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TRANSMITAL LETTER

To:

All Interested Parties

From:
The Office of Economic Development & International Trade (OEDIT) - 




Colorado Tourism Office (CTO) 

Re:

Request for Proposal for a Public Relations and Social Media agency

Attached is a request for proposal (RFP) to provide services to develop, implement and manage the Colorado Tourism Office’s public relations and social media campaign beginning July 1, 2011 through June 30, 2012, with at the discretion of the OEDIT-CTO, two one-year extensions, which at the discretion of the OEDIT-CTO would equal of three years under contract with the OEDIT-CTO prior to contract being rebid.

This RFP is issued by the OEDIT-CTO and is being sent to all interested and capable parties. To successfully compete for and win this contract, a firm must demonstrate that they have the experience, capability and resources to handle a program of the size, scope and complexity of the Colorado Tourism Office’s program, and that they have in-state representation.  

The selection process will consist of two steps:

1. A written response to a series of questions concerning the firm’s experience, capabilities and resources. 
2. If chosen as a finalist, an oral presentation to the selection committee. 

A selection committee made up of Colorado Tourism Office Board members and tourism representatives approved by the Colorado Office of Economic Development and International Trade will select the winning firm. A winner will be announced no later than the week of April 25, 2011.
I.
BACKGROUND

The CTO is a legislatively created office within the Colorado Office of Economic Development and International Trade (OEDIT). The CTO is governed by the Colorado Tourism Office Board of Directors (CTOB). Responsibilities for overall policy and budgetary development of the OEDIT-CTO are within the purview of CTOB, comprised of members from the tourism industry and the State Legislature. The Executive Director of the Office of Economic Development and International Trade and the Division Director of the Colorado Tourism Office within OEDIT are responsible for oversight and management of the OEDIT- CTO’s activities. The Director of the Colorado Tourism Office and OEDIT-CTO staff manages the tourism program, including monitoring the activities of all Contractors working on behalf of the Colorado Tourism Office.

The primary goal of the OEDIT-CTO is to generate increased tourist visitation to the State and provide a positive return on the investment of promotional dollars for the travel and tourism industry and for the State increased tax revenues. Other goals include:

· Inspiring leisure travelers/consumers to consider a Colorado vacation
· Providing quality information to convert interest into travel to Colorado and grow Colorado’s market share
· Allowing the Colorado tourism industry to utilize the OEDIT-CTO’s promotional efforts to leverage their marketing dollars through cooperative programs

The Colorado Tourism Office Board meets a minimum of eight times per year. The board also has seven committees that include board members, as well as representatives from the tourism industry. The seven committees are Advertising, Marketing & Public Relations, Travel Resources, Education & Research, International Promotions, Heritage Tourism, Agritourism and the Colorado Tourism Conference Planning. The Contractor, selected from this RFP will work closely with marketing committees, specifically the Advertising, Marketing & Public Relations and Travel Resources committees and serve as non-voting members. 

All Contractors report to OEDIT-CTO staff on their activities in accordance with office and board policies and contract provisions. Contractors are required to submit written reports monthly which are distributed to board members and committee members for their review and comments.  Contractors provide support to the OEDIT-CTO staff and appropriate committees and are expected to attend board and committee meetings. The Contractor selected will be required to comply with these requirements. 

The OEDIT-CTO is initiating this RFP with the intent to provide an opportunity for qualified organizations to compete for certain tourism promotion activities for the OEDIT-CTO and CTOB.

