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Lisa Lane

Purchasing Agent

City of Lebanon

200 N. Castle Heights Ave.

Lebanon, TN  37087

City of Lebanon

Request for Proposal

RFP #19-PUBLIC RELATIONS AGENCY 9/30
*City of Lebanon reserves the right to reject all or any part of any RFP*

The City of Lebanon is exempt from State Tax and Federal Exercise Tax

NO PROPOSALS RECEIVED AFTER CLOSING WILL BE ACCEPTED.

The City of Lebanon invites sealed proposals for a public relations agency in accordance with the specifications and bidding instructions set forth in this Request for Proposals.  Proposals will be received by the Purchasing Department, 200 N. Castle Heights Avenue, Lebanon, TN  37087, until 10:00 a.m. local time, September 30, 2019, at which time they will be opened and read aloud.

Please identify as a sealed proposal with stamped on the outside of the envelope “RFP #19-PUBLIC RELATIONS AGENCY 9/30”

Any questions in regard to this proposal should be directed to Lisa Lane, Purchasing Agent, (615) 443-2802.

A copy of the bid tabulation will be available upon written request to the Purchasing Department, and the City’s website.

Any manufacturers’ names, trade names, brand names, or catalog numbers used in the specifications are for the purpose of describing and establishing general quality levels.  Such references are not intended to be restrictive.  Since the “City” does not wish to rule out other competition and equal brands or makes, please remember ANY APPROVED EQUAL.”  HOWEVER, IF A PRODUCT OTHER THAN SPECIFIED IS BID, IT IS THE VENDORS RESPONSIBILTY OR PROVE TO THE “CITY” THAT SAID PRODUCT IS EQUAL TO OR EXCEEDS THE QUALITY OF THE SPECIFICATIONS LISTED FOR ANY ITEM.
The City of Lebanon is an equal opportunity entity, and does not discriminate on the basis of age, race, sex, national origin, religion or disability in admission to, access to, or operations of its programs, services, activities, or in its awarding of such bids.  All vendors must be incompliance with all City Codes and current with all City fees and taxes in order to be considered as a responsive bidder or participant in this process.

1.   SCOPE AND CLASSIFICATION

1.1   Scope:  The intent of this Request for Proposals and resulting contract is to provide the City of Lebanon with information concerning a public relations agency.


1.2   Classification:  The public relations agency specifications shall be of the following types either “equal to” or “better than”.
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RFP#19 PUBLIC RELATIONS 9/30
Name of Vendor Firm:______________________________________________________

Firm Contact: _______________________ Phone: _______________ Fax: ___________

Mailing Address: ______________________________  Web Address: _______________

Email: ___________________________

Signature of Authorized Agent: ______________________ Date: ____________________

The City of Lebanon shall bear none of the costs incurred by any proposer or potential proposer in their preparation of the proposal documents.  All such costs are the responsibility of the proposer.

SUBMISSION

Proposals are to be submitted in a sealed envelope, plainly marked “RFP #19-PUBLIC RELATIONS AGENCY 9/30” along with the Company’s name and date and time of the scheduled opening.  The City of Lebanon will not accept any late bids or electronic bids.  The City of Lebanon reserves the right to reject any or all parts of this Requests for Proposal submitted in response.
OVERVIEW

The City of Lebanon is seeking proposals for qualified agencies to help promote the City of Lebanon and to be a go between media, citizens and the City of Lebanon. The City is responsible for the production of a variety of marketing activities including digital, print, public relations, visitor publications and maps. The City of Lebanon’s recruitment, public relations and tourist’s retention efforts to maximize the City’s efforts to build a better relationship with the community to fill identified gaps.
DESCRIPTION OF PROJECT

The result of this public relations investment will be to increase the City of Lebanon’s tax revenue and benefit Lebanon’s businesses by increasing overall visitor spending, employment and city vibrancy with the community. 
SCOPE OF WORK:
· Generate press coverage for the City of Lebanon by leveraging media relationships and integrated content strategies.
· Identify story angles that highlight Lebanon’s assets and unique appeal.
· Work closely with staff to ensure seamless messaging and media relationships.
· Generate press releases for various events upon requests.
· Vetting of hosted media visits throughout the year.
· Prepare monthly reports and provide ongoing input and work collaboratively with staff.
· Develop a strategic public relations plan for the City to identify key actions the City might consider to enhance the relationships with the community and the media.

