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I. INTRODUCTION 
 

The City of St. Helena, California is located in the center of the world-famous wine growing 
Napa Valley, 65 miles north of San Francisco. 
 
The area was settled in 1834 as part of General Vallejo’s land grant.  The City of St. Helena 
was incorporated as a City on March 24, 1876 and reincorporated on May 14, 1889.  
 
The City, from its inception, has served as a rural agricultural center.  Over the years, with 
the growth and development of the wine industry, St Helena has become an important 
business and banking center for the wine industry.  The City also receives many visitors as 
a result of the wine industry and the area’s scenic qualities. The City’s goal is to maintain a 
small-town atmosphere and to provide quality services to its citizens.   
 
The official population of the City of St. Helena as of 2017 is 6,033 (CA Department of 
Finance).  St. Helena is a full-service city and encompasses an area of four square miles. 
The City’s General Fund Budget is approximately $15 million. 
 

II. GENERAL INFORMATION 
 

The City of St. Helena is seeking proposals from qualified consultants to prepare a Zoning 
Ordinance Update for the City, including environmental analysis and clearance 
documentation under the California Environmental Quality Act (CEQA). Emphasis will be 
placed on developing an updated document to implement the related goals and policies 
of the City’s recently adopted General Plan Update 2040, while at the same time clarifying 
and updating as many of the existing ambiguous and/or outdated provisions as feasible.  
 
On May 14, 2019, the St. Helena City Council adopted the 2040 General Plan. A 
comprehensive update of the Zoning Ordinance is desired to incorporate General Plan 
changes, while providing continuity with much of the current code where possible and 
appropriate.  
 
Project Principles 
The City is seeking qualified consultants to develop a recommended approach and 
strategy to: 

• Prioritize and craft desired updates to the City’s Zoning Code 
• Ensure proper public engagement 
• Use the City’s limited resources efficiently 
• Ensure code updates are completed in a timely manner 
• Produce a more user-friendly and updated Zoning Ordinance.  

 
The Zoning Ordinance update, once adopted by City Council, will replace the City’s 
current zoning ordinance. The proposed updated code will ensure the City’s land use 
regulations and processes confirm to the minimum requirements of California State law 
and are legally defensible. The code update will also be developed in a manner that 
avoids unnecessary bureaucracy, consistent with the City’s desired approach to 
development.  
 

III. QUALIFICATIONS 
• Demonstrated experience updating zoning codes. The proposal should include 

enough information for judging the quality and competence of the personnel 
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dedicated to preparation of the Zoning Ordinance Update and CEQA 
determination. This section of the proposal should clearly identify the day-to-day 
project manager for the project, as well as the key personnel who will perform the 
actual research and writing. Similar information is also required for all sub-
consultants for the project.  

• Demonstrated professional experience and knowledge of the general principles 
and background law applicable to zoning and land use planning, as well as 
familiarity with particular municipal and/or county codes and any other 
specialized knowledge that would help the selected Consultant be successful. 
Including examples of your work including former clients will be helpful in 
determining expertise.  

• Ability to make project presentations, provide public engagement activities, and 
work with diverse groups of people representing varied points of view. 
 

IV. SCOPE OF WORK 
 

With guidance from policy makers and City Staff, the selected Consultant will develop a 
public process and approach to updating the City’s Zoning Code. Initial City policy 
priorities include: 
 

• Housing Focus: The City Council identified affordable housing as a primary work 
plan goal including encouraging new types of housing, exploring bonuses and 
ways to expedite the planning and building process for housing types identified by 
the community and the Council as lacking in St. Helena; and 

• Incentivizing downtown mixed-use and fostering economic vitality; and  
• Streamlining development and business permitting processes; and 
• Resolving inconsistencies in the Zoning Code. 

 
The City is seeking the Consultant’s recommended approach and strategy(ies) to 
updating the City’s Zoning Code in a manner that addresses those initial City policy 
priorities that are reflected in the implementing policies of the 2040 General Plan and 
adheres to the “Project Principles” noted in Section II above. It is expected the consultant 
will review key policies and development standards from the following documents: 

a. 2040 General Plan 
b. Existing Zoning Code 
c. Development standards from other specific plans and planned development 

(PD) districts in the City 
d. Draft Design Guidelines  

 
In addition, the City seeks the Consultant’s recommendations as to the extent that 
reasonably complete and effective implementation of the initial City policy priorities 
requires an amendment(s) to the 2040 General Plan. 
 
