FOR COUNCIL MEETING OF:__ February E& 2011
AGENDA ITEM NO: 7(0)

TO: MAYOR AND CITY COUNCIL
Gubnng '
THROUGH: INDA NORRIS, CITY MANAGER
FROM: ﬁLWS{ﬁLEJs:, qn%am DIRECTOR
BAN DEVELOPMENT DEPARTMENT

SUBJECT: SUBMISSION GUIDANCE DOCUMENT FOR AN EID
ADMINISTRATOR

ISSUE:

Information only report to provide City Council with a Submission Guidance Document
for selecting an Downtown Salem Economic Improvement District (EID) Administrator

RECOMMENDATION:
Information only.

BACKGROUND:

On January 24, 2011, the City Council approved changing the Request for Proposal
(RFP) procurement process to a Special Procurement Process to select an EID
Administrator.

A Submission Guidance Document (Attachment A) has been created to provide
information on the documentation and evaluation expectations that will be applied to an
organization who is interested in submitting a proposal to be considered for the EID
Administrator. There are five key components that proposals will be measured against;
1) services and programs; 2) expenditure of funds (budget); 3) performance measures;
4) demonstrated support for services and 5) qualifications/experience.

This document provides additional specificity to the items outlined in the January 24,
2011, staff report relating to the submittal requirements and proposal evaluation for the
EID Administrator.

FACTS AND FINDINGS:

An organization meeting the requirements for the City to undertake a Special
Procurement Process will not require City Council approval. In order to meet the
requirements of the City’s Purchasing Rules, the Contracts and Procurement
Administrator has recommended, and the City Manger has approved, the Special
Procurement process for the selection of the EID Administrator.
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If a situation arises where multiple organizations submit a proposai to be considered for
the EID Administrator, the evaluation criteria and associated scoring will be applied to
each proposal, and these evaluations will be reviewed by the Director of Finance, City
Manager, Deputy City Manager, Interim Director of Urban Development, Legal, and
Downtown Revitalization Manager to determine the ranking and recommendation of an
EID Administrator.

The Submission Guidance Document is presented in draft form. It will be reviewed and
finalized to ensure compliance with all applicable City and State purchasing rules.

Proposals should be submitted to Sheri Wahrgren, Downtown Revitalization Manager
no later than April 15, 2011, at 350 Commercial St. NE, Salem, Oregon, 97301, Atftn:
Sheri Wahrgren, Downtown Revitalization Manager, or sent electronically to
swahrgren@cityofalem.net

Attachment A: Submission Guidance Document for selecting the EID
Administrator

Report Prepared by: Sheri Wahrgren, Downtown Revitalization Manager
GAURBANDEVVADMINISTRATION\VFinal Council Staff Reporis\2011\WFeb 28\EID\EID Administrator Submission Guidance
Document Report.doc
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Submission Guidance Document
for
City of Salem Downtown Economic Improvement District
Administrator Selection Process

Background.

The City of Salem has prepared this Submission Guidance Docurﬁ"' for organizations interested in
submitting a proposal for the Downtown Economic Improvement istrict (EID) Administrator.
Specifically, this document (1) provides an overview of the submtssm g quirements and (2} details the
process and criteria the City will use to select an EID Admmlstrator -

The City Council enacted Ordinance No. 01-08 on‘Jatiuary 14, 2008, creating the:Salem Downtown
Economic Improvement District. On October 25, 2010 :"City Coungilapproved the _}ﬁtgnsion of the EID
for three and one half years, to June 30;; 014 The ordlnance des for an asseséiﬁ;l'ént on all
commercial property within the Distric ise funds to be use_,’for certain improvement projects, as
permitted by ORS 223.112. The assessm als $200 000 per.year, adjusted for inflation.

According to SRC 44, 035(a) the.EID is admlnlstered through‘ t with a third-party provider.
~ Under SRC 44.035, the EID Admlnlstrator must prowde for pu _|c meetiné§ prepare a budget for

' eetmgs and have a board that has no less than
fifty percent of the voting.mer ‘ erty owners within the district.

sessment; b) notlce to affe ted property owners of the amount of the proposed
uld be lmposed on their property, and c) hold a public hearing, which may not be
ys after the .mamng of the notice.

the propose:' ;

held sooner than

Timeline -

Organizations interested in Be‘mg considered for the Administrator must submit their proposals no later
than April 15, 2011. The City has established this deadline to allow sufficient time for evaluation of
proposals and completion of the hearing and remonstrance process set out in SRC 44.040.

