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I. INTRODUCTION 
 

A. Services Requisitions / Project Overview 

The City of Monrovia is soliciting Request for Proposals (RFP) from qualified consultants for the design and 
printing services of its residential magazine and recreation guide, Monrovia Today, and on-call graphic 
design and printing services for various external communication media. The Monrovia Today brochure 
serves two needs:  

• Acquaint residents with upcoming meetings and events; and  
• Acquaint residents with community programs, classes, and services 

 
Section V to this RFP is the Scope of Work detailing the services to be provided by the contractor. All 
proposals shall be for the design and printing of the Monrovia Today and on-call graphic design and 
printing services for various external communication media.  
 

B. Background 

The City of Monrovia (“City”) is located in the San Gabriel Valley, 15 miles northeast of Los Angeles, along 
the Foothills of the San Gabriel Valley Mountains. It has a population of 36,816 residents and commercial, 
business, and industrial areas that draw visitors from around the region.  

The Monrovia Today is the official Newsletter of the City. It is an approximately 44-page, full-color 
magazine-style document that is printed every quarter (March, June, September, and December) and 
mailed to approximately 19,000 residents and businesses in Monrovia, along with distribution to our local 
school district, local businesses, and City facilities. The publication is one of the primary sources of 
advertising for the City, providing information on City and School District news, community events, and 
various recreational and library programs.  

Monrovia Today is an integral part of the City’s communications program, and residents rely on it to learn 
about city-sponsored classes, programs, and events every quarter. The magazine is also available digitally.  

C. Term of Services and Contract 

The contract term for services provided under this request for Proposals (RFP) will commence on July 1, 
2025, and will consist of a Base Term of three (3) years with the option to extend for up to two (2) 
additional years as follows: 

• Base Term of three (3) years, from July 1, 2025 through June 30, 2028; and  
• Extension Option Term 1 of one (1) year, from July 1, 2028 through June 30, 2029; and 
• Extension Option Term 2 of one (1) year from July 1, 2027 through June 20, 2030.  

 

Each one-year extension may be eligible for a price increase based on the consumer price index for the 
Los Angeles region. In no case will the adjustment exceed a 3% increase. 
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II. RFP PROCESS 
 

A. Schedule of Events  
• Issue Date – March 19, 2025 
• Submittals Due – April 16, 2025 
• Award Contract – April 30, 2025 
• City Council – May 20, 2025 
• Contract Begins – July 1, 2025 
 

B. Information to be Submitted 
• Proposers shall provide the following information: 

o Summary of organization and qualifications  
o Statement of approach  
o Rate and fee schedule attachment along with total project costs 
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III. INSTRUCTIONS AND GENERAL REQUIREMENTS 
 

A. Proposal Content and Format Requirements 

Should you or your firm be interested in providing a proposal for this project, please provide a 
response to include the following: 

• Brief profile of the firm, including the types of services offered, the year founded, form of the 
organization (corporation, partnership, or sole proprietorship); number, size, and location of offices; 
and total number of employees. 

• Each contractor must submit qualifications and information on the proposed team's experience and 
capabilities, including applicable certifications, licenses, resumes, etc.  

• Each contractor must provide a conceptual plan for the project approach. Indicate features, skills, 
and/or services that distinguish your firm, making it the better choice for the City. 

• List of, at minimum, three (3) representative projects undertaken in the last five (5) years. Identify the 
names of the organizations and the project manager's contact information. Please provide copies of 
these projects, if available.  

• Complete the cost proposals for on-call services and a not-to-exceed project cost for each issue of the 
Monrovia Today to remain in effect until June 20, 2028. Indicate the number of permissible client 
reviews allowed under the proposal. The City prefers a minimum of five (5) drafts/reviews. Indicate 
any additional costs for additional drafts if applicable in the proposal. See section VI for an example. 
The cost proposal sheet in Section VI is only an example of the proposed costs for the Monrovia Today 
and some of the additional on-call design and print needs. Please submit  

• Each contractor must email (1) electronic copy of the complete proposal. Proposed costs must be 
submitted and include all required attachments. All prices and notations must be typewritten.  
 
B. Instructions 

The attached publication specification sheet proposal must be completed and submitted before 5:00 p.m. 
PST, Thursday, April 10, 2025. Please include samples of publicity materials with your proposal (i.e., flyers, 
invitations, brochures, or any applicable material).  

Applicants must submit their proposals electronically in one submission via email: 

• Submit to e-mail address: bids@monroviaca.gov 
• Email subject line: “RFP – Design and Printing of the Monrovia Today Brochure” 

Any proposal received after the deadline will be disqualified.  