 While the new Zoning Code will be adopted in its entirety, the City anticipates the 
Consultant may recommend a phased approach to the project. As such, the Consultant 
shall identify a budget per phase as well as an overall budget. As noted below, the 
project schedule should also identify the timeline anticipated for each individual phase. 
 

Once the Final Draft has been approved by the City Council, the Consultant shall 
provide a final version that includes any changes approved by Council.  
 
Other Considerations 
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A. Integration of the New Code into User-Friendly Formats: The Consultant shall work with 

City staff as well as its information technology vendors to ensure the new code is 
easily accessible and searchable.  

 
B. Zoning Map Revisions: The Consultant shall work with City staff to identify areas that 

will require map changes.  
 
C. Environmental Review/CEQA Documentation: The Consultant shall prepare the 

necessary CEQA document necessary for adoption of the Zoning Code. The 
Consultant should be able to tier off the recently adopted 2040 General Plan EIR and 
prepare either a letter of consistency or addendum. If a higher level of CEQA review 
is recommended, please provide a justification for that level of review. Consultants 
may partner with an environmental sub-consultant if they do not have the expertise 
in-house.  

 
D. Project Schedule: The Consultant shall provide the City with an anticipated schedule 

for the work broken down by phase with anticipated completion dates.  
 
E. Deliverables: The Consultant shall provide the complete Zoning Code in both paper 

format (5 copies) and electronic format (Word, PDF) for each draft: 
 

a. Administrative Draft (internal -staff review only); 
b. Public Review Draft (public document); and  
c. Revised Public Review Draft (public document incorporating comments from 

meetings); and  
d. Final Draft for final City Council hearings.  

 
Once St. Helena’s City Council has approved the final draft, the Consultant shall update 
the Zoning Code to include Council-directed changes and provide staff with paper 
copies (5 copies) and electronic versions of the final zoning code (e.g. Word, PDF, and 
the original files from any other programs used such as Adobe In-Design etc.).  
 
For the environmental review, the Consultant shall prepare an initial draft and final 
version of the CEQA document. Two (2) hard copies and an electronic version shall be 
provided for each task.  
 
Optional Tasks:  
The City is considering several optional tasks that would be additional to the RFP for the 
Zoning Code revisions. In the project budget, the cost of the items should be listed 
separately and independently.  

• Option 1: Zoning Handbook – The Consultant will prepare a simple user-
guide/handbook for the community that explains how to use the new zoning 
code. The handbook should be easy to understand with graphics and examples 
that demonstrate how the public can navigate the code and find answers to 
frequently requested information (e.g. residential setbacks, lot coverage, 
commercial building signage, accessory structure standards, Historic St. Helena 
design standards etc.). This should be provided in PDF format that is internally 
hyperlinked for easy navigation within the handbook.  

• Option 2: Infill Guidelines Handout – The Consultant will prepare a handout that is 
specifically tailored for infill development strategies and design standards of 
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guidelines. The goal will be to provide an easy to understand guide that will help 
facilitate and streamline infill development.  

• Option 3: Objective Standards for Multi-Family Development Handout – The 
Consultant will prepare a handout that specifically outlines the objective 
standards that can be used when considering multi-family development projects. 
The document shall clearly identify when and how these standards may be used.  

 
 
 
 
V. SCHEDULE 

 
Responses to the RFP must be submitted to the City of St. Helena as outlined in this 
section.    

 
 

Responses are due no later than August 30, 2019  
FRIDAY, AUGUST 30, 2019 AT 4:00 PM 

Responses received after this date and time will not be considered. 
 

