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Instructions: Please provide responses to the questions in each section below. Where appropriate, supporting documentation may be referenced by specific page and/or paragraph number(s). If any of the responses contain confidential information, as defined in IC 5-14-3, please reference the attached confidential material and separate from the rest of this response document. A redacted version of this document should be submitted if confidential material is included within this response template.

1. MANDATORY REQUIREMENT (Yes/No): Please confirm in the space below that the respondent has provided the same or similar services within the last five years as the services requested in this RFP. 
	




2. Describe your experience providing event planning services for large conferences. 
	




3. Indicate your ability to contract with the Indiana Convention Center in Indianapolis, Indiana for the necessary space and services for a large conference. 
	




4. Describe your plan to establish and operate a web-based registration system. 
	




5. By federal law, the funds used to pay for these conferences cannot go towards funding food and drink costs. As a result, the ISDH will charge a registration fee to cover these food costs. The vendor will collect the fee and will use the money from the registration fees to pay the food and drink vendor(s) and the costs of collecting the registration fees. Any remaining funds from the registration fees are to be distributed back to the state. Please describe the process by which your company will collect and distribute the registration fees. 
	




6. Describe your plan to provide for the design, printing, assembling, and distribution of “Save the Date” cards, registration brochures, conference binders and hand-outs, posters, signs, badges, and banners.
	




7. Describe your plan to make all on-site and audio-visual arrangements for speakers and any exhibitors recruited and approved by the ISDH. Describe how you would organize the process of check-in for the attendees when they arrive at the conference.
	




8. Describe your on-site management plan for the day of the conference.
	




9. Describe how you will arrange for lunch and all snack breaks. 
	




10. Describe your process for implementing participant evaluations of the conference. 
	




Page 1