C. Request for Clarification  

To clarify information contained in the RFP, applicants should contact Jocelyn Casas at (626) 932-5584 or 
jcasas@monroviaca.gov. To view the current brochure, visit www.cityofmonrovia.org/your-
government/recreation/activity-guide.  

 

mailto:jcasas@monroviaca.gov
http://www.cityofmonrovia.org/your-government/recreation/activity-guide
http://www.cityofmonrovia.org/your-government/recreation/activity-guide
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D. Rights of the City  

The City of Monrovia reserves the right to refuse or reject any and all proposals, waive irregularities and 
information in any proposal, and review, consider, evaluate, and use any proposal in a manner consistent 
with the law and the best interest of the City. The City reserves the right to award a contract to multiple 
companies.  

E. Cost of proposal Preparation 

Applicants are responsible for costs incurred by responding to this RFP. 

F. Disqualified Proposals 

Any proposals received via email after the proposal submission deadline shall be deemed non-responsive 
and will not be considered.  

G. Equal Employment Opportunity 

Applicant shall agree that it does not and will not discriminate against subcontractor, employee, or 
applicant for employment because of race, religion, color, sex, age, disability, or national origin.  

H. Insurance requirements 

The applicant shall adhere to the Worker’s Compensation insurance requirements for all employees per 
the California Labor Code. (See the attached Consultant Services Agreement.)  

I. Proposer’s indemnification of the City 

Applicant shall save, keep, hold harmless, defend, and fully indemnify the City of Monrovia and its officers, 
employees, elected officials, attorneys, members of boards and commissions, agents and volunteers from 
all damages, claims for damages, costs, and expenses, including legal fees and expenses in law or equity 
that at any time arise out of the bidder's performance. (See attached Consultant Services Agreement).  
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IV. METHOD OF SELECTION  
 

A. Basis for Award and Evaluation Criteria – See below for Point Evaluation. 

Proposals received following the general criteria will be reviewed and judged for consideration. Failure of 
proposers to provide any information requested in this RFP in their proposal may result in disqualification 
of the proposal. The sole objective of the review committee will be to select proposals that are most 
responsive to the City’s needs, including: 

• Experience of Proposed Staff - Experience of project staff with a similar scope of services. Level 
of education, training, licensing, and certification of staff. Experience with public agencies and 
years of experience with relevant experience. 

• Approach to the Project— The approach is well-organized and presented clearly, concisely, and 
logically. It includes the availability and proposed use of technology and methodologies. Quality 
control and thoroughness are well-defined. Timeliness of work completion and typical response 
times should be identified in each response for the individual on-call services.  

• Fair and Reasonable Costs— The reasonableness and competitiveness of the labor rates 
submitted.  

Evaluation Criteria Weight 
• Experience of Proposed Contractor 
• Understanding of Monrovia Today's design and ability to meet design, 

printing, and distribution goal  
• Demonstrated experience in similar projects 
• Current/Past references for comparable projects 
• Levels of education, training, licensing, and certification of staff 

40 

• Approach to the Project 
• Approach is well organized and presented in a clear, concise and logical 

manner 
• Demonstrated an understanding of the objectives and scope of work 
• Describing availability and proposed use of technology and methodologies  

25 

• Proposed Cost 
• Appropriateness and adequacy of proposed design and labor costs 
• Propose cost related to other proposals  

35 
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V. SCOPE OF WORK 

Monrovia Today Newsletter 

• Work with City staff in the creation of a brand identity for the Monrovia Today Newsletter, 
including brand standards and style guidelines for the Monrovia Today. 

• Work with City staff to create four full-color Activity Guides per year (Spring, Summer, Fall, and 
Winter), each 40 – 48 pages long (8 3/8 x 10 7/8).  

• Obtain all content from the City; provide art direction, provide design for ads as needed, layout, 
and production coordination. 

• Format layout of publication. This includes design of text, images, drawings, and other artwork in 
the appropriate location. 

• Adhere to a mutually agreed upon schedule. Submit all work to the City for review as established 
in the production schedule set every quarter. This includes removal/and or medication of any 
portion of the publication prior to printing. (Production begins once City staff provides content 
and ends once digital file is sent to printer). 

• Ensure all aspects of production are on schedule to meet delivery, print, and mailing deadlines. 
• Delivery of printed publication of  to: 

o Arcadia Post Office - 18,000 copies (approx.)  
o Monrovia City Hall – 250 copies 
o Monrovia Chamber of Commerce – 150 copies 
o Monrovia Unified School District Office – 150 copies 

• Option for the City to redesign the branding/look of the brochure every 24-36 months.  
• Online Flipbook feature with direct links to the City’s registration system. 

