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1. INTRODUCTION
The Town of Los Gatos is seeking proposals from qualified firms with specific experience
in developing comprehensive plans for vehicular/pedestrian wayfinding and integrated
signage. The selected consultant will work in conjunction with the Town and relevant
stakeholder to develop a Downtown Master Plan for Wayfinding and Signage. Proposals
should include information demonstrating experience in the fields of vehicular
/pedestrian circulation and wayfinding design requested in this RFP.
Qualified proposers must be able to analyze the existing conditions of wayfinding,
signage of all types, traffic and parking patterns and develop a plan to improve
upon the experience of navigating around Downtown. The plan should maintain smalltown charm, and create a welcoming, organized, safe and easy to navigate atmosphere.
The primary goal is to improve the overall visitor experience resulting in repeat
visitation and stimulate the Downtown economy. The selected proposer will develop a
master plan, design signage, create a parking brand and develop a bid package including
specifications using Town boilerplate documents and standards where applicable.
In December 2019, the Town Council approved a Parking Roadmap that recommended
multiple strategies for improving the Downtown visitor experience
(https://www.losgatosca.gov/DocumentCenter/View/23807/Los-Gatos-Parking-Roadmap) . The
highest priority was given to creating an employee parking program and enhancing
wayfinding and signage. The proposer must be able to meet the Completion Schedule
included in this RFP.
2. BACKGROUND
The Town of Los Gatos is a small community nestled at the base of the Santa Cruz
Mountains. It is bounded by the Cities of San Jose, Campbell, Monte Sereno, and
Saratoga as well as unincorporated pockets of Santa Clara and Santa Cruz Counties. Los
Gatos is a picturesque and charming town, full of enterprising residents that are
engaged in civic activities.
Los Gatos has a strong economic presence, with an award-winning downtown that
includes local and regional favorites, and a corporate community that includes the
headquarters for several prestigious corporations, from flourishing startups to
companies such as Netflix. Land use issues include preserving the historic character of
the Town, blending new with existing development, and meeting the interests of
distinct neighborhoods.
The Town of Los Gatos is guided by the principles of Small-Town Service, Community
Stewardship, and Future Focus. The Town government is fiscally healthy, and focuses on
teamwork, collaboration, and civic engagement.
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3. SCOPE OF SERVICES
See Attachment B
4. INSTRUCTIONS TO PROPOSERS
a. Pre-proposal Conference: N/A
b. Examination of Proposal Documents
Submission of a proposal shall be deemed a representation and certification by the
Proposer that they:
1. Have carefully read and fully understand the information that was provided
by the Town to serve as the basis for submission of this proposal.
2. Have the capability to successfully undertake and complete the
responsibilities and obligations of the proposal being submitted.
3. Represent that all information contained in the proposal is true and correct.
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. Acknowledge that the Town has the right to make any inquiry it deems
appropriate to substantiate or supplement information supplied by the
Proposer, and Proposer hereby grants the Town 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
grounds that proposer was not fully informed to any fact or condition.
c. Addenda/Clarifications
With questions regarding the Request for Proposal (RFP), please submit your questions
in writing to Jim Renelle, Parking Compliance Project Manager, by e-mail at
jrenelle@losgatosca.gov. Written responses will be emailed to all parties who have
expressed an interest in applying for the opportunity. Questions will not be accepted by
phone.
Inquiries received after the date and time stated will not be accepted and will be
returned to senders without response. All addenda shall become a part of the RFP and
shall be acknowledged on the Proposer’s Form.
The Town shall not be responsible nor be bound by any oral instructions, interpretations
or explanations issued by the Town or its representatives.
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d. Submission of Proposals
Submission of Proposals: All proposals shall be submitted electronically to:
Sgt. Greg Borromeo
Los Gatos – Monte Sereno Police Department
Telephone: (408) 354-6848
E-mail: gborromeo@losgatosca.gov
Proposals must be received no later than 5:00 pm(PST) on July 22, 2021. All proposals
received after that time will not be accepted. Electronic submissions only.
The Proposer shall submit its proposal via email as a PDF attachment with the email
subject line: Downtown Master Plan for Wayfinding and Signage. Verification of receipt
of proposal is the responsibility of the submitting firm. Mailed or faxed proposals will
not be accepted.
e. Withdrawal of Proposals
A Proposer may withdraw their proposal at any time before the expiration of the time
for submission of proposals as provided in the RFP by delivering a written request for
withdrawal signed by, or on behalf of, the Proposer.
f. Rights of the Town of Los Gatos
This RFP does not commit the Town to enter into a contract, nor does it obligate the
Town to pay for any costs incurred in preparation and submission of proposals or in
anticipation of a contract. The Town reserves the right to:
• Make the selection based on its sole discretion;
• Reject any and all proposals;
• Issue subsequent RFPs;
• Postpone opening for its own convenience;
• Remedy technical errors in the RFP process;
• Approve or disapprove use of particular subcontractors;
• Negotiate with any, all or none of the Proposers;
• Accept other than the lowest offer;
• Waive informalities and irregularities in the Proposals and/or
• Enter into an agreement with another Proposer in the event the originally
selected Proposer defaults or fails to execute an agreement with the Town.
An agreement shall not be binding or valid with the Town unless and until it is executed
by authorized representatives of the Town and of the Proposer.
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5. PROPOSED TENTATIVE TIMELINE
The tentative RFP timeline is as follows:
RFP Issued
Deadline for questions/clarifications
Proposals Due
Panel Evaluations
Candidates Notified
Candidates Interviewed
Finalist Announced
Contract Negotiations
Contract Awarded

July 1, 2021
July 15, 2021
July 22, 2021 – 5:00 pm (PST)
July 27-29, 2021
July 30, 2021
August 3-5, 2021
August 6, 2021
August 10, 2021
August 18, 2021

