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INDIANA GOVERNOR’S COUNCIL
FOR PEOPLE WITH DISABILITIES

Request for Proposal


Solicitation For:
Conference Planning Services


Response Due Date:  April 15, 2016 3:00 PM Eastern Time
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SECTION ONE
GENERAL INFORMATION AND REQUESTED PRODUCTS/SERVICES

PURPOSE OF THE RFP

The purpose of this RFP is to select a vendor that can satisfy the Indiana Governor’s Council for People with Disabilities (the “Council”)’s need for Event/Conference Planning services. The Council currently hosts a statewide Conference for People with Disabilities annually.  It is the intent of the Council to contract with vendor(s) that provide(s) quality Event/Conference Planning services. 

SUMMARY SCOPE OF WORK

The Indiana Governor’s Council for People with Disabilities (the “Council”) holds an annual Indiana Conference for People with Disabilities (“Disability Conference”) in the central part of the State of Indiana during October, November, or December. The first conference awarded under this RFP will take place in November or December 2016.  The Conference is typically held for two (2) days. Approximately 325-425 individuals attend the conference. Participants will be offered approximately twenty (20) to thirty (30) training sessions from which to choose as well as approximately three (3) plenary sessions. 

In aggregate, the State spends approximately $70,000 every two (2) years on Conference Planning services. Since this number is based on past usage and may fluctuate up or down, the Council is not in a position to guarantee that future spending will be at this level. Nevertheless, the amount is provided as an aid to suppliers in responding to this RFP. This figure is only an estimate and is not to be construed as an amount to be offered under this RFP.

Note that the amount previously referenced for Conference Planning services is separate from the approximately $150,000 budget that the Council provides to the Conference Planner as reimbursement for direct conference expenses not related to the fee for Conference Planning services.  

Sample documents and registration website samples for the most recent Conference can be found at the following website: 

http://www.gpcpd.org/conference


QUESTION/INQUIRY PROCESS

All questions/inquiries regarding this RFP must be submitted in writing by 3:00 PM Eastern Time on April 8, 2016.  Questions/Inquiries may be submitted via fax (317-232-7700) or email council@gcpd.in.gov and must be received by the time and date indicated above.  

Following the question/inquiry due date, Council personnel will compile a list of the questions/inquiries submitted by all Respondents.  The responses will be distributed to all respondents electronically by 3:00 PM Eastern Time on April 13, 2016. No Respondent shall rely upon, take any action, or make any decision based upon any verbal communication with any State employee.

If it becomes necessary to revise any part of this RFP, or if additional information is necessary for a clearer interpretation of provisions of this RFP prior to the due date for proposals, an addendum will be posted on the Council website. If such addenda issuance is necessary, the Council may extend the due date and time of proposals to accommodate such additional information requirements, if required.

DUE DATE FOR PROPOSALS 

All proposals must be received at the address below no later than 3:00 p.m. Eastern Time on April 15, 2016. Each Respondent must submit three original hard-copies (marked “Original”) and one electronic copy of the proposal, including the Transmittal Letter and other related documentation as required in this RFP. The electronic copy will be considered the official response in evaluating responses for scoring and protest resolution. Each copy of the proposal must follow the format indicated in Section Two of this document.  Unnecessarily elaborate brochures or other presentations, beyond those necessary to present a complete and effective proposal, are not desired. All proposals must be addressed to:

Indiana Governor’s Council for People with Disabilities
402 West Washington Street, Room E145
Indianapolis, IN 46204


If you hand-deliver solicitation responses: 
To facilitate weapons restrictions at Indiana Government Center North and Indiana Government Center South, as of July 21, 2008, the public must enter IGC buildings through a designated public entrance. The public entrance to Indiana Government Center South is located at 302 W. Washington St. (the eastern-most Washington St. entrance). This entrance will be equipped with metal detectors and screening devices monitored by Indiana State Police Capitol Police.  
Passing through the public entrance may take some time. Please be sure to take this information into consideration if your company plans to submit a solicitation response in person.  
If you ship or mail solicitation responses: United States Postal Express and Certified Mail are both delivered to the Government Center Central Mailroom, and not directly to the Council.  It is the responsibility of the Respondent to make sure that solicitation responses are received by the Council at the Council’s reception desk on or before the designated time and date.  Late submissions will not be accepted.  

