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REQUEST FOR QUALIFICATIONS (RFP) 
For Historic Sites’ Organizational Development and Capacity Building 

City of Oregon City 

The Economic Development Department of Oregon City (“EDD”) seeks to strengthen the historic 
tourism segment of Oregon City’s tourism market by building the capacity of the community’s 
historic sites so that they are open and operational on a set schedule and have the enhanced ability 
to operate effectively and efficiently. The objective of this RFP is to identify a qualified and 
experienced consultant who will be able to assist the host sites with expanding their operational 
capacity.  The department will spend up to $40,000 for a qualified and experienced professional to 
assist with this endeavor until the end of June 30, 2023.  

Responses to this RFP will be received up to 4:30 P.M. Pacific Standard Time on Monday, 
December 30, 2022, at either City Hall of Oregon City, 625 Center Street, Oregon City, Oregon 
97045 or electronically to dgering@orcity.org. Late proposals will not be considered.  

Responders to this request for qualifications are responsible for ensuring contact information is 
correct and that email updates are being received and not being sent to spam folders. The City of 
Oregon City is not responsible for failure of responders to receive notifications of any changes or 
corrections made by the City communicated via email or letter. 

The City of Oregon City reserves the right to: 
1. waive any minor irregularity, informality, or non-conformity with the provisions or 

procedures of this RFP, and to seek clarification from the respondent if required;
2. reject any proposal that fails to substantially comply with all prescribed solicitation 

procedures and requirements;
3. base awards with due regard to quality of services, experience, compliance with 

specifications, and other such factors as may be necessary;
4. make the award to a vendor whose proposal is in the best interest of Oregon City;
5. reject any or all proposals; and
6. postpone award of the contract.

I. SUMMARY OF REQUEST

The intent of this request for qualifications is to identify a qualified consultant who will assist the 
host sites to develop and implement strategies that expand volunteerism for community-based 
historic sites and/or museums (“host sites”). The goal is to enable host sites to be open more often 
to the public and to operate on a set schedule. 

The consult will also be tasked with assisting the host sites with programming events. 

The EDD views its relationship with the consultant as a partnership where the consultant 
will assist the EDD by providing technical expertise and advisory services.  

The EDD is seeking the services of a qualified consultant to conduct the following 
activities: 

mailto:dgering@orcity.org
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1. Assess the current operational capabilities of the host sites including their volunteer
recruitment status, special event management and planning.

2. Identify key sources for volunteers and implement a plan that will attract them.
3. Collaborate with the host sites in developing an orientation program and on-boarding

procedures for volunteers.
4. Recommend standard operation procedures that will improve the management of the

host sites.
5. Work with host sites to determine the minimal volunteer qualifications.
6. Work with host sites to develop and implement income producing programming and

special events.
7. Work with host sites to develop and implement strategies that help them coordinate

programming and operational functions together.
8. Work with host sites to identify grant opportunities and to collaboratively develop

grants.
9. Assist the Economic Development Department’s Tourism Program Specialist in the

implementation of tourism-related programs that are designed to bring additional
visitors to the host site.

Following the selection of a consultant, the Oregon City Economic Department Manager 
will negotiate a Personal Service Agreement (“PSA”) that will end on June 30, 2023. The 
consultant selected to perform work under the contract will use the EDD’s standard Personal 
Services Agreement (attached). The PSA will identify the type of services, work scope, fee, 
and terms of payment for services.  

A decision to renew or extend an existing contract beyond the initial one-year period will 
be in the sole discretion of the Economic Department Manager. 

II. PROFESSIONAL SERVICES

A. Consultants/firms responding will submit their statements of qualification on the
following categories:

1. Expertise/resume of the consultant and any additional staff that will be directly
involved in fulfilling the scope of work.

2. Expertise with recruiting volunteers as well as a background in creating
volunteer recruitment programs.

3. Expertise in utilizing marketing strategies to increase volunteerism.
4. Experience in developing programs geared toward raising revenue.
5. Experience in researching and soliciting grants.

B. Responders will submit their statements of qualification with respect to their
experience with engaging the public in the following ways:

1. Making public presentations to host site membership, and tourism
stakeholders.
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2. Developing written reports that convey complex concepts in easy to
comprehend methodologies

3. Promotion strategies and programs to increase physical visitations to the historic
sites

III. GENERAL REQUIREMENTS

A) If it chooses, the consultant may propose a consultant team. If a consultant team is
proposed, resume information must be provided on each key team member.

