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REQUEST FOR PROPOSAL #3544
AUDIO AND VIDEO TAPING SERVICES
Due: October 10, 2005, 3:00 PM Pacific Local Time

The City of Shoreline is seeking proposals (RFP) from firms or individuals to
perform set-up, tear down and operation of video and audio taping
equipment for City Council meetings and other City meetlngs and events to
begin January 1, 2006.

Statement of Work

Video tape City Council Meetings: Set-up, tear down and operate
audio/video equipment to record City Council regular meetings and
workshops. Council meetings and workshops are held on Monday nights at
the Shoreline Conference Center, 18560 First Ave. NE., Shoreline, WA. City
Council workshops start at 6:30 p.m. on the first and third Mondays of each
month. Regular meetings start at 7:30 p.m. on the second and fourth
Mondays. Meeting times are subject to change.

The selected individual or firm will provide a seven-camera live switched
video program, including titles, for each meeting. The number of cameras
has been increased from three to seven to provide enhanced coverage during
Council meetings. Appropriate equipment will be used to produce one DVD
for cable broadcasting and two video cassette tapes for in-house use per
meeting.

Audiotape of Council of Neighborhoods Meetings: Selected individual or firm
will set-up and tear down audio equipment to record Council of
Neighborhoods (CON) meetings. CON meetings are held on the first
Wednesday of each month (except July, August and December) at 7:00 p.m.
in the Shoreline Conference Center. 18560 First Ave. NE. Shoreline, WA.

On call work: Occasionally the City will require video taping and audio
recording services for other meetings and special events as may be
determined by the Community and the City’s Intergovernmental Relations
Office. The selected individual or firm shall guarantee that an operator for the
set-up, taping and tear down of the City’s self-contained audio system will be
available as needed upon one week’s advance notice.

Equipment provided by City: The City provides one AG 456 Panasonic
camera. The audio equipment is a Mackie CR 1604 mixer with 12
microphones and a wireless mike which feeds into a 4-channel Lanier
cassette deck. Should the City’s video camera be unavailable for use, the




selected individual or firm will provide rental of company equipment. The
rental rate will be commensurate with industry standards.

The selection of an individual or firm and all contractual agreements made in
association with these services will be subject to the provisions of all
applicable laws and ordinances regarding affirmative action, equal
employment opportunity, disabilities and utilization of women’s business
enterprises (WBE’s) and minority business enterprises (MBE’s).

Term

The first term of this contract shall run for one year. The contract may be
renewed up to four (4) additional terms in one-year increments for a total
possible life of five terms (5 years). The City retains the sole option to offer
to renew the contract for an additional term. If the City intends to offer a
renewal for an additional term the notice shall be sent approximately sixty
(60) calendar days prior to the end of the current term. A renewal is
contingent upon acceptance of the offer by both Parties. Award of a contract
is no guarantee that all terms will be awarded.

Submittal Requirements

e Proposals shall be limited to 15 single-spaced, double-sided (one side
equals one page) typewritten pages (except as noted below)
addressing the following items:

Cover letter of interest, signed and dated
¢ Qualifications

1. Background, proven experience and expertise in providing the
required services

2. List of all similar contracts in Washington State within the last
five (5) years, including contact name, title and phone number.
The City will contact at least two for reference check.

3. Ability to comply with the Americans with Disabilities Act, Equal
Employment Opportunity, and any other applicable County,
State or Federal laws.

e Method and approach demonstrating the individual or firm, including
support staff, to meet the deadlines of providing services to meet the
City’s objectives, including an operator for on-call work and the
individual(s) in charge of contractual arrangements or managing the
contract.

e Specify equipment to be used to interface with the City’s equipment to
meet the City’s requirements.

e Resumes for the individual(s), including support staff, to be assigned
to complete the required services (no page limit on resume pages).

e Submit one copy of a video tape filmed under the conditions matching
the City’s criteria and conditions.

e Cost - an hourly fee for which the individual or firm agrees to perform
the duties outlined in this RFP.