General Research Information

The OEDIT-CTO conducts an annual visitation study with Longwoods International provides visitor profile information and estimated travel expenditures thorough research on tourism in Colorado. Economic impact is tracked through sales tax receipts and compiled by Dean Runyan Associates. 
All research studies are available online at: http://www.coloradotourismpartner.com
General Marketing Information

Currently for the fiscal year 2011, the OEDIT-CTO promotes Colorado with an $8.1 million domestic advertising budget. The OEDIT-CTO solely focuses on the out of state audience in top markets like Dallas, Houston, Kansas City, Chicago, Los Angeles and Phoenix across all four seasons (Please make note, the OEDIT-CTO combines Spring and Summer seasons into one season). Markets vary based on seasonality, audience segmentation and other factors such as accessibility to the state and repeat visitation numbers. In addition to the OEDIT-CTO’s media campaign, OEDIT-CTO utilizes a robust PR campaign to extend the Colorado message into top tier markets not typically reached by paid media due to budget constraints.  Also, OEDIT-CTO engages in one-to-one conversations on popular social media networks. As of today, Colorado is the #2 state tourism Facebook page and continues to gain popularity each day.

For a synopsis regarding the domestic campaign including OEDIT-CTO’s current brand platform, please visit the quick link:  

http://www.colorado.com/ai/cto_brand_platform_1011.pdf
II.  Request for Proposal Process
The process for selecting a Contractor to provide public relations and social media services for the OEDIT-CTO shall be conducted by a RFP selection panel of CTOB members and industry partners and will consist of two phases. Phase One will be a Request for Proposal (RFP) from interested parties. Phase Two will be an oral presentation by bidders selected as finalists based upon an evaluation of the bidder’s written response to the RFP. Phase Two may also include a site visit at the discretion of the OEDIT-CTO. In the evaluation process, oral presentation scores will be factored separately from the written evaluation scores.
A time schedule for the selection process is included. The OEDIT-CTO reserves the right to reject all proposals and not award a contract.

A. Phase One: Request for Proposal
All responses to the RFP become the property of the State and are subject to the Open Records Act. Submissions for this RFP will not be released until completion of the entire RFP process and a contract is executed

RFP respondents are asked to limit their written proposal to no more than fifty(50) pages, excluding the questionnaire.

The selection committee will evaluate the RFP responses objectively on a point system. Additional information about the bidder’s capability to provide the scope of services in the RFP may be included.

Questions concerning the RFP or the selection process shall be submitted in writing by Monday, January 17, 2011 by 4 p.m. or email the Colorado Tourism Office at ColoradoTourismOfficeRFP@state.co.us with the subject line: Public Relations and Social Media Agency RFP Q&A. Answers will be posted on www.coloradotourismpartner.com by Friday, January 21, 2011. Or by mail to Aminta Burr, Colorado Tourism Office, 1625 Broadway, Ste. 2700, Denver, CO 80202, 303-892-3717 by no later than 4:00pm MDT on Friday, February 18, 2011.


B. Phase Two: Bidder Presentations
Finalists will be selected based upon an evaluation of written responses to the RFP. Finalists will be required to make an oral presentation to the RFP Selection Panel week of March 28th and April 4th. Specific times will be assigned during the finalists’ notification by the week of March 14th, 2011.

Bidders will be allowed up to 45 minutes to explain the information provided in their response to the RFP per Phase One. Fifteen (15) minutes will be reserved for questions by the RFP Selection Panel. 

Presentations by finalists must be conducted only by the company’s officers, personnel and subcontractors (if applicable) who will be directly responsible for and assigned to the OEDIT-CTO account. Finalists are requested to present only the materials submitted with their written proposal.

The OEDIT-CTO may elect to make site visits. Bidder finalists will be given a minimum of three (3) days notice prior to visitation.


C. Budgets and Timeline
It is anticipated that OEDIT-CTO funding level for the advertising agency’s scope of services is $8,000,000 to $10,000,000. 

A detailed project timeline should accompany the written response to the RFP. 

D. RFP Schedule

RFP Release Date: 





Monday, January 10, 2011


Questions from Bidders Due Date:



Monday, January 17, 2011 



Answers Posted on ColoradoTourismPartner.com:
Friday, January 21, 2011


RFP Response Deadline:



  Friday, February 18, 2011 by 4 p.m.


Notification of Finalists:




week of March 14, 2011


Oral Presentations:




  
  weeks of March 28 or April 4, 2011


Winner Bidder Recommendation/Notification:

week of April 25, 2011

III. Bidder Response Format
The OEDIT-CTO will only accept proposals that describe the past performance, ability and experience of bidders and their subcontractors.

