Burbank Hospitality Association, Inc.

Meeting Agenda
Thursday, March 9, 2017 - 12:00 P.M.

Hilton Garden Inn
401 S San Fernando Bivd.
Burbank, CA 91502

A. ROLL CALL
B. ANNOUNCEMENTS

C. PUBLIC COMMENT
At this time, any person may address the Board on any matter related to the T-BID,
The public is only allowed to speak at this time for a maximum of five minutes.

D. RESPONSE TO PUBLIC COMMENT

At this time, any Board Member can respond to comments made by the public.

E. BEROWN ACT TRAINING
The Board will receive Brown Act Training from their General Counsel.

F. APPROVAL OF MINUTES ACTION ITEM
The Board will consider approval of the February 9, 2017 meeting minutes.

G. TREASURER'S REPORT ACTION ITEM
The Board will consider approval of the February 10, 2017 - March 9, 2017
treasurer's report.

H. Event Sponsorships ACTION ITEM
The following organizations will present event sponsorship opportunities for The
Beard's consideration: Flappers Comedy Club in the amount $20,000; The
Burbank International Film Festival in the amount of $20,000: and Burbank On
Parade in the amount of $10,000.

I. Professional Pathway Program
The Burbank Adult School will present the Professional Pathway Program to seek
input from the hospitality industry as it relates to skillsets and job preparation for
students.

J. 2017 International Pow Wow and Trade Show Booth

The Board will consider attending the 2017 International Pow Wow Conference
and possible frade show booth options.



K. R For P F ACTION ITEM

Staff will present an RFP for The Board's consideration for hiring administrative
services,

L. Board A i ACTION ITEM
The Board will consider transferring $40,000 from the holding account to cover pre-
approved ongoing consultant expenses in the amount of $23,300 and advertising
expenses in the amount of $8,300.The remaining funds will maintain the checking
account with a balance of no less than $50,000 to cover ongoing monthly Board
approved expenditures.

M. Future Agenda Items

Board Members may introduce new items to place on a future agenda but no
discussion or action may be taken on the item.

ADJOURNMENT TO THE NEXT REGULARLY SCHEDULED MEETING TENTATIVELY
ON THURSDAY, APRIL 13, 2017 AT 3:00 PM, LOCATION TO BE DETERMINED.

|

| Burbank Hospitality Association, Inc. Board Membe Key Staff

Lucy Burghdorf, Hollywood Burbank Airport Simone McFariand,
James Fitzpatrick, Courtyard by Marriott, Secretary Assl. Community
Tom Flavin, Burbank Chamber of Commerce Development Director
Tony Garibian, Coast Anabelle and Safari Inn, Chair Mary Hamzoian,
Danny Kahn, Warner Bros. Studio Tours Hollywood Economic
Patrick Prescott, Community Development Director (ex-officio) | Development Manager
Alan Puana, Universal Studios Hollywood

Susie Avetisyan,
Richard Sandoval, Burbank Airport Marriott, Vice-Chair | Economic g

Bernadette Soriano, Springhill Suites (non-voting member) Development Analyst

Michael Swaney, Residence Inn by Marriott, Treasurer Marissa Mi

Steve Tarn, Hilton Garden Inn Burbank E:;mic inor;

Tom Whelan, Hotel Amarano Development Analyst
Consultant
Robin Faulk,
Marketing Consultant

The BHA Board is comprised of 11 voting members. Regular meetings are held monthly
the second Thursday of the month unless that is a City holiday. In that case, the Board
will meet the first or third Thursday. The BHA Board's primary function is to conduct
business for marketing and advertising Burbank as a first rate tourist and convention
destination.



The agenda packet consists of documentation relating to agenda items on file at
Economic Development Division of the Community Development Department located at
150 N. Third Street during normal business hours and will be posted on the Visit Burbank
website at www visitburbank com. The Burbank Hospitality Association, Inc. meeting is
disabled accessible. Auxiliary aids and services are available for individuals with speech,
vision or hearing impairments (48-hour notice is required). Please contact the ADA
Coordinator at 818.238.5424 voice or 818.238.5035 TDD with questions or concerms.