On-Call Services  

Projects will be assigned at the City’s discretion, each with a negotiated scope of and not-to-be-exceeded 
amount  

The following are samples of tasks but not limited to: 

• Event flyers 
• Campaign branding  
• Print advertisement  
• Door hanger design and print  
• Street banner 
• Pole banners  
• Wayfinding signage 

Projects will be assigned at the City’s discretion, each with a negotiated scope of and not-to-be-exceeded 
amount.  
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VI. COST PROPOSAL 

Interested parties must submit a proposal that includes the proposed rate for individual tasks and any 
direct expenses that will be charged to the city for the proposed project and services described in the 
Scope of Work. The proposed design services and printing services requested below are samples of the 
work the City is seeking. It is not limited to these design and print service requests.  Please submit 
additional services and rates provided by the company/organization. 
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VII. AGREEMENT FOR SERVICES 

The vendor(s) selected will be required to enter into a standard City agreement (Attachment No. 1, 
Sample Consultant Services Agreement) 
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ATTACHMENT 1 - SAMPLE CONSULTANT SERVICES AGREEMENT 

This Consultant Services Agreement (“Agreement”) is dated May 20, 2025 
(“Effective Date”), and is between the City of Monrovia, a California municipal corporation 
(“City”) and [Consultant’s Legal Name], a [Legal Form of Entity, e.g., California 
corporation, limited partnership, limited liability company] (“Consultant”). 

RECITALS 

A. City desires to utilize the services of Consultant as an independent 
contractor to provide creative design and printing services for the production of the 
quarterly Monrovia Today publication, as well as on-call design and print services.  

B. Consultant represents that it is fully qualified to perform such services by 
virtue of its experience and the training, education and expertise of its principals and 
employees. 

C. City desires to retain Consultant and Consultant desires to serve City to 
perform these services in accordance with the terms and conditions of this Agreement. 

The parties therefore agree as follows: 

1. Consultant’s Services. 

A. Scope of Services.  Consultant shall perform the services described in the 
Scope of Services, attached as Exhibit A.  City may request, in writing, changes in the 
scope of services to be performed.  Any changes mutually agreed upon by the parties, 
and any increase or decrease in compensation, shall be incorporated by written 
amendments to this Agreement.  

B. Party Representatives.  For the purposes of this Agreement, the City 
Representative shall be the City Manager, or such other person designated in writing by 
the City Manager (the “City Representative”).  For the purposes of this Agreement, the 
Consultant Representative shall be: 

[Name], [Title] (the “Consultant Representative”) 
[E-mail Address] 

 

The Consultant Representative shall directly manage Consultant’s services under this 
Agreement.  Consultant shall not change the Consultant Representative without City’s 
prior written consent. 

C. Time for Performance.  Consultant shall commence the services on the 
Effective Date and shall perform all services by the deadline established by the City 
Representative or, if no deadline is established, with reasonable diligence. 
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C. Standard of Performance.  Consultant shall perform all services under this 
Agreement in accordance with the standard of care generally exercised by like 
professionals under similar circumstances and in a manner reasonably satisfactory to 
City. 

D. Personnel.  Consultant has, or will secure at its own expense, all personnel 
required to perform the services required under this Agreement.  All of the services 
required under this Agreement shall be performed by Consultant or under its supervision, 
and all personnel engaged in the work shall be qualified to perform such services.   

E. Compliance with Laws.  Consultant shall comply with all applicable federal, 
state and local laws, ordinances, codes, regulations and requirements applicable to this 
Agreement. 

F. Permits and Licenses.  Consultant shall obtain and maintain during the 
Agreement term all necessary licenses, permits and certificates required by law for the 
provision of services under this Agreement, including a business license.   

2. Term of Agreement.  The term of this Agreement shall be from the Effective Date 
through June 30, 2028, with two (2) one-year options to extend, unless sooner terminated 
as provided in Section 13 of this Agreement or extended.   

3. Compensation. 

A. Compensation.  As full compensation for Consultant’s services provided 
under this Agreement, City shall pay Consultant the total flat sum of [Written Amount] 
Dollars ($[Numerical Amount]) (the “maximum compensation”), as set forth in the 
Approved Fee Schedule, attached hereto as Exhibit B. 

B. Expenses.  The amount set forth in Exhibit B shall include reimbursement 
for all actual and necessary expenditures reasonably incurred in the performance of this 
Agreement. 

