
    City Contract Routing Form  
City Contract #: ____________ 

 

 

Section 1 – Attach Contract Documents        (multiple files can be uploaded) 

Is an insurance certificate attached? 
 Yes 
 No/Not applicable           Comments:           

 

Section 2 – Fill Out Contract Details 

Date: _________________  Department: _____________________  Division:  ____________________  Mail Stop:   
Project Administrator Name: __________________________________________________________   Extension:   
Project Manager Name (if different than above): ___________________________________________ Extension:   
Contract Type:          If other, please indicate:       
Contract Title:                
Contractor/Consultant Business Name:             
Contract Description:               
                
                
 
Project ID #: ____________  Project Category:___________________ Budget/Account #:       
Council Approval Date:        ____ ___________  Agenda Memo #: ____________________  RFP/IFB/RFQ #: ___________________ 
  
 New Contract    

Total Amount: _________________________________________________________________________________________  
Start Date: _________________________________________ End Date:    
Renewal Option (Y/N): ____ If yes, how many?   
 

 Amendment/Renewal/Change Order #:____________    Original CC #: ______________  
New Start Date: ____________________________________ New End Date:   
Current Contract Amount (including all previous amendments/change orders):        

Amount of this Amendment/Change Order (proposed increase/decrease):     
New/Cumulative Contract Amount:        

 

Section 3 – Route Contract for Signatures and Approvals 
 

 Department Director or Designee: __________________  Date:_____________________  Comments:___________    
                        

 TIS Director: ________________________  Date:___________________________  Comments:___________________    

 

 City Attorney:_______________________  Date:___________________________  Comments:___________________    

 

 Risk Manager:_______________________  Date:___________________________  Comments:___________________    

 

 Mayor or Designee:____________________  Date:___________________________  Comments:___________________    

 

 City Clerk’s Office:____________________  Date:___________________________  Comments:___________________    

 

 Purchasing: no signature required – for copy only     

Docusign Envelope ID: 8C8D1C69-B04C-406B-8890-8D84149518F2

Consulting for communications and outreach strategy surrounding the Old Firehouse Teen Center.

X

Consulting Services

EngagementParks and Rec

100.50100.00410.57121

4NPK

na

 

12/31/2024

X

 

10/04/2024

X

Stepherson & Associates Communications

Zach Houvener

X

 

X

Consultant Agreement

X

10/04/2024

na

2306

X

Old Firehouse Teen Center Community Outreach

$50,000

X

10/4/2024

10/4/2024

10/7/2024

10/7/2024

10/7/2024

10/10/2024 Electronic Original - in Hummingbird

10631



PROJECT TITLE EXHIBITS 
(List all attached exhibits - Scope of Work, Work 
Schedule, Payment Schedule, Renewal Options, etc.) 

CONTRACTOR CITY OF REDMOND PROJECT ADMINISTRATOR 
(Name, address, phone #) 

City of Redmond 

CONTRACTOR'S CONTACT INFORMATION 
(Name, address, phone #) 

BUDGET OR FUNDING SOURCE 

CONTRACT COMPLETION DATE MAXIMUM AMOUNT PAYABLE 

1 

Consulting Services Agreement 
[Non-Public Work]

Old Firehouse Teen Center Community 
Outreach

Exhibit A - Scope of Work, Fee Schedule, and 
Payment 
Exhibit B - Non-Competitive Procurement 
Justification Form 

Stepherson & Associates Communications  

Zach Houvener  
4NPK  
15670 NE 85th St 
Redmond, WA 98073

Stepherson & Associates Communications 
2815 2nd Avenue, Suite 555  
Seattle, WA 98121

100.50100.00410.57121

December 2025 $50,000

Docusign Envelope ID: 8C8D1C69-B04C-406B-8890-8D84149518F2
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Docusign Envelope ID: 8C8D1C69-B04C-406B-8890-8D84149518F2

October 10, 2024
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Docusign Envelope ID: 8C8D1C69-B04C-406B-8890-8D84149518F2
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Docusign Envelope ID: 8C8D1C69-B04C-406B-8890-8D84149518F2
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City of Redmond | Community Engagement - Proposed Scope of Work  

 

 

PROJECT TITLE  
Old Firehouse Teen Center Community Outreach 
  

DESCRIPTION OF WORK 

The core functions of this scope of work include outreach strategy, communications plan 

development, messaging and public engagement surrounding the Old Firehouse Teen 

Center.   

  

AMOUNT PAYABLE 

 $50,000.00 

  

CONTRACT COMPLETION DATE 

 December 2025 

 

Task 1: Project management 

 Coordination meetings with Redmond Parks & Recreation staff to plan the 

communications and engagement strategy and tactics, and coordinate on 

implementation.  

 Internal team coordination meetings to track project deliverables and move work 

forward. 