One unbound original and three copies of the RFP shall be submitted to the
City of Shoreline, City Clerk’s Office, 17544 Midvale Avenue North, Suite 100,
Shoreline, WA 98133-4921. The deadline for proposals by interested parties
is October 10, 2005 by 3:00 PM, Pacific local time. Proposals received after
this time will not be accepted for consideration.

Respondents assume the risk of the method of dispatch chosen. The City
assumes ho responsibility for delays cause by any delivery service.
Postmarking by the due date will not substitute for actual receipt of proposal.
Proposals shall not be delivered by facsimile transmission or other
telecommunication or electronic means.

Questions

If questions arise about any aspect of the Request for Proposal that require
clarification or interpretation, applicants may make a written request to the
City Clerk. All written correspondence must be addressed to:

Questions for RFQ # 3544

Attn: City Clerk

Fax No. (206) 546-1524

Email at spassey@ci.shoreline.wa.us

Questions via phone will not be accepted. Unless authorized by the City
Clerk, no other City official or employee can speak for the City regarding this
Request for Proposal. The City is not bound by information, clarification, or
interpretations from other City officials or employees. Consultants should not
contact City officials or employees, other than the City Clerk or designee.
Failure to observe this requirement may be grounds for rejection of the
submittal.

An official written answer will be provided to all questions received by 2:00
PM (Pacific local time) on October 4, 2005. Written questions received after
the deadline may not be considered. Responses to individual questions will
be made available to all respondents, via email and be posted on the City of
Shoreline’s website at www.cityofshoreline.com on or before 2:00 PM (Pacific
local time) on October 6, 2005. The due date for receipt of proposals is 3:00
PM (Pacific local time), October 10, 2005.

Interested candidates may submit inquires prior to the submittal deadline.
Following the submittal deadline, the City will not receive any additional
requests, inquiries or information from any interested party. The only
request that the City will accept shall be information regarding the
anticipated award date and/or the list of individuals/companies that
submitted. Attempts after the bid submittal deadline, to provide further
information or inquiries beyond the specified facts, may be grounds for
rejection of a submittal.



Evaluation Criteria

e Proposals will be evaluated using the following criteria:
Experience in performing the type of work requested
Completeness and qualify of the response to this RFP
Organization and demonstrated ability to perform the work requested
within the established schedule
Method and approach to providing the requested services
Experience of key personnel assigned to this contract
Previous experience of similar projects
Quality of work product based on video tape submitted
References
Cost to perform requested work

The City’s Evaluation Team will use the following criteria to evaluate each
RFP.

Criteria Points
Related experience 0-20
Quality of RFP response 0-10
Method and Approach 0-10
Expertise of key staff 0-20
Previous experience on similar projects 0-10
References 0-20
Cost 0-10
Maximum Points 100

The proposal package will be the basis on which interested candidates will be
selected. At the City’s option following the Evaluation Team’s review of
Proposals, selected individuals or firms may be invited to make oral
presentations before the City’s Evaluation Panel. The City’s representative
will provide additional details outlining the schedule and preferred content of
such oral presentation. Upon completion of the evaluation, the City’s
Evaluation Panel will determine the most qualified firm based on all materials
and information presented. The City will then begin the negotiations for an
agreement with the selected individual or firm.

Any firm failing to submit information in accordance with the procedures set
forth in the Request for Proposal may be considered non-responsive and may
‘be subject to disqualification. The City reserves the right to change the
proposal schedule or issue amendments to the RFP at any time. The City

also reserves the right to cancel or reissue the proposal. The City reserves
the right, at its sole discretion, to waive immaterial irregularities contained in
the Proposal materials. The City reserves the right to refrain from

contracting with any respondent. Individuals or firms eliminated from further
consideration will be notified by mail by the City as soon as practical.



