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REQUEST FOR SERVICES
Public Relations Services to Support the Downtown Marketing Initiative
May 19, 2010


About the Downtown Marketing Initiative

The Downtown Marketing Initiative (DMI) is a year-round program that promotes downtown retailers, restaurants, events, cultural organizations and parking to Portland-area residents.  Seasonal marketing promotions – including a major emphasis on the holiday season – target consumers via advertising (for which DMI is issuing a separate RFS), e-newsletters, social media (for which Travel Portland and DMI contract with GoSeeTell Network), the DMI website (www.downtownportland.org) and a concentrated P.R. effort.

The DMI program of work is funded by a portion of the City of Portland’s downtown parking revenue. It is managed by Travel Portland – an independent, non-profit destination marketing organization – which works closely with Smart Park, the City of Portland, Downtown Retail Council, the Portland Business Alliance, Downtown Retail Advocate, Portland Development Commission, Pioneer Courthouse Square, TriMet, Portland Mall Management, Inc. and other partners.


Scope of Work: Public Relations Services to Support DMI

Travel Portland is soliciting proposals from qualified vendors for the development and implementation of a DMI media relations/public relations program. For FY 2010-11, DMI has budgeted up to $57,250 for these efforts, including hard costs.


Schedule

May 19, 2010:		Travel Portland issues formal RFS
June 4, 2010:		RFS proposals due in the Travel Portland offices by 12 noon Pacific Time
June 18, 2010:		Travel Portland completes initial review of written proposals
Week of June 21: 	Interviews with top-tier candidates
Week of June 28: 	Proposer selected; contract finalized
July 2010: 		Begin work

Requirements

The selected firm will be invited to enter into a service agreement with Travel Portland for the DMI program of work. This agreement will stipulate the terms and conditions of the services to be provided. Travel Portland reserves the right to change any terms and conditions of the service agreement prior to execution of the agreement. Travel Portland also reserves the right to terminate the agreement at any time and for any reason within 30 days of notifying in writing the selected firm.


Business License, Registration, Certification

The selected firm shall be licensed to do business in Oregon as required by state codes and maintain current any certification, accreditation or license(s) required to perform work under this agreement.  


RFS Submittal Requirements – Deadline: No later than 12 noon Pacific Time, June 4, 2010

In order to be considered for selection and possible service agreement, each proposal must be complete and include the following:

1) Cover letter (should not exceed one page): A dated cover letter describing the proposer’s background; clients; experience; and specific areas of expertise in relation to the scope of work outlined below. Include number of years in business and scope of general services provided to clients. The letter must be signed by an official of the firm who has authority to enter into a service agreement on behalf of the firm. 

2) Experience (should not exceed six pages): Please describe, in detail, the proposer’s background, experience and specific areas of expertise in relation to the following:
a) Generating positive media coverage for a neighborhood, district or other location. Please include at least one example of previous work, including project description, tactics and results.
b) Generating positive media coverage for limited-time promotions. Please include at least one example of previous work, including project description, tactics and results.
c) Representing Portland’s dining, retail and arts-and-culture products. Please include at least one example of previous work, including project description, tactics and results.
d) Partnering with – or serving as – a stylist. Must be able to identify current retail products and trends, select retail products from downtown merchants that embody these trends, and serve as a resource for the media (on air and in print). Please include at least one example of previous work, including project description, tactics and results.
e) Providing crisis communications, as needed.
f) Other experience: Please outline any other strengths and/or perspectives that the proposer brings to this project.

3) Experience of key personnel (should not exceed two pages): Provide a professional bio/resume for the person/personnel who will be assigned to the contract, including any subcontractors. Include any accreditations, licenses or special training related to the services requested. Principal(s), project manager(s) and/or technical staff must be identified. Discuss their roles in relation to the work required.

4) References (should not exceed one page): Provide a list of at least three business references for which the proposer has provided similar services. Include a contact name and phone number for each reference.

5) Fees/value (should not exceed one page):
a) Please outline fees and/or hourly rates for personnel who will be assigned to the project. Please also outline any incidental reimbursable fees or expenses.
b) Please explain the proposer’s billing and cost-accountability systems.
c) List any cost-saving and/or added-value advantages offered by the proposer.

6) Diversity (should not exceed one page):
a) Please indicate if proposer is an Oregon State certified Emerging Small Business (ESB), Minority Business Enterprise (MBE) or Woman Business Enterprise (WBE).
b) Please describe the proposer’s use of Oregon State certified Emerging Small Business (ESB), Minority Business Enterprise (MBE) and Women Business Enterprise (WBE) subcontractors and suppliers.

7) Green business practices (should not exceed one page): Please describe the proposer’s adherence to green business practices, including any green or sustainable practices used by contractors/vendors working in conjunction with the proposer.

All proposals must be in original print form (no e-mail or faxed versions can be accepted). Please submit an original and THREE (3) copies of the proposal for review by the members of the selection committee. 


Selection Criteria

Initial review of the written proposals will be based on the following criteria:

· Experience
· Generating positive media coverage for a neighborhood, district or other location (15%)
· Generating positive media coverage for limited-time promotions (10%)
· Representing Portland’s dining, retail and arts-and-culture products (15%)
· Partnering with – or serving as – a stylist/media resource who can speak to current retail products and trends (5%)
· Providing crisis communications, as needed (5%)
· Other experience (10%)

· Fees and value (25%): The submitted fee structure will be compared to fee schedules proposed by other firms. Each proposer’s cost-saving and added-value advantages will also be considered.

· Diversity
· Oregon State certification as a certified Emerging Small Business, Minority Business Enterprise or Woman Business Enterprise (5%)
· Use of Oregon State certified Emerging Small Business, Minority Business Enterprise and Women Business Enterprise subcontractors and suppliers (5%)

· Demonstrated adherence to green business practices (5%)


Other Considerations

Confidentiality: It is understood that proposals may contain confidential information relating to previous client strategies, goals and results. 

Acceptance/Rejection of Proposals: Travel Portland reserves the right, at its discretion, to reject any proposal that does not meet the stated criteria. 

RFS Questions/Clarification: Questions regarding the RFS must be e-mailed to Greg Newland at greg@travelportland.com; the committee will attempt to respond within 24 hours of receiving any such requests. Deadline for questions is May 26, 2010. Proposers must also e-mail greg@travelportland.com should they wish to be copied (anonymously) on Travel Portland’s answers to the questions posed by other proposers, who will also remain anonymous.

Disclosure: Other than the name of the selected firm, no other information regarding the candidates or their proposals shall be made public.

Cost for Preparation of Proposals: Travel Portland is not responsible under any circumstances for any costs incurred as the result of the preparation or submission of the candidates’ proposals.

Equal Opportunity: Travel Portland encourages minority and women-owned businesses to submit proposals in response to this RFS.


Service Agreement Award

Travel Portland reserves the right to award one or multiple services agreements for the outlined scope of work; Travel Portland also reserves the right to not award a services agreement to any candidate, if none are deemed suitable. Travel Portland further reserves the right to cancel the service agreement at any time and for any reason within 30 days of notifying in writing the selected firm.


Submit Proposals to

Greg Newland
Executive Vice President, Marketing & P.R.
Travel Portland
1000 S.W. Broadway, Suite 2300
Portland, OR 97205
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