BURBANK HOSPITALITY ASSOCIATION BOARD MEETING
Minutes for the Meeting of February 9, 2017 - 3:00 P.M.

Members Present:

Members Absent:

Department Key Staff:

The Burbank Hospitality Association (BHA) Board Closed Session Meeting was called

Coast Anabelle Hotel
2011 W Olive Avenue, Studio B
Burbank, CA 91506

Lucy Burghdorf, Burbank Bob Hope Airport

James Fitzpatrick, Courtyard by Marriott, Secretary
Tom Flavin, Burbank Chamber of Commaerce

Tony Garibian, Coast Anabelle and Safari Inn, Chair
Alan Puana, Universal Studios Hollywood

Michael Swaney, Residence Inn by Marriott, Treasurer
Steve Tarn, Hilton Garden Inn

Tom Whalen, Hotel Amarano

Danny Kahn, Warner Bros. Studio Tours Hollywood
Patrick Prescott, CDD Director (ex-officio)

Bernadette Soriano, SpringHill Suites

Richard Sandoval, Burbank Airport Marriott, Vice-Chair

Simone McFarland, Community Development Dept.
Susie Avetisyan, Community Development Dept.
Marissa Minor, Community Development Dept.
Robin Faulk, Marketing Consultant

to order at 3:00 p.m. on Thursday, February 9, 2017.

A. Roll Call

B. CONFERENCE WITH LEGAL COUNSEL — ANTICIPATED LITIGATION

1 CASE) (G

Conference with

at 3:40 p.m.

The Burbank Hospitality Association (BHA) Board Meeting was called to order at 3:45

DE, § 54956.9.

legal counsel pursuant to Government Code section
24856.9(e)(1) to discuss facts and circumstances that might result in litigation
against the Association but which the Association believes are not yet known to
potential plaintiffs and which do not need to be disclosed. The meeting adjourned

Adjournment to

Burbank Hospitality Association, Inc.

Board Meeting

Thursday, February 9, 2017 — 3:30 P.M.

p.m. on Thursday, February 9, 2017.



. Roll Call

Public Comment
No members of the public were present.

. Approval of Minutes ACTION ITEM

The following meeting minutes were approved as written: October 12, 2016;
December 15, 2016; December 16, 2016; January 12, 2017; January 23, 2017;
January 31, 2017; and an amendment to the September 14, 2016 minutes that
was previously requested by Lucy Burghdorf to state that she recused herself
and left the room during the Committee for Yes on Measure B discussion. Steve
Tarn made a motion to approve, second by Tom Whelan. Susie Avetisyan led a
formal approval by roll call All voting Board Members that were present
approved the motion.

F. Treasurer's Report ACTION ITEM

Michael Swaney presented the Treasurer's Report for October 13, 2016 through
February 9, 2017. To date, the balance sheet represented assets equaling
$1,123.276. Mr. Tam made a motion to approve, second by Ms. Burghdorf. Ms.
Avetisyan led a formal approval by roll call. All voting Board Members that were
present approved the motion.

. Staffing Services Presentation and Request For Proposal (RFP) For Staff

Support Services ACTI T

Simone McFarland began the staffing services presentation explaining that not
all board members may be as familiar with every aspect of stafi services
provided by the City of Burbank and the time commitments.

Ms. Avetisyan detailed all the administrative services currently provided to the
BHA which include:

Monthly agenda preparation;

Accounting;

Legalf review of contracts;

Insurance renewals/ tax preparation:

Assessment collection:

Annual report preparation; and

District renewal.
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The marketing and advocacy services currently provided include:
Implementation of the Management District Plan;

Project and consultant management;

Destination development;

Marketing, advertising, and brand development; and
Research trends and analytical data.

& B 8 & W

The annual cost to the BHA for these staff services approved in the Management
District Plan is $134,130, or approximately 17% of the operating budget.



The presentation also proposed a reduction in those services if City staff were no
longer responsible for the administrative duties of the organization. These
changes were in response to the recommendations from City Council from the
December 20, 2016 council meeting. City staff would no longer be responsible
for the following:

= Monthly agenda preparation:

« Accounting:

» Legal/ review of contracts; and

* Insurance renewals/ tax preparation.