Schedule for Selection

RFP Released

Deadline for Receipt of Written Inquires

Written Responses Distributed

Proposal Due Date

In-house screening and short listing of candidates
Interview for short listed candidates

Recommend finalist selected

Negotiate and finalize proposal contract

City Council review/approval of contract

End of RFP Document

9/19/2005
10/4/2005
10/6/2005
10/10/2005
10/19/2005
Weeks of 10/24 and 10/31
11/4/2005
11/10/2005
11/28/2005
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Contract No.

Brief Description:

CITY OF SHORELINE
AGREEMENT FOR SERVICES

This Agreement is entered into by and between the City of Shoreline, Washington, a municipal
corporation hereinafter referred to as the “CITY,” and , hereinafter referred to as the
“CONSULTANT.”

WHEREAS, the City desires to retain the services of a consultant to and

WHEREAS, the City has selected to perform the above-mentioned services;

NOW, THEREFORE, in consideration of the mutual promises and covenants contained herein, it is
mutually agreed as follows:

1. Scope of Services to be Performed by the Consultant.
The Consultant shall perform the services outlined in Exhibit A. In performing these services, the
Consultant shall at all times comply with all federal, state and local statutes, rules and ordinances
applicable to the performance of such services. In addition, these services and all duties incidental or
necessary therefore, shall be performed diligently and completely and in accordance with professional
standards of conduct and performance.

2. Compensation.

A. Services will be paid at the rate set forth in Exhibit A, not to exceed a maximum of $ ,
including all fees and reimbursable expenses. '

B. The City shall pay the Consultant for services rendered after receipt of a billing voucher in the
form set forth on Exhibit B. NO PAYMENT WILL BE ISSUED WITHOUT A BILLING
VOUCHER. Payments will be processed within 30 (thirty) days from receipt of billing voucher.
The Consultant shall be paid for services rendered but, in no case shall the total amount to be paid
exceed the amount(s) noted in the Exhibit(s) and approved by the City. The Consultant shall
complete and return Exhibit C, Taxpayer Identification Number, to the City prior to or along with
the first billing voucher. No payment will be issued without a Taxpayer Identification Number on
file. Mail all billing vouchers to: City of Shoreline, Attention Accounts Payable, 17544 Midvale
Avenue North, Shoreline, Washington 98133-4921.

3. Term and Time of Completion.

A. The term of this Agreement shall commence and ends at midnight on the __day of __ |,
20 . .

B. The work, as described in Exhibit A, will be scheduled for completion by no later than the
dayof _ ,20 .

4. Termination.

A. The City reserves the right to terminate or suspend this Agreement at any time, with or without
cause by giving fourteen (14) days notice to Consultant in writing. In the event of such
termination or suspension, all finished or unfinished documents, data, studies, worksheets,
models and reports, or other material prepared by the Consultant pursuant to this Agreement
shall be submitted to the City.

Document in Microsoft Internet Explorer 1 Source: K:/Common/Forms/Templates/Contracts 03/05/2003



B. In the event this Agreement is terminated by the City, the Consultant shall be entitled to payment
for all hours worked and reimbursable expenses incurred to the effective date of termination, less
all payments previously made. This provision shall not prevent the City from seeking any legal
remedies it may have for the violation or nonperformance of any of the provisions of this
Agreement and any such charges due the City shall be deducted from the final payment due the
Consultant. No payment shall be made by the City for any expenses incurred or work done
following the effective date of termination unless authorized in advance in writing by the City.

C. The Consultant reserves the right to terminate this Agreement with not less than sixty (60) days
written notice, or in the event outstanding invoices are not paid within 60 days.

D. If the Consultant is unavailable to perform the scope of services, the City may, at its option,
cancel this Agreement immediately.

5. Ownership of Documents.

A. All documents, data, drawings, specifications, software applications and other products or
materials produced by the Consultant in connection with the services rendered under this
Agreement shall be the property of the City whether the project for which they are made is
executed or not. All such documents, products and materials shall be forwarded to the City at its
request and may be used by the City as it sees fit. The City agrees that if the documents, products
and materials prepared by the Consultant are used for purposes other than those intended by the
Agreement, the City does so at its sole risk and agrees to hold the Consultant harmless for such
use. All or portions of materials, products and documents produced under this Agreement may be
used by the Consultant upon confirmation from the City that they are subject to disclosure under
the Public Disclosure Act.

