
 
 

 

 

Downtown Pops! Program 
Request for Proposals 

 

Prospective Tenant Information 

 
RFP Issue Date:  

May 19, 2021 
 

RFP Proposal Application Due Date:  
June 1, 2021 4:00 PM 

 
Contact:  

Rebecca Unitt, Business Liaison 
runitt@cityofsantacruz.com 831-420-5157 

 
SECTION 1 – INTRODUCTION 

The City of Santa Cruz (“City”) is pleased to issue this Request for Proposals (“RFP”) for 
the Downtown Pops! Vacant Storefront Activation Program (Downtown Pops!). The City 
seeks Proposals from interested and qualified entities to lease a ground floor retail 
space on Pacific Avenue in Downtown Santa Cruz. 

Santa Cruz is a city of 65,000 residents and the historic heart of Santa Cruz County. 
Located just 25 miles from the heart of Silicon Valley, the City’s mild climate, artistic and 
innovative culture, and a unique beach side setting attract more than 4 million visitors per 
year. Santa Cruz boasts a dynamic concentration of successful local and national brand 
retailers, in addition to offices, housing, restaurants, and entertainment venues many 
of which are concentrated in the Downtown core. Santa Cruz is a vibrant regional 
destination and also supports a strong ‘shop local’ mentality among residents. 

For information and resources regarding establishing and growing a business in Santa 
Cruz please visit http://www.choosesantacruz.com/start/start.  

mailto:runitt@cityofsantacruz.com
http://www.choosesantacruz.com/start


SECTION 2 – RFP SCOPE 

Downtown Pops! Program: 
Economic impacts brought on by the Coronavirus (COVID-19) Pandemic have had 
a devastating impact on most Santa Cruz businesses. This is perhaps nowhere more 
evident than in Downtown where an increasing number of vacant storefronts is the 
most visible symptom of a growing vacancy crisis involving not just retail and 
restaurants, but office and other commercial property types. Pop-Up Santa Cruz 
would create a framework to help address the following needs: 
 

 Stabilize the Santa Cruz commercial real estate market by: 
o Providing guaranteed income to property owners + lowering operating 

costs  
o Creating a path to permanent tenancy by testing new business concepts 

 Maintain Downtown as regional commercial destination by: 
o Activating and filling vacant storefronts 
o Creating an exciting + dynamic post pandemic retail environment 

 Encourage local entrepreneurship + broaden business opportunities 
o Reduce barriers to entry for aspiring business owners through subsidized 

commercial rents 
o Creating “test pilot” opportunities for new and successful businesses to 

expand 

Through Downtown Pops!, the City of Santa Cruz enters into a master lease with a 
number of local commercial property owners providing a guaranteed minimum rent 
and then sub-leases these spaces to aspiring businesses or for the temporary 
expansion of existing successful businesses and other creative pop-ups gauged to 
activate and invite downtown engagement.  

Under the master lease concept, the City would provide owners with a guaranteed 
minimum rent, which would be then be supplemented by a percentage rent paid by 
the sub-tenant. Tenant businesses would also assume some proportion of the NNN 
costs of operating the property, based on space used or other arrangement. 

Tenancy would be targeted for a 6 month minimum with options dependent on 
funding and provisions for relocation in the event a space is leased permanently by 
the owner. 

The City welcomes all proposals for lease of a ground floor retail space, but envisions 
that an establishment selling retail merchandise and/or providing an experiential 
service not currently available in the Downtown would be most successful. Food 
service businesses may apply but are subject to approval from the County 
Environmental Health Department and availability of a suitable tenant space. The 
City encourages proposals that enhance the streetscape and social environment of 
the surrounding area. Respondents should propose concepts that appeal broadly to 
diverse customer bases, compliment rather than compete with nearby businesses, 
and provide a memorable experience to potential customers and window shoppers. 

 

 

 



SECTION 3 – LEASE TERMS 

1. Lease Agreement: City Staff will execute a master lease with the property owner and 
will prepare a lease/license agreement for the selected tenant.  

2. Tenant Space: In consultation with review panel, City Staff will determine the 
placement for selected tenants in available spaces.   

3. Lease/License Agreement Term: Leases will run for an initial term of six (6) 
months with monthly evaluation of sales by the City.  