B) An authorized representative of the responder must sign the proposal and their
name and title must appear below the person’s signature. The signing of the
proposal certifies:

1. the person signing the proposal has the legal authority to do so on behalf of the
responding firm/consultant;

2. that to the best of respondent’s knowledge, no employee of the City of Oregon
City, or any partnership or corporation in which the City employee has an
interest, will or has received any remuneration of any description either directly
or indirectly, in connection with the approval or performance resulting from
this RFQ; and

3. the statements contained in the proposal are true and complete to the best of
the responding consultant/firm’s knowledge.

IV. COST OF PREPARING A PROPOSAL

The RFP does not commit the EDD to pay any costs incurred by the respondent’s 
submission or presentation of this RFP, or in making necessary preparation thereof. 

V. PROPOSAL VALIDITY PERIOD

The information included in the proposal remains valid for 60 days from the proposal due 
date or until the Economic Development Department award is made. 

VI. SUBMISSION REQUIREMENTS

Submit an electronic copy no later than 4:30 PM on Friday, December 30, 2022 to: 

Daniel Gering, Tourism Program Specialist 
Dgering@orcity.org 

VII. INTERPRETATIONS AND ADDENDA

Questions regarding this project proposal must be submitted dgering@orcity.org.  If 
necessary, interpretations or clarifications in response to such questions will be made by 
issuance of an “Addendum” to all prospective proposers within a reasonable time prior to 

mailto:Dgering@orcity.org
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proposal closing, but in no case less than 72 hours before the proposal closing. If an 
addendum is necessary after that time, the City, at its discretion, can extend the closing 
date. 
 
Only questions answered by formal written addenda will be binding. Oral and other 
interpretations or clarifications will be without legal effect. 
 
 

VIII.  BUSINESS LICENSE/FEDERAL ID REQUIRED 
 

Once selected, a City of Oregon City Business License is required. Chapter 5.04 of the 
City Code states no person shall do business within the City without a current, valid City 
license. No contracts shall be signed prior to the obtaining of the City of Oregon City 
Business License. 
 
Upon award of proposal, contractor shall complete a W-9 form for the City. 

 
 
4.2 CITY MAY REQUEST MORE INFORMATION 
 

It is the intent of the City to make selections from the proposals submitted. However, more 
information may be requested to fully and accurately evaluate proposals if two or more 
proposals seem to be equally qualified. The City reserves the right to obtain clarification of 
any point made in the consultant’s proposal or to obtain additional information necessary 
to properly evaluate the proposal. Failure of a consultant to respond to such a request for 
additional information or clarification could result in rejection of the firm’s proposal. 

 
 
4.7 RESERVATION OF CITY RIGHTS 
 

The City reserves all rights regarding to investigate the references and past performance of 
any respondent with respect to its successful performance of similar services, compliance 
with specifications and contractual obligations, and its lawful payment of suppliers, 
subcontractors, and workers, the Economic Development Department may postpone the 
award or execution of the contract after the announcement of the apparent successful 
proposer(s) in order to complete its investigation 
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ATTACHMENTS 
 

 
Exhibit 1 Standard Personal Services Agreement 
Exhibit 2 Business License Application 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Point of Contact: ______________________ 
Term of Contract: ______________________ 

CITY OF OREGON CITY  
PERSONAL SERVICES AGREEMENT 

This PERSONAL SERVICES AGREEMENT (“Agreement”) is entered into between the CITY OF 
OREGON CITY (“City”) and __________________________________ (“Consultant”). 

RECITALS 

A. City requires services that Consultant is capable of providing under the terms and
conditions hereinafter described. 

B. Consultant is able and prepared to provide such services as City requires under the
terms and conditions hereinafter described. 

The parties agree as follows: 

AGREEMENT 

1. Term. The term of this Agreement shall be from the date the contract is fully
executed until ____________, unless sooner terminated pursuant to provisions set forth below.  
However, such expiration shall not extinguish or prejudice City’s right to enforce this Agreement with 
respect to (i) breach of any warranty; or (ii) any default or defect in Consultant’s performance that 
has not been cured. 

2. Compensation.  City agrees to pay Consultant on a time-and-materials basis for the
services required.  Total compensation, including reimbursement for expenses incurred, shall not 
exceed $__________. 