The OEDIT-CTO may accept modifications from bidders that may fall outside of this RFP. The OEDIT-CTO may consider, but not be bound by, alternatives proposed by the organization.

IV.
Statement of Work

The purpose of the RFP is to seek and retain a qualified agency to act as the OEDIT-CTO’s public relations and social media representative in the U.S. market, promoting Colorado as a premier travel destination. The goal of this agency is to help increase domestic visitors arrivals to Colorado through publicity, serve as an in-market media expert and resource and maintain Colorado’s buzz factor on established social media networks with peer-to-peer interaction. 

The OEDIT-CTO seeks a company to develop and execute a comprehensive, targeted and creative and brand-aligned public relations program using a variety of channels including social media and leveraging OEDIT-CTO’s advertising and marketing initiatives. 

Qualified firms and their staff should demonstrate capabilities and proven successes in handling accounts of the nature, size, and complexity of the Colorado Tourism Office’s domestic program. Working with the Colorado Tourism Office staff, the Contractor will be required to provide a comprehensive public relations and social media plan and strategies to execute the plan. That program will consist of, but is not limited to:

III. General Scope and Services Required

1. Strategic Consulting and Planning:
a. Develop a strategic communications/public relations plan targeting trade and consumer (i.e. travel, lifestyle and other appropriate print, broadcast and digital) media that are appropriate for the Colorado brand

b. Develop a social media strategy and plan 

c. Develop and recommend strategies for generating publicity or promotional opportunities, involving traditional and non-traditional partners. 

d. Agency to be responsible for “big” or “out-of-the-box” ideas to support the OEDIT-CTO’s brand and publicity efforts

e. Create ongoing press kit developments, including ideas for themed releases

f. Develop and assist with crisis communications/issues management support


2. Media Relations and Events:

a. Proactively develop and pitch Colorado story ideas that reinforce the Colorado brand on an ongoing basis, via meetings (phone or desk side meetings) with media, news and feature releases, promotions, events, familiarization tours, etc.

b. Actively assist journalists with story development and generate maximum placement of positive, balanced Colorado stories that cover multiple regions/ destinations across the state

c. Generate qualified media leads for the Colorado travel industry

d. Coordinate itineraries and agency escorts as appropriate, follow up with media to ensure they have all the necessary information for their stories and collect clips as published

e. Strategically select, pitch and secure recommended number of top journalists to visit various destinations in Colorado on group and individual familiarization trips for maximum exposure

f. Develop a domestic consumer trade show plan, including staffing and industry participation
g. Distribute the OEDIT-CTO’s news releases (and possibly newsletters, media alerts, etc) to key trade and consumer media throughout U.S. 

h. Represent the OEDIT-CTO’s at key travel industry events in Colorado and U.S. where appropriate media are attending, as needed


3. Industry Integration and Leadership:

a. Work with OEDIT-CTO’s lead/brand agency to leverage value-added editorial opportunities. 
b. When developing opportunities for PR and social media campaigns, agency should integrate tourism industry partners as much as possible such but not limited to DMOs; CVBs; lodging; attractions, etc. 


4. Measurement and Reporting:

a. Develop and maintain ongoing electronic media database on behalf of Colorado Tourism and allow access to client when requested.

b. Recommend and develop a “measure of success” for PR and social media campaigns

c. Provide a monthly progress report on activities and accomplishments including advertising equivalencies based on media placements and PR impressions

d. Provide monthly results for social media program including brand monitoring 

e. Key agency personnel must be able to attend meetings with OEDIT-CTO members with a 24-hour notice (excluding weekends and state holidays)
f. Attend committee meetings and board meetings, including giving presentations and providing input during discussions
g. Other activities deemed necessary by the staff and CTO Board (CTOB) to accomplish OEDIT-CTO’s marketing goals
h. Agency should have the capability to store small number of visitor’s guides, press kits and other promotional materials for media opportunities

IV. Bidder Response Format

Proprietary/Confidential Information
Any restrictions of the use or inspection of material contained within the proposal shall be clearly stated in the proposal itself. Written requests for confidentiality shall be submitted by the bidder with the proposal. The bidder must state specifically what elements of the proposal are to be considered confidential/proprietary. Confidential/proprietary information must be readily identified, marked and separated/packaged from the rest of the proposal. Co-mingling of confidential/proprietary and other information is not acceptable. Neither a proposal, in its entirety, nor proposal price information will be considered confidential.

