
 
 

CITY OF MT. SHASTA, CA 
 

REQUEST FOR PROPOSALS FOR PROFESSIONAL SERVICES 

6th CYCLE / 2023-2031 HOUSING ELEMENT 

 
 

 
 

  Date RFP Issued: Tuesday, March 1, 2022 

Responses Due By: Friday, April 1, 2022, 5:00 pm 



I. INTRODUCTION 

The City of Mt. Shasta (population 3,223) is seeking proposals from qualified consultants to 
prepare the City’s 6th Cycle (2023-2031) Housing Element Update. In coordination with the City, 
the consultant is to prepare a Housing Element that addresses the community’s housing needs 
and which meets the certification requirements mandated by the California Department of 
Housing and Community Development (HCD) within legally mandated timeframes. The selected 
consultant is expected to be familiar with and capable of implementing all relevant legislative and 
case law-based requirements such that the 2023-2031 Housing Element will be adopted by the 
City of Mt. Shasta prior to February 15, 2023, and will be determined to be in compliance with 
state housing law by HCD.  

 
II. BACKGROUND 

The City’s current Housing Element was adopted in October of 2014 and was certified by HCD at 
the time as being in compliance with State housing element law. Because the adoption schedule 
for housing elements in Siskiyou County was subsequently revised to align with the adoption 
schedule for the Regional Transportation Plan pursuant to SB 375, the City of Mt. Shasta Housing 
Element, 2014–2019 Update (5th Cycle) spans a greater period of time than that anticipated at 
the time of preparation and adoption. The City’s Housing Element remains in compliance but is 
now scheduled for its 6th Cycle update. The current update cycle for Siskiyou County is eight (8) 
years. 
 
The City of Mt. Shasta was awarded a SB 2 Planning Grant to prepare, adopt, and implement 
plans and process improvements that streamline housing approvals and accelerate housing 
production. Included in the award was $80,954 for completion of the 6th Cycle Housing Element 
update and an additional $10,000 for CEQA compliance. The budget for the project includes time 
for City staff and contract planning staff, in addition to other costs and expenses, such that the full 
budget amount may not be available for the selected consultant’s use. More specifically, it is 
anticipated that the consultant’s budget for completion of the project will be $80,000 and that the 
remainder will be available for city-incurred costs. However, due to projected and realized cost 
savings associated with the SB 2 Planning Grant projects, flexibility exists within the larger budget 
should it be necessary.  
 
SB 2 funding works on a reimbursement basis following the completion of milestones included in 
Appendix A of the City’s SB 2 Planning Grant application, which is available upon request. While 
the City does not propose that the consultant’s contract be established on a milestone basis, the 
consultant is expected to document that subtasks generally consistent with those in Appendix A 
are being achieved to facilitate grant reimbursement. These subtasks are: 1.1 - Project 
Management and Kick-Off, 1.2 - Housing Element Preparation, 1.3 - Analysis of Disadvantaged 
Communities, 1.4 - Public Outreach, and 1.5 - Prepare and Finalize Housing Element. 
 
Under this contract, a project Close Out report detailing all project activities and milestone 
achievements, including the incurring of expenses, will be due at the close of the project and no 
later than April 15, 2023. All invoicing shall be in a form approved by the City and eligible for 
reimbursement by HCD through the SB 2 Planning Grant Program. 
 



III.  SCOPE OF WORK 

Under this contract, the selected consultant will prepare an update of the City’s Housing Element 
for the planning period beginning April 15, 2023, and extending until February 15, 2031. This 
period will cover the term of compliance for the 6th Cycle of Housing Element updates.  

 
At a minimum, the consultant is expected to complete the following tasks: 

1. Project Management and Kick-Off 

Develop a project timeline leading to City adoption of the Housing Element by February 15, 
2023, and HCD certification shortly thereafter. Prepare for and attend a kick-off meeting by 
phone or web conference to exchange information with city staff and initiate work on the 
Housing Element update. Strategies for ensuring coordination with HCD over the course of 
the project should also be addressed, as needed. Coordinate and communicate with city 
staff via telephone, in-person meetings, web conferencing, email, and/or other means as 
determined by the City and consultant. Provide monthly progress reports throughout the 
duration of the project. Keep detailed expense and cost records to allow for completion of 
the Close Out Form and City reimbursement through the SB 2 Planning Grant Program.  

