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I. Contact Information
Event Name: FCCLA’s National Leadership Conference	
Event Host Organization: Family, Career and Community Leaders of America, Inc. (FCCLA)	
Key Contact Person: Christopher Flynn	
Job Title: Director of Communications	
Mailing Address: 	1910 Association Drive	
Reston, VA 20191	
Phone: 703.476.4900	
Fax: 703.860.2713	
Mobile Phone: 703.850.6065	
E-mail Address: cflynn@fcclainc.org	
Web Address: www.fcclainc.org 	

Preferred Method of Communication: Email

Repeat for additional contacts as necessary
Contact Information Comments:	
II. Event Profile
Event Name: FCCLA’s 2014 National Leadership Conference	
Event Host Organization: Family, Career and Community Leaders of America, Inc. (FCCLA)	
Event Start Date: July 6, 2014	
Event End Date: July 10, 2014	
Event Location Selected:  X Yes    No
If Yes,
Event Location(s):  Henry B. Gonzalez Convention Center
City: San Antonio	
State/Province: TX	
Country: USA	
Facility 1 Name: Henry B. Gonzalez Convention Center	


	
Additional facility names as needed
Event Organizer
	Market Segment:
	Educational
	

	Event Type:
	Student Leadership Conference
	

	Event Frequency:
	Annual


Event Host Overview:	
Mission
To promote personal growth and leadership development through Family and Consumer Sciences education. Focusing on the multiple roles of family member, wage earner and community leader, members develop skills for life through: character development, creative and critical thinking, interpersonal communication, practical knowledge, and career preparation.
Program Emphasis
FCCLA is the only in-school student organization with the family as its central focus. FCCLA is a career and technical student organization that functions as an integral part of the Family and Consumer Sciences education curriculum and operates within the school system, and it provides opportunities for active student participation at local, state, and national levels.
Membership
FCCLA has a national membership of over 195,000 young men and women in nearly 6,500 chapters. There are 50 state associations including the District of Columbia, Puerto Rico, and the Virgin Islands.  Since its founding in 1945, FCCLA has involved more than nine million youth. Former members are eligible to become members of Alumni & Associates. 

Event Objectives
The FCCLA National Leadership Conference allows students and advisers to participate in the Ultimate Leadership Experience as they are inspired and taught by dynamic keynote speakers, attend professional development activities for students and advisers and more while focusing on Family and Consumer Sciences education. Students and advisers learn to promote personal growth and leadership development through Family and Consumer Sciences education. Focusing on the multiple roles of family members, wage earner and community leader, members develop skills for life through character development, creative and critical thinking, career preparation and much more.

The National Leadership Conference allows students and advisers from across the country to participate in the ULTIMATE LEADERSHIP EXPERIENCE. Members receive leadership training and information on how to get involved in the FCCLA national programs. Professional development sessions are offered specifically for advisers who are involved in Family and Consumer Sciences education.

The National Leadership Conference is the largest of FCCLA’s five annual meetings.  During the meeting secondary and pot-secondary students are able to compete in STAR Events.  STAR is the acronym for Students Taking Action for Recognition.  Students compete on a district, regional, and state level to qualify for national STAR Events where they can win medals, monetary awards, and college scholarships.  Three smaller regional meetings are held throughout the US every fall with attendance ranging from 1,000-4,000 depending on the meeting location.  
Attendee Profile
Expected Total Event Attendance: 7,000	
Attendee Demographics Profile:
75% are secondary and post-secondary students involved in Family and Consumer Sciences (FACS) education.  23% are advisers who are FACS teachers, and the other 3% are guests.  Approximately two-thirds female and one- third male.  	
Event History
	
	Event 1
	Event 2
	Additional Events As Necessary

	Facility Name
	Henry B. Gonzalez Convention Center
	
	

	City, State/Province, Country
	San Antonio, TX
	
	

	Start Day & Date
	July 5, 2014
	
	

	End Day & Date
	July 10, 2014
	
	

	Total Attendance
	7,000
	
	



Future Open Dates
There are future open dates for this event:   Yes   X No
If Yes, 
	Published 
Start Date
	Published
End Date
	Comments

	
	
	

	
	
	

	
	
	