All proposal packages must be clearly marked with the RFP number, due date, and time due. Any proposal received by the Council after the due date and time will not be considered. Any late proposals will be returned, unopened, to the Respondent upon request. All rejected proposals not claimed within 30 days of the proposal due date will be destroyed.

No more than one proposal per Respondent may be submitted. 

The State accepts no obligations for costs incurred by Respondents in anticipation of being awarded a contract.



PRE-PROPOSAL CONFERENCE

A pre-proposal conference will be held on April 4 in the Indiana Government Center Conference Center, in Room E145 at the Council’s office at 1:30 PM Eastern Time.  The room assignment will be posted online once it becomes available.  At this conference, potential respondents may ask questions about the RFP and the RFP process. Respondents are reminded that no answers issued verbally at the conference are binding on the State and any information provided at the conference, unless it is later issued in writing, also is not binding on the State.

PROPOSAL CLARIFICATIONS AND DISCUSSIONS, AND CONTRACT DISCUSSIONS

The Council reserves the right to request clarifications on proposals submitted to the Council.  The Council also reserves the right to conduct proposal discussions, either oral or written, with Respondents.  These discussions could include request for additional information, request for cost or technical proposal revision, etc. Additionally, in conducting discussions, the Council may use information derived from proposals submitted by competing respondents only if the identity of the respondent providing the information is not disclosed to others.  The Council will provide equivalent information to all respondents which have been chosen for discussions.  Discussions, along with negotiations with responsible respondents may be conducted for any appropriate purpose.

The Council will schedule all discussions.  Any information gathered through oral discussions must be confirmed in writing.  

BEST AND FINAL OFFER 

The Council may request best and final offers from those Respondents determined by the Council to be reasonably viable for contract award.  However, the Council reserves the right to award a contract on the basis of initial proposals received. Therefore, each proposal should contain the Respondent’s best terms from a price and technical standpoint. 

Following evaluation of the best and final offers, the Council may select for final contract negotiations/execution the offers that are most advantageous to the State, considering cost and the evaluation criteria in this RFP.

TYPE AND TERM OF CONTRACT 

The Council intends to sign a contract with one or more Respondent(s) to fulfill the requirements in this RFP. 

The term of the contract shall be for a period of two (2) years with the option to renew for two (2).  The contract shall not exceed four (4) years. 


CONFIDENTIAL INFORMATION

Respondents are advised that materials contained in proposals are subject to the Access to Public Records Act (APRA), IC 5-14-3 et seq., and, after the contract award, the entire RFP file may be viewed and copied by any member of the public, including news agencies and competitors. Respondents claiming a statutory exception to the APRA must place all confidential documents (including the requisite number of copies) in a sealed envelope clearly marked “Confidential” and must indicate in the Transmittal Letter and on the outside of that envelope that confidential materials are included. The Respondent must also specify which statutory exception of APRA that applies. The State reserves the right to make determinations of confidentiality. If the Respondent does not identify the statutory exception, the Council will not consider the submission confidential.  If the State does not agree that the information designated is confidential under one of the disclosure exceptions to APRA, it may seek the opinion of the Public Access Counselor.  Prices are not confidential information.

TAXES

Proposals should not include any tax from which the State is exempt. 

PROCUREMENT DIVISION REGISTRATION

In order to receive an award, you must be registered as a bidder with the Department of Administration, Procurement Division.  Therefore, to ensure there is no delay in the award, all Respondents are strongly encouraged to complete registration prior to submission of their response.  Respondents should go to www.in.gov/idoa/2464.htm to register.  

