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NOTICE IS HEREBY GIVEN that the Lake Park Community Redevelopment Agency (CRA) is soliciting applications from qualified consulting firms to perform SPONSORSHIP CONSULTING SERVICES. The recommendations will be discussed at CRA Board level on March 16, 2011. 
RESPONSE PROCEDURE

Qualified Consultants/Firms are encouraged to submit a letter of response by 11:00 A.M. EST on February 7, 2011. Time is of the essence.  Letters not submitted by the deadline will not be considered, and will be returned unopened. 

Four (4) original and four (4) digital copies on Compact Disc of the Letters of Response should be delivered via US Postal Service, courier service, or personal delivery on or before the deadline to:

Vivian Lemley, Town Clerk

Lake Park Community Redevelopment Agency

535 Park Avenue

Lake Park, Florida 33403

Electronic or Fax transmissions will not be considered or accepted for review.

Letters of Response should not exceed five pages in length, and will, at a minimum, include the following information:

1. The appropriate RFP Number prominently displayed on the cover page;
2. Consultant/Firm’s name and address of the responsible office;

3. Contact person, phone number, fax and email address;

4. Statement regarding qualification of consultant, consultant’s key personnel and the proposed role for each individual who may provide services under the proposed contract.  (Do not include resumes)

5. Statement regarding qualifications of any proposed sub-consultant, sub-consultant’s key personnel and the proposed role for each individual who may provide services identified in the RFP package. (Do not include resumes)

From these Letters of Response, an appointed Selection Committee will develop a list of qualified consulting firms who then will be invited to submit a Detailed Proposal.  The Detailed Proposal shall meet the specific requirements as outlined in the Request for Proposals.

RFP Available for Download @ Lakeparkflorida.gov, Town Clerk, Bids/RFP January 30, 2011.

Letter Response Deadline 



          
11:00 AM     
February 7, 2011

Invitations to submit Detailed Proposal issued to qualified candidates    
February 14, 2011 

Detailed Proposal Submission Deadline                                      11:00 AM         
February 28, 2011

Shortlist Selection Date                                                                                           March 7, 2011

Interviews/Ranking of Candidates by CRA Board



March 16, 2011

The CRA Board reserves the right to reject any and all Proposals, also to waive any and all informalities, irregularities and technicalities not involving price, time or changes in the commodities and or services, and the right to disregard all non-conforming, non-responsive, unbalanced or conditional proposals.

______________________________

Vivian Mendez Lemley, Town Clerk

Town of Lake Park, FLORIDA

Published on:

ARTICLE I.  
INTRODUCTION AND GENERAL DESCRIPTION OF REQUIRED SERVICES

1. The Lake Park CRA is soliciting applications from qualified consulting firms to perform defined tasks including, but not limit to:
1. Attend team meetings as scheduled;

2. Work cooperatively with Town’s Team to ensure successful service delivery; 

3. Develop a strategic plan for sponsor solicitation that includes:

a. a sponsor profile that ensures that contracted  sponsors’ reputation and image reflect the Town’s wholesome image and the events’ outstanding purposes; 

b. general and specific sponsorship categories that include cash donations,  goods and services, in-kind contributions, and media partnerships;

c. pricing guidelines;

d. sponsor benefit grid(s);

e. solicitation timelines that meet budgetary needs for the proposed event schedule; 

f. creative niches for sponsors within the overall budget;

g. sponsorship blueprints for individual events, projects, and programs;

h. checklists for each event, program or project to enable team members to stay abreast of progress;

i. a sponsor servicing program that covers issues before, during, and after the event, including performance projections and recaps for sponsors; 

j. guidelines that will ensure the development of successful relationships between the Town and the sponsors.

k. define methods to recognize and promote the sponsors in return for their sponsorships.

4. Identify and pursue untapped and incremental revenue sources;

5. Generate creative marketing and promotional ideas;

6. Work with CRA’s Graphic Artist and Team Members to create and produce collateral marketing materials, copy and content for sponsor packages, media placement and promotions, public relations, promote attendance, and sponsor recognition;

7. Solicit and retain sponsors;

8. Negotiate contracts for Organization’s approval; 

9. Oversee Sponsor contests including, but not limited to planning, implementation, execution, and verifying that rules and regulations of the contest are legally sufficient;

10. Secure appropriate sponsor signage, preferably from the sponsor;

11. Oversee sponsor set-up and breakdown at events.

12. Generate reports as required under the proposed agreement (attached)

ARTICLE II.

 QUALIFICATIONS & EXPERIENCE

The Consulting Firm submitting qualifications shall include in their proposals sufficient information to clearly describe their ability to provide the services required in Article I.  The  Letter of Response shall include the disciplines and capabilities available from the Consulting Firm’s “in-house” staff, and similarly name and describe the disciplines and capabilities available from  each sub-consultant. 

The proposer shall clearly identify the names and qualifications of the “core” team fulfilling the requirements of this project.  The “core” team shall include a team leader, intimately familiar with the project; this individual shall also serve as the primary contact for the project.  Notification of any changes in this core team must be provided in writing within two business days of any such occurrence.

The CRA’s selection of the successful Consulting Firm will be based, in part, on the qualifications and capabilities of their identified sub-consultants; this expertise will serve as a material consideration in the selection process.   The local presence of the consultant and sub-consultants is a major consideration for this project.  Changes of any sub-consultant anytime during the selection process and after the award, will not be authorized unless the change is specifically approved in writing by the CRA.

