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OVERVIEW 
 
 

San Mateo County Libraries (SMCL) seeks proposals from experienced, creative marketing and 
communications firms that have the skills and capacity to measurably increase community 
members’ understanding and use of all that SMCL has to offer. 
 
San Mateo County Libraries is an award winning, nationally recognized leader in the field. This 
year, SMCL was a finalist for the National Medal for Museum and Library Service, the nation’s 
highest honor for libraries. SMCL was rated a 5-Star Library by Library Journal in 2022 and has 
been a Star Library for a total of 14 years. In Fiscal Year 2022-23, SMCL saw 1.5 million library 
visitors check out 2.3 million physical and electronic items, and 245,390 attendees at 7,520 
diverse events. SMCL’s services range from online and in-person book clubs and storytimes in 
multiple languages to laser cutting and 3D printing, summer camps and more. Despite its 
impactful and popular programs and services and strong brand, many community members are 
not aware of all that SMCL offers. While SMCL has an excellent in-house Communications 
Team, we seek to partner with an agency that can bring fresh ideas and perspective, as well as 
increased capacity. 
 
The successful proposer will present a strong plan for identifying and implementing a series of 
marketing campaigns focused on driving more community members to make use of SMCL’s 
diverse offerings. Proposers should share strategies for identifying which library collections, 
programs and services are most likely to be adopted by which demographic groups in SMCL’s 
service area, and differentiating SMCL from other local libraries. The focus of campaigns will be 
on reaching community members who don’t use the library, including people whose first 
language is not English, with a secondary audience of current or lapsed library users. 
Campaigns should include a mix of paid, earned and owned media strategies and include built-
in outcome measurement mechanisms for evaluating return-on-investment. 
 
Proposers should have the capacity to manage conceptual and creative development, 
copyrighting, graphic design, video production and media buying. The successful proposer will 
have the capability to design and purchase ads in traditional media and out of home 
advertising, as well as digital placements including display, video, audio, and mobile ad 
inventory on ad exchanges using various methods of targeting including geo-targeting, 
retargeting and behavioral targeting. The selected proposer will have experience successfully 
engaging diverse audiences, including multilingual audiences.  
 
We anticipate that this RFP will result in a multi-year engagement with the selected contractor. 
 
Existing documentation including SMCL’s Brand Statement and Annual Reports may prove 
useful to proposers. 
 
  

https://smcl.org/our-brand/
https://smcl.org/annual-reports/
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RFP SCHEDULE 
This schedule represents the best estimate of the timeline that shall be followed. The SMCL 
reserves the right, at its sole discretion, to adjust this schedule as it deems necessary. 

1. SMCL Issues RFP   JANUARY  9, 2024

2. Deadline for Comments   JANUARY  26, 2024

3. SMCL Issues Responses to Comments   JANUARY  31, 2024

4. Deadline for Submitting a Proposal   FEBRUARY  16, 2024

5. SMCL Completes RFP Proposal Evaluation   FEBRUARY  23, 2024

6. Anticipated Contract Start Date   MARCH 1, 2024

RFP Contact:   Priscilla Bermudez, Administrative Assistant 
Date of Issue:  Tuesday January 9, 2024 
Due Date: Friday, February 16, 2024, 4:00 pm (PST) 
Submittals to: Priscilla Bermudez, bermudez@smcl.org 

All questions concerning this solicitation must be in writing and received by Friday, January 26, 
2024. All communications should be sent via email to the RFP Contact: Priscilla Bermudez, 
bermudez@smcl.org with the subject line “SMCL Marketing and Public Relations Services RFP.” 
Unauthorized contact regarding the RFP with other SMCL employees may result in 
disqualification.  

SMCL shall respond in writing and reserves the right, at its sole discretion, to determine 
appropriate and adequate responses to written comments, questions, and requests for 
clarification. Responses will be posted on the library’s (smcl.org) website by Wednesday, 
January 31, 2024.  

