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1 Introduction 

 

 

March 3, 2017 

 
 
To All Prospective Bidders: 
 
 
The City of Pittsburgh Office of Management and Budget on behalf of Parks and 
Recreation invites you to submit a proposal for the production and management of the 
City of Pittsburgh’s Great Race, in order to further community support and tourism 
fostered by the race. 
 
Any questions in regard to this RFP should be submitted in writing no later than EOB 
3/15/2017 and directed to:   

 
Joshua Lamonde 
City-County Building, Room 502 
Pittsburgh, PA  15219 
Email: joshua.lamonde@pittsburghpa.gov 

 
All proposals will be due by March 24, 2017 at 4:00pm as described in the Timeline 
section of this RFP.  The Committee will announce the Awardee on or about March 31, 
2017.   
 
 
Sincerely,  

 

 

 

Jennifer L. Olzinger 

Assistant Director/Procurement Manager 

Office of Management and Budget 
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2 Background 

 

 

The City of Pittsburgh is seeking a qualified production and/or management firm to produce, in 
conjunction with the City of Pittsburgh Office of Special Events, the annual Richard S. Caliguiri City of 
Pittsburgh Great Race (“The Great Race”) and associated health and fitness expo, in addition to 
possible other ancillary events. The Great Race consists of a 5K race and 10K race, run on the same 
morning at different starting times. The Great Race has received national recognition as the largest 
10K road race in the state of Pennsylvania and one of the largest in the United States. It has also been 
honored as one of Runner’s World’s top 10Ks. In 2017, the race will be celebrating its 40th anniversary. 

 

The contracted company/firm should be able to provide The Great Race with media exposure, attract 
local, regional, national and international runners and visitors during race weekend that will result in 
incremental room nights, increased visitation, higher hotel occupancy, and generate positive 
community relations. 

 

Respondents must have demonstrated experience in producing distance running events (5K, 10K, Half 
Marathon, and/or Full Marathon) with 17,000 or more registered participants. In addition, Respondents 
should be able to demonstrate their national and international marketing experience to acquire and 
increase visitation to these distance running events. 

 

The Richard S. Caliguiri City of Pittsburgh Great Race has enjoyed a 39 year history as a product of 
the City of Pittsburgh Department of Parks & Recreation, and the Office of Special Events. The 
contracted company/firm will report to the Office of Special Events for the duration of the contract term 
to produce the annual race and associated events. 
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3 Tentative Schedule of Events 

 

The following represents the tentative schedule for this project.  Any change in the scheduled 
dates for the Pre-Proposal Conference (if applicable), Deadline for Submission of Written 
Questions, or Proposal Submission Deadline will be advertised in the form of an addendum to 
this RFP.  The schedule for the evaluation process and other future dates may be adjusted 
without notice. 

 

 

 

RFP released: March 3, 2017 

Cut-off for questions: March 15, 2017 

Proposal submission deadline: March 24, 2017 

Proposal Review & Supplier Scoring Week of March 31, 2017 

Contract award: On or About March 31, 2017 

Project start date:   Date of Contract Execution 
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4 Scope of Services 

4.1 Scope Detail 

 

Selected Respondent will work with the City of Pittsburgh Office of Special Events on the below 
referenced scope of work. The Great Race is historically held the last Sunday in September and will 
continue to be held on that date through the duration of the contract term. The first event under this 
new contract term is scheduled for September 24, 2017.  

 

As a 39 year old event, The Great Race has a number of established practices and long standing 
sponsor relationships. The Selected Respondent will be expected to work with the Office of Special 
Events to initially review all standing practices and procedures and work with the office to refine and 
improve those practices as well as implement industry best practices in efforts to streamline and 
improve race operations. Moving into Year Two of this agreement, the Selected Respondent will be 
expected to assume primary responsibility over core race functions.  The goal of this RFP is to provide 
the Office of Special Events and the City’s Race Director with a professional support team to ensure 
proper growth and operation of this nationally recognized event and City of Pittsburgh treasure. 

 

The race has experienced sponsor and registration incomes of over $500,000 in both 2015 and 2016, 
and anticipates the same level of income in 2017. The selected Respondent, through their actions and 
coordination with the City, shall help reduce costs in an attempt to increase revenues moving forward. 

 

4.2 General Requirements 

 

a. Minimum Pre-Qualifications 

 Selected Respondent must be a 501(c) (3) nonprofit organization, or must have a charitable 
branch/arm/subdivision. 

