A. PURPOSE AND INVITATION TO SUBMIT PROPOSALS
[bookmark: _Hlk209707895]The City of West Hollywood is seeking proposals from experienced and qualified consultants (individuals, teams, or firms) to support the design, development, and management of the West Hollywood Artists Roundtable. The City of West Hollywood is interested in receiving proposals for a series of engaging events to include, but not limited to, information sharing, networking, and interactive presentations. The series should include a minimum of four sessions and maximum of six sessions. 
[bookmark: _Hlk209707554]The selected applicant will be contracted for a two-year agreement with a two-year renewal option. The term of the proposed contract is expected to begin in January 2026 and shall conclude in December 2027. The two-year renewal will be at the sole discretion of the City and considered based upon performance. 
B. ARTISTS ROUNDTABLE
The Artists Roundtable, first implemented in September 2018, is one of the many outcomes of the WeHo Arts: The Plan, the city’s community-based cultural plan. The purpose of the Artists Roundtable focuses on the convening power of the city to provide networking and resource sharing opportunities.
The goals and objectives of the Artists Roundtable are to:
· Nurture and support the long-term development of artists and their ideals. 
· Assist artists in making clear career choices in line with their priorities and expectations. 
· Increase the capacity for artists to realize work.
· Support the career growth of artists by encouraging participation in a variety of professional development opportunities that advance the artist’s practice and entrepreneurial skills.
· Strengthen artists networks by building a connected and supportive artists community.
C. ELIGIBILITY
The ideal applicant will have the following attributes:
· Qualified consultants (individuals, teams, or firms) must have at least 5 years of professional experience and expertise with similar professional development programs for emerging and mid-career artists.
· Ability to attend virtual and in-person meetings.
· Actively maintain a network of talented professionals in various arts and other areas of expertise that support the aims and objectives of the Artists Roundtable.
· Comprehensive knowledge and understanding of artists’ challenges, the availability of assessments tools, and artist resources.
· Track record of client collaboration, clear communication, technical, and time management skills.
· Ability to gather survey data and offer online experiences.
City of West Hollywood elected and appointed officials, its employees, and their immediate family members are not eligible to apply.
D. BUDGET
Proposals should include a competitive bid for the anticipated scope of work and an hourly billable rate for the project. The budget for this project is $13,800. Proposals with budgets higher than this figure are still eligible for consideration. Proposals that fall within the budget will receive priority in the review of proposals. 
The applicant shall provide an explanation of any assumptions made in calculating the project costs. Proposals shall indicate what portion of the work, if any, will be subcontracted. The applicant shall provide information about the sub-consultant, including expertise, experience, and recent projects.
E. DEADLINE
Proposals must be submitted by 4:00PM (PT) on Monday, October 27, 2025. 

F. SCHEDULE
The City has the right to change the schedule at any time. 
G. PRELIMINARY SCOPE OF SERVICESOctober 1, 2025 		RFP Released
October 27, 2025    		Deadline for applications
November 20, 2025 	Arts & Cultural Affairs Commission Approval and applicants notified 
December 2025  		Contract execution
January 2026        	Finalize program and present to the Arts and Cultural Affairs Commission for approval
March– December 2026 	Artist Roundtable Series 2026
March– December 2027 	Artist Roundtable Series 2027


The selected consultant is expected to work closely with the city to include the following scope of services: 
1. Design Artists Roundtable
Coordinate with City on the design of sessions for artists and a plan to evaluate the program outcomes. Sessions could be virtual, in-person, or a combination of the two.
2. Coordinate with Presenters
Leverage, procure and compensate professionals who may participate in any interactive sessions (i.e., arts administrators, educators, financial literacy experts, marketing specialists, motivational speakers).
3. Facilitate and Evaluate Artists Roundtable
Provide oversite and facilitation of the West Hollywood Artists Roundtable, including planning, implementation, evaluations, and submission of a final report.
4. Meetings with City 
Attend virtual check-in meetings with City staff and prepare for and attend one Performing Arts and Cultural Affairs Subcommittee meeting and one Arts and Cultural Affairs Commission meeting, as directed by the city.