· Develop a solid working relationship with key local, state and national representatives.

· Communicate to our citizens, procedures, and Social Media Engagements

PROPOSAL SUBMISSION

To be considered, Proposers must submit a complete response to this RFP.  Proposals must be signed by an official authorized to bind the Proposer to its provisions.  Proposals must include a statement as to the period during which the proposal remains valid but for purposes of this RFP, the period must be at least ninety (90) days.

Two (2) copies and (1) original (Total of 3) of the proposal package shall be enclosed in a sealed envelope plainly identified in the upper left hand corner with the company’s name and address and in the lower left hand corner.

The City reserves the right to reject any and all proposals and to waive information, irregularities, and technicalities in the process.  The City may negotiate separately with any source in any manner necessary to arrive at a contract agreement that is in the best interest of the city.
Proposals may be hand-delivered to the above address by the date and time specified.  It is the responsibility of the Proposer to deliver the RFP.  Proposals dispatched, but not received by the City Purchasing Department by proposal closing time, will be returned, after receipt, unopened to the prospective Proposer.  Verbal or emailed quotes will not be accepted at any time.

Questions for RFP Proposers:
Please answer all questions and number your responses so that they correspond to the questions

1. Planning-Describe your strategic account planning process.  What goes into the development of a plan?  What type of research do you do?
2. Staying Current-How do you stay current and test what’s new?  How do you anticipate and incorporate new trends and technologies?

3. Model of Excellence-What travel destination(s) is doing the best work?  What do you like about it?

4. Peer Account-What account have you worked on that’s closest to ours?  What was the full scope of work that you did for them?  Why are you proud of that work?  How do you know that it was effective?

5. Unique Value-What is unique about your firm that is the reason we should hire you?

6. Work Scope-Please describe the scope of work you propose and your approach to make it “extraordinary” (can be more than ½ page).  Please include a budget and timeline (indicating key milestones and who is responsible) for your scope of work.

7. Pricing-How will you price this work (including any administration and expenses)?  If there is a billing schedule for difference in staff functions, please include it.

8. Team-Who will work on our account?  Who will be the lead on our account on a day-to-day basis?  Please provide bios.  If you intend to use any subcontractors, include them too.

9. PR of Today-It seems like the media world continues to turn upside down.  Traditional outlets are bleeding readers/viewers-and staff.  New outlets are constantly emerging and any individual can be a publisher.  How should the City of Lebanon shape its PR strategy in this landscape?

10. Division of Labor-What is the most effective division of labor between agency and client-what should you do, what should we do?  How do we ensure smooth handoffs?

11. City of Lebanon’s Unique Selling Proposition-What do you think is unique about Lebanon that we should bring out in our PR efforts?

12. Social Strategy-How would you recommend that we integrate social media into our overall communications strategy?  The citizen/government relationship is very tricky.  The City of Lebanon must use discretion when providing information to the public.  The PR representative must be able to provide precise and objective information to the public.
OTHER NECESSARY ELEMENTS
Please confirm the ability to provide the following:

· Proposal Requirements:
Proposers and current staff must have significant destination marketing experience on a national level.  To respond to this RFP, please answer the series of questions above.  By framing this RFP as a series of questions, our goal is to provide fair comparability between the proposers.  Please answer each question thoughtfully, but succinctly.  A reasonable response to most questions should typically be a ½ page or less.  We are aiming for quality, not quantity.  Where tactical questions are asked, please outline techniques to be used in meeting these requirements. 
The collective responses to those questions should describe how the proposer intends to perform the scope of work during the 12-month period and shall be subject to negotiation between the City of Lebanon and the awardees’ for the contract period.  The information provided will be used to negotiate the contract scope of work, and to score proposals as described below in the grading criteria.  

