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Master Document Description 

The Lake City/Hinsdale County Marketing Committee (from here on noted as Committee) desires to enter into a contract or contracts for the implementation of each component of its 2011 Marketing Plan. This plan includes the following three major components: 

· Printed Materials: Vacation Magazine

· Web Site Maintenance & Marketing
· Social Media Maintenance

This Master Document contains three separate Requests for Proposals (RFPs) each designated for one of the above-listed components of the 2011 Marketing Plan. The Committee solicits proposals from results-oriented companies and/or individuals with high quality experience that have a record of success in developing these materials. The selected respondent(s) will be expected to work closely with the Committee for the entire contract development life cycle. 

All interested and qualified respondents are invited to submit a proposal for consideration. Respondents may choose to provide a proposal for a single RFP, two RFPs, or the entire Master Document and its three RFPs.

Background: Lake City 

Lake City, Colorado, is located in the San Juan Mountains, and is the only incorporated town in Hinsdale County.  Identified as “the most remote location in the lower 48 states” by the USGS, Hinsdale County is 96 percent public lands. Encompassing 1,124 square miles, Hinsdale County boasts five of Colorado “14ers”, four national wilderness areas, two national byways, the Rio Grande and Continental Reservoirs, Lake San Cristobal (the second largest natural lake in Colorado), fish-filled rivers and creeks, ghost towns, old mining roads, backcountry and in-town trails, a haute route and yurt system, and a national historic district.       
Its many attributes make this area an ideal vacation spot year round. Activities include hiking, camping, boating, fly fishing, spin/bait fishing, ice fishing, horseback riding, mountain biking, 4-wheeling (for example, ATVs and jeeps), hunting, mine tours, kayaking, cross-country skiing, snowshoeing, snowmobiling, and historic tours. 
The Lake City/Hinsdale County economic area is predominately tourism-based, with a four to five month summer season. There are approximately 1,000 year-round residents, and it is estimated that the local population swells to around 3,500 when seasonal residents occupy their summer homes. The nearest commercial area is Gunnison, Colorado, approximately 60 miles north.

Background: Lake City/Hinsdale County Marketing Committee
The Lake City/Hinsdale County Marketing Committee is a five member, ad hoc group appointed by and reporting to the Hinsdale County Lodging Tax Board. The Committee consists of representatives from the Hinsdale County Lodging Tax Board, Hinsdale County, the Town of Lake City, the Lake City/Hinsdale County Chamber of Commerce, and the community at-large. Financed primarily by Lodging Tax funds and public dollars, the Committee is considered the official tourism marketing resource of Hinsdale County and the Town of Lake City.
The Committee’s purpose is to coordinate and implement a marketing plan, including strategic and tactical components, that will further tourism within the town and county. The Committee uses available funds in the most effective way by employing state-of-the-art marketing tools and methods to produce quality marketing materials and measurable results. 

1 Request for Proposal: Printed Magazine
1.1 Document Description

A magazine, currently entitled Heirloom Vacations, contains descriptive information about Lake City, Hinsdale County, its businesses and organizations, and the County’s natural and historic resources. It is a four-color, high-quality document meant to inform and educate visitors to the community about the types of activities and resources available to them while traveling within the County and adjoining areas. Essentially, the magazine is thought of as a vacation planner. 
The Committee would entertain suggestions for a more appropriate magazine title.

1.2 Audience
· Primary: Current and prospective visitors to Lake City and Hinsdale County. Like many destination resort locations, visitors to the community include a continuum of socio-economic categories from youthful singles interested in wild adventures to seniors desiring a quiet, peaceful and inexpensive vacation retreat

· Secondary: Community members, volunteers, businesses and their employees

The Committee would entertain suggestions that would better enable the targeting of specific audiences.

1.3 Placement

Previously, the magazine has always been offered free-of-charge and has been placed in:

· Colorado Visitor Centers at highway entry points into the State of Colorado. 
· The Lake City/Hinsdale County Visitor Center
· Most businesses in Lake City/Hinsdale County 
· The official Lake City/Hinsdale county website, www.lakecity.com, in PDF format
· In binders placed in participating lodging facilities

The Committee would entertain suggestions for additional placements.

1.4 Scope
The scope of the project is to update the existing magazine using the current document source and development tool.  A company and/or individual that can handle all planning and production is required.
1.5 Development Requirements
The following requirements must be accounted for in proposals.

1.5.1 Discovery

Confirm audiences, objectives, tool use and other technology issues, assumptions, required changes, phasing, and budgetary constraints all resulting in a creative brief.