Project proposals must be received by Friday, February 16, 2024, at 4:00 pm (PST) 

Proposals received late will not be opened or given any consideration for the proposed services 
unless doing so is deemed to be in the best interest of the library, as determined at the sole 
discretion of SMCL.  

The library is not liable for any costs incurred by any firm in connection with this RFP. Expenses 
incurred by the responding firms are the sole responsibility of the firm and may not be charged 
to the library. 

mailto:bermudez@smcl.org
mailto:bermudez@smcl.org
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BACKGROUND 
 
 

San Mateo County Libraries have been an integral part of its diverse community for over a 
century. Originally established by the San Mateo County Board of Supervisors in 1912 as a 
County Free Public Library, the San Mateo County Library Joint Powers Authority (Library JPA) 
was established in 1999. SMCL is comprised of the cities of Atherton, Belmont, Brisbane, East 
Palo Alto, Foster City, Half Moon Bay, Millbrae, Pacifica, Portola Valley, San Carlos, Woodside, 
and the unincorporated areas of the county. The Library JPA is a separate, independent entity 
with its own Governing Board, consisting of elected officials from each member entity. An 
Operations Committee composed of City and County representatives from each member 
entity also provides guidance.  
 
San Mateo County Libraries are incomparable destinations for learning and growth. Each of our 
thirteen libraries is part of a larger family offering worlds of discovery and technological 
opportunities. More than 215,000 community members or 76% of the service population have 
library cards.  
 
Our physical and digital collections include nearly one million items and are always growing, 
and we are evolving too, making the most of every opportunity for innovation and 
advancement in technology. As one of the largest providers of free internet access in the 
county, our community libraries are equipped with wireless service and hundreds of public 
computers connected to a 1GBps network, and tablets, laptops and Wi-Fi hotspots for 
checkout.  
  
We are readers and educators at our core, a library tradition we will always embrace as 
champions of early literacy and exploration at every stage of life. We continually assess the 
needs of our residents, responding with thoughtfully designed programs and initiatives that 
enrich lives and uplift the community. We host thousands of events each year, curating 
programming that is designed to enrich and uplift our communities. Through innovative 
outreach services, our Bookmobile and our recently introduced Makermobile, enriching 
experiences are also delivered beyond library buildings. Our residents comprise a diverse 
collection of individuals, and our services reflect that. All of these pieces culminate in a 
message of sharing—whether it’s knowledge, experience, stories, or resources.  
  
San Mateo County Libraries provide unmatched service to our community members, and we 
are consistently ranked as one of the best libraries in the nation. Developed through prior 
strategic planning work, our vision is to ignite growth through transformative experiences, and 
it is our mission to strengthen our communities by creating an inclusive sense of place and an 
environment of learning.  
 

http://smcl.org/jpa-governing-board/
http://smcl.org/jpa-operations-committee/
https://smcl.bibliocommons.com/locations/list
http://smcl.org/online-resources
http://smcl.org/faq/computers-technology/#wifi-access
http://smcl.org/faq/computers-technology/#computer-access
http://smcl.org/faq/computers-technology/#computer-access
http://smcl.org/faq/computers-technology/#wifi-hotspots-laptops
https://smcl.bibliocommons.com/events
https://smcl.org/mobile-services/bookmobile/
https://smcl.org/blogs/post/rolling-out-the-new-makermobile/
http://smcl.org/card-services/
https://smcl.org/strategic-plan/
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SCOPE OF WORK 
 
 

SMCL is seeking a Contractor who will partner with its Executive and Communications teams to 
develop and execute creative, distinctive, thoughtful and unique marketing and public relations 
campaigns that will drive library awareness and use. 
 
Project Goals  
 
• Increase use of SMCL’s collections, programs and services through impactful marketing 

campaigns that are consistent with the SMCL brand, voice, and mission.  
 

• Promote SMCL to community members who do not currently use the library, resulting in 
increased library use and brand awareness. 
 

• Promote SMCL to community members whose first language is not English through 
campaigns in English, Spanish and Chinese, increasing use of SMCL’s multilingual 
collections, programs and services.  
 

