
[image: image1.png]ORIANDO

ORLANDO/ORANGE COUNTY
CONVENTION & VISITORS BUREAU, INC.®




Request for Proposal

International Shipping
July 2009
 DATA  "G:\\Administration\\Larry\\Audit\\RFP CPA Additional Names..doc" 
I. BACKGROUND INFORMATION 

Purpose of this document

The Orlando/Orange County Convention & Visitors Bureau, Inc. (“Orlando CVB”) is in the process of selecting an experienced shipping partner (the “Supplier”) to provide expertise in international shipping.

The Supplier proposal should include a broad spectrum of alternatives and services, from consultation to handling all aspects of the shipment (including paperwork, pick-up of material, Customs and delivery).
Background on the Orlando CVB

The Orlando CVB is a nonprofit 501(c)(6) Florida corporation formed in 1983. The Orlando CVB is under contract with Orange County, Florida to promote the Metro Orlando area as a destination for both leisure travel and convention/meeting visitors.

The mission of the Orlando CVB, as the industry’s leader, is to market the area worldwide as a premier leisure, convention and business destination for the continual economic benefit of the community.

The Orlando CVB is a membership organization with approximately 1,400 members, mostly coming from the Metro Orlando hospitality industry.  There is a full-time staff of 170 with approximately 350 part-time employees.  While substantially all of the staff are located at the Orlando CVB’s corporate office in Orlando, there are satellite offices in Washington D.C., Chicago, and New York.  Contract representatives maintain offices in the United Kingdom, Germany, Japan, Mexico, Argentina and Brazil.  The Orlando CVB also operates the area’s only “official” visitor center.

The Orlando CVB has an active Board of Directors which includes key leaders of the Metro Orlando hospitality industry and business community, as well as representatives of city and county government.  Gary Sain has been the President and CEO of the Orlando CVB since 2007.  The management team of the Orlando CVB is comprised of individuals with extensive experience in their respective areas.  
II. SERVICES SOUGHT
The Orlando CVB ships materials internationally.  The majority of our shipments consist of large quantities of marketing collateral printed in the U.S. which is used for free distribution at trade shows, events or mailings from fulfillment houses.  Other shipments may include our trade show booth, supplies and give-aways for trade shows and events.  Occasionally, we print collateral in other countries for shipment within that country or to surrounding countries.  We host events and attend trade shows all over the world.  However, most events are in countries in Central and South America, the UK and Western Europe.
Please note: we will be issuing a fulfillment Request for Proposal to a U.S. based fulfillment house to become the fulfillment house of record for consumer and travel trade requests world-wide (at this point, excluding Domestic and Canada).  The shipping Supplier would need to work with the fulfillment partner to ensure a seamless transition from fulfillment house to the country destination and then to home or business.  The 2008 international consumer and travel trade fulfillment has been included for your reference.   Please see Attachment A for the 2008 consumer fulfillment by country (excluding the U.S. and Canada) and Attachment B for the 2008 travel trade by country fulfillment requests (by individual travel agent and by number of collateral pieces.  For your information, a travel agent can order more than one piece of collateral in the same order.)
We have offices in the following countries to which we occasionally ship materials.  

· Germany

· UK

· Brazil

· Japan

· Mexico

As most of these offices do not have storage capabilities, the size of the shipments is usually not large.

Please see below for a sample of approximate annual total shipments to shows, events and our international offices: 
Event Locations



  Weight
Brazil





10,000 lbs.

Mexico 




  7,000 lbs.

Colombia




  3,000 lbs.

United Kingdom



  4,000 lbs.

Germany




  4,000 lbs.

Spain





  3,000 lbs.

Japan





  3,000 lbs.

There will also be other shipments to various countries throughout the year but under the weights mentioned above. Other countries could include but are not limited to:  Canada, Argentina, Venezuela, Ireland, Ecuador, Peru, etc.
Challenges

We currently encounter the following challenges in handling shipments:

· Shipments periodically get tied up in customs.  Often, these issues get resolved too late and we miss the intended event.

· The shipments that are tied up in customs are sometimes charged additional fees which at times are greater than the value of the materials shipped.  

· We do not have an expert on staff that can resolve custom and delivery issues in foreign countries.

· Because we do not have a resident expert, we are not familiar with all of the international forms and how they should be completed.  This especially becomes a problem when shipping from one international location to another.
· Many shipments are sent to specific locations which may not have permanent, full-time facilities established for incoming shipments.  Missed delivery times and/or unclear delivery locations are an issue that we have not had the capability or resources to resolve.

Services Required

The Orlando CVB is looking for a Supplier to provide services ranging from consultation to full-service shipping.  Needs include, but are not limited to, selection of most appropriate shipping method (based on timing and cost constraints), completion of necessary documents, representation on CVB’s behalf with customs, in-country brokerage service as necessary and coordination and execution of delivery to the appropriate location at the appropriate time.  Detailed activity reports by country, by month are also required.  
III. RESPONSE REQUIREMENTS AND SELECTION CRITERIA
Response Requirement
Response to this RFP should include the following sections:

1. A brief history of Supplier Company.
2. List of principals of Supplier Company.

3. Proposed client service team with related resumes.

4. Proposed service levels.

5. Provide a list of countries in which your company is proficient in international shipping laws and regulations.  
6. A description of relevant, similar programs, detailing key factors of those engagements that would be pertinent to this request and would exemplify particular attributes of the Supplier’s skill and experience. 
7. Please provide at least three current clients.  In addition to including contact information, please note how long they have been a customer and if they are open to being contacted.

8. Please provide at least two former clients.  In addition to including contact information, please note how long they were a customer and if they are open to being contacted.
9. A detailed timeline for the services requested.
10. Anticipated fees and expenses and how they would be charged in various levels of service.
11. A description of billing policies.