The State of Colorado will make a written determination as to the apparent validity of any written request for confidentiality. In the event the State of Colorado does not concur with the bidder’s request for confidentiality, the written determination will be sent to the bidder. Ref. Section 24-72-201 et. Seq., C.R.S., as amended, Public (open) Records Act.

Questionnaire
Each proposal must include the following eight categories (A-H ) and should be numbered according to each section as outlined in this document (example A.1.). Submit TEN COPIES of your entire response organized as follows:

A. Transmittal Letter:
The transmittal letter must be on official business letterhead of the organization proposing to become the Contractor. The letter is to transmit the proposal and shall identify all material and enclosures being forwarded collectively as a response to this RFP. The transmittal letter must be signed by an individual authorized to commit the company to the work proposed.


1. The organization must be willing to comply with all requirements of the RFP, and must make a positive statement to that effect in the transmittal letter. If the organization is unwilling to comply with any terms, conditions, or other requirements of the RFP, the organization must so indicate in the transmittal letter and in the appropriate section of the organization’s proposal. If in the body of the proposal, the organization so indicates through either lack of response or technical noncompliance with the RFP, the offer may be rejected by the OEDIT-CTO notwithstanding any assurances in the transmittal letter.


2. By submitting a proposal, the organization agrees to the following: 


(a) The organization warrants that no person or selling agency has been employed or retained to solicit or secure the proposed contract based upon an agreement or understanding for a commission, percentage, brokerage, or contingent fee. 


(b) The prices and/or cost data proposed have been arrived at independently without consultation, communication, or agreement with any other organization or competition for this procurement. 


(c) Unless otherwise required by law, the prices and or cost data submitted have not been knowingly disclosed by the organization directly or indirectly to any other agency or to any competitor, nor will they be disclosed prior to award of the contract. 


(d) No attempt has been or will be made by the organization to induce any other person or organization to submit or to withhold a proposal for the purpose of restricting competition.

B. Organization Ownership and Management: 

1. Provide the name, address and telephone number of the legal entity with whom the contract will be written and all trade names/assumed names and the states wherein those trade names/assumed names are used.

2. If the agency’s headquarters is not in the state of Colorado, please outline a plan on establishing a Colorado office to work on the OEDIT-CTO account.
3. Provide the name, address and telephone numbers of the organization’s principal officers (President, Vice President, Treasurer, Chair of the Board of Directors, etc.) and other owners of five percent or more of the equity interest in the organization or, if the organization is a subsidiary, owners of five percent of the equity interest in the parent entity.
 If any portions of the contract will be subcontracted please provide the same information for entities identified as subcontractor(s) in the proposal. 
If any individual or entity named in this section was a member of the OEDIT-CTO board, a state employee, employed by the Office of Economic Development in the past 24 months or currently is such an employee, indicate his/her job title, employing state agency and, if applicable separation date.

4. Provide the type of entity under which the organization’s business shall be operated (e.g., corporation, partnership, limited partnership, trust, sole proprietorship) during the period of anticipated contract performance.

5. Provide the Federal Employer I.D., Colorado Department of Revenue Tax 

Registration number, Colorado State Corporate Registration, if applicable, Industrial Insurance Registration and Unemployment Compensation Insurance Numbers.
6.  If the organization or any party named above contracted with the State of Colorado during the past 24 months, indicate the name, the contract number and/or any other information available to identify the contract.

C. Organization’s Structure and Experience: 


1. Provide an organizational chart of the bidding organization, including contact points between the organization and the State. Include all subcontractors to be employed on the project. 


