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Residential and Commercial Rebate Program Administration 
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Proposal Submission Deadline: 
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Karen Brunelle, Stetson Engineers Inc. 

861 S. Village Oaks Drive, Suite 100, Covina, CA 91724  
Telephone: 626-967-6202  

E-mail: karenb@stetsonengineers.com 
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I. Introduction 
The Indian Wells Valley Groundwater Authority (IWVGA) is requesting proposals from qualified firms for 
the development and implementation of a residential and commercial rebate program. The IWVGA 
intends to issue a contract for these services that would end by December 2020. The rebate program 
will benefit the Severely Disadvantaged Communities (SDACs) in the Indian Wells Valley groundwater 
basin and would include the Searles Valley (unincorporated community of Trona) which is dependent on 
the Indian Wells Valley groundwater basin as a source of supply.  The rebate program is being funded by 
a Proposition 1 Groundwater Sustainability Planning Grant from the Department of Water Resources.  
This document outlines the requirements and minimum qualifications, selection process, and 
documentation necessary to submit a Proposal. 

A. Background 

The Indian Wells Valley groundwater basin is located east of the southern Sierra Nevada Range in 
southern California with an area of approximately 382,000 acres underlying portions of Inyo, Kern, and 
San Bernardino Counties. The Indian Wells Valley groundwater basin is identified by the Department of 
Water Resources (DWR) as Basin 6-54 in Bulletin No. 118. In July 2016, the IWVGA was formed through a 
Joint Exercise of Powers Agreement for the purpose of forming a Groundwater Sustainability Agency 
(GSA) to manage the Indian Wells Valley groundwater basin and to implement Sustainable Groundwater 
Management Act (SGMA) requirements, including the development of the Groundwater Sustainability 
Plan (GSP).  The IWVGA consists of the following voting member agencies: 

1. City of Ridgecrest (a public agency) 

2. Indian Wells Valley Water District (a California Special District) 

3. County of Kern (a public agency) 

4. County of Inyo (a public agency) 

5. County of San Bernardino (a public agency) 

The United States Department of the Interior Bureau of Land Management and the United States Navy, 
Naval Air Weapons Station China Lake serve as non-voting associate members.   

B. Purpose of the Request 
The IWVGA is looking for a firm, hereafter known as the Program Administrator (PA), to provide all 
services needed to develop and implement an IWVGA-branded, user-friendly online marketplace for 
residential and commercial customers to find products that qualify for IWVGA’s rebates and access the 
rebate application. The PA will identify the SDAC areas to be the focus of the program, propose and 
provide all outreach needed, manage rebate submission, verification, processing, payment, and 
reporting of information back to IWVGA.  The PA shall coordinate and setup a direct-install program 
with a Contractor.  The rebate offerings shall include washing machines, dishwashers, evaporative 
coolers, high-efficiency toilets, and waterless urinals.  IWVGA expects to receive 300-500 applications in 
the first year of operation. 
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II. Scope of Services 
Attachment A is the Scope of Services listing major work tasks that may be requested. 

III. Proposal Format 

A. RFP Manager 

All questions and correspondence regarding the proposal documents and proposal should be directed in 
writing referencing “IWVGA Residential and Commercial Rebates Program” to: 

Stetson Engineers Inc. 
861 S. Village Oaks Drive, Suite 100 
Covina, CA 91724 
Attention:  Karen Brunelle 
Phone: 626-967-6202 
E-Mail: karenb@stetsonengineers.com  

Pre-proposal questions will be accepted via email no later than 3:00 p.m. on Thursday, May 2, 2019.  All 
questions received will be answered electronically via email to all participating Proposers.  All Proposers 
interested in submitting a proposal must email their intention by Thursday, April 25, 2019, to guarantee 
receipt of IWVGA’s answers to all pre-proposal questions.  Proposers must also acknowledge receipt of 
pre-proposal clarifications in their proposal. 

