
 City of Cascade Locks   
     PO Box 308  140 SW WaNaPa St.    

           Cascade Locks, OR  97014  
                                          

________________________________________________________________________________  
                                                                                (541) 374-8484  Fax:  (541) 374-8752  TTY: 711  

Request for Proposal  
Cascade Locks Tourism Committee – Contract Support Work  
  
This is an informal solicitation for proposals pursuant to ORS 279B.070.   
  
Organizational Overview  
The Tourism Committee is a volunteer committee, with seven members appointed to serve 
by the Mayor and City Council. The duties of the committee consist of the power and duty to 
advise the City of Cascade Locks City Council concerning the expenditure of Transient 
Room Taxes (TRT’s), grants and other funds collected by the city, for the promotion of 
tourism in and around the city of Cascade Locks.  
  
Tourism Committee Project Focus and Goals  

1. Increase Transient Room Taxes Revenue During the Shoulder and Off Seasons  
2. Conducting/Partnering with Tourism Entities for Tourism Symposium  
3. Increase Volunteerism and Awareness of Tourism Efforts  
4. Work with the Port of Cascade Locks, Businesses and Other Partners to Promote 

Local Events  
5. Apply For and Obtain Grants for Tourism Funding  
6. Strengthen Existing Relationships with Community Leaders and Organizations 
7. Develop and Improve Tourism Related Facilities  

  
The Cascade Locks Tourism Committee has identified strategies that will help us reach 
these goals with our resources and funding opportunities:  
  
FUNDING SOURCES  

1. Grants  
2. Transient Room Tax  
3. Other Identified Sources  

    
MARKETING AND PROMOTION  

1. Targeted Local and Regional Advertisements  
2. Brochure creation and Distribution 
3. Website and Social Media Development 
4. Event Sponsorships and Booths  

 
 
  

“The Heart of the Columbia River Gorge” 

The City of Cascade Locks is an Equal Opportunity Provider.  
 



TOURISM FACILITIES  
1. Overlook Park  
2. Transportation Hub  
3. Visitor Information Center  

  
The Cascade Locks Tourism Committee in conjunction with the City of Cascade Locks is 
requesting a proposal for contract work to assist the Tourism Committee in Promotion, 
Marketing, Projects and Committee Support.  
  
JOB TITLE: Tourism Support Contracted Staff  
  
REPORTS TO: City Administrator  
  
JOB FUNCTIONS:  
  
General Committee Support  

1. Minutes taking (back up to committee secretary) Document Creation and 
Duplication  

a. Monthly Flash Report  
b. Agendas (in conjunction with the committee chair 

2. Tourism Correspondence (in conjunction with the committee chair) 
3. Grant Writing and Administration 
4. Responding to tourism inquiries via phone, mail, email and fax 
5. Committee reports to City Council (in conjunction with the committee chair) 

  
Marketing and Promotion  

1. Website management and Updates  
2. Online calendar and ORB updates  
3. Backup to booth staffing for outreach events  
4. Writing and distribution of press releases  
5. Social media posts  
6. Advertisement design in-house or in communication with designer  
7. Identify and coordinate advertising opportunities  
8. Coordinate marketing with other Chambers of Commerce and Visitor 

Associations Alignment with Travel Oregon  
  
Tourism Facilities  

1. Work with City Administrator on Special Project Administration and 
Implementation  

  
Requirements to Respond to RFP  
Individuals or companies applying for these contract services are required to provide 
the following:  



1. Letter of interest stating your reasons for applying and qualifications for the 
position Current resume, highlighting matching specifications with this role  

2. Three professional references  
3. Samples of recent work (no more than three)  

  
Contract Terms  
Duration of contract services is up to 20 hours per week, beginning at or near May 1, 2026. 
The contract term will be 24 months.  Per hour rate depending on qualification level and 
proposals. These contract services do not include benefits. Selected contractor will be 
reimbursed for required travel expenses related to distribution or event attendance. Position 
will be supervised by the City Administrator.  
   
To Submit your RFP  
Required materials can be sent via mail, email or fax with the following information:  

Cascade Locks Tourism Committee  
PO Box 308  
Cascade Locks, OR  97014  
Phone: 541-374-8484  
Fax: 541-374-8752  
Email: cityadministrator@cascade-locks.or.us  

Deadline to submit your RFP: March 20, 2026, at 4:00 pm  
 
Proposed Timeline 
Committee Open, Review, Interview and Recommend: April 6, 2026 
RFP Awarded: April 13, 2026 City Council Meeting 
Estimated Start Date: May 1, 2026 
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