6. INFORMATION TO BE SUBMITTED
These instructions outline the guidelines governing the format and content of the
proposal and the approach to be used in its development and presentation. The intent
of the RFP is to encourage responses that clearly communicate the Proposer’s
understanding of the Town’s requirements and its approach to successfully provide the
products and/or services on time and within budget. Only that information which is
essential to an understanding and evaluation of the proposal shall be submitted. Items
not specifically and explicitly related to the RFP and proposal, e.g. brochures, marketing
material, etc. will not be considered in the evaluation.
All proposals shall address the following items in the order listed below and shall be
numbered 1 through 9 in the proposal document including the Scope of Services
response in Chapter 5. The Scope of Services response shall address how the proposer
will successfully complete each Scope of Services task. Details on how to respond to
the tasks is included in the Scope of Services (Attachment B).
Chapter 1 – Proposal Summary
This chapter shall discuss the highlights, key features and distinguishing points of the
Proposal. A separate sheet shall include a list of individuals and contacts for this
Proposal and how to communicate with them. Limit this Chapter to a total of three (3)
pages including the separate sheet.
Chapter 2 – Profile on the Proposing Firm(s)
This chapter shall include a brief description of the Prime Proposer’s firm size as well as
the organization structure. Include all other firms participating in the Proposal,
including similar information about the firms.
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Additionally, this section shall include a listing of any lawsuit or litigation and the result
of that action resulting from (a) any public project undertaken by the Proposer or by its
subcontractors where litigation is still pending or has occurred within the last five years
or (b) any type of project where claims or settlements were paid by the consultant or its
insurers within the last five years.
Chapter 3 – Qualifications of the Firm
This chapter shall include a brief description of the Proposer’s and sub-Proposer’s
qualifications and previous experience on similar or related projects. Please provide
descriptions of pertinent project experience with other public municipalities that
includes a summary of the work performed, the total project cost, the percentage of
work the firm was responsible for, the period over which the work was completed, and
the name, title, and phone number of the client’s to be contacted for references. Give a
brief statement of the firm’s adherence to the schedule and budget for the project.
This chapter shall include information regarding any relationships with firms and/or
individuals who may submit proposals in response to the RFPs being developed.
Chapter 4 – References
This chapter shall include Attachment C – References, providing contact information for
at least three municipalities in which you have recently (within the last 5 years)
completed a project of similar size and scope. The Town reserves the right to contact
each of the references listed for additional information regarding your firm’s
qualifications. Failure to submit at least three references may result in disqualification.
Chapter 5 - Work Plan or Proposal
This chapter shall present a well-conceived service plan. Include a full description of
major tasks and subtasks. This section of the proposal shall establish that the Proposer
understand the Town’s objectives and work requirements and Proposer’s ability to
satisfy those objectives and requirements. Succinctly describe the proposed approach
for addressing the required services/tasks and the firm’s ability to meet the Town’s
schedule, outlining the approach that would be undertaken in providing the requested
services/tasks. To easily assess the duration and resources of the proposal, the project
planning and scheduling of tasks and deliverables by the consultant should be
demonstrated using a Gantt chart. Please incorporate your response into the Scope of
Services tasks in this chapter.
Completion Schedule from Notice to Proceed
Analysis of Current Conditions
5 Weeks
Temporary Parking Wayfinding
12 Weeks
Parking Branding
12 Weeks
Downtown Wayfinding Master Plan 16 Weeks
Sign Installation
26 Weeks
Electronic Wayfinding
52 Weeks
Town of Los Gatos
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Chapter 6 – Proposed Innovations
The Proposer may also suggest technical or procedural innovations that have been used
successfully on other engagements and which may provide the Town with better service
delivery. In this chapter discuss any ideas, innovative approaches, or specific new
concepts included in the Proposal that would provide benefit to the Town.
Chapter 7 – Project Staffing
This chapter shall discuss how the Proposer would propose to staff this project. Key
project team members shall be identified by name, title and specific responsibilities on
the project. An organizational chart for the project team and resumes for key Proposer
personnel shall be included. Key personnel will be an important factor considered by
the review committee. Changes in key personnel may be cause for rejection of the
proposal.
Chapter 8 – Proposal Exceptions
This chapter shall discuss any exceptions or requested changes that the Proposer has to
the Town’s RFP conditions, requirements and sample contract (Attachment D). If there
are no exceptions noted, it is assumed the Proposer will accept all conditions and
requirements identified in Attachment D – “Sample Agreement for Services.” Items not
excepted will not be open to later negotiations.
Chapter 9 – Cost Proposal
Provide a not-to-exceed cost proposal for all work described under the “Scope of
Services” individually itemized by project task. Proposer will complete the Cost Proposal
Sheet (Attachment G) and should also include their standard rate sheet and submit with
their submission. The proposer should also estimate the number of hours for
construction administration and include it on the Cost Proposal Sheet.
Consultants are encouraged to submit suggestions for cost savings, project phasing and
other ways of promoting cost efficiency and to highlight any tradeoffs inherent in the
suggested alternatives. The cost proposal is a portion of the evaluation process and will
be considered in the final selection process.
7. CONTRACT TYPE AND METHOD OF PAYMENT
It is anticipated that the agreement resulting from this solicitation, if awarded, will be a
not-to-exceed budget amount. A sample Agreement of Services is provided as
Attachment D. The method of payment to the successful Proposer shall be net 30 on a
per task basis with a maximum “not to exceed” fee as set by the Proposer in the
proposal or as negotiated between the Proposer and the Town as being the maximum
cost to perform all work. This figure shall include direct costs and overhead, such as but
not limited to, transportation, communications, subsistence and materials and any
subcontracted items of work. Progress payments will be based on a percentage of
project completed.
Town of Los Gatos
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Proposers shall be prepared to accept the terms and conditions of the Agreement,
including Insurance Requirements (Attachment E), Business License Requirements
(Attachment F), and any other required fees as stipulated in the contract. If a Proposer
desires to take exception to the Agreement, Proposer shall provide the following
information in Chapter 8 of their submittal package. Please include the following:
• Proposer shall clearly identify each proposed change to the Agreement, including
all relevant Attachments.
• Proposer shall furnish the reasons for, as well as specific recommendations, for
alternative language.
The above factors will be taken into account in evaluating proposals. Proposals that
take substantial exceptions to the proposed Agreement may be determined by the
Town, at its sole discretion, to be unacceptable and no longer considered for award.
8. REVIEW AND SELECTION PROCESS
The Town will evaluate the proposals based on the following criteria:
• Qualifications and experience of the proposer…………………………………….….……30%
• Quality of the proposal……………………………………………………………………………..….10%
• Creativity and professionalism of solutions and designs………………………….…...25%
• References……………………………………………………………………………………………….…..15%
• Cost to the Town…………………………………………………………………………………………..20%
The proposals will be evaluated by a panel of Town staff. The candidates may be asked
to participate in an interview with the panel to select a final consultant.
9. INSURANCE REQUIREMENTS
Each proposal must include a valid certificate of insurance as outlined in Attachment E.
The purpose of this submittal is to generally assess the adequacy of the Consultant’s
insurance coverage during proposal evaluation.
The selected Proposer(s), at Proposer’s sole cost and expense and for the full term of
the Agreement or any extension thereof, shall obtain and maintain required insurance
as outlined in Attachment E
All policies, endorsements, certificates and/or binders shall be subject to the approval of
the Town Attorney as to form and content. These requirements are subject to
amendment or waiver if so approved by the Town Attorney. The selected Proposer
agrees to provide the Town with a copy of said policies, certificates and/or
endorsements upon award of contract.
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10. PUBLIC NATURE OF MATERIALS
Responses to this RFP become the exclusive property of the Town of Los Gatos. At such
time as the Town is able to successfully negotiate an agreement with a proposer or
determines that the RFP will result in no award, then all proposals received in response
to this RFP become a matter of public record and shall be regarded as public records,
with the exception of those elements in each proposal which are defined by the
Proposer as business or trade secrets and plainly marked as “Confidential,” “Trade
Secret,” or “Proprietary.” The Town shall not in any way be liable or responsible for the
disclosure of any such proposal or portions thereof, if they are not plainly marked as
“Confidential,” “Trade Secret,” or “Proprietary” or if disclosure if required under the
Public Records Act. Any proposal which contains language purporting to render all or
significant portions of the proposal “Confidential,” “Trade Secret,” or “Proprietary” shall
be regarded as non-responsive.
Although the California Public Records Act recognizes that certain confidential trade
secret information may be protected from disclosure, the Town of Los Gatos may not
accept or approve that the information that a Proposer submits is a trade secret. If a
request is made for information marked “Confidential,” “Trade Secret,” or
“Proprietary,” the Town shall provide the Proposer who submitted the information with
reasonable notice to allow the Proposer to seek protection from disclosure by a court of
competent jurisdiction.
11. COLLUSION
By submitting a proposal, each Proposer represents and warrants that its proposal is
genuine and not a sham or collusive or made in the interest of or on behalf of any
person not named therein; that the Proposer has not directly induced or solicited any
other person to submit a sham proposal or any other person to refrain from submitting
a proposal; and that the Proposer has not in any manner sought collusion to secure any
improper advantage over any other person submitting a proposal.
12. DISQUALIFICATION
Factors such as, but not limited to, any of the following may be considered just cause to
disqualify a proposal without further consideration:
• Evidence of collusion, directly or indirectly, among Proposers in regard to the
amount, terms or conditions of this proposal;
• Any attempt to improperly influence any member of the evaluation team;
• Existence of any lawsuit, unresolved contractual claim or dispute between
Proposer and the Town;
• Evidence of incorrect information submitted as part of the proposal;
• Evidence of Proposer’s inability to successfully complete the responsibilities and
obligation of the proposal; and
Town of Los Gatos
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•

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

13. NON-CONFORMING PROPOSALS
A proposal shall be prepared and submitted in accordance with 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 Town.
14. GRATUITIES
No persons shall offer, give or agree to give any Town employee any gratuity, discount
or offer of employment in connection with the award of contract by the Town. No Town
employee shall solicit, demand, accept or agree to accept from any other person a
gratuity, discount or offer of employment in connection with a Town contract.
15. FIRMS OR PERSONS NOT ELIGIBLE TO SUBMIT
In order to avoid any conflict of interest or perception of a conflict of interest,
Proposer(s) selected to provide professional services under this RFP will be subject to
the following requirements:
• The Proposer(s) who works on the procurement will be precluded from
submitting proposals or bids as a prime contract or subcontractor in the ultimate
procurement.
• The Proposer(s) may not have interest in any potential Proposer for the ultimate
procurement.
~ End of Section ~
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ATTACHMENT A – Proposer Information
Proposer’s Information Form
ACKNOWLEDGEMENT
The undersigned declares that she or he:
• Has carefully examined the RFP specifications.
• Is thoroughly familiar with its content
• Is authorized to represent the proposing firm; and
• Agrees to perform the work as set forth in the specification of this proposal.
PROPOSER (please print):
Firm Name: ______________________________________________________________
Address: _________________________________________________________________
_________________________________________________________________
Telephone: _______________________

Email: ________________________________

Contact person, title, email, and telephone: ________________________________________
___________________________________________________________________________
___________________________________________________________________________
Proposer, if selected, intends to carry on the business as (check one):
☐Individual
☐Partnership
☐Corporation
When incorporated? __________
In what state? _______________
When authorized to do business in California? ___________
☐Other (explain): _____________________________________
ADDENDA
To assure that all Proposers have received each addendum, check the appropriate box(es)
below. Failure to acknowledge receipt of an addendum/addenda may be considered an
irregularity in the Proposal: Addendum number(s) received: ☐1; ☐2; ☐3; ☐4; ☐5; ☐6;
Or,
☐____ ____ No Addendum/Addenda Were Received (check and initial)
Town of Los Gatos
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PROPOSER’S SIGNATURE
No proposal shall be accepted which has not been signed in ink in the appropriate space below:
By signing below, the submission of a proposal shall be deemed a representation
and certification by the Proposer that they have investigated all aspects of the RFP,
that they are aware of the applicable facts pertaining to the RFP process, its
procedures and requirements, and they have read and understand the RFP. No
request for modification of the proposal shall be considered after its submission on
the grounds that the Proposer was not fully informed as to any fact or condition.
1. If Proposer is INDIVIDUAL, sign here
Date: ____________________