B. Timetable 

Responses to this Request for Proposal (RFP) with sealed proposals are due and must be received in 
Stetson Engineers’ Office, 861 S. Village Oaks Drive, Suite 100, Covina, CA 91724, no later than 3:00 p.m., 
Pacific Time, on Thursday, May 16, 2019.  No proposals shall be accepted after that time.  IWVGA 
assumes no responsibility for delays caused by delivery service. Postmarking by the due date will not 
substitute for actual receipt. Hand delivery before the deadline is recommended.  Proposals received 
after the time and date listed above shall be returned to the proposer unopened. 

The following schedule has been established for this RFP: 

RFP Release Date Thursday, April 18, 2019 
Proposers Submittal of Interest Thursday, April 25, 2019 
Pre-Proposal Questions Due Thursday, May 2, 2019 
Proposals Due  Thursday, May 16, 2019 
Interviews Scheduled  June 2019 
Consultant Selected  June 2019 
Final Contract Negotiations  July 2019 
IWVGA Board Approval of Contract  July 2019 
Projected Contract Start Date  July 2019 
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C. Proposal Submission Instructions 

All proposals must meet the content requirements and format guidelines listed below in the “Proposal 
Content Guidelines” section. The complete proposal shall be submitted by the due date in a sealed 
envelope marked “PROPOSAL FOR IWVGA Residential and Commercial Rebates Program". A total of two 
(2) complete double-sided copies on paper containing a minimum of 20% post-consumer recycled 
content and one (1) electronic copy of the proposal must be submitted. Proposals must be submitted in 
a sealed envelope, which details the business name, business address and contact person of the 
respondent. Responses must be addressed to the attention of Karen Brunelle, Stetson Engineers Inc. 

D. Proposal Content Guidelines 

Proposals must be submitted with all documents required by this Request for Proposal.  Proposals not 
submitted with all the required information may be considered incomplete and rejected by IWVGA. 
Proposals may be rejected if they show any alterations of form, additions not called for, conditional or 
alternative proposals, incomplete proposals, erasures, or irregularities of any kind. Any statement or 
qualification in proposal form, or attached to, or included therewith, serving to qualify proposal, or 
containing conflicting statements, or otherwise rendering proposal ambiguous or uncertain, will 
disqualify the proposal.  IWVGA reserves the rights to reject any or all proposals. 

Proposals should include the following: 

1. Introduction 
a) A letter of introduction briefly describing an understanding of the requested scope of work 

and qualifications to undertake this work such as experience in providing like services, 
background of the firm(s), and resumes of the principals involved. 

b) Additional material such as brochures and photos, promotional material, references, and 
supplemental graphics, applicable to the content of the proposal. 

c) Signature by an individual authorized by the firm or partnership to bind the firm or 
partnership to the proposal. 
 

2. Project Team 
a) Prime team members: Name of entity submitting the proposal, its mailing address, 

telephone number, facsimile number, email address, the name of contact individual as well 
as the signature of principal/owner/officer in case of joint venture or other. Describe 
business and background, including the size, location, capacity, type of firm, and year 
established. 

b) If applicable, subcontractors: List subcontractors with individual addresses, telephone 
numbers, facsimile numbers, email addresses, and areas of expertise. 

c) Briefly describe the project responsibility of each team member. 
 

3. Project Personnel 
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Description of organization, management, and team members.  Provide a description of the PA’s 
organization and a work plan that identifies the personnel to be assigned to each task. The organization 
description should clearly identify the project manager and the day-to-day contact person for the 
project. Contract terms will not permit substitution of lead personnel without prior approval by IWVGA. 
Description of qualifications of the professional personnel to be employed with a summary of similar 
works performed and a resume for each professional. 

4. References, Related Experience and Examples of Work 

Provide at least three client references (contact name, title, company name, address, phone number, 
and e-mail address) for relevant work. Specify the client, location, type of work, implementation results 
or status, examples of work, and other relevant information as needed. 

Provide a minimum of two examples of similar solutions the PA has deployed for other utilities (web 
address). When components of the tool are inaccessible due to the need for a login, account number, or 
address, provide screen shots of the customer interface screens. 

5. Additional Documents Required 

In addition to the information required in the previous sections, the response must include the 
following: 

a) A statement that the firm is financially sound and has financial resources sufficient to 
successfully execute the contract. 
 

