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SESCRHER AR

English Translation:

March 31, 2025
Saitama Prefecture Products & Tourism Association
DMO Strategy Office, Inbound Division

These guidelines for the Request for Proposal (RFP) explain the required standards for implementing the
project. Please refer to these guidelines when preparing your proposal. After evaluating the proposal, the
Saitama Prefecture Products & Tourist Association will hold discussions with the potential contractor. If
both parties reach an agreement, the specifications will be revised and adjusted to align with the contractor's

proposal and will be included in the contract.

Guidelines for Request for Proposal (RFP): Public Relations Activities for U.S. Market in FY2025

1. Subject:
Public Relations Activities for U.S. Market in FY2025

2. Purpose:

The contractor will support the Saitama Products & Tourism Association (hereinafter referred to as “Association”
by informing editors and journalists of leading U.S. magazines that Saitama Prefecture (hereinafter referred to as
“Prefecture”) has rich tourism resources worth visiting. To carry out active public relations activities in the U.S.
market and engage directly with editors and journalists, the Association prefers to 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.

3. Contract Period
From the date of conclusion of the contract until February 27, 2026 (Friday)

4. Outline of the Project
(1) Provide information to major media outlets on the U.S. East Coast and have media calls (10 times/month).

(2) Invite editors and journalists from leading U.S. magazines to the press tours organized by the Association and
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confirm their willingness to attend receptions (at least once).

(3) Invite editors and journalists residing or staying in Japan to participate in press tours organized by the
Association (at least twice).

(4) Secure the publication of articles about the Prefecture in magazines following the press tour.

(5) Conduct a live webinar connecting Saitama Prefecture with U.S. media (at least once).

(6) Provide a clipping report of U.S. media coverage.

(7) Provide other advice and support to the Association.

5. Scope of the Work
The following Scope of Work shall be implemented in accordance with the DMO Strategy of Saitama Products &
Tourism Association. In order to increase the effectiveness of the project, please propose any methods in the

above listed Scope of Work that will lead to the increase in the awareness of Saitama in the US market.

(1) Provide information to major media outlets on the U.S. East Coast and have media calls (10 times/month)
Increase awareness of Saitama Prefecture among editors and journalists of major media outlets in the U.S. by
providing information about the tourism of the Prefecture.
A) Create a target list of media to be shared with the Association and pitch Saitama Prefecture to the media that
have agreed in advance.
B) Hold meetings (calls) with editors and journalists.
C) The number of meetings (calls) with the media and journalists shall be at least 10 per month.
D) Set up a regular monthly meeting with the Association to share information about the project for the current
month, plans for the next month, and trends in the market.
E) Materials for the media pitch, such as press kits and press releases, should be prepared in consultation with the
Association.
F) Provide information centered on the leading contents selected by the Association in 2024.
G) Publish articles or news about Saitama in the newsletters or other publications issued by the contractor.
H) Confirm with the media their willingness to participate in the press trip, to which major media outlets are
invited, as described in 4-(2).
I) If possible, within the budget, information shall also be provided to West Coast media outlets.
J) If there are other effective ways to provide information besides individual meetings, they should be suggested

to the Association.

(2) Invite editors and journalists from leading U.S. magazines to the press tours of the Prefecture and confirm
their willingness to attend receptions (at least once).
A) Send invitations to journalists and editors of leading U.S. magazines for press tours organized by the
Association and create opportunities for media coverage.
B) The number of accompanying persons to be invited to the press tour (including the staff of contractors) shall

be determined after prior consultation with the Association.
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C) Travel expenses (airfare and hotel) shall be arranged and purchased by the contractor prior to the press tour.
The Association will secure the budget for the travel expense separately from the project fee.

D) The Association will make necessary arrangements for the press trip, including land transportation within
the Prefecture, from the airport to the Prefecture, meals, and an interpreter. The itinerary, including the press tour
schedule, and the expenses shall be decided after consultation with the Association.

E) In conjunction with the press tour, coordinate a meeting or gathering in the Prefecture where the local

partner of the Association and the media can meet and exchange information.

(3) Invite editors and journalists residing or staying in Japan to participate in press tours in the Prefecture (at least
twice).
A) Provide information and invitations to editors and journalists of leading U.S. magazines living or staying in
Japan for press tours organized by the Association.
B) The media to be invited to the press tour shall be decided after prior consultation with the Association.
C) The Association will cover the expenses for transportation for the domestic trip to Saitama Prefecture, as well
as transportation within the Prefecture, meals, and an interpreter. However, the itinerary, including the press tour

schedule and the allocation of expenses related thereto, shall be determined prior to the press trip.