3. Scope of Services.  Consultant’s services under this Agreement shall consist of
services as detailed in Exhibit A, attached hereto and by this reference incorporated herein. 

4. Standard Conditions.  This Agreement shall include all of the standard conditions as
detailed in Exhibit B, attached hereto and by this reference incorporated herein. 

5. Integration.  This Agreement, along with the description of services to be performed
attached as Exhibit A and the Standard Conditions to Oregon City Personal Services Agreement 
attached as Exhibit B, contain the entire agreement between and among the parties, integrate all the 
terms and conditions mentioned herein or incidental hereto, and supersede all prior written or oral 
discussions or agreements between the parties or their predecessors-in-interest with respect to all 
or any part of the subject matter hereof. 

6. Notices.  Any notices, reports or other documents required by this Agreement shall be
sent by the parties by United States mail, postage prepaid, or personally delivered to the addresses 
below.  All notices shall be in writing and shall be effective when delivered.  If mailed, notices shall be 
deemed effective forty-eight (48) hours after mailing, unless sooner received.  Bills and invoices may 
be sent by e-mail or United States mail. 

SAMPLE
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To the City: 
City of Oregon City 
PO Box 3040  
625 Center Street 
Oregon City, OR 97045 
Attention:  City Manager 

To Consultant: _____________________________________ 
_____________________________________ 
_____________________________________ 
_____________________________________ 

Consultant shall be responsible for providing the City with a current address.  Either party may 
change the address set forth above for purposes of notices under this Agreement by providing notice 
to the other party in the manner set forth above.   

7. Governing Law.  This Agreement shall be governed and construed in accordance with
the laws of the state of Oregon without resort to any jurisdiction’s conflicts of law, rules or doctrines. 

IN WITNESS WHEREOF, the parties have caused this Agreement to be executed by their duly 
appointed officers on this _____________________ day of _________________________, 20_____. 

CITY OF OREGON CITY 

By: 
Anthony J. Konkol, III 

Title: City Manager 

DATED: , 20____. 

By: 
Department Head’s Name 

Title: Department Head’s Title 

APPROVED AS TO LEGAL SUFFICIENCY: 

By: 
City Attorney 

(CONSULTANT) 

By: 

Title: 

DATED: , 20____. 

SAMPLE



      APPLICATION FOR BUSINESS LICENSE

    NEW  OWNERSHIP CHANGE  ADDRESS CHANGE  NAME CHANGE  No._____________ 

Business Information Business Owner and Contact Information 
Business Name Owner Name 

Business Site Address Home Address 

City, State, Zip City, State, Zip 

Business Phone Phone 

Business Email Email 

Business Mailing Address Emergency Contact Name 

City, State, Zip Emergency Contact Phone 

Federal ID No. (EIN) 
__  __ - __  __  __  __  __  __  __ 

Metro Contractor's License 

4 Digit SIC Code (if known) 
__  __  __  __ 

State License # (if applicable) 

Detailed Description of Business (REQUIRED): What specific activity are you conducting? 

Indicate type of ownership            Sole proprietor Partnership LLC Corporation Non-Profit 

Is your business located within the City limits of 
Oregon City?     Yes   No   

Total number of persons doing 
business in Oregon City? 

Hours of 
Operation? 

Zoning of property where business 
is located: (see reverse) 

Is the proposed business a permitted use within 
the zone?     Yes   No   

Business based in home? Yes No  If “YES” Home-Based Business Worksheet form required. (see reverse) 

Marijuana business? Yes No  If “YES” Marijuana Business Supplemental Questionnaire form required. 

Business has a sign in the right-of-way? Yes No  If “YES” additional fees may apply. (see reverse)  

Hazardous materials? Yes No  List: 

Comply with recycling requirements? Yes No  See OCMC 8.22.050 

I HEREBY CERTIFY THAT ALL INFORMATION IS TRUE, CORRECT, AND 
COMPLETE.  ADDITIONALLY, I CERTIFY THAT THIS BUSINESS 
COMPLIES WITH ALL STATE, FEDERAL, AND LOCAL LAWS.  

Yes   No               

Applicant's Signature: 

Credit Card 
Information (if 
paying with credit 
card) 

Account Number Exp. Date 3 Digit CSC (back of card) 

____/____ 

Visa        M/C  
Using payment schedule, 
list amount paid 

FEE $ 

PAYMENTS MUST ACCOMPANY APPLICATION.  MAKE CHECKS PAYABLE TO:  City of Oregon City 
A business license does not authorize the holder to conduct business in violation of any zoning ordinance or other state, federal, or local law. 

