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I. Summary of Key Dates 
The following schedule is subject to modification by the California Earthquake Authority (CEA) 
Communications & External Affairs department (Comms). Questions must be submitted in the 
manner described in Section III. 

 

November 11, 2019 Release Date for RFQ #08-19 

December 6, 2019 Questions must be provided to RFQ08-19@calquake.com  
by 5:00 p.m. Pacific Time. 

December 13, 2019 Responses to questions will be posted on the CEA website 
by 5:00 p.m. Pacific Time. 

NOTE: Any CEA delay in posting responses to questions will 
not extend the deadline for submission of responses 
to this RFQ. 

December 13, 2019 Clarification addenda (if needed) will be posted on the CEA 
website by 5:00 p.m. Pacific Time. 

December 20, 2019 Submission deadline: All submissions must be received at 
RFQ08-19@calquake.com no later than 5:00 p.m. Pacific 
Time. 

January 10, 2020 Qualifications evaluation and announcement of finalists by 
CEA. 

January 13, 2020 - Start 
January 24, 2020 - 
Complete  

Finalists interviews (at CEA’s option) in Sacramento, CA. 

TBD Announcement of selection: CEA will select the successful 
candidate, who/which will be offered an opportunity to 
negotiate for a contract with CEA.  

 

mailto:RFQ08-19@calquake.com
mailto:RFQ08-19@calquake.com
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II. Background 
The California Earthquake Authority (CEA) is California’s not-for-profit provider of residential 
earthquake insurance—privately funded and publicly managed, with programs to encourage 
and support effective action to reduce the risk of earthquake damage and loss. 

As part of this mission, CEA’s Communications & External Affairs department (Comms) works to 
help Californians learn about and understand their seismic risks and learn how earthquake-loss 
mitigation and insurance can help them prepare to survive and recover from damaging 
earthquakes.  

As part of this effort, CEA Comms has developed a strategic response plan for post-earthquake-
event scenarios; created messaging materials and content for use by the CEA in post-event 
dissemination of information and assistance; and worked with internal and external partners to 
review crisis-communications approaches directly related to reputational risks, as well as other 
organizational risks, to the CEA.  

Purpose of this RFQ 
The purpose of this Request for Qualifications (RFQ) is to identify a provider of consulting 
services to CEA Comms. CEA Comms seeks a contractor (“the Contractor”) to help update and 
refine a post-event and crisis-communications support plan for CEA Comms, as well as to help 
ensure CEA has a best practices strategy in place, and a supplementary response team on hand, 
following a significant earthquake or event in which CEA requires additional; business-to-
business (B2B), business-to-consumer (B2C), and/or media outreach support. The Contractor 
will provide independent, credible expertise in the crisis-communications field, to assist CEA 
with updating and refining current post-event communications and strategies.  

The Contractor may use one or more subcontractors. Subcontractors, if used, must be 
approved by CEA in advance, in writing, and must agree to be bound by all provisions of the 
contract between CEA and the Contractor. The Contractor will work under the direction of and 
in consultation with the chief communications officer and the contract manager within CEA 
Comms. The amount and scope of work is in the sole discretion of CEA; there is no guarantee of 
work if a contract is awarded. 

 

III. Submitting Questions 
Questions are to be submitted by email only, and each responder is solely responsible for 
following the timeframes in Section I. Submit all questions to: 

RFQ08-19@calquake.com 

 

mailto:RFQ08-19@calquake.com
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CEA will respond to all questions received no later than December 13, 2019. Answers will be 
posted on CEA’s website at www.EarthquakeAuthority.com on the CEA Contracting & 
Employment Opportunities page. 

 

IV. Responders’ Responsibilities Regarding Addenda  
CEA reserves the right in its sole discretion to modify any part of this RFQ by issuing one or 
more written addenda. 

Any addenda issued by CEA after the final submission date for submissions will be posted solely 
on the CEA Contracting & Employment Opportunities page.   

It is the sole responsibility of each responder to continue through the final submission date to 
check the CEA website for addenda. 

Each responder acknowledges and accepts the affirmative responsibility to inquire regarding, 
and seek any desired clarification of, any part or provision of this RFQ that the responder does 
not understand or believes is reasonably susceptible to more than one interpretation. If a 
responder claims any ambiguity, conflict, discrepancy, omission, or error in the RFQ, the 
responder must immediately notify CEA’s RFQ contact person and request clarification. In its 
sole discretion, CEA may issue clarifications in the form of written addenda to this RFQ and will 
post the written addenda on the CEA Contracting & Employment Opportunities page.   

In its sole discretion, CEA may disregard any and all claims of ambiguity, conflict, discrepancy, 
omission, or error received by CEA after the final response-submission date. 

