
 
 

Request for Proposal 
For 

Fund Developer 
 

City of Riverside 
Development Department 

 
 
August 11, 2008 
 
 
The City of Riverside is currently seeking proposals from qualified organizations/individuals that 
can raise sponsorship funds and grants for City events, programs and projects.  The sponsorship 
and/or grants needs to target appropriate businesses/organizations for the specific special events, 
programs and/or projects.  The organization/individual will need to identify, engage and 
successfully solicit corporations, businesses and individuals for the purpose of securing and 
increasing sponsorships and/or grants.  The goal of fund development is to increase funding from 
outside resources and decrease dependence on the General Fund.   We are seeking an 
organization/individual who can work with the Arts & Cultural Affairs Division of the Development 
Department to increase the visibility and prominence of special events, programs and projects.   
 
Enclosed is a Request for Proposals. Included in this request are the due dates, qualifications, 
requirements, and a sample of a Professional Services Agreement (PSA). 
 
If you have any questions, please contact Jonathan Yorba at 951-826-5608 or 
jyorba@riversideca.gov  
 
Sincerely, 
 
 
 
Jonathan Yorba 
Arts & Cultural Affairs Manager 
City of Riverside  

 
 
 
 

 
 

Fund Developer  
Request for Proposal 

mailto:jyorba@riversideca.gov


 
Issue Date: August 8, 2008 

 
 
The Request for Proposal is set up in the following format: 
SECTION I:   Introduction 
SECTION II:  Performance Requirements 
SECTION III:  Questionnaire 
SECTION IV : Sample PSA 
 
SECTION I INTRODUCTION 
 

1. PURPOSE 
 

The City of Riverside is soliciting proposals from organizations/individuals that are experienced 
and have the capability to develop and produce event sponsorships, grant writing, gifts and 
donations. 

 
 
2. PROPOSAL TIME SCHEDULE 
 

August 11, 2008  Request for Proposal (RFP) mailing 
August 25, 2008  Discrepancies and/or questions of substance pertaining to this 

Request for Proposal 
August 28, 2008 Request for Proposal Due Before 4 pm to Development 

Department 
September 4, 2008  Evaluation of Proposals 
September 18, 2008  Award Job 
October 2008   Start  

 
 * The timeline and dates set forth herein are Approximations only.  Proposer should not rely on  

any assumption that this preliminary timeline or any specific dates are firm. 
 
3. SUBMITTAL OF PROPOSALS 
 

A.  Submit four (4) copies of your sealed proposal no later than Thursday, August 28, 2008 
before 4:00 pm, addressed to: 
 

City of Riverside 
Development Department, 5th Floor 

Attn: Jonathan Yorba 
3900 Main Street 

Riverside, CA 92522 
 

It shall be the responsibility of the organization/individual submitting proposals to carefully 
review this Request for Proposal and to seek the necessary clarification prior to submitting their 
proposal.  Discrepancies and/or questions of substance pertaining to this Request for Proposal 
shall be submitted in writing (3900 Main Street, 5th Floor, Riverside, CA 92501) or by faxing 
(951-826-2591) a letter to Jonathan Yorba, Arts & Cultural Affairs Manager, on or before 
August 25, 2008.   
 



A written statement must be submitted to the City of Riverside reflecting the contractor’s 
understanding of the scope of duties for the event sponsorship, grant writing and marketing 
collateral implementation.  Contractor shall also provide a list of four (4) references (agency 
name, contact person, title, address, and telephone number) from organizations/businesses 
with comparable event sponsorship, grant writing and marketing collateral that contractor has 
completed, verifying the contractor’s ability to provide a contracted product.  

 
Proposals must be accompanied by a cover letter signed by an individual authorized to bind the 
proposing entity.  The proposal must include a statement which acknowledges acceptance of 
all the terms and conditions of the Request for Proposal.  Any exceptions to the terms and 
conditions must be clearly identified within the response to the Request for Proposal. 

  
4. Public Records Act 

 
All Proposals submitted in response to this RFP become the property of the City and under the 
Public Records Act (Government Code § 6250 et seq.) are public records, and as such may be 
subject to public review.  However, the proposals shall not be disclosed until negotiations are 
complete and a recommendation for selection and award is made to the City Council.  
Proposals will be available for public review at least 10 days before selection and award. 
 
If the proposer claims a privilege against public disclosure for trade secret or other proprietary 
information, such information must be clearly identified in the proposal.  Note that under 
California law, price proposal to a public agency is not a trade secret. 
 

5. EVALUATION PROCESS AND CRITERIA 
 

Proposals will be evaluated according to the responses given to all questions and the extent to 
which requirements are met in this RFP and should include the information listed below.   
 
The City will use the following criteria in its evaluation: 
  

A. Proposal from organization/individual 
B. References 
C. Ability to support timelines 
D. Ability to develop, implement and manage multiple fund development projects 
E. Ability to develop, implement and manage gifts, donations and funding compliance 

requirements 
F. Ability to budget for marketing materials/sponsorship packages 
G. Ability, experience, reliability, and expertise of company/individual 
H. The City’s past experience with the organization/individual, if applicable 

 
6. CONTRACT TERMS 
 

A Professional Consultant Services Agreement (a sample of which is included as Attachment 1) 
shall be signed by the successful Consultant in duplicate counterpart and returned, together 
with the certification of the specified insurance, within 15 days from the date the City mails, or 
by other means delivers, the contract documents to the Consultant.  No agreement shall be 
binding upon the City until the documents are completely executed by the Consultant, executed 
by the City, and approved by the City Attorney.  The terms of the Agreement are non-
negotiable.  Failure to execute and return the contract agreement and acceptable insurance in 
a timely manner may be just cause for the City to rescind the award.   