1.5.2 Major Work Efforts and Timeframes

· Write, update and edit text by 3/12/2011.
· Obtain and edit photos and other images by 3/12/2011.
· Work with the Committee during graphic design phase, with final proof of magazine subject to Committee approval, with Chamber coordination, prior to printer upload.

· Complete graphic design so that printer upload is possible by 4/9/2011.
· Review printer’s proof with Committee as soon as available. The Committee must approve printer proof prior to printing.
· Provide source code so that the vacation planner can be presented in PDF format on the Committee’s website, www.lakecity.com, by 5/4/2011.
· Ensure printed magazine is shipped to 81235 zip code by 5/4/11.
· Coordinate with Lake City/Hinsdale County Visitor Center for distribution of magazine to Colorado Visitor Centers and other out-of-area locations by Memorial Day Weekend.
· Distribute and/or coordinate with Lake City/Hinsdale County Visitor Center for distribution of the magazine to town/county locations upon receipt.
1.5.3 Review Cycles and Coordination

· Selected respondent must ensure that at least one review cycle of all text, image, and design changes in toto is performed before the magazine is sent to print.
· Review cycles of individual changes may be performed at any time. 

· Review cycles must enable an initial edit by all Committee members; a chance for consultant to perform required changes, and a final proof by all Committee members.

· Selected respondent must work closely and cooperatively with the Chamber of Commerce in the updating and production of pages incorporating chamber member and other business listings.
1.5.4 Other Requirements

· Selected respondent must be able to edit and work with Adobe InDesign CS3 or higher for all document development efforts. (2010 magazine file available for use is Macintosh-based Adobe InDesign CS3).

· Photo editing tool included in Adobe InDesign CS3 Package or higher is encouraged for compatibility.
· Much of the existing document content will be used. New content will be identified through interviews and improvement suggestions by Committee members and selected respondent.

· The selected respondent would coordinate all aspects of development, production, printing, and distribution of the publication. 

· The selected respondent must define and employ a change control procedure.

· The selected respondent must define and employ a backup and recovery procedure.

· One Committee member will be assigned as project manager and will direct selected respondent in information gathering and coordination, including a reasonable number of meetings to present design and development solutions.

1.6 Printer Guidelines
The exact press run and number of pages has yet to be determined. The specifications below offer current, tentative requirements:

1.6.1 Alternative Tentative Printer Specification A

· Quote 10,000, 12,000, 15,000
· Size: 8 ½ x 11

· Number of Pages: 48 and 64 Self Cover




· Text: 4 Color

· Cover: 4 Color Self Cover

· Color Bleeds: Yes

· Paper Stock: 70 or 100 lb Matte or Satin (or comparable to 2010 magazine)
· Paper Color: quote off-white and white

· Disk/Digital Supplied

· Binding: Saddle Stitch

· Freight to 81235 zip code
Alternative Tentative Printer Specification B

· *Tentative Printer Specifications: Quote 10,000, 12,000, 15,000
· Size: 8 ½ x 11

· Number of Interior Pages: 48 and 60

· Cover: 4 pages, front and back, inside front and back 




· Text: 4 Color

· Cover: 4 Color
· Color Bleeds: Yes

· Paper Stock: 70 lb or 100 lb Matte or Satin (or comparable to interior/cover of 2010 magazine)
· Paper Color: quote off-white and white

· Disk/Digital Supplied

· Binding: Saddle Stitch

· Freight to 81235 zip code
1.7 Proposal Format

Any company or individual responding to any RFP is expected to include the material below. Please understand that expensive submittals are neither necessary nor desired. Emphasis should be concentrated on conformance to RFP instructions, completeness, and clarity of content. Straightforward, concise descriptions of capabilities to satisfy the RFP are desired.

· All written proposals must be submitted on 8.5 x 11 formats.

· Please use fonts no smaller than 10 point.

· Title Page must contain the RFP name or names to which you are responding, your company name, address, web site address, telephone number, fax number, email address, and primary contact person.

· Cover letter signed by the person or persons authorized to sign on behalf of the respondent.

· Proposal: Discuss your proposed solution, including features, benefits, and uniqueness of your solution.

Organize contents in the order in which the requirements are presented in the RFP.

Number all proposal pages.

Ensure your responses cite our RFP paragraph numbers.