2. Disclose the organization’s total number of employees, both full and part time. Include employee information on all subcontractors to be employed on the project.


3. Provide a short history of the organization and include a history of all subcontractors to be employed on the project. 


4. Disclose the name(s) of person(s) in the organization management who will work on OEDIT-CTO’s account and how much of his/her time will be spent on the tourism account. Include time to be spent by all subcontractors who will be employed on the project. 


5. Disclose who within the organization will have primary responsibility and have final authority regarding the tourism account and how much time the individual(s) will spend on the tourism account. Include all subcontractors’ decision makers to be employed on the project.


6. Provide resumes noting the qualifications and experience of each person who will work on the account. Include all resumes of subcontractors to be employed on the project.


7. Describe the organization’s experience in tourism, or directly related field. Include tourism experience of all subcontractors to be employed on the project.


8. Indicate the experience, if any, the organization and proposed key employees have had in handling an account for government promotion of tourism. Include such experience of all subcontractors to be employed on the project.

9. Indicate any other experience that highlights the qualifications of the organization and proposed key employees for the performance of the contract, if any, awarded as a result of this RFP. Include other experience as described above of all subcontractors to be employed on the project.

D.  Client Information: 

1. List your current clients in declining order of size and the years you have worked for them. Please provide senior staff references for the three largest clients. 


2. Name the two most recent past clients. Have any of these terminations been due to agency non-performance? If so, explain. 


3. Provide any names of any travel/tourism clients you now serve in any of the organization’s offices. 

E.
Financial Information: 


1. Provide a five-year billing history of the bidding organization percentage attributable to its 3 largest clients in each year. Include the same billing histories on any subcontractor(s) to be used. 


2. In the event the organization intends to subcontract any of the proposed work stated
 in its proposal, the organization will submit names and addresses of proposed subcontractors, the type of work to be performed and the estimated cost of the work.


3. Where would the CTO rank in size among your clients in the office that would be working on the OEDIT-CTO account?

F.
Account Gain and Loss: 

1. Indicate if the organization has had a contract terminated for default in the last five years. Termination for default is defined as notice to stop performance, delivered to the organization because of the agency’s nonperformance where the issues of nonperformance have been either (a) not litigated due to inaction on the part of the organization, or (b) litigated and determined that the organization was in fault.

NOTE: if the organization has had a contract terminated for default in this five-year period, the organization must submit full details including the other party’s name, address and phone number. The OEDIT-CTO will evaluate the facts and may, at its sole discretion, reject the proposal based on the bidder’s past experience.

2. Provide a list of accounts gained in the past two years and comment on why your organization was chosen to service these new accounts.

3. Provide a list of current accounts and at least three references that the OEDIT-CTO may contact at its discretion. At least one of these references should be from a former client.

4.  Disclose whether it is presently servicing any account that may conflict with the needs of the OEDIT-CTO. (a) Each organization shall briefly explain the account(s) and type of work the agency is performing or contemplating which may conflict with the needs of the OEDIT-CTO (b) Each organization shall disclose whether it would refuse to accept such accounts or resign from this/these accounts if requested to do so by the OEDIT-CTO if it determines that such a conflict exists. (c) The State may, in its sole discretion, disqualify a bidder if the OEDIT-CTO determines that a possible conflict exists, which may affect the interest or the needs of the State.

G.
Case Studies 

Bidders will provide two case studies for public relations and social media campaigns. Case histories will include organization and subcontractors’ activities, as well as examples of work.