_____________________________
Proposer’s Signature
_____________________________
Proposer’s typed name and title

2. If Proposer is PARTNERSHIP or JOINT VENTURE, at least two (2) Partners shall sign here:
___________________________________________
Partnership or Joint Venture Name (type or print)
Date: ____________________
Date: ____________________

_____________________________
Member of Partnership or Joint Venture Signature
_____________________________
Member of Partnership or Joint Venture Signature

3. If Proposer is a CORPORATION, the duly authorized officer shall sign as follows:
The undersigned certify that he/she is respectively:
______________________________ and _______________________________
Signature
Title
Of the corporation named below; that they are designated to sign the Proposal Cost
Form by resolution (attach a certified copy, with corporate seal, if applicable, notarized
as to its authenticity or Secretary’s certificate of authorization) for and on behalf of the
below named CORPORATION, and that they are authorized to execute same for and on
behalf of said CORPORATION.
____________________________________________
Corporation Name (type or print)
By: ________________________________________

Date:__________________

Title: ______________________________________
Town of Los Gatos
RFP for Downtown Master Plan for Wayfinding and Signage
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ATTACHMENT B – Scope of Services
Scope of Services
B.1.0

Background
The greater Downtown Los Gatos area is a regional destination for shopping, dining, personal
services, and recreation. As a point of confluence for outdoor recreation and the tech world of
Silicon Valley, it offers a diverse range of destinations and activities. While Downtown has long
been established, it still competes for visitors with other nearby destinations such as Santana
Row. Parking availability and traffic congestion are a point of concern that negatively effects the
sustainable customer base. A recent comprehensive parking study revealed that the Town
possesses sufficient parking, but some parking areas are underutilized creating the perception of
an inadequate supply. The Town currently provides free public parking controlled only by time
restrictions. The parking study recommended several initial improvements including significant
wayfinding upgrades, regulating employee parking and parking branding. The Town has decided
to phase in other recommendations as funding and resources become available. Some of these
future improvements include paid parking after an initial free period, lot occupancy counting
and electronic parking guidance.

B.2.0

Goals
The main goals and objectives of the comprehensive Wayfinding project include the following:
- To create and implement a user-friendly and visible navigational system that will guide
visitors and residents to and from Town of Los Gatos destinations
- Welcome visitors by showing that the Town is welcoming, organized, safe and easy to
navigate
- Guide visitors quickly to their destinations and nearby parking
- Encourage parking once and walking/biking to explore downtown
- Increase awareness to the depth of the Town’s destinations
- Maintain and possibly enhance the small-town charm
- Help create and support an economically vibrant downtown
- Develop designs and themes that complement historic downtown, softening modern
technology to blend it in, while enhancing information sharing (Parking, Event,
Emergencies)
- Mitigate Downtown vehicular traffic by reducing search time for parking and
destinations
- Mitigate Downtown traffic and parking effects on the bordering residential areas
- Guide downtown employees to reserved parking spaces – enhance compliance signage
- Create an impactful Parking Brand so visitors and residents know where to go for
parking information. Parking Branding must merge with the Town’s existing branding
- Create a modular phased plan that is built upon during other planned capital
improvements
- Incorporate ridesharing pickup locations/signs and possibly a community shuttle
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B.3.0

Tasks
The purpose of this Request for Proposal is to procure a qualified consultant to address the
Town’s desire to effectively and satisfactorily welcome, guide and inform residents, business
owners and visitors using signage and fixed place messaging. The Town sees the process of
making these changes, additions and improvements through a phased approach using and
applying lessons learned from each phase of the project. Key pieces of the Dixon Parking Study
Roadmap will gradually take effect as time moves forward. Many pieces rely on signage to
varying degrees. There are several key milestones that need to be met for this project to fully
succeed.
The Proposer may propose in writing any adjustments to the phasing of the project if they can
show it will improve the success of the project.
In addition to the written responses for Chapters 1 -9, the proposer must address in writing
how they will successfully perform each task by responding to the bold and underlined
questions or statements of each task. Respond to each question or statement by re-stating
the task number/title and the question/statement and then provide a 500 word or less
response. Incorporate your responses into Chapter 5 - Work Plan or Proposal.

B.4.0

Phase I – Current Conditions Analysis, Temporary Parking Wayfinding and Parking Branding
As the initial step of this project, the consultant will analyze the existing signage, wayfinding,
traffic and parking patterns, and deliver a report documenting their observations and providing
recommended improvements or changes. The consultant will design and provide construction
administration for temporary wayfinding to the Downtown municipal parking lots. The
consultant will also create Town parking branding so residents, employees and visitors will have
a single source they can recognize when seeking parking information and updates.

B.4.1

Task One – Current Conditions Analysis
Conduct an extensive on-site analysis of the existing signage conditions of greater Downtown
and the travel routes leading to it. This analysis is to include Downtown traffic and parking
patterns. The report shall include recommendations for the consolidation, removal, or other
solutions to make all signage more effective across wayfinding, regulatory, informational and
other signage. The consultant is to review and become familiar with the Parking Roadmap
( https://www.losgatosca.gov/DocumentCenter/View/23807/Los-Gatos-Parking-Roadmap).
The consultant will deliver a comprehensive Master Wayfinding and Signage Report with
proposed solutions that is consistent with the Parking Study Roadmap. This analysis should
enhance but not repeat the work included in the Parking Roadmap.
What are your wayfinding principles that guide your process and recommendations?
Describe in detail how you will perform the analysis and what the report will include.

Town of Los Gatos
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B.4.2

Task Two – Temporary Parking Wayfinding Signage
Develop a plan for the installation of temporary wayfinding signage to the Downtown Municipal
parking lots within 90 days of the award of this contract. Design temporary signage and create
documentation for the bid to manufacture and Install temporary wayfinding signage for the
Downtown municipal parking lots. Provide construction administration for the contract to
manufacture and install the signage including on-site oversight during the placement of signage.
What will be your planning and design process for creating temporary wayfinding signage?

B.4.3

Task Three – Parking Branding Design
Develop a Town of Los Gatos parking branding that will market the Town’s assets and provide
an easy recognizable Town symbol creating a positive visitor experience. Parking branding must
work with and complement the current Town of Los Gatos branding (Branding guidelines to be
provide upon award of contract). Parking branding may be used on signage, payment apps,
maps, welcoming literature, shop and restaurant posters, Town website and other social media
platforms.
What experience does your firm have designing branding?
Provide three branding examples of work currently in use by a company or municipality.

B.5.0

Phase II – Comprehensive Downtown Wayfinding and Signage
Using Town approved recommendations from the Master Wayfinding and Signage Report, and
lessons learned from Phase I tasks completed, fully develop Downtown wayfinding and signage.
This second milestone is developing a comprehensive plan, design and documents for
Downtown signage and wayfinding. This plan must include how the consultant proposes to
address the anticipated traffic and parking related actions(B.7.0), potential obstacles(B.8.0),
other considerations(B.9.0), and alternate additional tasks(B.10.1 – B.10.3) listed below.