SECRETARY OF STATE REGISTRATION		

If awarded the contract, the Respondent will be required to register, and be in good standing, with the Secretary of State.  The registration requirement is applicable to all limited liability partnerships, limited partnerships, corporations, S-corporations, nonprofit corporations and limited liability companies.  Information concerning registration with the Secretary of State may be obtained by contacting:

Secretary of State of Indiana
Corporation Division
402 West Washington Street, E018
Indianapolis, IN 46204
(317) 232-6576
www.in.gov/sos

COMPLIANCE CERTIFICATION
Responses to this RFP serve as a representation that it has no current or outstanding criminal, civil, or enforcement actions initiated by the State, and it agrees that it will immediately notify the State of any such actions. The Respondent also certifies that neither it nor its principals are presently in arrears in payment of its taxes, permit fees or other statutory, regulatory or judicially required payments to the State.  The Respondent agrees that the State may confirm, at any time, that no such liabilities exist, and, if such liabilities are discovered, that State may bar the Respondent from contracting with the State, cancel existing contracts, withhold payments to setoff such obligations, and withhold further payments or purchases until the entity is current in its payments on its liability to the State and has submitted proof of such payment to the State. 

AMERICANS WITH DISABILITIES ACT

The Respondent specifically agrees to comply with the provisions of the Americans with Disabilities Act of 1990 (42 U.S.C. 12101 et seq. and 47 U.S.C. 225).

SUMMARY OF MILESTONES

The following timeline is only an illustration of the RFP process.  The dates associated with each step are not to be considered binding.  Due to the unpredictable nature of the evaluation period, these dates are commonly subject to change.  At the conclusion of the evaluation process, all Respondents will be informed of the evaluation team’s findings.

Key RFP Dates
	Activity
	Date

	Issue of RFP
	March 17, 2016

	Pre-Proposal Conference
	April 4, 2016 at 1:30 PM Eastern Time

	Deadline to Submit Written Questions
	April 8, 2016 at 3:00 PM Eastern Time

	Response to Written Questions/RFP Amendments
	April 13, 2016 at 3:00 PM Eastern Time

	Submission of Proposals
	April 15, 2016 at 3:00 PM Eastern Time

	The dates for the following activities are target dates only.  These activities may be completed earlier or later than the date shown.

	Proposal Evaluation
	April 20, 2016

	Proposal Discussions/Clarifications (if necessary)
	April 27, 2016

	Oral Presentations (if necessary)
	April 29, 2016

	Best and Final Offers (if necessary)
	May 6, 2016

	Contract Award
	May 11, 2016






SECTION TWO
PROPOSAL PREPARATION INSTRUCTIONS

2.1	GENERAL

To facilitate the timely evaluation of proposals, a standard format for proposal submission has been developed and is described in this section. All Respondents are required to format their proposals in a manner consistent with the guidelines described below:
· Each item must be addressed in the Respondent’s proposal. 
· The Transmittal Letter must be in the form of a letter. The business and technical proposals must be organized under the specific section titles as listed below.

2.2	TRANSMITTAL LETTER  

The Transmittal Letter must address the following topics except those specifically identified as “optional.”

	2.2.1	Agreement with Requirements listed in Section 1

The Respondent must explicitly acknowledge understanding of the general information presented in Section 1 and agreement with any requirements/conditions listed in Section 1.

2.2.2	Summary of Ability and Desire to Supply the Required Products or Services

The Transmittal Letter must briefly summarize the Respondent’s ability to supply the requested products and/or services that meet the requirements defined in Section 2.4 of this RFP. The letter must also contain a statement indicating the Respondent’s willingness to provide the requested products and/or services subject to the terms and conditions set forth in the RFP including, but not limited to, State’s mandatory contract clauses.

2.2.3   Signature of Authorized Representative

A person authorized to commit the Respondent to its representations and who can certify that the information offered in the proposal meets all general conditions including the information requested in Section 2.3.4, must sign the Transmittal Letter. In the Transmittal Letter, please indicate the principal contact for the proposal along with an address, telephone and fax number as well as an e-mail address, if that contact is different than the individual authorized for signature.

2.2.4 Respondent Notification 

Unless otherwise indicated in the Transmittal Letter, Respondents will be notified via e-mail. 

