw visitors, fill hotel rooms,
support local merchants, and improve community identity and livability. To ensure
sustainability, the program costs are expected to be fully recovered through event
revenues and sponsorships.

EVENT DESCRIPTIONS

1.

13 Nights on the River

This popular 13 Nights on the River concert series has been a Thursday night
favorite in the Columbia View Park from June through Labor Day. The event entails
live music and other entertainment along with food and other vendors to attract
citizens and visitors to our community.

Fourth of July

The Independence Day celebration has been a long-standing tradition on the
waterfront. Contractor should anticipate working collaboratively with community
organizations to ensure a quality and cost-effective event.

Spirit of Halloweentown

This event has grown into an international event attracting tens of thousands of
visitors to experience the magical place where Halloweentown was filmed in 1998.
The event has expanded from a modest community celebration into a month-long
program where the City transforms and embraces the Spirit of Halloweentown. Past
activities have included celebrity visits, character actors, music, performances,
meet and greet events, tractor rides, parking management, vendor management,
city tours, haunted houses, a gift shop, and much more. The event provides the
opportunity for community organizations and nonprofits to generate revenue to
support community programs throughout the year while supporting local business
and covering the expenses of operating the event.
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4.

Christmas Tree Lighting

The Christmas Tree lighting ceremony occurs annually on the evening the Portland
Christmas Ships visit in December. This event oversees the decorating and take
down of the Court House Plaza decorations including the Christmas Tree lighting
and activities the night of the event. Traditionally, the City Public Works employees
will assist in the tree installation and decorations. The City provides the ship
captains’ dinner, Santa and Mrs. Claus visit, amplified or live holiday music, free hot
chocolate, and warming barrels along the waterfront.

Other events

Contractor and City may opt to produce additional events and activities throughout
the year to ensure program sustainability. Such additional events must be
authorized by the City Administrator and City Council. These additional events
should be produced with no additional cost burden to the City. No additional
compensation is provided to Contractor for additional events, however additional
revenue and sponsorships may increase the revenue sharing portion of the contract
at the end of the year that is paid to Contractor.

SCOPE OF SERVICES

Contractor will be responsible for all coordinating and managing City events from
inception to completion. Contractor's services may include the following:

Advertising, promoting, and marketing events.

Manage the City’s social media and event accounts.

Create, manage, and reconcile event budgets, revenues, and expenditures.
Solicit sponsorships for events.

Create and coordinate informal brochures for visitors.

Provide adequate event staffing and management services.

Recruit musical talent.

Coordinator vendors.

Ensure clean-up during and after each event without burdening City staff.
Coordinate with City and county departments to ensure good communication and
event logistical support.

Utilize, manage, and coordinate community volunteers.

Ensure deliverables are on time, on budget and meet City expectations.
Report/Update verbally and in writing, as requested, to the City Administrator on
events.

Submit written final reports to the City Administrator timely and accurately as
outlined in the contract.
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ATTACHMENT B

City of St. Helens, Oregon
Special Event Coordination and Management Services
Insurance Requirements

Contractor and its subcontractors shall maintain insurance acceptable to the City in full
force and effect throughout the term of this contract.

Itis agreed that any insurance maintained by the City shall apply in excess of, and not
contribute towards, insurance provided by the Contractor. The policy or policies of
insurance maintained by Contractor and its subcontractors shall provide at least the
following limits and coverage:

General Liability Insurance with a coverage minimum of $1,000,000.

Automobile liability insurance

Workers’ Compensation insurance must be evidenced by a certificate from the
insurer. The certificate need not name the City as additional insured but must list
the City as a certificate holder and provide thirty (30) day notice of cancellation to
the City.

Certificates of Insurance shall be forwarded to the City Administrator. Contractor agrees to
deposit with the City, at the time the executed Contract is returned, Certificates of
Insurance and Binders of Insurance if the policy is new or has expired, sufficient to satisfy
the City that the insurance provisions of this contract have been complied with and to keep
such insurance in effect and the certificates and/or binders thereof on deposit with the
City during the entire term of this contract. Such certificates and/or binders must be
delivered prior to commencement of the work. The procuring of such required insurance
shall not be construed to limit Contractor’s liability hereunder. Notwithstanding said
insurance, Contractor shall be obligated for the total amount of any damage, injury, or loss
caused by negligence or neglect connected with this contract.
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ATTACHMENT C

City of St. Helens, Oregon
Special Event Coordination and Management Services
Terms of Compensation

City agrees to pay contractor $120,000 (One Hundred Twenty Thousand Dollars) per year,
paid in twelve monthly installments for and in consideration of the faithful performance of
the services. Any reimbursable approved expenses shall be billed at cost without markup.
The monthly installment shall be billed to the City through an invoice to the Finance
Department for payment after approved signature from the City Administrator.

At the end of each calendar year, the City will review revenue and expenditures within the
tourism account. After accounting for all events in the calendar year, the City will
determine the net revenue of the tourism program after all expenditures for the calendar
year are accounted for. To encourage growth and advancement of the tourism program in
St. Helens, Contractor shall be entitled to an incentive payment of five (5%) of the net
revenue generated by the Events.
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