A. Additional Services.  City shall not allow any claims for additional services 
performed by Consultant, unless the City Council and the Consultant Representative 
authorize the additional services in writing prior to Consultant’s performance of the 
additional services or incurrence of additional expenses.  Any additional services or 
expenses authorized by the City Council shall be compensated at the rates set forth in 
Exhibit B, or, if not specified, at a rate mutually agreed to by the parties.  City shall make 
payment for additional services and expenses in accordance with Section 4 of this 
Agreement. 

4. Method of Payment.   

A. Invoices.  Consultant shall submit to City an invoice, on a monthly basis or 
less frequently, for the services performed pursuant to this Agreement.  Each invoice shall 
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itemize the services rendered during the billing period, hourly rates charged, if applicable, 
and the amount due.  City shall review each invoice and notify Consultant in writing within 
ten (10) business days of receipt of any disputed invoice amounts. 

B. Payment.  City shall pay all undisputed invoice amounts within thirty (30) 
calendar days after receipt up to the maximum compensation set forth in Section 3 of this 
Agreement.  City shall not withhold federal payroll, state payroll or other taxes, or other 
similar deductions, from payments made to Consultant. 

C. Audit of Records.  Consultant shall make all records, invoices, time cards, 
cost control sheets and other records maintained by Consultant in connection with this 
agreement available during Consultant’s regular working hours to City for review and 
audit by City. 

5. Ownership of Documents.  All reports, documents or other written material 
(“written products”) developed by Consultant in the performance of this Agreement shall 
be and remain City’s property without restriction or limitation upon its use or dissemination 
by City.  Consultant may take and retain copies of the written products as desired, but the 
written products shall not be the subject of a copyright application by Consultant. 

6. Independent Contractor.  Consultant is, and shall at all times remain as to City, 
a wholly independent contractor.  Consultant shall have no power to incur any debt, 
obligation, or liability on behalf of City.  Neither City nor any of its agents shall have control 
over the conduct of Consultant or any of Consultant’s employees, except as set forth in 
this Agreement.  Consultant shall not, at any time, or in any manner, represent that it or 
any of its officers, agents or employees are in any manner employees of City.   

7. Confidentiality.  All data, documents, discussion, or other information (collectively 
“data”) developed or received by Consultant or provided for performance of this 
Agreement are deemed confidential.  Consultant shall keep all data confidential and shall 
not disclose any data to any person or entity without City’s prior written consent.  City 
shall grant such consent if disclosure is legally required.  Consultant shall return all data 
to City upon the expiration or termination of this Agreement.  Consultant’s covenant under 
this Section 7 shall survive the expiration or termination of this Agreement. 

8. Conflicts of Interest.  Consultant and its officers, employees, associates and 
subcontractors, if any, shall comply with all conflict of interest statutes of the State of 
California applicable to Consultant’s services under this Agreement, including the Political 
Reform Act (Gov. Code § 81000, et seq.) and Government Code Section 1090.  During 
the term of this Agreement, Consultant may perform similar services for other clients, but 
Consultant and its officers, employees, associates and subcontractors shall not, without 
the City Representative’s prior written approval, perform work for another person or entity 
for whom Consultant is not currently performing work that would require Consultant or 
one of its officers, employees, associates or subcontractors to abstain from a decision 
under this Agreement pursuant to a conflict of interest statute.  Consultant shall 



Page 12 of 21 
 

incorporate a clause substantially similar to this Section 8 into any subcontract that 
Consultant executes in connection with the performance of this Agreement. 

9. Indemnification. 

A. Indemnities for Third Party Claims.   

1) To the fullest extent permitted by law, Consultant shall, at its sole 
cost and expense, defend, hold harmless and indemnify City and its elected officials, 
officers, attorneys, agents, employees, designated volunteers, successors, assigns and 
those City agents serving as independent contractors in the role of City officials 
(collectively “Indemnitees”), from and against any and all damages, costs, expenses, 
liabilities, claims, demands, causes of action, proceedings, expenses, judgments, 
penalties, liens, and losses of any nature whatsoever, including fees of accountants, 
attorneys, or other professionals and all costs associated therewith and the payment of 
all consequential damages (collectively “Liabilities”), in law or equity, whether actual, 
alleged or threatened, which arise out of, are claimed to arise out of, pertain to, or relate 
to the acts or omissions of Consultant, its officers, agents, servants, employees, 
subcontractors, materialmen, contractors or their officers, agents, servants or employees 
(or any entity or individual that Consultant shall bear the legal liability thereof) in the 
performance of this Agreement, including the Indemnitees’ active or passive negligence, 
except for Liabilities arising from the sole negligence or willful misconduct of the 
Indemnitees, as determined by final arbitration or court decision or by the agreement of 
the parties.  Consultant shall defend the Indemnitees in any action or actions filed in 
connection with any Liability with counsel of the Indemnitees’ choice, and shall pay all 
costs and expenses, including all attorneys’ fees and experts’ costs actually incurred in 
connection with such defense.  Consultant shall reimburse the Indemnitees for any and 
all legal expenses and costs incurred by Indemnitees in connection therewith. 