H. PROPOSAL REQUIREMENTS
Interested parties should submit their complete proposal packages through the following online application: https://form.jotform.com/252455700125954 https://form.jotform.com/252455700125954
Incomplete and/or late proposals will not be considered. Please read all the information listed carefully.
1. Cover Letter (maximum of 2 pages)
Present a brief understanding of the City of West Hollywood needs based upon the information provided in the Request for Proposals. Summarize qualifications most relevant to this project.
2. Statement of Qualifications (Maximum of 6 pages) 
Each respondent must demonstrate in their submittal that they have the professional capabilities and the organizational and administrative experience needed to accomplish this project. Detail the specialized experience and project approach, knowledge of work to be performed, and a narrative highlighting your relevant experiences and capabilities related to the objectives described in the RFP.  
3. Project Team Resumes or CV
Identify the project lead/authorized representative with mailing address, telephone, e-mail address, and website. If applying as a team, provide a brief resume or cv (2-page maximum per person) for the project team. 
4. Cost Proposal
Include a not-to-exceed project budget, including the hourly billable rates which will be applied to the project and an estimated number of hours required to complete the scope of work described. Proposals shall indicate what portion of the work, if any, will be subcontracted.  Provide an explanation of any assumptions made in calculating the project costs. 
Proposals should include a competitive bid for the anticipated scope of work and the hourly billable rates which will be applied to the project. Proposals that fall within the budget will receive priority in the review of proposals. The proposal must stipulate that the proposal price will be valid for a period of at least 180 days.
5. References
Provide two client references. Include the name of the client, a contact person, their title and contact information, as well as a brief description of the client’s project and the budget. 
I. SELECTION PROCESS
City of West Hollywood Arts Division Staff will review submissions through this request for proposals taking experience, quality of proposal, technical support expertise and competence into consideration. The Performing Arts and Cultural Affairs Subcommittee will review eligible applications and make a recommendation to the Arts and Cultural Affairs Commission for approval. The City will issue a contract for services to the selected vendor with a defined scope of work. The contract may be extended for an additional 2 years at the discretion of the city.
The City will use the following criteria in its evaluation and comparison of proposals submitted:
· Professional experience
· Demonstrated ability to respond to the scope of work
· Quality of Proposal Submittal 
The City may require additional information, and proposers agree to furnish such information. The City reserves the right, at its sole discretion, to award the contract to that proposer who will best serve the interest of the city. The City reserves the right to recommend changes to any proposal to maintain the highest quality and integrity. 
J. MARKETING
The City views this as a partnership with the producing consultant. The selected consultant will be responsible for marketing and publicizing the sessions through their networks. The city design of marketing materials, and the consultant will be responsible for the distribution of all marketing materials. The city will promote the program through a press release, the Arts monthly newsletter, and social media.
K. INSURANCE REQUIREMENTS
Applicants invited to perform work for the City of West Hollywood must provide evidence of the insurance prior to the execution of an agreement. Applicants will be required to maintain these insurance policies for the duration of a contract period. No work shall begin until evidence of these financial guarantees is delivered as directed. Applicants are expected to provide the required insurance documents ASAP after the award of the contract. Insurance documents are required for the contract execution. 
L. BACKGROUND
City of West Hollywood
The City of West Hollywood is like no other city in the world. In 1984, the idea for the City of West Hollywood was proposed by an unlikely coalition of LGBTQ+ activists, seniors, and renters. These groups came together to advocate for cityhood. The City of West Hollywood was incorporated as an independent city on November 29, 1984. Prior to this, it had existed as an unincorporated area within Los Angeles County. Notably, the inaugural West Hollywood City Council made history as the first City in the nation to have a majority openly gay governing body. 
West Hollywood, informally known as “The Creative City,” is in the heart of metropolitan Los Angeles. At 1.9 square miles, the city is a robust economic and cultural center infused with idealism and creativity. West Hollywood shares boundaries with the cities of Beverly Hills and Los Angeles. 