It is the Respondent’s obligation to notify the Council of any changes in any address that may have occurred since the origination of this solicitation.  The Council will not be held responsible for incorrect vendor/contractor addresses.

2.2.5    Other Information

This item is optional. Any other information the Respondent may wish to briefly summarize will be acceptable.

2.3	BUSINESS PROPOSAL

The Business Proposal must address the following topics except those specifically identified as “optional.” The Business Proposal Template is Attachment E.

	2.3.1	General (optional)

This section of the business proposal may be used to introduce or summarize any information the Respondent deems relevant or important to State’s successful acquisition of the products and/or services requested in this RFP.

	2.3.2	Respondent’s Company Structure

The legal form of the Respondent’s business organization, the state in which formed (accompanied by a certificate of authority), the types of business ventures in which the organization is involved, and a chart of the organization are to be included in this section. If the organization includes more than one product division, the division responsible for the development and marketing of the requested products and/or services in the United States must be described in more detail than other components of the organization.

2.3.3	Company Financial Information

This section must include the Respondent’s financial statement, including an income statement and balance sheet, for each of the two most recently completed fiscal years. The financial statements must demonstrate the Respondent’s financial stability.  If the financial statements being provided by the Respondent are those of a parent or holding company, additional financial information should be provided for the entity/organization directly responding to this RFP.

2.3.4 Integrity of Company Structure and Financial Reporting

This section must include a statement indicating that the CEO and/or CFO has taken personal responsibility for the thoroughness and correctness of any/all financial information supplied with this proposal.  The particular areas of interest to the Council in considering corporate responsibility include the following items: separation of audit functions from corporate boards and board members, if any, the manner in which the organization assures board integrity, and the separation of audit functions and consulting services.  The State will consider the information offered in this section to determine the responsibility of the Respondent under IC 5-22-16-1(d).

The Sarbanes Oxley Act of 2002, H.R. 3763, is NOT directly applicable to this procurement; however, its goals and objectives may be used as a guide in the determination of corporate responsibility for financial reports.

	2.3.5	References

The Respondent must include a list of at least three (3) clients for whom the Respondent has provided products and/or services that are the same or similar to those products and/or services requested in this RFP.  Information provided should include the name, address, and telephone number of the client facility and the name, title, and phone/fax numbers of a person who may be contacted for further information. 

	2.3.6	Registration to do Business

		Secretary of State
If awarded the contract, the Respondent will be required to be registered, and be in good standing, with the Secretary of State.  The registration requirement is applicable to all limited liability partnerships, limited partnerships, corporations, S-corporations, nonprofit corporations and limited liability companies. The Respondent must indicate the status of registration, if applicable, in this section of the proposal.

Department of Administration, Procurement Division
Additionally, respondents must be registered with the IDOA.  This can be accomplished on-line at http://www.in.gov/idoa/2464.htm. 

The IDOA Procurement Division maintains two databases of vendor information. The Bidder registration database is set up for vendors to register if you are interested in selling a product or service to the State of Indiana.  Respondents may register on-line at no cost to become a Bidder with the State of Indiana.  To complete the on-line Bidder registration, go to http://www.in.gov/idoa/2464.htm. The Bidder registration offers email notification of upcoming solicitation opportunities, corresponding to the Bidder’s area(s) of interest, selected during the registration process. Respondents do need to be registered to bid on and receive email notifications.  Completion of the Bidder registration will result in your name being added to the Bidder’s Database, for email notification.  The Bidder registration requires some general business information, an indication of the types of goods and services you can offer the State of Indiana, and locations(s) within the State that you can supply or service. There is no fee to be placed in Procurement Division’s Bidder Database.  To receive an award, you must be registered as a bidder. Problems or questions concerning the registration process or the registration form can be e-mailed to Amey Redding, Vendor Registration Coordinator, aredding@idoa.in.gov, or you may reach her by phone at (317) 234-3542.
  
