
 

 

OPTIONS FOR YOUTH-ACTON, INC. 
REQUEST FOR QUOTE 

 
Marketing and Public Relations SERVICES  

 
POSTED: JANUARY 24, 2022 
DUE DATE: FEBRUARY 4, 2022 

To whom it may concern, 

Options For Youth-Acton, Inc. (“OFY-A”) is requesting quotes for Marketing and Public 
Relations Services.   

OFY-A is a year-round public charter school serving approximately 1,600 students at eight sites 
in Ventura County and San Bernardino County, many of whom have not been successful or 
satisfied with their experience in traditional schools.  The network of Options for Youth public 
charter schools has provided such programs since 1997.  OFY-A is seeking services to assist in 
our charter school operations, and we encourage all interested vendors to submit a quote.  This 
Request for Quote document is available on OFY-A’s website.   

A copy of the proposed scope of work is attached.  Interested vendors are not required to submit 
a quote covering the entire scope of work.  OFY-A will accept quotes covering all or any portion 
of the services.  Please ensure your quote clearly indicates which services are included in the 
quote.  OFY-A reserves the right to negotiate the final terms and conditions of the contract, 
including the scope of work.   

If you would like to submit supporting documentation with your quote (e.g., customer 
references, statement of qualifications, company history, alternative fee structures, etc.), please 
feel free to do so.  All quotes should be placed on your company’s letterhead and include a bid or 
price estimate.  Please submit your quote by the due date above to: 

Brianna Villalpando  
Assistant Principal of Instructional Operations 

bvillalpando@ofy.org 

OFY-A staff will review all quotes and make a recommendation to the Board of Directors.  It is 
anticipated that OFY-A will award the contract on or around March 18, 2022, and the term of 
any resulting contract is anticipated to begin on July 1, 2022.   

If you have any questions, or if you’d like to schedule an optional tour of our school facilities, 
please contact Brianna Villalpando using the contact information above.  We very much look 
forward to reviewing your quote.   

Sincerely, 

Options For Youth – Acton, Inc.  
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Scope of Work 

I. Marketing  
a. Planning and Coordination 

i. Consult with school personnel on marketing opportunities in the 
community 

ii. Creation and execution of marketing plans, proposals, and budgets on 
behalf of the school 

iii. Coordination of marketing plans and ad deployment approvals 
iv. Coordination with third-party vendors that provide marketing materials or 

services 
v. Obtain vendor ad specifications 

vi. Source and recommend marketing materials as requested by school 
personnel 

vii. Maintain an organized school asset database (photos, logos, video clips, 
design files, etc.) 

b.  Advertising 
i. Graphic design and copywriting for digital and print ads 

ii. Design and deployment of email campaigns 
iii. Creation and maintenance of logos and signage files 
iv. Live action script development, filming, and editing for video 

advertisements 
v. Art and copy file submission to digital and print advertisers 

vi. Management of digital ad campaigns through Google, Bing, 
Facebook/Instagram, and other online platforms, including budgets and 
keyword performance 

c. Websites and Social Media 
i. Maintain several social media accounts across various platforms 

ii. Regularly create, post, and share social media content 
iii. Build and update/maintain charter and campus-level websites 
iv. Create and maintain digital lead forms and distribution routes and rules 
v. Recommend web contractors and security solutions as appropriate 

d.  Student Recruitment 
i. Assist with preparing student recruitment materials, such as flyers, print 

ads, social media materials, etc. 
ii. 2. Consult with school personnel on student recruitment opportunities in 

the community 
II. Public Relations 

a. Press Releases 
i. Write press release drafts and circulate to school personnel for approval 
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ii. Distribute approved press releases to local media entities and follow-up as 
necessary 

iii. Create positive news coverage for the school and assist with building 
community 

iv. support 
b. Other Communications 

i. Assist with drafting communications to staff, parents, students, and other 
stakeholders as requested by school personnel 

ii. Identify positive school events, activities, or news and assist with creating 
marketing content across various mediums 

iii. Approach media outlets to distribute materials related to school events, 
activities, or news 

iv. Monitor online activity about the school and consult with school personnel 
on strategies to maintain a positive online presence  

III. Photography and Videography 
a. Graduations 

i. Film students at regional senior social events prior to graduation 
ceremonies 

ii. Edit senior social footage for reflections video to be played as a part of 
each respective graduation ceremony 

iii. Film every graduation ceremony 
iv. Edit graduation ceremony footage for public distribution produce and ship 

hard copies as requested by client 
v. Maintain organized drives of all video footage collected with regular back-

ups and archival standards 
vi. Identify, purchase, and maintain adequate video and audio equipment 

b. Miscellaneous Events 
i. Film and/or photograph various events as requested by school personnel, 

such as senior events and sports events 
ii. Edit and distribute event footage and specifications as requested by school 

personnel  
 

 


