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I. PURPOSE & PROJECT DESCRIPTION  

A. Purpose  
The Bay Area Air Quality Management District is the public agency entrusted with regulating stationary 
sources of air pollution in the nine counties that surround the San Francisco Bay: Alameda, Contra Costa, 
Marin, Napa, San Francisco, San Mateo, Santa Clara, southwestern Solano, and southern Sonoma 
Counties.  

The Air District is governed by a 22-member Board of Directors composed of locally elected officials 
from each of the nine Bay Area counties. The Board oversees policies and adopts regulations for the 
control of air pollution within the district. The Board appoints the Air District’s Executive Officer/ Air 
Pollution Control Officer, who implements Board policies and gives direction to staff. The Air District is 
assisted by an Advisory Council that provides input to the Board and the Executive Officer on air quality 
matters. The Council is made up of 20 representatives from community, health, environmental, and other 
organizations. An independent, five-member Hearing Board serves to adjudicate regulatory compliance 
issues that may arise between the Air District and local industries, and also hears appeals of permitting 
decisions made by the Executive Officer. The Air District consists of over 350 staff members, including 
engineers, inspectors, planners, scientists, and other professionals.  

The work of the Air District affects the region’s entire population. The Air District executes public 
engagement efforts for a variety of its programs.  In the Bay Area, a certain amount of air pollution comes 
from stationary industrial sources, such as refineries and power plants.  But a greater percentage of 
harmful air emissions come from cars and trucks, construction equipment, and other mobile sources.  
California has more cars per household (1.8) than any other state, along with a thriving business economy 
and a continually expanding population.  All of these factors contribute to the state’s air quality 
challenges.  There are three major types of air pollutants that constitute a public health concern for the 
Bay Area: ozone, particulate matter and toxic air contaminants. 

Air District staff recently completed an Assessment of Limited English Proficient Populations and 
Current Services. This assessment reviewed the language needs of Bay Area residents and current 
practices by the District to meet these needs. Based on information captured in the Assessment, the Air 
District made a determination to develop an agency-wide policy and plan to ensure consistency across 
programs that addresses Air District stakeholders, including limited-English proficient populations.  

The Air District seeks to develop a Public Engagement Policy and Plan that outlines a comprehensive set 
of strategies for communicating with diverse Air District stakeholders, such as: limited English proficient 
populations; minority populations; CARE impacted communities; city and county governments; 
nongovernmental organizations and community-based organizations; community residents in urban, rural 
and suburban populations; permit holders; and businesses and industrial organizations. The Plan should 
address a range of Air District programs, including: rule development, permitting, compliance assistance, 
enforcement, air quality planning, grants and incentives, public information and Air District councils and 
committees. 
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B. Project Description  
The Air District is initiating an eight to nine-month process to develop a Public Engagement Policy and 
Plan that aims to: 

 Enable the Air District decision makers to include residents and stakeholders in the Air District public 
engagement process; 

 Provide the Air District with the guidance to incorporate diverse people, voices, ideas, and 
information to achieve quality outcomes; 

 Help the Air District anticipate and address stakeholder concerns early in its processes so that 
outcomes are successful; 

 Help the Air District establish open and transparent processes that the public can access and engage 
in; 

 Promote a culture of participation with programs and stakeholders that supports ongoing quality 
public engagement. 

The Air District reserves the right in its sole discretion to determine which Consultant’s qualifications, 
experience, available resources and ability to perform according to the required schedule best suits the 
project. 
 
The anticipated product of this process is an agency-wide policy and plan for consideration and approval 
by the Air District Board of Directors. This policy and plan should help the Air District achieve the above 
goals by outlining specific principles and procedures for engaging the breadth of the Air District 
stakeholders in the variety of Air District programs. 

A summary of anticipated work for the project is provided in Appendix A: Summary of Anticipated 
Work, which includes tasks that illustrate the type of work that may be requested of the Consultant or 
consultant teams. All work will be assigned pursuant to Air District-initiated task orders. Payment for 
work performed under task orders may be based on deliverables or time and materials, as determined by 
the Air District. Each Task Order awarded by the Air District will include a specific scope of work based 
on the areas identified in Appendix A.  
 

