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                                             Read Carefully

_ X_ RFQ (Publicly Read)                            _ __ RFP (Publicly Read)
Information Concerning Specifications:  Contact-
   Scott Coffman     (478) 788-3760

   Fax

       (478) 784-9338

Information Concerning Procedures:      Contact-        Carla R. Byrd      (478) 751-7240

                                                                                       Fax                      (478) 751-7252

Your RFQ/RFP package must be in a sealed envelope. If you use an overnight carrier, 

please have your RFQ/RFP package in an envelope inside of the overnight carrier’s envelope. 

Please identify on the front of the envelope: 

“Advertising & Promotion Services for the Middle Georgia Regional Airport-  3/5/2010”

All Bid/RFP Packages must be in Purchasing Division of Finance, City Hall, 3rd Floor, 700 Poplar Street one (1) hour prior to the opening: 
Due Date:  3/5/2010
Due Time:  2:00 PM                       


Opening:  3:00 PM 

Street Address: Finance Department                               
Mailing Address: Finance Department

                         Carla R. Byrd                                                                                  Carla R. Byrd

                         City Hall, 3rd Floor                                                                          P.O. Box 247

                         700 Poplar Street                                                                             Macon, Ga. 31202-0247

                         Macon, Ga.  31201                                                                     

RFQ/RFP Packages will be accepted on or until 2:00 PM EST, RFQ/RFP Packages will be accepted if date/time stamped 2:00 PM, date/time stamps of 2:01 PM or later will be rejected. The Date/Time Properties Clock on the computer in Purchasing will determine EST time. Once RFQ/RFP packages are date/time stamped they become the property of the Purchasing Division. 








Carla R. Byrd, MBA, JD        


Purchasing Agent/Buyer

CITY OF MACON BID/RFP FORM AGREEMENT

I understand the City of Macon reserves the right to reject all RFQs/RFPs in its sole discretion and waive any formalities during this procurement process, and that the City of Macon will not reimburse any respondent for its RFQ/RFP preparation costs. The City of Macon may award RFQ/RFP to other than the lowest respondent if, in the judgment of the Administration, the interest of the City of Macon will be best served by award to another. The Purchasing Department in making an award of a RFQ/RFP will refer to the local preference policy. Also, I have taken steps to encourage, when necessary, minority businesses to subcontract on this project, whenever possible. And I further state my products/services meet or exceed all specifications per the City of Macon's RFQ/RFP with my quote being F.O.B. destination. By signing this RFQ/RFP Form, I acknowledge and agree to the information stated above and I also acknowledge the requirements/instructions of the Requirements and the Criteria pages. I also understand it is my responsibility to have the RFQ/RFP at the proper location on or before the stated hour on the RFQ/RFP due date.  A product or service can only be ordered with a City of Macon Purchase Order signed by the Finance Department. If this procedure is not followed, payment will not be rendered. 
_______________________________   ________________________________      

COMPANY NAME

                     
COMPANY REPRESENTATIVE (PRINT)

_____________________________________   _________________ ________

STREET ADDRESS 


            CITY

                    STATE

__________   ____________________  _________   _____________________    

ZIP CODE      PHONE NUMBER             EXT.             FAX NUMBER                     

NOTE: FOR BID RESULTS, PLEASE INCLUDE A SELF-ADDRESSED STAMPED ENVELOPE.

{TO BE SURE WE RECEIVED YOUR BID/RFP, CALL PURCHASING ON THE BID DAY}

Advertising & Promotion Services for the Middle Georgia Regional Airport
I.
OVERVIEW 

The City of Macon is requesting letters of interest and written statements of qualifications and experience for Advertising & Promotion Services.  The City of Macon, which operates the Middle Georgia Regional Airport, desires to retain the services of a full-service advertising agency as a resource to perform any and all services required to develop, produce, and place advertising and promotions using any media including print, television, radio, outdoor, direct mail, and internet for the Middle Georgia Regional Airport on a job basis. The City of Macon expects the successful contractor to handle all approved forms of advertising and promotion services, including account management.