B.5.1

Task Four – Develop Downtown Master Plan with Schematic Design
Using Town approved recommendations and lessons learned from earlier completed
tasks, develop a detailed Downtown wayfinding and signage master plan that includes vehicular,
parking and pedestrian wayfinding along with gateway, destination, regulatory, informational,
and other recommended signage. This should also include information kiosks, points of interest,
future parking pay stations, vehicle occupancy counting equipment, pertinent regulatory
information and future outer perimeter electronic wayfinding signage. This plan shall hench
forward be referred to as the Master Plan. The Master Plan shall meet the main goals and
objectives found in section B.2.0 . The Master Plan should also include input from stakeholders
identified by Town Staff. The Master Plan should include schematic drawings so stakeholders
can visualize the consultant’s plan. This task may or may not include some or all of the alternate
additional tasks. The Master Plan must be approved by the Town prior to moving forward
with the development of additional tasks. The consultant will submit 50% and 90% versions of
the Master Downtown Wayfinding and Signage Plan to designated Town staff for review and
input prior to delivering the 100% completed plan. The Master Plan will be presented by Town
Staff to the Town Council for final acceptance.
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Describe your firm’s experience in developing wayfinding and signage master plans.
How will your designs or plan preserve or enhance our small-town charm?
B.5.2

Task Five – Design Development
The consultant will develop signage design standards for the Town to adopt as the Town
sign standard. This will include templates for dimensions, color palette(s), font families, font
size, symbols and layout for an integrated sign system. Sign colors must be standard 3M brand
sheeting colors. The consultant will deliver a Town Signs Standards document to the Parks and
Public Works Department (PPW) for review and approval.
The consultant will develop or design mounting platform standards for signage. This can vary
from a basic metal pole to custom designed pedestals. Provide design options that will amplify
or highlight small-town charm or historic preservation. Platform designs should vary based on
signage or wayfinding type.
The consultant will take an integrated visual and functional approach in the design
development that is sensitive to the issues of small-town charm, sign clutter, maintenance,
future projects, budget and change over time. Signage and mounting platforms must reflect the
goals in section B.2.0 and parking branding where applicable. The consultant will provide three
optional designs for each category of wayfinding and signage.
The consultant will also provide three mounting platform options for each category of
wayfinding and signage. Mounting platform options should range from basic to ornate and
include estimated costs of each type.
The consultant will provide specifications to the level of detail that can be directly given to a
manufacturer for physical fabrication and installation.
Where applicable, all designs must be in compliance with the Manual on Uniform Traffic Control
Devices (MUTCD) or other federal and state guidelines.
Describe your experience in sign and mounting design. Provide three examples of signs and
mounting platforms that you have designed.
Describe how your designs will satisfy our goals in section B.2.0.

B.5.3

Task Six – Programming
With the approval of the Master Plan, and the Town Sign and Mounting Standards, the
consultant will develop a detailed signage placement plan including the dimensions, mounting
height, mounting platform, and location of each sign. This will also include the message or
verbiage for each sign. The consultant will work closely with Town staff to finalize sign locations,
size, materials, mounting platforms and messaging. The consultant will deliver a Programming
Report containing this and other needed information along with related schematic drawings.
The consultant will develop a written statement of estimated costs for fabrication and
installation. The consultant will also make scheduling or phasing recommendations for the
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fabrication and installation of new signage in coordination with removal of old signage as
necessary and in coordination with the Town’s Department of Parks and Public Works(PPW).
What process will you use to develop accurate cost estimates?
B.5.4

Task Seven – Documentation
In addition to the deliverables for each task, the consultant will create bid documents using
designs and specifications approved by the Town for manufacturers to fabricate and install.
The documents will contain the level of detail needed to fabricate and install the products
described in the Master Plan.
The consultant will coordinate with the sign manufacturer/installer to provide an “as-built”
document mapping the items fabricated and installed. This document will also include the
specifications used for fabrication and the vendor who manufactured and installed the products.
The consultant will develop an overall estimate of costs to fabricate and install the products
and items necessary to successfully implement the Town approved Master Plan.
Describe how you will develop your final “as-built” documents.

B.5.5

Task Eight - Construction Administration
The consultant or their subcontractor will oversee the fabrication and installation of any
designed or recommended products. This will include reviewing and approving construction
drawings, material samples and the installation of such items. The consultant will ensure that
products are fabricated and installed per the specifications of the Town approved Master Plan.
Describe how you will perform this work. Will you use a subcontractor?

B.6.0

Phase III – Electronic Wayfinding and Parking Guidance from Arterial Roadways
Upon the installation of parking occupancy counting equipment in the municipal parking lots,
parking availability data will be available that can be shared on the arterial roadways to
Downtown that can improve visitor navigation to the municipal parking lots via electronic or
changeable message signs. This technology can also be used for special events or major
emergencies impacting the community.

B.6.1

Task Nine – Design and Implement Electronic Wayfinding/Guidance Signage
Working from the approved Master Plan and using lessons learned from the earlier phases, the
consultant will update the Master Plan as necessary. The consultant will develop
recommendations for a dynamic arterial roadway wayfinding and parking guidance system.
The consultant will soften the look of the technology through design so it will blend with the
historic look of Downtown. The consultant will be responsible for the design, programming,
documentation and construction administration as previously described in this section.)
Describe your experience working with electronic parking guidance systems.
Describe how your design will soften technology to maintain small-town charm.
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B.7.0

Anticipated Parking or Traffic Related Actions
The initial rollout of the Parking Roadmap includes a pilot Employee Parking Program providing
dedicated employee parking spaces. The following actions are anticipated but not guaranteed
to occur. Some or all of them may or may not occur.
- Re-Parking Prohibition (Regulation requiring signage)
- Pay-to-Stay Parking (Policy implementing pay stations and informational signage)
- Information/Directory kiosk (Static or Dynamic)
- Parking lot occupancy counting and guidance
- Arterial roadway wayfinding with dynamic signage or changeable message signs

B.8.0

Potential Obstacles
The following items may create obstacles and reduce the effectiveness of your wayfinding and
signage.
- Parklets (Signage obstructions from parklet infrastructure)
- Vegetation (Tree canopy)
- Existing infrastructure (light poles, theme banners, concrete planters, trash cans, bulb
outs for crosswalks, bike lanes, etc..)
- Future streetscape project (Potential for major streetscape renovation)

B.9.0

Other Considerations
The following items may add opportunities for a more effective plan and should be taken under
considerations through the development process.
- Diversity, Equity, and Inclusion. (How can we make improvements through this project)
- Creation of Town standards for private business identification signage
- Opportunity to sell Info Kiosk advertising space while maintaining small town charm
- Determination of multi-space pay stations locations – possible integration with info
kiosk
- Possible use of video display boards for info kiosks to facilitate constant updates
- Possible use of hanging signs from ornate fixtures vs. pole signs when feasible
Please describe how sections B.7.0, B.8.0 and B.9.0 will influence your plan or design.

B.10.0 Alternate Additional Tasks
This section contains optional additional work that maybe performed at the Town’s option. All
performance requirements from above would apply.
Through the use of additional enhanced wayfinding and signage the Town may preserve and
enhance small-town charm, add character, and create a sense of community. Creative literary
and artistic design is highly desirable in the development of this work.
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B.10.1 Historical Landmark Recognition
- Historic Los Gatos Commercial District
- Forbes Mill
- Town’s significance related to Farming, the Railroad and Logging (These items are not
officially recognized as historic landmarks, but are of significant historical interest)
- Recognition of pre-settlement land caretakers
- Help create a sense of community and pride by sharing local history and storytelling
Describe how you might recognize historical points of interest in your plan.
B.10.2 Points of Interest
- Los Gatos Creek Trail
- NUMU Museum
- Civic Center
- Library
- Los Gatos High School
B.10.3 Broader Area Outreach
- Wayfinding from Highway 17 and Highway 9
- Wayfinding from the Los Gatos Creek Trail access points
- At Public Transit stops
- Wayfinding from other gateways for bicyclists and pedestrians including Los Gatos
Boulevard, Winchester Boulevard, Los Gatos-Almaden Road, and Blossom Hill Road.

~ End of Section ~
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ATTACHMENT C – Proposer References
References
Number of years engaged in providing the services included within the scope of the
specifications under the present business name: ____________
Describe fully at least three (3) recently completed (within the last three (3) years) similarly
sized local government contracts, similar in size and scope of work, performed by your firm that
demonstrate your ability to provide the services included within the scope of the specifications,
name of the municipality and population. Attach additional pages if required. The Town
reserves the right to contact each of the references listed for additional information regarding
your firm’s qualifications. Failure to provide at least three references may result in
disqualification.
Reference No. 1
Customer Name
Contact Individual
Telephone & Email
Street Address
City, State, Zip Code
Date of Services
Contract Amount
Description of Services:

Project Outcome:
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Reference No. 2
Customer Name
Contact Individual
Telephone & Email
Street Address
City, State, Zip Code
Date of Services
Contract Amount
Description of Services:

Project Outcome:

Reference No. 3
Customer Name
Contact Individual
Telephone & Email
Street Address
City, State, Zip Code
Date of Services
Contract Amount
Description of Services:

Project Outcome:
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ATTACHMENT D – Sample Consultant Agreement
SAMPLE - AGREEMENT FOR CONSULTANT SERVICES
THIS AGREEMENT is made and entered into on (DATE) by and between TOWN OF LOS GATOS,
a California municipal corporation, (“Town”) Name of Consultant, (“Consultant”), whose
address is (Address). This Agreement is made with reference to the following facts.
I. RECITALS
1.1
1.2
1.3

The Town desires to engage Consultant to provide XXX services for XXX.
The Consultant represents and affirms that it is willing to perform the desired work
pursuant to this Agreement.
Consultant warrants it possesses the distinct professional skills, qualifications,
experience, and resources necessary to timely perform the services described in this
Agreement. Consultant acknowledges Town has relied upon these warranties to retain
Consultant.

II. AGREEMENTS
2.1

Scope of Services. Consultant shall provide services as described in that certain
Proposal sent to the Town on (DATE), 2021, which is hereby incorporated by reference
and attached as Exhibit A.