 

The Selected Respondent will be responsible for all tasks necessary to produce a 5K, 10K, and 
accompanying expo that may include other ancillary events such as a children’s race, ancillary 
anniversary year events, etc. It should be noted that the first event under this contract, the race will be 
celebrating its 40th year anniversary. 

 

b. Tasks and responsibilities include but are not limited to the following: 

 

 Produce The Great Race 5K, 10K, and an associated health and fitness expo (which may 
include ancillary events) in the City of Pittsburgh; 

 The Great Race and expo should attract local, regional, national and international visitors to 
Pittsburgh during the race that will result in higher hotel occupancy and generate positive 
community relations; 

 A goal of 17,000+ paid participants/registrants for the 5K and 10K events 

 Produce additional events surrounding the 5K and 10K which include a health & fitness expo 
and children’s race; other options can be suggested and are encouraged; 

 Leverage relationship with the City, and key community entities, local businesses, hotels, 
sponsors, colleges and universities, neighborhood associations, and the community at large, in 
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the planning and execution of this event; 

 Selected Respondent should be able to demonstrate the financial and/or social benefit to the 
community (e.g. economic impact); as well as post-event recaps and financial reports;  

 Selected Respondent should work with volunteer organizations, beneficiaries, and individuals 
that will work to provide services or information to enhance the quality and appeal of this event; 

 Develop local, regional and national partnerships for the event; 

 Develop a public relations campaign targeting both local and visitor (non-local)  participation; 

 Develop a year-round promotion and marketing plan for the event; 

 Work with City of Pittsburgh Office of Special Events to organize efforts for event infrastructure 
support, such as registration check- ins, water stations, first-aid stations, route safety, etc.; 

 Community and neighborhood notification of race route; 

 Liaise with various local governmental agencies and permitting authorities;  

 Secure mutually selected site for the purpose of producing an expo; 

 Work with City of Pittsburgh Office of Special Events to develop education and wellness 

programs and activities targeting youth participation. 

 Design and implement a charity component of The Great Race. 

 

4.3 Registration Services, Participant Management, and Database Management 

 
a. Selected Respondent will be responsible for identifying and contracting with a reputable 

registration management system for years two & three of this agreement, as well as any yearly 
extensions. 

b. Selected Respondent will be responsible for managing runner registration and the registration 
database.  

c. Selected Respondent will be responsible for interfacing with runner inquiries and FAQ requests 
as necessary. 

d. Selected Respondent will be asked to complete a cost analysis and provide consultation on 
registration prices for the Great Race 10K and 5K. 

 

4.4 Great Race Expo Services 

 

a. Selected Respondent will be responsible for all aspects of planning and executing a two-day 
health & wellness expo. 

b. The City will reserve the right to work with Selected Respondent to designate facilities it deems 
sufficient to host scheduled events and to determine costs, if any, for the use of such facilities 
(e.g. David L. Lawrence Convention Center). When necessary, Selected Respondent shall enter 
into separate license agreements for the use of such facilities. 

c. Selected Respondent will be responsible for managing staff and volunteers at the Great Race 
Expo. 

d. Selected Respondent will be responsible for recruiting all vendors for the Great Race Expo. 
 
 

4.5 Course Operations 
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Selected Respondent will be responsible for the planning, safe operation, organization, and 
management of all race-day areas, including but not limited to: 

 

a. 10K Start Line 
b. 5K Start Line 
c. Water Stops 
d. Finish Line Festival  
e. Awards Stage & Award Presentations 
f. Refreshment & Hospitality areas 
g. Runner shuttles 

4.6 Marketing and Community Outreach 

 

a. Selected Respondent will be responsible for coordinating local and national marketing efforts 

b. Selected Respondent will be responsible for maximizing returns from current Great Race media 
partners 

c. Selected Respondent will be responsible for identifying and contracting with new marketing 
mediums and opportunities, including print, digital, and television, to best meet registration goals 

d. Selected Respondent will be responsible for developing a community outreach plan to recruit 
runners as well as distribute race information to both participants and non-participants, 
specifically impacted hospitals and places of worship. 

e. Selected Respondent will be responsible for soliciting annual race shirt designs and coordinating 
marketing designs for review by the City’s Race Director. The City’s Race Director and Office of 
Special Events will hold final approval rights on all runner shirt and marketing designs.  

f. Selected Respondent will be responsible for identifying and contracting with a reputable t-shirt 
vendor for production of all runner, volunteer, and other race-related shirts.  