 

 Basic Terms: 
o City executes lease with owner providing sub-let rights to City and 

indemnifying both parties. 
o Owner/Landlord reserves right to terminate lease with 90 day notice for 

any reason. 
o Owner/Landlord reserves right to terminate lease with 60 day notice 

subject to securing permanent tenant (Pop-up program will not impede 
filling vacancies on a more permanent basis). 

o City reserves right to select and relocate pop-up tenants, as needed. 
o City monitors tenant sales reports and confirms rents paid are 

appropriate. 
o City streamlining of permits for tenant businesses and minor TI’s, if 

needed, subject to owner approval. 

 Rent: 
o Tenant will pay security deposit equal to $2.00 per sq. ft. and the first 

month’s rent at $1.00 per sq. ft. 
o City guarantees $1.00 per sq. ft. minimum base rent, as may be offset by 

Tenant’s percentage payments below. 
o Tenant pays percentage of monthly sales to City as rent, targeted 

between 5%.  
o City pays Owner/Landlord total monthly rent, supplementing the 

percentage rent, if needed, capped at $2 sq. ft, but no less than the 
minimum base rent.  

o Any percentage rents collected above $2.00 sq. ft. would be held in a 
tenant specific account to support the tenant’s growth into a permanent 
business or to cover rent during low performing months.  

 Triple net NNN costs: 
o Tenant to be responsible for any additional triple net or CAM costs. 

4. Assessments Paid by Tenant: In addition to rent tenants must pay or are 
assessed costs for the following: 

a. Insurance: Comprehensive commercial general liability, property and 
worker’s compensation insurance in amounts established by the City. 

b. Utilities and Refuse Removal: All utilities are the responsibility of the tenant 
and must be paid by tenant directly to the Santa Cruz Municipal Utilities, Pacific 
Gas and Electric Co., and City of Santa Cruz Public Works Sanitation Services, 
or any appropriate utility. 

c. Share of Operating Expenses: The City provide the first $1,000 of any necessary 



incurred expenses or repairs that are needed during the lease term. These common 
operating expenses typically include general maintenance and repair of the 
awnings, painting, maintenance and repair of exterior siding, and periodic 
cleaning of the roof. 

 
d. Security Deposit: A security deposit equal to $2.00 per sq. ft. rent is required. 

e. City of Santa Cruz Zoning Clearance & Business License: A city zoning 
clearance and business license is required prior to execution of the Lease. Visit 
www.mycityofsantacruz.com to apply for the zoning clearance and business 
license. City Staff is available to assist with permitting as needed.  

f. Assessments and Fees: Tenant shall be responsible for a proportionate share 
of all taxes, assessments, license fees, and other charges that are levied, and 
assessed against the building, other improvements, and land of which the 
premises are part by any improvement and/or maintenance district under the 
Santa Cruz Municipal Code. This shall include, but are not limited to, parking 
deficiency fees, business improvement districts, and the Downtown 
Management Corporation. 

5. Required Hours of Operation: Tenant days and hours of operation, 
unless otherwise agreed to in writing shall be at least: 

Summer (July through September): 

 Minimum hours of operation: must be open between the hours of 11am and 
6pm 

 Seven (7) hours per day, between 10:00 AM and 10:00 PM daily. 

 Six (6) days per week 

Fall/Winter (October through December): 

 Minimum hours of operation: must be open between the hours of 11am and 
6pm 

 Six (6) hours per day, between 10:00 AM and 10:00 PM daily. 

 Five (5) days per week 

Weekends and Major Holidays, are required year round. 

All required hours are subject to exceptions for extreme weather, emergency 
closures, and religious observations with prior approval. 

 
SECTION 4 – GENERAL INFORMATION 

1. Proposal Application Deadline: June 1, 2021 at 4:00PM 

2. Minimum Qualifications of Tenant: Respondents to this RFP must meet the 
following minimum qualifications: 

a. Experience in the operation and management of a retail, service, or food 
operation and/or a business plan demonstrating a clear plan for operation 
and management. 

b. Demonstrated managerial and staffing resources to maintain a high 
quality, successful operation. 

c. Demonstrated financial capacity to finance operating costs and initial lease 

http://www.mycityofsantacruz.com/


obligations. 