• Measure, analyze and optimize campaigns to ensure we are reaching target audiences 
effectively and efficiently. 

 
• Develop an overarching PR campaign to support a new SMCL strategic plan that is being 

developed and will be completed in July 2024.  
 
Deliverables 
 
• The contractor will assess SMCL’s current marketing and communications efforts, as well 

as utilization of programs, collections and services and assess how they can be  improved 
upon to amplify SMCL. 
 

• Strategize topics, themes and ideas with in-house teams. Review data, metrics and 
messaging for key target audiences along with effective platforms for reaching our 
communities.  
 

• Create a 12-month media relations and marketing campaign, including: 
 

- Proposed target audiences of non-library users and corresponding SMCL collections, 
programs and/or services to promote, and promotional tactics and channels, story 
angles and creative materials (digital and print advertising, digital media and broadcast 
assets, and social media). 
 

- Monthly proposed activities (e.g., a minimum of two pitches per month to promote 
specific events, initiatives or to target a specific audience.  
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- A list of key stakeholders and influencers to engage throughout the campaign. 
 

- All associated deadlines for both Contractor, subcontractors (if applicable) and SMCL. 
 

- Supplemental activities recommended for the SMCL Communications team (for 
example, duplicating campaign creative content for use in communications to existing 
library card holders). 
 

- Monthly budget. 
 

- An impact report and board presentation outlining the campaign’s success, including a 
summary of media coverage, social media impact, survey findings, and other data to 
inform future efforts.  

 
• Provide a suite of on-going services:  
 

- Provide creative input and design consultation and assistance to SMCL in connection 
with the production of advertising for on-line, television, radio, print, direct mail, 
outdoor and other media; for advertising deliverables suitable for specific channels and 
audiences; and other informational materials.  
 

- Handle all necessary subcontracts and media buys. 
 

- Advise and pivot to take advantage of opportunistic stories in the national or local 
news, pop culture, etc. that can be tied to SMCL’s collections, programs and services. 
 

- Provide marketing and communications services, including: conceptual and creative 
development, copywriting, social media planning and implementation, translations, 
illustration, photography, art direction, mobile marketing, and media planning and 
buying services. 
 

- Identify opportunities for marketing partnerships and collaborative campaigns. 
 

- Develop a media contacts list including bloggers and influencers/influencer groups or 
organizations that will be targeted in addition to traditional media. 

 
- Meet at least monthly with the Executive and/or Communication teams and provide 

real-time monitoring and monthly statistical reporting on performance of campaigns 
and return-on-investment of efforts. Adjust approaches based on outcomes. 

 
- Take on special or out-of-scope projects, to be discussed and agreed upon on a case-by-

case basis. 
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SUBMISSIONS 

 
 

This RFP seeks the submission of proposals to provide services from any and all interested and 
qualified proposers. Proposers must be able to show that they are capable of performing the 
services requested. Such evidence includes, but is not limited to, the respondent's 
demonstrated competency and experience in delivering services of a similar scope and type.  
 
By submitting a proposal, each proposer certifies that its submission is not the result of 
collusion or any other activity which would tend to directly or indirectly influence the selection 
process. The proposal will be used to determine the proposer's capability of rendering the 
services to be provided. The failure of a proposer to comply fully with the instructions in this 
RFP may eliminate its proposal from further evaluation as determined at the sole discretion of 
SMCL. SMCL reserves the sole right to evaluate the contents of proposals submitted in 
response to this RFP and to select a contractor, if any.  
 
Costs for developing proposals are entirely the responsibility of the proposer and shall not be 
charged to the SMCL or otherwise reimbursed by SMCL. The RFP and all materials submitted in 
response to this RFP will become the property of the SMCL and a public record. 
 
Proposal Submission Requirements 
 
All proposals prepared should have consecutively numbered pages, including any exhibits, 
charts, or other attachments. Please ensure that your proposal uses the following sections: 
 
INTRODUCTION  
 
• Cover letter with name, address, email, phone, key contact person.  

 
• Statement of philosophy.  
 
