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Request for Proposals  

 

Firm-level assistance for  

Travelon Ltd   

Date of Issuance: February 26, 2010 

Due Date for Proposals: 6:00 PM on March 15, 2010 

 

SECTION A. BACKGROUND AND SCOPE OF WORK 

 

Background 

The Competitive Armenian Private Sector project (hereinafter CAPS or the Project) is funded by the 
United States Agency for International Development (USAID) and implemented by several U.S. and 
Armenian consulting firms, including: Nathan Associates, Inc, J.E. Austin Associates, Inc, Emerging 
Markets Group, and EV Consulting. The goal of CAPS is to increase employment by stimulating 
growth and increasing the competitiveness of small and medium sized enterprises (SMEs). 

Currently CAPS is working with the growing Armenian information technology, tourism and 
pharmaceutical clusters to identify globally competitive products and services and to help build robust 
companies around those products and services. CAPS technical assistance takes many forms and 
includes: firm level consulting, business association capacity building, policy research and advocacy, 
public education, work force training and development of public / private initiatives. 

Under the project’s Business Development Services component, CAPS helps companies in the 
targeted clusters obtain the services of qualified local consultants or Business Service Providers 
(BSPs) to help them solve various types of business development problems. CAPS covers part of the 
costs for such consulting assignments and helps clients select and contract with qualified service 
providers through a competitive procurement process. Typically CAPS covers 50-75% of the costs of 
individual assignments, with client firms responsible for paying the balance.  CAPS staff and 
consultants are also available to work with clients and the BSPs selected for such assignments to 
ensure that services satisfy client needs and meet professional standards. 

The main consulting areas companies request assistance in are: Marketing, Human Resource (HR) 
Management and Business Plan (investment proposal) development. This RFP focuses on assisting 
Travelon LTD in the design of promotional materials for Aghveryan Hotel. 

 

Description of Proposed Activity  

The purpose of this Request for Proposals is to obtain the services of a qualified local BSP (Graphic 
Design Company) to assist Travelon Ltd (the client) to design promotional materials for Aghveryan 
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Hotel. The funding arrangement of the assignment will be made on a cost sharing basis with the client 
company.  

 

Company Background 

Travelon Ltd. www.travelon.org is a travel company launched in 2000 as a small outgoing travel 

agent. Over the years it enlarged its offerings into incoming tours, expanded its services specifically in 
classical and cultural tours, including the most popular resorts, and developing interesting routes for 
excursion programs.  

Recently, Travelon obtained a contract to take on the management of a newly-constructed hotel in 
Aghveryan, named “Aghveryan Hotel” -  www.aghveranhotel.am.  The hotel has been built to provide 
55 rooms of various standards. It supplies a wide range of services including indoor and outdoor 
swimming pools, sport complexes, rooms for children, a large tennis-court, bowling hall, area for 
picnics. There are two conference-halls, three bars, and a restaurant included at the rest house. 

   

Problem/Needs Definition 

As a new business, Aghveryan Hotel will need an aggressive marketing strategy, which will contribute 
to building name recognition, branding, acquiring more customers, and developing goodwill. As a part 
of this strategy, the company requires promotional material development assistance: logo creation and 
the design of business cards, flyers, brochures, postcards, posters and the like. These elements of 
graphic design will help the company to raise awareness about the business venture and reach its 
business goals.  

 

Tasks 

Specific tasks for the assignment include: 

Preliminary stage 

 Study company business plan (if available), or other relevant materials (like website) 

 Interview hotel management and owners on their vision for the hotel 

 Identify, together with hotel management, the target audience for Aghveryan Hotel 

 

Design stage 

 Provide three logo options 

 Reach agreement with company management on logo selection 

 Provide at least three options for each of the following: leaflet, brochure, letterhead, business 
card, hotel registration form, feedback form 

 Consult hotel management in appropriate text development 

 

Final stage 

 Achieve agreement with hotel management on the design selection for promotional materials 

 Place appropriate text in the promotional materials 

http://www.travelon.org/
http://www.aghveranhotel.am/
http://www.sigmainfotech.com.au/
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 Provide ready to print files to hotel management  

  

Expected Deliverables 

 Ready to print files for Aghveryan hotel brochure, leaflet, business card, letterhead, registration 
and feedback forms 

  

Expected Outcomes 

1) Increased awareness of client group about the newly opened Aghveryan hotel. 

2) Increased sales 

 

Technical Approach 

The business service provider will describe in their proposal the approach they will take to implement 
the tasks described above, including the description of the specific subtasks to be carried out in each 
phase, the required level of effort, the proposed timeline for completing tasks, and the expected 
results from each phase of the assignment.   

 

Timeline/schedule for completing assignment 

The service provider should specify in their proposal the schedule for completing the deliverables 
included in this RFP. The assignment should be completed no later than April 30, 2010. 

 

Eligible Applicants: 

Any legally-registered Armenian entities are eligible to submit proposals. Government-owned 
organizations are not eligible to apply.  

 

 

SECTION B. INFORMATION FOR APPLICANTS AND SELECTION CRITERIA 

 

Instructions for preparation of technical proposal: 

In responding to this RFP, bidders should prepare a brief technical proposal that describes their 
approach for conducting this assignment, including carrying out the tasks specified in the RFP and 
producing the required deliverables. The technical approach section should also address the issues 
outlined in the following section that describes RFP selection criteria. In addition, the technical 
proposal should provide a brief summary of the company’s management plan for carrying out the 
assignment and provide a summary of past performance and relevance experience in areas directly 
related to the scope of work for this RFP.  The technical proposal (excluding resumes and summaries 
of relevant experience) should not exceed 10 pages. Resumes and summaries of relevant experience 
should be included as an attachment to the technical proposal.   