2.2

Term and Time of Performance. This contract will remain in effect from date of
execution to XXX.

2.3

Compliance with Laws. The Consultant shall comply with all applicable laws, codes,
ordinances, and regulations of governing federal, state and local laws. Consultant
represents and warrants to Town that it has all licenses, permits, qualifications and
approvals of whatsoever nature which are legally required for Consultant to practice
its profession. Consultant shall maintain a Town of Los Gatos business license
pursuant to Chapter 14 of the Code of the Town of Los Gatos.

2.4

Sole Responsibility. Consultant shall be responsible for employing or engaging all
persons necessary to perform the services under this Agreement.

2.5

Information/Report Handling. All documents furnished to Consultant by the Town and
all reports and supportive data prepared by the Consultant under this Agreement are
the Town’s property and shall be delivered to the Town upon the completion of
Consultant's services or at the Town's written request. All reports, information, data,
and exhibits prepared or assembled by Consultant in connection with the
performance of its services pursuant to this Agreement are confidential until released
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by the Town to the public, and the Consultant shall not make any of the these
documents or information available to any individual or organization not employed by
the Consultant or the Town without the written consent of the Town before such
release. The Town acknowledges that the reports to be prepared by the Consultant
pursuant to this Agreement are for the purpose of evaluating a defined project, and
Town's use of the information contained in the reports prepared by the Consultant in
connection with other projects shall be solely at Town's risk, unless Consultant
expressly consents to such use in writing. Town further agrees that it will not
appropriate any methodology or technique of Consultant which is and has been
confirmed in writing by Consultant to be a trade secret of Consultant.
2.5.1 Work Product Clause
Consultant and any subcontractors acknowledge that all work product in whole or in
part created under this agreement is Work Made for Hire and is intellectual property
of the Town and not the consultant. Intellectual property includes but is not limited
to literary or artistic work, designs, symbols, names, logos or slogans. The Town is the
sole and exclusive owner of this work and retains all presents and future rights
whether registered or common law trademarked.
On the Town's reasonable request, Consultant will execute any applications,
assignments, or other instruments that consultant deems necessary to apply for and
obtain Intellectual Property registrations from the United States Patent and
Trademark Office, United States Copyright Office, or any foreign equivalents, for the
consultant’s work produced under this agreement.
2.5.2 Intellectual Property
Each party will retain exclusive interest in and ownership of its Intellectual
Property existing prior to this agreement or developed outside the scope of this
agreement.
2.6

Compensation. Compensation for Consultant's professional services shall not exceed
$XXX, inclusive of all costs. Payment shall be based upon Town approval of each task.

2.7

Billing. Billing shall be monthly by invoice within thirty (30) days of the rendering of
the service and shall be accompanied by a detailed explanation of the work performed
by whom at what rate and on what date. Also, plans, specifications, documents or
other pertinent materials shall be submitted for Town review, even if only in partial or
draft form.
Payment shall be net thirty (30) days. All invoices and statements to the Town shall be
addressed as follows:
Invoices:
Town of Los Gatos
Attn: Accounts Payable
P.O. Box 655
Los Gatos, CA 95031-0655
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2.8

Availability of Records. Consultant shall maintain the records supporting this billing for
not less than three years following completion of the work under this Agreement.
Consultant shall make these records available to authorized personnel of the Town at
the Consultant's offices during business hours upon written request of the Town.

2.9

Assignability and Subcontracting. The services to be performed under this Agreement
are unique and personal to the Consultant. No portion of these services shall be
assigned or subcontracted without the written consent of the Town.

2.10

Independent Contractor. It is understood that the Consultant, in the performance of
the work and services agreed to be performed, shall act as and be an independent
contractor and not an agent or employee of the Town. As an independent contractor
he/she shall not obtain any rights to retirement benefits or other benefits which
accrue to Town employee(s). With prior written consent, the Consultant may perform
some obligations under this Agreement by subcontracting but may not delegate
ultimate responsibility for performance or assign or transfer interests under this
Agreement. Consultant agrees to testify in any litigation brought regarding the subject
of the work to be performed under this Agreement. Consultant shall be compensated
for its costs and expenses in preparing for, traveling to, and testifying in such matters
at its then current hourly rates of compensation, unless such litigation is brought by
Consultant or is based on allegations of Consultant's negligent performance or
wrongdoing.

2.11

Conflict of Interest. Consultant understands that its professional responsibilities are
solely to the Town. The Consultant has and shall not obtain any holding or interest
within the Town of Los Gatos. Consultant has no business holdings or agreements with
any individual member of the Staff or management of the Town or its representatives
nor shall it enter into any such holdings or agreements. In addition, Consultant
warrants that it does not presently and shall not acquire any direct or indirect interest
adverse to those of the Town in the subject of this Agreement, and it shall
immediately disassociate itself from such an interest, should it discover it has done so
and shall, at the Town's sole discretion, divest itself of such interest. Consultant shall
not knowingly and shall take reasonable steps to ensure that it does not employ a
person having such an interest in this performance of this Agreement. If after
employment of a person, Consultant discovers it has employed a person with a direct
or indirect interest that would conflict with its performance of this Agreement,
Consultant shall promptly notify Town of this employment relationship, and shall, at
the Town's sole discretion, sever any such employment relationship.

2.12

Equal Employment Opportunity. Consultant warrants that it is an equal opportunity
employer and shall comply with applicable regulations governing equal employment

Town of Los Gatos
RFP for Downtown Master Plan for Wayfinding and Signage

Page 25

opportunity. Neither Consultant nor its subcontractors do and neither shall
discriminate against persons employed or seeking employment with them on the basis
of age, sex, color, race, marital status, sexual orientation, ancestry, physical or mental
disability, national origin, religion, or medical condition, unless based upon a bona
fide occupational qualification pursuant to the California Fair Employment & Housing
Act.
III. INSURANCE AND INDEMNIFICATION
3.1
Minimum Scope of Insurance:
i. Consultant agrees to have and maintain, for the duration of the contract,
General Liability insurance policies insuring him/her and his/her firm to an
amount not less than: one million dollars ($1,000,000) combined single
limit per occurrence for bodily injury, personal injury and property damage.
ii. Consultant agrees to have and maintain for the duration of the contract, an
Automobile Liability insurance policy ensuring him/her and his/her staff to
an amount not less than one million dollars ($1,000,000) combined single
limit per accident for bodily injury and property damage.
iii. Consultant shall provide to the Town all certificates of insurance, with
original endorsements effecting coverage. Consultant agrees that all
certificates and endorsements are to be received and approved by the
Town before work commences.
iv. Consultant agrees to have and maintain, for the duration of the contract,
professional liability insurance in amounts not less than $1,000,000 which is
sufficient to insure Consultant for professional errors or omissions in the
performance of the particular scope of work under this agreement.
General Liability:
i. The Town, its officers, officials, employees and volunteers are to be covered
as insured as respects: liability arising out of activities performed by or on
behalf of the Consultant; products and completed operations of Consultant,
premises owned or used by the Consultant. This requirement does not
apply to the professional liability insurance required for professional errors
and omissions.
ii. The Consultant's insurance coverage shall be primary insurance as respects
the Town, its officers, officials, employees and volunteers. Any insurance or
self-insurances maintained by the Town, its officers, officials, employees or
volunteers shall be excess of the Consultant's insurance and shall not
contribute with it.
iii. Any failure to comply with reporting provisions of the policies shall not
affect coverage provided to the Town, its officers, officials, employees or
volunteers.
iv. The Consultant's insurance shall apply separately to each insured against
whom a claim is made or suit is brought, except with respect to the limits of
the insurer's liability.
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3.2

All Coverages. Each insurance policy required in this item shall be endorsed to state
that coverage shall not be suspended, voided, cancelled, reduced in coverage or in
limits except after thirty (30) days' prior written notice by certified mail, return receipt
requested, has been given to the Town. Current certification of such insurance shall be
kept on file at all times during the term of this agreement with the Town Clerk.

3.3

Workers’ Compensation. In addition to these policies, Consultant shall have and
maintain Workers' Compensation insurance as required by California law and shall
provide evidence of such policy to the Town before beginning services under this
Agreement. Further, Consultant shall ensure that all subcontractors employed by
Consultant provide the required Workers' Compensation insurance for their respective
employees.

3.4

Indemnification. The Consultant shall save, keep, hold harmless and indemnify and
defend the Town its officers, agent, employees and volunteers from all damages,
liabilities, penalties, costs, or expenses in law or equity that may at any time arise or
be set up because of damages to property or personal injury received by reason of, or
in the course of performing work which may be occasioned by a willful or negligent act
or omissions of the Consultant, or any of the Consultant's officers, employees, or
agents or any subconsultant.

