KENMORE

BY THE LAKE

CITY OF KENMORE
REQUEST FOR PROPOSALS
RFP NO.: 22-2790

Retreat Facilitation Services
Submittal Date: Electronically - March 31, 2022, 4:00 pm Pacific Local Time

Request for Proposals Information:

RFP Number: 22-2790
RFP Title: Retreat Facilitation Services
Date Issued: March 14, 2022
Contact Person: Nancy Meehan, Executive Assistant
Email Address: nmeehan@kenmorewa.gov
Submittals Due: March 31, 2022, 4 pm PST
Date of Publication: Seattle Times, March 14, 2022
Submit Proposals electronically via email to:
City of Kenmore
Attn: Nancy Meehan
mailto:nmeehan@kenmorewa.gov

NOTICE

Notice is hereby given that the City of Kenmore, Washington (the City) seeks Proposals
in response to this Request for Proposals (RFP) No. 22-2790. A proposal submitted in
response to RFQ No0.22-2790 must be submitted to the City to the email address and
submittal due date and time noted above.

SCOPE OF SERVICES
City Council Retreat Facilitation Services

The City of Kenmore uses meeting facilitation services several times per year. Meetings
needing facilitation include the City Council’s annual retreat and midyear retreat. Each
retreat can be one to two days, depending on the agenda items needing to be
discussed. Retreat facilitation services usually include the following:
1. Individually interviewing City Councilmembers about issues they wish to discuss
on the retreat agenda.
2. Working with the City Manager and City Clerk in drafting a retreat agenda.
3. Facilitating the retreat agenda, including the following:
a. Conducting the discussion and keeping the schedule of the agenda on
track.
b. Taking notes of what was discussed and what was agreed upon.
c. Team building and conflict resolution (helping the City Council improve
their working relationships and working together as a team)
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d. Goal and priority setting
e. Producing a written retreat report that summarizes the meeting, including
agreements reached

In addition, the City Council utilizes the services of a meeting facilitator for the City
Manager’s annual performance evaluation, which is conducted annually in October. The
City Manager’s evaluation consists of an evening meeting in executive session with the
City Manager and the City Council, followed by an evaluation report written by the
facilitator.

On call services: In addition to the services described above, the City may call upon the
facilitator for other meetings, including but not limited to help with appointed task forces
or commissions, team building, and conflict resolution.

PROPOSED SCHEDULE

Below is a tentative proposed schedule:
Consultant selection and contract approval/execution: April/early May 2022
Kenmore City Council Retreat: June 3-4, 2022

The City encourages disadvantaged, minority, and women-owned consultant firms to
respond.

Telephone calls seeking additional information about the work included in this request will
NOT be accepted or returned.

RFP EVALUATION COMPONENTS/CRITERIA

Submittal Requirements

Proposals shall be submitted on one email with either PDF attachments or a link to a cloud
service. Respondents assume the risk of the method of dispatch chosen. The City
assumes no responsibility for delays or problems caused by file sizes or other technical
issues. The proposal shall not be delivered by hard-copy mail, facsimile transmission, or
means other than an email. The proposal will be emailed to the email address listed on
page one of this RFP. General questions related to this RFQ may be directed in writing
to Nancy Meehan, Executive Assistant at nmeehan@kenmorewa.gov. Questions via
phone will not be accepted.

The proposal shall be limited to no more than ten pages (not including cover pages). The
electronic copy shall be in .pdf format. Supplemental information, such as brochures,
photos or videos, may be submitted if desired. The following format and content shall be
adhered to by each firm:
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A) Cover Letter or Executive Summary: A cover letter or executive summary letter should
include an introduction of the facilitator and their firm, including qualifications,
experience, contact information, and any other pertinent information.

B) Approach: Describe the facilitator's approach to meeting facilitation. Discuss
approach for general meeting facilitation, goal setting, and team building.

C) Pricing: Provide the facilitator's proposed hourly rate and other costs for facilitation
services.

D) Diversity, Equity, and Inclusion: Describe the facilitator’s philosophy and experience
with promoting and incorporating diversity, equity, and inclusion in meeting facilitation
services and in conducting business in general.

E) Provide references, including contact information, for three clients for whom the
facilitator has recently (last two years) conducted meeting facilitation services.

The City’s Evaluation Panel will use the above content provided by each firm to evaluate
each proposal.

Following the City staff evaluation of the information received in the proposals, selected
firms may be invited to for interviews with a panel of city officials, some of whom may be
City Councilmembers. The information in the proposals will be the basis from which
interested firms will be selected for interviews. The point of contact will provide additional
details about the interviews. Upon completion of the evaluations, the City’s evaluation
panel will determine the most preferred firm based on all materials and information
presented as well as results of reference checks. The City will then begin the negotiations
for an agreement with the selected firm. The City reserves the right to interview in person
or via phone or online video conferencing. The City reserves the right to interview as
many firms as it wishes. Interviews are expected to take place in the second or third week
in April 2022.

Any firm failing to submit information in accordance with the procedures set forth in the
RFP may be subject to disqualification. The City reserves the right to change the RFP
schedule or issue amendments to the RFP at any time. The City reserves the right, at its
sole discretion, to waive immaterial irregularities contained in the proposals. The City
reserves the right to reject any and all proposals at any time, without penalty. The City
reserves the right to refrain from contracting with any respondent. Firms eliminated from
further consideration will be notified by mail by the City as soon as practical.

All prospective consultants are advised that Federally funded projects will be held to
Federal EEO requirements and will also be held to ADA and Civil Rights language for
the employing Agency.

The City of Kenmore, in accordance with Title VI of the Civil Rights Act of 1964, 78 Stat.
252,42 U.S.C. 2000d to 2000d-4 and Title 49, Code of Federal Regulations, Department
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of Transportation, subtitle A, Office of the Secretary, Part 21, nondiscrimination in
federally assisted programs of the Department of Transportation issued pursuant to such
Act, hereby notifies all bidders that it will affirmatively insure that in any contract entered
into pursuant to this advertisement, disadvantaged business enterprises as defined at 49
CFR Part 26 will be afforded full opportunity to submit bids in response to this invitation
and will not be discriminated against on the grounds of race, color, national origin or sex
in consideration for an award.

RFP Addendums: The City reserves the right to change the RFP schedule or issue
addendums to the RFP at any time. The City also reserves the right to cancel or reissue
the RFP. All such addenda will become part of the RFP. In the event that it becomes
necessary to revise any part of this RFP, the City will issue the addenda on the City’s
website http://www.kenmorewa.gov/requestsforproposals. It is the Consultant’s
responsibility to confirm as to whether any addenda have been issued.

Contracting: The City’s Standard contract (available upon request) will be used for this
work.
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