
Request for Qualifications 
Creative Services 

Cedar Rapids Airport Commission 
The Eastern Iowa Airport 

2515 Arthur Collins Parkway SW 
Cedar Rapids, IA 52404 

Release Date: 
January 20, 2025 



 

SIGNIFICANT DATES 
 

The following schedule has been established for this selection process: 
 

Scheduled Item  Scheduled Date  

RFQ Release Date (www.flyCID.com/rfp)  Monday, January 20, 2025  

Deadline for Questions Friday, February 14, 2025 – 2 PM CST 

Due Date and Time  Friday, February 28, 2025 – 2 PM CST 

Short List Agency Selected Friday, March 7, 2025 

Finalist Interviews (TBD) Weeks of March 10-21, 2025 

Recommendation  Monday, March 24, 2025 
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Request for Qualifications - Creative Services 

The Cedar Rapids Airport Commission, operator of the Eastern Iowa Airport, is seeking a 
creative service agency to provide marketing materials for various mediums, including print, 
television, and digital\online advertising, as well as billboards, videos, or other emerging 
platforms on a time and material basis.  Interested firms shall submit one (1) electronic copy of 
its proposal in pdf format and one (1) hard copy in a sealed envelope marked “Request for 
Qualifications for Creative Services” by 2:00 p.m. (CST) on Friday, February 28, 2025. 

General 

The Eastern Iowa Airport (CID) is a regional facility that serves more than one million 
passengers annually. The primary market is based in Linn and Johnson counties. The true 
airport market encompasses a much larger geographic area including the areas north into Black 
Hawk County, west into Benton and Tama counties, north/northeast to Dubuque County, 
south/southeast to Washington County, and western Illinois. 

Five airlines serve the Eastern Iowa Airport: Allegiant Air, American Airlines, Delta Air Lines, 
Frontier Airlines, and United Airlines.. Presently, there nonstop flights to 18 destinations and 
more than 400 one-stop connections. The nonstop destinations are:  Atlanta, Charlotte, 
Chicago, Dallas/Ft. Worth, Denver, Minneapolis, Las Vegas, Orlando Sanford, Orlando 
International, Phoenix-Mesa, Punta Gorda/Ft. Myers, Phoenix Sky Harbor Washington DC, and 
seasonal service to Los Angeles, Sarasota, Miami and Nashville. 

Airports compete for passengers and airline service on a nationwide basis. CID is seeking to 
work with a creative agency that can make the Eastern Iowa Airport stand out from our 
competitors.  

Responsibilities 

The selected agency will work on a per-project or campaign basis on a time and material basis. 

Qualifications 

Qualifications should address, but not be limited to, at least the following: 

1. General description of firm: size, age, and location.

2. Recent experience in advertising comparable to the proposed project.

3. Key personnel’s professional background and caliber.

4. Outline your processes for concept, design, proofing, and project management.

5. Qualifications and experience of outside consultants regularly engaged by the agency
under consideration.

6. Familiarity with and proximity to proposed project work, including the location of the
nearest “full service” office assigned to the project.

7. Names, addresses, and phone numbers of references associated with previous projects.

8. Provide samples of:

a. Collateral Materials: Writing, Creative, Design

b. Advertising: Radio/TV, Print Image ads and/or product ads, Billboard, Digital\Online,
Social Media

9. Schedule of the firm’s rates and charges applicable to this project.
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Professional Service Contract 

The successful creative services agency shall enter into a professional service contract with the 
Cedar Rapids Airport Commission similar to the one attached as Exhibit A.  The contract shall 
incorporate by reference the creative services agencies Proposal and the Airport’s Request for 
Qualifications.  If there is a variance between these documents, the Airport’s Request for 
Qualifications shall govern, unless otherwise provided for in writing.  

Process for Review 

The selection will be based on a comparative analysis of the firm’s rates and charges and the 
professional qualifications necessary for satisfactory performance of the services required. 

Agencies will be evaluated on: 

 Creativity/talent

 Responsiveness

 Cost effectiveness

 Overall match of personalities, styles, goals, etc.

The evaluation of the responses to this request may include an interview of select agencies. 
Select agencies contacted for a possible interview will be given a sample scenario specific to 
aviation and/or the Eastern Iowa Airport and will be asked to provide a mock proposal to best 
advertise or market the scenario.   

Receipt and Opening of Qualifications 

All qualifications must be received at the office of the Airport Director at the Eastern Iowa Airport 
Administration Building, 2515 Arthur Collins Parkway SW, Cedar Rapids, IA 52404 before 2:00 
PM CST on Friday, February 28, 2025.  Qualifications shall be plainly marked on the outside 
with the notation “RFQ – Creative Services”.  Any qualification received after the deadline may 
be deemed unresponsive and may be returned to Company unopened.  

