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	Texas Payroll Conference  (“TPC”) 

	


Section I - General Information 

Graphic Artist Contractor Services
Introduction

	


The Texas Payroll Conference was established in 1989 as a non-profit organization to provide continuing education to the payroll professional. The Texas Payroll Conference Board of Directors is currently comprised of sixteen representatives from across the state of Texas. Our annual conference provides opportunities for payroll professionals to learn about technology advances, legislative and tax changes, professional development and much more. Over the years, we have grown from 50 attendees to 400 attendees from Texas and surrounding states.
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	Our Mission
	

	To continuously enhance the professional image and knowledge of the Payroll Professional by providing networking and educational opportunities.
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Statement of Purpose
	


Payroll professionals must stay abreast of federal, state and local tax laws as they impact the payroll process and administer the regulations of various federal agencies such as the Social Security Administration, the U. S. Department of Labor and the Federal Office of Child Support Enforcement. In the State of Texas, payroll professionals also interact with the Texas Workforce Commission and the Attorney General’s Office. Frequent changes to regulations and technological advances require a continual upgrading of skills to stay current. Texas Payroll Conference, Inc. was founded to help payroll professionals meet these challenges.

Texas Payroll Conference, Inc. provides educational opportunities for payroll professionals and other interested parties. Additionally, it provides payroll professionals an opportunity to interact with peers, various representatives from federal and state agencies and representatives from companies that provide services for, or technological assistance to, the payroll community.

Sources of revenue are from fees paid by individuals attending the conference and/or seminars, as well as exhibition fees paid by vendors. Donations, including sponsorships, services and products are used to offset expenses.

Expenditures are for costs associated with planning, developing, promoting and conducting an annual conference and/or seminars, fees and/or expenses are paid for speakers and meeting planners. Texas Payroll Conference, Inc. has no paid employees or officers. Officers and voting members of Texas Payroll Conference. Inc. are professionals involved with payroll and related fields, who live in Texas and donate their time to plan and carry out the goals and objectives of the organization.

We recognize the effort on your part to participate in this process.  The information you provide will enable us to form a broad and informative profile of your business.  In the development of this Program strategy, this enhanced understanding of your business will guide our selection.

If a contract is awarded, we reserve all options regarding the term of the contract and will set the term at the point of issuing a contract after mutually satisfactory negotiations.

2009 Event

20th Annual Texas Payroll Conference

San Antonio – Westin La Cantera
September 15th – 19th
Conference Theme:  20th Year
Event History:


2006 Event

17th Annual Texas Payroll Conference

The Woodlands – Marriott Waterway

September 19th – 23rd 

Conference Theme:  Payroll The Ultimate Experience
2007Event

18h Annual Texas Payroll Conference

The Renaissance Hotel – Austin, Texas

September 25th – 30th

Conference Theme:  Capitolizing on Payroll
2008 Event

19h Annual Texas Payroll Conference

The Omni Hotel – Corpus Christi, Texas

September 24th – 27th


Conference Theme:  Surfin’ Payroll Get a Board!
Attendance:

Approximately 300-400 Payroll Professionals throughout Texas and neighboring states

Attendee Profile: 
Payroll Professionals including beginners to seasoned professionals with over 20+ years experience.  Attendees are seeking valuable education about payroll processing, compliance, management, motivation, and networking opportunities, which help them to feel connected with each other, our exhibitors, the TPC Board and their local chapters. Our attendees obtain a valuable educational and networking experience, which they can take back to their jobs and companies.  

Event Overview:
General Opening Session, educational breakout and general sessions, exhibitor events, conference “party” including attendees and guests, and closing session.  We will have several meals including breakfast, lunch and dinner.  Note: Dinner is only provided at the evening event or “party” along with an open bar.

Contact Information
 If you have any questions regarding The Texas Payroll Conference, please contact us by e-mail and we'll get back to you as soon as possible.   For purposes of this RFP, Jay Whittmore, TPC-Marketing Chair is your primary contact. 

E-mail:   rfpproposal@txpayrollconference.org

Pricing & Service Guarantee

All prices quoted are considered firm for a period of 120 days from the submission date of the proposal. The supplier agrees to honor said pricing if an award is made during the 120-day period, for contracts beginning within 12 months of the date of submission. TPC retains the right to add, eliminate, or modify additional services to the agreement, prior to the final awarding of a contract, if awarded.  

Texas Payroll Conference (“TPC”) reserves the right to cancel any contract or agreement with thirty (30) days written notice.  TPC reserves the right to reject all proposals, in whole or in part, and/or enter into negotiations with any company whether a respondent or not. TPC is under no obligation to award a contract on the basis of this RFP.  TPC shall not be obligated for payment of any amount to any company responding to this RFP, until and unless a written agreement is executed.

Confidentiality/Right of Refusal

In order to protect the confidentiality of TPC business, all information provided to your company during the RFP process, if any, shall be returned to TPC upon request. Such information shall be treated as confidential by your company and shall be used only for the purpose of responding to this RFP.  Respondents shall not disclose any information contained herein to anyone except TPC authorized officers and respondent’s authorized officers directly connected with this RFP.  TPC will not disclose any information concerning this process to anyone other than the responding company’s authorized officers and TPC authorized Board of Directors directly connected with this request. 

It should be understood that this RFP is not an offer to enter into agreement with responding companies. It is a request to receive information from companies interested in providing professional event planning services to TPC. 