A.  Errors and Omissions Insurance 
The Consultant shall obtain and maintain errors and omissions professional liability  
insurance in the minimum amount of $1,000,000 to protect the City from claims 
resulting from the Consultant’s design engineering activities.  This minimum amount  
of coverage shall not constitute any limitation or cap on Consultant’s indemnification 
obligations. 
B.  Liability Insurance 
The Consultant shall obtain and maintain the liability insurance coverage and amounts 
set forth in the attached sample agreement. 
C.  Workers’ Compensation Insurance 
The Consultant shall comply with Section 3700 of the Labor Code of the State of 
California requiring every employer to be insured against liability for workers’ 
compensation or to undertake self-insurance before commencing the project.  Prior to 
City's execution of the Agreement, Consultant shall file with City either (1) a certificate of 
insurance showing that such insurance is in effect, or that Consultant is self-insured for 
such coverage, or (2) a certified statement that Consultant has no employees, and 
acknowledging that if Consultant does employ any person, the necessary certificate of 
insurance will immediately be filed with City. 
D.  Permits and Local Licenses 
The Consultant shall obtain and pay for all licenses necessitated by his operations.  
Prior to starting any work, the Consultant including all sub-consultants is required to 
have a City of Riverside Business Tax Registration valid for the life of the contract. 

  E.  Method of Compensation 
While individual tasks and associated charges may vary for each submittal required for 
the project, the selected Consultant and the City will agree on a not-to-exceed price for 
the overall project. 
As the work proceeds, the Consultant shall submit to the City monthly requests for 
payment that describe in detail the services actually rendered during the preceding 
month and the paid invoice cost of expenses directly related to this project.   

 
7. CONTRACT AWARD 

 
All proposals shall be firm and irrevocable for a 90 calendar day period in order to allow time for 
evaluations, interviews, selection and contract award by the City. 
 
The City reserves the right to withdraw this RFP at anytime without prior notice or to reject any 
or all of the proposals submitted.  Further, the City makes no representation that any 
agreement will be awarded to any proposer responding to this RFP. 
 
The City shall not be liable for any costs and expenses incurred by the proposer in preparing 
and submitting a response to this RFP. 
 
The proposer, by submitting a proposal, waives all rights to appeal or seek any legal remedy 
whatsoever regarding any aspect of the RFP, the selection process, the City’s review of the 
proposal, and any agreement that the City may enter into as a result of the proposal submitted. 
 

 This RFP can be used for contract renewal up to 2 (two) years of its effective date. 
 
SECTION II PERFORMANCE REQUIREMENTS 
 

A. Scope of Work 



 
1. The Arts & Cultural Affairs Manager will monitor the services provided by the contractor.  If the 

services are not deemed satisfactory, the Contractor will be given written notice.  This may 
affect the future use of the organization/individual by the City. 

 
2. The production of this job is time sensitive and deadlines must be met, which will be indicated 

in a timeline submitted to the contractor prior to the start of the job. 
 

3. Job specifications for the Fund Developer will be as follows: 
 

a. Overall Program 
i. Develop and implement a strategy to increase and diversify sponsorships for City 

projects and programs to expand the City’s sponsorship program; including 
business categories and revenue-based partnership initiatives; 

ii. Develop and manage gifts and donations;  
iii. Conduct negotiations and develop sponsorship agreements with potential 

sponsors.  (The City has the right to reject any potential business partner or 
proposed event sponsor.); 

iv. Assist City Staff, as necessary, in presenting the proposed sponsorship 
agreement(s), gifts and/or donations to City Council Members, City officials, 
and/or the media;  

v. Assist in the management and monitor compliance requirements of the executed 
sponsorship/advertising agreement(s), gifts and or donations; 

vi. The City must give written approval before approach to potential sponsors and/or 
donors is made; 

vii. The City must give written approval on all printed material and information prior 
to distribution; 

viii. Fund Developer remuneration is to be a 10% commission of all funds raised, 
developed, acquired and processed by finance by the contractor on behalf of the 
City  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION III   QUESTIONNAIRE 
  

Proposer Information Questionnaire 
 

Name of Proposer: 



Address of Proposer: 

Contact Name:                                                                          Title: 

Phone Number: 

Email: 

 
 
Who would be the lead contact on this 
project? 
 
 
 
 
 
 
 
 
 
 
 
 
With whom should financial activities  
be discussed? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
REFERENCES 
 
Names, addresses and telephone numbers of four (4) other agencies within the vicinity of Riverside or 
Southern California area for whom you have supplied similar services for the past twelve (12) months: 
 

Business Name: 

Name: 

Address: 

Phone: 

Fax: 

Email: 

Name: 

Address: 

Phone: 

Fax: 

Email: 



Address: 

Contact Name: 

Phone Number: 

Email: 

 

Business Name: 

Address: 

Contact Name: 

Phone Number: 

Email: 

 

Business Name: 

Address: 

Contact Name: 

Phone Number: 

Email: 

 

Business Name: 

Address: 

Contact Name: 

Phone Number: 

Email: 

 
Attach color copies of similar work completed as requested in this proposal.  
 
Attach any additional information as you see needed. 
 
 
 
_________________________________________                         ____________________________ 
Signature         Date 



 
 
 
_________________________________________                 ____________________________ 
Printed Name         Title 
 
 
 
Company Name 
 
 
 
SECTION IV   SAMPLE PSA 
 
(SEE ATTACHMENT) 
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