 Administrative and management functions (monthly invoices and progress reports, 

maintaining the scope of work, schedule, budget, and deliverables). 

Task 1 deliverables: 

 Weekly coordination meetings with Redmond Parks & Recreation. 

 Internal team coordination meetings. 

 Monthly invoices and progress reports. 

 

Task 2: Community engagement planning 

 Community engagement plan development in collaboration with City of Redmond to 

align engagement approach. Plan to include features such as: 

o Project background 

o Community assessment / insights 

o Stakeholder identification 

o Engagement goals 

o Engagement strategy 
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o Key messages 

o Communication tools and tactics 

o Roles and responsibilities 

 Expanded key messages in collaboration with City of Redmond to guide outreach 

materials, establish main talking points and create a unified voice among the project 

team. 

 Web engagement hub planning in collaboration with City of Redmond to establish a 

one-stop engagement website. Includes: 

o Engagement hub content outline and design 

o Initial webpage content to provide project background information 

 Materials development to prepare for initial public outreach. Includes: 

o Project FAQs 

o Standard briefing presentation deck 

 Stakeholder interviews to build additional community awareness and gather insights 

prior to plan implementation. Includes: 

o Interview guide with interview logistics, stakeholder identification, and interview 

questions. 

o Staffing and facilitation of up to three (3) interviews with select community 

stakeholders online. 

Task 2 deliverables: 

 Community engagement plan. 

 Expanded key messages. 

 Engagement hub outline. 

 Initial webpage content. 

 Engagement hub design. 

 Project FAQs. 

 Briefing presentation. 

 Stakeholder interview guide. 

 Stakeholder interview facilitation. 

 

Task 3: Implementation  

Specific outreach and communication activities will be defined in the communications plan once 

it is developed and approved by the City of Redmond. 

 Web engagement hub and content development (continued) in collaboration with 

City of Redmond to showcase project information and gather feedback throughout the 

engagement process. Includes:  

o Additional content pages, as needed, including opportunities for feedback 

gathering and reporting back. 

 Community and stakeholder engagement to connect with community and gather 

insights. May include:  
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o Elected briefings 

o Online presentations  

o In-person community meetings/events 

o Stakeholder briefings 

o Teen advisory group meetings 

o Stakeholder outreach guides, as needed 

o Promotional copy for social media, email, as needed 

o Printing coordination for in-person project materials, as needed 

 Community engagement reporting to capture feedback heard and report on 

engagement conducted. Includes: 

o Category/activity-related “interim” engagement summaries 

o Comprehensive engagement report 

Task 3 deliverables 

 Content for online engagement hub pages. 

 Facilitation and/or support for: 

o Elected briefings 

o Online presentations  

o In-person community meetings/events  

o Stakeholder briefings 

o Teen advisory group meetings 

 Stakeholder outreach guide(s). 

 Promotional copy. 

 Printing coordination. 

 Interim community engagement summaries. 

 Comprehensive community engagement report. 

Assumptions 

● Assumes work will take place between September 2024 and July 2025, with contract 

completion by December 2025. 

● Assumes all kickoff and coordination meetings held online on MS Teams unless 

otherwise coordinated. In-person meetings will be as requested or needed. 

● All deliverables (materials, plans) assume a maximum of two drafts (2), and one final (1).  

● Travel time and mileage costs for in-person outreach or meetings will be included in 

monthly invoices and reimbursed by City of Redmond. S&A will coordinate with City of 

Redmond on what level of in-person support is appropriate and necessary for this 

project.  

● S&A will coordinate with City of Redmond and vendors as needed to print materials, 

secure venues, and order refreshments for in-person meetings.  

○ City of Redmond will cover direct costs, including but not limited to: 

■ Printing and mailing services. 

■ Venue rental costs. 
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■ Public meeting refreshments. 

■ Translation and interpretation. 

● S&A will submit invoices monthly and will receive payment of invoices from City of 

Redmond within 30 days of invoice submittal.  

Rates 

S&A staff will bill services at the following per-hour rates upon contract execution. Rates will be 

eligible for updates on Jan. 1, 2025.  

 

Principal  $275.00 

Senior Associate 2 $230.00 

Senior Associate 1 $215.00 

Associate III $190.00 

Associate II $160.00 

Associate I $135.00 

Project Coordinator $120.00 

Diversity Contract Manager $180.00 

Project Controls $165.00 

Project Admin $120.00 

Senior Graphic Design $185.00 

Graphic Design $140.00 
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Direct expenses 

Hard costs under S&A contract will be charged a 5% markup on the cost of the expense. 

 

Cost Estimate 

The cost of services outlined in this scope is $50,000, with potential for amendment as level of effort and plans evolve. 
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Instructions: 
 

Use this form to justify your non-competitive procurement. The Purchasing Division requires a written explanation 
to document why a product or service is only provided by one source and whether efforts were made to find other 
vendors.  
 