Information that the respondent desires to present that does not fall within any of the requirements of the RFP should be inserted at the appropriate place or be attached at the end of the proposal and designated as additional material

· Qualifications and References: Provide a statement of your qualifications, experience and training as they pertain to this request for proposal. Identify you or your company’s capability and experience on similar assignments. Include a description of the firm, its organizational structure, and the location of the office that would manage this project. List three recent clients for whom similar or comparable services have been performed. Please include the name, mailing address, email address, and telephone number of each. 

· Proposed Budget: Include estimated costs for each of the assigned tasks, with a break down of costs within specific tasks when possible and/or requested. The price you quote should be inclusive. If your price excludes fees or charges, you must provide a detailed list of excluded fees with a complete explanation of the nature of those fees.

· Subcontractors: If the execution of work to be performed by your company requires the hiring of subcontractors, you must clearly state this in your proposal. Before subcontractors are to be employed, they must be identified and the work they perform defined. Provide the names, addresses, and EINs of each subcontractor when known. The Committee will not refuse a proposal based on the use of subcontractors, but we retain the right to refuse the subcontractor you have selected.

· Filing of Proposals: Mail six hard copies to Hinsdale County Administrator, POB 277, Lake City, CO 81235. Additionally, email one electronic copy of your proposal to hcadministrator@centurytel.net.
1.8 RFP Submittal Due Date

Hard copy proposals must be postmarked by 5 p.m. February 14, 2011. Electronic copies must be received by 
5 p.m. February 14, 2011.

1.9 Non-Obligation

The Committee retains sole discretion to evaluate proposals and may make an award to the respondent deemed most responsive to the RFP. Receipt of proposals in no way obligates the Committee to engage any respondent, and the Committee reserves the right to reject any or all proposals, wholly or in part, at any time, without penalty.  The Committee retains the right to this abandon proposal process at any time prior to execution of a contract with a successful respondent. The Committee bears no financial or other responsibility in the event of such abandonment. 

1.10  Equal Opportunity Requirements 

The selected respondent will not discriminate against any subcontractor or applicant for employment because of race, color, religion, sex or national origin. The respondent will take affirmative action to ensure that applicants are employed, and that employees are treated well during employment, without regard to their race, color, religion, sex, or national origin.  The selected respondent will be required to enter into a contractual agreement.  

The Committee has adopted a non-discrimination policy for all projects, programs, and endeavors.  

1.11  Invoicing Requirements 

Respondents must be financially able to undertake and satisfactorily complete any contract awarded by the Committee. The respondent may never exceed the budget awarded to them at any time. Thus the respondent, if awarded a contract, must employ the Committee billing procedures that requires them to provide an itemized invoice at specified timeframes and include commission charges and other fees involving commissioned services. The Committee is not responsible for direct payment of any subcontracting services employed by the respondent. Furthermore, the Committee will not be responsible for any costs or expenses incurred by a respondent in preparing and submitting an RFP response.

1.12  Contract Terms

The Committee shall negotiate contract terms upon selection. All contracts are subject to review by Hinsdale County legal counsel, and a project shall be awarded upon signing of an agreement or contract that outlines terms, scope, budget, and other necessary items.

1.13  Conflict of Interest

Respondents must disclose any direct or indirect conflict of interest that may unduly influence authorization, approval, or award of a service contract to the respondent.

1.14  Contract Award Process

Contract(s) will be awarded to a respondent(s) based on a competitive selection of proposals received. All proposals will be initially evaluated to determine if they meet the mandatory requirements. Cost of service is an important factor in the evaluation process, but the Committee is not obligated to accept the lowest cost proposal. Ability to provide a quality service in a timely manner at a low or reasonable cost in accordance with the RFP requirements is critical to a successful proposal. Additionally, respondents from within Hinsdale County will receive the benefit of a five to 10 percent weighted preference.

1.15  Ownership of Work Products

All work products and intellectual property prepared by or used by respondents pursuant to a contract shall be considered the sole property of the Committee and may not be distributed or reproduced without the approval of the Committee. All such items shall be delivered to the Committee at requested times within the product development life cycle and at the completion of work. Work products shall include but are not limited to the following:

· Plans and proposals

· Written materials

· Source code

· Photography (printed and electronic files)

· Video and audio files

· Reports

· User names and passwords

· Third-party software and/or accounts employed by the respondent during the course of product development and maintenance (for example, any Facebook, Constant Contact, and Google accounts).