No additional time to meet any deadline will be allowed after the final submission date for 
proposals on account of clarifications made by CEA.  

Any submission received after 5:00 p.m. Pacific Time on Friday, December 20, 2019, will be 
returned unopened, and the responder will not be entitled to participate in any way in the 
procurement process provided for in this RFQ. 

The provisions of any addendum formally issued by CEA are automatically incorporated into 
this RFQ and, in addition and as appropriate, may be made a part of or otherwise reflected in 
any contract awarded as a result of this RFQ. 

Each responder is required to acknowledge as part of the responder’s cover letter (Section IX, 
Submission Instruction, 1. Cover Letter), that the responder has reviewed any addenda posted 
one week or more before the final proposal-submission date. 

http://www.earthquakeauthority.com/
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V. Submitting a Response  
In submitting a response to this RFQ, each responder must comply with the following deadlines 
and format requirements 

1. Responses must be emailed:  

a) as an attachment in PDF format, to the listed email address: RFQ08-19@calquake.com  

b) Subject:  Response to CEA Request for Qualifications #08-19 – Post-Event, Crisis-
Communication, and Reputational Risk Services 

 
2. Should a submission contain confidential proprietary information, a statement to that 
effect must be included in the cover letter, and each and every page containing confidential 
proprietary information must be so designated on the upper right-hand corner. The CEA will 
use reasonable efforts to protect the marked pages from public disclosure, except to the extent 
provided in any resulting contract and to the extent required by law. The CEA makes no 
representations or warranties that its efforts will be successful. Responders are reminded that 
many of the CEA’s records are subject to public disclosure under the California Public Records 
Act.   

** Please note that no submission can be considered confidential and proprietary in its 
entirety. 

3. If, before the final submission filing date, a responder discovers an error or omission in a 
submission already submitted to the CEA, the only method of correction or modification is to 
withdraw the submission in its entirety (via email) and resubmit the corrected or modified 
submission before the final filing date and time. Corrections or modifications offered in any 
other manner will not be considered. 

4. All submissions become the property of the CEA upon receipt.  

5. All costs to develop submissions and participate in the RFQ process are entirely the sole 
responsibility of the responder and cannot be charged to the CEA.  

6. The CEA accepts absolutely no responsibility for lost, misplaced, mishandled, or late 
delivered submissions, regardless of the reason or explanation. 

7. Only one submission per individual, firm, partnership, or corporation (or combination of 
such entities formed to provide a submission under this RFQ) will be considered. Any 
reasonable grounds for believing a responder has submitted multiple proposals under more 
than one name is good cause for rejection by the CEA of all submissions in which the responder 
is involved. 

mailto:RFQ08-19@calquake.com
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8.Submissions must be clearly identified “RFQ #08-19 – Post-Event, Crisis-Communication, and 
Reputational Risk Services.” Additional information may be found under Section VIII – Minimum 
Qualifications. 
9. Responders must review all addenda posted on the CEA’s Web site before sending their 
submission. 

10. Each submission must state the responder’s name and the CEA RFQ #08-19 on each 
page of the submission. 

 

VI. Services to Be Provided 
The services to be provided will be determined by CEA Comms and the Contractor and are likely 
to include the following.  

1. Provide high-level expertise to CEA regarding overall crisis-communications and 
reputation management. 

2. Provide expertise in the practical planning (pre-event) for post-earthquake or post-
event activities. 

3. Advise on content strategy and messaging pre- and post-event in areas including 
marketing/advertising, social media, website, and earned media. 

4. Advise on advertisements, fact sheets, press releases, op-eds, Twitter threads/Facebook 
posts, newsletters, speeches, videos, website content, and PSAs.  

5. Advise on producing, participating in, and monitoring news conferences and town hall 
meetings. 

6. Advise on table-top response drills for earthquake and reputational-risk scenarios to be 
determined by CEA and the Contractor.  

7. Stand by with a post-event response team that includes the name and contact 
information for each of Contractor’s post-event response-team members and roles for 
each of those team members to play. 

8. Immediately upon CEA’s express request after the occurrence of a damaging earthquake 
event, the Contractor’s post-event-response-team members must be available for 
contact by the CEA 24 hours a day, seven days a week, to perform, or assist CEA with, 
tasks that include: 
a. Monitoring and gathering relevant, useful coverage from traditional media and 

social media to share with CEA Comms, along with action plan recommendations. 
b. Recommending updates to CEA’s messages to the media, CEA participating insurers, 

CEA policyholders, and other CEA stakeholders as needed. 
c. Prioritizing response tasks (e.g., without limitation, refine and review materials, 

conduct or assist the CEA with media relations).  
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d. Assisting CEA in drafting evolving post-event materials for dissemination to the 
media, CEA participating insurers, CEA policyholders, and other CEA stakeholders as 
CEA may identify. 

e. Notifying CEA personnel, and with the CEA’s approval, external audiences of all 
necessary information and communications. 
 

