REQUEST FOR QUOTE
# D85_RFQ_Communications/Marketing STTA_04112016
SOLSMART COMMUNICATIONS/MARKETING SUPPORT
QUOTEQUOTES DUE APRIL 14, 2016, 12:00 P.M. EASTERN TIME ZONE
The International City / County Management Association (ICMA) requests quotes from qualified firms
interested in providing communications/marketing support services. These services include supporting
the launch of a new SolSmart solar designation program.
To respond to this RFQ, you must submit via email 1 attachment containing your quote to the following
address no later than April 14, 2016, 12:00 p.m. Eastern Time Zone to:
Andrea Fox, afox@icma.org
Contractual and General Questions should be directed to Designated Contact above at (202) 962-3641
or afox@icma.org.
No communication intended to influence this procurement is permitted except by contacting
Designated Contact above. Contacting anyone other than this Designated Contact (either directly by the
Offeror or indirectly through a lobbyist or other person acting on the Offeror’s behalf) in an attempt to
influence the procurement: (1) may result in an Offeror being deemed a non-responsible Offeror, and
(2) may result in the Offeror not being awarded a contract.
**Late quotes will be returned. Faxed quotes will not be accepted. Quotes will not be accepted at any
other ICMA location other than the address above.

I. BACKGROUND INFORMATION
Founded in 1914, ICMA, the International City/County Management Association, advances professional
local government worldwide. Our mission and vision is to create excellence in local governance by
developing and fostering professional management to build sustainable communities that improve
people’s lives worldwide. ICMA provides member support; publications; data and information; peer and
results-oriented assistance; and training and professional development to nearly 9,000 city, town, and
county experts and other individuals and organizations throughout the world. The management
decisions made by ICMA's members affect millions of individuals living in thousands of communities,
from small villages and towns to large metropolitan areas.
ICMA's primary audiences are the professional city, town, and county managers who are appointed by
elected officials to oversee the day-to-day operation of our communities.
ICMA is a 501(c)(3) nonprofit organization that offers a wide range of services to its members and the
local government community. The organization is an internationally recognized publisher of information
resources ranging from textbooks and survey data to topical newsletters and e-publications. ICMA
provides technical assistance to local governments in emerging democracies, helping them to develop
professional practices and ethical, transparent governments. The organization performs a wide range of

mission-driven grant and contract-funded work both in the U.S. and internationally, which is supported
by federal government agencies, foundations, and corporations.

II. SCOPE OF SERVICES
ICMA seeks a short-term contract with a communications/marketing consultant to support the
Department of Energy-funded program, Solar Powering America by Recognizing Communities (SPARC),
and the associated SolSmart designation. This program will establish a national recognition and nocost technical assistance program for local governments — driving greater solar deployment and
making it possible for even more American homes and businesses to access affordable and
renewable solar energy to meet their electricity needs. The SolSmart designation, coupled with
robust and agile technical assistance, will spur communities across the country to earn
recognition for achievements that distinguish them from their peers as the y become more solarfriendly, and in doing so, ignite local solar markets while establishing consistency in solar
practices across the country. The SolSmart designation supports the goals of the SunShot
Initiative to make it faster, cheaper, and easier to go solar.
The Scope of Work for the desired services is as follows:
 Support all communications/marketing related tasks taking place over six weeks (from
hire date) to support the successful launch of the SolSmart designation and Technical
Assistance programs
 Attract the attention of local government audiences and high-profile regional or national
media outlets
 Recommend appropriate messaging and language to use with local government audiences,
and relevant communications/marketing tools and outlets
Specific tasks may include and are not limited to:
 Support the creation and execution of the project Communications Plan
 Create and post original content in formats such as website pages, blogs, social media,
videos, press releases, flyers, and brochures
 Develop the content (talking points, PowerPoint, etc.) for a webinar related to the
program
 Develop content for the temporary project website
 Assist in developing a strategy for promoting high-profile local government commitments
to participate in the program and the successes of the first cohort of designees
 Provide expertise on brand strategy, identity, and guidelines
 Correspond and coordinate directly with vendors and other project communications staff
 Assist with securing a vendor for the creation of the permanent project website, including
finalizing RFP text, research, and vendor selection
 Conduct customer research including focus groups
 Assist with the development of training to support staff that will be answering questions
via phone and email about the program
The work proposed would take place over a six week period, to begin upon the full execution of a
contract. Estimated timeframe between hire date and launch is ten days – remaining work will
take place after the launch date.

Bidders should provide:
 Demonstration of expertise in providing related communications/marketing services
 Demonstration of understanding how to connect with local government audiences
 Demonstration of attracting the attention of regional or national media
 Cost for six weeks of communications/marketing support at 25 hours/week
Responses should be no longer than two pages, 8.5 x 11 page size, 10-point font, with 1” margins.

III. GENERAL CONDITIONS
Proprietary Information - Careful consideration should be given before confidential information is
submitted to ICMA as part of your quote. Review should include whether it is critical for evaluating a
quote, and whether general, non-confidential information, may be adequate for review purposes.
Information submitted to ICMA that the Offeror wishes to have treated as proprietary and confidential
trade secret information, should be identified and labeled "Confidential" or "Proprietary" on each page
at the time of disclosure. This information should include a written request to accept it from disclosure,
including a written statement of the reasons why the information should be accepted. However, ICMA
cannot guarantee the confidentiality of any information submitted.
Contract Award - ICMA anticipates making one award under this solicitation. It may award a contract
based on initial applications without discussion, or following limited discussion or negotiations. Each
offer should be submitted using the most favorable cost and technical terms. ICMA may request
additional data or material to support applications. ICMA expects to notify Offerors in approximately
two months from the quote due date whether your quote has been selected to receive an award.
Limitation - This solicitation does not commit ICMA to award a contract, pay any costs incurred
inpreparing a quote, or to procure or contract for services or supplies. ICMA reserves the right to accept
or reject any or all quotes received, to negotiate with all qualified sources, or to cancel in part or in its
entirety the solicitation when it is in ICMA's best interest.
Disclosure Requirement - The Offeror shall disclose any indictment for any alleged felony, or any
conviction for a felony within the past five years, under the laws of the United States or any state or
territory of the United States, and shall describe circumstances for each. When an Offeror is an
association, partnership, corporation, or other organization, this disclosure requirement includes the
organization and its officers, partners, and directors or members of any similarly governing body. If an
indictment or conviction should come to the attention of ICMA after the award of a contract, ICMA may
exercise its stop-work right pending further investigation, or terminate the agreement.
ICMA appreciates your responsiveness and looks forward to a mutually beneficial business relationship.
Sincerely,

Andrea Fox
ICMA, Director, Center for Sustainable Communities