· Backup copies of any work products

· Any other intellectual materials

2 Request for Proposal: 
Web Site Maintenance & Marketing
2.1 Description

The Lake City/Hinsdale County Marketing Committee in collaboration with the Lake City/Hinsdale County Chamber of Commerce maintains a single web site as its main web presence. This web site, www.lakecity.com, has recently been updated in appearance; however, the update was performed quickly and focused on backend changes and an overall look-and-feel refresher. The website now requires textual and image updates. Additionally, the Chamber requires extensive updates to its business listings, as well as new features that it would like to incorporate. Finally, ongoing Search Engine Optimization (SEO) and maintenance is also required.
2.2 Audience

· Primary: Current and prospective visitors searching for the destination, Lake City and Hinsdale County. Like many destination resort locations, visitors to the community include a continuum of socio-economic categories from youthful singles interested in wild adventures to seniors desiring a quiet, peaceful and inexpensive vacation retreat

· Primary: Individuals searching for a vacation destination for relaxation or adventure. Individuals might be searching by a specific activity, for example, fishing or jeeping, or simply for a mountain destination.
· Secondary: Community members, volunteers, businesses and their employees

The Committee would entertain suggestions that would better enable the targeting of specific audiences.

2.3 Web Site Objectives
The Committee currently works under the following web site objectives: 
· Be easy, intuitive, visually pleasing, informative, safe and secure, and quick to load and operate.

· Assist in building interest in and tourism to the community.

· Assist in improving business efficiencies in relation to their web site efforts.

· Strengthen relationships with community partners and donors.
· Work cooperatively with the Chamber on requested enhancements.
2.4 Scope

The scope of the project is to update the existing web site using the current source code and development tools. Additionally, search engine optimization is to be performed and maintained, as well as targeted advertising campaigns to increase tourism are to be incorporated. Google ad campaigns will also be entertained. 
The RFP is a series of ongoing tasks to be performed throughout 2011.

At this time the Committee does not require web hosting and email maintenance.

2.5 Development Requirements
The following requirements must be accounted for in proposals.

2.5.1 Discovery

Confirm audiences, objectives, tool use and other technology issues, assumptions, required changes, phasing, and budgetary constraints all resulting in a creative brief.

2.5.2 Major Work Efforts and Timeframes –Maintenance and Marketing
· Obtain immediate text update requirements after selection by and consultation with Committee. 

· Write, edit, and update this text on the web site by estimated date 3/1/2011.
· Obtain and make immediate photo and image updates by estimated date 3/1/2011.
· Complete immediate page design updates upon direction of Committee.
· Insert source code for the printed vacation planner (See RFP1.) by 5/4/2011.
· Perform seasonal changes and update to text, images, and design as follows:
Spring by 3/1/2011.

Summer by 5/1/2011
Fall by 8/1/2011
Winter by 11/1/2011
· Develop a minimum of four advertising campaigns to direct new customers to Lake City/Hinsdale County. These campaigns should coincide with the seasonal changes listed in the above task. 

A significant effort must be made to bring visitors to the area during times when local lodging is less than full capacity (that is, “shoulder seasons” such as April, May, parts of June, August, and September). Additionally, the growth of a new winter season would be entertained.
Selected respondent could work with local businesses to develop special vacation packages. Efforts to target specific market segments (for example, young families, outdoor enthusiasts, group reunions/retreats, and so on) would also be entertained.

Successful respondent could use Google Adwords as part of all of these campaigns. The Committee would welcome suggestions for approach and online methodology.

· Updating event listings will be an ongoing task.
· Updating road and weather conditions will be an ongoing task.

· At this time web site security access for selected respondent, approved Chamber staff, and approved Committee members will be controlled through the Committee by its current hosting administrator.
2.5.3 Other Requirements: Maintenance and Marketing
· Selected respondent must use Joomla, current or compatible version, for all development efforts.
· Much of the existing web site content will be used. New content will be identified through interviews and improvement suggestions by Committee members and the selected respondent.

· The selected respondent would coordinate all aspects of web site maintenance and marketing. 

· The selected respondent must define and employ a change control procedure.

· The selected respondent must define and employ a backup and recovery procedure.

· The Committee does not require overall navigation redesign. However the Committee will require the addition, editing, and deletion of menu/navigation items depending on content changes. The Committee would entertain suggestions for improvement.
· The Committee does not require web hosting and email maintenance. However the selected respondent is responsible for uploading to the current host.
· The Committee does not require technical architecture redesign, but some maintenance might be required. Therefore, the selected respondent must have significant technical expertise and perform as a true technical “web master.”
· The Committee does not require the use of forms, animated elements, and ecommerce. The Committee would entertain suggestions for their use.