The Commission reserves the right to accept or reject any or all qualifications and to waive any 
informality in qualifications if such waiver does not substantially change the offer or provide a 
competitive advantage to any Company.  There is no formal proposal opening for this RFQ.   

Questions 
All questions should be directed to Pam Hinman director of marketing and communications at 
P.Himan@flyCID.com by 2:00 PM CST on Friday, February 14, 2025.   Clarifications of the RFQ
will be posted in the form of an addendum at www.flyCID.com/RFP no later than Friday,
February 21, 2025.
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Exhibit A – Draft Professional Services Contract – Creative Services 

This Contract between the CEDAR RAPIDS AIRPORT COMMISSION, (hereinafter 

called “Commission”), and ___________________________ (hereinafter called “Consultant”) is 

entered into on ______________________.  

1. SCOPE OF SERVICES

Consultant shall specifically perform creative services as requested to provide marketing
materials for various mediums, including print, television, and digital\online advertising, as
well as billboards, videos or other emerging platforms on a time and material basis, as set
forth in the Request for Qualification dated ___________________ and the Consultants
proposal, dated ___________________, which is attached hereto as Exhibit A and
Exhibit B respectively; and incorporated herein by reference.

2. RATE FOR SERVICES

Consultant’s employee to be assigned to the project:

Consultant Position 

Consultant shall not replace above listed employee without the prior approval of the 
Commission. If the successor to said employee cannot be mutually agreed upon, the 
Commission shall have the right to terminate this Contract upon thirty (30) days’ notice. 
The above referenced employee shall be required to give this contractual obligation top 
priority.  

Consultant shall provide, at its own expense, all personnel required in performing the 
services under this Contract. Such personnel shall not be the employees of, or have any 
other contractual relationship with, the Airport. The hourly billing rate is:  

3. TERM OF CONTRACT

The Contract shall commence on April 1, 2022 for an initial term of one year ending
March 31, 2023, unless terminated earlier as provided herein. The Contract may be
renewed at the same terms and conditions hereunder for two (2), one (1) year periods at
the discretion of the Commission. Such renewal will be effective without formal
amendment to the Contract. If all such renewal options are exercised and approved by
the Commission, this Contract will have a final termination date of midnight on March 31,
2025.

Service 
Rate 

Less Government -  
Non-Profit Discount 

Billing 
Rate 
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4. COMPENSATION  

Consultant shall be compensated for work performed on an hourly basis in 
accordance with the estimated hours and billing rates listed in Section 2 of this 
Contract. The initial billing rates will be in effect until April 1, 2023, at such time 
and annually thereafter, rates shall be determined by mutual agreement of the 
Commission and Consultant no later than thirty (30) days prior to April 1 of the 
current year, and in the event the parties are unable to so mutually agree by said 
time period then this Contract shall terminate effective April 1 of the current year. 
Such changes will be effective without formal amendment to the Contract.  

As a matter of practice, the Commission attempts to pay all invoices in 30 days. All 
invoices should be submitted to AP@flyCID.com. If no disputes arise, and the invoice has 
not been paid 60 days after it was received by the Commission, the Consultant may file a 
claim for fifteen percent (15%) annual rate on amounts not paid after the 60th day.  

5. BILLING  

Consultant shall provide Commission with monthly billings, which shall include, but not be 
limited to, the following:  

A. Dates and hours worked  

B. General task performed; and  

C. Detail of out-of-pocket expenses, indicating their purpose such as telephone, travel, 
hotel, graphic reproduction, postage, etc., for these expenditures provided for in the 
Contract.  

6. OWNERSHIP OF DATA  

All completed or partially completed marketing materials, data, documents, and electronic 
media prepared under the terms of the Contract shall be delivered to and become the 
exclusive property of the Commission. Therefore, any information and data, given to or 
prepared or assembled by Consultant under this Contract shall not be made available to 
any individual or organization by Consultant without the prior written approval of 
Commission. No materials produced in whole or in part under this Contract shall be the 
subject of an application for copyright by or on behalf of the Consultant without the prior 
written approval of Commission. There shall be no legal limitations upon the Commission 
in the subsequent use of materials or ideas developed under this contract. 

7. AUDIT AND INSPECTION OF RECORDS  

Consultant shall permit the authorized representatives of Commission, after reasonable 
notice, to inspect and audit all data and records of Consultant related to carrying out this 
Contract for a period up to three years after completion of the Contract.  

8. AFFIRMATIVE ACTION  

The consultant assures that it will undertake an affirmative action program as required by 
14 CFR Part 152, Subpart E, to insure that no person shall on the grounds of race, creed, 
color, national origin, or sex be excluded from participating in any employment activities 
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covered in 14 CFR Part 152, Subpart E. The Consultant assures that no person shall be 
excluded on these grounds from participating in or receiving the services or benefits of 
any program or activity covered by this subpart. The Consultant assures that it will require 
that its covered suborganizations provide assurances to the Consultant that they similarly 
will undertake affirmative action programs and that they will require assurances from their 
suborganizations, as required by 14 CFR Part 152, Subpart E, to the same effect.  