 

4.7 Municipal Coordination 

 

a. Selected Respondent will be responsible for interfacing with any and all necessary local, state, 
and federal agencies as necessary to obtain necessary permits and permissions related to race 
activities. 

b. Selected Respondent will be responsible for coordinating with City of Pittsburgh and Allegheny 
County departments and bureaus as necessary for race related needs.  

c. Five Year Forecast: As part of this solicitation, Selected Respondent will provide the Office of 
Special Events with a five year revenue forecast, in a format appropriate for a project of this size 
and scope, outlining their expected attendance, anticipated costs and expenses, and revenue 
opportunities that it would rely upon to conduct The Great Race and Expo/ancillary events. 
Respondents are also encouraged to provide additional or alternative financial options within the 
forecast that the City will use in its evaluation process. 

 

4.8 Sponsor Recruitment and Retention 

 

a. Selected Respondent will be responsible for assisting the Office of Special Events with sponsor 
recruitment and retention 
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b. Office of Special Events will be primary contact for existing and new contracted sponsors, but 
Selected Respondent will be responsible for management of sponsorship contracts and post-
event sponsor reports 

c. Selected Respondent is encouraged to explore new revenue streams and in-kind trade 
agreements, however the City will hold final decision-making power on any new agreements. 

 

 

 

 

4.9 Timing, Scoring, and Post-Race Awards 

  

a. Selected Respondent will be responsible for identifying and contracting with a reputable timing & 
scoring company for years two & three of this agreement, as well as any yearly extensions, in 
consultation with the Office of Special Events  

b. Selected Respondent will be responsible for interfacing with contracted timing & scoring vendor 
in regards to vendor needs, databases, timing chips, and all infrastructure needs relating to 
timing services. 

c. Selected Respondent will be responsible for identifying recipients of all Great Race awards 
categories and distributing all non-awards stage awards within 30 days post-race.  

 

4.10 Volunteer & Staff Coordination 

 

a. Selected Respondent will be responsible for determining and ensuring proper volunteer & 
staffing levels at all areas of race operations, including but not limited to start lines, finish 
lines, and water stops. 
 

b. Selected Respondent will be able to work with the Office of Special Events in utilizing City of 
Pittsburgh Department of Parks & Recreation employees for race related staffing during race 
weekend.  
 

c. Selected Respondent will be responsible for recruitment of volunteers. The Office of Special 
Events can assist with volunteer recruitment efforts.  

 
 

4.11 Other Operational Requirements 

 

a. Race Plan: Upon agreement of planning requirements, Selected Respondent is expected to 
provide the Office of Special Events a Race Plan 3-6 months in advance (contingent on 
complexity and depth of plans) for the scheduled event. The Plan should include key logistics, 
security, traffic, shuttle services, communications, number of water stations, portable toilets and 
any other equipment or material necessary. The Office of Special Events and City of Pittsburgh 
will have final approval authority of the Race Plans. The deadline for submission of the Race 
Plans may be extended or shortened in the best interest of the Office of Special Events or the 
City. The Detailed Race Plans shall also include, but not be limited to: 
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i. Traffic Plan- Provide the Office of Special Events a traffic management plan.  

 

ii. Notification Action Plan- Develop and implement and provide the Office of Special 
Events a copy of a notification action plan which shall include maintenance of an ongoing 
priority contact database, including key impacted businesses and organizations along 
the route, including churches, private businesses, parking garages, and apartment / 
condo complexes. Over the course of 90 days leading up to the event, Selected 
Respondent shall make contact with representatives from the priority contact list to 
confirm race date, route and access, delivering copies of road closure material. Selected 
Respondent shall produce and distribute a written notification of the event details, 
including traffic restrictions to surrounding neighborhoods, businesses, and churches. 
Selected Respondent shall list road restrictions and closures and alternate directions to 
navigate around road closures on web-site information. Selected Respondent shall 
provide similar road closure information to media outlets and encourage them to include 
this information in event listings, advisories and public service announcements (PSAs) 
throughout the two (2) week period prior to the event. Selected Respondent shall 
respond to public complaints on a timely basis to provide clarification and understanding 
of road closures to the public, in an attempt to find a satisfactory resolution. Selected 
Respondent shall maintain a record of notification efforts, specifying location, method, 
and date that shall be provided to the City upon request. 

 

iii. Sanitation Plan - Selected Respondent will need to provide a Sanitation Plan to the 
Office of Special Events in accordance with any City requirements that incorporates the 
management of garbage, recycling, and organics collections services at the start and 
finish lines, and any other related efforts.  