ARTICLE III.  
EVALUATION CRITERIA FOR DETAILED PROPOSAL

Each proposal submitted shall follow the ensuing outline in the order shown, and each section shall be tabbed according to category.  Proposals not adhering to these requirements will not be considered.

The evaluation criteria and scoring guidelines follow.  Please discuss:
Max.                                                                     Category

Points

 30
Qualification and Experience of  Proposer’s Firm and Sub-Consultants.

· Qualifications and experience of Consultant/Firm, highlighting successes related to events, media support, government and corporate entities with similar projects;

· Similarly, state qualifications and experience of each sub-consultant;

· Describe the quality control systems and procedures for the project;


Qualifications and Experience of Consultant’s “Core Team”

· Qualification and experience of “core team” staff and team leader;    

· Highlight demonstrations of good “core team” communication.    

· State the availability of  personnel named as ‘core team’; 

 30        Proposed Compensation

Consulting Firm shall propose compensation package which shall be combination of a small monthly retainer (stipend) and a commission based on contracted sponsorships.

· Proposed stipend (not to exceed $ 1,000/month)

· Proposed percentage of secured sponsorships of new business (defined as an

        organization that the CRA  has not had sponsorship(s) or vending service agreements within  

        the last 18 months.)  Proposer shall define commission percentage requested

· Proposed percentage of secured renewals of sponsorships of renewals (defined as an organization with which the CRA has had a business relationship and/or an agreement within the previous 18 months.)  Proposer shall define commission percentage requested.

20 Proximity, Presence in the Community, and Maintaining Lines of Communication 

· Location of proposer’s key personnel, core team;
· Define availability for team  meetings, customer/sponsor meetings, cold calls, etc.
· Similarly, location of each sub-consultant and availability;
· Plans for maintaining effective communication between the CRA and Consultant and Sub-consultants:

10 Scheduling:

· Ability to meet scheduling and budgetary requirements;

· Past, present, and projected workload(s) of the firm.

 10
Knowledge/understanding of the CRA

· Understanding of the CRA’s government process.

· Understanding of  CRA’s event/program capability.

· Understanding of the CRA’s Board mandate to solicit, secure and service Town's sponsors. 

ARTICLE IV. 

CONTRACT FORM

Attached is a “sample” contract between the CONSULTING FIRM and the CRA which shall be executed with the successful proposer.

ARTICLE V. 

SUBMISSION OF RFP PROPOSALS

· PROPOSALS SHALL BE FORMATTED AND TABBED ACORDING TO THE CATEGORIES LISTED IN ARTICLE III, EVALUATION CRITERIA AS EACH OF THE FIVE  (5) EVALUATION CATEGORIES.  

· PROPOSALS NOT FORMATTED IN THIS MANNER WILL BE CONSIDERED NON-RESPONSIVE, AND WILL NOT BE REVIEWED;

· ONE HARD COPY OF THE PROPOSAL WITH ORIGINAL SIGNATURES AND ONE DIGITAL COPY OF THE FULL PROPOSAL ON CD, FORMATTED IN PDF  OR MS WORD 2003 OR HIGHER MUST BE RECEIVED AT THE DESIGNATED ADDRESS BY THE DEADLINE;
· PROPOSALS MAY BE HAND CARRIED, DELIVERED BY COURIER OR BY THE US POSTAL SERVICE.
ARTICLE VI.  
PROPOSAL EVALUATION METHOD

The Lake Park CRA Executive Director will appoint a committee consisting of members of staff and one expert consultant in the field of sponsorships to evaluate responses and to select no fewer than three of the most qualified responders that meet the requirements of the CRA.  The committee shall review all proposals and present their recommendations for short-listed firms to the CRA Executive Director.  The firms short-listed will then be notified via letter.
ARTICLE VII.  
FINAL SELECTION  METHOD 

The short-listed firms will be allowed five working days to prepare and submit a Detailed Proposal and to provide ten (12) hard copies (and 12 CDs) elaborating on the firm’s qualifications to provide services as described in Article I and criteria as described in Article III, according to the guidelines. The proposals of the short-listed firms will be reviewed by the CRA Board and the short-listed firms interviewed by the CRA Board at a public meeting approximately two weeks after the short-listing announcement,  The CRA Board will select, in order of preference, three firms deemed to be the most highly qualified to perform the required services following the interview. The CRA Board will direct the Executive Director to begin contract negotiations with the most highly qualified firm.  In doing so, the Executive Director shall conduct a detailed analysis of the cost of the professional services required. Should the Executive Director be unable to negotiate  a satisfactory contract with the most qualified firm at a price the Executive Director determines to be  fair, competitive, and reasonable, then the negotiations will be terminated and negotiations with the second most qualified firm may commence and if unsuccessful then negotiations with the third most qualified firm shall commence.  Should the Executive Director be unable to negotiate a satisfactory contract with any of the three selected firms, then the CRA Board may select additional firms from the original pool of responding firms and rank them in order of their competence and qualifications and direct the Executive Director to continue negotiations until an agreement is reached. 

A COPY OF THE PROPOSED CONTRACT BETWEEN THE TOWN AND THE CONSULTING FIRM FOLLOWS.  
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