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On July 16, 2018, the West Hollywood City Council adopted the City’s Transportation 
Demand Management (TDM) Ordinance, defined in the West Hollywood Municipal 
Code (WHMC), Section 10.16. The City of West Hollywood is now seeking a consultant 
team to lead the City’s efforts in the Ordinance implementation through planning, 
outreach, and administering of a Transportation Management Organization (TMO 
program). 
 
 
We are seeking a qualified consultant who share our vision and will develop the 
implementation strategy to provide a high level of expertise and reliability to ensure the 
initial roll-out of the Ordinance is integrated as seamlessly as possible into the City’s 
regular operations. 
 
 
The consultant team will work with the City to create a critical public outreach strategy, 
identify and disseminate information regarding program eligibility and requirements, and 
establish ongoing outreach to implement the Ordinance to new and existing (non-
compliant) parties. This program will include engagement and frequent interaction with 
City staff, the West Hollywood development community, and West Hollywood business 
community. Previous experience with all three groups will be essential to the success of 
this Ordinance implementation.  
 

 
Thank you in advance for your interest and submissions. All questions and any 
correspondences regarding this Request for Proposal (RFP) shall be communicated via 
PlanetBids. 
 
 
 
Bob Cheung 
Senior Transportation Planner 
 
Paige Portwood 
Associate Planner 
 
Long Range Planning Division  
Community Development Department  
City of West Hollywood 
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West Hollywood 
The City of West Hollywood is located in urban Los Angeles County, with Beverly Hills to the west, 
Hollywood to the east, the Hollywood Hills to the north, and the Fairfax District to the south. It is 1.9 
square miles in size and home to approximately 35,000 residents with around 22,511 residential 
units. Often termed “The Creative City,” West Hollywood includes national destinations and 
landmarks such as the Sunset Strip, the West Hollywood Design District, the Pacific Design Center, 
and an LGBTQ cultural district.  

West Hollywood is known for its progressive public policies and sensitivity to LGBTQ, civil rights, and 
human rights issues. The City also administers extensive support for its seniors, youth, constituents, 
including housed and unhoused 
community members, through its 
robust social services programs. And 
the provision of stable housing through 
rent stabilization is a core value. 
Additionally, the City has a substantial 
capital improvements plan to ensure 
roads and sidewalks are safe and 
clean and to maintain public facilities 
such as parks, recreation centers, 
public parking, the library, and City 
Hall. 

The City operates as a “contract city,” 
using private firms and other 
governmental agencies to provide 
some of the traditional municipal services to the community. The City provides general governmental 
services, such as planning, public works, rent stabilization, parking, and recreation services. The 
County of Los Angeles provides library services and fire services, independent of the City. Law 
enforcement services are provided by contract with the Los Angeles County Sheriff’s Department and 
are administered by the City’s Public Safety Department. 

BACKGROUND 
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Mobility & Transportation 
The City of West Hollywood is a dense community making the traditional approach of adding vehicle 
capacity (i.e., widening roadways) infeasible. To meet the mobility demands of an ever increasing 
population and achieve the City's Climate Action Goals, West Hollywood is determined to improve 
and support alternative modes of transportation. At the same time, the City strives to protect the 
mobility of disadvantaged groups, including seniors, the disabled, women, and children. Plans, 
policies, and active projects that guide or are implementing these goals include: 

• The General Plan's Mobility Element 

• Transportation Demand Management (TDM) Ordinance (2018) 

• Pedestrian + Bike Mobility Plan 

• The Willoughby, Vista, Gardner Greenway Project 

• Climate Action and Adaption Plan 

• Bike Lane Feasibility Study for Fountain Avenue 

• Bike Lane Feasibility Study for Santa Monica Blvd (E. of Kings Road) 

City Staff 
The Mobility and Transportation team is structured within the Long Range Planning Division under 
the Community Development Department. The team is led by the Long Range Planning Manager, 
Francisco J. Contreras, Senior Transportation Planner, Bob Cheung and Senior Planner, David Fenn. 
Support staff includes Associate Planner, Paige Portwood. 