The objectives of such advertising and promotion will be as follows:

· Stimulate local/regional use of the airport and its various services by airline passengers as a travel origination point.

· Promote use of the airport and its various services by travelers and originating elsewhere whose destination is the Middle Georgia region.

· Support air service development efforts with institutional advertising and promotion targeted to passenger air carriers.

The services contemplated would vary from theme/image development, to support for promotional events, to various levels of development, production and placement of advertising with various media, as the various services are required.  Elements of the marketing program may include the following:

· Development of an effective and lasting marketing plan

· Billboard Advertising

· Outreach Advertising

· Quarterly Flight Guides

· Print Advertising

· Electronic Advertising on the internet including the Airport’s web site

· Radio & Television advertising

· Promotion of events at the Airport

· Promotion of events sponsored by the Airport

II. PROPOSAL REQUIREMENTS
A. General Requirements 

Inquiries/Questions:  All inquiries/questions concerning this request for qualifications shall be emailed to the Purchasing Division of the Finance Department, copying the Airport as follows:

Ms. Carla R. Byrd, Purchasing Agent

City of Macon

Finance Department

PO Box 247

700 Poplar Street

Macon, Georgia 31202-0247

carla.byrd@macon.ga.us 

(478) 751-7240 office

(478) 751-7252 fax

Mr. Scott Coffman, Airport Manager

Middle Georgia Regional Airport

scott.coffman@tbiam.aero
(478) 788-3760
Submission Requirements:  Submit one (1) original plus four (4) complete copies of the qualifications for a total of five (5).  (Please adhere to the mailing requirements as outlined previously in this document.  Application materials will not be returned.)

Contract/Warranty Information: Each respondent should include a copy of its standard/form contract and warranty coverage for review.  All certifications and licenses should be included with the response.  

Proper Authorizing Signature of Respondent: The named respondent must sign the separate applications, and must be the handwritten signature of the person(s) duly authorized to sign the application.  The name, office, address, and office telephone number of the authorized contact person(s) must be clearly identified.

Applicable Law and Courts: This solicitation and any resulting contract shall be governed in all respects by the laws of the State of Georgia. Any contract executed with the City of Macon must provide that its provisions will be interpreted and enforced in accordance with the laws of the state of Georgia and jurisdiction and venue shall lie in the Court of Bibb County, Georgia or in the federal district court in the Middle District of Georgia, Macon Division.  The awarded vendor shall comply with applicable federal, state, and local laws and regulations.   

Ethics in Public Contracting:  By submitting an application, each vendor certifies that its documents are made without collusion or fraud and that it has not offered or received any kickbacks or inducements from any other vendor, supplier, manufacturer or subcontractor in connection with its application, and that it has not conferred on any City of Macon employee having official responsibility for this procurement transaction any payment, loan, subscription, advance, deposit of money, services or anything of more than nominal value, present or promised, unless consideration of substantially equal or greater value was exchanged.  Each vendor specifically certifies by submitting its qualifications that it is not in violation of the Official Code of Georgia Annotated, Sections 16-10-2 and 16-10-22, for acts of bribery and/or conspiracy in restraint of free and open competition in transactions with state or political subdivisions. 

Mandatory Use of Terms and Conditions: Return of the complete document is required.  Modification of or additions to the General Terms and Conditions of this request for qualifications may be cause for rejection of the application; however, the City of Macon reserves the right to decide, on a case by case basis, in its sole discretion, whether or not to reject such an application. 

Alternative Service Requirements:  Alternative service requirements that meet or exceed the minimum specifications may be offered.  Acceptability of alternative request for qualifications will be solely at the discretion of the City of Macon.

Clarification of Terms: If any prospective vendor has questions about the specifications or other request for qualifications, the prospective respondent should contact the Purchasing Division of the Finance Department as directed in the Inquiries/Questions section of this request for qualifications.  Any revisions to this request for qualifications will be made only by addendum issued by the City of Macon.

Assignment of Contract: A contract shall not be assignable by the awarded vendor in whole or in part without the written consent of the City of Macon.  