2) Consultant shall pay all required taxes on amounts paid to 
Consultant under this Agreement, and indemnify and hold City harmless from any and all 
taxes, assessments, penalties, and interest asserted against City by reason of the 
independent contractor relationship created by this Agreement.  Consultant shall fully 
comply with the workers’ compensation law regarding Consultant and Consultant’s 
employees.  Consultant shall indemnify and hold City harmless from any failure of 
Consultant to comply with applicable workers’ compensation laws.  City may offset 
against the amount of any fees due to Consultant under this Agreement any amount due 
to City from Consultant as a result of Consultant’s failure to promptly pay to City any 
reimbursement or indemnification arising under this Subparagraph A. 2). 

3) Consultant shall obtain executed indemnity agreements with 
provisions identical to those in this Section 9 from each and every subcontractor or any 
other person or entity involved by, for, with or on behalf of Consultant in the performance 
of this Agreement.  If Consultant fails to obtain such indemnity obligations, Consultant 
shall be fully responsible and indemnify, hold harmless and defend the Indemnitees from 
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and against any and all Liabilities in law or equity, whether actual, alleged or threatened, 
which arise out of, are claimed to arise out of, pertain to, or relate to the acts or omissions 
of Consultant’s subcontractor, its officers, agents, servants, employees, subcontractors, 
materialmen, contractors or their officers, agents, servants or employees (or any entity or 
individual that Consultant’s subcontractor shall bear the legal liability thereof) in the 
performance of this Agreement, including the Indemnitees’ active or passive negligence, 
except for Liabilities arising from the sole negligence or willful misconduct of the 
Indemnitees, as determined by final arbitration or court decision or by the agreement of 
the parties. 

B. Workers’ Compensation Acts not Limiting.  Consultant’s indemnifications 
and obligations under this Section 9, or any other provision of this Agreement, shall not 
be limited by the provisions of any workers’ compensation act or similar act.  Consultant 
expressly waives its statutory immunity under such statutes or laws as to City, its officers, 
agents, employees and volunteers. 

C. Insurance Requirements not Limiting.  City does not, and shall not, waive 
any rights that it may possess against Consultant because of the acceptance by City, or 
the deposit with City, of any insurance policy or certificate required pursuant to this 
Agreement.  The indemnities in this Section 9 shall apply regardless of whether or not 
any insurance policies are determined to be applicable to the Liability, tax, assessment, 
penalty or interest asserted against City. 

D. Survival of Terms.  Consultant’s indemnifications and obligations under this 
Section 9 shall survive the expiration or termination of this Agreement. 

10. Insurance. 

A. Minimum Scope and Limits of Insurance.  Consultant shall procure and at 
all times during the term of this Agreement carry, maintain, and keep in full force and 
effect, insurance as follows:   

1) Commercial General Liability Insurance with a minimum limit of Two 
Million Dollars ($2,000,000) per occurrence for bodily injury, personal injury and property 
damage and a general aggregate limit of Four Million Dollars ($4,000,000) per project or 
location.  If Consultant is a limited liability company, the commercial general liability 
coverage shall be amended so that Consultant and its managers, affiliates, employees, 
agents and other persons necessary or incidental to its operation are insureds. 

2) Automobile Liability Insurance for any owned, non-owned or hired 
vehicle used in connection with the performance of this Agreement with a combined single 
limit of Two Million Dollars ($2,000,000) per accident for bodily injury and property 
damage.  If Consultant does not use any owned, non-owned or hired vehicles in the 
performance of services under this Agreement, Consultant shall obtain a non-owned auto 
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endorsement to the Commercial General Liability policy required under Subparagraph A. 
1) of this Section 10. 

3) Workers’ Compensation Insurance as required by the State of 
California and Employer’s Liability Insurance with a minimum limit of One Million Dollars 
($1,000,000) per accident for bodily injury or disease.  If Consultant has no employees 
while performing services under this Agreement, workers’ compensation policy is not 
required, but Consultant shall execute a declaration that it has not employees. 

B. Acceptability of Insurers.  The insurance policies required under this Section 
10 shall be issued by an insurer admitted to write insurance in the State of California with 
a rating of A:VII or better in the latest edition of the A.M. Best Insurance Rating Guide.  
Self insurance shall not be considered to comply with the insurance requirements under 
this Section 10. 