	2.3.7	Authorizing Document 

Respondent personnel signing the Transmittal Letter of the proposal must be legally authorized by the organization to commit the organization contractually. This section shall contain proof of such authority. A copy of corporate bylaws or a corporate resolution adopted by the board of directors indicating this authority will fulfill this requirement.
		
	2.3.8	Subcontractors
		
The Respondent is responsible for the performance of any obligations that may result from this RFP, and shall not be relieved by the non-performance of any subcontractor. Any Respondent’s proposal must identify all subcontractors and describe the contractual relationship between the Respondent and each subcontractor. Either a copy of the executed subcontract or a letter of agreement over the official signature of the firms involved must accompany each proposal.

Any subcontracts entered into by the Respondent must be in compliance with all State statutes, and will be subject to the provisions thereof. For each portion of the proposed products or services to be provided by a subcontractor, the technical proposal must include the identification of the functions to be provided by the subcontractor and the subcontractor’s related qualifications and experience.

The combined qualifications and experience of the Respondent and any or all subcontractors will be considered in the State’s evaluation. The Respondent must furnish information to the State as to the amount of the subcontract, the qualifications of the subcontractor for guaranteeing performance, and any other data that may be required by the State. All subcontracts held by the Respondent must be made available upon request for inspection and examination by appropriate State officials, and such relationships must meet with the approval of the State.

The Respondent must list any subcontractor’s name, address and the state in which formed that are proposed to be used in providing the required products or services. The subcontractor’s responsibilities under the proposal, anticipated dollar amount for subcontract, the subcontractor’s form of organization, and an indication from the subcontractor of a willingness to carry out these responsibilities are to be included for each subcontractor. This assurance in no way relieves the Respondent of any responsibilities in responding to this RFP or in completing the commitments documented in the proposal. The Respondent must indicate which, if any, subcontractors qualify as a Minority or Women Owned Business under IC 4-13-16.5-1. See Section 1.21 and Attachment A for Minority and Women Business information.

2.3.9 General Information

Each Respondent must enter your company’s general information including contact information.   

2.3.10 Experience Serving State Governments

Each Respondent is asked to please provide a brief description of your company’s experience in serving state governments and/or quasi-governmental accounts.

2.3.11 Experience Serving Similar Clients

Each Respondent is asked to please describe your company’s experience in serving clients of a similar size to the State that also had a similar scope.  Please provide specific clients and detailed examples.


2.4	TECHNICAL PROPOSAL

The Technical Proposal must be divided into the sections as described below.  Every point made in each section must be addressed in the order given. The same outline numbers must be used in the response. RFP language should not be repeated within the response. Where appropriate, supporting documentation may be referenced by a page and paragraph number. However, when this is done, the body of the technical proposal must contain a meaningful summary of the referenced material. The referenced document must be included as an appendix to the technical proposal with referenced sections clearly marked. If there are multiple references or multiple documents, these must be listed and organized for ease of use by GCPD. The Technical Proposal must address each item and section identified in Section 2.4.2 (“RESPONSIBILITIES OF THE CONFERENCE COORDINATOR”). 

	2.4.1	INDIANA CONFERNECE FOR PEOPLE WITH DISABILITIES

The Indiana Governor’s Council for People with Disabilities (the “Council”) holds an annual Indiana Conference for People with Disabilities (“Disability Conference”) in the central part of the State of Indiana during October, November, or December. The first conference awarded under this RFP will take place in November or December 2016.  

The Conference Coordinator will manage the conference budget, vendor negotiations, securing the facility/site for the Disability Conference, and contracting for all services associated with the Disability Conference.  Conference Coordinator will attend scheduled conference planning meetings with the Council.  At these meetings, the Conference Coordinator will provide an agenda of items to discuss with the Council, which will include an update of the status of the conference (information on plenary speakers, breakout sessions, etc.).    Conference Coordinator will create a timeline for critical dates and will be responsible for tracking the planning process and meeting the deadlines within the timeline, as well as updating the Council on progress made or not made on a routine basis.

The Conference Coordinator will report to the Council the following information via weekly written reports:  an accounting of registration fees income, conference related expenditures, timeline updates, and other items as requested by the Council.