Subcontracts:  No portion of the work shall be subcontracted without prior written consent of the City of Macon.  In the event that the vendor desires to subcontract some part of the work specified herein, the vendor shall furnish the City of Macon the names, qualifications and experience of their proposed subcontractors.  The vendor shall, however, remain fully liable and responsible for the work/service to be performed by his/her subcontractor(s) and shall assure compliance with all requirements of the contract.

Changes to the Contract: The City of Macon may order changes within the general scope of the contract at any time by written notice to the vendor.  Changes within the scope of the contract include, but are not limited to, things such as the place of delivery.  The vendor shall comply with the notice upon receipt.  The vendor shall be compensated for any additional costs incurred as the result of such order and shall give the City of Macon a credit for any savings.  Said compensation shall be determined by mutual agreement between the City of Macon and vendor in writing.

Default:  In case of failure to deliver goods or services in accordance with the contract terms and conditions, the City of Macon, after due notice, may procure them from other sources and hold the vendor responsible for any resulting additional purchase and administrative costs.  This remedy shall be in addition to any other remedies, which the City of Macon may have.

Cancellation of Contract: The City of Macon reserves the right to cancel and terminate any resulting contract, in part or in whole, without penalty, upon 30 days written notice to the vendor.  Any contract cancellation notice shall not relieve the vendor of the obligation to deliver and/or perform on all outstanding orders issued prior to the effective date of cancellation.  In the event of termination by mutual agreement, the vendor shall be compensated for all hours worked at the specified contractual rate.  If, through any cause other than acts of God, floods, fires, storms, strikes, lockouts, riot, insurrection, acts of the public enemy, war, or other like restrictions beyond the control of the parties rendering performance under the contract impossible, the vendor fails to fulfill in a timely and proper manner obligations under the contract, the City of Macon shall have the right to terminate the contract on written notice to the vendor specifying the effective date of termination. The vendor shall not be relieved of liability to the City of Macon for damages sustained by virtue of any breach of the contract by the vendor.  The City of Macon may withhold or require to be withheld any payment to the vendor for the purpose of setoff, until such time as the exact amount of damages is agreed upon or is otherwise determined. 

Inspection and Monitoring: The City of Macon reserves the right to conduct any review it may deem advisable to assure that products and services conform to the specifications.  An employee of the City of Macon will be designated to inspect and monitor the performance on this project, as the City of Macon deems necessary.  The designated employee of the City of Macon will discuss issues that need to be resolved and may require periodic progress reports.  The designated employee of the City of Macon will also be available for technical assistance concerning the interpretation of state laws, regulations and policies to ensure that the products and services satisfy the City of Macon’s specifications and interest.

Indemnification:  The vendor agrees to indemnify, defend and hold harmless the City of Macon, its officers, agents, and employees from any claims, damages and actions of any kind or nature, whether at law or in equity, arising from or caused by the use of any materials, goods, or equipment of any kind or nature furnished by the vendor/any services of any kind or nature furnished by the vendor, provided that such liability is not attributable to the sole negligence of any City of Macon employee or to failure of City of Macon employees to use the materials, goods, or equipment in the manner described by the vendor on the materials, goods, or equipment delivered.

Minority Participation:  The City of Macon is an Equal Opportunity Employer and submittals by small or minority owned businesses are encouraged.   The bidder hereby certifies that it will not discriminate on the basis or race, color, national origin, or sex in the performance of this contract. The requirements of 49 CFR Part 26 approved Disadvantage Business Enterprise (DBE) program is incorporated in this contract by reference.