Questions & Answers

Any questions concerning the RFP must be submitted by 12:00 Noon CST on 4-15-2009 to receive a response.  Queries received after that date may not be answered.  TPC will distribute the answers to all relevant questions received, to all bidders.

All questions must be sent by email our TPC Marketing Committee.  PLEASE INDICATE THE NAME OF THE RFP IN THE SUBJECT OF THE EMAIL AND THE NAME OF YOUR COMPANY IN THE BODY OF THE TEXT.

Proposal Requirements Must Include: 

· Name of Graphic Artist and Contact information

· Name

· Street Address

· City

· State

· Zip

· E-mail

· Website if applicable

· Telephone

· Sample of Items produced by graphic artist (colored copies are requested)

· At least five (5) references including contact information

· Fee for services outlined in RFP; please be prepared to breakdown fees to component level, if requested

Post-RFP Requirements

A selection of, if not all, suppliers who reply to this RFP may be required to give presentations to the TPC Board.  Such formal presentations may include, but not be limited to, discussion and demonstration where appropriate of:

1. Operation

2. Services Provided

3. Pricing and Billing

4. References

How to Submit Your Response

	Texas Payroll Conference, Inc.

Jay Whittmore
2009 TPC Marketing Committee Chair
Electronic Submissions due by Midnight, CST on 4-30-2009
E-mail: rfpproposal@txpayrollconference.org

	


Texas Payroll Conference, Inc., reserves the right to keep all materials submitted from this RFP.  Due to the number of responses, only those RFP’s that closely match our needs will receive an invitation to make a formal presentation to the TPC Board of Directors and Officers and TPC Meeting Planner at an agreed upon designated date and time.  All contractors are encouraged to visit our website at www.txpayrollconference.org to learn more about the organization.

All questions should be submitted directly to the following e-mail address:



rfpproposal@txpayrollconference.org
Section II – Profile of Services

Graphic Artist Contractor
PURPOSE AND OBJECTIVES

TPC is embarking on a search for Graphic Artist Contractor services for the purpose of partnering with the TPC Board to enhance the conference experience for our attendees.   This would be a one-year contract with an option to extend.

Our primary goals and objectives in implementing this program are as follows: To obtain Graphic Artist services for 2010.

SCOPE OF SERVICES

TPC is seeking a graphic artist capable of providing services related to:

· Overview Six (6) Major Components
· Mailing Conference Brochure – produced, approved and mailed between February and May

· Develop Web Version – produced before brochure is mailed

· Exhibitor Directory -  produced between mid-July to one week prior to Conference (normally held in September)

· Conference Handouts – workshop materials (possibly including a cover sheet, bio of speaker, evaluation and class outline)

· Sponsor Posters -  develop graphics and posters  to promote sponsored events 

· Class Session Posters – develop graphics and posters for each conference workshop
· Outline of Service Components
· Work directly with Marketing Chair to develop various conference materials as needed based on annual conference themes as decided by TPC Board

· Present several samples to TPC Board featuring unique artwork to reflect the conference theme for marketing materials as needed; brochures, postcards, letterhead, web materials, Exhibitor Directory, and anything else required by Marketing Committee, Exhibitor Committee and/or Meeting Planner.
· Coordinate timeline for receiving TPC Conference information, design & layout, printing and production, mailing and delivery of conference materials.

· Gather bids and present expense estimates to TPC Board for budget approval.  Bids should include all aspects of design, artwork/stock photos, printing, postage and mailing services including delivery as well as providing web version of conference information to be posted on TPC website.

· Coordinate printing, oversee proofing and press checks, arrange for delivery to mailing house, receive mailing label list from TPC and coordinate with mailing house for labeling and delivery to post office, delivery of any “overs” to Marketing Chair for TPC use.
· Work directly with Exhibitor Chair to produce companion Exhibitor Directory to compliment other Conference materials.  Exhibitor Chair will supply exhibitor/vendor descriptions and logos for directory.  Directory also includes ads for vendors which they supply based on established specifications to meet directory requirements.  If needed work directly with vendors to ensure proper ad format.  Some ads may need to be converted from color to B/W.

· Create workflow schedule for Exhibitor Directory, Conference handout and accessories.

· Exhibitor Chair will also supply exhibitor/vendor logos for advertising and conference purposes along with final vendor booth assignments.  Work with Exhibitor and Marketing Chairs to create session posters for each class and sponsor posters as needed for events.

· Coordinate with Marketing Chair for various components of Exhibitor Directory including but not limited to:

· TPC President Welcome Letter

· Exhibitor Chair Welcome Letter

· TPC Board of Directors and Officer Listing

· List of Volunteers

· Speaker List

· Hotel map/layout and local interest information will be provided by TPC Meeting Planner

· Exhibit Hall map/layout will be provided by TPC Meeting Planner

· Teaser add for the next years conference

· Convert Speaker Handouts/Presentations into PDF outlines along with a coversheet and speaker bio (in conference theme format) as well as an Session Evaluation form to be used as conference handouts.

· Coordinate with printer for Class Session Handout/Presentations in various quantities (based on session size) with Class Session label specifying class title, time, room number, etc. for distribution to classrooms and easy recognition.
· Coordinate delivery of all Conference materials to Marketing Chair prior to conference.

· Create and oversee any other Conference materials needed upon request.

· Other

· Professional guidance in any areas with conferences with similar size and scope
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