IV. GENERAL TERMS
4.1

Waiver. No failure on the part of either party to exercise any right or remedy
hereunder shall operate as a waiver of any other right or remedy that party may have
hereunder, nor does waiver of a breach or default under this Agreement constitute a
continuing waiver of a subsequent breach of the same or any other provision of this
Agreement.

4.2

Governing Law. This Agreement, regardless of where executed, shall be governed by
and construed to the laws of the State of California. Venue for any action regarding
this Agreement shall be in the Superior Court of the County of Santa Clara.

4.3

Termination of Agreement. The Town and the Consultant shall have the right to
terminate this agreement with or without cause by giving not less than fifteen days
(15) written notice of termination. In the event of termination, the Consultant shall
deliver to the Town all plans, files, documents, reports, performed to date by the
Consultant. In the event of such termination, Town shall pay Consultant an amount
that bears the same ratio to the maximum contract price as the work delivered to the
Town bears to completed services contemplated under this Agreement, unless such
termination is made for cause, in which event, compensation, if any, shall be adjusted
in light of the particular facts and circumstances involved in such termination.
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4.4

4.4.1

4.4.2

4.4.3

4.4.4

Prevailing Wages. This project is subject to the requirements of Section 1720 et seq.
of the California Labor Code requiring the payment of prevailing wages, the training of
apprentices and compliance with other applicable requirements. Contractors and all
subcontractors who perform work on the project are required to comply with these
requirements. Prevailing wages apply to all projects over $1,000 which are defined as
a “public work” by the State of California. This includes construction, demolition,
repair, alteration, maintenance and the installation of photovoltaic systems under a
Power Purchase Agreement when certain conditions are met under Labor Code
Section 1720.6. This include service and warranty work on public buildings and
structures.
The applicable California prevailing wage rate can be found at www.dir.ca.gov
and are on file with the Town of Los Gatos Parks and Public Works Department,
which shall be available to any interested party upon request. The contractor
is also required to have a copy of the applicable wage determination posted
and/or available at each jobsite.
Specifically, contractors are reminded of the need for compliance with Labor
Code Section 1774-1775 (the payment of prevailing wages and documentation
of such), Section 1776 (the keeping and submission of accurate certified
payrolls) and 1777.5 in the employment of apprentices on public works
projects. Further, overtime, weekend and holiday pay, and shift pay must be
paid pursuant to applicable Labor Code section.
The public entity for which work is being performed or the California
Department of Industrial Relations may impose penalties upon contractors and
subcontractors for failure to comply with prevailing wage requirements. These
penalties are up to $200 per day per worker for each wage violations identified;
$100 per day per worker for failure to provide the required paperwork and
documentation requested within a 10-day window; and $25 per day per worker
for any overtime violation.
As a condition to receiving progress payments, final payment and payment of
retention on any and all projects on which the payment of prevailing wages is
required, the contractor agrees to present to the TOWN, along with its request
for payment, all applicable and necessary certified payrolls (for itself and all
applicable subcontractors) for the time period covering such payment request.
The term “certified payroll” shall include all required documentation to comply
with the mandates set forth in Labor Code Section 1720 et seq, as well as any
additional documentation requested by the Agency or its designee including,
but not limited to: certified payroll, fringe benefit statements and backup
documentation such as monthly benefit statements, employee timecards,
copies of wage statements and cancelled checks, proof of training contributions
(CAC2 if applicable), and apprenticeship forms such as DAS-140 and DAS-142.
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4.4.5 In addition to submitting the certified payrolls and related documentation to
the TOWN, the contractor and all subcontractors shall be required to submit
certified payroll and related documents electronically to the California
Department of Industrial Relations. Failure to submit payrolls to the DIR when
mandated by the project parameters shall also result in the withholding of
progress, retention and final payment.
4.4.6 No contractor or subcontractor may be listed on a bid proposal for a public
works project unless registered with the Department of Industrial Relations
pursuant to Labor Code section 1725.5 [with limited exceptions from this
requirement for bid purposes only under Labor Code section 1771.1(a)].
4.4.7 No contractor or subcontractor may be awarded a contract for public work on
a public works project, unless registered with the Department of Industrial
Relations pursuant to Labor Code section 1725.5. Contractors MUST be a
registered “public works contractor” with the DIR AT THE TIME OF BID. Where
the prime contract is less than $15,000 for maintenance work or less than
$25,000 for construction alternation, demolition or repair work, registration is
not required.
4.4.8 Should any contractor or subcontractors not be a registered public works
contractor and perform work on the project, Contractor agrees to fully
indemnify the TOWN for any fines assessed by the California Department of
Industrial Relations against the TOWN for such violation, including all staff costs
and attorney’s fee relating to such fine.
4.4.9 The TOWN shall withhold any portion of a payment, including the entire
payment amount, until certified payroll forms and related documentation are
properly submitted, reviewed and found to be in full compliance. In the event
that certified payroll forms do not comply with the requirements of Labor Code
Section 1720 et seq., the TOWN may continue to hold sufficient funds to cover
estimated wages and penalties under the contract.
4.5

Amendment. No modification, waiver, mutual termination, or amendment of this
Agreement is effective unless made in writing and signed by the Town and the
Consultant.

4.6

Disputes. In any dispute over any aspect of this Agreement, the prevailing party shall
be entitled to reasonable attorney's fees, including costs of appeal.
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4.7

Notices. Any notice required to be given shall be deemed to be duly and properly
given if mailed postage prepaid, and addressed to:
Town of Los Gatos
Attn: Town Clerk
110 E. Main Street
Los Gatos, CA 95030

(Consultant)
(Address)

or personally delivered to Consultant to such address or such other address as
Consultant designates in writing to Town.
4.8

Order of Precedence. In the event of any conflict, contradiction, or ambiguity between
the terms and conditions of this Agreement in respect of the Products or Services and
any attachments to this Agreement, then the terms and conditions of this Agreement
shall prevail over attachments or other writings.

4.9

Entire Agreement. This Agreement, including all Exhibits, constitutes the complete and
exclusive statement of the Agreement between the Town and Consultant. No terms,
conditions, understandings or agreements purporting to modify or vary this
agreement, unless hereafter made in writing and signed by the party to be bound,
shall be binding on either party.
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IN WITNESS WHEREOF, the Town and Consultant have executed this Agreement.
Town of Los Gatos by:

Consultant, by:

____________________________
Laurel Prevetti, Town Manager

____________________________

Recommended by:
_____________________________
Peter Decena, Chief of Police

_____________________________
Printed Name and Title

Approved as to Form:
_________________________________________________________________
Robert Schultz, Town Attorney

Attest:
__________________________________________________________________
Shelley Neis, CMC, Town Clerk
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ATTACHMENT E – Insurance Requirements
Insurance Requirements

TOWN OF Los GATOS
CLERK DEPARTMENT

PHONE (408) 354-6834

FAX (408) 354-8431
clerk@LosGatosCa.gov

INSURANCE REQUIREMENTS
CERTIFICATE OF LIABILITY INSURANCE
CERTIFICATE HOLDER

Town of Los Gatos, 110 East Main Street, Los Gatos, CA 95030
DESCRIPTION OF OPERATIONS

Town of Los Gatos, its officers, officials, employees and volunteers are named Additional Insured under this policy,as per
attached endorsement as respects all operations of the Named Insured on a primary and
non-contributory basis.
ENDORSEMENT - SEPARATE ENDORSEMENT FOR REQUIRED ADDITIONAL INSURED

Must include policy number, date, insured, agency, and code.
NAME OF PERSON OR ORGANIZATION

It is hereby agreed that the Town of Los Gatos, its officers, officials, employees and volunteers are named as additionalinsured
under this policy.
PRIMARY WORDING

The primary wording is usually located on the endorsement but is sometimes found in the description box on the
certificate. It must be located somewhere in the insurance documents and must say something similar to the following:
"The insurance coverage extended under this endorsement is PRIMARY and will not seek contribution from anyother
insurance available to the organization or persons shown in the schedule. The Town of Los Gatos will not be responsible
for providing insurance for indemnification or defense of the contractor/developer as part of thisproject/contract."
ALL OTHER TERMS AND CONDITIONS OF THIS POLICY REMAIN UNCHANGED.

Samples of acceptable language and forms are attached.
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SAMPLE ENDORSEMENT
An Additional Insured Endorsement form must accompany the Certificate of Liability Insurance.

1. Policy No. must

match certificate.
2. Must list the
Insured's Name as listed
on Certificate.

Name of Person or Organization:
The Town of
Los Gatos, its officers,
officials, agents, employees,
and volunteers are named
Additional Insured under the
General Liability Policy as
respects all operations ofthe
Named Insured on a primary &
noncontributory basis.
Endorsement must also
----'--......
state that coverage
afforded by the
endorsement shall apply
as Primary (wording
may vary).

