














Colorado Rural Health Center



Date of Issue:  March 17, 2010

Request for Proposal (RFP) – Special Event Planner




Deadline for RFP Submittal:
  
Friday, March 26, 2010 by noon 






NOTE: The first sections of this document are for background and informational
purposes to give the Event Planner an understanding of the scope of work.  The Specific areas of responsibilities for the Event Planner are contained in Section IV.

I. Organizational Information: 
The Colorado Rural Health Center (CRHC) is a not-for-profit organization addressing rural healthcare issues for the state of Colorado, and serves as the Colorado State Office of Rural Health.

CRHC hosts two major events a year for Colorado rural health care providers:  The Forum, an essential educational, training, and networking event for all safety net clinics, members of the clinic team, and other interested parties, and our Annual Rural Health Conference.  As the State Office of Rural Health, CRHC holds an annual meeting to keep our membership informed on the latest changes in rural health policy, provider recruitment and retention techniques, and to address the challenges different regions the state are facing.

II. Purpose:  
Due to staffing changes, CRHC is seeking to subcontract with an event planner to assist us with hosting our annual educational events scheduled for April 19 & 20, 2010, in Aurora, CO (approx. 150-200 participants),and June 30 – July 2, 2010, in Breckenridge, Co (approx. 150-200 participants).  These events have already been planned but we need the Event Coordinator to work with our staff to coordinate the remaining details for the events and serve as the key contact for activities related to the planning, coordination, and logistics related to the two events.  See http://www.coruralhealth.org/events/ for more details on the events.

III. Scope of Service:
The following is a list of the duties we are seeking to have an Event Planner provide.
· Coordinate with CRHC personnel and others to staff the events. 
· Coordinates on-site arrangements before and during the events, including but not limited to:  room(s) set up, food and beverage arrangements, audio/visual requirements, registration process, room reservations, and other site logistics as necessary.
· Adhere to the budget set forth. In the event of any potential cost over-runs, immediately bring to the attention of CRHC personnel prior to proceeding.
· Adhere to conference planning schedule, policies and guidelines.
· Contract with caterers, site locations, A/V specialists and other vendors in a timely manner as needed.
· Solicit exhibitors and sponsors for events.
· Contract with keynote speakers and workshop presenters.  Coordinate their accommodation and presentation needs.




· Coordinate with CRHC personnel for marketing and promotional materials, including on-site posters, signs, participant literature, etc.
· Monitor attendance prior to meetings in order to keep track of excused and unexcused absences. Keep attendance at all meetings.
· Coordinate with webmaster to post conference information and updates on CRHC website. 
· Produce post-event reports and actual budget.


IV.  Criteria for Selecting a Vendor
Proposals are sought from companies and/or individuals with recognized expertise in quality event planning. Submittals should include the following:

1. Contractor’s name, address, and name of the primary contact person

2. Detailed plan to immediately begin working with CRHC staff for April event.  

3. Outline all the fees, reimbursable expenses and other costs associated with carrying out the scope of work.

4. Statement of qualifications and experience describing prior experience in
managing complex, high-profile events. Please include three references from
past events of similar size and quality.

5. Relative professional experience of individual(s) working on these events (please be thorough).

6. Community affiliations.

V. Terms and Conditions
The Contractor will be required to provide an insurance certificate. All applicants need to be prepared to participate in interviews on Tuesday, March 30, 2010. Applicants will be notified on Monday, March 29, 2010 if selected for an interview.  All applicants will be considered and will be notified of final acceptance by Friday, April 1, 2010. The selected company will meet with key CRHC personnel soon after for contractual agreement.






The Proposal should be submitted by:

Friday, March 26, 2010, 12:00 pm (noon)
Proposals should be submitted, in writing to:
Brenda McCoy
Director of Operations
bm@coruralhealth.org
Colorado Rural Health Center
3033 S Parker Rd., Ste. 606
Aurora, CO 80014

Direct questions to the email address listed above.

Your Request for Proposal should contain all the parts listed in this document. To be
considered you must be able to present a complete proposal with all necessary goods, services and financial resources.
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