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REQUEST FOR PROPOSAL
TO PROVIDE PUBLIC RELATIONS SUPPORT TO 
[INSERT HOTEL NAME HERE] IN [INSERT NAME OF MARKET HERE]
Note to GMs/DOSMs/Franchisees – All areas highlighted in yellow are sections that need to be customized prior to issuing the RFP in your market.
BACKGROUND

Introduction 
Starwood Hotels & Resorts Worldwide, Inc. (Starwood) is a fully integrated owner, operator and franchisor of hotels and resorts with the following internationally renowned brands: St. Regis®, The Luxury Collection®, Sheraton®, Westin®, Four Points® by Sheraton, W®, Le Méridien® and the recently announced aloftSM and ELEMENTSM Hotels.  Starwood Hotels also owns Starwood Vacation Ownership, Inc., one of the premier developers and operators of high-quality vacation interval ownership resorts.  For more information, please visit www.starwoodhotels.com.
We are proud to announce that we will open a [Insert name of hotel] in [Insert name of market] in [Insert estimated opening date].  
Starwood Hotels & Resorts Worldwide, Inc., broke the mold in the extended-stay category in 2006 when it unveiled its newest brand, element. Directly inspired by Westin Hotels & Resorts, element promotes balance in a thoughtful upscale environment infused with natural energy and modern touches. The brand’s deceptively simple concept combines smart design features, eco-friendly construction and an intuitive guest experience. Today, element is entering a new phase in its launch process, unveiling new partnerships, new design features and new ways to rejuvenate and renew. 

With any element property opening, the goal is to build buzz in the market!  Such excitement helps us meet our corporate goal of putting “heads in beds.”  Creating a big splash positively impacts our surrounding community, establishing the hotel as a good corporate citizen and exciting the community about its newest neighbor.  

To help achieve our goals with our new hotel, Starwood retains the expertise of local public relations agencies to make our openings spectacular, on-brand events.  We are currently seeking a PR agency to assist in the opening of [Insert name of hotel] in [Insert name of market].  This RFP details the assignment and the requirements for submission.

The Hotel
· [Insert a detailed description of the hotel, including ownership and management company, brand-specific amenities, location, number of rooms, meeting space, local area, URL to website, etc.]
Goals of the PR Campaign 
· To build brand identity, awareness and interest in [Insert name of hotel] in [Insert market] in order to achieve target market share and put “heads in beds.” 

· To raise Starwood Hotels’ visibility and brand awareness as a worldwide leader in the luxury and upscale lodging industry.
Objectives of the PR Campaign 
· Bring the [Insert name of hotel] vision to life by introducing the property to the local community, neighboring cities, feeder markets, group meeting planners and business travelers.
· Share the great story behind the [Insert name of hotel] to generate excitement among key market influencers, including CVBs, travel agents/planners, city officials, media and more.

· [Insert specific marketing objectives for the hotel, i.e. occupancy targets, meeting space usage targets, etc.]
· Assist in driving group/meeting/social catering inquiries to the hotel. 

· Reinforce unique brand positioning and unique guest experience. 

PR AGENCY ASSIGNMENT

Assignment Overview
· [Insert a detailed description of the assignment, including a list of key audiences and influencers you are trying to reach.]
· [Insert your vision of the type of media attention you are trying to attract for the hotel (i.e. business story placements of the property’s economic impact to the market, lifestyle placements related to brand amenities and new offerings, online stories in regional corporate travel publications, etc.) Include any specific hotel programs and initiatives.  Be specific, and note you are not limited to one overall goal.] 
· [Insert a description that outlines the hotel personnel that will be involved in PR activities for the hotel, including the on-site PR team/resources.]
· [Insert any additional relevant background information that is pertinent to the assignment.]
Target Audiences
Below is the list of target audiences that [Insert name of hotel] would like to target with this assignment:
· Group Meeting Planners – local, regional, national

· Business Travelers

· Local Markets – for special events, upscale restaurant food and beverage, and social catering
· Feeder Markets – [Insert the surrounding cities/feeder markets the PR agency should target]
· Local influencers (celebrities, politicians, business executives, news anchors, etc.)

Length of Contract

[Insert name of hotel] will retain a local PR agency for [Insert length of contract] to cover activity from [Insert approximate starting date] through the official “ribbon-cutting” ceremony formally opening the hotel. There may be additional opportunities for ongoing work in addition to this contract.