 

Proposal Selection Criteria: 

Technical proposals will be evaluated according to the following criteria: 
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1. Relevance & Clarity: (10 points) 

 Proposal outlines in detail the nature and scope of services the contractor is prepared to offer 

 Proposal meets the overall objectives of the activity, is clear, well laid out, and concise 

2. Technical Approach: (25 points) 

 Technical approach provides a useful, concise description of the methodology and strategies 
to be employed for implementing the current assignment 

 Technical approach provides evidence that the bidder is able to provide effective solutions to 
help the company achieve the assignment objectives. 

 Technical approach should provide the time frame for completing each individual deliverable of 
the assignment. 

3. Management Plan (10 points) 

 Company has adequate management capacity to carry out the tasks outlined in the scope of 
work and assure the delivery of high quality services that meet client requirements.  

4. Past Performance and Consultant Qualifications : (25 points) 

 Company is able to demonstrate that it has an established track record in providing the types 
of services specified in this RFP. 

 Company is able to provide specialists with strong capabilities that are required for conducting 
the assignment.  

 Company should submit a summary of references of past and current performance including 
examples of similar assignments the firm has conducted, relevant reports and materials, and 
resumes of proposed consultant/s as attachments to their technical proposal. 

 

Instructions for preparation of Cost Proposals 

Cost proposals will receive a relative weight of 30 points and will be evaluated according to the 
following criteria: 

 Total cost proposed to conduct the assignment 

 Proposed consultant rates for firm-level assignments are reasonable in relation to local market 
conditions (assuming CAPS cost-sharing of approximately 75%) 

Note: CAPS will cover 75% of the costs of consultants.  The client will pay the remaining 25% plus 
100% of any other direct costs (transportation, communications, etc.) that may be required to 
complete the assignment. In addition, the client will be required to pay 20% VAT for their portion of the 
costs.  No VAT will be required for the CAPS share of the costs. 

 

Decision making process 

Procedures for selecting a BSP to conduct the assignment will be conducted in compliance with CAPS 
policies.  Receipt of proposals will be acknowledged by CAPS.  Within 10 days after the RFP deadline, 
a CAPS Evaluation Committee will review completed proposals.  Once the top bidder is selected other 
applicants will be notified on the status of their bid.  
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SECTION C. PROPOSAL FORMAT 

 

In order to participate in the competition, all eligibility requirements, as outlined above, should be met.   

The technical proposal submitted to CAPS should not exceed 10 pages and should include the 
following sections: 

1. A title page that lists the title and number of the procurement 

2. Table of contents 

3. Introduction 

4. Company profile 

5. Project implementation strategy (technical approach, timeline, project outcomes, other)  

6. Management Plan  

7. Summary of Past Performance and Staff Qualifications (short summaries of relevant 
assignments completed in the past and staff qualifications).  More detailed descriptions of 
relevant experience, samples of written products produced for clients, and CVs of proposed 
staff and consultants can be included in an annex to the technical proposal.  

8. Additional information that you feel is relevant to your technical proposal 

 

The cost proposal should be prepared as a separate document and should include the following: 

1. The title of the proposal 

2. A budget for the proposed assignment.  This will provide details of the proposed level of effort 
to carry out the assignment; including the time that will be allocated to different staff members 
or consultants and their proposed daily rates. Other direct costs required to carry out the 
assignment can be included in the budget but will be covered by the client with no cost-sharing 
from CAPS.   

 

Proposals received late or incomplete shall not be reviewed.  Bidders may send questions to Susanna 
Ayvazyan: sayvazyan@caps.am by 5:00 PM, March 9, 2010. Questions received after this date will 
not be accepted. Answers to questions received will be sent via email to ALL bidders on March 11 
without indicating which firm asked each question. Instructions and information in addition to this RFP 
are only official if provided in writing.  No verbal requests will be accepted.  

The purpose of seeking this volume of information is to make certain that the CAPS has conducted 
sufficient due diligence to enable it to determine whether applicants are likely to fulfil the goals of the 
competition. 

CAPS will make every attempt to maintain confidentiality of the information submitted by applicants.  
The Project does not use information presented by applicants for purposes other than review by its 
own and USAID.  

 

CAPS is not required to return documentation submitted in the process of application. CAPS reserves 
the right not to award a contract for this RFP. 

 

 

mailto:sayvazyan@caps.am
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SECTION D. SCHEDULE AND LOGISTICS 

 

This Request for Proposals is effective February 26, 2010. The deadline for submission of 
proposals is 6:00 PM on March 15, 2010.  Proposals should be submitted to the CAPS Office at: 
26/3 Sarian Street, 002, Yerevan, Armenia in both hard AND electronic copies in two separate 
envelopes (financial and technical) (CD/DVD) by regular pouch or hand delivery Contact person: 
Susanna Ayvazyan.  Proposals must be submitted in English and should not exceed 10 pages 
excluding attachments (CVs, sample reports, references). Preferred font: Arial, size 11, single space.  
Acknowledgement of receipt will be provided once the pouch is registered at CAPS reception.. Only 
one successful applicant will be chosen to conduct the assignment. 

 

 


