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REQUEST FOR PROPOSALS:  

Services Delivered to the City of Philadelphia Office of Transportation and 

Infrastructure Systems for its 2018 Philly Free Streets Event  

 

 

 

Issued by: 

 

The Mayor’s Fund for Philadelphia, on behalf of The City of Philadelphia, Office of 

Transportation and Infrastructure Systems  

 

Opportunities Available through this RFP:  

 

1. Event Operations Management  

 

 

Deadlines:  

 

Any questions about this RFP should be submitted to mayorsfund@phila.gov and Charlotte 

Castle, at charlotte.castle@phila.gov by 5:00PM on June 4, 2018.   

 

Proposals must be received no later than 5:00PM Philadelphia, PA, local time, on Friday, June 

8, 2018. A pdf version of the proposal must be emailed to: mayorsfund@phila.gov and 

charlotte.castle@phila.gov   

 

 

mailto:charlotte.castle@phila.gov
mailto:mayorsfund@phila.gov
mailto:charlotte.castle@phila.gov
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I. GENERAL OVERVIEW  

 

Introduction- Statement of Purpose 

The Mayor’s Fund for Philadelphia and the City of Philadelphia’s Office of Transportation 

and Infrastructure Systems (“oTIS”) are seeking a qualified vendor or vendors to provide 

event operations management services to the Philly Free Streets Program.  

 

Department Overview 

The Mayor’s Fund for Philadelphia (the Fund) works in close partnership with the City of 

Philadelphia and private sector partners to develop and run initiatives that reflect 

Mayoral priorities and seek to improve the quality of life for all Philadelphians.  The 

Fund will serve as the fiscal administrator for this contract opportunity. The Office of 

Transportation & Infrastructure Systems (oTIS) will serve as the project manager for 

this effort on behalf of the Fund.  

 

The Managing Director’s Office of Transportation & Infrastructure Systems (oTIS) will 

serve as the project manager for this effort on behalf of the Fund. oTIS is charged with 

building a shared vision and coordinating decision-making among agencies and 

departments - Streets, Commerce, Public Property, Traffic Police, City Planning, the School 

District, Parks and Recreation, the Airport, the waterfront and port agencies, SEPTA, 

PATCO, PennDOT, Amtrak, and DVRPC, in order to save money and improve conditions 

throughout the City’s transportation system. 

 

Program Description  

The Philly Free Streets program is a one-day event, which will be held rain-or-shine on 

Saturday, August 11, 2018 (8AM – 1PM). This program’s car-free route is North 

Broad Street between City Hall and Erie Avenue. It is an 8.2-mile round-trip route.  

 

Philly Free Streets is a people-powered initiative of the City of Philadelphia that 

temporarily closes streets to cars, inviting people to walk, bike, and play. Philly Free 

Streets is a family-friendly program that promotes active transportation (walking and 

biking), as well as healthy lifestyles and learning. Philly Free Streets’ inaugural 2016 

program welcomed over 30,000 participants who represented 42 of the city’s 47 zip codes. 

In 2017, Philly Free Streets welcomed over 40,000 participants from across the city and 

region. 

 

oTIS considers Philly Free Streets programs successful when they: 

 

• Have clearly communicated impacts of the program to nearby residents/businesses 

in advance of program (i.e., traffic/parking impacts); 
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• Are a safe, family-friendly environment that are inclusive of Philadelphians of all 

ages, physical abilities, racial/ethnic, and socioeconomic backgrounds;  

• People of all ages/abilities feel comfortable walking/biking/strolling along the Philly 

Free Streets route; 

• Highlight Philly Free Streets as a City of Philadelphia-led initiative, as well as its 

valued program sponsors;  

• Highlight the health, social, and economic benefits of active-transportation 

(walking/biking); 

• Have comprehensive directional, programmatic, and branding signage that is highly 

visible and strategically located;  

• Have quality, free, family-friendly programming along the route;  

• Have rest/info stations along the route, which may include food and water stations; 

• Have informed, engaged, and satisfied volunteers. 