(4) Secure the publication of articles about Saitama Prefecture in magazines following the press tour.
A) Be sure to obtain assurances of article publication from editors and journalists invited to the press tours listed
in (2) and (3) above.
B) Eligible articles must be editorial articles, not advertising articles.
C) After the tour, continue communication with the media that participated in the tour and encourage them to
publish articles about the Prefecture.
D) The articles should be published within the fiscal year following the press tour. If an article is to be published

beyond the end of the fiscal year, the contractor must notify the Association in advance.

(5) Conduct a live webinar connecting Saitama Prefecture and U.S. media (at least once).
A) Host a live webinar introducing the Prefecture's tourism content to the U.S. media.
B) The tourism content in the Prefecture to be introduced shall be proposed to the Association and decided upon
after discussion.
C) Invite media, travel agencies, and travel advisors to the live webinar.
D) Provide the necessary online conferencing system to host the live webinar and make arrangements to relay the
webinar between the U.S. and Saitama.
E) Moderate the live webinar and arrange for any interpreters (Japanese to English) that may be required for the
proceedings.
F) After the live webinar, follow up with U.S. participants to ensure media coverage or the development of travel

products.



(6) Provide a clipping report of U.S. media coverage.
A) Clipping research shall be conducted for the article related to the destinations in Japan, not only of Saitama
Prefecture.
B) Articles to be should be newspaper articles, articles on the Internet, and social networking posts by
influencers. The media to be monitored should be consulted in advance with the Association.
C) The media exposure gained by the efforts by the contractor should be stated in the report.
D) Any suggestions regarding the clipping research and report should be proposed to the Association.

E) The contents to be included in the reports should be consulted with the association.

(7) Provide other advice and support to the association
A) Provide advice on Saitama Prefecture's tourism content from a market perspective.
B) Propose any ideas to the Association that you think would be beneficial for public relations activities, such as
campaign initiatives.
C) Participate in meetings with the other contractor responsible for promotion in the U.S. market, if the

Association deems it necessary.

6. KPI
The KPI for this project to achieve publication of at least 10 articles includes the story of tourism of Saitama
Prefecture. The 10 articles should include paper magazines and the websites, but the final target value and its

calculation method shall be determined upon consultation with the Association.

7. Activity Report
The contractor shall prepare and submit a monthly report on the status of the project to the Association and shall

also hold a monthly meeting. The following items should be noted when reporting:

(1) Preparation and Submission of Reports
The report should detail the status of the project, with each task summarized in a clear and easy-to-understand way.
The report should be submitted once a month.
(2) Meeting
A) Monthly meetings shall be held between the Association and the contractor.
B) If the meeting is to be held online, the conference environment shall be provided by the contractor.

C) If a meeting cannot be held, the Association and the contractor should discuss alternatives.

8. Preparation and submission of the final project report

Upon completion of the project, submit a project report summarizing the results of the activities without any delay.
Be sure to include issues and recommended strategies for the next year in the report, and it must be submitted in
PDF format.

The contents of the project report should be discussed with the Association before the submission.
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. Points to keep in mind when implementing the commissioned work

(1) The contractor shall not contract out or have a third-party contract out all or part of this work. However,
this shall not apply in cases where the Association has given its approval.

(2) In carrying out this work, the contract shall fully comply with all applicable laws, ordinances, and
regulations, and shall provide necessary measurements for the wrong marketing activities such as stealth
marketing.

(3) Confidential information obtained in connection with the project shall not be divulged to any third party or
used for any purpose other than the Services. The same shall apply even after the completion or termination
of the contract.

(4) The contractor shall take necessary measures for the appropriate management of personal information
obtained through this work. The personal information handled by the contractor shall be subject to the
Personal Information Protection Law in Japan

(5) If as a result of the determination of the contract amount after the completion of this work, the contractor has
income generated by this work, and if the contractor still has income after deducting the project cost
exceeding the contract amount from the income obtained, such income shall be returned to the Association.

(6) If the contractor causes damage to the Association, the contractor shall compensate for such damage.

(7) The contractor shall be liable for compensation for any damage caused to any other third party due to the
contractor's actions in the performance of the project.

(8) If any question arises other than the matters specified in this Scope of Work and the items specified in this
document, the contractor shall consult with the Association.

(9) In addition to the items specified in these specifications, the contractor shall also properly perform the items

listed in the contractor’s proposal.
10 Rights

In this work, please be careful in handling personal rights including copyrights by following the privacy laws of
Japan and the U.S..
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