6. Fee Schedule 

Provide fee structure and schedule for the included services. Include year one and subsequent years, if 
there is an initial service setup fee. Provide an itemized fee list in the proposal.  If needed, assume 400 
rebates processed per year.  Fee schedule shall include a breakdown of installation cost for each product 
type. 

 

IV. Selection Process 

A. Qualifications 

All proposals received by the due date will be evaluated by IWVGA. Only information which is received 
in response to the RFP and input from references will be evaluated. IWVGA will judge responses of each 
proposing firm in several critical areas. 

The selection process shall proceed as follows: 

1. Based upon the submitted written responses to this RFP, the IWVGA selection panel shall select 
up to three Program Administrators to interview. 
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2. At the interview, the selection panel will expect the PA to give a presentation of the proposed 

solution with a software demonstration, if applicable. The project manager/main contact for this 
program must be present for the interview/presentation. The presentation will be followed by a 
question and answer period by the selection team. IWVGA will conduct interviews by 
conference call and screen sharing, and/or in face-to-face meetings based on the availability of 
the Proposer selected for interviews. IWVGA will not discriminate against any interested firm or 
individual on the grounds of race, creed, color, sex, age, disability, or national origin in the 
contract award.  IWVGA reserves the right to reject any and all proposals at its discretion, thus 
not awarding the contract to any firm.  IWVGA reserves the right to modify this RFP or the 
criteria for selection in any manner, to cancel this RFP, or to reject any one or more or all 
submittals. 

IWVGA retains sole discretion to evaluate proposals and make an award to the Proposer that IWVGA 
deems to have the most responsive proposal.  IWVGA reserves the right to invite the top candidate(s) 
for an oral interview, or to request additional clarifying information. The firm with the highest rating 
may be invited to negotiate a final agreement. If an agreement is not reached, negotiations may be 
terminated and commenced with the next most qualified firm. The recommendation of IWVGA shall be 
submitted to the IWVGA Board for award of contract. 

Upon the approval of the IWVGA Board, IWVGA will issue the Notice of Award and deliver the signed 
contract to the awarded Proposer. 

B. Selection Criteria 

IWVGA will select the most qualified proposal based on the following factors. 

1. Relevant qualifications and experience for comparable implementation and operation of energy 
efficiency rebate programs. 

• Strength and stability of the firm and any subcontractors 
• Provide data on the level of experience in specific contracts of this type including 

performance and abilities (minimum of 3 examples) in addition to listing a minimum of 
three references 

• Qualifications, education, technical competence, licensing, and experience of the firm’s 
staff and subcontractors assigned to the project 

• Key personnel’s level of involvement in performing related work and or close oversight 
• Adequacy of labor commitment  
• Demonstrated knowledge of the scope of work required, capability of performing 

specific tasks outlined in the RFP based on similar work experience 
• Provided samples of craftsmanship and quality of work for other similar projects 
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2. Conceptual and proposed solutions and past performance on comparable engagements, 
including ease-of-use for residential and commercial customers for other utilities and website 
appearance. 

• Proposal must be logical and laid out in a clear and thoughtful manner 
• Proposal includes a complete plan to accomplish the requirements, including 

subcontracting 
• Plan demonstrates that appropriate personnel and equipment will be positioned 

efficiently to carry out the requirements 
• Innovative approaches and ideas, specific methods and techniques to be employed by 

the contractor 
• Considerate of time constraints within the job 
• Meets all applicable guidelines as set forth in the RFP. 

 
3. Ability to provide services outlined in the Request for Proposal and demonstration of an 

understanding of IWVGA’s needs. 
 

4. Total Program Cost, while not determinative, may be considered in the selection process. The 
selected firm will be expected to maintain the proposed billing rates throughout the term of the 
contract. 