12. Any special terms or conditions requested/required by the Supplier.

13. Description of any additional services the Supplier would like to propose to expand or supplement services requested.

Selection Process and Criteria
A selection committee consisting of members of the Orlando CVB management and other industry experts will review all responses.  Based on the selection committee’s evaluation of the responses, a few responders will be selected and asked to participate in a final interview with the committee.  Primary evaluation criteria will include, in order of importance:  

1. The perceived ability of the Supplier to best meet the Orlando CVB’s needs based on the understanding of the engagement demonstrated in the Supplier’s response.

2. Level of fees. The CVB is fee sensitive and strives to keep fees low.  However, the evaluation of fees may entail an evaluation of best value vs. cost, or consideration of other factors such as expertise, level of service and professionalism.

3. Extent of relevant experience and/or expertise.

4. Creativity displayed in response.

5. Degree to which response addresses RFP objectives and requirements.

6. Feedback from references.

7. Supplier’s ability to meet timeline.

Responders will be notified in writing of the results of the selection process. 

Response Deadline  

The following schedule provides key events and their associated completion dates, and is provided primarily for planning purposes.  Orlando CVB may modify the project timeline at its discretion.   

	No.
	RFP Activity
	Target Completion Date

	1.
	RFP Issued
	July 22, 2009

	2.
	Questions Due to Orlando CVB 
	July 31, 2009

	3.
	Orlando CVB Responses to Questions Received 
	August 7, 2009

	4.
	RFP Due
	August 17, 2009

	5.
	Orlando CVB RFP Review Period
	August 18 – 31, 2009

	6.
	Vendor Selection Completed/Notification 
	September 1, 2009


Delivery of Response

If response is sent as a hard copy, please provide five (5) copies of your response to this RFP by the end of business on August 17, 2009.  Responses should be directed to:

Beth Leahey

Suite 100

6700 Forum Drive 


Orlando, FL 32821

If responding electronically, please send electronic file(s) of your response by the end of business on August 17, 2009 to:

Beth.Leahey@Orlandocvb.com

IV. ADDITIONAL INFORMATION, EXPECTATIONS AND CONTRACT REQUIREMENTS 

· Orlando CVB Revisions

This RFP represents the best effort of the Orlando CVB to document its requirements for this project.  Orlando CVB reserves the right to adjust the specifications or scope of effort stated in this RFP.  In the event that any modifications are necessary, Orlando CVB will notify all interested parties remaining in consideration via a written addendum to this RFP.  

· Responders Responsibility

It is the responsibility of the Supplier to provide a complete response to the RFP.  If the responder believes more information is necessary for a proper response, questions should be directed via e-mail to Beth Leahey at Beth.Leahey@Orlandocvb.com.  In some cases, if additional information is provided to one potential Supplier, similar information will be provided to other Suppliers receiving this RFP.

· Use and Disclosure

Orlando CVB reserves the right to use information submitted in response to this document in any manner it may deem appropriate in evaluating the fitness of the services proposed.  Materials that are submitted by the Supplier that should be considered highly confidential should be marked as such.  If confidentiality is requested but cannot be afforded, the Supplier will be notified and will be permitted to withdraw its proposal.

· Acquisition of Goods and Services

Good and services (excluding media) over $2,500, acquired by the Supplier on behalf of the Orlando CVB should be supported by 3 quotes for Orlando CVB’s advance approval.  For larger purchases (over $20,000), actual specifications used to obtained bids/quotes should be provided as well.  Sole-source purchases, or selection or recommendation of a vendor that is not the lowest bidder should be supported in writing as to the basis for such a recommendation.  Also, repetitive purchases of the same goods or services may be supported by only periodic bidding if approved by Orlando CVB in advance. 

· Liability

The issuance of this document and the receipt of the information in response to this RFP will not in any way cause the Orlando CVB to incur liability or obligation, financial or otherwise.  Orlando CVB assumes no obligation to reimburse or in any way compensate the Supplier for expenses incurred in connection with response to this RFP.

· Compliance

By responding to this RFP, the Supplier is providing assurance that in the performance of the service covered under this RFP it will comply with all applicable State and Federal laws and regulations.

· Independent Contractor Status

All personnel assigned by the Supplier to perform Services will be employees of the Supplier and the Supplier will pay all salaries and expenses of, and all federal, social security, unemployment taxes, and any other payroll or withholding taxes relating to such employees.  The Supplier will be considered, for all purposes, an independent contractor, and it will not, directly or indirectly, act as an agent, servant or employee of the Orlando CVB, or make any commitments or incur any liabilities on behalf of the Orlando CVB without its prior written consent.

· Insurance 
The Supplier must maintain the following insurance coverage, and confirm such coverage in writing each year:

· Workers’ Compensation – Coverage for its employees with statutory workers’ compensation limits, and no less than $100,000 for Employers’ Liability.

· Commercial General Liability – Coverage for all operations including, but not limited to Contractual, Products and Completed Operations, and Personal Injury.  The limits shall be not less than $500,000, per occurrence, Combined Single Limits (CSL) or its equivalent.

· Business Automobile Liability – Coverage for all owned, non-owned and hired vehicles with limits of not less than $500,000, per occurrence, Combined Single Limits (CSL) or its equivalent.

· Minority and Women-Owned Businesses

The Orlando CVB has a desire to contract with a broad range of vendors with diverse ownership.  Please disclose in your response if you are a minority or woman-owned business enterprise.

· Local Preference

Additional consideration will be given to agencies based in Metro Orlando or that have ties or partnerships with Orlando/Central Florida contractor resources.
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