The BHA Board agreed that it would be necessary to direct staff to prepare an
RFP for the administrative services mentioned above. In addition to this RFP, the
BHA asked for the creation of two other RFP's. The second will be for marketing
and advocacy services currently provided by City staff, and the third will be an
all-encompassing RFP for administrative and ma rketing/advocacy services. Staff
would draft the three RFP's to be reviewed at the next board meeting. Tom
Flavin announced that the Burbank Chamber of Commerce may be submitting an
RFP for the administrative services functions, and therefore, he will be recusing
himself from this topic. Mr. Tarn made a motion to direct staff to create three
separate RFP's, second by Mr. Whelan. Ms. Avetisyan led a formal approval by
roll call. All voting Board Members that were present approved the motion, with
one recusal from Mr. Flavin,

i hment Of Ad Hoc Adviso mmittee ACTION ITEM

Ms. Avetisyan presented Resolution 2017-001 as created by the BHA's legal
counsel. This Resolution will establish an ad hoc advisory committee charged
with overseeing the work of general counsel and developing recommendations
for the Board in response to recent actions of the Burbank City Council taken in
light of the December 20, 2016 staff report from the City Attorney. Mr. Tarn made
a motion to approve, second by Mr. Whelan, Ms. Avetisyan led a formal approval
by roll call. All voting Board Members that were present approved the motion.

Ongoi rational | ACTION ITEM
Ms. Avetisyan requested $150,000 to be transferred from the BHA Treasurers

Account to the BHA checking account to pay upcoming consulting expenses in
the amount of $12,000, legal fees in the amount of $5,000, and advertising
expenses in the amount of $89,700, which includes an $86 700 invoice for an
approved editorial spread in Southwest Airines Magazine. The remaining funds
will maintain the checking account with a balance of no less than $50,000. Mr.
Whelan made a motion for approval, second by Jim Fitzpatrick. Ms. Avetisyan
led a formal approval by roll call. All voting Board Members that were present
approved the motion.

. Future Agenda Items

Ms. Avetisyan reminded the BHA that they will receive Brown Act Training by
their legal Counsel during the March 9% meeting. In addition to the training, staff
will present the draft RFP's for the Board's consideration and three local



organizations will present event sponsorship opportunities. Ms. Awefisyan
suggested if the Board would like to discuss all items during one meeting, or hold
a special meeting for the Brown Act Training. The Board reached a consensus to
haold one loenger beard meeting. Mr. Tam veolunteered to hold the meeting at the
Hilton Garden Inn on March 9" at 12:00pm to allow time for all agenda items.

The T-BID will reconvene with the next regularly scheduled Board Meeting on
March 9, 2017, at the Hilton Garden Inn located at 401 S. San Femnando Bivd.
The meeting adjourned at 4:30 p.m.



9:38 AM Burbank Hospitality Association

032917 Profit & Loss
Accrual Basis February 10 through March 9, 2017

Drdinary IncomExponss
Income
001 - Assessmonts-City Treasurer
45400 - Other Types of ncomas
45410 - Checking Accownt Interest

Total 468400 - Other Types of Incomeo
Tobal ncoms
Gross Profit

Expenss

B2100 « Contract Services
£2110 - Accounting Fees
62140 - Legal Fees

Total 63100 - Contract Servicos
G2500 - Consultants
m'ﬂlrh.llhg
B4020 - Adwertising
E4080 - Gitt Card Promatisn
£4000 - Marketing - Other
Tatal 64000 - Marketing
E5000 - Operations
65040 - Supplins
G507 - Wabsite Maintalnanes
Total B5000 - Cperations
GO0 - Salary Expenses
E5100 « Othor Types of Expentes
85160 - Other Costs
Tﬂﬂiﬁ!ﬁ!-ﬂmﬂﬁiﬁnﬂmﬂ