2. Public Outreach 

Develop and facilitate the community outreach component of the Housing Element Update 
by engaging and soliciting input from all segments of the community to ensure broad 
inclusion, including hard to reach groups, special needs populations, housing development 
professionals, businesses, service groups, youth, seniors, and other stakeholders. Special 
attention should be given to communicating information so that it is accessible and easy to 
understand. Conduct a minimum of one (1) community workshop with the City Council to 
facilitate public input and engagement. Due to the somewhat remote nature of Siskiyou 
County, the selected consultant may coordinate with the City’s planning staff to assist with 
in-person workshops and presentations. 

3. Analysis of Disadvantaged Unincorporated Communities (SB 244) 

Prepare an analysis of Disadvantaged Unincorporated Communities pursuant to SB 244 
and incorporate the results into the draft Housing Element as appropriate. The City will 
separately incorporate any needed revisions into the Land Use Element. 

4. Housing Element Preparation 

Evaluate the 2014-2019 Housing Element, including current programs to determine their 
effectiveness, and make recommendations for improvements as appropriate. Prepare an 
updated assessment of the community’s housing needs and an inventory of resources and 
constraints relative to meeting those needs pursuant to Government Code Section 65583, 
including an assessment of sites suitable for the development of housing. Update housing, 
population, and employment figures and projections to be consistent with most recent 
projections for the City of Mt. Shasta and Siskiyou County. The assessment will use data 
from HCD's pre-approved 6th cycle data package, decennial U.S. Census surveys, 
American Community Surveys, current RHNA figures provided by HCD, and other suitable 
sources. Update goals, policies, programs, and quantified objectives pursuant to 
Government Code Section 65583 et seq. to address identified housing needs and 



constraints based on the effectiveness and continued appropriateness of existing programs, 
information received through public outreach, the constraints analysis, and findings from the 
needs assessment. Incorporate requirement to include housing programs that Affirmatively 
Further Fair Housing. Prepare and submit an administrative draft Housing Element for city 
staff review. Staff will provide a comprehensive set of desired changes. Once edits are 
complete, consultant will prepare a draft Housing Element, which will be made available to 
the public and presented to the City Council at a public hearing. Based on Council input, 
consultant will prepare a HCD review draft Housing Element and submit same to HCD for 
the mandated review. 

5. Prepare and Finalize Housing Element 

Work closely with HCD and city staff to respond to and incorporate any comments on the 
draft Housing Element to produce a final draft Housing Element for adoption. Coordinate 
document review with the City and HCD until the adopted Housing Element has been 
certified. Provide the City with five (5) printed copies of the final document, one (1) print-
ready, editable electronic copy of the final document in Microsoft Word, and one (1) web-
supported PDF version of the final document. All materials resulting from this task become 
the property of the City. Draft documents submitted for review shall be provided in both hard 
copy and an editable electronic format. All text documents must be compatible with the latest 
version of Microsoft Word.  
 

6. Public Hearings 

In addition to the public workshop(s) described in Public Outreach above, the consultant is 
expected to present the final draft document at a minimum of one (1) public hearing before 
the City Council to allow for adoption of the 2023-2031 Housing Element. Again, the selected 
consultant may coordinate with the City’s contract planning staff to assist with in-person 
workshops and presentations. 
 

7. California Environmental Quality Act (CEQA) Compliance  

The consultant is expected to be responsible for assuring that CEQA compliance processes 
and documentation are properly addressed for the Housing Element update. The City 
assumes that the use of a CEQA exemption will be sufficient for this project. This is based 
upon a review of past practices and regional business practice. However, the City remains 
open and receptive to the consideration of alternatives other that what has been assumed 
and invites those responding to consider and present what they believe is the appropriate 
and needed environmental review.  

 
IV. PROPOSAL SUBMITTAL REQUIREMENTS  

Respondents are asked to submit one (1) electronic copy of their proposal (a single PDF file is 
acceptable) via email prior to 5:00 PM on April 1, 2022. Proposals should be directed to City 
Planner Teresa R Spade, AICP, at tspade@mtshastaca.gov. In addition to the necessary 
electronic submittal, hardcopies will be accepted but are not required and do not affect consultant 
selection.  
 
At a minimum, the proposal should include the following information: 

mailto:tspade@mtshastaca.gov


 
1. A cover letter signed by the official authorized to contractually bind the firm. The cover letter 

should include the firm name, address, and phone number and a statement indicating the 
proposal will remain valid for at least one hundred and twenty (120) days from the date of 
submittal. Please include the name, title, address, phone number, and e-mail address for a 
contact person during the proposal evaluation period.  

2. A general description of the company, such as length of time in business, organizational 
structure, number of staff, office locations, etc. 