 

iv. Marketing & PR Plan - Selected Respondent will be required to provide a comprehensive 
event marketing & PR plan within the Event Plan, showing how they intend to conduct 
recruitment outreach and marketing efforts, through which medium, and at what cost. 
This plan should include marketing already provided by current Great Race media 
partners.  

 

b. Provide adequate security within the race area as set forth in the Race Plan. Security plan shall 
be developed by Selected Respondent in accordance with and approved by the Pittsburgh 
Public Safety Director on an annual basis. 

c. Operate each event in material compliance with all applicable Federal, State, and City laws and 
regulations, including applicable zoning ordinances, subject to applicable permits, if any. 

d. Actively facilitate and assist Office of Special Events with coordinating all City services 
including sanitation services, fire and emergency medical related services, law enforcement, 
Parks and Recreation Department assistance, water services and security services.  

e. Selected Respondent shall be present at all event coordination meetings as deemed 
necessary by the Office of Special Events for effective event planning and implementation. 

f. Coordinate with Office of Special Events on all efforts for each event. 

g. Provide a Shuttle plan at least 60 days in advance to include the selected company that will 
provide shuttle services to the event. If necessary coordinate with Port Authority of Allegheny 
County or other relevant third party organization. 

h. Provide Office of Special Events an Emergency Medical Services plan at least 60 days in 
advance, in coordination with the City of Pittsburgh Department of Public Safety. 
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i. Submit documentation of written approval verifying use of private and non-City owned 
facilities/property to be utilized during the events (i.e. stages/water stations, etc.) to the Office 
of Special Events at least 60 days prior to the event. 

j. Obtain all permits for facility rentals, health, fire, police, electrical, etc. and provide permit 
documentation to the Office of Special Events prior to the start of the event. 

k. Selected Respondent must strive to meet the Green Initiatives set forth by The Great Race, 
including working with City of Pittsburgh Environmental Services or any third party necessary.  

l. Summary Report: Provide a summary report to the Office of Special Events upon the 
conclusion of each year’s event including but not limited to event recap, number of participants 
for the multiple events, economic impact and methodology, media summary, etc. 

 
 

4.12 Additional Requirements 

 

Selected Respondent will be expected to negotiate with City on other additional requirements 
including but not limited to Intellectual Property and Ownership/Licenses as they relate to use of 
any public funds associated to the Office of Special Events and The Great Race. 

 

4.13 Term of Contract 

 

A contract awarded in response to this RFP will be for a three (3) year period for race events in 
2017, 2018 and 2019 with an option for a two (2) year renewal period covering the events in 2020 
and 2021. 
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5 General Terms & Conditions 

 

5.1 Examination of Proposal Documents   

The submission of a proposal shall be deemed a representation and certification by the 
Respondent that they: 

 

5.1.1 Have carefully read and fully understand the information that was provided by the 
City to serve as the basis for submission of the proposal 

 

5.1.2 Have the capability to successfully undertake and complete the responsibilities 
and obligations of the proposal being submitted. 

 

5.1.3 Represent that all information contained in the proposal is true and correct.  

 

5.1.4 Did not, in any way, collude; conspire to agree, directly or indirectly, with any 
person, firm, corporation or other proposer in regard to the amount, terms or conditions of 
this proposal.  

 

5.1.5 Acknowledge that the City has the right to make any inquiry it deems appropriate 
to substantiate or supplement information supplied by a proposer, and proposer hereby 
grants the City permission to make these inquiries, and to provide any and all related 
documentation in a timely manner. 

 

No request for modification of the proposal shall be considered after its submission on the 
grounds that the proposer was not fully informed to any fact or condition.  

5.2 RFP Term 

Respondent’s proposal shall remain firm and effective, subject to the City’s review and approval, 

for a period of one hundred twenty (120) days from the closing date for the receipt of proposals.   

 

The City may enter into negotiations with one or more Respondents during the one hundred 

twenty (120) day period during which all proposals will stay effective.  The purpose of such 

negotiations will be to address questions and identify issues as the parties move towards the 

execution of a final contract or contracts.   

 

5.3 RFP Communications 

Unauthorized contact regarding this RFP with employees or officials of the City of Pittsburgh 
other than the RFP Coordinator named in Section 1 of this document may result in 
disqualification from this procurement process. 
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Neither Respondent(s) nor any person acting on Respondent(s)’s behalf shall attempt to 

influence the outcome of the award by the offer, presentation or promise of gratuities, favors, or 

anything of value to any appointed or elected official or employee of the City of Pittsburgh, their 

families or staff members. All inquiries regarding the solicitation are to be directed to the 

designated RFP Coordinator identified in Section 3 of this document. 

