
PROJECT TITLE EXHIBITS 
(List all attached exhibits - Scope of Work, Work 
Schedule, Payment Schedule, Renewal Options, etc.) 

CONTRACTOR CITY OF REDMOND PROJECT ADMINISTRATOR 
(Name, address, phone #) 

City of Redmond 

CONTRACTOR'S CONTACT INFORMATION 
(Name, address, phone #) 

BUDGET OR FUNDING SOURCE 

CONTRACT COMPLETION DATE MAXIMUM AMOUNT PAYABLE 
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Exhibit A and B 
Scope of Work / Work Schedule 

Scope of Work 
Consultants will augment and support City communications and community outreach 
services for City communication projects, which may include content development and 
strategies related to public forums, informational materials for distribution/notification, and 
presentations in digital or print format. 

One or more firms may be selected to enter a contract with the City, as a result of this RFP 
process. The City does not guarantee that Consultant will receive a specific volume of work or 
total contract amount.  Specific services assigned under this on-call contract will be 
authorized by a project-specific Task Order.  Each Task Order will provide a specific scope of 
services, deliverables, schedule, completion date, and budget to complete the task.  The City 
will furnish the Consultant with copies of any materials/documents needed to facilitate the 
assigned Task Order. 

The scope of work includes the following: 
On-call community outreach support services may include any of the below listed topics.  The 
City or Consultant may propose additional tasks as deemed necessary.  Any additional work 
shall be compensated as agreed upon in the Consultant’s contract with the City. 

I. General
• Attend project meetings with City staff
• Develop project-specific Community Outreach plans, strategies, standards,

goals and objectives for specific projects
• Manage and update Community Outreach plans as project progresses
• Collaborate and develop outreach strategies

II. Communications
• Develop print and electronic content for project collaterals, including flyers,

newsletters, post cards, door hangers, bulletins, and other print and
online/social media

• Draft letters and email messages to business owners, property owners, tenants,
property managers and other targeted audiences

• Conduct phone conversations, surveys and questionnaires regarding the City’s
projects to gauge levels of interest and guide outreach strategies

• Communications may be requested in multiple languages
III. Graphics

• Create graphic designs for outreach collateral and support materials that
incorporate and support City graphic standards

• Design project signage, flyers, newsletters, post cards, door hangers and other
outreach materials

• Design logos and branding within the scope of the City's graphic standards

S&A Communications 
Consulting Services Agreement 
On-Call Communications and Community Outreach Services 



• Create poster boards, PowerPoint and other presentation materials
• Take photos and videos to incorporate in outreach communications

IV. Presentations
• Coordinate and facilitate meetings and give presentations to educate the

public, affected businesses and residents about projects
• Prepare, conduct and summarize briefings on the City’s projects to community

organizations
• Document public feedback from meetings

V. Printing, Mailing, Distributing Materials
• Develop project-specific mailing lists using the City’s GIS software, available on

the City of Redmond website
• Printing, labeling and mailing of Community Outreach materials
• Hand-delivering printed materials to businesses and/or residences, or public
• Source files for all materials produced shall be provided to the City in both PDF

and source file form

S&A Communications 
Consulting Services Agreement 
On-Call Communications and Community Outreach Services 



Exhibit C

Payment Schedule

RFP 10813-24 
On-Call Communications and Community Outreach Services

Please note, rates to be charged per hour for professional services are to be fully burdened (they are to include 
direct labor costs, overhead and profit).
Payment will be based on actual services performed. Services are to be requested on an on-call basis and not 
to exceed $75K for the initial contract term.

 $ 

   $ 

   $ 

  $ 

  $ 

  $ 

   $ 

  $ 

   $ 

  $ 

    $ 

      $ 

$ 

$ 

$ 

$ 

Senior Associate 2

Senior Associate 1

Associate 3

Associate 2

Associate 1

Project Coordinator

Project Controls

Senior Graphic Designer

Graphic Designer

Diversity Contract Manager

Subconsultant: Eli Brownell with 173B Media

Principal 250

230

215

190

160

135

120

165

185

140

180

100

S&A Communications 
Consulting Services Agreement 
On-Call Communications and Community Outreach Services 



RFP 10813-24 

On-Call Communications and Community Outreach Services 

Exhibit D – Option for Renewal 

The City reserves the right to renew this contract for one (1) additional two-year renewal term, for a 
potential maximum total term of four (4) years, upon serving notice to Consultant within thirty (30) calendar 
days prior to expiration.  If a renewal provision is exercised, all terms and conditions of original contract 
shall remain in full force and effect.  A renewal will be accomplished through a separate contract with 
reference to the original contract.  Acceptance of a renewal offer will be by mutual agreement of both 
parties.  The Mayor or designee is authorized to exercise this renewal option. 

Should the City exercise a renewal option, the City and Consultant may discuss a price adjustment, in 
accordance with the Bureau of Labor Statistics Consumer Price Index (CPI-W) for the Seattle-Tacoma-
Bellevue area occurring during the immediately preceding 12-month period for which CPI-W data is 
available, or a fixed 3% increase, whichever is greater.  The Bureau of Labor Statistics website can be found 
at: https://www.bls.gov/cpi/data.htm.  Consultant shall notify the City in writing at least thirty (30) days prior 
to a proposed price adjustment.  Acceptance of such a request will be at the sole discretion of the City. 

S&A Communications 
Consulting Services Agreement 
On-Call Communications and Community Outreach Services 

https://www.bls.gov/cpi/data.htm
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	Contract Type: Consulting Services Agreement[Non-Public Work]
	PROJECT TITLE: On-Call Communications and Community Outreach Services
	EXHIBITS List all attached exhibits  Scope of Work Work Schedule Payment Schedule etc: Exhibit A - Scope of WorkExhibit B - Work ScheduleExhibit C - Payment ScheduleExhibit D - Option for Renewal
	CONTRACTOR: Stepherson and Associates Communications
	CITY OF REDMOND PROJECT ADMINISTRATOR Name address phone  City of Redmond: Lisa MaherDeputy Executive Director, City of Redmondlmaher@redmond.gov425-556-242715670 NE 85th St. Redmond, WA 98073
	CONTRACTORS CONTACT INFORMATION Contact name address phone: Andrea JohnsonDirector of Business Development & Marketingajohnson@stephersonassociates.com206-972-61272815 2nd Ave #555, Seattle, WA 98121
	BUDGET OR FUNDING SOURCE: 
	COMPLETION DATE: July 31, 2025
	MAXIMUM AMOUNT PAYABLE: $75,000