2. Existing Condition: The lease spaces will be offered in “as-is” condition and City 
will pay for minimal tenant improvements needed for baseline operations. All other 
associated costs for site preparation, permit compliance, and tenant improvements 
(with approval of the property owner) will be the responsibility of the successful 
respondent. 

3. Fixtures, Equipment and Materials - Fixtures, Equipment and Materials are 
subject to approval by City. Respondents shall submit a complete listing of all 
fixtures, equipment and materials to be used in the Premises.  

4. Information and Questions: Respondents are advised to review the RFP in its 
entirety and to rely only upon the contents of the RFP and accompanying 
documents and any written clarifications or addenda issued by the City. If a 
responder finds a discrepancy, error, or omission in this RFP, the responder is 
requested to promptly notify the Program Manager at the address listed in this RFP, 
so that written clarification may be sent to all prospective responders. All questions 
must be submitted in writing to the Program Manager by the Pre-Proposal Question 
Deadline indicated on the cover page of this RFP. All answers will be issued in the 
form of an addendum. 

 

5. RFP Modifications/Addenda: Clarifications, modifications or amendments to this 
RFP will be made by the City through the issuance of an addendum. Addenda to 
the RFP, if issued, will be posted on the City’s website at:  

http://www.cityofsantacruz.com/doing-business/bidding-information. 

 

RFP respondents shall be solely responsible for checking this website for any 
addenda. Copies of any issued addenda may also be obtained by contacting the 
City’s Business Liaison at the address listed on the cover page of this RFP. All RFP 
Proposal Packages must include any issued addenda signed by the respondent. It 
is the responsibility of the responder to obtain any issued addenda and to submit 
same with the Proposal Packages. Exhibit C provides an example of 
acknowledgment language that will be provided in the application to be signed by 
the respondent.  

6. City Reservations: The City reserves, in its sole discretion, the right to exercise 
any or all of the following rights and options with respect to this RFP: 

a. To accept, reject or negotiate modifications to any and all Proposals as it 
shall, in its sole discretion, deem to be in its best interest; submission of an 
RFP does not bind the City to any action or to any party. Submissions do not 
create or assume any relationship, agency or obligation by the City, its officers 
or employees. 

b. To issue additional solicitations for proposals and/or addenda to the RFP. 

c. To negotiate with any one or more of the respondents. 

d. To waive any irregularities in any Proposal. 

e. To select any Proposal as the basis for negotiations or a Lease Agreement, 
and to negotiate with respondents for amendment or other modifications to 
their Proposals. 

http://www.cityofsantacruz.com/doing-business/bidding-information


f. To conduct investigations with respect to the qualification of each respondent. 

g. To obtain additional information deemed necessary to determine the ability of 
the respondent to carry out the obligations of the Lease. This includes 
information needed to evaluate the experience and financial capability of the 
respondent. 

h. To award a lease to the tenants the City has determined to be most 
responsive, and who have submitted a complete Proposal meeting the 
specifications and requirements which are deemed by the City most 
advantageous to and in the best interest of the City. 

  
            SECTION 5 – SUBMITTAL REQUIREMENTS 

1. Form of Submittal:  
Respondents to this RFP must submit the completed Proposal Package 
online at: www.choosesantacruz.com/downtownpopsapplication.  
If you need assistance with the online application or do not have access to a 
computer please contact us and we can provide a paper application.  

The application will require the following information to be provided (a 
description of what is required to be provided for each of the items below can 
be found in Exhibit B):  

1) Downtown Pops! Application Form 
 

2) Statement of Representations 

 
3) Business Plan 

 Description of Concept 

 Experience and Qualifications 

 Marketing and Social Media Plan 

 Operations and Management 

 
4) Financial Statements 

5) Proposed Signage and Branding, and Price Plan 

6) Additional Supporting Documents, as needed (financial statements, tax returns, 
license agreements etc.)  

7) For Food Services Proposals: Proposed Food Prep Equipment and Site Use 
Plan 

2. Proposal Deadline: No Proposals will be accepted after the Proposal Deadline of 
June 1, 2021 at 4PM.  

3. Proposal Responsiveness: The online application must be prepared and 
completed in the manner and detail specified in this RFP. Failure to submit a 
complete application will result in the Proposal being deemed nonresponsive. 