C. Areas of Consultant Expertise  
The Air District seeks specific areas of Consultant expertise, including but not limited to:  

 Experience developing and drafting Public Engagement Policies and Plans for public agencies 
with multi-county jurisdictions and regulatory authority;  

 Proven understanding of best practices in public engagement policies and plans; 
 Staff with academic background in public engagement and civic process; 
 Experience developing four-factor analyses for limited English proficient speakers; 
 Proven understanding of the demographics of the Bay Area, the Air District jurisdiction and 

functions; 
 Experience working with and interacting with diverse stakeholders, such as: limited English 

proficient populations; minority populations; CARE impacted communities; city and county 
governments; nongovernmental organizations and community-based organizations; community 
residents in urban, rural and suburban populations; permit holders; and businesses and industrial 
organizations; and 

 Experience facilitating stakeholder working groups with diverse interests and backgrounds. 
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II. SCHEDULE AND BUDGET  

A. Schedule  
The Air District expects the work to commence on or about March 9, 2010 and to be completed by 
October 31, 2011. At the Air District’s sole option, the contract may be extended for additional work 
related to the Summary of Anticipated Work outlined in Appendix A.  
 

A proposers’ conference will be held on 10:00 a.m., January 13, 2011 at the District Headquarters, 939 
Ellis St., San Francisco, in the 4th floor Conference Room. A tentative timeline for consultant selection is 
outlined below. 

Tentative Consultant Selection Timeline 

December 23, 2010 Issue RFQ 

January 13, 2011 
10:00 a.m.  

Proposers’ Conference 

January 14, 2011 
4:00 p.m. 

Last day to submit inquiries/questions 

January 21, 2011 
4:00 p.m. 

Deadline for submittal of quotes 

January 24, 2011 through 
February 18, 2011 

Evaluation of submissions 

February 14-18 Interviews as needed 

February 28, 2011 Contractor recommendation submitted to Board 
of Directors Public Outreach Committee for 
consideration 

March 2, 2011 Contractor recommendation and contract amount 
submitted to Board of Directors for consideration 

March 9, 2011 Execute contract and begin work 
 

B. Budget  
Funding for this project is subject to the Air District Board of Directors approval of consultant selection 
and contract amount. This project is budgeted for up to and may not exceed $200,000.   
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III. FORM OF STATEMENT OF QUALIFICATIONS 
Sections that should be included in each SOQ are described below. Page limits, where specified, are for 
single-sided print. Proposers are encouraged to print double-sided copies to save paper. Should 
Consultants choose to form teams to respond to this RFQ, the Air District encourages only forming teams 
should the team members and their respective disciplines naturally support one another in the completion 
of work stated in Appendix A: Summary of Anticipated Work.  

A. Transmittal Letter  
A transmittal letter signed by an official authorized to solicit business and enter into contracts for the firm. 
The transmittal letter should include the name, telephone number and email of a contact person if 
different from the signatory. The letter should indicate that the SOQs are firm offers to enter into a 
contract to perform work related to this RFQ for a period of one hundred twenty (120) days from SOQ 
submission.  

B. Title Page  
Title page showing the RFQ subject, the name of the proposer’s firm, address, telephone number, fax, 
name of contact person and email, and the date.  Please also indicate the names of other firms if 
submitting as a team. 

C. Qualifications and Experience  
A detailed statement of the firm’s qualifications and previous experience in conducting work  
similar to all items described in the Summary of Anticipated Work (Appendix A), and short resumes of the 
personnel the proposer intends to use to perform the task(s), summarizing the individual’s training and 
experience relevant to items in relation to the areas of consultant expertise described below. This section 
should demonstrate experience and expertise of lead staff in all items included in Section I (C) and 
Appendix A. If subcontractors are used, include the resumes of key subcontractor personnel, as well. For 
clarity, a table is requested showing each proposed staff person and their applicable skills and/or areas of 
expertise relevant to Section I (C) and the Summary of Anticipated Work.  