Federal Funding:  All or a portion of this work may be funded by Federal funds.  The vendor shall comply with all applicable Federal laws, regulations, executive orders, policies, guidelines, and requirements as they relate to the use of Federal funds including but not limited to:

a. Davis-Bacon Act - 40 U.S.C. 276(a), et seq. 

b. Federal Fair Labor Standards Act - 29 U.S.C. 201, et seq. Airport Assurances (9/99) 

c. Hatch Act - 5 U.S.C. 1501, et seq. 

d. Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 Title 42 U.S.C. 4601, et seq. 

e. National Historic Preservation Act of 1966 - Section 106 - 16 U.S.C. 470(f). 

f. Archeological and Historic Preservation Act of 1974 - 16 U.S.C. 469 through 469c. 

g. Native Americans Grave Repatriation Act - 25 U.S.C. Section 3001, et seq. 

h. Clean Air Act, P.L. 90-148, as amended. 

i. Coastal Zone Management Act, P.L. 93-205, as amended. 

j. Flood Disaster Protection Act of 1973 - Section 102(a) - 42 U.S.C. 4012a.1 

k. Age Discrimination Act of 1975 - 42 U.S.C. 6101, et seq. 

l. American Indian Religious Freedom Act, P.L. 95-341, as amended. 

m. Architectural Barriers Act of 1968 -42 U.S.C. 4151, et seq. 

n. Power Plant and Industrial Fuel Use Act of 1978 - Section 403 - 42 U.S.C.8373. 

o. Contract Work Hours and Safety Standards Act - 40 U.S.C. 327, et seq. 

p. Copeland Anti-kickback Act - 18 U.S.C. 874. 

q. National Environmental Policy Act of 1969 - 42 U.S.C. 4321, et seq. 

r. Wild and Scenic Rivers Act, P.L. 90-542, as amended. 

s. Single Audit Act of 1984 - 31 U.S.C. 7501, et seq.  
B. Specific Requirements

The services contemplated vary from theme/image development, to support for promotional events, to various levels of development, production and placement of advertising with various media, as the various services are required.  Elements of the marketing program may include the following:

· Development of an effective and lasting marketing plan

· Placing media buys and account management 

· Billboard Advertising

· Outreach Advertising

· Quarterly Flight Guides

· Print Advertising

· Electronic Advertising on the internet including the Airport’s web site

· Radio & Television advertising

· Promotion of events at the Airport

· Promotion of events sponsored by the Airport

All responses must address and include the following:

A. Name of entity.

B. Contact information of entity.
C. Please limit your proposals to 25 pages or less.
D. Briefly describe your knowledge and experience of the Middle Georgia travel and tourism market.
E. Describe at least three documented successes in designing and implementing an integrated marketing strategy with samples of produced work, dates, names, and contact information of references.

F. Submit the addresses of two web sites for which you have been involved in the design and describe the nature of your participation (design, programming, hosting, etc.)

G. Describe the ability of your firm to place the media buys for the airport.

H. Describe the overall comprehensive resources of your firm in the areas of experience, expertise, creative talent and manpower, as well as systems.

I. Briefly detail the experience of the specific personnel who will actually perform the work for the City of Macon.

J. To avoid any conflicts of interest, list any other Southeast US airports, chambers of commerce, or travel and tourism firms you are currently working for or within the past year.
III. EVALUATION CRITERIA

A. Selection

A selection committee will select up to three (3) Proposers from those responding to this RFP, which appear best qualified relative to the evaluation criteria listed below. Those Proposers selected may be invited to make presentations to the selection committee with a seven (7) day notice.  The committee will then select the best-qualified Proposer, and a recommendation will be made for approval to execute a contract for services as needed. The City reserves the right to reject any proposal at its sole discretion.

Each submittal from a qualified Proposer received in response to this request will be judged as a demonstration of the Proposer’s capabilities and qualifications.  Only those Proposers who supply complete information as required by this request will be considered for evaluation.  The evaluation criteria to be used in selecting Proposers for presentation include, but are not limited to, the following (100 points total):

    15 
Capability to perform all aspects of advertising and promoting airports, including

production, media buying and all related services.

    10 
Interpretation of client objectives for conceptual design creativity and effective

communication to the target audience, including recommending the appropriate

media.

    15 
Recent experience in projects comparable to the proposed project, specifically in

promoting travel, tourism, air service and airports.

    10 
Reputation for personal and professional integrity and competence.

    5 
Key personnel’s professional background and caliber and their availability for

proposed project.