The purpose of this form is to waive competitive bidding, where multiple quotes would normally be required (see 
Purchasing Policy for specific requirements and approval thresholds).  
 
Examples of when to use this form: 

• Purchases that are not competitively bid because they are clearly and legitimately limited to a single 
source of supply. Considerations: 

o Licensed, copyrighted or patented products or services that only one vendor provides 
o Compatibility requirements 
o Proprietary or custom-built software or information systems that only one vendor provides 
o Products or services where only one vendor meets the required certifications or statutory 

requirements 

• Purchases that are not competitively bid because they involve special facilities or market conditions. 
 

 
If competitive bidding is waived, the appropriate signing delegations still need to be followed.  

 

 
This form is not required for: 

• Purchases that are competitively bid (where multiple quotes are obtained) 

• Purchases under $10,000 

• Intergovernmental cooperative purchases 

• Interlocal purchases 
 

Please select one of the following: 
 

☐ This is an un-quotable purchase: 

• Sole Source 
 

☒  This is a quotable purchase but Director or Mayor will waive the use of the competitive process. Please note 

this option can only be used for the following types of purchases: 

• Operating Supplies & Equipment 

• Operating and General Services  

• Professional Services 

• Instructional/Artistic Services 
 

Please complete the following: 
 

Your Name: Zach Houvener  

Your Department: Parks & Recreation  

Date Requested: 9/27/2024  

Requested Product or Service:  Communications Consultant – Strategy, Messaging, etc.  

Estimated Cost: $50,000 

Vendor (Source of Supply): Stepherson & Associates Communications 
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Vendor Address: 2815 2nd Avenue, Suite 555 | Seattle, WA 98121 

1. Describe the purpose or function of the requested product or service. 

Stepherson and Associates Communications (S&A) will be providing Communications and outreach 
strategy, support, messaging, and public engagement surrounding the Old Firehouse Teen Center, and 
how the city can engage and start outreach on what teens need, how the city can best serve their 
interests, and where services are most needed.  

 

2. Explain why the product/service requested is the only product/service that will work and why alternative 
vendors or distributors are unacceptable. Be specific with regards to any unique features, characteristics, 
requirements or capabilities. 

  S&A has a deep understanding of the Parks and Recreation Communications and Community 
Involvement Plan. Using a trusted provider is critical for the timeline that we have.  

 

 
3. If the particular product/service was not available or could not be purchased, how would the department 

proceed with its work? 

In-house staff, capacity limitations would not allow this to be done on-time, and without expertise on the 
specific scope/deliverables.  

 

 
4. Describe the market research that was conducted. Explain the efforts made to determine whether other 

qualified vendors or products/services exist. 
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S&A is versed in this type of strategic communication and knows the City of Redmond, particularly the 
Parks and Recreation department well. They are qualified and we feel offers the best service for our 
needs.  

 
I certify to the best of my knowledge that this purchase is compatible with existing goods, equipment or services 
and there are no reasonable alternatives or substitutes and/or the product/service is clearly and legitimately 
available from only one source of supply. 
 
 
Step 1. Sign below OR provide an email approval: 
 

City Representative: Signature:       Date:       

 

 
 
Step 2. Select the appropriate box and sign below OR provide an email approval: 
 

Director: 
Select appropriate box below. 

Signature:       Date:       

• This is an un-quotable purchase and competitive bidding is waived: 

☐ Sole Source: Over $10,000 

• This is a quotable purchase but competitive bidding is waived: 

☐ Operating Supplies & Equipment (annually): $10,001 - $200,000 

☐ Operating Services, Repair & Maintenance, and General Services (annually): $10,001 - $50,000 

☐ Professional Services (annually): $10,001 - $50,000 

☐ Instructional/Artistic Services (annually): $10,001 - $75,000 

 
 

Mayor or Designee: 
Select appropriate box below. 

Signature:       Date:       

• This is a quotable purchase but competitive bidding is waived: 

☐ Operating Supplies & Equipment (annually): Over $200,000 

☐ Operating Services, Repair & Maintenance, and General Services (annually): Over $50,000 

☐ Professional Services (annually): Over $50,000 

☐ Instructional/Artistic Services (annually): Over $75,000 

 
 
Step 3. Send the completed form and applicable approval to the Purchasing Division; email is acceptable. 
Include any back-up documentation.  
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Reminder! The purpose of this form is to waive competitive bidding. The appropriate signing levels 
still need to be followed (see Purchasing Policy for specific requirements and approval thresholds). 

 

 
 
 

To be completed by the Purchasing Department: 
 

Purchasing: Signature:       Date:       

Contract or PO/PA #:       
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