 

PROPOSED SCHEDULE FOR THE REVIEW AND SELECTION PROCESS 
AND DESIRED TIMELINES FOR DELIVERABLES 

 
MILESTONE DATE TIME 
Release RFP July 26, 2019 9:00AM 
Question submittal deadline August 7, 2019 4:00PM 
Questions posted on City website (cityofsthelena.org/rfps) August 12, 2019 5:00PM 
Proposal due date August 30, 2019 4:00PM 
Review and scoring of submittals September 13, 2019 N/A 
Interviews w/finalists September 20, 2019 TBD 
Award of Agreement  October 8, 2019 6:00 PM 

 
The schedule may be modified and/or extended if necessary. 

 
VI. PROPOSAL SUBMISSION REQUIREMENTS AND FORMAT 

 
If interested in this RFP, please notify Cindy Tzafopoulos by email at 
ctzafopoulos@cityofsthelena.org so you may be added to the notification list for 
addendums.  Failure to notify could result in missing important and required information, 
and could result in disqualification.  

 
Format 
All submittals must follow the format described in this section.  Respondents are 
encouraged to submit clear and concise responses to the RFP.  The City of St. Helena 
reserves the right to include or exclude any part of the submittals in the final agreement 
with the selected consultant. 
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Four (4) bound copies of the submittal, one (1) unbound, reproducible copy, and one CD 
(or other digital medium) containing a PDF copy must be submitted.  Each submittal shall 
contain no more than 20 double-sided 8½” x 11” pages (not counting dividers, exhibits, 
and any relevant appendices). Font shall be no less than 10pt.  All pages shall be 
numbered.  Drawings provided with the submittal shall not exceed 11” x 17.” 
 
To be considered for selection, submittals must arrive at the location shown below by the 
date and time specified in Section V.  Proposers who mail packages should allow ample 
delivery time to ensure timely arrival.   
 
Submittals shall be placed in a clearly marked envelope, titled Zoning Ordinance Update 
and hand-delivered or mailed to: 
 

City of St. Helena 
Office of the City Clerk 

Attention: Cindy Tzafopoulos 
1480 Main Street 

St. Helena, CA 94574 
 

It is the sole responsibility of the Proposer to ensure timely delivery.  Late proposals shall not 
be considered.  Proposals will not be accepted at any other location other than the 
address specified above.  Faxed or emailed proposals will not be accepted.  
 
Content 
The content of your proposal should include the following in summary form: 
 

Part 1:  Cover Letter/Executive Summary  
Part 2:  Project Approach and Work  
Part 3:  Consultant Identification and Team  
Part 4:  Related Project Examples and References  
Part 5:  Hourly Rates  
TOTAL: 100 points 

 
Successful Proposals:  
The successful proposal will describe the approach, the process and costs to: 
• Prepare an updated Zoning Ordinance; and 
• Plan and conduct associated public outreach and engagement activities; and 
• May include the optional development of applications, forms, and information guides 

that would make the new Zoning Ordinance easier to use and less bureaucratic.  
 

PART 1 | COVER LETTER/EXECUTIVE SUMMARY  
In no more than three (3) pages, the Cover Letter and Executive Summary shall include: 

 
1. The names of the key members of the consultant team. 
2. The mailing address, telephone number, and the name of the main point of 

contact for the consultant team. 
3. A summary of the consultant’s experience and qualifications and the significant 

advantages to selecting the consultant. 
4. An acknowledgement of receiving any addendum(s) to the RFP document sent 

out by the City. 
 

PART 2 | PROJECT APPROACH AND WORK PLAN  
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Describe the strategy for achieving the goals and deliverables of the project.  Include a 
schedule for completion.   

 
PART 3 | CONSULTANT IDENTIFICATION AND TEAM  
Provide the name of the consultant, the consultant’s principal place of business, and the 
name and telephone number of the contact person.  Clearly identify team members, their 
roles, and qualifications.  Any professional services required but not proposed by the 
qualified consultant firm shall be listed and reasons should be provided for not including 
them as part of the proposal. 
 
PART 4 | RELATED PROJECT EXAMPLES AND REFERENCES  
Provide recent (within last 10 years) visual examples of relevant projects completed by the 
consultant that exhibit the team’s ability to successfully complete a range of services as 
listed above.  Along with each example, please include descriptive information such as 
location of the project, date, scope and scale, contract amount, name of the team 
member(s) involved in the project and their roles, name of the client, and e-mail address 
and telephone number of the client contact. 