For this program, the Senior Transportation Planner will serve as the project manager, provide 
program oversight, and be the liaison to City Management, the City Council and other stakeholders 
as needed. The associate planner will be the primary liaison between the consultant and City staff, 
commissions, boards, stakeholders and community members. They will provide day-to-day 
assistance, communicate and meet with the consultant frequently, coordinate program logistics, and 
other operational and administrative tasks as needed. 

BACKGROUND 
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Overview 
The City of West Hollywood ratified its Transportation Demand Management (TDM) Ordinance in 
2018. Due to the staff time required to manage, monitor, and enforce the TDM Ordinance, the City’s 
enactment of the Ordinance has been on hold. However, West Hollywood is now interested in and 
has the capacity to establish a formal Transportation Management Organization (TMO) in 
collaboration with a consultant team.  

The Transportation Demand Management Ordinance applies to: 

• Commercial or mixed us new structure development, remodels or additions of 5,000 square 
feet or more, 

• Residential new development of ten or more dwelling units, 

• All employers with ten or more employees (new and existing). 

The Ordinance requires these properties to implement a TDM Marketing Plan and conduct an annual 
Average Vehicle Ridership (AVR) survey to determine the number of vehicles arriving on site 
compared to the number of people. Commercial, mixed use, and residential properties that are 
subject to the Ordinance must also submit a TDM Plan complete with a set number of TDM strategies 
and must submit an Annual Report to the City. 

Next Steps 
The City is seeking a consultant to support the implementation of its TDM legislation. More details are 
included in the Scope of Work section but, City staff envisions the ideal consultant will be able to: 
 

 
      

Identify 

necessary data and 
information needed to 
manage the program.  

Develop 

communication, 
information sharing, and 

outreach strategies.  

Monitor & Support 

the program for 
compliance and reporting 

progress. 

PROJECT DESCRIPTION 
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SCOPE OF WORK 
 

Task 1 Project Goals and Objectives 
The consultant will meet with staff to discuss project goals and objectives, confirm the project 
schedule and identify existing documents, data, and other policies or initiatives that may be relevant 
to the program. 

Deliverables: Project Kickoff Meeting, Project Timeline, Work Plan 

Task 2 Outreach Plan and Conduct Initial 
Outreach 
The consultant will develop an extensive and comprehensive Outreach Plan for existing and new 
developments, properties or businesses that meet the requirements of the TDM Ordinance. The 
Outreach Plan will likely be completed in phases and include printed and digital information for 
distribution. It may also include attending and/or facilitating focus groups, one-on-one conversations 
and other stakeholder meetings as needed. The Outreach Plan will also likely need to outline specific 
strategies to target specific eligible properties or businesses (new vs. existing, commercial vs 
residential vs employers, etc.). 

The consultant may determine other appropriate divisions, external organizations or stakeholders 
who may also need to be involved in the development of the outreach strategies. 

Deliverable: Outreach Plan 

Task 3 Develop Monitoring Plan 
The consultant will set a clear plan for monitoring compliance of the TDM Ordinance. For example, 
the plan should answer the following questions: 

• How can the TMO be made aware when new sites trigger TDM Ordinance compliance? 

• When and how must the required sites report to the City? 

• What type of communication should the City provide leading up to a site’s compliance date? 

• How Should the TMO keep track of who is or is not in compliance? 

• What type of communication should the City provide for non-responsive sites? 

• What are the consequences for non-compliant sites, who administers these consequences, 
and at what point should they be administered? 
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SCOPE OF WORK 

The City has some tools available to provide for easy aggregation of data submitted by developer 
sites. The consultant should make use of these tools and other data to create an annual report 
template to allow for consistent monitoring of progress towards environmental goals. 

Deliverable: Monitoring Plan 

Task 4 Ongoing Monitoring, Support & 
Reporting 
The ideal consultant would operate and manage the TMO after developing and initiating Tasks 2  
and 3. This structure will facilitate a smoother implementation of the Ordinance because the 
consultant will already have access to necessary data and a thorough understanding of the 
Ordinance. It will also reduce confusion among stakeholders that may arise upon implementation of 
the Plan(s) and allows a fluid and quicker transition from development to actualization.  