The Conference Coordinator will be responsible for collecting training materials, handouts, and speaker biographies.  Conference Coordinator will be responsible for providing annual conference attendees with training materials and handouts as appropriate for conference breakout sessions and general/plenary sessions.

The Conference Coordinator will work with the Council to develop a clear marketing message and an appropriate timeline for delivery of collateral materials as well as make suggestions and assist in the selection of a qualified designer/supplier to design the collateral materials.  All mailers, email-blasts, signs, banners and brochures will be developed with a consistent message and design.  A schedule of printing needs and a timeline for creation will be developed jointly by the Coordinator and the Council and the Coordinator will adhere to this schedule.

The Disability Conference will held in Indianapolis, Indiana during late Fall for two days.  Conference Coordinator will be responsible for finding, securing and negotiating a competitive rate for the facility usage.  The conference generally has approximately 325-425 participants.  If the facility being utilized for the conference is a hotel, Conference Coordinator will negotiate a competitive, discounted room rate for participants and speakers as well as discounted parking if necessary. If the facility being utilized is a hotel, the hotel must have a sufficient number of accessible hotel rooms to accommodate participant needs. Accessible rooms from other hotels in close proximity may be secured to meet the Conference requirement. 

Conference Coordinator will manage all aspects of on-site production. Conference Coordinator will be on-site during entire event to monitor activities and ensure compliance with applicable regulations and laws, satisfaction of participants, and resolve any issues that may arise. Conference Coordinator will provide experienced event staff to assist with managing on-site details if necessary. 

Conference Coordinator will coordinate all necessary logistical items that will include but are not limited to, all event details, speakers including confirming all keynote and workshop speakers, paying stipends and speaker’s arrangements, food and beverage needs, audio/visual requirements, Volunteer/Staff needs, Vendors/Exhibitors needs, and conference signage.

Conference Coordinator will develop conference sponsorships as available to help offset costs.  All sponsorship opportunities must be presented to the Council for review and approval.

Conference Coordinator will manage all participant registrations, including receiving and tracking registration fees and access requests. Coordinator will serve as primary customer support point of contact for conference participants. Coordinator will offer the ability for participants to register and pay online using an accessible and secure online system.

Conference Coordinator will secure required access accommodations for attendees such as ASL interpreters, CART translation, and assistive listening devices, etc. Coordinator will secure required handouts and conference materials in accessible format such Braille, large-print, and electronic delivery. Collect special dietary requirements from attendees during the registration process and ensure participant needs are communicated to conference and hotel staff.     

Conference Coordinator will work with scholarship applicants to confirm the approval or denial of scholarship requests in a timely manner and secure overnight accommodations and travel for qualified scholarship recipients. Approximately 100-125 scholarships are provided during each conference.

Conference Coordinator will handle all financial services, including managing the proposed budget, collection of registration and sponsorship fees, and creating reports to show all budgetary information as requested by the Council. 

Conference Coordinator will prepare a post-conference report compiling any data received from participant satisfaction surveys and/or other sources utilized as assessment tools during the conference and submit the report to the Council. 

The following is a draft of what the Annual GCPD Conference schedule might look like:


	PRE-CONFERENCE

	3:00 – 6:00 PM
	Registration

	6:00 – 8:00 PM
	Pre-conference Networking Reception

	DAY 1

	7:45-9:00 am
	Registration and Continental Breakfast

	9:00-10:15 am
	Opening Session-Welcome and Opening Remarks, Keynote Speaker

	10:15-10:30 am
	Break / Exhibit Viewing

	10:30-11:45 am
	Breakout Sessions-Multi-Disciplinary Tracks* (5)

	11:45 – Noon
	Break / Exhibit Viewing

	Noon – 1:00 pm
	Awards Luncheon

	1:00 – 2:15 pm
	Keynote Session

	2:15 – 2:45 pm
	Break / Exhibit Viewing

	2:45 – 3:45 pm
	Breakout Sessions-Multi-Disciplinary Tracks (5)