 

 

II. TERMS 

 

General Disclaimer of the Fund and City 

This RFP does not commit the Fund or the City of Philadelphia to award a contract. This 

RFP and the process it describes are proprietary to the Fund and the City and are for the 

sole and exclusive benefit of the Fund/City. No other party, including any Applicant, is 

intended to be granted any rights hereunder. Any response, including written documents 

and verbal communication, by any Applicant to this RFP, shall become the property of 

the Fund/City and may be subject to public disclosure by the Fund/City, or any 

authorized agent of the Fund/City. 

 

Monitoring/ Security 

By submission of a proposal in response to this RFP, the Applicant agrees that it will 

comply with all contract monitoring and evaluation activities undertaken by the City of 

Philadelphia and the Mayor’s Fund for Philadelphia, and with all security policies and 

requirements of the City. 

 

Insurance Requirements 

The standard minimum insurance policy requirements to be maintained by contractors of 

The Mayor’s Fund are listed below.  Contractor must maintain: 

1. Workers’ compensation (or similar) insurance as required by the jurisdiction 

where the Services are performed 

2. Commercial general liability insurance (including products liability, completed 

operations and contractual liability coverage) with minimum limits applicable to 

bodily injury and property damage of $1,000,000 per occurrence, and 
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$2,000,000, and containing a waiver of subrogation against The Fund 

3. Excess or umbrella insurance with minimum limits of $1,000,000 per each 

occurrence and in the aggregate and containing a waiver of subrogation against 

The Fund 

4. Errors and omissions insurance with minimum limits of $1,000,000 combined single 

limit 

 

Such policies must (a) be in Vendor’s name unless agreed upon in writing by The Fund, 

(b) include The Fund and its employees as additional insureds, (c) not have a deductible 

exceeding $25,000 per claim, and (d) be placed with insurers reasonably acceptable to 

The Fund, having a Best’s rating of no less than “A-”. These minimum insurance 

amounts are not to be construed as limiting a Contractor’s right to obtain additional 

coverage and higher liability limits at Contractor’s discretion. Contractor may be required 

to provide proof of insurance at the Fund’s discretion. 

 

III. SUBMISSION REQUIREMENTS AND TIMELINE  

 

General and Background information  

• Name, address, and telephone number of firm; 

• Description of provider (corporation, sole partnership, partnership, consortium) 

and year formed; 

• State if the firm is qualified to do business in the Commonwealth of Pennsylvania 

and the City of Philadelphia. Include all that apply: federal tax identification 

number, City of Philadelphia tax identification number, City of Philadelphia 

business license number; 

• Name, title, and business address of persons to whom communications respecting 

this activity should be directed, if different from above. 

 

Organizational description and experience history 

o A general statement describing the firm, its size, number of employees, hours of 

operations, and primary business areas; 

o A description of the firm’s experience performing similar size/type of projects for 

similar size/type of clients. Include dates, locations, and scales of these services.  

 

Proposed staffing & schedule 

o A description of the operation plan for this program, including: 

o Staffing needs, and  

o Sample operations plan for a Philly Free Streets-type program, 

demonstrating an understanding of executing a program of this scale 
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o All applicants that plan to use a subcontractor must provide a list of potential 

subcontractors that may be used by applicant if awarded; 

o All applicants must explain why they are qualified to perform the work required. 

 

Cost proposal 

• Submissions must be for a fixed-fee ($12,500).  

• Cost proposals must be itemized based on category of service and task provided.   

 

References 

• Include contact information for a minimum of (2) references who can speak to the 

applicant’s experience with similar types of work as described within this RFP.  

 

RFP and Contract Timetable 

Milestone Date 

RFP questions received  June 4, 2018; 5PM 

RFP Q+A posted  June 6, 2018; 5PM 

Proposals Due  June 8, 2018  

Final Selection June 15, 2018 

 

The Fund anticipates that the work required under this RFP will be completed by August 31, 

2018.  