· References
Proposals must include a minimum of three references (including the name and address of the organization, contact name and phone number) that can substantiate the quality of the bidder’s work to be considered for award of this project.
· Grading Criteria:
Proposals will be scored based on written proposals, references, previous projects and oral presentation. 
OPTIONAL SERVICES:
Any ancillary services provided by the consultant, but not included in the submitted proposal may be included therein, provided that these services are clearly indicated as such, and enumerated for the City’s consideration.  The City reserves the right to refuse additional services not a part of this RFP and stated in any final contract executed between the City and the consultant.

Cost Certification

The undersigned hereby certifies that I have read all items of the RFP and fully understand the requirements listed herein.  I further certify that I am an authorized agent of the offering firm and may be held liable for any or all remedies that may become due to the City of Lebanon.
Notice to Proposers

To be considered, prospective consultants are required to submit all requested information including pricing detail.  

The total project cost is a major factor in the decision process, but not the only consideration.  Other decision factors are the consultant’s identification and understanding of the City’s requirements and needs; experience and qualifications of key consultant support personnel; and documented successes.  All bidders must be aware that the pricing will be based on an “as needed basis” and the hourly rate of service.
Questions and Additional Information:

For clarification or additional information, contact the Purchasing Department (615) 443-2802 or via email to lisa@lebanontn.org.

GENERAL CONDITIONS

Hold Harmless

Consultant shall protect, indemnify, and hold the City harmless from and against any damage, cost, or liability for any injuries to person or property arising from acts or omissions of the consultant, his employees, agents, or sub-contractors, howsoever caused.  The successful proposer agrees that they will function as an independent contractor and agrees to indemnify and hold harmless the City of Lebanon, its Council Members, employees, officers, and agents from any and all claims or demands that may arise out of or relate to its duties contracted for pursuant to goods and/or service.
Data Errors

Consultant shall properly correct all errors of data and analysis, including mapping, for which the consultant is responsible, within a time period agreed upon by the City and the consultant.

Response Preparation Costs

The City will not pay any costs incurred by any Consultant in the proposal preparation, printing, demonstration or negotiations process.  All costs shall be the responsibility of the proposing consultants.

Acceptance of Proposal Content

Proposals to be valid for a minimum period of ninety (90) days from date of receipt by the City.

Addenda

Any change to this RFP will be brought forward in the form of a written addendum from the Purchasing Department and will be provided to all known interested parties.  No oral interpretations or communication will affect or change in any way the information contained herein.

Rights and Options of the City of Lebanon:

The City reserves the following rights and options:

· Determine those proposers who are most qualified
· Reject any or all proposals for any reason, at its sole discretion.
PROPOSAL EVALUATION

City of Lebanon’s staff will review the proposals submitted and make a recommendation to the City Council.  It is expected that the selected firm will begin work shortly after an agreement is executed.  

PRICING SHEET
Project Fees:

Per Hourly Rate of work $_____________________________


Based on an “As needed Basis of Cost”
In the event that the City of Lebanon request a special assignment, additional work, and/or additional travel needs not specifically referenced in the contract, pre-approval of pricing for travel and all tasks must be agreed upon by both parties.

Total Bid $____________________________

_________________________________________

Company Name and Authorized Representative

__________________________________________

Address, Contact Phone Number
GUARANTEE:
In the event the awarded vendor does not perform any or all parts of the agreement to the satisfaction of the City of Lebanon, the vendor will be given a 30 day written notice of cancelation and any data, surveys, drawings, plans, etc. of the public relations tasks plan will become the sole property of the City of Lebanon.
RECOMMEND:






CONTRACTOR:

DEPARTMENT HEAD

_____________________





BY:_________________

Director


















TITLE:_______________

APPROVED AS TO FORM AND




SWORN TO AND SUBSCRIBED

LEGALITY:







TO BEFORE ME, A NOTARY










PUBLIC.

_____________________





THIS___DAY OF ___,___,

CITY ATTORNEY






BY ______________________

EXECUTED BY:






OF CONTRACTOR AND DULY










AUTHORIZED TO EXECUTE









THIS INSTRUMENT ON

____________________





CONTRACTORS BEHALF.

MAYOR










________________________










NOTARY PUBLIC

____________________





MY COMMISSION EXPIRES:

DATE



















________________________  
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