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Request for Proposal to Produce

Brighton Chamber 

Community & Business Guide 2010
The Brighton Chamber of Commerce is requesting proposals for producing the Brighton Chamber of Commerce Community Business Guide 2010 (the“Guide”).  The selected vendor will be responsible for the proper completion of the following duties:  Including, but not limited to, selling advertising, graphic layout & design, printing, and all aspects of production and distribution.  The Guide target time frame for distribution will be within the first two months of 2008.

RFP Deadline Schedule:

RFP released:


June 30, 2009
RFP submission:

August 21, 2009
Firm Selected:
September 10, 2009 

Content of Product:  The purpose of the Guide is to be a reference tool for new and existing residents of the Brighton area.  The Guide shall provide useful information about the Brighton community and the services it has to offer.  The Guide Committee & Chamber Staff will work with the selected firm to help provide copy for the publication.  The Guide Committee will oversee the selected firm to help ensure that a product of quality is produced.  Some of the features we would like to have included in the Guide are:   

· Services provided by the Chamber and a “Welcome Letter” from Chairperson on the inside front cover right.  
· City of Brighton information including, welcome letter from Mayor, updates from City Council, Department Directors & their contact information

· Utility service companies reference numbers

· Recreation, entertainment & restaurant listings 

· Directory of Chamber Members listed by business category and an alpha listing as well

As the intent of this publication is to promote Chamber Members and their businesses, only the Member list provided by Chamber staff will be in the business directory portion of the guide.    
Quality & Quantity:  The publication will be a magazine size format with a glossy thick paper stock cover, inside and out in full color.  Exact dimensions can be determined & approved by the Guide Committee after the firm is selected.  The other pages can be of a lesser thickness and quality of paper to reduce weight for postage, as the Chamber and winning vendor will direct mail the magazines to residents.  The selected firm may utilize the Chamber’s Bulk Mailing Permit.  The Chamber will receive 2000 copies of the Guide to distribute to its Members, in Welcome Bags and otherwise, during the year of 2010.  An additional 20,000 copies will be printed for direct mail distribution to the community.  These production numbers are estimates only.  The selected firm and Guide Committee will decide final numbers at a later date.       

Distribution, Advertising & Rates:  The selected firm will produce a Rate Schedule for review and approval by the Guide Committee.  Advertising prices must be set to cover all costs of production for the magazine, including payment to the selected firm for their services completed.  The selected firm will handle billing and invoicing for ads in the guide.  The Chamber will not “pay” for any space dedicated to itself in the magazine and will bear no costs for the producing the Guide other than the contribution of half of the total distribution costs.  The Chamber and firm selected will split the costs for direct mail distribution in half (50/50).  These costs will include postage, addressing, sorting, and labeling to the community and the Chamber Members.  The number of pages will be determined by the selected firm and approved by the Guide Committee.  The Chamber will help publicize the selected firm and distribute the advertising rate sheet.  Chamber Members shall be contacted first for the opportunity to advertise in the Guide.  Non-Chamber members may advertise in the Guide, but at a 10% premium over the reduced rate for Members.  Information to join the Chamber will be provided to the selected firm and the selected firm will forward information to the staff about businesses interested in joining the Chamber.  Members must be in good financial standing with the Chamber to be published in the Guide as such, and/or to receive the Member discounted rate.  The selected firm will periodically, every 3-4 weeks, advise the Chamber staff of the Members that booked ads so the staff can verify their good standing.    

Selected Firm & Guide Committee:  Please be substantially consistent with the terms of this RFP document when submitting proposals.  The selected firm may be required to sign a contract outlining the terms and provisions of the parties relationship which shall also be consistent with the terms of this RFP document.  The selected firm and Guide Committee will meet periodically during the production of the Guide to discuss ideas of issue features, progress on ad sales, and other production issues.  The Guide Committee will have final editorial approval throughout the production process.  The selected firm will deliver a “clean” pre-proofed copy to be approved by the Guide Committee before going to press.  The selected firm is responsible for corrections identified by the Chamber in the proofs and by individual ad proofs.       

Written Proposal & Presentations:  To submit a proposal to the Chamber, please include the following:

· Sample copy of work completed
· Proposed Advertising Rate Schedule – include size and variety of ads available

· A letter agreeing to the above stated deadlines and details outlined in this proposal

· Any further ideas or details to make the process of production, and the final product, a success for both the Chamber and selected firm

Submit proposals to:

Brighton Chamber of Commerce

36 South Main Street

Brighton, CO  80601

Attention:  Karen Crawford
RFP Submission Deadline:  July 24, 2009
If you have any questions, please call Karen Crawford at 303/659-0223    
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