 

IV. SCOPE OF WORK  

EVENT OPERATIONS MANAGEMENT  

 

 

• Install and break-down comprehensive signage along 4.1-mile car-free route, in 

adherence with oTIS’s sign plan. This sub-task may require, but may not be limited 

to: 

• Following sign plan provided by oTIS with great attention to detail,  

• Building signage/frames in advance of deployment along car-free route,  

• Escorting sign vendor before and after program to deploy and collect 

signage,  

• Installing signs on light poles, street signs, along route,  

• Keeping inventory of all oTIS-owned signage and ensuring all oTIS-owned 

signage is returned upon conclusion of program. 

- Providing oTIS with report of signage inventory upon conclusion of 

program. 
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• Install and break-down all program equipment along 4.1-mile car-free route, in 

adherence with site plans. This sub-task may require, but may not be limited to: 

• Following site plans,  

• Escorting or otherwise coordinating the delivery and pick-up of rental 

equipment (ie., tables, chairs, tents, linens),  

• Setting up and breakdown (7) information tents, tables, and chairs,  

• Keeping inventory of all rental equipment and provide report of inventory 

upon conclusion of program.  

 

• Develop site plans or activity rosters for (5) program activity zones in advance of 

program. Program activity zones will be programmed throughout the entirety of the 

Philly Free Streets program (8AM – 1PM). Program activity zones will either offer a 

series of interactive activities or will be comprised of stationary stations with tables 

and chairs.  

 

• Managing program vendors’ needs on day-of program, including, but not limited to 

providing staffing support at each of the (5) activity zones who support with set-up, 

programming between 8AM-1PM, and break down. Staff support are expected to:  

• Be positive and helpful.  

• Be informed and prepared to support the success of program activity 

providers. 

• Be accessible by phone to program activity providers before the program 

begins (day-of) and accessible in-person and by phone throughout the 

program.  

• Be present to receive all deliveries of any equipment/materials associated 

with the activity zone in advance of the program. 

• Be present to escort all equipment/materials rented or otherwise owned by 

oTIS onto truck.    

• Keep inventory of all oTIS-rented/oTIS-owned equipment or program 

materials and provide report of inventory upon conclusion of program.  

 

• A successful vendor is prepared to adequately staff intensive operations before the 

8AM program kick-off, during, and after the 1PM conclusion of Philly Free Streets, 

including, but not limited to:   

• Escorting sign vendor and support with distribution of signage and other 

activity-related goods throughout the route, in strict adherence with City-

developed sign plan; 

• Facilitating delivery of tables, chairs, tents, and other equipment to 

approved locations; 
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• Installing signage throughout the route, in strict adherence with City-

developed sign plan; 

• Installing/setting up information stations; 

• Coordinating set-up and arrival of activity providers at activity zones; 

• Ensuring knowledgeable personnel throughout the entire program, who will 

be responsible for answering questions and responding to requests made by 

City staff; 

• Supporting needs of sponsors;  

• Providing status updates to City leadership; 

• De-installing signage throughout the route and ensure inventory is not lost; 

• De-installing/breaking down rental equipment and signage;  

• information station and ensure inventory/rented equipment is not lost; 

• Supporting departure of activity providers at activity zones; 

• Escorting sign vendor and support with collection of signage and other 

activity-related goods throughout the route, and ensure identified inventory 

is collected; 

• Facilitating pick-up of tables, chairs, tents, and other equipment to approved 

locations, and ensure inventory/rented equipment is not lost; 

• Other operations as determined by the City/Fund. 

 

Other duties of a successful applicant may include: 

• Creating organization materials, such as Gantt charts, as requested; 

• Weekly calls with Philly Free Streets project management team; 

• Attending and participating in planning and operations meetings, as requested, and  

• Other duties as requested to support the planning and implementation of Philly Free 

Streets. 

 

Attributes of a successful applicant include: 

• Focus on cost-effectiveness and efficiency; 

• Effective project management skills; 

• Able to meet deadlines and milestones; 

• Innovative; 

• Collaborative; 

• Strong communication skills; and 

• Detail-oriented 

 

 