C. Additional Insured.  The commercial general and automobile liability policies 
shall contain an endorsement naming the City, its officers, employees, agents and 
volunteers as additional insureds. 

D. Primary and Non-Contributing.  The insurance policies required under this 
Section 10 shall apply on a primary non-contributing basis in relation to any other 
insurance or self-insurance available to City.  Any insurance or self-insurance maintained 
by City, its officers, employees, agents or volunteers, shall be in excess of Consultant’s 
insurance and shall not contribute with it. 

E. Consultant’s Waiver of Subrogation.  The insurance policies required under 
this Section 10 shall not prohibit Consultant and Consultant’s employees, agents or 
subcontractors from waiving the right of subrogation prior to a loss.  Consultant hereby 
waives all rights of subrogation against City. 

F. Deductibles and Self-Insured Retentions.  Any deductibles or self-insured 
retentions must be approved by City.  At City’s option, Consultant shall either reduce or 
eliminate the deductibles or self-insured retentions with respect to City, or Consultant 
shall procure a bond guaranteeing payment of losses and expenses. 

G. Cancellations or Modifications to Coverage.  Consultant shall not cancel, 
reduce or otherwise modify the insurance policies required by this Section 10 during the 
term of this Agreement.  The commercial general and automobile liability policies required 
under this Agreement shall be endorsed to state that should the issuing insurer cancel 
the policy before the expiration date, the issuing insurer will endeavor to mail thirty (30) 
days’ prior written notice to City.  If any insurance policy required under this Section 10 is 
canceled or reduced in coverage or limits, Consultant shall, within two (2) business days 
of notice from the insurer, phone, fax or notify City via certified mail, return receipt 
requested, of the cancellation of or changes to the policy. 
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H. City Remedy for Noncompliance.  If Consultant does not maintain the 
policies of insurance required under this Section 10 in full force and effect during the term 
of this Agreement, or in the event any of Consultant’s policies do not comply with the 
requirements under this Section 10, City may either immediately terminate this 
Agreement or, if insurance is available at a reasonable cost, City may, but has no duty to, 
take out the necessary insurance and pay, at Consultant’s expense, the premium thereon.  
Consultant shall promptly reimburse City for any premium paid by City or City may 
withhold amounts sufficient to pay the premiums from payments due to Consultant. 

I. Evidence of Insurance.  Prior to the performance of services under this 
Agreement, Consultant shall furnish City’s Risk Manager with a certificate or certificates 
of insurance and all original endorsements evidencing and effecting the coverages 
required under this Section 10.  The endorsements are subject to City’s approval. 
Consultant may provide complete, certified copies of all required insurance policies to 
City.  Consultant shall maintain current endorsements on file with City’s Risk Manager.  
Consultant shall provide proof to City’s Risk Manager that insurance policies expiring 
during the term of this Agreement have been renewed or replaced with other policies 
providing at least the same coverage.  Consultant shall furnish such proof at least two (2) 
weeks prior to the expiration of the coverages. 

J. Indemnity Requirements not Limiting.  Procurement of insurance by 
Consultant shall not be construed as a limitation of Consultant’s liability or as full 
performance of Consultant’s duty to indemnify City under Section 9 of this Agreement. 

K. Subcontractor Insurance Requirements.  Consultant shall require each of 
its subcontractors that perform services under this Agreement to maintain insurance 
coverage that meets all of the requirements of this Section 10. 

11. Mutual Cooperation.   

A. City’s Cooperation.  City shall provide Consultant with all pertinent data, 
documents and other requested information as is reasonably available for Consultant’s 
proper performance of the services required under this Agreement.  

B. Consultant’s Cooperation.  In the event any claim or action is brought 
against the City relating to Consultant’s performance or services rendered under this 
Agreement, Consultant shall render any reasonable assistance that City requires. 

12. Records and Inspections.  Consultant shall maintain full and accurate records 
with respect to all matters covered under this Agreement for a period of [Written Amount] 
([Numerical Amount]) years.  Consultant shall, without charge, provide City with access 
to the records during normal business hours.  City may examine and audit the records 
and make transcripts therefrom, and inspect all program data, documents, proceedings 
and activities. 

13. Termination of Agreement. 
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A. Right to Terminate.  City may terminate this Agreement at any time, at will, 
for any reason or no reason, after giving written notice to Consultant at least five (5) 
calendar days before the termination is to be effective.  Consultant may terminate this 
Agreement at any time, at will, for any reason or no reason, after giving written notice to 
City at least sixty (60) calendar days before the termination is to be effective.       