**The wording for the additional insured must be exact. No abbreviations or changes in the structure of the sentence willbe
accepted. If you find it difficult to fit the wording in the space provided on your endorsement you may simply list "See Exhibit A"
under Schedule and attach a separate "Exhibit A" (additional sheet with the proper wording). Please rememberto list the policy
number on the additional sheet.
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DATE (MM/DD/YYYY)

CERTIFICATE OF LIABILITY INSURANCE

DATE

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.
THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.
IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).
PRODUCER

CONTACT
NAME:
PHONE
(A/C, No, Ext):
E-MAIL
ADDRESS:

(name/address)

FAX
(A/C, No):

INSURER(S) AFFORDING COVERAGE

NAIC #

INSURER A :
INSURED

INSURER B :

Vendor Name (should match name on
agreement)
Address

INSURER C :
INSURER D :
INSURER E :
INSURER F :

CERTIFICATE NUMBER: 60073494

COVERAGES

REVISION NUMBER:

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.
INSR
LTR

A

ADDL SUBR
INSD WVD

TYPE OF INSURANCE

✓

COMMERCIAL GENERAL LIABILITY
CLAIMS-MADE

✓

✓

#

POLICY NUMBER

POLICY EFF
POLICY EXP
(MM/DD/YYYY) (MM/DD/YYYY)

DATE

DATE

OCCUR

GEN'L AGGREGATE LIMIT APPLIES PER:
PROPOLICY ✓
LOC
JECT

MED EXP (Any one person)

$

PERSONAL & ADV INJURY

$

GENERAL AGGREGATE

$

PRODUCTS - COMP/OP AGG

$

DATE

COMBINED SINGLE LIMIT
(Ea accident)
BODILY INJURY (Per person)

SCHEDULED
AUTOS
NON-OWNED
AUTOS ONLY

$ contract

$

PROPERTY DAMAGE
(Per accident)

$
$

EACH OCCURRENCE

$

EXCESS LIAB

CLAIMS-MADE

AGGREGATE

$

(Mandatory in NH)
If yes, describe under
DESCRIPTION OF OPERATIONS below

Professional Liability

1,000,000/ match
language

BODILY INJURY (Per accident) $

OCCUR

DED
RETENTION $
WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY

/match
language

$ contract

UMBRELLA LIAB

ANYPROPRIETOR/PARTNER/EXECUTIVE
OFFICER/MEMBER EXCLUDED?

D

DATE

ANY AUTO
OWNED
AUTOS ONLY
HIRED
AUTOS ONLY

C

#

AUTOMOBILE LIABILITY

✓

$ 1,000,000

$

OTHER:

A

LIMITS
EACH OCCURRENCE
DAMAGE TO RENTED
PREMISES (Ea occurrence)

#

Y/N

DATE

DATE

✓

PER
STATUTE

OTHER

$

1,000,000

E.L. DISEASE - EA EMPLOYEE $

1,000,000
1,000,000

E.L. EACH ACCIDENT

N/A

# if applicable

DATE

DATE

$

E.L. DISEASE - POLICY LIMIT

$ amount

$

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

It is agreed that the Town of Los Gatos, its officers, officials, employees and volunteers are named as an
additional insured on a primary & non-contributory basis with regard to general liability per attached forms.
Separation of insured applies to general liability per attached form. Notice of cancellation will be provided on
general liability, auto liability, workers compensation and professional liability per attached forms.
CERTIFICATE HOLDER

CANCELLATION

©
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COMMERCIAL GENERAL LIABILITY

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.

BLANKET ADDITIONAL INSURED
(ARCHITECTS, ENGINEERS AND SURVEYORS)
This endorsement modifies insurance provided under the following:
COMMERCIAL GENERAL LIABILITY COVERAGE PART
1. The following is added to SECTION II – WHO IS
AN INSURED:
Any person or organization that you agree in a
"written contract requiring insurance" to include as
an additional insured on this Coverage Part, but:
a. Only with respect to liability for "bodily injury",
"property damage" or "personal injury"; and
b. If, and only to the extent that, the injury or
damage is caused by acts or omissions of you
or your subcontractor in the performance of
"your work" to which the "written contract
requiring insurance" applies, or in connection
with premises owned by or rented to you.
The person or organization does not qualify as an
additional insured:
c. With respect to the independent acts or
omissions of such person or organization; or
d. For "bodily injury", "property damage" or
"personal injury" for which such person or
organization has assumed liability in a
contract or agreement.
The insurance provided to such additional insured
is limited as follows:
e. This insurance does not apply on any basis to
any person or organization for whichcoverage
as an additional insured specifically is added
by another endorsement to this Coverage Part.
f.

This insurance does not apply to the rendering
of or failure to render any "professional
services".

g. In the event that the Limits of Insurance of the
Coverage Part shown in the Declarations
exceed the limits of liability required by the
"written contract requiring insurance", the
insurance provided to the additional insured
shall be limited to the limits of liability required
by that "written contract requiring insurance".
This endorsement does not increase the limits
of insurance described in Section III – Limits Of
Insurance.

h. This insurance does not apply to "bodily injury"
or "property damage" caused by "your work"
and included in the "products- completed
operations hazard" unless the"written contract
requiring insurance" specifically requires you
to provide such coverage for that additional
insured, and then the insurance provided to
the additional insured applies only to such
"bodily injury" or "property damage" that
occurs before the endof the period of time for
which the "written contract requiring
insurance" requires you to provide such
coverage or the end of the policy period,
whichever is earlier.
2. The following is added to Paragraph 4.a. of
SECTION IV – COMMERCIAL GENERAL
LIABILITY CONDITIONS:
The insurance provided to the additional insuredis
excess over any valid and collectible other
insurance, whether primary, excess, contingent or
on any other basis, that is available to the
additional insured for a loss we cover. However, if
you specifically agree in the "written contract
requiring insurance" that this insurance provided
to the additional insured under this Coverage Part
must apply on a primary basis or a primary and
non-contributory basis, this insurance is primary
to other insurance available to the additional
insured which covers that person or organizations
as a named insured for such loss, and we will not
share with the other insurance, provided that:
(1) The "bodily injury" or "property damage" for
which coverage is sought occurs; and
(2) The "personal injury" for which coverage is
sought arises out of an offense committed;
after you have signed that "written contract
requiring insurance". But this insurance provided to
the additional insured still is excess over valid and
collectible other insurance, whether primary,
excess, contingent or on any other basis, that is
available to the additional insured when that
person or organization is an additional insured
under any other insurance.

© 2015 The Travelers Indemnity Company. All rights reserved.
Includes the copyrighted material of Insurance Services Office, Inc., with its permission
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COMMERCIAL GENERAL LIABILITY
1. The following is added to Paragraph 8., Transfer
Of Rights Of Recovery Against Others To Us, of
SECTION IV – COMMERCIAL GENERAL
LIABILITY CONDITIONS:
We waive any right of recovery we may have
against any person or organization because of
payments we make for "bodily injury", "property
damage" or "personal injury" arising out of "your
work" performed by you, or on your behalf, done
under a "written contract requiring insurance" with
that person or organization. We waive this right
only where you have agreed to do so as part of the
"written contract requiring insurance" with such
person or organization signed by youbefore, and
in effect when, the "bodily injury" or "property
damage" occurs, or the "personal injury"offense is
committed.

2. The following definition
DEFINITIONS Section:

is

added

to

the

"Written contract requiring insurance" means that
part of any written contract under which you are
required to include a person or organization as an
additional insured on this Coverage Part, provided
that the "bodily injury" and "property damage"
occurs and the "personal injury" is caused by an
offense committed:
a. After you have signed that written contract;
b. While that part of the written contract is in
effect; and
c. Before the end of the policy period.

© 2015 The Travelers Indemnity Company. All rights reserved.
Includes the copyrighted material of Insurance Services Office, Inc., with its permission
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POLICY NUMBER:

ISSUE DATE:

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.

DESIGNATED PERSON OR ORGANIZATION - NOTICE OF
CANCELLATION OR NONRENEWAL PROVIDED BY US
This endorsement modifies insurance provided under the following:
ALL COVERAGE PARTS INCLUDED IN THIS POLICY
SCHEDULE
CANCELLATION:

Number of Days Notice:

3_o

WHEN WE DO NOT RENEW (Nonrenewal):

Number of Days Notice:

30

PERSON OR
ORGANIZATION:
ANY PERSON OR ORGANIZATION TO WHOM YOU
HAVE AGREED IN A WRITTEN CONTRACT THAT
NOTICE OF CANCELLATION OR NONRENEWAL OF THIS POLICY
WILL BE GIVEN, BUT ONLY IF:

YOU SEND US A WRITTEN REQUEST TO
PROVIDE SUCH NOTICE, INCLUDING THE
NAME AND ADDRESS OF SUCH PERSON OR
ORGANIZATION, AFTER THE FIRST NAMED
INSURED RECEIVES NOTICE FROM US OF
THE CANCELLATION OR NONRENEWAL OF THIS POLICY; AND
2. WE RECEIVE SUCH WRITTEN REQUEST AT
LEAST 14 DAYS BEFORE THE BEGINNING OF
THE APPLICABLE NUMBER OF DAYS SHOWN
IN THIS SCHEDULE.
ADDRESS:
1.