9. NON-DISCRIMINATION, EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE 
ACTION PROGRAMS  

In the performance of work under this Contract, Consultant shall not discriminate against 
any employee or applicant for employment because of race, color, national origin, age, 
sex, or handicap, which shall include, but not be limited to, the following:  

Employment, upgrading, demotion or transfer; recruitment or recruitment advertising; 
layoff or termination; rates of pay or other forms of compensation; and selection for 
training, including apprenticeships. Consultant will post in conspicuous places, available 
for employees and applicants for employment, notices to be provided by Commission, 
setting forth the provisions of the non-discriminatory clause.  

Consultant agrees to strive to implement the principles of equal employment opportunity 
through an effective Affirmative Action program, and has so indicated on the certificate 
attached hereto as Attachment A and made a part of this Contract. The program shall 
have as its objective to increase the utilization of women, minorities and handicapped 
persons, and other protected groups, at all levels of employment, in all divisions of 
Consultant’s work force, where these groups may have been previously underutilized and 
underrepresented. Consultant also agrees that in the event of any dispute as to 
compliance with the aforestated requirements, it shall be its responsibility to show that it 
has met all such requirements.  

When a violation of the non-discrimination, equal opportunity or Affirmative Action 
provisions of this section has been determined by Airport, Consultant shall immediately 
be informed of the violation and directed to take all action necessary to halt the violation, 
as well as such action as may be necessary to correct, if possible, any injustice to any 
person adversely affected by the violation, and immediately take steps to prevent further 
violations.  

If, after notice of a violation to Consultant, further violations of this section are committed 
during the term of the Contract, Airport may terminate the Contract without liability for the 
uncompleted portion or any materials or services purchased or paid for by the Consultant 
for use in completing the Contract, or it may permit Consultant to complete the Contract, 
but, in either event, Consultant shall be ineligible to bid on any future contracts let by 
Commission.  

10. INDEMNITY  

The Consultant agrees to the fullest extent permitted by law, to indemnify, defend and 
hold harmless, the Commission, and its agents, officers and employees, from and against 
all loss or expense including costs and attorney’s fees by reason of liability for damages 
including suits at law or in equity, caused by any wrongful, intentional, or negligent act or 
omission of the Consultant, or its (their) agents which may arise out of or are connected 
with the activities covered by this Contract.  
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11. INSURANCE  

The Consultant shall purchase and maintain policies of insurance and proof of financial 
responsibility to cover costs as may arise from claims of tort, statutes, and benefits under 
Workers’ Compensation laws, as respects damage to persons or property and third 
parties in such coverages and amounts as required and approved by the Commission 
Director of Finance and Administration. Acceptable proof of such coverages shall be 
furnished to the Commission prior to services commenced under this Contract.  

 
The Consultant shall provide evidence of the following coverages and minimum amounts.  

Type of Coverage Minimum Limits  

Workers Compensation           Statutory  

Employer’s Liability      $500,000 

Commercial or Comprehensive General Liability  

General Aggregate     $1,000,000 per Occurrence  

Bodily Injury & Property Damage   $1,000,000 Aggregate  

Personal Injury     $1,000,000 per Person  

Professional Liability Minimum Limits  

Errors & Omissions     $1,000,000 per Occurrence  

Fiduciary Insurance     $1,000,000  

Automobile Liability  

Bodily Injury & Property Damage  $1,000,000 Per Accident All Autos-
Owned, non-owned and/or hired  

Uninsured Motorists     per Iowa requirements  

The Consultant shall furnish the Commission with a certificate(s) of insurance 
showing Consultant has complied with this Article and also naming the Cedar 
Rapids Airport Commission and its officers and employees and the City of Cedar 
Rapids and its officers and employees as additional insured for general liability. 

12.  TERMINATION BY CONSULTANT  

Consultant may, at its option, terminate this Contract upon the failure of the Commission 
to pay any amount, which may become due hereunder for a period of seventy-five (75) 
days following submission of appropriate billing and supporting documentation. Upon said 
termination, Consultant shall be paid the compensation due for all services rendered 
through the date of termination including any retainage.  

13.  TERMINATION BY COMMISSION FOR VIOLATIONS BY CONSULTANT  

If Consultant fails to fulfill its obligations under this Contract in a timely or proper manner, 
or violates any of its provisions, Commission shall thereupon have the right to terminate it 
by giving thirty (30) days’ written notice of termination of contract, specifying the alleged 
violations and effective date of termination. It shall not be terminated if, upon receipt of 
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the notice, Consultant promptly cures the alleged violation prior to the end of the thirty 
(30) day period. In the event of termination, the Commission will only be liable for 
services rendered through the date of termination and not for the uncompleted portion, or 
for any materials or services purchased or paid for by Consultant for use in completing 
the Contract.  