B. All services performed under this Agreement will be conducted solely for the benefit of the City
and will not be used for any other purpose without written consent of the City. Any information
relating to the services will not be released without the written permission of the City.

C. The Consultant shall preserve the confidentiality of all City documents and data accessed for use
in Consultant’s work product.

6. Independent Contractor Relationship.

A. The consultant is retained by the City only for the purposes and to the extent set forth in this
Agreement. The nature of the relationship between the Consultant and the City during the period
of the services shall be that of an independent contractor, not employee. The Consultant, not the
City, shall have the power to control and direct the details, manner or means of services.
Specifically, but not by means of limitation, the Consultant shall have no obligation to work any
particular hours or particular schedule and shall retain the right to designate the means of
performing the services covered by this Agreement, and the Consultant shall be entitled to
employ other workers at such compensation and on such other conditions as it may deem proper,
provided, however, that any contract so made by the Consultant is to be paid by it alone, and that
employing such workers, it is acting individually and not as an agent for the City.

B. The City shall not be responsible for withholding or otherwise deducting federal income tax or
Social Security or contributing to the State Industrial Insurance Program, or otherwise assuming
the duties of an employer with respect to Consultant or any employee of the Consultant.

7. Hold Harmless.
The Consultant shall defend, indemnify, and hold the City and its officers, agents, employees and
volunteers harmless from all costs, claims or liabilities of any nature including attorneys’ fees, costs
and expenses for or on account of injuries or damages sustained by any persons or property resulting
from the acts, errors, or omissions of the Consultant, its agents or employees in the performance of
this Agreement, except for injuries and damages caused by the sole negligence of the City.
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8.
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10.

11.

12.

Insurance. : '
Consultant shall obtain insurance of the types described below during the term of this agreement and
extensions or renewals. These policies are to contain, or be endorsed to contain, provisions that 1)
City shall be an additional insured and Consultant’s insurance coverage shall be primary insurance
with insurance or insurance pool coverage maintained by the City as excess of the Consultant’s
insurance (except for professional liability insurance); and 2) Consultant’s insurance coverage shall
not be cancelled, except after thirty (30) days prior written notice to the City.

A. Professional Liability insurance appropriate to Consultant’s profession with limits of liability not
less than $1,000,000 per claim and $1,000,000 policy aggregate limit.
If initialed, above insurance requirement is waived.

City Attorney

B. Commercial General Liability insurance covering premises, operations, independent contractors
liability and damages for personal injury and property damage with combined single limits not
less than $1,000,000. The City shall be named as an additional insured on this policy. The
Agency shall submit to the City a copy of the insurance policy declaration page as evidence of
insurance coverage acceptable to the City.

If initialed, above insurance requirement is waived.

City Attorney

C. Automobile Liability insurance with combined single limits of liability not less than $1,000,000
for bodily injury, including personal injury or death and property damage.
If initialed, above insurance requirement is waived.

City Attorney

Delays.

Consultant is not responsible for delays caused by factors beyond the Consultant’s reasonable control.
When such delays beyond the Consultant’s reasonable control occur, the City agrees the Consultant is
not responsible for damages, nor shall the Consultant be deemed to be in default of the Agreement.

Successors and Assigns.
Neither the City nor the Consultant shall assign, transfer or encumber any rights, duties or interests
accruing from this Agreement without the written consent of the other. '

Nondiscrimination.

