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REQUEST FOR QUALIFICATIONS

Public/Media Relations Firm
Requests for information related to and responses to this Request for Qualifications should be directed to:
Brian Jenkins

Director of Marketing
Visit Loudoun

112-G South St., SE
Leesburg, VA 20175 

703-669-2003
Jenkins@VisitLoudoun.org


Purpose

Visit Loudoun is accepting Statements of Qualifications from organizations to illustrate their qualifications to increase earned media placements and coverage through all media to begin a national approach to position Loudoun as the preferred East Coast wine country experience.

Background

Visit Loudoun is the destination management organization that develops and implements marketing strategies to promote and coordinate the tourism industry 

products and services of Loudoun County and its incorporated towns. Visit Loudoun designs and implements market promotions to generate and increase visitor spending from new and repeat customers visiting Loudoun and the towns for leisure, meetings and conventions, business, group tours, weddings and family events, sports tournaments, and to visit friends and relatives. 

Visit Loudoun is requesting proposals from Public/Media Relations firms (“Media Firm”) to provide marketing services to Visit Loudoun. The firm will be selected by Visit Loudoun and will work closely with Visit Loudoun, and its vendors, on all marketing/media activities. 
Public/Media Relations Consulting Scope of Services 
The firm shall provide all administrative services and support necessary to manage the workload in order to complete all assignments. This includes office facilities, support staff, research options, supplies and equipment. Visit Loudoun anticipates the proposals will identify a primary contact from Public/Media Relations firm who completes all matters and maintains the centralized responsibility for coordinating other support staff.The scope of services may include, but not be limited to the following: 
1. Generate targeted media placements across a variety of media outlets promoting Loudoun as a destination.

2. Develop a comprehensive rolling annual marketing plan with Visit Loudoun staff to include written educational and informational program with tasks, timeframes and related cost estimates. 
3. Develop marketing and communication strategies utilizing traditional public/media relations, social media and other communication formats promoting Visit Loudoun and Loudoun as a travel destination. 
4. Implement special events which will promote Loudoun. 
5. Prepare and present monthly reports to the Vice President, Destination Marketing, outlining all activities and as well as billing hours associated with each task. 
6. Any other Visit Loudoun matter as requested by the Vice President, Destination Marketing.

Timetable

Request for Qualifications Deadline: October 26, 2010 at 5:00PM EST

Late proposals will not be accepted.
Interview Finalists: The week of November 8. 
Complete the Selection Process: No later than November 30, 2010
Qualification Requirements

A. Qualification Format – All qualification responses must follow the format and include all required information. Incomplete information, or failure to follow the format, may result in a disqualification.

i. Business Identification

ii. Qualifications

iii. Experience

iv. Financial Capacity

v. Price Structure

vi. Signature Page (Attachment A)

B. Qualification Format Definitions
i.
Business Identification – State name of the individual or business, including sub consultants, address of home and branch offices, nature of the organization (individual partnership, or corporation; private or public; profit or non-profit) and the number of employees. Identify the state in which the firm is incorporated or chiefly located. Include name, title, and telephone number of person(s) in your organization authorized to negotiate the proposed contract. If sub consultants are proposed, provide information pursuant to the above and identify the percentage of total project hours to be completed by each sub consultant.

ii. Qualifications – Describe the general background and services provided by the organization, including any sub consultants. Describe specific tourism background from other projects and your role in developing the objectives and measurement of results. Describe briefly the qualifications of key staff who will be actively engaged in the proposed project. Indicate what their responsibilities are with respect to the project.


iii. Experience – Visit Loudoun will evaluate the experience of the firm in providing the proposed services. Provide a description of relevant experience in projects for tourism industry businesses including other CVBs, hotels, attractions, etc. Be specific and identify projects, dates, and results. For the initial evaluation process, provide at least two samples of similar work and corresponding client references, including name, address, and phone number of contact person. Also include measurable results associated with the samples. Identify the year in which the work was performed.

iv. Financial Capacity – The firm must provide evidence that it has the financial stability and capability to perform the work outlined within the scope of work. Therefore, the proposer must submit one or more the following financial statements or reports: 1) Audited balance sheets for the past three (3) years (if unavailable, an unaudited balance sheet is acceptable); 2) Internal report which provides a three (3) year financial trend analysis; 3) Current credit report; or 4) Any other financial trend report which can be used to demonstrate financial stability.


v. Price Structure – The fee structure should be provided per your billing system so that Visit Loudoun understands how fees would be determined based upon hourly rates, projects, and for sub contractors. Specific quotations are not required at this time.


vi. Signature Page – Firm must sign and return one (1) signature page and submit it as the first page of one (1) proposal package.

C. Interviews – Firms selected from the preliminary evaluation process will be given an opportunity to orally present their qualifications and review samples. For this interview, the firm will be expected to show previous solutions for other tourism industry businesses, address the measurable success of the project(s), and demonstrate a general understanding of Loudoun County and its tourism industry. Visit Loudoun staff will contact finalists to schedule this presentation. Interviews will be conducted during the month of November 2010.

D. Multiple Proposals – Multiple proposals from a vendor will be permissible. However, each proposal must conform fully to the requirements for proposal submission. Each proposal must be separately submitted and labeled as Proposal #1, Proposal #2, etc. on each page included in the response.

Minimum Qualifications 

The successful firm shall ensure and understand the following: 

1. Demonstrated media relations experience.
2. Work closely with Visit Loudoun staff during all phases of work and will be considered a key component of the work team. A strong, positive, and responsive working relationship must be maintained. 

3. Provide a single point of contact for the duration of the contract and any renewals. 

4. Ensure timely completion of all work and projects which are assigned.
5. Dedicate a minimum number of hours for strategic planning and consulting by an executive staff member to Visit Loudoun.
Evaluation of Request for Qualifications
Visit Loudoun will independently read, review, and evaluate each submission and selection will be made on the basis of the criteria listed below. The firms submitting quotes shall include statements on the following:

A. Provider’s experience and credentials of the team that will be assigned to the account (30%)

B. Media/Public Relations approach (30%)

C. Relevance of samples provided (20%)

D. Measurable results of previous work (15%)

E. Price structure (5%)

Please include references of current and former clients with your submission.

Visit Loudoun may conduct inquiries and request additional information from firms as necessary to assist in the evaluation of any proposal.
[image: image2.jpg]



Public Relations Firm Request for Qualifications

Signature Page

Firm:







____________


Address:











FEI number:





/BPOL #:




Contact:




________________________________

Title:



___________________________________________

Phone:


_________Fax:



__________
Email Address:



____________________________


Name of person authorized to bind the Firm:







________________________________

Signature: 





 __Date:




Attachment A