 
PART 5 | HOURLY RATES  
Include an hourly rate schedule for all personnel who may participate in current or future 
projects. 

 
VII. SELECTION PROCESS 

 
The selected consultant will be asked to enter into a Professional Services Agreement with 
the City of St. Helena and comply with the insurance requirements set forth therein.  The 
City Manager’s Office will supervise the project and coordinate the work.   

 
California law requires selection of Architectural and Engineering (A&E) contract services 
based on demonstrated competence and professional qualifications.  Negotiations shall 
begin with the most qualified consultant.  Should negotiations not result in a price the City 
considers to be fair and reasonable, negotiations shall be formally terminated, and the 
City shall then undertake negotiations with the second most qualified consultant.  If the 
negotiation with the second most qualified firm is not successful, negotiations shall be 
formally terminated, and the City shall then undertake negotiations with the third most 
qualified consultant, etc. until the price is determined to be fair and reasonable by the 
City. (California Government Code, Chapter 10, Sections 4525 through 4529.5.) 
 

VIII. PROPOSAL TERMS AND CONDITIONS 
 

1. EXAMINATION OF PROPOSAL MATERIALS 
The submission of a proposal shall be deemed a representation and warranty by the 
proponent that it has investigated all aspects of the RFP, that it is aware of the applicable 
facts pertaining to the RFP process and its procedures and requirements, and that it has 
read and understands the RFP.  No request for modification of the provisions of the 
proposal shall be considered after its submission on the grounds the proponent was not 
fully informed as to any fact or condition. 

 
2. ADDENDA INTERPRETATIONS 

If it becomes necessary to revise any part of this RFP, a written addendum will be provided 
to each firm that requested to be added to the notification list, and said addenda will be 



 
 
 

CITY OF ST. HELENA | REQUEST FOR PROPOSALS | ZONING ORDINANCE UPDATE 
PAGE 9 

 

uploaded to the City website. The City of St. Helena is not bound by any oral 
representations, clarifications, or changes made in the RFP by the City or its agents, unless 
such clarifications or change is provided in written addendum from the City of St. Helena. 
 

3. DESIGNATED CONTACT 
For the purposes of this RFP, the Assistant to the City Manager is designated as the contact 
person.  Any questions concerning the scope of work and the selection process shall be 
directed to Jessica Deakyne, at jdeakyne@cityofsthelena.org. Any and all questions and 
responses concerning this RFP will only be accepted in writing, via email. All questions must 
be received by August 30, 2019 by 4:00PM. 
 
Responses to questions will be posted on the City’s website, cityofsthelena.org/rfps, and 
will become part of the RFP.  It is the consultant’s responsibility to check the website for 
updates. 

 
4. PUBLIC RECORDS 

This RFP document and all submittals in response thereto are public records. Prospective 
consultants are cautioned not to include any material into the proposal that is strictly 
proprietary in nature. 

 
5. PROPOSAL COSTS 

All costs associated with the preparation of RFP submittals shall be borne by the 
respondent. This RFP does not constitute any form of offer to contract. 

 
6. RESERVATION OF RIGHTS 

The City reserves the right, for any reason, to accept or reject any one or more proposals; 
to negotiate the terms and specifications of the proposal; to modify any part of the RFP; 
or issue a new RFP. 

 
7. PRODUCT OWNERSHIP 

Any documents resulting from the contract will be the property of the City. 
 

8. PROFESSIONAL SERVICES AGREEMENT 
All Proposers must identify in their proposal any terms and conditions of the sample 
Professional Service Agreement (Exhibit A) that they wish to negotiate. Insurance is 
required as outlined in Section 7 of the sample agreement.  

 
9. CAUSES FOR DISQUALIFICATION 

Any of the following may be considered cause to disqualify a proponent without further 
consideration: 
 

- Evidence of collusion among proponents; 
- Any attempt to improperly influence any member of the evaluation panel; 
- A proponent's default in any operation of a professional services agreement which 

resulted in termination of that agreement; and/or 
- Existence of any lawsuit, unresolved contractual claim, or dispute between 

proponent and the City. 
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