The city is seeking a consultant to offer individualized guidance and public-facing support to 
implement the TDM Ordinance on an ongoing basis (up to 3 years, with an option to renew). 

Ongoing tasks may include: 

• Outreach to new sites/sites with turnover, 

• Develop and administer monthly trainings for site coordinators, 

• Monitor ordinance compliance and related communication, 

• Plan for future monitoring needs. 

Furthermore, the consultant will not only be involved to ensure compliance but will also support the 
improvement of the TDM programs and increase Average Vehicle Ridership and decrease Vehicle 
Miles Traveled. 

Other required areas of support from the consultant may include: 

• Site coordinating counseling – increase survey response rates, identify TDM programs for 
sites, and encourage the use of strategies, 

• On-site events – site visits to discuss transportation options and TDM strategies with tenants 
and employees, 

• Demonstration events – hosted events for site coordinators to learn about their transportation 
options, 

• Educational material development 
• Branding and web presence 
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PROPOSED RFP SCHEDULE 
 

Timeline 
The schedule for the requested scope of work is 24 months (2 years) following the contract start date, 
with an option to renew. 

Important Dates 
Dates Following the Project Kickoff are Subject to Change 

Date Deliverables 

September 7, 2023 RFP issued by the City 

September 21, 2023 Questions due on PlanetBids by 5:00 p.m. PT 

September 26, 2023 City posts responses to questions by 5:00 p.m. PT 

October 6, 2023 Proposals are due on PlanetBids by 5:00 p.m. PT 

October 16, 2023 City completes screening process and evaluation of proposals.  
City emails applicants to schedule interviews, if needed. 

October 31, 2023 City selects Project Team and initiates contract agreement 
process 

January/February 2024 Anticipated Project Start 
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SUBMITTAL INSTRUCTIONS 

PLANETBIDS 
This RFP will be fully administered through 
the PlanetBids Bid Management System 
(PlanetBids). The team shall submit one (1) 
digital copy of their Proposal on PlanetBids. 
This is considered the Team’s “Response 
File” in the PlanetBids system. Proposals 
received after this time and date shall not be 
accepted. No oral, telephonic, faxed, 
emailed, or telegraphic proposals or 
modifications of proposals shall be 
considered. The team is solely responsible 
for submitting an electronic proposal 
Response File via PlanetBids through the 
following link: 
 
<Enter Link> 

The City will only consider proposals that have been transmitted successfully and have been issued 
an e-bid confirmation number with a timestamp from the PlanetBids system indicating that the 
Proposal was submitted successfully. The team shall be solely responsible for informing itself with 
respect to the proper utilization of the bid management system, ensuring the capability of their 
computer system to upload the required documents, and the stability of their internet service. Failure 
of the team to successfully submit an electronic proposal shall be at the team’s sole risk and no relief 
will be given for late and/or improperly submitted proposals. Teams experiencing any technical 
difficulties with the proposal submission process may contact PlanetBids at (818) 992-1771. Neither 
the City, nor PlanetBids, makes any guarantee as to the timely availability of assistance, or assurance 
that any given problem will be resolved by the deadline. 

  

DEADLINE 
 
October 6, 2023 
By 5:00 p.m. 
 

PlanetBids Link Click Here 
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PAGE LIMIT  
Proposals must be clear, succinct, and not exceed 20 pages, excluding optional communications 
materials. All submittals will be evaluated on the completeness and quality of the content. Only those 
teams providing complete information as required will be considered for evaluation.   

PROPOSAL CONTENTS 
All proposals must be submitted prior to the deadline of October 6, 2023 by 5:00 p.m. PT and must 
include all of the elements listed below in order to be considered for an interview. 