• Value provided 
• Reasonableness of the hourly rates, labor hours, and fees required to perform the work 

in relation to the scope of work and other proposals received, as well as reasonableness 
based on project costs for recently completed projects of similar scope and size. 
Consider travel time, if applicable, when evaluating reasonableness of rates 

• Responsiveness to RFP and exceptions to or deviations from the RFP requirements 
• The total fee for non-optional and optional tasks will be judged for value and used as 

the basis of comparison between the proposals submitted 
• Quality of materials used 

 
5. Willingness to Comply with the Proposed Agreement Terms. 

V. Conditions of Request 

A. General Conditions 

IWVGA reserves the right to cancel or reject all or a portion or portions of the request for proposals 
without notice. Further, IWVGA makes no representations that any agreement will be awarded to any 
organization submitting a proposal.  IWVGA reserves the right to reject any and all proposals submitted 
in response to this request or any addenda thereto.  Any changes to the proposal requirements will be 
made by written addendum. 
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B. Limitations 

All reports and pertinent data or materials shall be the sole property of the IWVGA, and may not be 
used or reproduced in any form without the explicit written permission of IWVGA.  IWVGA reserves the 
right to extend the time allotted for the proposal, to verbally examine the Proposer in person, request 
copies of previous work prepared by the consultant, and to request a best and final offer, should IWVGA 
deem that it is in its best interests to do so. 

This RFP does not commit IWVGA to award a contract, or to pay any costs incurred in the preparation of 
the proposal. IWVGA reserves the right to accept or reject any or all proposals received as a result of this 
request, to negotiate with any qualified consultant, or to cancel this request in part or in its entirety. 
IWVGA may require the selected consultant to participate in negotiations and to submit such technical, 
price, or other revisions of their proposals as may result from negotiations. IWVGA reserves the right to 
negotiate all final terms and conditions of any contract entered into. 

C. Liability of Costs and Responsibility 

IWVGA shall not be liable for any costs incurred in response to this request for proposals. All costs shall 
be borne by the person or organization responding to the request. Proposers are liable for all errors and 
omissions contained in their proposals. The person or organization responding to the request shall hold 
IWVGA harmless from any and all liability, claim or expense whatsoever incurred by or on behalf of that 
person or organization. All submitted material becomes the property of IWVGA. 

The selected PA will be required to assume responsibility for all services offered in the proposal whether 
or not they possess them within their organization. The selected PA will be the sole point of contact with 
regard to contractual matters, including payment of any and all charges resulting from the contract. 

D. Validity 

The proposer agrees to be bound by its proposal for a period of ninety (90) days commencing Thursday, 
May 16, 2019, during which time IWVGA may request clarification or correction of the proposal for the 
purpose of evaluation. Amendments or clarifications shall not affect the remainder of the proposal, but 
only that portion so amended or clarified. 

E. Permits and Licenses 

Proposer, and all of proposer's subcontractors, at its and/or their sole expense, shall obtain and 
maintain during the term of any agreement, all appropriate permits, certificates and licenses including, 
but not limited to, a City Business License which will be required in connection with the performance of 
services hereunder. 

F. Oral and Written Explanations 

IWVGA shall not be bound by oral explanations or instructions given at any time during the process or 
after the award. Oral explanations given during the review process and after award become binding 
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when confirmed in writing by an authorized IWVGA official. Written responses to question(s) asked by 
one proposer will be provided to all proposers who received Requests for Proposals. 

G. Proposer's Representative 

The person signing the proposal must be a legal representative of the firm authorized to bind the firm to 
an agreement in the event of the award. 

H. Deliverables 

Deliverables depend upon the task assigned. In general, 2 copies of administrative draft reports are 
required upon completion of each task. Following approval by the staff, 3 copies of each final report are 
required.  One unbound copy of each final document and an electronic file containing all final 
documents and all information are to be provided. The consultant will develop a system to assemble, 
organize, store and utilize data in an electronic format. At the outset of the agreement, the consultant 
will submit a description of the software to be used in preparation of the reports and graphics. 

I. Insurance 

General Liability, Automobile, Professional Liability, and Worker's compensation insurance are required 
in the amount set forth in the contractor agreement. 