4. Presumptive Responsibility: Submission of an application establishes a 
conclusive presumption that the respondent is thoroughly familiar with the RFP and 
understands and agrees to abide by each and all of the stipulations and 
requirements contained therein. 

http://www.choosesantacruz.com/downtownpopsapplication


5. Transmittals: Proposals must be submitted through the online application or by 
requesting a paper application from City Staff. 

6. Costs: All costs incurred in the preparation/presentation of the Proposal are the 
respondent’s sole responsibility; no pre-proposal costs will be reimbursed to any 
respondent. 

7. Property of City: All documentation submitted with the Proposal will become the 
property of the City. 

8. Required Forms: A complete application must be submitted or the Proposal will be 
deemed nonresponsive and rejected without any further evaluation. See the 
Proposal Package in Exhibit B for application section descriptions. 

 
11. Addenda. Addenda (if issued) signed by the respondent. 
 

12. Proposal Signatures: Proposals must be signed by an authorized official of 
the respondent. Each signature represents a binding commitment by the 
respondent.  

 

13. Late Submissions: Late Proposals will not be accepted. Proposals received after 
the Proposal Deadline will not be reviewed. 

14. Cancellation/Rejection: The City reserves the right to cancel this RFP, in whole 
or in part, as well as reject any or all Proposals, or to accept or reject any Proposal 
in part, and to waive any minor informality or irregularity in Proposals received if it 
is determined by the City that the best interest of the City will be served by so doing. 
If the RFP is cancelled or all Proposals are rejected by the City, a notice will be 
posted at http://www.cityofsantacruz.com/doing-business/bidding-information. No 
Proposal will be considered from any person, firm or corporation that is in arrears 
or in default to the City on any contract, debt, or other obligation, or if the responder 
is debarred by the City from consideration for a contract award. 

 
 
  

http://www.cityofsantacruz.com/doing-business/bidding-information


SECTION 7 – RFP EVALUATION 

1. Full Compliance With Requirements: Respondents must comply fully with all 
provisions of this RFP. Failure to do so will render the Proposal as non-responsive. 
A responsive Proposal is defined as one that conforms in all respects to the RFP. 
A responsible Proposal is defined as one that shows the capability, in all respects, 
to fully meet the RFP requirements and the integrity and reliability to assure good-
faith performance. 

2. Evaluation: All Proposals received will be evaluated by the City. All Proposals will 
first be evaluated for responsiveness, then responsibility. The following criteria, not 
listed in any particular order of importance, will be used to evaluate Proposals. The 
City reserves the right to weight its evaluation criteria in any manner it deems 
appropriate. 

a. Thoroughness and completeness of the Proposal; responsiveness to RFP 
requirements. 

b. The scope, extent, applicability and quality of respondent’s experience. 

c. Financial resources, history and references of the respondent as well as 
the feasibility of the Proposal. 

d. Financial and managerial capacity of respondent to accomplish and maintain 
all aspects of the operation including build out of tenant improvements. 

e. Compatibility of proposed operation with the surrounding uses and local 
community. 

f. Competitiveness, appropriateness, feasibility of proposed Lease Fee. 

g. Evaluation of professional qualifications, and personal background of the 
individuals involved in the operation.  

h. Value of proposed financial terms to the City.  

i. Preference will be given to proposals from woman and people of color as well 
as Santa Cruz local businesses and those paying a living wage.  

3. Award: City staff will enter into a lease/license agreement with the successful 
respondents.  

 

  



EXHIBIT A 
 

EXAMPLES OF AVAILABLE SPACE 
 
 
 
 
 
 

 
  



EXHIBIT B 

APPLICATION SECTION DESCRIPTIONS 

 
Applicant Information:  

a) Business name and business owner(s) contact information. 

b) Authorized Signers - Name and title of persons authorized to sign for this company 
(name, position, signature) 

c) List of Partners, Principals, Corporate Officers or Owners (name and title) 