D. Similar Projects  
A summary (no longer than one page each) of at least three (3) projects completed within five (5) years 
prior to the date of this RFQ similar in subject matter and scope to all items in  the Summary of 
Anticipated Work. The summary must include the name of the client agency, the contract term and 
amount, and a contact person (with telephone number and e-mail) who may be contacted as a reference.  

E. Air District Contracts  
A list of any contracts with the Air District by the Consultant or any of its sub-consultants in the past 
three (3) years, including a brief description of the scope of work, the contract amount, date of execution 
and the Air District project manager.  

F. Work Sample  
Five copies of one report or final work product prepared by key members of the consultant team in which 
scope and details are comparable to those required as part of this project, which identifies the authors. The 
work sample will be considered in evaluating firm and staff expertise and experience, and written 
presentation effectiveness. 
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G. Hourly Rates  
Provide the fully loaded hourly rates for all personnel to be used on the project, including sub-consultants. 
Fully-loaded hourly rate means an hourly rate that includes all applicable surcharges such as taxes, 
insurance and fringe benefits as well as indirect costs, overhead and profit allowance, and ordinary 
materials and supplies.  

H. Statement of Firm’s Environmental Stewardship 
Include a statement regarding the firm’s commitment to environmental stewardship. Include indication of 
participation in the Spare the Air Employer program, Green Business Program or other. Include indication 
of whether firm is local and address of office where work is expected to be completed.   

I. Statement Regarding Participation of Small Businesses, Women-Owned Businesses, 
and Minority-Owned Businesses in SOQ 
Please indicate whether any small businesses, women-owned businesses or minority owned businesses 
are participating in the consultant team. 
 

IV. QUALIFICATIONS EVALUATION  

A. Minimum Qualifications  
The Administrative Analyst will conduct an initial review of the SOQs for responsiveness to ensure that 
each SOQ meets the minimum qualifications set out below.  Proposers failing to meet the minimum 
qualifications will not be deemed responsive.  To be eligible for Statement of Qualification evaluation, a 
firm must demonstrate that:  

 The consultant, non-profit or academic institution has completed at least three (3) projects for 
government agency clients within the last five (5) years that are substantially similar to the work 
described in Appendix A, Summary of Anticipated Work.  

 Lead staff identified in the SOQ must have individually held a similar role in at least (3) projects 
within the five (5) years prior to the date of this RFQ. 

The Air District reserves the right to request additional information from responsive proposers prior to 
evaluation. Responsive SOQs will then be evaluated to determine whether they meet the minimum 
qualifications.  

B. Evaluation  
Responsive SOQs meeting the minimum qualifications in relation to Appendix A will then be evaluated 
by a panel of staff representatives from the Air District and possibly other partner agencies and 
organizations, based on the following evaluation factors, listed in order of relative importance.  
 

1. Overall firm and proposed staff expertise and experience in relation to the areas of expertise 
sought by the Air District and the items identified in Appendix A.  
 

2. Specific qualifications of lead staff for indicated tasks;  
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3. Communication skills and presentation effectiveness, including the abilities to write and present 
both qualitative and quantitative information in a clear and illustrative manner. Oral 
communication skills will be evaluated if interviews are held.  
 

4. Hourly rates;  
 

5. Completeness and clarity of SOQ, including responses to H and I; and 
 

6. Demonstration of a Quality Assurance process in developing a work product. 
 

An SOQ that fails to include one or more items requested in Section III may be considered responsive, if 
evaluation in every criterion is possible. Any SOQ that does not include enough information to permit the 
evaluators to rate the proposal in any one of the evaluation factors listed above will be considered non-
responsive and will not be evaluated.  
 
Following the evaluation, the panel may elect to recommend award to one Consultant or Consultant team. 
References may be checked for one or more firms prior to final evaluation.  
 
The Air District reserves the right to not convene interviews and to make an award on the basis of written 
SOQs, alone. Further, the Air District reserves the right to accept or reject any and all submitted SOQs, to 
waive minor irregularities, and to request additional information from the firms at any stage of the 
evaluation.  
 