3. The name of the principal and/or project manager who will have direct continued 
responsibility for the project. This person will be point of contact on all matters associated 
with the project and will handle the coordination of day-to-day activities. Please estimate the 
degree of involvement (as a percentage) that this person and other staff will have in 
performing the scope of services. Please include a summary resume for each person that 
will be working on the project. The selected consultant may not substitute the project 
manager, sub-consultants, or other team members without prior written consent from the 
City. 

4. Related project experience including a list of public agencies and other clients (name, 
address, contact person, and phone number), for which the consultant has prepared HCD-
certified housing elements during the current and/or prior planning periods.  

5. Although letters of reference are not required, if they are submitted along with the proposal, 
please include the name of the staff member who managed the project on behalf of the 
consultant. 

6. A list of any subcontractors who will be utilized by the consultant on the project along with a 
summary of their experience and qualifications. 

7. An outline of the proposed approach to the project including a work plan and schedule, 
including milestones, dates, and submittals to complete the Housing Element Update. 
Specifically address the areas described in the Scope of Work section above. Other 
approaches, items, or considerations may be included in addition to the proposed Scope of 
Work. 

8. Proposed Budget. Please include an estimate for the proposed Scope of Work by task, staff 
member or position, and hours, including a “not-to-exceed” cost to complete the project. 
Project budgets should include information regarding estimated hours for each major task, 
identification of hourly rates (including hourly rates for subconsultants), text addressing 
methodology for addressing billing disputes and whether overhead costs are included in the 
hourly rate or billed separately. 

9. Proof of Authority. If a firm is a corporation, formal proof from the firm that the officer signing 
the proposal is empowered to do so for the company shall be submitted with the proposal.  

 
V. CONTRACT REQUIREMENTS 

The Agreement between the selected consultant and the City will require insurance and 
indemnification. Insurance limits will be provided to the consultant prior to the award of contract. 



Proof of insurance is not required with the submittal of the proposal but is required prior to the 
award of the contract.  

Limits for insurance – Consultant will work with the City in advance of signing the contract 
insurance requirements for Commercial General Liability, Automobile Liability, Worker’s 
Compensation, Professional Liability and Endorsements. 

The City must be notified in writing, if and when consultant wishes to change key personnel. All 
changes must be approved in writing by the City. The consultant shall not change subcontractors 
without prior written approval from the City. The City reserves the right to negotiate the proposed 
agreement for these services if any key personnel or subcontractor changes. 
 
VI. NON-DISCRIMINATION 

The City is an equal opportunity employer. Proposing firms shall not discriminate in their 
employment with regard to race, color, religion, sex, or national origin. Qualified consultants, 
including small businesses and businesses owned by women, minorities, and disabled persons, 
are encouraged to submit proposals. 

 
VII. SELECTION PROCESS  

Issuance of this RFP and receipt of the proposals does not commit the City to award a contract 
or pay costs incurred in responding to this RFP. The City reserves the right to accept or reject the 
combined or separate components of submittals in part or in entirety and waive any informality in 
any submittal. All submittal requirements listed in this RFP must be fulfilled and completed and 
any omissions must be identified and explained, otherwise the submittal will be rejected. The City 
reserves the right to postpone the review of the proposal for its own convenience or to accept or 
reject any or all proposals received in response to the RFP or to award a contract based on the 
proposal that best meets the City’s needs. 

Proposals are due on or before 5:00 p.m. on April 1, 2022. Late submittals will not be accepted. 
Respondents are asked to submit their proposal electronically to: 

tspade@mtshastaca.gov 

If submitting hardcopies in addition to the required electronic submittal, please mail them to: 

Attn: Teresa Spade, City Planner 
City of Mt Shasta 
305 N Mt Shasta Blvd 
Mt Shasta, CA 96067 

Proposals will be evaluated by city staff. If deemed necessary, interviews may be held with 
qualified firms. Staff will recommend the final selection to the City Council, which will review and 
approve a contract for professional services. It is anticipated that the City Council will make its 
selection during its regularly scheduled meeting on April 11, 2022. 
 
VIII. AVAILABILITY OF BACKGROUND INFORMATION 

The City’s 5th Cycle Housing Element is available online at:  
https://mtshastaca.gov/wp-content/uploads/2016/01/8HousingElement.pdf 

mailto:wperkins@ci.dunsmuir.ca.us


 
The remainder of the General Plan is available at: https://mtshastaca.gov/planning/ 
 
The Mt Shasta Municipal Code is available at: https://mtshastaca.gov/clerk/municipal-code/ 
 
 

 

https://mtshastaca.gov/clerk/municipal-code/