B8300 - Travel and Meetings
68330 - Redmbusrsement

Total 68300 - Travel and Meatings
Total Expensa
Net Orebinary Income
Het Incame

b K

48,378 65

4.71

4,71
38338

20.383.35

140,00
801588

515588
24 2T 54
44,316 48

219,80
130.000000

174,536 28

Page 1



43 AM Burbank Hospitality Association

032W1T Balance Sheet
Accrual Basls As of March 8, 2017
_ Marg, 17
ASSETS
Current Assots
Checking/Savings
Checking TRa21.8
City Treasawer 523,804 45
Savings 500
Total Checking/Savings 597.731.30
Oiher Currend Asssts
005 - Market Value Adjustments -1.510.03
33000 - City Treasurer's Investmanis 3,001.06
Total Gifier Current Asseis e o3
Total Current Assets mm?a}
TOTAL ASSETS 989.512.33
LIABILITIES & ECRUITY
Equity
Jma-thmmmuﬂﬁm 1.1.3% 908.27
et incoma ~126,355. 54
Total Equity #9.512.33
TOTAL LIABILITIES & EQUITY 889,512.33

Page 1
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Summary & Statistics
0f 2016

Burbank Comedy
Festival

2016 Festival in Review

2015 | 2016 Growth

ATTENDEES: 2550 2700 25%
COMEDIANS: 262 287 8%

INDUSTRY 120 150 20%
STUDENTS 203 220 7%

BUSINESS SPONSORS 10 16 25%
WEB TRAFFIC 4 mtion y 33%
HOTEL Nights BOOKED 40 57 30%

Hotel Widget: 19 room nights, 897 searches
-Facebook Engagements were up 82.3% Total Impressions increased by 69%
-2 Million Impressions on our Facebook page up from 1 million in July
-YouTube - Viewership Up 2000 % Because we posted hundreds of

Videos.

-Facebook Videos garnered 110K total views up from 1000 total views

the month before



Your Sponsorship Helped us Reach Over 7 Million
Impressions

¥ We advertised with:

¢ Geo-targeted Digieal Media
¥ Celelyity Podendt | ower 17000 dowelaad
Facebed imatagrae wieod - 1355 novrie n eagagemen
Fecebook | Bocwiesd Pests - HEP 000 eedch | 97,007 engagemens
Fandions | bargebed okt s = ovint 5000 choky | 124,611 unigie veiinod

Ly

*  Regional Media
¢ Fandord | npeted onfisg ads — over 5,000 ek | 124,618 erigus vaingnl
¢ ELDE | radic b, e dreewary blbaard b, oo mediadonbes st | 14,45 sl imerenas
* Lin'eehly | pring, srval blasi, B peelsl sedis

¥ Codatersl Promotion
¥ Foifer o8 Dgswiddet Busirer & Sagnoia Park
* MagroRg Bhd Baner o Hotyweoos] W [Pl B Parln )
*  Ti5harm
< Program
¥ We penerated substantial press theesgh:
LA Timer | Burbanh Leader | Oipadaly Pgen Frep

¥ LAkl
¥ W Lo L

¥ e

¥ Loa Angabel Dadly Mewn

G T

¥ Uk b s G & Angy el Ginag itk Meraing | The Sound

¥ Hvend Rbpidtid < L My esmang [ntitviee et Dl Michel, Cheisinpier Teas, and iets flasnsny
& Tk Out

¢ Faporbock B Testher

Celebrity Podcasts

Out of all of our advertising channels, the celebrity comedian podcasts proved to be
2016s stand-out innovation.

RESLILTS:
Ticket sales | approx. 15% of total attendance, including out-of-state guests
Ower 700,000 total downloads
Built foundation of monthly pedcast shows at Flappers
Led to “Smile Train" which brought Sarah Silverman, An dy Richter, & big name headliners
to Burbank
Jimmy Dore & Jimmy Pardo will be back in 20171




2016 Industry Attendees

d &

Tom Segura Kel Mitchell Tom Green Kate Flannery
(Your Mom's House)  (Good Burger) (Road Trip) {The Office)
Heling a live Liping Hosting the festhal Headlining Mandiry, sug 17 Headbnsng Sangs in The Eay OF Funewy
af his Podcasy kick-off shom

Netwnrk/Agency Commitments

Gersh

FESTIVAL HEADLINERS

JEFF GARLIN CHRISTOPHER TITUS




Survey Says...
:mwummimamrﬂflmnmm festival ard they said this:
66% of all comedians visited Burbank shops and restaurants,

20% of audience had never been to Burbank before.