    10 
Demonstrated ability to meet project schedules or deadlines.

    5
Qualifications and experience of any sub-contractors used by the Proposer under

consideration.

    15 
Quality of projects previously undertaken, including awards won, special recognition and results to the client airport in terms of increased business.

    15 
Proximity to, and familiarity and knowledge of the Middle Georgia Region travel and tourism market.

B. Oral Interviews

Following the initial review and screening of all proposals, one or more firms may be invited to participate in an oral interview or presentation of their proposals.  These interviews or presentations provide an opportunity for the City of Macon to ask additional questions and the respondent to clarify the proposal to ensure material understanding.  However, the City of Macon reserves the right to recommend awarding the Contract without conducting interviews.  Thereafter, staff will make its recommendation regarding an award of the Contract.
IV. AWARD PROCESS

Contract(s) will be negotiated with the respondent whose proposal is determined to be most advantageous to the City of Macon.  The City of Macon reserves the right to reject any and all proposals and to waive any formality in proposals received, to accept or reject any or all of the items in the proposal, and award the contract in whole or in part, if it is deemed in the best interest of the City of Macon.  Proposals should be submitted initially on the most favorable terms, from both price and technical standpoints. The City of Macon further reserves the right to award the Contract without discussion after proposals are received or to request written BEST AND FINAL OFFERS from respondents judged to be responsive to the minimum technical requirements. 

It is contemplated that the Contract will be awarded to a responsible respondent whose application, which conforms to this request, is the most advantageous to the City of Macon, price and all other factors considered, in the sole and exclusive decision of the City of Macon, subject, however, to the aforementioned right to reject all applications, to appropriations by the Legislature; for this purpose, to certain other termination provisions to be contained in the Contract, and to the further terms and conditions hereof.

TERMS:

The term of the Contract shall be for a period not to exceed the length of time determined by the City of Macon within compliance of all applicable laws, subject to certain other termination provisions to be contained in the contract.  

Signature: ____________________________________
Date: __________

Email Address:  ______________________________________

Criteria Page

___         Sealed Bids- due (1) one hour prior to the opening time

___         Request For Proposals- due at the requested time/date but not open to the public

__           Bid Bond or Cashier’s Check for 5% of the total price (check made out to the City of Macon-the

 
“City”)

_X_         3 References required for similar work (contact person, address, phone number)

_X_         Delivery/ Starting Date– can be the deciding factor over price

_X_         Cancellation Policy- City can cancel contract with a 30 day notice if the vendor

                fails to follow specifications or the financing has been denied by the Budget 

                Process

___          F.O.B. User Department- our dock and/or inside delivery and set-up (include in your price)

___          New- Brand new 

_X_          Specifications- with all products not being exact. The City’s specifications are a guideline 

                only. The City reserve the right to adjust any and all specs in the City’s best interest

_X_           Brochure/ Samples (maybe required of low bidder)

___           Quantities- an estimate only, can be more or less

_X_          Yearly or Multiple Year Contracts- yearly options can be added

___           Local Warehouse- must have a building that is opened during normal business hours for pick-up. 

                 Located in Bibb County 

___           Warranty- factory or extended warranty

_X_           Split Bid- the City reserves the right to split a bid in the City’s best interest

___           Swap Outs- any item that needs to be swap out will be done in a professional manner

The successful bidder will be required to furnish: _X_ Public Liability Insurance

_X_ Workman’s Compensation ___ Demolition Insurance ___ Scale Ticket Reports From A

       certified landfill  ___ Notification and Forms Completed Per EPA/ EPD For Hazard Materials

___ Vendor Responsible For All Utilities  __ _ Proper Permits (local, state and to the industry)

___ Performance/Payment Bond- 100% of the bid amount

*Please be advised that before any purchase can be finalized with the City of Macon it must be approved by Administration and confirmed by Council (Council’s confirmation required on all purchases $20,000 and over.).












CITY OF MACON


FINANCE OFFICE





P.O. Box 247


Macon, Georgia 31202-0247


(478) 751-7240


(478) 751-7252 Fax
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Thomas Barber, CPA, MBA


Director of Finance
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