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REQUEST FOR PROPOSAL 

CONFERENCE EVENT MANAGEMENT CONSULTANT
January 21, 2014
PROJECT SUMMARY AND RFP DUE DATE:  
The American Planning Association, California Chapter, seeks a conference/event management consultant to assist in the strategic planning and execution of the association’s annual conference.  The annual conference is held each fall, rotating among the association’s eight sections throughout California. 
The 4-day conference brings approximately 1000 professional planners, citizen planning representatives, consultants, planning students, sponsors and speakers together for excellent educational sessions, continuing education credits, planning awards, networking and job opportunities.  
In developing the event strategy and execution of the conference, the selected consultant will work closely with the APA California Vice President for Conferences, Vice President for Professional Development, the local Section Conference Host Committees, APA Board and three contractors providing APA California with conference accounting, registration, session assistance, graphics, website and other services. A Conference Manual as approved by the Board will also govern the consultant’s process and input.
The RFP due date is by 5:00 pm, Friday, February 21, 2014.
PROJECT BACKGROUND:

The American Planning Association California Chapter links planners statewide and nationwide through the American Planning Association.  Through this linkage, members can obtain the latest information about planning, unite to influence legislative issues, and further professional expertise through conferences, meetings and workshops.  APA California was chartered in 1948 and currently has over 4,500 members across eight local Sections including practicing city and county planners as well as private planning consultants, elected and appointed planning officials, academicians, citizen planners and planning students. Elected state and local Section officers lead the Chapter.

APA California provides varied and unique education and networking opportunities for its members though its annual conference. Sessions at the conference are targeted at a variety of hot planning issues including the annual legislative updates, American Institute of Certified Planners test and planning commissioner training, ethics, current trends, and nuts and bolts planning instruction. All of the sessions featured at the state conference qualify for National APA Certification Maintenance (CM) credit for AICP members. The conference also features pre-conference workshops, an opening reception, mobile workshops, keynote speakers and plenary sessions, an auction that provides funding for student scholarships, an awards event for outstanding planning, journalism, and distinguished service, a consultant/sponsor hosted event, and a student track of sessions the first day of the conference.
PROJECT SCOPE:
APA California is seeking a conference event management consultant to assist in the strategic planning and execution of APA California’s annual fall conferences. The 2014 Conference will be held in Anaheim at the Disneyland Hotel September 13-16.  Although the venue contract has already been completed for 2014 and 2015, the chosen consultant will have substantial responsibilities prior to and onsite for those conferences, and the Chapter is already working on future conference locations and venues.  Venue contracts have been completed for 2015 and 2016.  All conference decisions pursuant to the consultant’s contracted scope of services are to be made only upon approval of either the VP Conferences or Local Host Committee Conference Chair/Co-Chair.
Please see page 6 of this RFP for the detailed APA California conference event management consultant scope of services.
PROPOSAL REQUIREMENTS:
Please provide the following in the response to the RFP:

1. Consultant’s Approach and Primary Contact: A brief description of the process the consultant would use to interact with the APA Board, host conference committees and contractors throughout the project and provide deliverables as outlined in the scope of services beginning on page 5 of this RFP, and the person that will be the primary contact in the firm for APA.
2. Ability to Provide Scope of Services: Acknowledgement and supportive information that consultant can provide each of the six categories listed in the scope of services as outlined on pages 6-7, the approach on providing the services, examples of how the consultant provides these services or similar services to existing and previous clients, and any other services the consultant normally provides that should be considered by APA.  (Please include contracted scope of services that the consultant has provided to one or two existing or previous clients.)
3. Unique Consultant Qualities: Information about any special or unique considerations for the consultant’s approach to planning and executing a successful event.

4. Samples of Successes: Samples of at least three large-scale events that demonstrate the consultant’s experience and effectiveness in executing similar successful events and any websites or materials related to those events that the Board could review.

5. Background and Skills: A summary of the consultant’s professional background and skills, any written promotional materials for the firm, and consultant’s website if any.
6. Current Clients and Potential Conflicts: A list of current clients and notice of any potential conflicts for consultant’s time between APA’s scope of services and conference dates and other current clients’ needs and events.

7. Referrals: Contact information for at least three clients and amount of contract.

8. Price Estimates and Hotel Agreements: Two price estimates for strategic planning and execution of the conference based on the scope of services above: 1) with the consultant’s underlying assumptions related to any financial agreements between the conference hotels and consultant that are separate from this contract including an outline of what those usual hotel agreements are (i.e., percentage of rooms, food/beverage, points, etc.); and 2) a price estimate if this contract did not include consultant side financial agreements with the conference hotels.  Broad range estimates are acceptable.
NOTE:  We do not intend the creation of the RFP to be a burden on the writer, or the review of the proposal to be a time-consuming task for the consultant.  Please be brief.
SELECTION PROCESS:
This RFP is being sent to six consultants for whom APA has already received recommendations. After review of the responses to the RFP from these six consultants, the APA Board conference consultant selection committee will interview by phone or in person up to three respondents to further explore the conference management consultant’s capabilities, ideas, and questions, and evaluate the potential working relationship with APA California.  Information regarding these three respondents will then be sent to the full APA Board for final selection based on the recommendations of the selection committee. A refined proposal to be presented to the Board may be requested from the three consultants after the interview.
The Board expects to select the conference management consultant on or before April 1, 2013.
EVALUATION CRITERIA:

The conference management consultant selection committee and Board will use the following evaluation criteria to evaluate submitted proposals and interviews:

· Quality of previous work and experience, including comments from listed references.

