Item No. 19
Town of Atherton
CITY COUNCIL STAFF REPORT – REGULAR AGENDA
TO:

THE HONORABLE MAYOR AND CITY COUNCIL
GEORGE RODERICKS, CITY MANAGER

FROM:

ROBERT OVADIA, PUBLIC WORKS DIRECTOR

DATE:

JUNE 16, 2021

SUBJECT:

AWARD OF CONTRACT FOR EVENT MANAGEMENT SERVICES AT
HOLBROOK-PALMER PARK

RECOMMENDATION
The City Council award a professional services agreement for event management services at
Holbrook-Palmer Park, including provisions for exclusive catering services for major events at
Holbrook-Palmer Park; Authorize the City Attorney to prepare the agreement; and authorize the
City Manager to execute the agreement.
BACKGROUND
Holbrook-Palmer Park, the Town’s only recreation site, is a lovely, municipally owned 22-acre
garden setting with indoor and outdoor facilities, including a ball field, tennis courts, playground,
and gardens and walking paths. Significant structures available for rental include the Main House,
Jennings Pavilion, and Carriage House.
The Main House is a classically designed home which consists of a 700 square foot meeting room
with a fireplace, two smaller rooms for breakout sessions or small conferences, and a fully
equipped kitchen. The Jennings Pavilion was constructed at the Park in 1977 to accommodate
larger groups for weddings, receptions, dinners, meetings and lectures. The room comfortably
seats up to 150-theatre style and 80-100-classroom style. Dinner for 120-130 is served at round
tables. The Carriage House provides a point of interest for Park visitors. The Carriage House is
available for classes, dances, meetings, bridge and workshops. It seats 80 for lunch or dinner and
90 for meetings. The Meadow and Patio areas can be reserved with the building for outdoor events.
Catering by Dana (CBD) had been successfully providing event management services for the
Town since 2014. The services contract was for an initial term of three (3) years and allowed for
two individual 2-year extensions. The contract with CBD was set to expire on March 17, 2021
following the end of the second contract extension. In October of 2020, the City Council authorized
the assumption of the Catering by Dana contract by Karunia (Nia) Harianto, who has been
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managing the events at Holbrook-Palmer Park since June 2019.
At its February 17, 2021 meeting, the City Council Authorized the release of a Request for
Proposals (RFP) for Event Management Services at Holbrook-Palmer Park. Following that
approval, staff published the RFP on the Town’s website, advertised the release of the RFP in the
local newspapers, sent notifications to local Chambers of Commerce, professional Event
management Organizations and reached out to neighboring jurisdictions for partnering
opportunities. One company attended the non-mandatory pre-bid site tour and staff provided
another company with a similar tour on a different date.
During the proposal period, Nia provided her notice of termination of the event management
contract assumed from Catering by Dana. With the gradual lifting of COVID-19 related
restrictions, public gatherings and facility rentals at the park have been increasing. Though staff
has been temporarily assuming some of the duties associated with facility rentals and event
coordination, it has been impacting regular work loads and a long-term solution is needed.
ANALYSIS
Proposals were due by 2 pm on May 4, 2021. Only one (1) proposal was received (Catered Too,
Inc.) by the due date.
Catered Too, Inc. has been in business since 1992 and has a team of personnel with extensive
experience event management, catering and restaurant operations. In the last five (5) years Catered
Too has executed over 4,000 events ranging from corporate events, luncheons, dinners, weddings,
meetings, receptions, conferences, holiday parties, and fundraisers, and includes various functions
and events at Holbrook-Palmer Park.
Catered Too’s proposal includes the key elements requested in the RFP including servicing
customer inquiries, showing and booking of rentals and events, administration, management and
staffing of events, monthly reporting on events, bookings and revenue, as well as a substantial
marketing effort intended to increase park events and revenues.
Catered Too’s proposal (Attachment 1) outlines a financial approach that is substantially different
than the Town’s previous contracts. Previous management contracts compensated the vendor with