 
Business Plan – Description of Concept 

The six month lease term for this opportunity requires that a well thought out 
concept, business plan, and marketing be a critical component of the evaluation 
process. At a minimum, submit the following information in sufficient detail to clearly 
define the proposed concept: 

a. A detailed description of the overall concept and business rationale that 
includes, but is not limited to, strength of product, customer recognition, and the 
ability of the experience and products to drive sales for the proposed concept. 
Discuss any creativity and innovation in the concept; 

b. Provide copies of any/all licensing agreements applicable to your Proposal’s 
concept and products; 

c. Demonstrate how the proposed concept would contribute to the Downtown 
experience and represents a concept that is consistent with current or emerging 
trends; 

d. Describe how the proposed concept is anticipated to enhance the variety of 
existing businesses in the Downtown rather than conflicting or diluting the 
operation of adjacent retailers; 

e. Submit a projected schedule. Indicate the following milestone dates; assume a 
lease signing in June 2021: 

i) Lease signing: June 2021 

ii) Start of Move in and set up: July 1, 2021 

iii) Completion of move in and set up:  First to second week of July 

iv) Open for business: Early to mid-July 

f. Projected Sales, Net Income, and Cash Flow. 
 

h. A copy of the proposed business plan, if available. 
 
Experience and Qualifications: 

In 300 words or less please provide evidence of the necessary experience and 
capacity to operate and fulfill the scope and conditions of the lease opportunity. 

a. Provide information about your business. 

b. Discuss any previous related education, experience, and success in operating 



the type of concept being proposed. 

c. Provide business references. 

d. Provide details on the pertinent experience of the person(s) who will be directly 
involved in the development and management of the business. Identify by name 
and describe their roles and responsibilities. 

 
Marketing and Social Media Plan: 

Describe how the business will utilize its existing brand, new brand identity, 
setting, and other marketing tools to drive sales. 

a. Outline the desired target market for the business. 

b. If the business is an established brand, describe the estimated market share 

 (local/regional/national), customer segment, and reach of the brand recognition. 
 

c. Describe any social media and other marketing techniques that will enhance 
the operation and presentation of the concept in order to improve sales, 
traffic and exposure. 

Operations and Management: 

Provide clear and adequate responses to each category listed below using as 
much detail as necessary. 

a. Submit a customer service/philosophy plan and how it relates to this food 
service opportunity. 

b. Submit a detailed management plan, which includes but is not limited to: 

i) Description of your employee training program. 

ii) Description of policies and procedures for loss prevention, food cost 
management, inventory and cash controls. 

iii) Outline of the anticipated staffing levels to ensure adequate customer 
service and coverage; include projected total daily manpower hours and the 
number of on-site management staff. 

iv) List the anticipated wage rates for staff. 
 
Proposed Signage and Branding 
Businesses will be able to install window signage to promote their business. Signage must 
not cover more 25% of the window area and must be approved by City Staff prior to 
installation.  
 
The City is considering providing Downtown Pops! Program branded blade signage to 
increase visibility for participating businesses.  

a. Design concept for fixtures, equipment, signage, and branding: 

i) A detailed description of the overall design concept and color scheme; 

ii) Description of anticipated equipment, fixtures, or other such items needed 



for operation. 

iii) Draft Exterior signage and graphics; 

iv) Supporting pictures or imagery depicting style, theme, or proposed improvements. 
 

For Food Service:  
Proposed Food Prep, Equipment and Site Use Plan, Menu, and Price Plan 
Food service is not the main priority but will be considered if compatible and compliant 
spaces are available.   

a. Identify vegetarian, vegan, gluten free, or any other items designated for 
special dietary needs, as applicable; 

b. Description of anticipated equipment, fixtures, or other such items needed for 
food service operation. 

 
c. Provide any pictures of dishes and/or past menus of which you’ve had first-hand 

experience in the menu development and/or preparation of food. 

 
Financial Statements 
Provide financial statements as available. Existing businesses must provide financial 
statements. Applicants with no or limited experience must provide a statement of finances.  

a. A copy of respondent’s latest audited, reviewed, or compiled financial 
statements (balance sheet, income statement, statement of cash flows, 
footnotes) prepared by an independent certified public accountant. If your 
company is not required by federal, state and local law, financial institutions, or 
company management to have audited, reviewed, or compiled financial 
statements prepared by an independent certified public accountant, you may 
submit an internally generated balance sheet and income statement instead. 

b. If the responding entity is a wholly owned subsidiary of another entity, then the 
above-referenced financial information of the parent entity must also be 
submitted. 

c. If the respondent intends to organize as a partnership, LLP, LLC or joint venture, 
then the above-referenced financial information of each partner, LLC/LLP 
member or joint venture must be submitted. Individuals required to provide 
financial information must submit the three most recent personal tax returns and 
a current statement of net worth. Include copies of any/all of the organizational 
agreements required to form your proposed LLP, LLC or joint venture. 

d. If respondent intends to operate as a sole proprietorship, then respondent’s 
three most recent personal tax returns and a current statement of respondent’s 
net worth must be submitted. 

e. If the entity is a federally recognized non-profit or tax exempt organization, such 
as a 501(c)3 or other eligible charitable organization, then respondent’s three 
most recent IRS filings (i.e. Form 990 or other, as applicable) for the 
organization and a current statement of the organization’s financial status 
(including assets and liabilities) must be submitted. 

