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REQUEST FOR PROPOSAL (RFP) 
AMENDMENT  

RFP TITLE 

Request for Proposals 
Marketing and Event Management Services 
City of Highland Park, Illinois   

Issued: October 14, 2019 

No. of pages: Twelve (12) 

AMENDMENT 

Amendment #: One (1)  

Issued: October 21, 2019  

No. of pages including this page: Sixteen (16) 

INSTRUCTIONS 

1. Amend your copy of the RFP in accordance with the details below.

2. Retain amended copy for your file.

3. Acknowledge receipt of the amendment by email to chersch@cityhpil.com.

This amendment forms part of the RFP document and modifies them as follows. It is understood that all 

other sections as detailed in our original RFP remain as stated. 

Details of Amendment: 

Remove (No Replacement): 

SECTION I. PROJECT BACKGROUND. C. Event Overview. Paragraph 6: 

The SSA also sponsors the District’s Annual Arbor Day Celebration. The event offers family friendly 

activities, tree seedling giveaways, live raptors and much more. Approximately 300 people attend. 

Remove: 

Section II. A. 3. a. through p. 

mailto:chersch@cityhpil.com
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Replace:  

Section II. A. 3. a. through h.: 
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Remove: 

INCOME

SSA 17 Annual Revenue $90,000

TOTAL INCOME     $90,000

EXPENSE-Operations

Legal (Estimate) $500

Licenses and Fees (Estimate Public Notices, Recording Fees for Renewal) $0

Subtotal Operations $500

EXPENSES-Marketing, Events and Beautification

Marketing Contractor Retainer: 
1. Merchant outreach & communication; 10 press releases (for all events); Draft social media content; Coordinate and 

forward social media content to City to tie in all things RBD for All events (Arbor Day, FTT, Bags), individual store 
openings/happenings, links (Ravinia Festival schedule, etc.) and all other media outlets $15,000  

2. Coordinate Arbor Day Event; event planning and development; business outreach; creative and production of signs, 
ads and flyers, and distribution of event flyers throughout City; Administer permits, vendor sign up forms, loading, 
unloading, parking rules. $5,000 

3. Coordinate Weekly Bags League Tournaments in Brown Park or Ravinia School (board & bags, score board, signage, 
set up, marketing, sponsors, trash) $12,250 

 
$32,250

Marketing Contractor Expenses: 
District Marketing & Advertising Campaign, including Sticky Notes & Creative Production  

$12,000

Bensidoun Weekly Event Maintenance - Food Truck Thursdays $500

Marketing Beautification:  
1. Seasonal Décor - (flora & fauna accents / corn stalks, hay bales & pumpkins / gift boxes & toy soldiers) $4,000 
2. Repair and Install Twinkle Lights on Tree in Jens Jensen for FTT $1,000 

$5,000

Marketing Communication/Signage: 
Creative  and Production (includes graphic design and purchasing images) for Branded District Banners, Event Banners, 
Event Signage and Event Posters

$8,000

Other  
1. Arbor Day Entertainment – Raptors $750  
2. Food Truck Thursdays Park Permit Fee $1,200  
3. Refundable Deposit $50  
4. Deposit Refund ($50) 
5. Booking and Management of Entertainment for Food Truck Thursdays (includes assistance with moving stage and 

other equipment to and from the park and placing signs weekly) $21,000 

$22,950

Subtotal Marketing $80,700

EXPENSE-Staff

SSA Management (Avg. 20 Hours Mo – increase due to increased salary and hours) $8,200

Subtotal Payroll/Benefits $8,200

TOTAL EXPENSES $89,400

 

 

Remainder of page left blank intentionally. 
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Replace: 

INCOME

SSA 17 Annual Revenue $90,000

TOTAL INCOME     $90,000

EXPENSE-Operations

Legal (Estimate) $500

Licenses and Fees (Estimate Public Notices, Recording Fees for Renewal) $0

Subtotal Operations $500

EXPENSES-Marketing, Events and Beautification

Marketing Contractor Retainer: 
1. Merchant outreach & communication; 10 press releases (for all events); Draft social media content; Coordinate and 

forward social media content to City to tie in all things RBD for All events, individual store openings/happenings, 
links (Ravinia Festival schedule, etc.) and all other media outlets $15,000  