	3:45 – 4:15 pm
	Break / Exhibit Viewing

	4:15 – 5:15 pm
	Breakout Sessions-Multi-Disciplinary Tracks (5)

	7:00 – 9:30 pm
	Reception

	DAY 2

	7:45-9:00 am
	Registration and Continental Breakfast

	9:00-10:15 am
	Keynote Speaker

	10:15-10:30 am
	Break 

	10:30-11:45 am
	Breakout Sessions-Multi-Disciplinary Tracks (5)

	11:45 – Noon
	Break 

	Noon – 1:00 pm
	Closing Session and Luncheon




*Multi-Disciplinary Tracks may include but not be limited to the following:
· Community Supports
· Education
· Employment
· Housing
· Healthcare
· Leadership
· Public Policy
· Self-Advocacy
· Transportation

The Council has determined that the annual baseline cost for Conference Coordinator services is $35,000 annually. 

Exclusive of the Conference Coordinator fee, the Council will provide $150,000 (not to exceed) for reimbursement to the Conference Coordinator for direct conference related expenses.     

	2.4.2	RESPONSIBILITIES OF THE CONFERENCE COORDINATOR

Please respond to each of the following questions and prompts, which describe the responsibilities of the Conference Coordinator:

1.  Presenter Coordination
· Explain how you will establish written agreements with approved session presenters and keynote speakers.
· Explain how you will secure speaker and session presenters’ biographical information and presentation materials for the conference program.
· Explain how you will facilitate the presenters’ check-ins, arrange meals, and attend to any special needs.
· Explain how you will aid in the processing of paperwork regarding the reimbursements of speaker and hotel expenses.

2.  Overall Conference Organization
· Explain in detail how you will work with local hotel(s) to secure a site for the conference.
· Explain how you will develop a timeline for critical dates and track the planning process.
· Explain how you will recruit and train volunteers (if needed) for attendee registration, facilitating conference sessions, etc.
· Explain how you will develop the conference program for distribution to attendees and include input from the Council.
· Explain how you will coordinate sponsorships and exhibitors if the Council determines the need.

3.  Conference Registration
· Explain how you will coordinate and oversee the conference registration and collection of payment (online, by mail, and in-person).  This includes the pre-registration and on-site registration of presenters and attendees.  It also includes the provision of name-tags, hand-outs, audio-visual equipment needs, evaluation forms, and other materials for presenters, attendees, session facilitators, and volunteers.
· Explain how you will work with scholarship applicants to confirm the approval or denial of scholarship requests in a timely manner and secure overnight accommodations and travel for qualified scholarship recipients.
· Explain how you will negotiate a rate with lodging facilities if necessary for attendees at or below the current “government rate”.  
· Describe how volunteers will be utilized.


4.  Conference Reporting
· Explain how you will provide written progress reports which account for registration data, fee reports, income and expenditures to the Council relative to registration, and timeline updates.  Please provide an example report. 
· Explain how you will provide a financial closeout report.  Please provide a sample of the report.
· Explain how you will provide a final conference report

5.  Conference Evaluation
· Explain how you will disseminate and collect evaluations of plenary/general session and individual breakout sessions, as well as an overall conference evaluation.
· Explain how you will assemble evaluation results for the Council.
· Explain how you will work with the Council to debrief, review the planning process, and begin the planning of the next year’s annual conference.

6. Reimbursement-Actual Costs
· Explain how you will contract with Council-approved speaker and other vendors.
· Explain how you will process and manage payments approved by the Council to speakers, hotel, and other vendors.  


2.5 COST PROPOSAL

Each respondent should submit a two (2) year budget for each of the services being offered by the respondent in their response to this RFP.



SECTION THREE
PROPOSAL EVALUATION

3.1	PROPOSAL EVALUATION PROCEDURE

The Council has selected a group of personnel to act as a proposal evaluation team. Subgroups of this team, consisting of one or more team members, will be responsible for evaluating proposals with regard to compliance with RFP requirements. All evaluation personnel will use the evaluation criteria stated in Section 3.2.  