 
 

ATTACHMENT A 

SCOPE OF SERVICES 
FOR 

RESIDENTIAL AND COMMERCIAL REBATE PROGRAM ADMINISTRATION 

 
The anticipated Scope of Work includes but is not limited to the following: 

1. Identify Severely Disadvantaged Communities (SDACs) within the Indian Wells Valley 
Groundwater Basin (IWVGB): 
a. Review information available and identify SDACs within the IWVGB and identify potential 

water users that may be included as part of this rebate program.  Searles Valley 
(unincorprated community of Trona) shall also be included.  Even though Searles Valley is 
located outside of the IWVGB, they have depended on IWVGB groundwater supplies since 
1918.  A map of the SDACs within IWVGB is attached as reference. 
 

2. Develop a complete work plan for all tasks necessary for a successful rebate program.  Based on 
the work plan, estimate the number of rebates anticipated for distribution. 
 

3. Provide all outreach, communication, and coordination required for the rebate program.  Due to 
limited staffing, it should be assumed the IWVGA and the water purveyors will have a very 
limited role in the program. 
 

4. Provide full-scale rebate application processing services, including but not limited to the 
following: 
a. Review all rebate applications to ensure completeness and program eligibility. Track and 

enforce application due dates and milestones. IWVGA will provide eligibility criteria and 
rebate amounts per product. 

b. Perform all customer service-related functions by serving as the interface with utility 
customers to answer questions and assist with rebate application completion. Customers 
should be able to ask questions via email and telephone.  Online chat functionality is also 
appropriate, but not necessary. 

c. Provide a rebate application online or via email. Customers should be able to complete the 
application without having access to a printer. 

d. Provide a mailed hard copy application to those customers that request it via phone, web 
request, or email and provide the same level of service as an online customer. IWVGA will 
have applications available in its Service Center for customers that operate solely via in-
person interactions. 

e. Rebates are available only to IWVGA area. 
f. Provisions available for landlord/tenant situations so rebate itself may be sent to another 

location. 



 
 

g. Monitor and track utility program-specific funding to contain spending within utility-
specified amounts. 
 

5. Provide rebate approval notification services: 
a. Notify customers meeting the rebates requirements that their applications have been 

approved. 
b. Purchase and provide installation service for the water efficient products. 
c. Contact approved customers to set up installation time and date. 
d. Provide an IWVGA-branded (may be co-designed or designed by IWVGA) letter following 

completed installation to show appreciation for the customer’s participation and increase 
association of the rebate with their community-owned utility. 

e. Rebates payment will be made to the Program Administrator (PA) within specified 
timeframe following completion of product installation. 
 

6. Provide rebate services for the following water efficient products: 
a. Washing Machines 
b. Dishwashers 
c. Evaporative Coolers 
d. High-Efficiency Toilets 
e. Waterless Urinals 

 
7. Website functionality: 

a. Create a platform that will allow customers to search for water efficient products that 
qualify for IWVGA rebates. 

b. Provide filters to search by common product features and price. 
 

8. Provide monthly updates to IWVGA: 
a. Provide all program performance metrics including: program participant mailing and service 

addresses, IWVGA or Water Purveyor account number (if part of verification process), 
phone, email, products rebated, rebate amount provided. 

b. Provide electronic copies of all supporting documents for rebate applications including: 
rebate application, receipt/proof of purchase, and photos. 

c. Provide web analytics, including user time spent on website and number of web visits. 
d. Organize rebates processed by SDACs into Census Tract Identification Numbers. 

 
9. Additional features: 

a. Vendor should be able to limit rebates based on frequency (example – notify IWVGA if a 
customer requests a washing machine rebate within five years of their previous washing 
machine rebate). 

b. PA to train IWVGA staff how to use the online tool, particularly the Customer Service 
Representatives. 



 
 

c. PA’s service provides customers with an automatic status update during various stages of 
the rebate process, or allows customers to log in to check the status of their rebate. 

d. Provide installation and recycling services, or the ability to work with a recycler, for old 
washing machines, dishwashers, toilets and urinals. 

e. PA should be able to estimate the date of full implementation based on the start of the 
contract. 

f. PA to provide IWVGA with estimated annual water savings based on projected rebates 
processed. 

g. PA to provide information required for reporting progress and showing compliance with the 
grant requirements. 
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