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Instructions:  Please supply all requested information in the areas shaded yellow and indicate any attachments that have been included.  If a question does not apply to the Conference/Workshop being proposed please answer the question N/A.  Document all attachments and which Section and question they pertain to in Attachment F.  DCS is expecting creative cost saving solutions from all of the Respondents in an effort to distinguish the best partner(s) to select.


Provide the Technical Proposal Section number and name for which this Attachment E is being completed.  
	




Presenter Coordination

1. Explain how you will establish written agreements with approved session presenters and keynote speakers.

	



2. Explain how you will secure speaker and session presenters’ biographical information and presentation materials for the conference program.

	



3. Explain how you will secure presentation materials for the conference resource guide.

	



4. Explain in detail how you will work with local hotel(s) to secure a site for the conference.  In addition, explain how you will facilitate the presenters’ check-ins, arrange meals, and attend to any special needs.

	



5. Explain how you will work with local hotel to provide contact information to speakers.

	



6. Explain how you will aid in the processing of paperwork regarding the reimbursements of speaker and hotel expenses.

	




Overall Conference Organization

1. Explain how you will develop a timeline for critical dates and track the planning process.

	



2. Explain how you will recruit and train volunteers (if needed) for attendee registration, facilitating conference sessions, etc.

	



3. Explain how you will develop the conference program for distribution to attendees and include input from DCS and others as required.

	



4. Explain how you will coordinate sponsorships and exhibitors if DCS and the Conference Sub-Committee (if required) determine the need.

	




Conference Registration

1. Explain how you will coordinate and oversee the conference registration.  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.  

	



2. Describe how the volunteers will be utilized.

	




 Conference Reporting

1. Explain how you will provide written monthly report which accounts for registration data, fee reports, income and expenditures to DCS and any Conference Sub-Committee (if required) relative to registration.  Please provide an example monthly report.

	


 
2. Explain how you will provide a financial closeout report.  Please provide a sample of the report.

	



3. Explain how you will provide a final conference report

	




Conference Evaluation

1. Explain how you will disseminate and collect evaluations of plenary/general session and individual breakout sessions, as well as an overall conference evaluation.

	



2. Explain how you will assemble evaluation results for DCS and any Conference Sub-Committee (if present).

	



3. Explain how you will work with DCS and the Conference Sub-Committee (if required) to debrief, review the planning process, and begin the planning of the next year’s annual conference(s) or workshop(s).

	



 Presenter Reimbursement-Actual Costs

· Explain how you will contract with state-approved speaker and breakout session presenters.

	



· Explain how you will monitor State-approved speaker reimbursement.

	