Anticipated Budget
The total anticipated pre-opening budget for this PR assignment is $[Insert total amount of money available].  This fee must cover:
· Agency fee to develop and implement comprehensive media strategy
· Costs for any media relations tools – i.e. hard-hat and press tours, wire services, media monitoring, etc.
· Costs to produce other ancillary events – family/friend pre-opening luncheons, etc. 

· Costs to produce ribbon-cutting event – i.e. catering, audio/visual, collateral, invitations/postage, premium items, etc.

If there is to be a major grand opening event, which is usually held one month after the ribbon-cutting/official opening, there will be a separate budget developed.  That budget is not yet determined and will be driven by the scope of the creative proposal.
ORGANIZATION OF AGENCY PROPOSAL RESPONSE

Proposals will be reviewed and evaluated by a team of executives from the hotel.  Proposal content should address the information listed below in the order outlined:
Section 1:  Agency Credentials, Experience and Capabilities
In this section, please provide a brief presentation of your credentials to serve this hotel assignment.  Make sure to include the following:
· Size of your agency
· Number of years you have been in business

· Number of employees in the local and national (if applicable) office 
· Specific services your firm is capable of offering, highlighting your relevant experience and expertise in the hotel, hospitality, upscale restaurant, tourism and/or travel industries
· Brief description of two past/current clients (one regional; one national) that demonstrates your ability to work with media outside of the local market
Section 2:  Client List and Conflict of Interest

Create a spreadsheet that lists all current clients and those over the past year and addresses the following pieces of information about each:    
· Percent of billing for each account

· Percent of revenue by account

· Regular (on-going) accounts versus project accounts (under one year)

· New accounts acquired in the past year

· Three largest and smallest accounts, by income
· Current clients that may be perceived as a potential conflict of interest
· Separately list accounts lost in the past year

Below is a sample spreadsheet to follow as a guideline:

	
	% Billing
	% Revenue
	Regular ongoing accounts (mark as  “R”) vs. Project accounts under one year (mark as “P”)


	New accounts acquired in last year (note with asterisk)
	Top 3 accounts by income (mark as T3); Bottom 3 accounts by income (mark as B3)
	Current clients that may be conflicts of interest (mark with asterisk)
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	Name of Client
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Section 3:  Case Studies
Please include three relevant case studies – i.e. one product launch, one grand opening, one special event – that illustrate your firm’s philosophy, experience and expertise in action.  Where possible, illustrate your connections to community leaders, elected officials and local celebrities.  Note that these studies should be relevant to the hotel or upscale restaurant market, if possible.  In addition, provide one client reference for each of the case studies.  

Section 4:  Crisis Communications
Starwood has taken extensive measures to ensure the safety of our guests and associates during crisis situations, including instituting a robust plan for managing the media during times of crisis.

Please share your background and experience(s) in dealing with crisis situations from a PR/media perspective, including a description of specific crisis situation(s) and how you worked with the media during these situations.  If relevant, please provide examples of media coverage.
Section 5:  The Account Team

Please provide brief biographical sketches about any staff members who will play a major role in servicing our account.  Describe each individual’s relevant experience and expertise, with an explanation of their anticipated level of involvement in the account.  Please note that should your firm be selected as one of the finalists, we request that the proposed account manager give the face-to-face presentation to our management team.
Section 6:  Fees for Service

· Please list of your available compensation packages (i.e. monthly retainer, hourly, project fee, etc.) and what services are covered under each.  Also, list your current hourly rates.  

· Please provide an example of monthly reporting and tracking that will measure your output and results.

· Describe the use of outside vendors regularly used to assist with client projects and the method of compensation of these outside vendors, i.e. markup, add-ons, etc.

PROPOSAL SUBMISSION DETAILS

Agencies must submit three (3) hard copies of their proposal on or before [Insert deadline date].  Please deliver proposals (via mail or courier) to the following:
[Insert name]

[Insert title]

[Insert address]

[Insert phone]

[Insert e-mail address]
REVIEW AND SELECTION PROCESS
The hotel management team will meet on [Insert date] to review all proposals and select three agency finalists.  These agencies will be asked to make a final, in-person, oral presentation to the selection team on [Insert date].  These presentations will consist of the agency’s recommended PR strategies – including brand-specific media pitching angles and event ideas – to support the opening of [Insert name of hotel] in [Insert name of market].  All finalists will receive a separate document outlining the details required for this presentation.
CONTACT
For questions regarding this RFP, please contact [Insert name] at [Insert phone] or [Insert e-mail address]. 
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