4 out of 5 Comedians are likely to attend again next year and recommend to other

comedians
While at the Festival, While at the Festival,
Comedians, Industry, and Comedians, Industry, and
Students stayed at: Students frequented:

[ e H
7a =
fi -
Holidag Inn Yanct " 2 BAUCHO GRILL

RA I",I..\]')_.'Il' safari inn %’ ITANA

AS well as
Noah's Bagels | Starbuchs | Coffes Boan | Barbiecue Barn | Steak M Shake | Panera Braad
| Pizza Rev | BBCY Barn | Coval Café | Markes City Caffe | Chipotle | Kabuki
Burbank Town Center | Tony's Darts Away | Gardon Blersh | Don Cucas | Granville | Gag
| Urban Outfitters | Michael's | 7-11 | Oid Navy | Game Dude

WHAT THE GLIESTS SAID...

Your stafi; monagers, hosts, servers, bartenders, bookers, Hofsans, door peaple, cooks, dishwashers, cleanup crew,
VOLUNTEERS were pleasant, thovough, kind, HELPEUL, courteaus to performers and guests aliks, polite, ond far me
the biggest thing, CONSISTENT in ail of the previously mentioned adjectives. THAT'S HUGE, = Lou Santind

The Burbonk Cormedy Festival 2015 wos the first time | had been to Flappers, I hod anly been to Burbank te go to
Uintversal Studios and once to the Jay Leno show... { wil brace the 110 and the 5 again in the future to see tome
shows os | enjoyed myself so much. Do youw hove dates for mest year’s festivel?

--lanice Bock, VIP guest.

Really Gregl Festivall | sow some preat comedions with such bright futures, not just i steng-up but in film &
tefevision as wetll Already loaking forward to next yeor’s picks |
—Mlichael Curran, Warner Bras, Tebevision Casting

You guys did a fantastic job and | definitely got & chance to see tatent that | hodn’t seen before, | fook forward to mext
WemrY.
= Tiffary Hubbert (Manager of Casting GSN)

Loved "The Ladies of Laughter” show during the Flapper’s Festivol = an evening of realy dutstanding new faces argl
estoblizhed comedians)
— Claudia Cagan,Talent Producer [REMEMBERING ROBIN WILLIAMS/PES)

The Burbank Comedy Festival was first closs. Incredibly orgonized, great tolent ond such fun... ot to mention
awesome food. And so wonderful as industry to be welcamed so warmiy and to be so opprecioted for our
artendonce and porticipation. Barbara ond Dave, and ALL the Flapper’s staff did an amaging job!
=Barb North, Brook Forest Entertainment
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restaurants, hotels, shops, outdoor
e
spaces, and more! :

15,000 attendees including comedy
stans, talent, and industry fsgm around
5. the world.

_‘-"ﬁi._.--,..
2017 Goals

This year, we expect to surpass all goals with the
{|:||||:|w||'|5 inikiat ives:

% Book big name, nationally recognized Headliners
every night of the festival
Double sponsorship & participation with becal
Busingdsas
Sell Ticket/Hotel Packages
Double podeast spending
Promote Festival To Guests Farlier (June-july
2017)

e

oo G



Burbank Hotel Packages

2016 2017

Burbank Comedy Festival offered
hotel/VIP packages on aRes, in
partnership with Visit Burbank.

By expanding our podcast advertising
reach, automatically sending ticket
buyers the ARES link, and marketing
to the general public earlier, we
anticipate increasing the number of
room nights booked,

RESULTS: 57 room nights were
booked, 19 through aRes.

BURBANK

pURBNY

Partnership Opportunities

This Year, we are asking for $20,000
To grow the Festival in the following ways

(Craig Shoemaker, Hal Sparks, limmy Dore, limmy Pardo already booked)

Increase advertising reach via podcasts and geo-targeted digital media that
specifically targets comedy fans in drive time and direct flight markets.