• Describe the size and composition of your organization, number of years in business, type 

of ownership, name(s) of owner(s), type of company, geographical area of operations, and 
professional affiliations. 

 
QUALIFICATIONS AND EXPERIENCE 
 
• Identify and provide resumes and information regarding the qualifications, experience and 

training of specific staff to be assigned to this work. Please include this information for any 
identified subcontractors as well.  
 

• Please provide a comprehensive list of current clients with a one-sentence description of 
services being provided.  
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• Please identify and describe three campaigns that your team has completed within the past 
five years, and which best represent the present skills of the project team members that 
would be assigned to our project. For each project identified, please include:  
 
- Name and address of the client  

 
- Summary of the campaign, including target audience, message, approach and channels 

utilized  
 

- Representative examples of graphics, copy and video used in the campaign  
 

- Year completed and budget  
 

- Results of the campaign 
 

- At least one reference for the campaign, with the name, address, telephone number, 
and email address of the contact person.  

 
• Please list any current violations or claims against you/your organization and those having 

occurred in the past (5) five years, especially those resulting in claims or legal action against 
you.  

 
PROJECT APPROACH 
 
• A concise written statement to demonstrate the firm’s understanding of the project and 

scope of services being sought by SMCL.  
 

• Description of the general approach to the planning process and implementation of the 
project. Please include specific information on the roles of any subcontractors. 

 
• Proposed completion date and a timeline to accomplish the scope of the RFP. The work 

plan should include time estimates for each significant segment of the deliverables and the 
level of staff to be assigned. The work plan should list outcomes to be accomplished.  

 
COST FOR SERVICES 
 
• Provide a detailed explanation for all costs associated with providing the requested 

services. The proposal should contain all pricing information relative to performing the 
work as described in this RFP, including a recommended ad-buy budget. The total all-
inclusive maximum price is to contain all direct and indirect costs including all out-of-pocket 
expenses. These prices will not be considered a firm fixed contract.  
 

• If you are proposing work outside of the scope of work defined in this RFP, separately 
identify and include those costs. 
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• If the services being requested will require you or your employees to travel to the Bay Area, 
and if SMCL opts to permit travel expenses to be reimbursed, there are some general 
guidelines regarding reimbursement rates that will apply. In general, the following 
restrictions should be kept in mind: reimbursement for the actual cost of aging, meals, and 
incidental expenses ("LM&I Expenses") is limited to the then-current Continental United  
States ("CONUS") rate for the location of the work being done, as set forth in the Code of 
Federal Regulations and as listed by the website of the U.S. General Services Administration 
(available online by searching www.gsa.gov for the term 'CONUS'); airline and car rental 
travel expenses ("Air & Car Expenses) are limited to reasonable rates obtained through a 
cost-competitive travel service (for example, a travel or car rental website), with air travel 
restricted to coach fares and car rental rates restricted to the mid-level size range or below; 
and certain other reasonable travel expenses ("Other Expenses") such as taxi fares, parking 
costs, train or subway costs, etc. may be reimbursable on an actual-cost basis. You should 
not assume that SMCL will permit travel from the Bay Area to be reimbursed, and your 
proposal should include such travel costs, if applicable. Travel costs should be minimized or 
eliminated in order for the proposal to be competitive. 

 
Public Records Act 
 
Government Code Sections 6550 et seq., the California Public Record Act, defines a public 
record as any writing containing information relating to the conduct of the public business. The 
Public Record Act provides that public records shall be disclosed upon written request and that 
any citizen has a right to inspect any public record unless the document is exempted from 
disclosure.  
 
Be advised that any contract that eventually arises from this RFP is a public record in its 
entirety. Also, all information submitted in response to this RFP is itself a public record without 
exception. Submission of any materials in response to this RFP constitutes a waiver by the 
submitting party of any claim that the information is protected from disclosure. By submitting 
materials, (1) you are consenting to release of such materials by SMCL if requested under the 
Public Records Act without further notice to you and, (2) you agree to indemnify and hold 
harmless SMCL for release of such information. 
 