2. Coordinate Weekly Bags League Tournaments in Brown Park or Ravinia School (board & bags, score board, signage, 
set up, marketing, sponsors, trash) $12,250 

 
$27,250

Marketing Contractor Expenses: 
District Marketing & Advertising Campaign, including Sticky Notes & Creative Production  

$12,000

Bensidoun Weekly Event Maintenance - Food Truck Thursdays $500

Marketing Beautification:  
1. Seasonal Décor - (flora & fauna accents / corn stalks, hay bales & pumpkins / gift boxes & toy soldiers) $4,000 
2. Repair and Install Twinkle Lights on Tree in Jens Jensen for FTT $1,000 

$5,000

Marketing Communication/Signage: 
Creative  and Production (includes graphic design and purchasing images) for Branded District Banners, Event Banners, 
Event Signage and Event Posters

$8,000

Other  
1. Event Sponsorships $5,750 (may include marketing) 
2. Food Truck Thursdays Park Permit Fee $1,200  
3. Refundable Deposit $50  
4. Deposit Refund ($50) 
5. Booking and Management of Entertainment for Food Truck Thursdays (includes assistance with moving stage and 

other equipment to and from the park and placing signs weekly) $21,000 

$27,950

Subtotal Marketing $80,700

EXPENSE-Staff

SSA Management (Avg. 20 Hours Mo – increase due to increased salary and hours) $8,200

Subtotal Payroll/Benefits $8,200

TOTAL EXPENSES $89,400
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INCOME

SSA 17 Annual Revenue $90,000

TOTAL INCOME     $90,000

EXPENSE-Operations

Legal (Estimate) $500

Licenses and Fees (Estimate Public Notices, Recording Fees for Renewal) $0

Subtotal Operations $500

EXPENSES-Marketing, Events and Beautification

Marketing Contractor Retainer: 
1. Merchant outreach & communication; 10 press releases (for all events); Draft social media content; Coordinate and 

forward social media content to City to tie in all things RBD for All events (Arbor Day, FTT, Bags), individual store 
openings/happenings, links (Ravinia Festival schedule, etc.) and all other media outlets $15,000  

2. Coordinate Arbor Day Event; event planning and development; business outreach; creative and production of signs, 
ads and flyers, and distribution of event flyers throughout City; Administer permits, vendor sign up forms, loading, 
unloading, parking rules. $5,000 

3. Coordinate Weekly Bags League Tournaments in Brown Park or Ravinia School (board & bags, score board, signage, 
set up, marketing, sponsors, trash) $12,250 

 
$32,250

Marketing Contractor Expenses: 
District Marketing & Advertising Campaign, including Sticky Notes & Creative Production  

$12,000

Bensidoun Weekly Event Maintenance - Food Truck Thursdays $500

Marketing Beautification:  
1. Seasonal Décor - (flora & fauna accents / corn stalks, hay bales & pumpkins / gift boxes & toy soldiers) $4,000 
2. Repair and Install Twinkle Lights on Tree in Jens Jensen for FTT $1,000 

$5,000

Marketing Communication/Signage: 
Creative  and Production (includes graphic design and purchasing images) for Branded District Banners, Event Banners, 
Event Signage and Event Posters

$8,000

Other  
1. Arbor Day Entertainment – Raptors $750 
2. Food Truck Thursdays Park Permit Fee $1,200  
3. Refundable Deposit $50  
4. Deposit Refund ($50) 
5. Booking and Management of Entertainment for Food Truck Thursdays (includes assistance with moving stage and 

other equipment to and from the park and placing signs weekly) $21,000 

$22,950

Subtotal Marketing $80,700

EXPENSE-Staff

SSA Management (Avg. 20 Hours Mo – increase due to increased salary and hours) $8,200

Subtotal Payroll/Benefits $8,200

TOTAL EXPENSES $89,400
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