A spirit of community activism and civic pride thrives in West Hollywood for many of its approximately 36,000 residents and over 3,500 businesses. The weekend population swells to approximately 78,000 as neighbors from nearby communities take advantage of shopping, dining, and entertainment. For almost four decades, West Hollywood has been one of the most influential small cities in the nation. 
More than 40 percent of West Hollywood’s residents identify as LGBTQ. The City is also home to a thriving community of Russian-speaking immigrants from regions of the former Soviet Union. 
West Hollywood has set new standards for other municipalities, not only as a leader in many critical social movements – including HIV and AIDS advocacy; affordable and inclusionary housing; LGBTQ+ rights; civil, human, and women’s rights; protection of our environment; and animal rights – but also in fiscal responsibility; city planning, infrastructure; social services programs; wellness and recreation programs; older adult services and aging-in-place programs; public and community arts; community engagement; and innovation. 
The City’s advocacy and services priorities are reflected in the City’s core values, which include respect and support for people; responsiveness to the public; idealism, creativity, and innovation; quality of residential life; promotion of economic development; public safety; and responsibility for the environment. 
People all over the globe visit West Hollywood for its iconic destinations such as The Sunset Strip for its unparalleled historical connection to music, entertainment, architecture, fashion, and culture-making; for Santa Monica Boulevard’s historic LGBTQ destinations and entertainment establishments; and for the Design District’s shopping, galleries, and restaurants; and for the two annual large-scale events, Halloween Carnaval on October 31 and the WeHo Pride Festival each Summer.
Arts and Cultural Affairs Commission
Through its Arts and Cultural Affairs Commission, the City of West Hollywood encourages broad participation in the arts by residents and visitors. The mission of the Commission is to promote and nurture the arts and cultural life of the City of West Hollywood by providing accessible arts and cultural programming for all residents; supporting quality arts and cultural organizations in the City; promoting arts and cultural activities; advising City Council on policies affecting the arts and cultural life of the City, its residents, and the organizations that provide such services to the City. More information here: www.weho.org/arts. 
M. CULTURAL EQUITY STATEMENT
The City of West Hollywood’s Arts Division and Arts and Cultural Affairs Commission believe that all people in the City of West Hollywood have the right to celebrate and engage in meaningful and relevant arts and cultural experiences. Each member of the community should have access to the arts which reflect and nurture individual identities, affirm personal value, and foster belonging in the community. Arts and culture are foundational to quality of life and vibrant and resilient communities. Arts and culture have the power to enhance inclusion, engagement, and diversity, and contribute to positive outcomes across civic life. The right to participate freely in the cultural life of the community is recognized as a basic human right.
The Division and Commission’s definition of diversity includes all ways in which people differ, including but not limited to, race, ethnicity, gender, socioeconomic status, education, age, gender identity, gender expression, sexual orientation, ability, geography, citizenship status, religion, language, physical appearance, and the intersection of these various identities.
The City of West Hollywood’s Arts Division and Arts and Cultural Affairs Commission adopted the Cultural Equity Statement in 2021. Read the full statement here: https://www.weho.org/community/arts-and-culture/cultural-equity-statement. 
N. ADDITIONAL INFORMATION
For all questions related to this RFP contact Eva Angeloff, Grants Coordinator, eangeloff@weho.org, 323-848-6354. 
· Submission of a proposal does not constitute an offer to contract and does not guarantee any minimum amount of business. 
· The City reserves the right to reject any and all applications when such rejection is in the best interest of the City, or the application contains irregularities. Minor irregularities of the application may be waived by the city. The City also reserves the right to cancel this RFP at any time and/or to solicit and re-advertise for other applications. The cost of preparing any responses to the RFP shall be borne by the respondents and shall not be reimbursed by the City. At the sole judgment of the city, applications are subject to disqualifications on the basis of a conflict of interest. Applicants are required to identify if they have a conflict of interest. 
· Applicants who are selected to enter a contract with the City of West Hollywood will be required to accept the City’s terms and conditions, and insurance requirements. 
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