· The Committee does not require changes to the overall look and feel of the website. However, the Committee would entertain suggestions for improvement.

· The Committee would entertain branding improvement suggestions.

· One Committee member will be assigned as project manager and will direct the selected respondent in information gathering and coordination, including a reasonable number of meetings to present design and development solutions.

2.5.4 Major Work Efforts and Timeframes – Search Engine Optimization

· Selected respondent must perform SEO on a weekly basis.
· Selected respondent must use the current Google Analytics account to obtain reports and identify areas for improvement so that web visitor behavior can be measured and web site performance improved. 
· The minimum measures listed below are required. Suggestions for changes would be entertained.

Web traffic analysis

Path analysis

Visitor trends

Page views

Entry pages

Top pages

Exit pages

Page: length of stay

Technical analysis: browsers and platforms

· The Committee’s goal is to achieve high placement on all search engines, especially Google, when searching for Lake City or Hinsdale County. First in placement is highly desired.
· The Committee would entertain approaches to achieve high placement for other specific searches that would bring new visitors to the web site, for example, searches for activities, such as fishing, jeeping, and so on. 

2.5.5 Review Cycles and Coordination

· Selected respondent must ensure that at least one review cycle of major text, image, and design changes is performed before the changes are implemented on the web site.

· Review cycles of minor individual changes (for example, spelling corrections, phrasing improvements) may be performed at any time. However, records of changes must be maintained.

· Review cycles for all advertising campaigns and methodologies must be developed closely with the Committee and an appropriate number of review cycles defined.
· Review cycles for SEO results analysis must be defined and employed.

· Selected respondent must work closely and cooperatively with the Chamber of Commerce in the updating and production of web pages incorporating chamber information. A Chamber staff member will be given access to specific web pages designated as “Chamber Pages.” This individual will be responsible for updating member and other business listings, and business advertising. However, the selected respondent must work closely with the Chamber staff member to ensure smooth updates and ensure that no technological snafus result.

· Selected respondent must work closely with the contracted social media respondent when assigned, to ensure that connections to those elements are coordinated.
2.6 Proposal Format

Any company responding to any RFP is expected to include the material below. Please understand that expensive submittals are neither necessary nor desired. Emphasis should be concentrated on conformance to RFP instructions, completeness, and clarity of content. Straightforward, concise descriptions of capabilities to satisfy the RFP are desired.

· All written proposals must be submitted on 8.5 x 11 formats.

· Please use fonts no smaller than 10 point.

· Title Page must contain the RFP name or names to which you are responding, your company name, address, web site address, telephone number, fax number, email address, and primary contact person.

· Cover letter signed by the person or persons authorized to sign on behalf of the respondent.

· Proposal: Discuss your proposed solution, including features, benefits, and uniqueness of your solution.

Organize contents in the order in which the requirements are presented in the RFP.

Number all proposal pages.

Ensure your responses cite our RFP paragraph numbers.

Information that the respondent desires to present that does not fall within any of the requirements of the RFP should be inserted at the appropriate place or be attached at the end of the proposal and designated as additional material

· Qualifications and References: Provide a statement of your qualifications, experience and training as they pertain to this request for proposal. Identify you or your company’s capability and experience on similar assignments. Include a description of the firm, its organizational structure, and the location of the office that would manage this project. List three recent clients for whom similar or comparable services have been performed. Please include the name, mailing address, email address, and telephone number of each. 

· Proposed Budget: Include estimated costs for each of the assigned tasks, with a break down of costs within specific tasks when possible and/or requested. The price you quote should be inclusive. If your price excludes fees or charges, you must provide a detailed list of excluded fees with a complete explanation of the nature of those fees.

· Subcontractors: If the execution of work to be performed by your company requires the hiring of subcontractors, you must clearly state this in your proposal. Before subcontractors are to be employed, they must be identified and the work they perform defined. Provide their names, addresses, and EINs of each subcontractor when known. The Committee will not refuse a proposal based on the use of subcontractors, but we retain the right to refuse the subcontractor you have selected.

· Filing of Proposals: Mail six hard copies to Hinsdale County Administrator, POB 277, Lake City, CO 81235. Additionally, email one electronic copy of your proposal to hcadministrator@centurytel.net.
2.7 RFP Submittal Due Date

Hard copy proposals must be postmarked by 5 p.m. February 14, 2011. Electronic copies must be received by 
5 p.m. February 14, 2011.
2.8 Non-Obligation

The Committee retains sole discretion to evaluate proposals and may make an award to the respondent deemed most responsive to the RFP. Receipt of proposals in no way obligates the Committee to engage any respondent, and the Committee reserves the right to reject any or all proposals, wholly or in part, at any time, without penalty.  The Committee retains the right to this abandon proposal process at any time prior to execution of a contract with a successful respondent. The Committee bears no financial or other responsibility in the event of such abandonment. 