COVER LETTER 

The Cover Letter should be a component of the introduction to your proposal formatted on the team’s 
letterhead. It must be signed by a legal representative of the team responsible official in your 
organization certifying the accuracy of all the information in your proposal. It should also state the 
name of the person(s) authorized to represent the team in any negotiations, person(s) authorized to 
sign any contract that may result, mailing or street addresses, phone and email addresses. It should 
include a brief statement of the team’s understanding of the needs of the City and may also briefly set 
forth any particular information the team wishes to bring to the City’s attention. 

EXECUTIVE SUMMARY 

The Executive Summary should be limited to a brief narrative highlighting the company’s proposal. 
The summary should contain as little technical jargon possible and should be oriented toward 
nontechnical personnel. Please include any benefits your team has over competitors. 

COMPANY BACKGROUND 

The proposal must include the following statements or answers to the following: 
• Name of company 
• Name of parent company 
• Company website address 
• Number of years in business 
• How many employees are in your company? 
• How many employees are available to work on this project? 
• Qualifications of Consulting Team 

Company’s relevant experience in providing comparable services. 
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STATEMENT OF UNDERSTANDING 

Please include a statement of understanding that elaborates on the program scope and represents 
the company’s knowledge of the functions, methods, and obstacles related to the City of West 
Hollywood and this project specifically. 

PROPOSED SERVICES 

Propose and describe in detail the services that will be provided as requested in the Scope of Work. 

PROPOSED SCHEDULE & BUDGET 

Please provide a list of milestones and deliverables associated with a task or phase of the scope of 
work over the course of the project. Please also provide a budget for the first year and ongoing costs 
for two (2) years of implementation. 

PROPOSED FEE 

Propose and describe in detail the fee structure per task corresponding to the related professional 
services (Exhibit A). 

REFERENCES 

Include up to three references of the most relevant projects completed by the company of equivalent 
size or larger and similar complexity to this project. Please include the following information for each 
reference: 

• Contact Name and Title 
• Address, Phone Number and Email Address 
• Location/Jurisdiction 
• Project Name 
• Project Description 
• Project Dates 
• Project Contract Value (initial and current or ending value) 

OTHER DISCLOSURES 

Please also disclose the following information, if applicable: 

• Terminated Contracts: Provide the name, location and dates of any contracts that have been 
terminated prior to the expiration date within the last five years. 

• Pending Litigation: Provide a statement of whether the company is involved in any current or 
pending litigation. If so, provide the name of the lawsuit, the court, the case number and brief 
description of the company’s course of action. 
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• Financial Stability: Provide a statement of income, a balance sheet, and statement of changes 
in financial position. The financial statements should be as of the period ending on the last day 
of your most completed fiscal year or the preceding year. All financial information should be 
marked Confidential. 

CONTRACT AND INSURANCE/INDEMNIFICATION  

Agree to contract and insurance/ indemnification standards.  The requirements are attached as an 
appendix.  Please provide any changes within your proposal.  No changes will be allowed after.  

COMMUNICTAION MATERIALS (OPTIONAL) 

Proposals may include, if desired, communication or marketing materials such as newsletters, 
brochures, posters and websites to review products, tools or services available as a part of the 
proposal package. These materials will not count towards the proposal page limit.  
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PROPOSAL REVIEW PROCESS 

The RFP Review Team is comprised of staff from the Planning and Development Services 
Department and the Department of Public Works. For the purpose of scoring, the RFP Review Team 
will evaluate the proposals based upon the Evaluation Criteria. The team may seek outside expertise 
including but not limited to technical advisors. 

The firms with proposals deemed responsive may be invited to a meeting to provide additional 
clarification on the content of their proposal. The City reserves the right to invite all the 

PROPOSERS for an oral clarification OR up to three (3) of the top ranked firms, based on the 

initial written proposal review. The meeting will not alter the selection criteria but will be used to clarify 
the content of the proposal. 

