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REQUEST FOR QUALIFICATIONS TITLE PAGE 
Include This Page as the First Page in Your Response 

 
City of Lynchburg, Virginia 

Procurement Division 
 
 

Request for Qualifications: Lynchburg Visitors Center and Convention and Visitors Center 
Services 
 
This is the City of Lynchburg's Request for Qualifications No. 14-857, issued July 8, 2013.  Direct 
inquires for information to: Stephanie Suter; s t ephan ie . su ter@lynchburgva .gov ;  Phone: 434-
455-3963.  All requests for clarification or questions regarding this RFQ must be made in writing and 
received by 2:00 PM, July 23, 2013. All responses to this solicitation shall be in strict accordance with 
the requirements set forth in this document.  Any alteration or changes to this Request for Qualifications 
will be made only by written addendum issued by the City of Lynchburg, Procurement Division. 
 
Sealed responses will be publicly accepted prior to 4:00 p.m. July 30, 2013, however, only the names of 
firms responding will be available for announcement.  Responses received after the stated due date and 
time shall not be considered.  Submit responses in a sealed, opaque envelope, and put the RFQ number, 
title, due date and time on the lower left front.  Offerors are responsible for having their responses 
stamped by Procurement Division staff before the deadline indicated above. 
 
Submit response by mail, ground delivery, or hand delivery to:  

       

Procurement Division 
Third Floor City Hall 
900 Church Street 
Lynchburg, Virginia 24504 

 
Information the Offeror deems proprietary is included in the proposal response in section(s):   

 
 

Sign in ink and type or print requested information. 
 

Full Legal Name of Offeror:          
 

Fed ID OR SOC. SEC. NO.:     Date:      
 
Address:       Phone:     
 
       Fax:     

 
 
Signature:    

 
 
 
Typed or Printed Name, Title 

 
 

 
 

City Procurement Manager’s Signature 
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REQUEST FOR Q U A L I F I C A T I O N S  

 
I.  INTRODUCTION 

 

The City of Lynchburg (“City”) is requesting information from experienced, qualified vendors to 
provide services at the Lynchburg, Virginia Visitor Information Center and to provide services 
associated with the City’s Convention and Visitors Bureau (“CVB”) at least equal to the services 
currently provided by the Lynchburg Regional Chamber of Commerce. The purpose of this Request 
for Qualifications (RFQ) is to identify a list of prospective vendors with demonstrated experience, 
equipment and resources, and who have an interest in providing such services to the City as an 
alternative to the services currently provided by the Lynchburg Regional Chamber of Commerce. 

 
 

II.  BACKGROUND 
 

The City is nearing the end of a five year agreement with the Lynchburg Regional Chamber of 
Commerce for the provision of Visitor Information Center services and tourism services. The City 
has contracted with the Lynchburg Regional Chamber of Commerce (LRCC) since 1993 for such 
services and is exploring whether there are other vendors who can deliver such services for the City.  
 

City Council has directed staff to issue a Request for Qualifications (RFQ) to determine if other 
potential providers of Visitor Information Center and CVB services have the demonstrated 
experience, equipment and resources and have an interest in providing such services to the City.  If 
there is sufficient interest shown by other qualified parties, a formal Request for Proposals (RFP) 
could then be issued.   
 

A copy of the Management and Operating Agreement for the Lynchburg Visitors Center and the 
LRCVB is attached for reference.  The City will sign a new contract with the selected vendor 
effective January 1, 2014. 
 
 

  III.  SCOPE OF DESIRED SERVICES 
 

The City of Lynchburg is seeking information on the qualifications of Offerors willing and able to 
operate a Visitor Information Center and provide tourism services associated with a Convention and 
Visitors Bureau. The current level of services provided by the LRCC is the baseline expectation.  
 

All proposals should address the Offeror’s ability and experience in providing the following services: 
 

A. The Offeror will maintain authority over and responsibility for the tourism program 
operation.  Such responsibilities include, but are not limited to, the following:  
 

1. Operation of a Visitor Information Center.  

2. The development of a proposed Annual Budget.  Final funding decisions will be 
made by City Council as part of the City’s annual budget process.  

3. The development of an Annual Work Plan, including a Marketing Plan that includes 
a local/regional component. 

4. Reporting of performance measures including those already developed in the 
attached agreement as well as additional metrics that measure tourism investment 
against actual return for the City, i.e., hotel room sales, meals, and lodging taxes, 
visitations to attractions as well as any other relevant tourism industry standards upon 
which to measure success of a tourism program. 

5. The hiring of a Director of Tourism who shall serve as the primary contact between 
the Offeror and the City through a Tourism Board.  

6. The hiring and supervision of all other employees who provide support to the tourism 
program operation (Visitor Information Center and Convention and Visitors Bureau 
“CVB”).  
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7. All employees will be employed directly by the Offeror.   

8. Provision of quarterly reports to the City with relevant information such as a budget 
to actual comparison, activities of the CVB and Visitor Information Center staff, 
performance measures, contracts won/lost, number of hotel rooms sold per contract 
(including room rates, discounts, locations, etc.), trade shows attended, etc.  

9. A demonstration of the effective use of state-of-the-art communication tools in 
promoting the City as a destination for travelers.  

10. Provision of an annual report to City Council to include budget to actual revenue and 
expenditure information, budget analysis, work plan accomplishments, marketing 
outcomes and any other information deemed appropriate by the Offeror or the City. 

11. Compliance with the Virginia Freedom of Information, Conflict of Interest, and 
Public Procurement Acts.  

12. Reporting to a Tourism Board appointed by City Council which will oversee contract 
management and provide overall program guidance.   

13. Collaboration with the City’s Marketing Partnership on local marketing initiatives.  

14. Cooperation and collaboration with other regional tourism entities to plan for, 
market, advertise, and support events of regional interest.  

 

B. Destination Marketing Association International Accreditation:  The Offeror will continually 
seek to maintain the DMAI accreditation or other similar tourism/marketing accreditation. 

 
 
IV. INSTRUCTIONS FOR REQUEST FOR QUALIFICATIONS SUBMITTAL 
 

Interested parties shall submit one original copy of their proposal and one electronic copy on CD in 
either Microsoft Word or PDF format.  The RFQ response shall be limited to no more than twenty 
pages excluding the cover but including all other materials.  The general contents should be as 
follows: 

• Years in business 

• Qualifications and experience in providing each element of the Scope of Services 

• Resumes of principal individuals 

• References 

• Understanding of scope of work 

• Information on financial capability 
 
 

V.  EVALUATION 
 

The City will evaluate Responses to this RFQ and will then make a decision, in its sole discretion, on 
whether or not to issue a formal Request for Proposals.  The City will consider the number of Offerors 
that demonstrate the following capabilities in making its decision: 

• Available capacity to perform services 

• Experience in delivering or demonstrated ability to deliver Visitor Information Center and CVB 
services  

• Understanding of the issues and challenges facing the City 

• Qualifications of staff assigned to the effort 

• References 

• Financial capability 
 
 

Attachments:  Management and Operating Agreement for the Lynchburg Visitors Center and the 
LRCVB 

 
