· Experience working with other nonprofits/professional organizations of similar size and scope of work.

· Experience and success working collaboratively with clients, vendors, other contractors and applicable parties.

· Ability to deliver proposal requirements in the suggested timeframe and maintain contact with APA throughout the year leading up to and during the conference, regardless of events for consultant’s other clients.

· Ability to guide APA with fresh and creative ideas to ensure a successful conference.
· Cost effectiveness.

ASSUMPTIONS:

APA California is not liable for any cost associated with the preparation of the proposal or any other costs incurred by any firm or individuals prior to the awarding of the project contract.

PROPOSAL SUBMISSION:
Please send one copy of your proposal and any attachments by 5:00 pm on Friday, February 21, 2014 via email to:

Sande George
APA California Executive Director

sgeorge@stefangeorge.com
916-443-5301
Please also contact Sande George with any questions you may have about this RFP.

Thank you for your response and your interest in APA California.

APA CALIFORNIA CONFERENCE MANAGEMENT SCOPE OF SERVICES DETAIL:

The APA California Board requires the following involvement and deliverables from the conference event management consultant.  It is important to note that all conference decisions pursuant to the consultant’s contracted scope of services are to be made with approval of the VP Conferences and/or Conference Host Committee or designee, or in collaboration with other appropriate APA California contractors to be specified in the contract, and consistent with the Conference Handbook.

REPORTS:

· Support and report directly to the APA California Board, and support the VP Conferences and Conference Committee as outlined in the contract. 

· Provide the VP Conferences and the APA California Board with reports at agreed-upon intervals on the status of each area of responsibility, and any issues or concerns, including any recommendations for changes or clarifications to the Conference Handbook. 
FACILITIES:

· Work and meet with APA Conference Site Committee and issue RFP from hotels on behalf of APA California with approval of APA California Board from two to four years prior to the conference.

· Negotiate hotel contract on behalf of APA California pursuant to conference guidelines from two to four years prior to the conference.

· Negotiate and monitor AV needs, food and beverage pre- and on-site negotiations and any hotel conference requirements within the approved Conference budget.

· Set up and manage room reservations.

· Reserve rooms for Board/contract staff and special guests.

· Manage all on-site logistics prior to the conference and during the conference pertaining to the hotel, sponsors and any off-site facilities, including ensuring that session rooms are set up appropriately and that the designated AV and other requirements are in place prior to the sessions, in conjunction with the Conference Host Committee.

· Negotiate any off-site venue proposals and logistics in conjunction with the VP Conferences and appropriate Conference Host Committee Chair.

REGISTRATION:

· Draft continuous e-blasts to potential attendees.

· Provide registration contractor with all information to develop/update online registration form and assist registration contractor with name badges.

· Draft a Conference Timeline with benchmarks.

· Follow APA California Conference Handbook instructions and requirements.

· Participate in scheduled Conference Committee meetings/calls.

· Serve as the official APA California Conference Office and answer all correspondence related to conference and/or forward to VP Conferences, designee or appropriate contractor.
PR/CONFERENCE PROGRAM & SIGN DESIGN:
· Develop and prepare pre-promotion booth, and booth handout items and conference promotional items distributed at current year conference and following-year conference.

· Work cooperatively with Conference Graphic Designer on design of forms, programs, and signage to portray a professional conference image.

· Work cooperatively with Conference Committee for Conference Theme and logo.

· Work cooperatively with Chapter webmaster on Conference website and prepare/forward updates as outlined in timeline and in the scope of services for the webmaster, and develop and distribute conference documents including Exhibitor, sponsorship, advertising, pre-registration brochure and Cal Planner (Chapter newsletter) Conference articles, with approval of the Conference Committee.

· Work cooperatively with Chapter’s Conference Graphic Designer for local graphic images to use in conference materials and Cal Planner articles and meet Cal Planner production deadlines.
EXHIBITOR/SPONSORS/ADVERTISERS:
· Coordinate pre-promotion of upcoming conference forms. 

· Assist the Conference Committee with promoting, pre-selling and coordinating Exhibitors, Sponsors and Advertisers for conference.

· Provide the conference accounting consultant with a draft and final of the Exhibitor, Sponsors and Advertisers from prior to solicitation and coordinate the payment information on Exhibitor/Sponsor/Ad forms with accounting consultant.

· Report monthly revenue progress from Exhibits/Sponsors/Advertisers.

· Issue RFP for Conference Decorator to handle booth set-up/tear-down and on-site exhibitor services, and share proposals with Conference Committee for selection of Conference Decorator.

· Coordinate all final details for on-site implementation pertaining to Exhibitors, Sponsors and Advertisers.
MISCELLANEOUS CONFERENCE SUPPORT: 
· Issue RFP and coordinate transportation for Mobile Workshops & off-site events in coordination with the VP Conferences and Host Committee Chair.
· Arrange for attendee airline and rental car discounts and child care and have posted on website.

· Present, receive pricing and order conference give-a-ways, on-site pre-promotion items, conference bags, ribbons, badge holders, and Board/Keynote speaker gifts with approval of Conference Committee.

· Order all on-site local brochures for conference pertaining to Things to Do for current and incoming conference working with the APA California Conference Graphic Designer.

· Provide media outreach using approved conference materials.[image: image2.png]
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