The executive director of the Council or her designee will, in the exercise of her sole discretion, determine which proposals offer the best means of servicing the interests of the Council. The exercise of this discretion will be final. 

The procedure for evaluating the proposals against the evaluation criteria will be as follows:

3.1.1	Each proposal will be evaluated for adherence to requirements on a pass/fail basis. Proposals that are incomplete or otherwise do not conform to proposal submission requirements may be eliminated from consideration. 

3.1.2	Each proposal will be evaluated on the basis of the categories included in Section 3.2. A point score has been established for each category.

3.1.3	If technical proposals are close to equal, greater weight may be given to price.

3.1.4	Based on the results of this evaluation, the qualifying proposal(s) determined to be the most advantageous to the Council, taking into account all of the evaluation factors, may be selected by the Council for further action, such as contract negotiations. If, however, the Council decides that no proposal is sufficiently advantageous to the Council, the Council may take whatever further action is deemed necessary to fulfill its needs. If, for any reason, a proposal is selected and it is not possible to execute a contract with the Respondent, the Council may begin contract preparation with the next qualified Respondent or determine that no such alternate proposal exists.

3.2	EVALUATION CRITERIA

Proposals will be evaluated based upon the proven ability of the Respondent to satisfy the requirements of the RFP in a cost-effective manner.  Each of the evaluation criteria categories is described below with a brief explanation of the basis for evaluation in that category. The points associated with each category are indicated following the category name (total maximum points = 100).  If any one or more of the listed criteria on which the responses to this RFP will be evaluated are found to be inconsistent or incompatible with applicable federal laws, regulations or policies, the specific criterion or criteria will be disregarded and the responses will be evaluated and scored without taking into account such criterion or criteria.
Summary of Evaluation Criteria:
	Criteria
	Points

	1.  Adherence to Mandatory Requirements
	Pass/Fail

	2.  Management Assessment/Quality (Business and Technical Proposal)
	60 points 

	3.  Cost (Cost Proposal)
	-40 to +40 available points 

	Total
	100 



All proposals will be evaluated using the following approach.  

Step 1

In this step proposals will be evaluated only against Criteria 1 to ensure that they adhere to Mandatory Requirements.  Any proposals not meeting the Mandatory Requirements will be disqualified.  

Step 2

The proposals that meet the Mandatory Requirements will then be scored based on Criteria 2 and 3 ONLY.   This scoring will have a maximum possible score of 100 points.  All proposals will be ranked on the basis of their combined scores for Criteria 2 and 3 ONLY.  This ranking will be used to create a “short list”.  Any proposal not making the “short list” will not be considered for any further evaluation.

Step 2 may include one or more rounds of proposal discussions focused on cost and other proposal elements.

Step 3

The short-listed proposals will then be evaluated based on all the entire evaluation criteria outlined in the table above.

If the Council conducts additional rounds of discussions and a BAFO round which lead to changes in either the technical or cost proposal for the short listed Respondents, their scores will be recomputed.

The section below describes the different evaluation criteria.

3.2.1 Adherence to Requirements – Pass/Fail
Respondents passing this category move to Phase 2 and proposal is evaluated for Management Assessment/Quality and Price. 

The following 2 categories cannot exceed 100 points. 

3.2.2 Management Assessment/Quality - 60 points 
		
3.2.3 Price – 40 points available

Price will be measured against the Council’s baseline cost for the scope of work.  The cost that Council’s is currently paying or its best estimate will constitute the baseline cost.  Cost scoring points will be assigned as follows: 
· Respondents who meet the Council’s current baseline cost will receive zero (0) cost points.
· Respondents who propose a decrease to the Council’s current costs will receive positive points at the same rate as bid increasing cost. 
· Respondents who propose an increase to the Council’s current cost will receive negative points at the same rate as bid lowering cost. 
· Respondents who propose a 10% decrease to the Council’s current baseline cost will receive all of the available cost points.
· If multiple Respondents decrease costs below 10% of the current baseline, an additional 5 points will be added to the Respondent proposing the lowest cost to the State. 
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