 

5.3.1 Interested parties must direct all communications regarding this RFP as outlined 
in this document. 

 

5.3.2 The City shall not be responsible for nor bound by any oral instructions, 
interpretations or explanations issued by the City or its representatives.  

 

5.3.3 Each proposer shall assume the risk of the method of dispatching any 
communication or proposal. 

 

5.3.4 The RFP Coordinator must receive all written comments, including questions and 
requests for clarification, no later than the Deadline for Submission Questions listed in the 
tentative project schedule. 

 

5.3.5 The City reserves the right to determine, at its sole discretion, the appropriate 
and adequate responses to written comments, questions, and requests for clarification. The 
City’s official responses and other official communications pursuant to this RFP shall 
constitute an addendum of this RFP. 

 

5.3.6 The City will publish all official responses and communications pursuant to this 
RFP to the City of Pittsburgh procurement website. It is the responsibility of each proposer 
to check the site and incorporate all addenda into their response. 

  

All addenda for this RFP will be distributed via the City of Pittsburgh procurement website at 
purchasing.pittsburghpa.gov  

   

5.3.7 Only the City’s official, written responses and communications shall be 
considered binding with regard to this RFP. 

 

5.4 Addenda/Clarifications 

Should discrepancies or omissions be found in this RFP or should there be a need to clarify this 
RFP, questions or comments regarding this RFP must be put in writing and received by the City 
as outlined in Section 8.2 of this document 
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5.5 Withdrawal of Proposals 

A proposer may withdraw its proposal at any time before the expiration of the time for 
submission of proposals as provided in this RFP by delivering a written request for withdrawal 
signed by, or on behalf of, the proposer. 

5.6 Public Record 

Respondent, by submittal of a proposal, acknowledges that all proposals may be considered 
public information in accordance with the Commonwealth of Pennsylvania Right to Know laws.  
Subject to award of this RFP, all or part of any submittal may be released to any person or firm 
who may request it. Therefore, proposers shall specify in their Cover Letter if any portion of their 
submittal should be treated as proprietary and not releasable as public information. Proposers 
should be aware that all such requests may be subject to legal review and challenge. 

Any information considered proprietary should be indicated as such or not included in the 
response. 

5.7 Non-Conforming Proposal 

A proposal shall be prepared and submitted in accordance with the provisions of these RFP 
instructions and specifications. Any alteration, omission, addition, variance, or limitation of, from 
or to a proposal may be sufficient grounds for non-acceptance of the proposal, at the sole 
discretion of the City.  

5.8 Disqualification 

Factors such as, but not limited to, any of the following may be considered just cause to 
disqualify a proposal without further consideration: 

 

5.8.1 Evidence of collusion, directly or indirectly, among proposers in regard to the 
amount, terms or conditions of this proposal; 

 

5.8.2 Any attempt to improperly influence any member of the evaluation team; 

 

5.8.3 Existence of any lawsuit, unresolved contractual claim, or dispute between the 
proposer and the City; 

 

5.8.4 Evidence of incorrect information submitted as part of the proposal; 

 

5.8.5 Evidence of proposer’s inability to successfully complete the responsibilities and 
obligation of the proposal; and 

 

5.8.6 Proposer’s default under any previous agreement with the City, which results in 
termination of the agreement.  

 

5.9 Restrictions on Gifts and Activities 

The City of Pittsburgh Ethics Code and Chapter 198 of the City Code (Code of Conduct) was 
established to promote public confidence in the proper operation of our local government. These 
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resources outline the requirements for disclosure of interests and restricted activities as related 
to public procurement processes. Proposers are responsible to determine the applicability of 
these requirements to their activities and to comply with its requirements.  

5.10 Rights of the City of Pittsburgh 

This RFP does not commit the City to enter into a contract, nor does it obligate the City to pay 
for any costs incurred in preparation and submission of proposals or in anticipation of a contract. 
The City reserves the right to: 

 

A. Reject any and all proposals; 

B. Issue subsequent Requests for Proposals; 

C. Cancel this RFP with or without issuing another RFP; 

D. Remedy technical errors in the Request for Proposals process; 

E. Approve or disapprove the use of particular sub-consultants; 

F. Make an award without further discussion of the submittal with the proposer 
(therefore, the proposal should be submitted initially on the most favorable terms that 
the firm or individual might propose); 