In hiring or employment made possible or resulting from this Agreement, there shall be no unlawful
discrimination against any employee or applicant for employment because of sex, age, race, color,
creed, national origin, marital status or the presence of any sensory, mental, or physical handicap,
unless based upon a bona fide occupational qualification. This requirement shall apply to but not be
limited to the following: employment, advertising, layoff or termination, rates of pay or other forms
of compensation, and selection for training, including apprenticeship. No person shall be denied or
subjected to discrimination in receipt or the benefit of any services or activities made. possible by or
resulting from this Agreement on the grounds of sex, race, color, creed, national origin, age except
minimum age and retirement provisions, marital status, or in the presence of any sensory, mental or
physical handicap.

Notices.

Any notice required under this Agreement will be in writing, addressed to the appropriate party at the
address which appears below (as modified in writing from time to time by such party), and given
personally, by registered or certified mail, return receipt requested, by facsimile or by a nationally
recognized overnight courier service. All notices shall be effective upon the date of receipt.
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13.

14.

15.

16.

City Manager Consultant Name:

City of Shoreline Name of Firm:
17544 Midvale Avenue N. Address:
Shoreline, WA 98133-4921 Address:

(206) 546-1700 Phone Number:

Governing Law and Venue. »

This Agreement shall be construed and enforced in accordance with the laws of the State of
Washington. Venue of any suit between the parties arising out of this Agreement shall be King
County Superior Court. '

General Administration and Management.
The City’s contract manager shall be (name and title):

Severability.

Any provision or part of the Agreement held to be void or unenforceable under any law or regulation
shall be deemed stricken and all remaining provisions shall continue to be valid and binding upon the
City and the Consultant, who agree that the Agreement shall be reformed to replace such stricken
provision or part thereof with a valid and enforceable provision that comes as close as possible to
expressing the intention of the stricken provision.

Entire Agreement.

This agreement contains the entire Agreement between the parties hereto and no other agreements,
oral or otherwise, regarding the subject matter of this agreement, shall be deemed to exist or bind any
of the parties hereto. Either party may request changes in the agreement. Proposed changes which
are mutually agreed upon shall be incorporated by written amendment to this agreement.

This agreement is executed by

CITY OF SHORELINE CONSULTANT
By: By:

Name: Name:

Title: Title:

Date: Date:

Approved as to form:

By:

Flannary P. Collins
Assistant City Attorney

Attachments: Exhibits A, B, C
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EXHIBIT B

CITY OF SHORELINE
BILLING VOUCHER ,
17544 Midvale Ave., N. Shoreline, WA 98133 € (206) 546-1700 @ Fax (206) 546-2200
Contract No.
Firm Name:
Mailing Address:
Invoice No.: Invoice Date:
Amount of Invoice $
Contract Expiration Date:: Current Invoice Period:

Description of services performed this period, attach a separate sheet if necessary (if applicable, submit a
separate voucher for each program which is funded by your City of Shoreline contract):

BUDGET SUMMARY:

Total Contract Amount, $
(including amendments)

Previously Billed $

Current Invoice Request

Total Payments Requested to date $
Contract Balance Remaining $

Payments will be processed within thirty (30) days from receipt of approved billing voucher.

Consultant Signature

For Departhzent Use Only

Approved for Payment:

Date:

City of Shoreline
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EXHIBIT C
CITY OF SHORELINE
17544 Midvale Ave., N., Shoreline, WA 98133
(206) 546-1700 # Fax (206) 546-7870

TAX IDENTIFICATION NUMBER

In order for you to receive reimbursement from the City of Shoreline, we must have either a Tax
Identification Number or a Social Security Number. The Internal Revenue Code requires a Form
1099 for payments to every person or organization other than a corporation for services
performed in the course of trade or business. Further, the law requires us to withhold 20% on
reportable amounts paid to unincorporated persons who have not supplied us with their correct
Tax Identification Number or Social Security Number.

Please complete the following information request form and return it to the City of Shoreline
before or along with the submittal of the first billing voucher.

Please check the appropriate category:

Corporation ____ Partnership ___ Government Agency
Individual/Proprietor ___ Other (please explain)
Tw™w# - |
ss# -
Print Name:
Print Title:

Business Name:

Business Address:

Business Phone:

Date Authorized Signature (required)
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