EVALUATIVE CRITERIA 

CONSULTANT INFORMATION 15 

Company Background  
References  

PROJECT TEAM EXPERIENCE 25 

Qualifications of Team  
Relevant Experience and Projects  

PROJECT PLAN & APPROACH 40 

Project Understanding and Industry Knowledge  
Project Schedule  
Project Services  
Project Deliverables  

PROGRAM FEE 20 

POSSIBLE POINTS 100 
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ADDITIONAL INFORMATION 

Inclusion of Proposal 

The proposal submitted in response to this RFP may be incorporated as part of the final contract with 
the selected Proposer. 

Right to Purchase From Any Source 
The City reserves the right to purchase from any source or sources any desired products or 
services relating to this proposal. 

Proposal Validity Period 

Submission of a proposal will signify the vendor’s agreement that the proposal is valid for 120 days 
from the Proposal Due Date. 

Firm Prices 
It is the City's policy to obtain goods and services of the highest quality for the lowest cost from 
the most qualified vendor. Prices quoted by Proposers shall be firm prices and not subject to 
increase during the term of any contractual agreement arising between the City and Consultant 
as a result of said proposal. Proposers are to stipulate the expiration date of their quoted proposal. 

Withdrawal of Proposals 

Proposals may be withdrawn any time before the Proposal Due Date provided notification is received 
in writing. Proposals cannot be changed or withdrawn after the Proposal Due Date. 

Cancellation 

The City of West Hollywood reserves the right to modify, revise or cancel this RFP. Receipt and 
evaluation of proposals do not obligate the City to award a contract. 

Acceptance and Rejection of Proposals 

The City may reject any or all responses. The City reserves the right to reject any and all proposals 
when such rejection is in the best interest of the City if the proposal contains major irregularities. 
Minor irregularities of the proposal may be waived by the City. They City also reserves the right to 
cancel this RFP at any time and/or to solicit and re-advertise for other proposals. The cost of 
preparing any responses to the RFP shall be borne by the respondents and shall not be reimbursed 
by the City. After reviewing the responses, one team will be selected to participate in the project and 
will be required to enter into an Agreement for Services with the City (See Attachment A). The City 
reserves the right to negotiate changes to the terms contained in the proposal with the selected 
proposer, including changes to the cost. 



 
 

City of West Hollywood  

 

Universal Access and Non-Discrimination 

The City of West Hollywood has a long history of commitment to providing accessible programs and 
services to all citizens. In connection with the performance of this project, the selected team agrees 
not to refuse to hire, discharge, promoter demote, or to discriminate in matters of compensation 
against any person otherwise qualified solely because of race, color, religion, national origin, gender, 
gender variance, age, military status, sexual orientation, marital status, or physical or mental 
disability; and the team further agrees to insert the foregoing provision in all subcontracts for the 
project. 

Verification of Information 

Teams are hereby notified that the City will rely on accuracy and completeness of all information 
provided in making its selection. Teams are urged to carefully review all information provided to 
ensure clarity, accuracy, and completeness of such information. As the City deems necessary and 
appropriate in its sole discretion, the City reserves the right to make any inquiries, or another follow-
up required to verify the information provided. 

Confidentiality 

Prior to award of the Agreement for Services, all proposals will be designated confidential to the 
extent permitted by the California Public Records Act. After award of the Agreement for Services, or if 
not awarded, after rejection of all proposals, all responses will be regarded as public records and will 
be subject to review by the public. Any language purported to render confidential all or portions of the 
proposals will be regarded as non-effective and will be disregarded. 

Public Records and Rights to Submitted Materials 

The originals of all studies, reports, exhibits, documents, data and/or other work/material(s) prepared 
and/or used to comply with any section/condition of this RFP, plus any copies of the same required 
by the Agreement for Services to be furnished tithe City, shall be deemed to be public records tithe 
extent permitted by the California Public Records Act which shall be open to inspection by the public 
and as such shall become and remain the property of the City. 

Coordination and Communication 

The City’s principal contact for this proposal will be Paige Portwood, pportwood@weho.org.  

 

 

 
Proposers may not contact any City of West Hollywood official, employee, vendor or customer to gather information about 
this RFP. Solicitation with other City of West Hollywood officials, employee, vendor or customer regarding this RFP is 
expressly prohibited without prior consent and may result in disqualification 
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