a percentage of park rental revenues (between 40% and 50%, excluding administrative charges).
Catered Too proposes to forgo any sharing of revenue related to park rental fees – 100% would be
retained by the Town - in favor of being the exclusive caterer for major events at the park. Catered
Too is also offering to share a portion of their catering revenue with the Town – 10% of food
service revenue (minus tax and production fees [estimated at 25%]). Catered Too would allow
outside catering for specialty cuisines outside their specialty areas and assess a charge of
approximately 10% of the food service charges, which they would retain as compensation for
management and oversite of the event. Town sponsored events would be exempted from the
exclusive catering provision.
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Staff attempted to negotiate with Catered Too regarding their proposal to be the exclusive caterer
in favor of a potential arrangement where they would be the preferred caterer and receive
compensation via a service charge on other catering vendors and potentially a percentage of the
rental revenue. Catered Too advised that the only way that made financial sense to them would be
if they were the exclusive caterer for major events at the park.
As the exclusive caterer for major events, Catered Too would have full control and responsibility
for events execution, park facilities and equipment. This would allow for consistency of service
and quality for clients. They believe that, as exclusive caterer, they can provide consistent, quality
services to Holbroook-Palmer Park and leverage events with vendors/suppliers to provide better
pricing to clients. Catered Too has a goal to grow the event management services and the revenue
it brings to the Park.
The initial contract term, as outlined in the RFP, is three (3) years, which can be extended upon
written agreement by both parties for two (2) additional two-year terms for a total of seven (7)
years. The scope of services is outlined in Attachment 2. To compensate Catered Too for contract
startup and to manage events that have been secured prior to initiation of this contract, the Town
would pay Catered Too a service fee of $3,000 per month for three months. Catered Too has also
requested a place for a storage container to keep catering and other service equipment that would
be used for park events.
Alternatives:
Should the City Council not approve the contract with Catered Too as the exclusive caterer for
large events at Holbrook-Palmer Park, alternate assistance would be needed to support facility
tours, event reservations and management. Such assistance could be via hiring additional staff –
part-time or full time or by re-releasing the Event Management RFP. As current staff resources are
limited, facility tours and taking additional reservations would be placed on hold until the
additional staffing or contractor have been secured.
It is unlikely that an alternate arrangement would generate as much revenue for the park as the
proposal received from Catered Too.
POLICY FOCUS
The Town Council discussion should focus on the Catered Too proposal to be the exclusive caterer
for major events at the Holbrook-Palmer Park, versus hiring of additional staff to manage park
events or reissuing the Request for Proposals.
FISCAL IMPACT
The proposed service contract would allow the Town to retain 100% of the facility rental revenue,
which was shared with the previous event managers (40% - 50% of rental revenue). Additionally,
Catered Too would pay the Town 10% of food service revenues (minus tax and production
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charges). This would be a significant increase in Park revenues over previous years. The Town
would be obligated to pay $3,000 per month for three months during the contract startup period.
PUBLIC NOTICE
Public notification was achieved by posting the agenda, with this agenda item being listed, at least 72
hours prior to the meeting in print and electronically. Information about the project is also
disseminated via the Town’s electronic News Flash and Atherton Online. There are approximately
1,200 subscribers to the Town’s electronic News Flash publications. Subscribers include residents as
well as stakeholders – to include, but be not limited to, media outlets, school districts, Menlo Park
Fire District, service provides (water, power, and sewer), and regional elected officials.
COMMISSION/COMMITTEE FEEDBACK/REFERRAL
This item