 

 



 

PROJECTED SALES, NET INCOME, AND CASH FLOW NARRATIVE ASSUMPTIONS 
The following table will be provided in the application. Please complete the table with 
your estimated projected sales and net income after expenses and describe any 
anticipated trends. Provide context for projections shown in the table, including 
assumptions that were used to develop Gross Sales Projections. Download the 
projections spreadsheet to be uploaded with your application here: 
www.choosesantacruz.com/projections  

 

CATEGORY Month 1 Month 2 Month 3 Month 4 Month 5 Month 6 

 
1. Gross Sales: 

      

 
2. Costs of Goods Sold: 

 
     

 
3. Gross Profits (Line 1 – 
Line 2): 

      

 
Operating Expenses: 

      

 
Lease/Rent: 

      

 
Salaries/Wages/Benefits: 

      

 
Utilities and Telephone: 

      

 
Maintenance/Cleaning/Sup
plies: 

   
   

 
Insurance: 

      

 
Marketing/Advertising:    

   

 
General and 
Administration: 

   
   

 
Interest: 

      

 
Depreciation and 
Amortization: 

      

 
Other (specify): 

      

 
4. Total Operating 
Expenses: 

      

 

5. Net Income (Line 3 – 
Line 4): 

   
   

  

http://www.choosesantacruz.com/projections


6. Add: Depreciation and 
Amortization: 

      

 

7. Cash Flow from 
Operations: 

(Line 5 – Line 6) 

      

 

8. Beginning Cash 
Balance: 

      

9. Cash Flow from 
Operations 

(Line 7): 

      

10. Debt Service 
(Principal Only): 

      

 
11. Capital Expenditures: 

      

12.Ending Cash 
Balance (Line9– 10–
Line11): 

      

 

CAPITAL INVESTMENT AND FINANCING SOURCES PLAN 
 

Proposer’s Capital Investments 

Tenant Improvement / Equipment / Fixtures Budget  

Initial Inventory  

Licenses and Permits (if not in TI Budget) $ 

Other (Please Specify) $ 

Other (Please Specify)  

Initial Funding Summary 

Initial Capital $ 

Working Capital $ 
 

Other Funding (please specify) $ 

TOTAL ESTIMATED BALANCE $  

 

  



 

Funding Sources (list anticipated sources) 

Funding Description 
(Savings, debt, investment 
capital, etc.) 

Lender Name or 
Source of Funding 

Amount 

  $ 

  $ 

  $ 

  $ 

  $ 

  $ 

TOTAL ESTIMATED 
BALANCE 

 $ 

  



EXHIBIT C 

 

STATEMENT OF REPRESENTATIONS 

This language will be provided on the application form for completion. 

The Undersigned hereby offers a Proposal for the retail opportunity in compliance with 
the terms, scope, conditions, and addenda (if any) in the Request for Proposal (“RFP”). 

The undersigned has read and understands the RFP together with any written 
addenda issued in connection with the RFP. The undersigned hereby acknowledges 
receipt of the following addendum(s): 

 
___________________________________________________________________ 

(write “none” if none) 

In addition, the undersigned has completely and accurately filled out and submitted all 
required forms and information listed on the Submittal Checklist. 

The undersigned, by submission of this Proposal, hereby agrees, if selected as the 
tenant/lessee, to enter into a lease/license agreement with the City. 

The undersigned, by submission of this Proposal, hereby declares that this Proposal 
is made without collusion with any other business making any other Proposal, or which 
otherwise would make a Proposal. 

The undersigned certifies under penalty of perjury in the State of California that the 
foregoing declarations are true and correct. 

 

 

 
 
 
 
 

 

Printed Name and Title of Signer 

Company Name 

Signature of Person Authorized to Sign 