Event Profile Comments:	
III. Requirements
[bookmark: OLE_LINK1]*Statement of Need:
Specific service solicited in this RFP is photographic support for 2014 Family, Career and Community Leaders of America (FCCLA) National Leadership Conference. Within the context of that service, FCCLA seeks a photographic vendor who will attend and provide photography services for the conference, being held July 6-10, 2014 in San Antonio, Texas. Specific photos required include opening and closing ceremonies, skills competitions, candids, FCCLA state and chapter organization and group photos, and award ceremonies.
Staffing Requirements:
Based on previous conference photography experiences, we anticipate needing 1-2 photographers for opening and closing ceremonies and general conference coverage (candids, group shots, etc.) and possibly an additional1-2 (for a total of 3-4) photographers to cover award ceremonies and state and chapter organization group portraits.
Service Requirements:
In addition to requiring excellent photographic coverage of the 2014 FCCLA National Leadership Conference, we seek a vendor who can also provide on-site printing of the photos taken and with an ability to staff a booth to display and sell the photos as requested. It is also critical that the vendor have an online ordering system for photo sales after the Conference has ended.
Insurance Requirements:  
For the purposes of this RFP and the photgraphic services solicited for its 2014 National Leadership Conference, FCCLA assumes no liability, provides no coverage and requires proof of insurance from responding vendors, specifically with regard to (a) Commercial General Liability Insurance, including blanket contractual liability; (b) Compensation Insurance as required by statute; and (c) Employers’ Liability Insurance.
IV. Proposal Specifications
The RFP issuer expects that all work will be performed in a professional manner.  All information provided in this RFP is proprietary for this purpose only. Information cannot be released without written permission from the contact person named in Section I.
Questions:
Direct all questions and requests for additional information regarding this RFP to the contact person designated in Section I: Christopher Flynn, (703) 476-4900 or (cflynn@fcclainc.org.
Decision Making Process:
Final Decision Maker (Name & Role): _Christopher Flynn, Director of Communications_
There will be a preliminary cut with a second review of finalists:   Yes   X No
Timeline:
*RFP Published Date: __11/15/2013___________________
RFP Distribution Date: ____11/15/2013_________________
Proposal Due Date and Time: _6:00pm (EST)_on 1/3/2014__________________
Decision Date: ______1/15/2014_______________

Decision Notification Method (choose all that apply):  
X Telephone Call     X Email      Letter   
Key Decision Factors:
Selection is based on the following criteria, rated by how they will play a role in proposal evaluation (1 is critical, 3 is important, and 5 minimally important):
	Decision Factor
	Rating

	Ability of vendor to provide high level of service
	1

	Age and types of equipment to be provided
	3

	Amount of equipment owned by the vendor
	3

	Availability of required equipment
	1

	Contractor must be in good standing with ESCA (Exhibition Services and Contractors Association)
	2

	Creativity
	2

	Information provided in the response to the RFP
	1

	Overall cost of services – including photographer travel and equipment shipping costs if equipment needs to be trucked or flown in.
	2

	Proposal in the response to the RFP is in the proper sequence 
	3

	Recommendations from previous and existing clients
	2

	Staff Experience
	1

	Ability to print and sell photos as needed on-site at conference
	1

	Union/non-union
	3

	Other:
	3


Required Attachments (select all that apply):
X Standard sales kit for the company
 Other:
Instructions for Responding:
Each proposal responding to this RFP must include the information requested in Section V (Proposal Content) of this RFP (in the order presented).
Expenses related to the preparation and completion of a response to this RFP are the sole responsibility of the vendor.
The proposal with the lowest dollar amount will not necessarily be considered as the best proposal.
Incomplete and/or late responses will not be considered.
Other instructions:
Proposal Specifications Comments:
V. Proposal Content
Each proposal responding to this RFP must include the following information (in the order presented here).
Company Name:
Mailing Address Line 1: _______________________
Mailing Address Line 2: _______________________
City: _______________________
State/Province: _______________________
Zip/Postal Code: _______________________
Country: _______________________
Web Site: _______________________
Primary Sales Contact:
	Full Name:
	

	Job Title:
	

	Employer:
	

	Mailing Address Line 1:
	

	Mailing Address Line 2:
	

	City:
	

	State/Province:
	