G. Meet with select proposers at any time to gather additional information; 

H. Make adjustments to the scope of services at any time if deemed by the Office of 
Management and Budget to be in the best interest of the City; 

I. Accept other than the lowest offer. 

J. Waive any informality, defect, non-responsiveness, or deviation from this RFP that is 
not material to the Respondent’s proposal; 

K. Reject the proposal of any Respondent who, in the City’s sole judgment, has been 
delinquent or unfaithful in the performance of any contract with the City; 

L. Reject the proposal of any Respondent who, in the City’s sole judgment, is financially 
or technically incapable of performing in accordance with this RFP; 

M. Negotiate with any, all, or none of the Offerors and to enter into an agreement with 
another Offeror in the event that the originally selected finalist defaults or fails to 
execute an agreement with the City. 

N. Award a contract to the firm(s) that presents the best qualifications and whose 
proposal best accomplishes the desired results; and/or 

O. Enter into an agreement with another proposer in the event the originally selected 
proposer defaults or fails to execute an agreement with the City. 

P. Require a performance bond and/or other “failure to deliver” agreement by the 
awardee at time of contracting. 
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6 Miscellaneous Requirements 

6.1 Acknowledgements 

A. Conflict of Interest    

By submission of a proposal to this RFP, Respondent agrees that it presently has no 

interest and shall not have any interest, direct or indirect, which would conflict in any 

manner with the performance of the services required under this RFP. 

 

B. Code of Ethics  

By submission of a proposal to this RFP, Respondent agrees to abide by the Code of 

Ethics of The City of Pittsburgh.  The full Ethics Handbook can be found here:  

http://pittsburghpa.gov/personnel/files/policies/10_Ethics_Handbook.pdf    

 

C. Fair Trade Certification    

By responding to this RFP, the Respondent certifies that no attempt has been made, or 

will be made, by the Respondent to induce any other person or firm to submit or not to 

submit a submission for the purpose of restricting competition. 

 

D. Non-Disclosure  

By responding to this RFP, the Respondent acknowledges they may be required to sign 

a Non-Disclosure Agreement during the contracting process if they are the successful 

bidder. 

 

E. Debarment  

This RFP is also subject to Section 161.22 of the City of Pittsburgh Code related to 

debarment from bidding on and participating in City contracts. 

 

F. Financial Interest 

No proposal shall be accepted from, or contract awarded to, any individual or firm in 

which any City employee, director, or official has a direct or indirect financial interest in 

violation of applicable City and State ethics rules. Entities that are legally related to each 

other or to a common entity which seek to submit separate and competing proposals 

must disclose the nature of their relatedness. 

 

G. Full Fee Disclosure 

Pursuant to Section 161.36 of the Pittsburgh City Code, a Respondent must include a 

disclosure of any finder’s fees, fee splitting, firm affiliation or relationship with any broker-

dealer, payments to consultants, lobbyists, or commissioned representatives or other 

contractual arrangements of the firm that could present a real or perceived conflict of 

interest.  

http://pittsburghpa.gov/personnel/files/policies/10_Ethics_Handbook.pdf
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7 Equal Opportunity 

 

7.1 MWE/DBE 

The City of Pittsburgh is committed to the ideal of providing all citizens an equal opportunity to 
participate in City and its Authorities’ contracting opportunities.  It is therefore the City’s goal to 
encourage increased participation of women and minority groups in all City contracts. 
 

The City requires that all bidders demonstrate good faith efforts to obtain the participation of 
Minority-Owned Business Enterprises (MBE’s) and Women-Owned Business Enterprises 
(WBE’s) in work to be performed under City contracts.  The levels of MBE and WBE 
participation will be monitored by the City of Pittsburgh’s Equal Opportunity Review Commission 
(EORC). 

 

In order to ensure that there are opportunities for historically disadvantaged minority groups and 
women to participate on Covered Contracts, and consistent with the City’s current equal 
employment opportunity practice and goals, the EORC will review contracts to include an 
evaluation of a developer/contractor’s employment of minority groups and women, and 
encourages goals of eighteen (18) percent and seven (7) percent participation respectively.  

 

7.2 Veteran-Owned Small Business 

It is also the City’s goal to encourage participation by veteran-owned small businesses in all 
contracts.  The City of Pittsburgh shall have an annual goal of not less than five (5) percent 
participation by veteran-owned small businesses in all contracts.  The participation goal shall 
apply to the overall dollar amount expended with respect to the contracts. 