Take the festival to the next level

As the Presenting Sponsor, we offer all the visibility that we can give you on all
digital and social media, podcasts and mare.

This contribution will enable us to:
Expand further into multiple venues
Bring an even greater percentage of audience into Burbank
Help frame Burbank as a major national Live Comedy destination

BURBAN

it
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SEPTEMBER 2017

September 6th - 10th

www.BurbankFilmFest.org | info @BurbankFilmFest.org

An International Festival in the heart of

Burbank

Celebrating our 9! year!

SEPTEMBER 2017

September 6th - 10th
www.BurbankFilmFest.org | info@BurbankFilmFest.org

i 1 W B, R T = ¥ BTaTalatalals
.-':"-Ir I I' II."I."-\.'.:!-:':- |.!'.|| Il S o R el L |

Thanks in large part to VISIT BURBANK's 2016 support,

we were able to grow the Festival in significant ways.




SEPTEMBER 201 7
September 6th - 10th

www.BurbankFilmFest.org | info@BurbankFilmFest.org

Festival moved to AMC1
Addition of new (DCP) State-of-1h
Added additional theaters - Increased Screening Capacity
o growth in Film Submissions (700 to 750)
se In Films Screened (100 to 140)

! — b
‘ll_ LN "'\--_- "'I. r'.;..ﬁ,.l-l
e T L

. T“‘L_:! -..i_ “l

T il

SLP”‘ !'tﬁ- R 2017

HL['IILT]]']{_[(}TH 10th
www.BurbankFilmFestorg | info@ BurbankFilmFest.org

Unhine Marketin ] and PR
ease in PR Generated Website Visits (16,724 to 22,759)

e g

IO AO0ve |!-_|| O Fermorm ince

th In Facebook Followers (5,765 to 10,306)

ple (Impressions)
Generated 13. 1 !
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iged Web Traffic ‘{-f ,“
credse In page views over 2D15
'owlh in pages per session

ease In bounce rate

SEPTEMBER 2017

September 6th - 10th

www.BurbankFilmFest.org | info@BurbankFilmFest.org

2014: Approximately 3,500 Festivalgoers
2015: Approximately 4,200 Festivalgoers

2016: Approximately 4




2016 Film Festival Highlights:

- Rep Carpet Gala — Hosted by Fritz Coleman
- Presentation of Inaugural “Garry Marshall Spirit Award"

- Closing Night Gala & Awards Show 9/11

AT
AL BURBANK

: INTERMAT IOMAL
3\\.‘___ FILM FEE.r!'jr_mL

=0)]

Marketing strategy + budget to drive increased attendance

- Continuing to develop international film festival collaborations
|'_.. :-_I..I.:._. _--._I': 1= by =T sl P

Establishing studio and new media partners




Sponsorship Request $20,000 -&k SF £Pu§t

Maintain 2016 sponsor ship & promotior

Devoted to increasing overnight stays by geo-targeted
digital media such as Facebook, Google, Social Media and
others focused on drive time markets, direct flight markets

and filmmakers.

hank you!

VISIT BURBANK'S support is integral to our Festival's success.

The Burbank International Film Festival is a 501 (C)(3) non-profit
organization, and 80% of our funding goes back into Burbank
and local businesses.

We look forward to growing our partnership and the festival further in2017!

A bigger festival means more avernight visitors in Burbank Hotels
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BURBANK

Request for Proposals:

Administrative Services

ABOUT:

The Burbank Hospitality Association, operating as Visit Burbank, is a not-
for-profit 501 (C) 6 corporation formed in 2011 with a mission to boost
hotel occupancy by positioning Burbank as a domestic, national, and
international tourist destination. Funded by a 1% assessment on overnight
stays in Burbank hotels with more than 25 rooms, Visit Burbank was
successfully renewed in 2016 for a ten-year term. The Association includes
18 hotels, 2,568 rooms, and an annual budget of approximate ly $789,000.

Visit Burbank is an Equal Opportunity Employer committed to hiring,
developing and maintaining a diverse workforce.

CONTRACT DESCRIPTION: Administration Services

Reports To: Board of Directors

Classification: Consultant and/or Consultant Firm

Supervisory responsibility: None

Compensation: The total budget for this contract shall not
exceed 530,000.