has or X has not been before a Town Committee or Commission.

____ Audit/Finance Committee (meets every other month)
____ Bicycle/Pedestrian Committee (meets as needed)
____ Civic Center Advisory Committee (meets as needed)
____ Environmental Programs Committee (meets every other month)
____ Park and Recreation Committee (meets each month)
____ Planning Commission (meets each month)
____ Rail Committee (meets every other month)
____ Transportation Committee (meets every other month)
ATTACHMENTS
1. Catered Too Proposal
2. Event Management Scope of Services
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ATTACHMENT 2
EXHIBIT B
SCOPE OF WORK
TOWN OF ATHERTON
EVENT MANAGEMENT AND CATERING SERVICES

Following are the basic elements of work required under the Agreement:
a. Confirming and managing current reservations for park facilities.
b. Development of administration and coordination policies, procedures, calendars
and materials to demonstrate competence in managing and operating Event
Services, within 20 days of Notice to Proceed;
c. Preparing scheduling, operations and financial records and reports that conform
to requirements under Section B, Records and Reports;
d. Developing and distributing promotional material for the facilities;
e. Developing and placing advertisements in appropriate print and online media, to
include working with the Town with respect to such placement on the Town's
website;
f. Presence by the Project Manager in the Park office at least 2 days per week for a
minimum of 4 hours per day and a total of at least 8 hours per week between the
hours of 9 am and 5 pm, Monday - Friday;
g. Responding to clients within no more than 24 hours of contact (weekend time
excluded);
h. Maintenance of call logs and client leads;
i. Showing facilities to prospective clients within no more than 48 hours of request
(weekend time excluded);
j. Booking, scheduling and staffing events, including existing Town-sponsored
nonrevenue generating (no-fee) meetings and events up to ten (10) hours per
month as described below, except that no such bookings or events shall be final
until and unless approved in writing or electronically by Town's City Manager or
designee;
k. Maintaining the Events Facilities and equipment (see Exhibit 5 of the Request for
Bid) in a safe, clean and attractive condition in accord with high standards
expected by the Town and by Event Facility users;
l. Setting up Events Facilities for events;
m. Cleaning up Events Facilities following events;
1924173.1 14537-003
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n. Promptly informing Town's Contract Manager of maintenance and repair needs;
o. Recommending capital improvements to Town's Contract Manager of Events
Facilities to maintain them and to enhance their ability to enhance revenues;
p. Coordinating provision of goods and services such as rentals, flowers, catering,
music, photography and/or videography, security, clean-up and disposal;
q. For events booked/reserved prior to initiation of the contract, the Contractor may
provide catering and/or other services but will not be permitted to be the exclusive
provider of these services; and
r. For events booked/reserved after initiation of the contract, the Contractor may be
permitted to provide exclusive catering services and may provide other services
but will not be permitted to be the exclusive provider of these other services.
A. DEFINITIONS
Contractor shall mean the person, corporation or business entity contracted by the Town
of Atherton to perform event management services.
Contract Manager shall mean the Town of Atherton City Manager or designee
responsible for performing Town responsibilities, oversight and resolving all disputes
within the purview of managing this agreement.
Event Facilities shall mean interiors of Main House, Park House and Jennings Pavilion,
Event Patio and Garden, North Meadow, and Water Tower Lawn
Exclusive Catering Services shall mean provision of food and beverage service for
major events reserved and booked through the Contractor through the duration of the
contract.
Major Events shall mean rental of event facilities with 50 or more attendees, exclusive
of Town Sponsored Events.
Park shall mean Holbrook-Palmer Park, 150 Watkins Road, Atherton, CA.
Request for Bid shall mean the Request for Bid for Events Management Services issued
by the Town of Atherton in February 2021 and responded to by Contractor on May 3,
2021. The Exhibits within the Request for Bid are incorporated herein by reference.
Town shall mean the Town of Atherton, CA.
B. RECORDS AND REPORTS
Scheduling Records
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Contractor shall maintain a calendar showing all events scheduled at Park during the term
of this contract and for at least 24 months beyond the end of the term. The scheduling
record shall be maintained in a complete and accurate manner and shall be made
available to Town at all times. A copy in print, or in an electronic format acceptable to
Town, shall be provided within 5 business days of the end of each month. Records and
reports must be submitted with the Contractor's monthly invoice. The calendar shall show
both tentative and approved events, and dates such status attached to the event.
Monthly Activity Report
A monthly activity report in print, or in an electronic format acceptable to Town, shall be
provided within 5 business days of the end of each month. The report shall include the
following:
(a) list of all events managed by the Contractor at the Park (a list of typical events as
shown in Exhibit 3 of the Request for Bid);
(b) list of employees and subcontractors providing services pursuant to this agreement
(c) an accounting of all events and the revenues connected thereto for any Park Event
Management and Catering Services. The detailed accounting shall include event
rental charges, catering revenues, miscellaneous revenues and calculation of the
gross revenue share;
(d) a log of any warnings, citations, violations received from any governmental agency
pursuant to services provided in this agreement;
(e) a log of written complaints received from clients and all other stakeholders, i.e.
neighbors, vendors, employees and subcontractors.
C. MAINTENANCE OF FACILITIES AND EQUIPMENT
The Contractor shall be responsible, at its expense, for set-up, operations and event
cleanup of the interior of the Main House, Park House, Carriage House and Jennings
Pavilion, and for janitorial service of Jennings Pavilion. The contractor will also be
responsible, at its expense, for the management of set-up; takedown, cleaning and
storage of tables, chairs, furniture, and all other equipment provided by the Town (as
shown on Exhibit 5 of the Request for Bid). The Contractor will also be responsible, at its
expense, for cleaning outdoor areas used during events, returning them to their prevent
status. A drawing showing areas of contractor responsibility is contained in Exhibit 2 of
the Request for Bid. The Contractor shall be responsible, at its expense, for maintaining
the building interiors in a neat, clean and presentable condition.
The Town of Atherton will be responsible for making interior repairs and improvements
and for maintaining, repairing and improving building exteriors and grounds, excluding
set-up, operating and cleaning of premises used for events activities. The Town's janitorial
contractor will perform scheduled service for the Main, Park and Carriage Houses.
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The Contractor may choose to offer enhanced outdoor garden areas surrounding the
facilities and patios including sculptures, potted plants, annual flower gardens or other
more high maintenance features. These features will be kept up by the contractor and
returned to their original look upon ending of this contract if requested by the Town.
D. GENERAL CONTRACTOR RESPONSIBILITIES
Contractor will be required to provide the Town with all labor, vehicles and equipment,
and materials necessary to satisfactorily perform the entire events management functions
under this agreement. The Town of Atherton desires that the provision of Event Services
be performed to maximize revenue for the operations, maintenance and improvement of
the Park without negatively impacting other Park users and Park neighbors. The Town
desires that Contractor operate effectively and efficiently while performing services.
Contractor is encouraged to provide exemplary services to the Town and to its Park users.
Contractor must have the resources and abilities to market, advertise, plan, schedule,
manage, operate, and conduct events, including unpaid events approved by Town, in
Holbrook-Palmer Park. The services may include, but will not be limited to the following:

1. Development of administration and coordination policies, procedures, calendars
2.
3.
4.
5.
6.
7.
8.

9.
10.
11.
12.

and materials to demonstrate competence in managing and operating Event
Services, within 20 days of Notice to Proceed;
Preparing scheduling, operations and financial records and reports that conform
to requirements under Section B, Records and Reports;
Developing and distributing promotional material for the facilities;
Developing and placing advertisements in appropriate print and online media, to
include working with the Town with respect to such placement on the Town's
website;
Presence by the Project Manager in the Park office at least 4 days per week for
a minimum of 2 hours per day and a total of at least 20 hours per week between
the hours of 9 am and 5 pm;
Responding to clients within no more than 24 hours of contact (weekend time
excluded);
Showing facilities to prospective clients within no more than 48 hours of request
(weekend time excluded);
Booking, scheduling and staffing events, including existing Town-sponsored
nonrevenue generating (no-fee) meetings and events up to ten (10) hours per
month as described, except that no such bookings or events shall be final until
and unless approved in writing or electronically by Town's City Manager or
designee;
Maintaining the Events Facilities and equipment (see Exhibit 5 of the Request for
Bid) in a safe, clean and attractive condition in accord with high standards
expected by the Town and by Event Facility users;
Setting up Events Facilities for events;
Cleaning up Events Facilities following events;
Promptly informing Town's Contract Manager of maintenance and repair needs
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13. Recommending capital improvements to Town's Contract Manager of Events