If SMCL receives a request for any portion of a document submitted in response to this RFP, 
SMCL will not assert any privileges that may exist on behalf of the person or entity submitting 
the proposal, and SMCL reserves the right to disclose the requested materials without notice 
to the party who originally submitted the requested material. To the extent consistent with the 
Public Records Act and applicable case law interpreting those provisions, SMCL and/or its 
officers, agents, and employees retain discretion to release or withhold any information 
submitted in response to this RFP. 
 
Submission of a proposal constitutes a complete waiver of any claims whatsoever against the 
SMCL and/or its officers, agents, or employees that SMCL has violated a proposer's right to 
privacy, disclosed trade secrets, or caused any damage by allowing the proposal to be 
inspected. 

http://www.gsa.gov/


 10 

 

EVALUATION 
 
 

All proposals received will be evaluated by an RFP Evaluation Committee. During the evaluation 
process, SMCL may require a proposer's representative to answer specific questions orally 
and/or in writing. The most qualified individual or firm will be selected based on the overall 
strength of each proposal. The evaluation is not restricted to considerations of any single 
factor, such as cost. SMCL reserves the right to negotiate with any provider in working to 
finalize an agreement.  
 
Criteria 
 
The criteria used in the evaluation process will include, but not be limited to:  
 
• Qualifications and experience, including capability and experience of key personnel and 

experience with other public agencies to provide similar services in the State of California 
 

• Proposed approach, including clarity of understanding of the scope of services to be 
provided and appropriateness of the proposed solution/services 

 
• History of successfully managing other contracts with public agencies 
 
• Ability to meet any required timelines or other requirements 
 
• Claims and violations against you or your organization 
 
• Cost for the primary services 
 
• References 
 
Note that SMCL reserves the right to evaluate proposals solely based on each vendor's written 
submission. In relation to written materials, evaluation will be performed only on the material 
included directly in the proposal itself unless otherwise indicated or requested by SMCL. The 
evaluation team will not access company web sites or read sales brochures, marketing 
materials, or white papers in evaluating vendor experience or proposed methodology unless 
doing so is in SMCL’s best interest. You may submit additional materials or reference on-line 
information in your proposal if you wish, but these will not necessarily be considered during 
the proposal evaluation process.  
 
SMCL may consider any other criteria it deems relevant, and the Evaluation Committee is free 
to make any recommendations it deems to be in the best interest of SMCL. Inaccuracy of any 
information supplied within a proposal or other errors constitute grounds for rejection of the 
proposal. However, SMCL may, at its sole discretion, correct errors or contact a proposer for 
clarification.  
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Notice to Proposers 
 
SMCL is not required to give notice to proposers in any specific format or on any timeline. At 
some point prior to execution of a final agreement for the requested services, SMCL will notify 
those who submitted proposals of their non-selection. Proposers may be notified at different 
times depending on the needs of SMCL. 
 
Protest Process  
 
If a proposer desires to protest the selection decision, the proposer must submit by email a 
written protest within five (5) business days after the delivery of the notice about the decision. 
Protests received after the deadline will not be accepted. Protests must be in writing and must 
state all the specific ground(s) for the protest. A protest that merely addresses a single aspect 
of the selected proposal (for example, comparing the cost of the selected proposal in relation to 
the non-selected proposal) is not sufficient to support a protest. A successful protest will include 
sufficient evidence and analysis to support a conclusion that the selected proposal, taken as a 
whole, is an inferior proposal. 
 
The RFP Contact will respond to a protest within ten (10) business days of receiving it. The 
protest letter must be sent by email to Priscilla Bermudez, bermudez@smcl.org. The decision of 
SMCL will be final.  
 
The RFP and selection processes do not obligate SMCL and do not create rights or claims of 
entitlement in the apparent best evaluated proposer. Contract award shall commence only after 
the contract is signed by the Contractor and by SMCL officials as required by regulations to 
establish a legally binding contract. 
 
 
 
 

 

mailto:bermudez@smcl.org
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