14.  UNRESTRICTED RIGHT OF TERMINATION BY COMMISSION  

Commission further reserves the right to terminate this Contract at any time for any 
reason by giving Consultant thirty (30) days’ written notice by Certified Mail of such 
termination. In the event of said termination, Consultant shall reduce its activities 
hereunder as mutually agreed to, upon receipt of said notice. Upon said termination, 
Consultant shall be paid for all services rendered through the date of termination. This 
section also applies should the Commission fail to appropriate additional monies required 
for the completion of the Contract.  

15. INDEPENDENT CONSULTANT  

Nothing contained in this Contract shall constitute or be construed to create a partnership 
or joint venture between Commission or its successors or assigns and Consultant or its 
successors or assigns. In entering into this Contract, and in acting in compliance 
herewith, Consultant is at all times acting and performing as an independent consultant, 
duly authorized to perform the acts required of it hereunder.  

16.  SUBCONTRACTS  

Assignment of any portion of the work by subcontract must have the prior written approval 
of Commission.  

17.  ASSIGNMENT LIMITATION  

This Contract shall be binding upon and inure to the benefit of the parties and their 
successors and assigns; provided, however, that neither party shall assign its obligations 
hereunder without the prior written consent of the other.  

18. PROHIBITED PRACTICES  

Consultant, during the period of this Contract, shall not hire, retain, or utilize for 
compensation any member, officer, or employee of Commission, or any person who, to 
the knowledge of Consultant, has a conflict of interest.  

19.  NOTICES  

Notices to Commission provided for in this Contract shall be sufficient if sent by Certified 
or Registered mail, addressed to Office of the Airport Director, The Eastern Iowa Airport, 
2515 Arthur Collins Pkwy SW, Cedar Rapids, IA 52404, and notices to Consultant shall 
be sufficient if sent by Certified or Registered mail, addressed to ___________________ 
_________________________________________________, or to such other respective 
addresses as the parties may designate to each other in writing from time to time.  
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20.  AIRPORT SECURITY  

Consultant covenants and agrees that it will at all times maintain the integrity of the 
Airport Security Plan and comply with all laws, statutes, rules, regulations and orders, 
including Federal Rule 49 CFR 1542, promulgated by any Federal, state, or local agency, 
authority, or officer, including the Federal Aviation Administration (FAA), the Federal 
Transportation Security Administration (TSA) and the U.S. Department of Justice.  

Consultant, its employees, agents or consultants are expressly required at all times to 
comply with all laws, statues, rules, regulations and orders, including Federal Rules 49 
CFR 1542, promulgated by any federal, state or local agency, authority, or officer, 
including the FAA, the TSA, and the U.S. Department of Justice.  

Should a penalty be imposed on Commission for an incident involving Consultant’s 
breach of security, Consultant agrees to reimburse Commission for any and all such 
penalties including, but not limited to, civil fines which may be imposed upon the 
Commission by any state, local or federal agency, or officer, including the TSA.  

21. CONFIDENTIALITY 

All data, including originals, images and reproductions, prepared by, obtained by, 
or transmitted to Consultant in connection with this Contract is confidential, 
proprietary information owned by the Commission. Except as specifically provided 
in this Contract, the Consultant shall not disclose data generated in the 
performance of the Service to any third person without the prior written consent of 
the Commission. The obligations of Consultant under this section shall survive the 
termination of this Contract.  

22.  MISCELLANEOUS  

This Contract shall be interpreted and enforced under the laws and jurisdiction of the 
State of Iowa. This Contract constitutes the entire understanding between the parties and 
is not subject to amendment unless agreed upon in writing by both parties hereto. 
Consultant acknowledges and agrees that it will perform its obligations hereunder in 
compliance with all applicable state, local, or Federal law, rules, regulations, and orders.  
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IN WITNESS WHEREOF, the parties hereto have executed this Contract on the 

day, month, and year written below. 

COMPANY 
 
 
By:    
 
Name:    
 
Title:    
 
Date:    
 
 
ATTEST:   

CEDAR RAPIDS AIRPORT COMMISSION 
 

 
By:   
 
Name:    
 
Title:    
 
Date:    
 
 
ATTEST:   
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EXHIBIT A – REQUEST FOR QUALIFICATIONS 
 
 
Attached hereto and incorporated herein by reference.  
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EXHIBIT B – COMPANY’S PROPOSAL 

 
 

Attached hereto and incorporated herein by reference. 
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