OFFICE USE ONLY 

Amount Paid Receipt #  Cash 
 Check 

 Visa 
 MasterCard 

SIC Code Date Paid / By 

625 Center Street  | PO Box 3040 | Oregon City OR 97045 

Ph: (503) 657-0891 | TOLL FREE (888) 873-1676 | Fax (503) 657-3339 



P 
 

 

  

   

         $  $ 

application fee 
annual business 

license fee  
(see chart below) 

TOTAL FEE 

The cost of the annual business license is dependent on the number of employees and whether the business is operating from a fixed place of 

business within the city.  When figuring the number of employees, include all persons involved in the business including owners, officers, 

employees and others operating within the City of Oregon City.  Please verify the business location as it relates to Oregon City’s jurisdictional 

boundary. New businesses that begin after June 30th of the current year may pay ½ of the annual business license fee listed below. 

NUMBER OF 
EMPLOYEES 

FIXED PLACE OF 
BUSINESS WITHIN CITY 

NO FIXED PLACE OF 

Commercial Business: 1 – 25
26 – 50

 +  =

 

    

$60

WHO NEEDS A BUSINESS LICENSE?

Oregon City Municipal Code Chapter 5.04 requires all businesses conducting business inside the city limits of Oregon City to obtain an Oregon City

business license.

HOW TO APPLY FOR A BUSINESS LICENSE

Complete this  Application for Business License  form and submit it with the applicable fees, either:

  in person at 625 Center Street

  by mail to Business Licensing, PO Box 3040, Oregon City, OR 97045

  by fax to (503) 657-3339

  by email to licensing@orcity.org

This form can be found online at  https://www.orcity.org/economicdevelopment/business-licenses. Applications must be filled out completely.

Incomplete applications will expire if not completed within 90 days. In the event a license application expires, the applicant may reapply for the

business license. Businesses operating in the City must comply with all building, zoning, signage, fire and police requirements.  Completion of the 

application does not imply business license approval.  The business may not begin until the business license and all necessary permits, signs and 

inspections are approved by the City.  Before submitting an application for a business license, please contact Community Development at (503)

722-3789 to verify that your business is a  permitted use within the zone  you are located in. To determine the zoning of the property where the

business is located, visit  https://www.orcity.org/maps/what-zone-am-i.

Additional forms can be found at  https://www.orcity.org/economicdevelopment/business-licenses

  Marijuana businesses are required to complete the  Marijuana Business Supplemental Questionnaire  form.

  Home-based businesses located in the City are required to complete the  Home-Based Business Worksheet  form.

  Mobile food cart businesses are required to complete the  Food Cart/Unit in a Pod or Location Approved for 5+ Hours  form.

BUSINESS LICENSE  FEES

Submittal  of  a business license application requires payment of a non-refundable application fee of $60  plus  the annual business license fee.

51 – 100  $ 394  $ 552
101 or more  $ 498  $ 708

*Amounts above include the $78 Community Safety Advancement Fee. (OCMC 13.36.040)

Home-based Business:  -n/a-  $ 100  -n/a-

Any business that is tax-exempt under section 501(c)(3) of the Internal Revenue Code is exempt from payment of these business license fees upon 

submission of a copy of their IRS letter indicating their exempt status.

If you intend to have a sign in the Right of Way, please contact Community Development at (503) 722-3789 to discuss hours of placement, size of 

sign, etc. to determine if additional fees apply.

WHAT IF THE BUSINESS LICENSE IS DENIED?

If the issuance of a business license is denied, the city shall send to the applicant written notice of the denial or revocation, and of the right to an 

appeal. The denial or revocation of the license is final unless the applicant/license holder appeals the decision in writing to the city manager within 

ten business days of receipt of the notification. The city manager shall, within ten business days after the appeal is filed, consider all the evidence in

support of or against the action appealed and render a decision either sustaining or reversing the denial or revocation. The decision of the City 

Manager shall be the final decision of the city. (OCMC 5.04.090)

QUESTIONS?

Contact the business license office at 503-657-0891 or visit us at 625 Center Street.

BUSINESS WITHIN CITY
$ 228
$ 390

$ 178
$ 286
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