B. Obligations upon Termination.  Consultant shall cease all work under this 
Agreement on or before the effective date of termination specified in the notice of 
termination.  In the event of City’s termination of this Agreement due to no fault or failure 
of performance by Consultant, City shall pay Consultant based on the percentage of work 
satisfactorily performed up to the effective date of termination.  In no event shall 
Consultant be entitled to receive more than the amount that would be paid to Consultant 
for the full performance of the services required by this Agreement.   

14. Force Majeure.  Consultant shall not be liable for any failure to perform its 
obligations under this Agreement if Consultant presents acceptable evidence, in City’s 
sole judgment, that such failure was due to strikes, lockouts, labor disputes, embargoes, 
acts of God, inability to obtain labor or materials or reasonable substitutes for labor or 
materials, governmental restrictions, governmental regulations, governmental controls, 
judicial orders, enemy or hostile governmental action, civil commotion, fire or other 
casualty, or other causes beyond Consultant’s reasonable control and not due to any act 
by Consultant. 

15. Notices.  Any notice, consent, request, demand, bill, invoice, report or other 
communication required or permitted under this Agreement shall be in writing and 
conclusively deemed effective: (a) on personal delivery, (b) on confirmed delivery by 
courier service during Consultant’s and City's regular business hours, or (c) three 
business days after deposit in the United States mail, by first class mail, postage prepaid, 
and addressed to the party to be notified as set forth below: 

If to City: If to Consultant: 
Attn: Alice D. Atkins, City Clerk ________________________ 
City of Monrovia ________________________ 
415 South Ivy Avenue ________________________ 
Monrovia, California 91016 ________________________ 
 ________________________ 
 
With a courtesy copy to: 
 
Craig A. Steele, City Attorney 
Richards, Watson & Gershon 
350 South Grand Avenue, 37th Floor 
Los Angeles, CA 90071 
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16. Non-Discrimination and Equal Employment Opportunity.  In the performance 
of this Agreement, Consultant shall not discriminate against any employee, subcontractor 
or applicant for employment because of race, color, religious creed, sex, gender, gender 
identity, gender expression, marital status, national origin, ancestry, age, physical 
disability, mental disability, medical condition, genetic information, sexual orientation or 
other basis prohibited by law.  Consultant will take affirmative action to ensure that 
subcontractors and applicants are employed, and that employees are treated during 
employment, without regard to their race, color, religious creed, sex, gender, gender 
identity, gender expression, marital status, national origin, ancestry, age, physical 
disability, mental disability, medical condition, genetic information or sexual orientation. 

17. Prohibition of Assignment and Delegation.  Consultant shall not assign any of 
its rights or delegate any of its duties under this Agreement, either in whole or in part, 
without City’s prior written consent.  City’s consent to an assignment of rights under this 
Agreement shall not release Consultant from any of its obligations or alter any of its 
primary obligations to be performed under this Agreement.  Any attempted assignment or 
delegation in violation of this Section 17 shall be void and of no effect and shall entitle 
City to terminate this Agreement.  As used in this Section 17, “assignment” and 
“delegation” means any sale, gift, pledge, hypothecation, encumbrance or other transfer 
of all or any portion of the rights, obligations, or liabilities in or arising from this Agreement 
to any person or entity, whether by operation of law or otherwise, and regardless of the 
legal form of the transaction in which the attempted transfer occurs. 

18. No Third Party Beneficiaries Intended.  This Agreement is made solely for the 
benefit of the parties to this Agreement and their respective successors and assigns, and 
no other person or entity may have or acquire a right by virtue of this Agreement. 

19. Exhibits.  Exhibits A and B constitute a part of this Agreement and are 
incorporated into this Agreement by this reference.  If any inconsistency exists or arises 
between a provision of this Agreement and a provision of any exhibit, the provisions of 
this Agreement shall control. 

20. Entire Agreement and Modification of Agreement.  This Agreement and all 
exhibits referred to in this Agreement constitute the final, complete and exclusive 
statement of the terms of the agreement between the parties pertaining to the subject 
matter of this Agreement and supersede all other prior or contemporaneous oral or written 
understandings and agreements of the parties.  No party has been induced to enter into 
this Agreement by, nor is any party relying on, any representation or warranty except 
those expressly set forth in this Agreement.  This Agreement may be modified only by a 
writing signed by both parties. 

