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3 SXEAER R
English Translation
March 31, 2025
Saitama Prefecture Products & Tourism Association

DMO Strategy Office, Inbound Division

Notice of Proposal Competition: Public Relations Activities for the U.S. Market in FY2025

1. Purpose of the Proposal Competition
Saitama Prefecture (hereafter referred to as "Prefecture") has rich tourism resources worth visiting
for U.S. travelers. To carry out active public relations activities in the U.S. market and engage
directly with editors and journalists, Saitama Prefecture Products & Tourism Association will work
with a public relations agency with its headquarters in the United States. By inviting editors and
journalists to a press tour in the Prefecture, the Association aims to increase the likelihood of the
Prefecture being featured in articles from leading magazines. Ultimately, this project will raise
awareness of Saitama Prefecture in the U.S. market and lead to an increase in visitors to the

Prefecture.

2. Overview of Project
(1) Name of the project:
Public Relations Activities for the U.S. Market in FY2025
(2) Contract Period:
From the date of signing the contract until February 27, 2026 (Friday)
(3) Scope of Work:
Please refer to the "Guidelines for Request for Proposal (RFP): Public Relations Activities
for US Market in FY2025”
(4) Maximum contract fee:

Up to 14,200,000 yen (including consumption tax and local consumption tax).

3. Eligibility and conditions for submitting proposal

Those who fall under the following conditions are not eligible:
(1) Those who fall under the provisions of Article 167-4 of the Local Autonomy Law Enforcement
Order in Japan.
(2) Those have been suspended from nomination or bidding participation by Saitama Prefecture.
(3) Those who are delinquent in payment of corporate tax, corporate prefectural inhabitant tax,

corporate enterprise tax, consumption tax, local consumption tax, or other taxes payable in Japan.
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(4) Any person who has filed, or is in the process of filing, a petition for the commencement of
reorganization proceedings under the Corporate Reorganization Law (Law No. 154 of 1939),
rehabilitation proceedings under the Civil Rehabilitation Law (Law No. 225 of 1999), or bankruptcy
proceedings under the Bankruptcy Law (Law No. 75 of 2004) in Japan.

(5) Organizations whose officers or employees are affiliated with organized crime groups as defined
in Article 2, Item 2 of the Law Concerning Prevention of Unjust Acts by Organized Crime Groups
(Law No. 77, 1991), or as defined in Article 2, Item 6 of the same law, and those who conduct
activities that benefit them. Additionally, persons who are exempt from participation in proposal
competitions based on Saitama Prefecture's Outline of Measures to Eliminate Boryokudan (Crime

Organizations) in relation to Contracts (April 1, 2013).

4. Schedule for the competition procedures
(1) Start accepting Notice of Intent to Participate in the Proposal Competition
March 28, 2025 (Friday)

(2) Accept and respond to questions
(a) Question deadline
By 5:00 PM on April 2, 2025 (Wednesday)
(a) Method of sending questions

Send an e-mail with the attached questionnaire form to [saitamadmo(@saitamadmo.org ].

Do not include the names of specific companies or individuals in the questions.

The subject line of the e-mail should be as follows: “Public Relations Activities for the U.S.
Market in FY2025”

We will not accept the questions by telephone.

(c) Responses to the questions

The answer for the questions will be posted on Saitama Prefecture's official tourism website

"Chokotabi Saitama" (https://chocotabi-saitama.jp/business/) and “Saitama Support Desk

website (https://saitama-supportdesk.com/topics/)by 5:00 PM on April 4, 2025 (Friday)

*If there are no questions, no answers will be provided.

(4) Acceptance of Notification of Intent to Participate in Proposal
A company that wishes to submit a proposal for this project (hereinafter referred to as "Prospective
Participant") shall submit a Notice of Intent to Participate in the Proposal Competition in accordance
with the following:

(a) Submission deadline

By 5:00 pm on April 8, 2025 (Tuesday)


mailto:saitamadmo@saitamadmo.org

(a) Where and how to submit
Send by e-mail to saitamadmo@saitamadmo.org
The subject line of the e-mail should be as follows:
Notice of Intent to Participate in the Proposal Competition
(c) Documents to be submitted
“Notification of Intent to Participate in Proposal” (Attachment 2)
(d) Withdrawal of participation
In the event that a person who has submitted a Notice of Intent to Participate in the Proposal
Competition wishes to withdraw from the participation, the person must promptly notify the
Association in writing.
(e) Joint participation
If you are participating in the Proposal Competition and submitting your proposal with
your partner companies, you need to clarify it by submitting “Joint Participation Application

Form” (Attachment 3)

(5) Submission of proposal
In principle, the proposal competition for this project shall be an open proposal utilizing the
knowledge and technology of the project proponent, but the proposal shall be an effective
proposal based on an understanding of the purpose of the specifications.
A) Submission deadline
By 12:00 PM on April 16 (Wednesday)
B) Method of submission
Send by e-mail PDF data mail or (must be received)
*If sent by mail, it must be sent by a method with a record of delivery.
*FAX submissions are not acceptable.
C) Documents to be included
(a) Company Profile
(b) List of past achievements (reference materials may be submitted if available)
The applicant shall submit a list of similar work experience (for the most recent three years).
In addition, out of the list, submit the document to prove the achievements that can be
provided (URL, etc. is acceptable).
(c) Proposal
-The proposal shall be based on the Guidelines of Request for Proposal (RFP) and shall
include items listed in the RFP in the proposal.