2.9  Equal Opportunity Requirements 

The selected respondent will not discriminate against any subcontractor or applicant for employment because of race, color, religion, sex or national origin. The respondent will take affirmative action to ensure that applicants are employed, and that employees are treated well during employment, without regard to their race, color, religion, sex, or national origin. The selected respondent will be required to enter into a contractual agreement.  

The Committee has adopted a non-discrimination policy for all projects, programs, and endeavors.  

2.10  Invoicing Requirements 

Respondents must be financially able to undertake and satisfactorily complete any contract awarded by the Committee. The respondent may never exceed the budget awarded to them at any time. Thus the respondent, if awarded a contract, must employ the Committee billing procedures that requires them to provide an itemized invoice at specified timeframes and include commission charges and other fees involving commissioned services. The Committee is not responsible for direct payment of any subcontracting services employed by the respondent. Furthermore, the Committee will not be responsible for any costs or expenses incurred by a respondent in preparing and submitting an RFP response.

2.11  Contract Terms

The Committee shall negotiate contract terms upon selection. All contracts are subject to review by Hinsdale County legal counsel, and a project shall be awarded upon signing of an agreement or contract that outlines terms, scope, budget, and other necessary items.

2.12  Conflict of Interest

Respondents must disclose any direct or indirect conflict of interest that may unduly influence authorization, approval, or award of a service contract to the respondent.

2.13  Contract Award Process

Contract(s) will be awarded to a respondent(s) based on a competitive selection of proposals received. All proposals will be initially evaluated to determine if they meet the mandatory requirements. Cost of service is an important factor in the evaluation process, but the Committee is not obligated to accept the lowest cost proposal. Ability to provide a quality service in a timely manner at a low or reasonable cost in accordance with the RFP requirements is critical to a successful proposal. Additionally, respondents from within Hinsdale County will receive the benefit of a five to 10 percent weighted preference.

2.14  Ownership of Work Products

All work products and intellectual property prepared by or used by respondents pursuant to a contract shall be considered the sole property of the Committee and may not be distributed or reproduced without the approval of the Committee. All such items shall be delivered to the Committee at requested times within the product development life cycle and at the completion of work. Work products shall include but are not limited to the following:

· Plans and proposals

· Written materials

· Source code

· Photography (printed and electronic files)

· Video and audio files

· Reports

· User names and passwords

· Third-party software and/or accounts employed by the respondent during the course of product development and maintenance (for example, any Facebook, Constant Contact, and Google accounts).

· Backup copies of any work products

· Any other intellectual materials

. 

3 Request for Proposal: Social Media
3.1 Description

The Lake City/Hinsdale County Marketing Committee in collaboration with the Lake City/Hinsdale County Chamber of Commerce maintains a single web site, www.lakecity.com, as its main web presence. This web site provides one access point to the Lake City/Hinsdale County Facebook page. This Facebook page requires maintenance and updating to ensure/increase interest in its use. Additionally, the Committee uses an active Constant Contact account and requires that a minimum of four enewsletters be produced in 2011. Finally, the Committee would entertain the addition of other social media elements, such as but not limited to Twitter, Share This, flickR, YouTube, etc.
3.2 Audience

· Primary: Current and prospective visitors searching for the destination, Lake City and Hinsdale County. Like many destination resort locations, visitors to the community include a continuum of socio-economic categories from youthful singles interested in wild adventures to seniors desiring a quiet, peaceful and inexpensive vacation retreat

· Primary: Individuals searching for a vacation destination for relaxation or adventure. Individuals might be searching by a specific activity, for example, fishing or jeeping, or simply for a mountain destination.

· Secondary: Community members, volunteers, businesses and their employees

The Committee notes that social media users tend to be, but are not always, a younger audience. The Committee would like to understand how social media can be employed to target this market segment, as well as effectively market to new social media segments.
3.3 Social Media Objectives

The Committee currently works under the following social media objectives: 

· Listening: Gleaning market and customer insight and intelligence.
· Talking: Engaging in a two way discussion to get our message out (and get messages in).
· Energizing: Letting our customers tell our prospects about us on our behalf (viral, word of mouth).
· Supporting: Getting our customers to self-support each other.
· Embracing: Building better products and services and interest in our community through collaboration with visitors. (Investigate whether we can sell better by recommendation versus education and use wikis and so on.)
· Strategy, Training, and Planning: Examine whether we should have individuals start personal blogs on their personal interests, and learn what it feels like to be in Lake City first hand. Or map an integrated project that incorporates a blog, other social networks, face-to-face events, etc. Essentially, map out and understand how the new world of social media can be employed.