	Zip/Postal Code:
	

	Country:
	

	Phone:
	

	Fax:
	

	Mobile Phone:
	

	E-mail Address:
	

	Web Address:
	


Experience:
For how many events of similar size and scope as the one described in Section II of this RFP has the company provided services in the past three years? ________________________________
When was the company founded? ________________________________ (year)
What is the company’s scope of services? ________________________________
Describe the company’s working relationship with the facility (named in Section II – Event Profile ) selected for this event (i.e.,  Are you the preferred vendor?  How many events and of what type have you serviced there?)
Experience Comments:
Response to Requirements:
The company can meet the event’s specific staffing requirements with its own staff:   Yes    No
If No,
Supplemental staff is supplied by: ________________________________
Comments:  _____
The company can meet the other specific requirements outlined in the RFP:   Yes    No
Comments:  _____
Additional Information:
Personnel:
The company has an office in the city where the event is being held:	 Yes    No
If No,
Staff would travel from:
City: ___________________________
State/Province: ___________________________
Country: ___________________________
# of Staff from This Location: ___________________________
Repeat for additional locations as necessary
Number of staff that would work the event outlined in Section II: ___________________________

Complete the following for all staff who would work the event:
	
	Title
	Responsibility
	Years of
Experience
	Supervisor?

	Staff Full Name
	
	
	
	 Yes
 No

	Staff Full Name
	
	
	
	 Yes
 No

	Additional staff as necessary
	
	
	
	


Provide an estimate of what charges, if any, will be charged to the event organizer for travel expenses, including number of guestrooms required, if any. ___________________________
Personnel Comments: ___________________________
Equipment & Services:
What services are provided directly by the company? ___________________________
Indicate any sub-contractors that are commonly employed by the company: ___________________________
(Event Host) requires a statement that (Event Host) and (Show Management) are not responsible for lost, stolen or damaged goods unless due to our negligence.  Will you include this statement in your contract?  Yes    No
Describe show management complimentary services, prices, and discounts for equipment and service: _________
Contractor Requirements:
Describe all requirements the company has regarding equipment storage rooms, communication, etc.: ___________________________
Insurance Coverage:  
Indicate the types and levels of insurance the company carries:
 Errors & Omissions Insurance: ___________________________ (indicate currency type)
 Workers Compensation Insurance: ___________________________ (indicate currency type)
 Commercial Liability Insurance: ___________________________ (indicate currency type)
 Other - ___________________________:   ___________________________ (indicate currency type)
Insurance Comments: ___________________________
References:
Provide three references for events similar in size and scope to the one outlined in Section II (Event Profile) of this RFP:
	
	Reference 1
	Reference 2
	Reference 3

	Event Name
	
	
	

	Event Start Date
	mm/dd/yyyy
	
	

	Event End Date
	mm/dd/yyyy
	
	

	Event Type
	
	
	

	Event Host
	
	
	

	Given Name
	
	
	

	Middle Name
	
	
	

	Surname
	
	
	

	Job Title
	
	
	

	Employer
	
	
	

	Phone
	
	
	

	E-mail Address
	
	
	

	Type(s) of services performed for the reference
	
	
	



Provide at least two references that have used your services in the facility indicated in Section II (Event Profile) of this RFP:
	
	Reference 1
	Reference 2

	Event Name
	
	

	Event Start Date
	mm/dd/yyyy
	

	Event End Date
	mm/dd/yyyy
	

	Event Type
	
	

	Event Host
	
	

	Given Name
	
	

	Middle Name
	
	

	Surname
	
	

	Job Title
	
	

	Employer
	
	

	Phone
	
	

	E-mail Address
	
	

	Type(s) of services performed for the reference
	
	


References Comments: ___________________________
Attachments:
The following are attached to this proposal:
 Standard sales kit for the company
 Inventory listing of equipment and rental prices, indicating what services are included.
 Listing of all services and related costs that the company can provide.
 An exhibitor price list.
 Examples of generic exhibitor services forms for inclusion in the Exhibitor Manual.
Other attachments (list all):
___________________________
___________________________
___________________________
Additional Comments: ___________________________
*RFP For (Supplier Name):		Page 3 of 9
*Respond To (Key Contact Name): 
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