 

The City requires that all bidders demonstrate good faith efforts to obtain the participation of 
veteran-owned small business in work to be performed under City contracts.  The levels of 
veteran-owned participation will be monitored by the City of Pittsburgh’s EORC. 

 

7.3 Good Faith Commitment 

In order to demonstrate good faith commitment to these goals, all bidders are required to 
complete and submit with their bids either: the attached MDE/WBE/Veteran-Owned Solicitation 
and Commitment Form (which details the efforts made by the bidder to obtain such 
participation), or the attached MBE/WBE/Veteran-Owned Solicitation and Commitment Form – 
Waiver Request (which details why no MBE/WBE/Veteran-Owned business participation could 
be obtained).  If a bidder feels that the participation goal cannot be met, the rationale should be 
clearly outlined on the Waiver Request (e.g., due to project size, specialized nature of the 
services, proprietary methodology).  Failure to submit either of these forms will result in rejection 
of the bid.  Copies of these forms are attached as Appendices B & C.   

 

 For further information, including definitions and additional requirements, please see Chapter 
177A (Sections 177A.01 et. seq.) of the City Code and Section 161.40 of the City Code.   
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8 Format & Submittal Requirements 

8.1 Format Requirements 

Each response to this RFP shall include the information described in this section. Provide the 

information in the specified order. Failure to include all of the elements specified may be cause 

for rejection. Additional information may be provided, but should be succinct and relevant to the 

goals of this RFP. Excessive information will not be considered favorably.  

 

The proposal should be bound or contained in a loose leaf binder. Document pages shall be 8-

1/2 inches by 11 inches in size or folded to such a size. Use section dividers, tabbed in 

accordance with this Section as specified below. 

8.1.1 Cover Letter 

A cover letter should be submitted with the following information: 

 Title of this RFP 

 Name and Mailing Address of Firm (including physical location if mailing address is a 
PO Box) 

 Contact Person, Telephone Number, Fax Number, and Email Address 

 A statement that the submitting firm will perform the services and adhere to the 
requirements described in this RFP, including any addenda (reference the addenda 
by date and/or number) 

 Acknowledgement that all proposals may be considered public information in 
accordance with the Commonwealth of Pennsylvania Right to Know Laws as 
described in Section 5 of this document.   

 The Cover Letter must be signed by an officer empowered by the firm to sign such 
material and thereby commit the firm to the obligations contained in the RFP 
response. Further, the signing and submission of a response shall indicate the 
intention of the proposer to adhere to the provisions described in this RFP and a 
commitment to enter a binding contract.  

 If you, as an individual, or if any principal or employee of your firm, has a relationship 
or knowledge of, or contact with any official or employee of the City; that relationship, 
knowledge, or contact should be stated and described in your Letter of Transmittal.   
 

8.1.2 TAB A: Firm’s Qualifications, Experience & References 

Describe the firm and provide a statement of the firm’s qualifications for providing the 
scope of services. Identify the services which would be completed by your firm’s staff 
and those that would be provided by sub-consultants, if any. Identify any sub-consultants 
you proposed to utilize to supplement your firm’s staff. 

 

Provide a summary of the firm’s experience in providing these or similar services. 
Provide a minimum of three references for related projects, including dates, contact 
person, phone number, email, and a brief description of the project or scope of work. 
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8.1.3 TAB B: Qualifications of Team 

Provide a brief summary of the qualifications and experience of each team member 
assigned to this project, including length of service with the firm and resume/bio, and the 
qualifications /experience of any sub-consultant staff on your project team. 

8.1.4 TAB C: Project Approach and Plan 

Provide a detailed discussion of your firm’s approach to the successful completion of the 
scope of services outlined in this RFP. Include thorough discussions of methodologies 
you believe are essential to accomplishing this project or completing the scope of 
services. Include a proposed work schedule to accomplish all of the required tasks within 
the desired timeline. Identify the staff roles who would be assigned to each major task, 
including sub-consultants. 

8.1.5 TAB D: Cost Proposal 

Provide a total cost proposal for all services to be delivered, and a breakdown of costs 
delineated by major phase and/or deliverable as described in your project plan. Include a 
schedule of hourly rates for all proposed staff and the amount of time each person will 
be devoted to this project. Define any reimbursable expenses (e.g., travel) requested to 
be paid by the City. Note: if travel expenses are included, the rate assumptions generally 
should not exceed the United State General Services Administration (GSA) rates for 
Pittsburgh. 

