
 
 

 

 

REQUEST FOR PROPOSAL (RFP) 

PUBLIC RELATIONS AND MARKETING SERVICES 

 

For the National Black Canadians Summit, Montreal, September 2024 

 

The Michaëlle Jean Foundation (FMJF) is seeking a firm to undertake the promotion and 

outreach of the upcoming National Black Canadians Summit taking place in Montreal, in 

September 2024. It is a 13-month contract. The requirements of this consultancy are described 

in the section of the Statement of Work (“SOW”). 

 

FMJF supports diversity and encourages proponents to self-identify as a provider/individuals 

with racialized identities where applicable. 

 

About the Foundation 

 

The Foundation, established in 2011, is the continuation of all the actions carried out during the 

five years of the Governor General’s mandate with the contributions of her husband Jean-Daniel 

Lafond. 

 

It responds to the request of marginalized and underserved young Canadians and their 

communities with the support of many relevant organizations and institutions across the 

country. The vision of the Right Honourable Michaëlle Jean and Jean-Daniel Lafond is to offer 

programs and platforms to underserved youth across the country that are active participants in 

developing and implementing solutions to challenges in their communities.  

 

Headquartered in Ottawa, the Foundation catalyzes social change. Through its programs, FMJF 

supports inclusive youth initiatives and organizations nationwide, leveraging arts, education and 

entrepreneurship as tools to create new solutions to pressing social issues and create 

opportunities for inclusive and constructive dialogues. The Foundation regularly partners with 

youth-led and youth-driven grassroots organizations to understand their needs and identify the 

areas in which FMJF can support and provide for them. The Michaëlle Jean Foundation has 

supported 1,000,000+ youth to date through its programs, partnerships and initiatives. 

 

You can find further information about FMJF by visiting our website at the following address: 

www.fmjf.ca. 

 

Context 

 

http://www.fmjf.ca/
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The National Black Canadians Summit (NBCS), powered by the FMJF, is a significant three-

day national event mobilizing 1200+ Black Canadians from diverse sectors and backgrounds. 

The Summit serves as a crucial platform to share experiences, best practices, and promote social 

justice, racial equity, and inclusive development for Black Canadians. It aligns with the goals of 

the International Decade for People of African Descent, addressing systemic racism while 

celebrating the achievements and contributions of Black communities. 

 

The Summits (2017, 2019, 2022) was created out of a call made by Black communities from 

Halifax, Toronto, and Montreal, to confederate the efforts of Black individuals from across 

Canada. 

 

You can find further information about NBCS by visiting our website at the following address: 

www.blackcanadiansummit.ca  

 

The purpose of the Request for proposal 

Our main goal is to increase awareness and engagement where the selected provider will 

develop a comprehensive outreach and marketing strategy for the Summit and encourage 

participation from diverse communities and stakeholders. 

 

Request for Proposal Target Dates 

The following schedule summarizes significant target events for the RFP process. The dates may 

be changed by FMJF at its sole discretion and shall not become conditions of any contract that 

may be entered into by FMJF and the selected provider. 

 

• RFP issue date: August 9, 2023 

• Deadline for inquiries: August 21, 2023, 5 PM EST 

• RFP close date: August 28, 2023, 5 PM EST 

• Meetings with shortlisted providers: September 5 to 8 2023, 5 PM EST 

• Successful Provider is notified: September 15, 2023, 5 PM EST 

• Project startup: October 2, 2023 

 

Statement of Work: 

 

This section is intended to provide providers with the information necessary to develop 

competitive proposals. The Statement of Work (“SOW”) is a general description of the tasks to 

be done, results to be achieved, or the services/goods to be supplied. 

 

Overview 

The purpose of this consultancy is to provide and support FMJF in developing an outreach 

strategy and conducting public relations in relations with the next edition of the 2024 National 

http://www.blackcanadiansummit.ca/
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Black Canadians Summit in Montreal, Quebec. The Communications and Programs Departments 

have already set in place structure mechanisms and developed a network of partners. 

 

Project Timeline 

The Foundation wishes to start the work by October 2, 2023, and close the project by October 

2024. 

 

Objectives 

The selected provider will work collaboratively with the Foundation to achieve the following 

objectives: 

• Position the Summit as a key mobilization event for Black Communications across the 

country with a strong online presence in leveraging digital marketing sources, social media 

platforms and online advertising. 

• Drive attendance and participation by implementing targeted outreach initiatives to 

attract various delegates, youth, speakers, and volunteers to the Summit, ensuring inclusivity 

and representation. 

• Promote the importance of the Summit program through the promotion of speakers and 

sessions. 

• Enhance media presence by securing and creating a buzz around the Summit with public 

relations and strategic media partnerships. 

Scope of Work and Deliverables 

The selected provider is expected to be responsible for the following: 

Outreach Strategy 

• Develop a comprehensive outreach plan tailored to various linguistics groups, and the 

Quebec landscape (government and community levels) with engaging and culturally 

relevant content. 

• Identify possible partnership opportunities with community organizations, influencers, 

and key individuals to amplify outreach efforts. 

• Implement targets to engage with underrepresented groups and ensure diverse 

participation. 

Marketing Strategy and Sponsorship Outreach 

• Create and develop a compelling brand identity and visual elements that resonate with 

the Summit's values and objectives. 