VII. Minimum Qualifications 
Each responder must meet, to CEA’s satisfaction, all of the following minimum qualifications to 
be considered for a contract award. Each responder must establish minimum qualifications by 
use of the “Statement of Minimum Qualifications.” Failure to satisfy any of the minimum 
qualifications, in CEA’s sole judgment, will result in immediate rejection of the submission. 

As of the issue date of this RFQ: 

1. The responder or its subcontractor must have at least eight years of experience in crisis 
communications or crisis management or with substantial, relevant professional 
experience in public relations, advertising, social media, and media buying. 

2. The responder must have substantial, relevant professional experience with similar 
clients and projects. Please reference two most-relevant clients and crisis experience. 

3. The responder must have at least one key professional member to be assigned to the 
CEA account who has a minimum of three years’ experience in crisis communications 
services. 

 

VIII. Pricing 
The responder must provide a clear fee structure. The fee structure must include: 

1. Direct labor costs. 
2. Consultant and subcontractor itemized labor costs. 
3. Any additional costs not previously covered or described in this section (or, if none, 

state that there are none). 
4. Total of all fees and costs. 

 

CEA will pay negotiated fees and expenses in arrears. See Section IX, Submission 
Instructions, 4. Pricing, for further detail. 
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IX. Submission Instructions 
The submission and cover letter, exclusive of attachments, must not exceed 16 single-sided 
pages. Attachments must not exceed a total of an additional 16 single-sided pages. All 
proposals must include the following elements, in the following order: 

1. Cover Letter   

The cover letter must be signed by a person authorized to bind the responder 
contractually. CEA will reject any submission that contains an unsigned cover letter. The 
cover letter must also contain all of the following: 

a. The responder’s name, address, telephone, and website address. 

b. The name, title or position, telephone number, and email address of the person 
signing the cover letter and any other persons authorized to make representations 
for the responder regarding the RFQ. 

c. A statement that the signature constitutes unrestricted authority for the signer to 
bind the responder contractually. 

d. A statement that the responder is willing to be bound by contract provisions such as 
those outlined in Exhibit 1 (note that the contract provisions in Exhibit 1 are 
examples of typical terms and conditions—additional terms and conditions may 
later be included). 

e. A statement that the submission is a valid, open proposal acceptable by the CEA for 
at least 180 days after CEA’s final response-submission date. 

f. A statement affirming that the responder satisfies each of the Minimum 
Qualifications. 

g. A statement that the responder has reviewed all addenda posted through the final 
addenda posting date shown on the “Summary of Key Dates.”  

h. A statement that each key professional and each responsible staff member who 
would work on the CEA’s account is willing to be subject to a background check. 

 

2. Firm Background and History 

The submission must contain all of the following: 

a. Location of firm headquarters. 
b. Number of years the responder has been in existence in the same or substantially 

the same form and under the same trade name. 
c. Total number of offices and employees (provide a breakdown by category of the 

number of professional, managerial, and line staff, and support staff, respectively). 
d. If the responder is a firm, a description of the firm’s ownership and structure. 
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e. Identification of any affiliated or subsidiary organizations. 
f. Description of pending or contemplated changes in the responder’s organizational 

structure. 
g. Description of the types of services the responder provides (including, but not 

limited to, the services described in this RFQ) and reasonable details of the fee 
arrangements that typically apply. 

h. Up to three references of current or past clients with projects related to this RFQ’s 
scope.  These references are to be included as an attachment to the submission, as 
“Required Attachment B” as described below.   

i. Disclosure of litigation or other legal proceedings that the responder, or any officer 
or principal of a responding firm, has been involved in at any time within the past 
three years related to the responder’s business activities, and explanation of the 
nature of the litigation or legal proceeding, even if the matter has been resolved. 

j. A list of the applicable coverage amounts for the following: 
1) Errors-and-omissions insurance.  
2) Any other insurance that will name CEA as additional insured. 

k. A list of every institutional client (no more than 10) for which the proposer provided 
any of the services described in Section VI (Services to Be Provided) of this RFQ that 
terminated its relationship with the responder during the past four years. Provide 
the following information: 
1) The name of the client.  
2) A full explanation of the reasons for termination of the relationship. 