Facilities to maintain them and to enhance their ability to enhance revenues; and
14. Coordinating provision of goods and services such as rentals, flowers, catering,
music, photography and/or videography, security, cleanup and disposal
15. The Contractor may provide catering and/or other services but will not be
permitted to be the exclusive provider of these services.
E. RENTAL PROCEDURES FOR HP PARK EVENTS

The Town has established rules, regulations, and policies that generally govern events at
Holbrook Palmer Park. Contractor is permitted to suggest additional rules, regulations,
and procedures in order to meet the objectives of the Town with respect to facilitating
events at the Park and minimizing the impacts of those events on the Park and adjacent
areas of the community. Additional rules, regulations, and procedures are subject to the
approval or rejection by the City Manager or his/her designee. Events are evaluated on a
case-by-case basis and conditions may be added to mitigate potential impact. Among the
rules approved are the following:
•
•
•
•
•

All rentals require a rental application in order to reserve facilities and the
applications require approval by the City Manager or his/her designee.
Only one large event is permitted per day, and the number of event attendees is
to two hundred (200), unless prior approval from the City Manager is obtained
based on a parking management plan.
Insurance coverage as recommended to the Town by the Pooled Liability
Assurance Network JPA (PLAN) shall be required.
The Park will be available every day of the year.
Renters shall agree to provide other services, such as private security, valet
parking, shuttle services, noise attenuation requirements, etc. as required.

Contractor role and responsibilities:
1. Contractor staffs park office M-F for 5 hours a day (minimum). Contractor meets
with clients, return all messages in a timely fashion and make themselves available
for needs of the event schedule.
2. Contractor maintains master events book and checks to see if date/time requested
are open for booking.
Contractor fills out numbered proposed agreement with client and checks for
completeness, determines price of event through Master Fee schedule, and
accepts check for either rental fee or deposit made out to "Town of Atherton".
Contractor stamps check with deposit endorsement in front of customer.
3. Contractor emails or sends booking information to City Manager for review and
approval. City Manager approves or denies booking and transmits determination
and any conditions to Contractor to finalize arrangements with customer.
4. Contractor issues a receipt to customer, noting type of event, contract number and
whether the collection is for hold deposit or facility fee.
5. Contractor issues and collects the following paperwork:
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• Rules and regulations
• Liability insurance
6. Contractor will issue an invoice on a monthly basis for monies owed to them from
these bookings.
7. Contractor will issue an invoice on a monthly basis for monies owed to them from
these bookings. These invoices are due within 10 business days of the month
billed.
8. Contractor will staff the events accordingly and follow Town policy that events at
the Park always have an attendant in the Park area;
9. Contractor will work with Town staff and plot any dates/times Town staff need to
utilize the Park grounds, Main House, Park House, or Pavilion for meeting(s) and
will determine if any set-up is needed or can be handled by Town staff.
10. Contractor will provide cellular numbers for any event staff to the Town.
At the end of each day, the Contractor brings the following to the Town Administration
Office at 80 Fair Oaks Lane no later than 4PM:
1.
2.
3.
1.

Checks
Yellow copies from receipt book
Contracts
Pink copies from event held that day and any additional charges that may affect
refund.

Contractor and Town staff will both sign the cash deposit log to document the drop off
and receipt of cash receipts. Town staff will issue copy of log to event planner.
No cash or credit cards are to be accepted by Contractor for event reservations. If
someone wishes to pay with cash or credit, they shall be referred to the Town
Administration Office to make those arrangements.
Town administration responsibilities:
1. Town staff will process the cash receipts delivered by event planner and enter the
cash receipts into Springbrook.
2. The cash receipts and Springbrook batch proof report will be delivered to Finance
Department.
3. Finance Department will route the Springbrook batch proof report to Contract
Manager for review and sign off before posting to Springbrook.
4. Contract manager shall audit contracts weekly to insure proper fees are being
charged for events.
5. Contract manager shall audit monthly receipt book matches contract numbers.
6. Contract manager shall approve for correctness monthly invoice from contractor.
If discrepancies occur, contract manager will immediately contact event planner to
correct.
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