• Design visually appealing promotional materials for print and digital assets. 

• Execute digital marketing strategies, including social media campaigns, email marketing, 

and online advertisements. 
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• Elaborate and design a Sponsorship package including a document showcasing the 

Summit’s objectives, impact, and opportunities for sponsorships as well as an outreach 

package that will include promotional materials and resources. 

Media Relations and Public Relations 

• Build relationships with our media partners, and other media outlets including 

journalists, podcasters, and bloggers to secure media coverage and interviews before 

and during the Summit. 

• Develop and execute a public relations strategy to enhance awareness and reputation for 

the Summit. 

• Draft press releases and media kits and organize media events and press conferences 

during the Summit. 

Community Engagement 

• Design and implement strategies to engage targeted communities, youth organizations, 

and stakeholders in the lead-up to the Summit, and to attract diverse delegates, 

speakers, and volunteers to the Summit. 

• In collaboration with the Programs department, organize pre-Summit events (online or 

in-person) and community outreach initiatives. 

Digital marketing and social media management 

• Create a comprehensive digital marketing strategy to promote the Summit across 

various online platforms, including social media, email campaigns, and digital 

advertisements. 

• Oversee the maintenance of the Summit's website, ensuring user-friendliness and up-to-

date information. 

• Monitor social media channels, curate content, and foster online engagement to build 

excitement and traction for the Summit. 

Performance Reporting 

• Work closely with the FMJF’s Senior Communication Advisor to ensure seamless 

integration and alignment of the marketing strategies with the Foundation's overall 

communication and messaging. 

• Provide regular performance reports and analytics (KPI) to measure the success of 

marketing strategies and make continuous improvements. 

The Communications and Programs department requires the following deliverables in 

collaboration with their teams: 

 

• High-level action plan structure and milestones 



Request for Proposal (RFP) – Public Relations and Marketing Services 

National Black Canadians Summit, Montreal, September 2024 

 

 

P a g e | 5 of 6 

• Evaluation Frameworks 

 

Proposal Submission Guidelines 

Interested providers should submit their comprehensive proposals which include the following 

components in two parts: 

Cover Letter 

• A brief introduction outlining the provider's understanding of the project and its 

significance. 

• The primary contact person for the proposal 

• A declaration of Conflict of interest 

• An overview of the provider's experience, expertise, and track record in managing 

outreach and marketing campaigns for large-scale events in the related field of this 

proposal.  

• Examples of previous marketing campaigns or projects, showcasing the provider's 

creativity and effectiveness. 

• At least three references from previous clients or organizations that can attest to the 

provider's ability to deliver high-quality services. 

Workplan and process 

The provider is required to submit an anticipated plan for work and must include: 

• A proposed outreach marketing strategy: detailed plan outlining the provider's approach 

in promoting the Summit (including not limited to communication and marketing 

strategies, public relations, and public opinions) 

• A timeline for work to complete the activities, services, and deliverables, including an 

estimation of the total work hours. 

• A comprehensive budget and cost breakdown detailing all costs associated with the 

provider services. The budget should include itemized expenses and any additional 

charges. No more than 5% of the budget should be allocated to general and 

administration services. 

Selection Criteria 

The proposals will be evaluated based on the following criteria: 

• Experience and expertise: demonstrated experience and expertise in designing and 

executing successful campaigns for large events or projects of similar scale and scope. 

o Marketing: The clarity, creativity, and effectiveness of the proposed marketing 

strategy in achieving the Summit's objectives and target audience engagement. 
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o Digital Expertise: The provider's proficiency in utilizing digital marketing tools, 

social media platforms, and analytics to optimize marketing efforts. 

o Previous Work Samples: The quality and impact of the provider's previous 

marketing work, as demonstrated in the provided samples. 

• Community Engagement: an approach to engaging targeted communities and 

stakeholders in the marketing process to ensure diverse participation. 

• Cultural Relevance: the ability to incorporate cultural relevance, inclusivity, and 

sensitivity in the marketing materials and outreach strategies. 

• Partnerships and Collaboration: the ability to work collaboratively with non-profit 

organizations and stakeholders. 

• Cost Effectiveness: The rationality and cost of the proposed budget in delivering the 

required outreach and marketing services. 

• References: The feedback and recommendations from previous clients or organizations 

like the Foundation regarding the provider's performance and reliability. 

The selection process will be rigorous and impartial, with a focus on choosing the company that 

best aligns with the Summit's objectives and can deliver exceptional logistical services. The 

Michaëlle Jean Foundation reserves the right to reject any or all proposals received and to 

negotiate modifications with the selected company before finalizing the contract. 

Contact Information 

All inquiries should be sent by email at communications@fmjf.ca before August 21, 2023 

The providers should submit their proposal by email, in an accessible format to Tara Lapointe, 

Executive Director by email at applications@fmjf.ca. The subject line should be: ‘’RFP – Public 

Relations and Marketing Services for NBCS 2024”. 

The selection process will be impartial and based on the provider's alignment with the 

Foundation’s mandate, the Summit's objectives, creativity, and capacity to deliver 

impactful marketing solutions. 

mailto:communications@fmjf.ca
mailto:applications@fmjf.ca