The following timeline allows for the selection of an Administrator prior to initiating the public
hearing/remonstrance process. Contract negotiation would occur concurrently with the public hearing
process and execution of the contract would be contingent on the success of the assessment levy.
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If an Administrator is not selected prior to the May 1, 2011, the City Council will need to consider an
ordinance amendment to change the date of the levy.

REQUIRED INFORMATION

To be considered complete, a proposal must include the following:
1. Cover Letter.

The cover letter must set forth the proposer’s understanding of the services to be performed and their
approach to providing these services. The letter should also 1ndlcate Wwhether the proposer is interested
in utilizing the ground floor space located at 365 Ferry Street as part of its undertaking the services,
should that space remain available.

2, Statement of Qualifications and Experience.

The Statement of Qualifications and Experience must
-less than fifty percent of the voting members on the’ board bemg
An organization can be a non-profit or for proflt entity.

"stablish that the app'li.c'::‘a? t:he
al property owners within the EID.

The Statement of Qualifications and Expe e nce. must also mclude a summary of the proposer's
experience, qualifications and ability to admm:ster EID funds Statement must include demenstrated
financial management experience ;

3. Statement of Propos‘eH‘Ser\ric‘és

The Statement of Proposed Ser\nces shall include a deta|led description of how the following projects
authorized u C 44 DOS(a) WI|| be performed

' (1) Plannlng or management of development or tmprovement activities;

SIgnage, or Othe assets that generaliy beneﬂt the Salem Downtown economic
Improvement District;
{5) Cleaning and maintaining the off-street public spaces within the Salem Downtown

Economic Improvement District;

{6} Provision of safety and security in the public spaces within the Salem Downtown
Economic Improvement District; and

{7) Any other economic improvement activity that specially benefits the Salem
Downtawn ecanomic improvement District.



4. Proposed Budget.

The budget shall include a twelve month detailed budget indicating how the EID funds will be allocated
in undertaking the projects, including administrative expenses and overhead.

5. Proposed Performance Measures.

The proposed performance measures shall indicate a means whereby the proposer's performance may
be evaluated. At a minimum, the performance measures shall be based on the following:

* Quarterly updates on the expenditure of funds. .
s Written explanation on any expenditure th‘a‘t‘i'sfis% higher than budget estimates...
e Written quarterly progress report that Wil'l'“b:'e i':r"fade available to the City and
property owners and businesses wnthm the EID that summatrize the activities and
services undertaken for that qua t ;and that include. an update on the
expenditures, \ :
Quarterly updates on the benefi

ceived by the pubiic, propgrty owners and

for the proposer shall include, at a

v ken with property cwners and

_ K op the proposal. An outreach strategy shall

lide at Ieast one commumcatlon with all property owners within the EID with
"31' s, budget and performance measurements

(2) Written d{ocur'h htation from not less the 25% of the property owners and not
less than 25% of the 'b_usinesses owners within the EID indicating their support
‘oposer's statement of proposed services, proposed budget and
easures. Signature of support from property owners and
rs that appear on written documentation of multiple proposals
will ri_d:t- be counted towards the percentage requirement.

Evaluation Criteria

Proposals will be evaluated based on the following criteria. Total maximum points 100

(1) Ability to effectively communicate with all sectors of the Downtown, as demonstrated by
the proposer's outreach to determine support for the proposer’s proposed submittal, including
the submittal's statement of proposed services, proposed budget, statement of
qualifications/experience, and the proposed performance measures. (25 pts)



{2} Proposer's experience and qualifications in effectively (a) working with a variety of
downtown constituents (b) working with the public sector; (c) managing annual budgets in
excess of $200,000; and {d) undergoing evaluation of performance through performance
measurements. (15 pts)

(3) Description of services to be provided is detailed and demonstrates that proposed service is
authorized under SRC 44.005(a), and identifies how the service was selected and when the
service wilt be completed, and explains how the service will provide demonstrable benefits to
the public and property owners and business owners in the EID. {20 pts)

{(4) Budget provides sufficient detail to evaluate operating costs of the proposer. Administrative
costs are reasonable for each service to be provided,: nd that the costs are within the resources

available through the EID assessment. (25 pts)

{5} Performance measures demonstrate that the services performed have a direct
relationship/benefit to the public and to e property owners and the busmess owners in the
EID, by such things as by decreasing property acancy, increasing revenue for businesses,
attracting investment in downtown and im provmg.the appearance of properties within the EID.
(15 pts) : :

for property owners- thin the EID. In addition a list
\nded Please. note the Parking District boundary is

Upon request staff can providé a:list of addresse
of businesses within thexParklng Dlstnct canbe’p
slightly different than the '

Please direct questions to: Sheri

! 1, Urban Devélopment Downtown Revitalization Manager,
503.588.6178 x 7595, swahrgren@

yofsalem.net ..