-Draft proposal either in Japanese or English and place Table of Contents page and page



numbers.
-The size of the paper should be, in principle, A4 (horizontal) as per the Japanese Industrial
Standards, with no more than 25 pages (excluding the cover page, table of contents,
supplementary figures, etc.).
-The technical terms should be described as concisely and clearly as possible, including an
explanation of the terminology.
-When preparing proposals, clearly distinguish between “the contents that follow the
Guidelines for Request for Proposal (RFP)” and "original ideas that are not included in the
Guideline”.
-All of the activities listed in the proposal should be feasible.
(d) Estimate
The quotation shall be prepared based on the information listed below.
-The total estimated amount and a breakdown of the necessary expenses according to the
items in the Guideline for Request for Proposal (RFP) should be provided.
-The total estimated amount should include Japanese consumption tax and other taxes.
-The cost of all activities related to the execution of the project should be included, including
items such as personnel, communication, transportation or supplies.
-The estimated amount shall be within the amount specified in 2. Overview of Project.
*Proposals that exceeds the amount will be disqualified.
(e) Information the team members
You will need to submit the name, title and introduction of the team member those will be
participating in the project. If you have a partner company or subcontractor, please state
the name of the company as well.  Please include organization chart of the team members
in the proposal.
(f) Schedule of work implementation
Include the overall schedule for the project
(k) Other matters deemed necessary.
D) Number of copies need be submitted
If you are submitting your proposal by mail, please submit six (6) copies of the proposal
and electronic files (e.g., Microsoft Word, Microsoft PowerPoint, Microsoft Excel or PDF)
and, one (1) copy of an electronic medium such as USB containing the files of the proposals
(6) Submission and inquiry address
Saitama Prefecture Products & Tourism Association, Inbound Section
Sonic City Building 5F, 1-7-5 Sakuragi-cho, Omiya-ku, Saitama-shi, Saitama 330-8669
Phone: 048-647-0500



E-mail: saitamadmo@saitamadmo.org

5. Matters related to evaluation and selection
(1) Evaluation Method
(a) The documents submitted will be reviewed by the Association during the period from April
16 (Wednesday) to April 22 (Tuesday), 2025. The results the review will be notified by e-
mail by 5:00 p.m. on April 23, 2025.
(b) The Association will not respond to inquiries regarding the selection process or details, and

will not accept any objections to the results of the selection process.

6. Criteria for the evaluation and selection
The criteria for evaluation shall be as follows:
(1) Is the proposal clear and specific, based precisely by following the Guideline of RFP?
(2) Do the applicants have a satisfactory track record in the performance of the work? Also, is
the proposal commensurate with that track record?
(3) Are specific proposals and target goal are specified in the proposal?
(4) Is the proposal aligned with DMO strategy of Saitama Products & Tourism Association?
(6) Is the proposal effective, realistic and feasible?
(7) Is the team member and staffing sufficient to complete the project?
(8) Is the project schedule specific and feasible?
(9) Is the proposed estimate reasonable? Is each of the cost breakdowns appropriate for the

implementation of the project?

7. Conclusion of contract
The contract shall be discussed with the party selected in this RFP process. In the event that
discussions cannot be arranged with the potential contractor, another round of discussions will be

held with the runner up.

8. Contract deposit
In accordance with Article 69 of the Financial Regulations of Saitama Prefecture Products &
Tourism Association, the contract amount contract amount. shall be at 1/100 of the total contract

fee. When the entering of the contract is deemed certain, it shall be exempt.

9. Other points to notes

(1) Submitted documents submitted shall not be returned.
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(2) Participants shall bear the costs associated with their proposals.

(3) Late submissions will result in disqualification.

(4) If any act is found to be in violation of the law, such as dishonesty or copyright infringement in

connection with the proposal, the proposal will be disqualified.

In addition, the decision shall be rescinded if any irregularity is found after the applicants was
selected.

(5) Only one proposal can be submitted per applicant.

(6) The implementation of project shall be carried out in full consultation with the Association.

(7) The copyright of the deliverables generated in the process of contract performance shall belong

to the Association.
(8) Submitted proposals, etc. may be subject to information disclosure in accordance with the

Saitama Prefecture Information Disclosure Ordinance

Saitama Prefecture Products & Tourism Association
Inbound Section, DMO Division

Attn: Takatsu

Phone: 048-647-0500

E-mail: saitamadmo@saitamadmo.org
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