3.4 Scope

The scope of the project is to update and maintain the Lake City Facebook page; manage the Committee’s Constant Contact account, including the production and dissemination of four e-newsletters at specific times in 2011; and finally, strategize, train, and develop new ideas to better employ social media. 

The RFP is a series of ongoing tasks to be performed throughout 2011. It is also the development of a single social media plan.
3.5 Development Requirements

The following requirements must be accounted for in proposals.

3.5.1 Discovery

Confirm audiences, objectives, tool use and other technology issues, assumptions, required changes, phasing, and budgetary constraints all resulting in a creative brief.

3.5.2 Major Work Efforts and Timeframes

· Perform at least weekly maintenance on the Lake City Facebook page, as follows:

Ensure that comments, photos, info, You Tube items, notes, and events are not defamatory.

Add comments, photos, info, You Tube items, notes, and events to enliven conversation and interest.

These tasks will be ongoing throughout 2011.

· Manage current Constant Contact Account and produce four enewsletters for the following release dates:

Spring by 3/1/2011.
Summer by 5/1/2011.

Fall by 8/1/2011.

Winter by 11/1/2011.

· Maintain the enewsletter mailing distribution list by adding new customers from Visitor Center input, as well as web site input. This task is ongoing throughout 2011.

· Maintain the Gozaic account with periodic updates.

· The Committee may instruct and would also entertain additional enewsletter production.

· The Committee would entertain input on a social media plan that would increase interest in Lake City and Hinsdale County during shoulder seasons (such as April, May, parts of June and August, September, and winter).

· The selected respondent, working with the Committee, would then define future due dates for social media plan implementation. These dates may or may not be in 2011.

3.5.3 Other Requirements 

· Selected respondent must use the current Lake City Facebook account.

· Selected respondent may use Facebook ad campaigns for promotional purposes.

· Selected respondent may use analysis and evaluation of Constant Contact statistics for the purpose of targeted marketing and content.

· Selected respondent must use the current Constant Contact account owned by the County.

· Selected respondent must perform periodic exports of the mailing distribution list to be stored offsite and saved in MS Excel format.

· If a social media plan is approved, in toto or in part, and the need to open other social media accounts arises, the selected respondent must ensure that these accounts are owned by the Committee.

· Selected respondent would coordinate all aspects of social media development and maintenance.
· Selected respondent would define appropriate measures and data collection timeframes to analyze the success of the social media elements.

· The Committee would entertain branding improvement suggestions for the current Lake City Facebook page.

· One Committee member will be assigned as project manager and will direct the selected respondent in information gathering and coordination, including a reasonable number of meetings to present design and development solutions.

3.5.4 Review Cycles and Coordination

· Selected respondent must ensure that at least one review cycle of the social media plan is performed before any implementation activities are undertaken.

· Selected respondent must ensure that at least one review cycle of each Constant Contact enewseltter is performed before distribution.

· Review cycles of minor changes to either the Lake City Facebook page or the social media plan may be performed at any time. 
· Review cycles for all social media campaign activity must be developed closely with the Committee and an appropriate number of review cycles defined.

· Review cycles for social media results analysis must be defined and employed.

3.6 Proposal Format

Any company responding to any RFP is expected to include the material below. Please understand that expensive submittals are neither necessary nor desired. Emphasis should be concentrated on conformance to RFP instructions, completeness, and clarity of content. Straightforward, concise descriptions of capabilities to satisfy the RFP are desired.

· All written proposals must be submitted on 8.5 x 11 formats.

· Please use fonts no smaller than 10 point.

· Title Page must contain the RFP name or names to which you are responding, your company name, address, web site address, telephone number, fax number, email address, and primary contact person.

· Cover letter signed by the person or persons authorized to sign on behalf of the respondent.

· Proposal: Discuss your proposed solution, including features, benefits, and uniqueness of your solution.

Organize contents in the order in which the requirements are presented in the RFP.

Number all proposal pages.

Ensure your responses cite our RFP paragraph numbers.