H.
 Proposed Plan for OEDIT-CTO’s PR and Social Media Programs and Services
 The proposal must include the following information:



Public Relations

1. Propose a public relations plan targeting trade and consumer media for the Colorado brand

2. Propose a methodology for tracking PR media hits, etc and success of program

3. Propose a communication plan on how to effectively reach state tourism industry partners for content and participation in the OEDIT-CTO’s PR program

4. Propose a communication plan on how to effectively reach state tourism industry partners for content for the OEDIT-CTO’s social media networks

Social Media 
5. Proposed social media plan utilizing existing social media channels and new ideas for engagement

6. Propose a communication plan on how to effective reach state tourism industry partners for content for the OEDIT-CTO’s social media networks

7. Outline a brand monitoring process (i.e. proprietary tools used, methodology, etc)

8. Outline methodology on measuring success on programs for other clients

9.  Define R.O.I. from a social media perspective using examples from previous work
10. Describe design, creative and community management capabilities

I. 
Budget 
The OEDIT-CTO requests that bidders submit their proposed budget in a separate sealed envelope. TEN COPIES are required. Budget proposals must include an itemized total budget for strategic planning, implementation and account management, as well as a budget for out of pocket costs associated with proposed programs. The budget must include, but may not be limited to:



1.
Strategic planning and implementation for the PR program  



2.
Management and maintenance on OEDIT-CTO’s social media networks



3. 
Out of pocket costs (i.e. travel expenses, promotional items, hard costs associated with events, etc)

4.      Contractor’s compensation structure. Please explain any monthly retainer. 



5.
The budget will be negotiated after a final plan and scope of services are approved.

The compensation proposal, once agreed upon by the Contractor and OEDIT-CTO will be considered firm and binding for the term of the contract (July 1, 2011 through June 30, 2012) with subsequent renewals up to June 30, 2014 contingent upon agency’s performance and available funds.

V.
Method of Selection
The written responses and oral presentations will be evaluated and scored. The vendor that is selected will be determined using the aggregate of the selection committee’s scoring of the written and oral presentations, with weight being given to the oral presentations. The selected vendor will be recommended to the Colorado Tourism Office Board for approval, subject to the final approval of the Office of Economic Development. Contract award and future contracts are contingent upon availability of funding.
TEN SEALED COPIES of proposals must be received by Aminta Burr/Colorado Tourism Office, 1625 Broadway, Ste. 2700, Denver, CO 80202, 303-892-3717 by no later than 4:00pm MDT on Friday, February 18, 2011.

An evaluation committee will evaluate and score written proposals. Finalists will be selected to make oral presentations. The committee will evaluate oral presentations, which will last no more than 45 minutes followed by questions from the evaluation committee.


Evaluation Criteria:

The following factors will form the basis for evaluating the proposals:

· Demonstrated PR and social media capabilities 
· Proposed plan for a domestic PR and social media campaigns

· Experience and knowledge
· Technical capabilities

· Company structure, staffing qualifications & financial status

· Case studies

· Solution cost (rates and pricing)


Oral Presentations for Selected Finalists
While the oral presentation format and content is open, the OEDIT-CTO requires the presentations to include the following to aid in the evaluation of the proposal:


1.
Only those who will directly be involved in OEDIT-CTO’s business should attend and present during the oral evaluation process.


2.
Give an introduction of members of the team and a short bio of each. 


3.
Everyone in attendance must participate in the presentation. 


4.
Provide relevant facts about the company/subcontractors and unique and/or superior processes or services used to develop PR and Social Media campaigns.


5.
Provide a case history and show examples of relevant, successful websites. 

6.       Briefly discuss the travel and tourism industry related to public relations and 



social media with a focus on trends for both. 

7.
Present proposals for PR and social media including timelines and measurement

8.
Provide a comprehensive, detailed budget allocation and rationale for proposals, including agency compensation and structure

Please have a minimum of ten copies of the essential elements of the oral presentation in hard copy form to leave with the evaluation committee after your presentation.

Based upon the combined evaluation of its written and oral presentations, the winning agency will be recommended to the Colorado Tourism Office Board for their approval by the selection committee. The final selection will be subject to the approval of the Office of Economic Development and International Trade.

VI.
General Information
The purpose of this RFP is to furnish information to prospective organizations. The RFP is not intended to completely define the proposed contractual relationship between the OEDIT-CTO and the successful bidder. The OEDIT-CTO reserves the right to reject any or all proposals and to waive informalities and minor irregularities in proposals received and to accept any portion of a proposal or all items proposed if deemed in the best interest of the Colorado Tourism Office and its Board.
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