C. Recommendation for Award  
Based on the panel’s evaluation, Air District staff will recommend a consultant or team of consultants as 
well as a proposed contract amount(s) to the Air District Public Outreach Committee and Board of 
Directors for approval. The Executive Officer may then enter into a contract with the selected firm(s). 

Any awards made will be to firms that present qualifications that, in the opinion of the Air District, are 
the most advantageous to the Air District, based on the evaluation factors in Section IV.  

V. GENERAL CONDITIONS  

A. Limitations  
This RFQ does not commit the Air District to award a contract or to pay any costs incurred in the 
preparation of a proposal in response to this RFQ.  
 

B. Selection  
The Air District intends to select the Consultant or Consultant team whose SOQ is most advantageous to 
the Air District, based on the evaluation criteria outlined above.  
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C. Binding Offer  
A signed SOQ submitted to the Air District in response to this RFQ shall constitute a binding offer from 
Consultant or Consultant teams to contract with the according to the terms of the proposal for a period of 
one hundred twenty (120) days after its date of submission, which shall be the date SOQs are due to the 
Air District.  

D. Contract Arrangements  
A contract awarded by the Air District will include a general scope of work based on the areas identified 
Appendix A. The Air District reserves the right in its sole discretion to determine which consultant’s 
qualifications, experience, available resources, ability to perform according to the required schedule, and 
hourly rates best suit the project. 
 
The total budget by will be established upon entering the contract. 
 
A sample Air District consultant contract is enclosed for your reference as Appendix B. If a proposer 
wishes to propose a change to any standard Air District contract provision, the provision and the proposed 
alternative language must be submitted prior to the closing date for receipt of requests for 
clarifications/exceptions listed above. If no such change is requested, the Consultant will be deemed to 
accept the Air District’s standard contract provisions.  
 
The selected Consultant will be required to maintain insurance coverage, during the term of the contract, 
at the levels described in the sample consultant contract. The Consultant agrees to provide the required 
certificates of insurance providing verification of the minimum insurance requirements within five (5) 
days of the Air District’s notice to firm that it is the successful proposer.  
 
All work will be assigned pursuant to Air District-initiated task orders. Payment for work performed 
under task orders may be based on deliverables or time and materials, as determined by the Air District.  

E. Public Records  
This RFQ and any material submitted by a proposer in response to this RFQ are subject to public 
inspection under the California Public Records Act (Government Code § 6250 et seq.), unless exempt by 
law. Proposals and proposal evaluation records will remain confidential until the Air District Board of 
Directors or Public Outreach Committee is notified of staff recommendation for consultant selection.  

F. Cost of SOQ Preparation 
The Air District will not reimburse any Consultant for costs related to preparing and submitting an SOQ.  
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APPENDIX A: SUMMARY OF ANTICIPATED WORK 
 
The services to be performed by the selected Consultant or Consultant teams shall consist of those 
directed by the Air District through signed task orders. The Air District reserves the right to determine 
which consultant’s qualifications, experience, available resources and ability to perform according to the 
required schedule, best suit the project.  Development of the policy and plan may include the following 
elements: 
 

 Gathering stakeholder input through surveys, stakeholder interviews, focus groups, workshops, or 
other contractor recommended processes; 

 Consideration of public engagement recommendations received from stakeholders; 
 Development of tools to identify stakeholders for a variety of Air District programs and 

initiatives; 
 Summary of best practices in public engagement policies and plans; 
 Development of stakeholder-specific engagement strategies for Air District programs including: 

rule development, permitting, compliance assistance, enforcement, air quality planning, grants 
and incentives, public information, and Air District councils and committees; 

 Implementation recommendations for stakeholder engagement strategies;  
 Development, drafting and presentation of Public Engagement Policy and Plan;  
 Four-factor analysis for limited English proficient speakers in the Air District jurisdiction based 

on U.S. EPA guidance; 
 Cost estimates regarding engagement strategies;  
 Solicitation of stakeholder feedback on plan form and content; 
 Conduct workshops and/or training for Air District staff around plan development, plan content, 

and public engagement best practices; and 
 Facilitation of stakeholder working group in development of policy and plan. 

 
Additional, related work may also be required.  
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