Information that the respondent desires to present that does not fall within any of the requirements of the RFP should be inserted at the appropriate place or be attached at the end of the proposal and designated as additional material

· Qualifications and References: Provide a statement of your qualifications, experience and training as they pertain to this request for proposal. Identify you or your company’s capability and experience on similar assignments. Include a description of the firm, its organizational structure, and the location of the office that would manage this project. List three recent clients for whom similar or comparable services have been performed. Please include the name, mailing address, email address, and telephone number of each. 

· Proposed Budget: Include estimated costs for each of the assigned tasks, with a break down of costs within specific tasks when possible and/or requested. The price you quote should be inclusive. If your price excludes fees or charges, you must provide a detailed list of excluded fees with a complete explanation of the nature of those fees.

· Subcontractors: If the execution of work to be performed by your company requires the hiring of subcontractors, you must clearly state this in your proposal. Before subcontractors are to be employed, they must be identified and the work they perform defined. Provide their names, addresses, and EINs of each subcontractor when known. The Committee will not refuse a proposal based on the use of subcontractors, but we retain the right to refuse the subcontractor you have selected.

· Filing of Proposals: Mail six hard copies to Hinsdale County Administrator, POB 277, Lake City, CO 81235. Additionally, email one electronic copy of your proposal to hcadministrator@centurytel.net.
3.7 RFP Submittal Due Date

Hard copy proposals must be postmarked by 5 p.m. February 14, 2011. Electronic copies must be received by 
5 p.m. February 14, 2011.
3.8 Non-Obligation

The Committee retains sole discretion to evaluate proposals and may make an award to the respondent deemed most responsive to the RFP. Receipt of proposals in no way obligates the Committee to engage any respondent, and the Committee reserves the right to reject any or all proposals, wholly or in part, at any time, without penalty.  The Committee retains the right to this abandon proposal process at any time prior to execution of a contract with a successful respondent. The Committee bears no financial or other responsibility in the event of such abandonment. 

3.9  Equal Opportunity Requirements 

The selected respondent will not discriminate against any subcontractor or applicant for employment because of race, color, religion, sex or national origin. The respondent will take affirmative action to ensure that applicants are employed, and that employees are treated well during employment, without regard to their race, color, religion, sex, or national origin.  The selected respondent will be required to enter into a contractual agreement.  

The Committee has adopted a non-discrimination policy for all projects, programs, and endeavors.  

3.10  Invoicing Requirements 

Respondents must be financially able to undertake and satisfactorily complete any contract awarded by the Committee. The respondent may never exceed the budget awarded to them at any time. Thus the respondent, if awarded a contract, must employ the Committee billing procedures that requires them to provide an itemized invoice at specified timeframes and include commission charges and other fees involving commissioned services. The Committee is not responsible for direct payment of any subcontracting services employed by the respondent. Furthermore, the Committee will not be responsible for any costs or expenses incurred by a respondent in preparing and submitting an RFP response.

3.11  Contract Terms

The Committee shall negotiate contract terms upon selection. All contracts are subject to review by Hinsdale County legal counsel, and a project shall be awarded upon signing of an agreement or contract that outlines terms, scope, budget, and other necessary items.

3.12  Conflict of Interest

Respondents must disclose any direct or indirect conflict of interest that may unduly influence authorization, approval, or award of a service contract to the respondent.

3.13  Contract Award Process

Contract(s) will be awarded to a respondent(s) based on a competitive selection of proposals received. All proposals will be initially evaluated to determine if they meet the mandatory requirements. Cost of service is an important factor in the evaluation process, but the Committee is not obligated to accept the lowest cost proposal. Ability to provide a quality service in a timely manner at a low or reasonable cost in accordance with the RFP requirements is critical to a successful proposal. Additionally, respondents from within Hinsdale County will receive the benefit of a five to 10 percent weighted preference.

3.14  Ownership of Work Products

All work products and intellectual property prepared by or used by respondents pursuant to a contract shall be considered the sole property of the Committee and may not be distributed or reproduced without the approval of the Committee. All such items shall be delivered to the Committee at requested times within the product development life cycle and at the completion of work. Work products shall include but are not limited to the following:

· Plans and proposals

· Written materials

· Source code

· Photography (printed and electronic files)

· Video and audio files

· Reports

· User names and passwords

· Third-party software and/or accounts employed by the respondent during the course of product development and maintenance (for example, any Facebook, Constant Contact, and Google accounts).

· Backup copies of any work products

· Any other intellectual materials

· The selected respondent would coordinate all aspects of development of social media maintenance and changes. 
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