Scope of Services:

Support the Visit Burbank Board of Directors with accounting, report
preparation, agendas and minutes, and general administrative functions.
Duties include:

* Maintaining financial records, depositing funds, paying vendors,
printing checks, obtaining signatures, balancing bank accounts, and
bookkeeping utilizing QuickBooks;

* Preparing reports related to budget, auditing, and taxes on a



monthly/quarterly basis:

¢ Handling annual insurance contracts:

Coordinating and attending monthly board meetings, taking notes of
proceedings, and preparing minutes for Board review; drafting
agendas, obtaining legal and City staff approval, and ensuring they
are posted in a timely manner:

* Drafting business correspondence; providing administrative support;
coordinating travel logistics; overseeing filing system:; and other
office support functions:

* Assisting with administrative functions as related to special events:

* Assisting City of Burbank staff, as needed:

* Working with legal consultant, as needed:

* Other day to day administrative functions as required.

Essential Qualifications:

¢ Three-plus years of experience with bookkeeping, budgeting, and
administrative services, alo ng with strong technical skills.

* Proficiency in QuickBooks and a variety of Microsoft Office products,
including Word, Excel, Outlook, and PowerPoint.

* Strong writing and inte rpersonal skills and the ability to multitask and

handle a fast-paced organization.

Ability to solve problems with a minimum of supervision or seek
guidance proactively when necessa ry.

Background in the tourism or related industry a plus.

Valid California Driver's License,

Background check may be required.

Reimbursable expenses include:

Mileage

Copies

Postage

Travel/Training
Checks/envelopes/letterhead

Excludes:

Office location
Phone



* Computer equipment
* Office Supplies

PROPOSAL Submission:

Questions:

Questions shall be submitted via email attention to City Liaison Susie
Avetisyan at Savetisyan@burbankca.gov or electronically via PlanetBids, no
later than Wednesday, March 22, 2017 by 5:00 PM. Questions and Answers
will be posted online via PlanetBids by Wednesday, March 29, 2017

Proposal Submittal Requirements:
Consultant shall provide three (3) original proposals, one (1) unbound
master copy, and one (1) electronic copy to:

Susie Avetisyan

City of Burbank

150 North Third Street
Burbank, CA 91501
818-238-5180
savetisyan@burbankeca.gov

Labeling and Sending of Proposals:

Proposals should be clearly marked “Visit Burba nk — Administrative
Services RFP.” Three (3) original proposals, including one (1) unbound COpY,
and one (1) electronic copy must be received by no later than
Wednesday, April 5, 2017 at 5:00 pm. Proposals received after the deadline
may not be considered. Pastmarks will not be accepted as proof of receipt.
Proposals are not limited in length, however conciseness is encouraged.
Proposals and additional materials shall be clearly labeled with the title of
the RFP — “Visit Burbank — Administrative Services RFP."

Budget:
RFP Scope of Services shall not exceed $30,000 per year

Format:
To facilitate review, please submit information in accordance with the
following format, identifying each item by the appropriate number or



letter.

1. Cover Letter/Statement of Qualifications

2. Resumes for consultant and sub-contractors (if any)

3. Relevant project experience for at least three (3) related projects
4. Contact information for at least three (3) client references

3. Any additional materials Applicant wishes to include

Selection Process:
Proposals will be evaluated primarily on the following items, which are

listed in no particular order:
® Qualifications and experience
* References from past projects
* Responsiveness to the required components of the submittal
* Price

A selection committee comprised of Visit Burbank Board Members will rank
the proposals, and if necessary, arra nge for qualifying applicants to present
their proposals in person. The committee reserves the right to reject any
proposal, or to require additional submittals from any applicant to clarify
information in the proposal.

Schedule of Performance:
The schedule for this RFP process is as follows:

Action Date

RFP Issued March 15, 2017
Questions regarding RFP Due to City Liaison March 22, 2017
Responses to questions made March 29, 2017
Proposals Due to Visit Burbank Staff April 5, 2017
Interview Finalists April 12, 2017

Award of Contract April 19, 2017