21. Headings.  The headings in this Agreement are included solely for convenience 
of reference and shall not affect the interpretation of any provision of this Agreement or 
any of the rights or obligations of the parties to this Agreement. 
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22. Word Usage.  Unless the context clearly requires otherwise, (a) the words “shall,” 
“will” and “agrees” are mandatory and “may” is permissive; (b) “or” is not exclusive; and 
(c) “includes” or “including” are not limiting. 

23. Time of the Essence.  Time is of the essence in respect to all provisions of this 
Agreement that specify a time for performance; provided, however, that the foregoing 
shall not be construed to limit or deprive a party of the benefits of any grace or use period 
allowed in this Agreement. 

24. Governing Law and Choice of Forum.  This Agreement, and any dispute arising 
from the relationship between the parties to this Agreement, shall be governed by and 
construed in accordance with the laws of the State of California, except that any rule of 
construction to the effect that ambiguities are to be resolved against the drafting party 
shall not be applied in interpreting this Agreement.  Any dispute that arises under or 
relates to this Agreement (whether contract, tort or both) shall be resolved in a municipal, 
superior or federal court with geographic jurisdiction over the City of Monrovia.  

25. Attorneys’ Fees.  In any litigation or other proceeding by which on party seeks to 
enforce its rights under this Agreement (whether in contract, tort or both) or seeks a 
declaration of any rights or obligations under this Agreement, the prevailing party shall be 
shall be awarded reasonable attorneys’ fees together with any costs and expenses, to 
resolve the dispute and to enforce the final judgment. 

26. Severability.  If a court of competent jurisdiction holds any provision of this 
Agreement to be illegal, invalid or unenforceable for any reason, the validity of and 
enforceability of the remaining provisions of this Agreement shall not be affected and 
continue in full force and effect. 

[SIGNATURE PAGE FOLLOWS] 
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The parties, through their duly authorized representatives are signing this 
Agreement on the date stated in the introductory clause.  

City: 
City of Monrovia, 
a California municipal corporation 
 
 
By:   

Name: Dylan Feik 
Title: City Manager 

 
ATTEST: 
 
 
By:   

Name: Alice D. Atkins, MMC 
Title: City Clerk 

 
APPROVED AS TO FORM: 
 
 
By:   

Name: Craig A. Steele 
Title: City Attorney 

 

Consultant: 
[Consultant’s Legal Name], 
a [Legal Form of Entity] 
 
 
By:   

Name: [Name of Authorized Signer] 
Title: [Title of Authorized Signer] 
Email: [Email of Authorized Signer] 
 

 
By:   

Name: [Name of Authorized Signer] 
Title: [Title of Authorized Signer] 
Email: [Email of Authorized Signer] 

 
  
(Two signatures of corporate officers 
required for corporations under 
Corporations Code Section 313, unless 
corporate documents authorize only one 
person to sign this Agreement on behalf of 
the corporation.) 



 

EXHIBIT A - SCOPE OF SERVICES 

Monrovia Today Newsletter 

• Work with City staff in the creation of a brand identity for the Monrovia Today 
Newsletter, including brand standards and style guidelines for the Monrovia Today. 

• Work with City staff to create four full-color Activity Guides per year (Spring, 
Summer, Fall, and Winter), each 40 – 48 pages long (8 3/8 x 10 7/8).  

• Obtain all content from the City; provide art direction, provide design for ads as 
needed, layout, and production coordination. 

• Format layout of publication. This includes design of text, images, drawings, and 
other artwork in the appropriate location. 

• Adhere to a mutually agreed upon schedule. Submit all work to the City for review 
as established in the production schedule set every quarter. This includes 
removal/and or medication of any portion of the publication prior to printing. 
(Production begins once City staff provides content and ends once digital file is 
sent to printer). 

• Ensure all aspects of production are on schedule to meet delivery, print, and 
mailing deadlines. 

• Delivery of printed publication to: 
o Arcadia Post Office - 18,000 copies (approx.)  
o Monrovia City Hall – 250 copies 
o Monrovia Chamber of Commerce – 150 copies 
o Monrovia Unified School District Office – 150 copies 

• Option for the City to redesign the branding/look of the brochure every 24-36 
months.  

• Online Flipbook feature with direct links to the City’s registration system. 

On-Call Services  

Projects will be assigned at the City’s discretion, each with a negotiated scope of and not-
to-be-exceeded amount  

The following are samples of tasks but not limited to: 

• Event flyers 
• Campaign branding  
• Print advertisement  
• Door hanger design and print  
• Street banners 
• Pole banners  
• Wayfinding signage 

Projects will be assigned at the City’s discretion, each with a negotiated scope of and not-
to-be-exceeded amount.  
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EXHIBIT B 
APPROVED FEE SCHEDULE 
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