 

Respondents are to provide their pricing structure as a percentage of Net Revenues 
garnered by the City through registration and sponsorship. This may be in the form of 
one (1) flat percentage rate of net revenues, or may be broken down into additional 
detail. Additional levels of detail will be considered, but will not place the Respondent in 
any advantage over competitors. 

 

8.1.6 TAB E: Required Statements 

Include statements of assurance regarding the following requirements detailed in 
Section 7 of this document: 

 

 Applicable completed MWE/DBE & Veteran-Owned Small Business  
Solicitation & Commitment Form (Appendix B) 

8.1.7 TAB F: Exceptions 

Describe any and all proposed exceptions, alterations, or amendments to the Scope of 
Services or other requirements of this RFP, including the City of Pittsburgh Sample 
Professional Services Agreement. This section shall be clearly marked “Proposed 
Exceptions” in your submittal. The nature and scope of your proposed exceptions may 
affect the evaluation of your submittal and the City’s determination of whether it is 
possible to successfully negotiate a contract with your firm. 
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8.2 Submittal Requirements 

A. Your submittal package, to be returned by the date and time outlined in Section 3 of this 

document, shall include the following: 

 One (1) original and five (5) printed copies of your proposal; and 

 One (1) electronic copy of your proposal in either MS Word or PDF format to be 

delivered via email. 

 
B. Submittals shall be sent by U.S. Mail, commercial delivery service or Hand Delivery. 

Submissions may not be sent by fax.   

 

C. Responses should be delivered ONLY to the OMB RFP Coordinator:  

Joshua Lamonde 
Office of Management and Budget 
City-County Building, Room 502 
Pittsburgh, PA  15219 
joshua.lamonde@pittsburghpa.gov 
 
 

D. The City of Pittsburgh shall not be responsible for proposals delivered to a person or 
location other than that specified herein. 

E. Late proposals shall not be accepted or considered. 

F. All submittals, whether selected or rejected, shall become the property of the City of 

Pittsburgh and will not be returned. 

G. All costs associated with proposal preparation shall be borne by the Respondent. 
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9 Evaluation & Selection 

 

9.1 Selection Procedure 

A. Your Proposal will be evaluated by a Proposal Committee comprised of the Director or 
other supervisor of the Using Department, one or more members of the Director’s staff, 
at least one member of the Office of Management & Budget and any other department 
representatives as deemed necessary. 

 

B. Submittals will be reviewed for responsiveness, and responsive submittals will further be 
screened by a selection committee in accordance with the criteria listed below. The 
firm(s) submitting the highest rated proposal may be invited for interviews.  

 

9.2 Criteria 

All proposals will be evaluated using the following criteria: 

 

 Firm’s Qualifications, Experience and References 

 Qualifications of Team 

 Project Approach and Plan 

 Cost Proposal 
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10 Award & Contract 

 

 

10.1 Award 

After the City has received all Proposals and conducted its initial Evaluation, described above, 
the Proposal Committee may invite one or more Respondents to a follow-up interview to further 
discuss their Proposal(s).   

 

The Proposal Committee may decide to accept the Proposal of one or more Respondents.  It 
may decide to reject all proposals.  Once a Proposal is accepted, the contract negotiation 
process will commence.  This RFP and your response to it, in the form of your entire Proposal, 
will become part of the Contract.  If a real or apparent conflict should arise between this 
RFP/Proposal and other language contained in the final Contract, the language of the final 
Contract shall control.   

 

10.2 Contracting Process 

Successful Respondents will be required to enter into a Contract with the City of Pittsburgh, 
contingent upon the approval of City Council.  This Contract will be directed and managed by 
the issuing department and the Office of Management & Budget.  A copy of the City’s Standard 
Professional Services Contract is attached for your review.  

  

Work cannot commence on the Scope of the RFP until it a contract is fully executed.  The City 
cannot process invoices nor approve payments until this Contract has been fully executed by 
the Respondent and all required City signatories, including the issuing department, the Law 
Department, and the City Controller.   

 

City laws and policies mandate the incorporation of various terms and conditions into all City 
contracts (see Appendices).  For this reason the City will not sign any standard contract 
proffered by the Respondent.   

 

An agreement shall not be binding or valid with the City unless and until it is fully executed by 
authorized representatives of the City and of the Proposer.   Once the Contract is fully executed 
the City will notify Respondent in writing and give the order to proceed.   
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11 Appendices 

 

11.1 Attachment(s) Listing 

Appendix A – Sample Professional Services Agreement  

Appendix B – MWE/DBE and Veteran-Owned Solicitation and Commitment Forms 

Appendix C- Full Great Race Route Map 

 

 