THE ADDRESS FOR THAT PERSON OR ORGANIZ
ATION INCLUDED IN SUCH WRITTEN REQUEST
FROM YOU TO US.

PROVISIONS
A. If we cancel this policy for any legally permitted
reason other than nonpayment of premium, and a
number of days is shown for Cancellation in the
Schedule above, we will mail notice of cancellation
to the person or organization shown in such
Schedule. We will mail such notice to the address
shown in the Schedule above at least thenumber
of days shown for Cancellation in such Schedule
before the effective date of cancellation.

B. If we do not renew this policy for any legally
permitted reason other than nonpayment of
premium, and a number of days is shown for When
We Do Not Renew (Nonrenewal) in theSchedule
above, we will mail notice of nonrenewal to the
person or organization shown in such Schedule.
We will mail such notice to the address shown in
the Schedule above at least the number of days
shown for When We Do Not Renew (Nonrenewal)
in such Schedule before the effective date of
nonrenewal.

Town of Los Gatos
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COMMERCIAL GENERAL LIABILITY

c.

a. The

Method Of Sharing

statements in the
accurate and complete;

If all of the other insurance permits contribution by
equal shares, we will follow this method also.
Under this approach each insurer contributes
equal amounts until it has paid its applicable limit
of insurance or none of the loss remains,
whichever comes first.

7.

If you specifically agree in a written contract or
agreement that the insurance afforded to an
insured under this Coverage Part must apply on a
primary basis, or a primary and non contributory
basis, this insurance is primary to other insurance
that is available to such insured which covers
such insured as a named insured, and we will not
share with that other insurance, provided that:
(1) The "bodily injury" or "property damage" for

which coverage is sought occurs; and

(2) The "personal and advertising injury" for

which coverage is sought is caused by an
offense that is committed;

subsequent to the signing of that contract or
agreement by you.
5.

Premium Audit

a. We will compute all premiums for this Coverage

c. The first Named Insured must keep records of the
information we need for premium computation,
and send us copies at such times as we may
request.

6.

Representations
By accepting this policy, you agree:

Page 16 of 21

Separation Of Insureds
Except with respect to the Limits of Insurance, and
any rights or duties specifically assigned in this
Coverage Part to the first Named Insured, this
insurance applies:

a. As if each Named Insured were the only Named
Insured; and

b. Separately to each insured against whom claim is
made or "suit" is brought.
8. Transfer Of Rights Of Recovery Against Others
To Us
If the insured has rights to recover all or part of any
payment we have made under this Coverage Part,
those rights are transferred to us. The insured must
do nothing after loss to impair them. At our request,
the insured will bring "suit" or transfer those rights
to us and help us enforce them.
9.

Part in accordance with our rules and rates.

b. Premium shown in this Coverage Part as
advance premium is a deposit premium only. At
the close of each audit period we will compute the
earned premium for that period and send notice
to the first Named Insured. The due date for audit
and retrospective premiums is the date shown as
the due date on the bill. If the sum of the advance
and audit premiums paid for the policy period is
greater than the earned premium, we will return
the excess to the first Named Insured.

are

are
based
upon
b. Those
statements
representations you made to us; and
c. We have issued this policy in reliance upon
your representations.
The unintentional omission of, or unintentional error
in, any information provided by you which we relied
upon in issuing this policy will not prejudice your rights
under this insurance. However, this provision does
not affect our right to collect additional premium or to
exercise our rights of cancellation or nonrenewal in
accordance with applicable insurance laws or
regulations.

If any of the other insurance does not permit
contribution by equal shares, we will contribute by
limits. Under this method, each insurer's share is
based on the ratio of its applicable limit of
insurance to the total applicable limits of
insurance of all insurers.
d. Primary And Non-Contributory Insurance If
Required By Written Contract

Declarations

When We Do Not Renew
If we decide not to renew this Coverage Part, we will
mail or deliver to the first Named Insured shown in the
Declarations written notice of the nonrenewal not
less than 30 days before the expiration date.
If notice is mailed, proof of mailing will be sufficient
proof of notice.

SECTION V - DEFINITIONS

1.

"Advertisement" means a notice that is broadcast or
published to the general public or specific market
segments about your goods, products or services for
the purpose of attracting customers orsupporters. For
the purposes of this definition:

a. Notices that are published include material

placed on the Internet or on similar electronic
means of communication; and

b. Regarding websites, only that part of a website
that is about your goods, products or services for
the purposes of attracting customers or
supporters is considered an advertisement.

© 2017 The Travelers Indemnity Company. All rights reserved.
Includes copyrighted material of Insurance Services Office, Inc. with its permission.
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POLICY NUMBER:

ISSUE DATE:

THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.

DESIGNATED ENTITY – NOTICE OF
CANCELLATION PROVIDED BY US
This endorsement modifies insurance provided under the following:
ALL COVERAGE PARTS INCLUDED IN THIS POLICY
SCHEDULE
CANCELLATION:

Number of Days Notice of Cancellation:

PERSON OR
ORGANIZATION:

ADDRESS:

PROVISIONS:
If we cancel this policy for any statutorily permitted
reason other than nonpayment of premium, and a
number of days is shown for cancellation in the
schedule above, we will mail notice of cancellation to
the person or organization shown in the schedule

above. We will mail such notice to the address shown
in the schedule above at least the number of days
shown for cancellation in the schedule above before
the effective date of cancellation.

© 2011 The Travelers Indemnity Company. All rights reserved.
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THIS ENDORSEMENT CHANGES THE POLICY. PLEASE READ IT CAREFULLY.

NOTICE OF CANCELLATION TO CERTIFICATE HOLDER(S)

Policy Number:
Effective Date:
Named Insured and Address:

Endorsement Number:
Effective hour is the same as stated on the Information Page of the policy.

This policy is subject to the following additional
Conditions:
A. If this policy is cancelled by the Company, other than
for non-payment of premium, notice of such
cancellation will be provided at least thirty (30) days
in advance of the cancellation effective date to the
certificate holder(s) with mailing addresses on file
with the agent of record or the Company.
B. If this policy is cancelled by the Company for nonpayment of premium, or by the insured, noticeof
such cancellation will be provided within ten (10) days
of the cancellation effective date to the certificate
holder(s) with mailing addresses on file with the agent
of record or the Company.

Form WC 99 03 94 Printed in U.S.A.
Process Date:

If notice is mailed, proof of mailing to the last known
mailing address of the certificate holder(s) on file with
the agent of record or the Company will be sufficient proof
of notice.
Any notification rights provided by this endorsement apply
only to active certificate holder(s) who were issued a
certificate of insurance applicable to this policy’s term.
Failure to provide such notice to the certificate holder(s)
will not amend or extend the date the cancellation
becomes effective, nor will it negate cancellation of the
policy. Failure to send notice shall impose no liability of
any kind upon the Company or its agents or
representatives.

Policy Expiration Date:DATE
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ATTACHMENT F – Business License Application
Business License

Please use the link below for Business License Information
Business-Licenses or go to http:losgatosca.gov/421/business-licenses
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ATTACHMENT G – Cost Proposal
COST PROPOSAL SHEET
Task
Description
Phase I
B.4.1 Current Conditions Analysis
B.4.2 Temporary Wayfinding Signage
B.4.3 Parking Branding

Lump Sum Fee* (Not to exceed)
________________
________________
________________

Phase II
B.5.1 Downtown Wayfinding Master Plan
B.5.2 Design Development
B.5.3 Programming
B.5.4 Documentation
B.5.5 Construction Administration

________________
________________
________________
________________
Cost per unit of work(Estimate #hours _______)

Phase III
B.6.1 Electronic Wayfinding/Guidance
Construction Administration

________________
Cost per unit of work(Estimate #hours _______)

Alternate Additional Tasks
B.10.1 Historical Landmark Recognition
B.10.3 Points of Interest
B.10.4 Broader Area Outreach

________________
________________
________________

All Tasks Grand Total (Not to exceed) ________________
______________________________________________________________________________
Submit Standard Rate Sheet or complete below
Principal
Hourly Rate: ____________
Overtime Rate: __________
Associate
Hourly Rate: ____________
Overtime Rate: __________
Other (Specify) __________
Hourly Rate: ____________
Overtime Rate: __________
Submitted by:
Company Name: _______________________________________________________________
Signature/(Title): ____________________________/___________
Date: ______________
Print Name: _________________________________
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