 

3. Qualifications for Services to Be Provided 

The below is the opportunity for each responder to describe how the responder is 
qualified to perform the proposed contract. Submissions should be specific and avoid 
generalizing. The submission should address, without limitation, the following 
components, and should be organized so that it is clear, comprehensive, and concise: 

a. Identify by name and position/title the primary internal contact for the contract. 
b. Apply the responder’s expertise to the work to be performed per this RFQ. 
c. Identify any “value-added” services the responder would provide to CEA. 
d. Detail any conflict of interest, or apparent or potential conflict of interest, that 

would be created by the responder contracting with CEA, and propose how to 
address or resolve these conflicts of interest. 

e. Describe the responder’s policy for ensuring the confidentiality of its clients’ 
matters. 
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f. Name the professionals who would be assigned to the CEA account and list their 
respective expertise, and for each such professional or other person assigned to the 
CEA account, provide a brief résumé that outlines the person’s education and 
relevant experience, certifications and credentials, and the duration each has been 
held.  This information is to be included as an attachment to the submission, as 
“Required Attachment C” as described below 

g. If the responder intends to use subcontractors to deliver any of the services outlined 
in Section VI (Services to Be Provided), provide relevant information described in this 
Section IX regarding any such proposed subcontractors.  

h. Proposers must provide at least three representative samples of work product 
relevant to the type of services being sought under this RFQ.  These are to be 
included as an attachment to the submission, as “Required Attachment D” as 
described below. 
 

4. Pricing 

The submission must include a clear and complete fee and expenses structure covering 
all items listed below. CEA will pay negotiated fees in arrears, as may be agreed. 
 

1. Direct labor costs. 
2. Consultant and subcontractor itemized labor costs. 
3. Any additional costs not previously covered or described in this section (or, if 

none, state that there are none). 
4. Printing costs (give volume price and break number). 
5. Total of all fees and costs. 

 
The pricing information stated above is to be included as an attachment to the 
submission, as “Required Attachment A” as described below 
 
(Information is intended for internal CEA use, but certain CEA records may be subject to 
public disclosure under the California Public Records Act and the Bagley-Keene Open 
Meetings Act. CEA makes no representation or warranty that its efforts to keep records 
confidential will be successful.) 
 

5. Equal Employment Opportunity (EEO) 

Describe the proposer’s policies and programs that ensure compliance with state and 
federal Equal Employment Opportunity requirements. 

 

6. Required Attachments  
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a. Proposed fees and expense labeled as “Required Attachment A.” 
b. References labeled as “Required Attachment B” 
c. Key Personnel as “Required Attachment C.” 
d. Provide three examples of work product(s) as “Required Attachment D.” 

 

X. Additional Information 
CEA will not be bound by any oral interpretation of this RFQ by any of its representatives or 
employees, unless those oral interpretations are subsequently issued as a written addendum to 
this RFQ. 

CEA may request additional clarifying information from any or all responders after the initial 
evaluation of the submissions.   

 

XI. Submission-Evaluation Criteria 
The purpose of the submission-evaluation process is to: 1) determine whether the submissions 
satisfied the minimum qualifications, content, and format requirements; and 2) identify the 
responders most likely to satisfactorily perform the services described. The evaluation process 
will be conducted in a comprehensive and impartial manner. 

At its sole option, CEA may invite finalists to interview at its office in Sacramento, California. All 
costs and expenses associated with preparing and submitting responses to this RFQ, and all 
travel and travel-related costs of participating in any requested interview and of any contract-
negotiation processes, are the sole responsibility of the responder.   

Each submission package will have the date and time received recorded. Submissions received 
after the final response-submission date and time will be returned and will not be reviewed. 
Each timely submission will be reviewed to determine whether it satisfies the minimum 
qualifications specified in Section VII and other requirements provided for the submission in 
Section IX. Submissions that meet the minimum qualifications and other submission 
requirements will be evaluated and scored.  The highest possible score is 100 points. 

Criteria and maximum score for the submissions are noted below: 

Work Plan and Work Samples 30 

Qualifications, Background, and History 20 

Proposed Compensation 20 

Interview 20 

References  10 
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TOTAL POSSIBLE SCORE  100 

 

XII.   Award of Opportunity to Contract 
If, at any time during or at the conclusion of the RFQ process, CEA determines that the results 
or prospects of this RFQ process are unsatisfactory, CEA reserves the right to discontinue this 
process and decline to award an opportunity to contract. The final award of the opportunity to 
contract will be determined by CEA’s management, in the sole discretion of CEA’s management.  
  
The opportunity to contract will be awarded to the responder determined by CEA to be in the 
best interest of CEA, provided that CEA also determines that accepting the responder’s 
submission is reasonable.  
  
CEA reserves the right to reject any or all submissions and to waive any irregularities in 
submissions received.  
 

XIII.  Commencement Date 
The commencement date is expected to be no later than TBD. 
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