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	Alabama Department of Education

Invitation to Bid

AETC 2011-2013
Conference Services
	INVITATION TO BID NO: AETC 2011-2013
ADDENDUM NO: NA

	
	
	DATE ISSUED: August 16, 2010
ITB Contact:  Terry Atchison
ITB Contact Email:  tatchison@alsde.edu

	
	
	BID MUST BE RECEIVED BEFORE:
September 22, 2010, 5:00 PM

	
	
	BIDS WILL BE PUBLICALLY OPENED
September 23, 2010 10:00 AM at Courier Address below

	For:  Alabama Educational Technology Conference (AETC) Management Services – Registration and Exhibitor Management

Contract Length:  One (1) Year with two (2) Year option to renew

	Vendor’s Name and Address:
	Contact Name, Address and Email:

	Phone:
	FAX:
	Phone:
	FAX:

	Response

	Year
	Quoted Price for Service per this ITB
	Criteria:
· Price will be 60% of consideration
• 3 Letters of Reference from previous educational technology conferences managed by your company. Experiences in the Southeastern region of the U.S. preferred. (required) 

• Narrative describing the company's ability to provide the outlined management services in a manner consistent with other state technology conferences. (20%) 

• Narrative describing the company’s ability to demonstrate experience in attracting/working with local, state and national vendors in conference situations. (10%) 

• Narrative demonstrating the financial capacity to perform the said services by the awarded vendor. (10%)

	AETC 2011
	
	

	AETC 2012*
	
	

	AETC 2013*
	
	

	*The Alabama Department of Education must have the option to renew the resulting contract for the conferences held during the 2012 and 2013 years.
	

	RETURN SEALED BID TO:

	Regular Mail

Alabama Department of Education

5351 Gordon Persons Building

P.O. Box 302101

Montgomery, AL  36130-2101


	Courier

Alabama Department of Education
Technology Initiatives

50 N. Ripley Street

5351 Gordon Persons Building

Montgomery, AL  36104-3833

	SIGNATURE AND NOTARIZATION REQUIRED
 I HAVE READ THE ENTIRE BID AND AGREE TO FURNISH THE CONFERENCE SERVICES DESCRIBED WITH THIS ITB OFFERED AT THE PRICES SUBMITTED IN THE RESPONSE SECTION (LISTED ABOVE). I HEREBY AFFIRM I HAVE NOT BEEN IN ANY AGREEMENT OR COLLUSION AMONG BIDDERS IN RESTRAINT OF FREEDOM OF COMPETITION.

	
	Fein or Social Security Number
	Authorized Signature (INK)

	
	Company Name
	Type/Print Authorized Signature

	SWORN TO AND SUBSCRIBED BEFORE ME THIS


	Mail Address
	Title

	_______Day of___________________


	City/State/Zip
	Toll Free Number

	Notary Public
	Phone Including Area Code
	Fax Number
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Alabama Department of Education

Invitation to Bid

AETC 2011-2013 Conference Services

The Montgomery County Board of Education (MCBE), acting as fiscal agent for the Alabama Educational Technology Conference (AETC) - a conference sponsored annually by the Alabama Department of Education (SDE)- is looking for a management company to act as Registration Manager and Exhibits Manager and assume responsibilities for those duties outlined below.

I. Cooperative role of the SDE:

a. Allow the management company to serve on the planning committee and have input into the design or registration materials and into the exhibit hall schedule.

b. Design and develop the conference promotional brochure and mail to attendees of the previous year’s conference and new prospective attendees.

c.
Provide a supply of brochures to the management company for pre-conference use.

d.
Assist in staffing registration for any pre-conference workshop events. The management company will provide rosters for each workshop and will be available to answer questions about any preregistration requests for workshops.

e.
Consult with the management company on any catered events and special events that might be scheduled to take place in the exhibit hall.

f.
Coordinate all other details of the conference apart from registration and exhibit management. AETC will work closely with the management company and the BJCC to provide adequate space and scheduling for both the registration and exhibit programs.

g.
Assume all costs related to the tradeshow including—but not limited to—rental of the conference facility, security, and food and beverage activities in the exhibit hall.

II. Manage Exhibits:
a. Sell booths for the Alabama Educational Technology Conference at a cost not to exceed $750.00 per booth.

b.
Establish communications with potential exhibitors and sponsors.

c.
Develop and distribute an exhibitor’s brochure to include all show details including the exhibit floor plan and exhibitor contract.

d.
Collect booth fees from exhibitors and invoice them when necessary.

e.
Assist in coordinating any special events in the exhibit areas including exhibitor-sponsored activities and door-prize drawings.

f.
Provide management of exhibits on-site (e.g., checking exhibitors in, generating computer name badges for all exhibitors, trouble-shooting any problem areas that arise on the show floor).

g.
Contract with exhibit decorating company for exhibit services including set up and dismantling of exhibit booths, erecting entryway unit, providing registration counters, and laying hall carpet.

h.
Work with convention facility regarding exhibit hall schedule, security, electrical requirements, and other exhibit-related concerns.

i.
Provide updates on a regular basis to the AETC Planning Committee.

j.
Provide exhibit information to the Program Committee, either in printed form or on diskette, for inclusion in the final printed program.

k.
Develop an online exhibitor listing containing current exhibit information, which will be updated weekly, and will contain a link to the AETC homepage.
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III.
Manage Registration:
a.
Transmit all registration monies to MCBE for deposit into the conference account.

b.
Receive conference registration forms and mail out confirmations.

c.
Keep database of all registrants and provide reports on a regular basis to AETC.

d.
Assign all hands-on workshops and provide rosters for each one to AETC.

e.
Provide computer-generated name badges for all attendees, presenters, committee members, etc. These badges will also be computer-generated on-site.

f.
Invoice any registrants whose fees remain outstanding.

g.
Assist with design and development of conference registration forms.

h.
Handle on-site registration and distribution of conference materials.

i.
Assist in the development of a conference registration budget and timeline.

j.
Develop an online registration form that can be used by attendees who wish to pay by purchase order or credit cards, or who wish to print the form and mail it in with their payments.

k.
Process all credit card payments on equipment approved for (at a minimum) VISA or MasterCard; reconcile credit card transactions; and mail out credit card receipts to those attendees paying in this manner; and handle credit card inquiries prior to and after the conclusion of the conference.

l.
Cover all cost of meals, hotel accommodations and computer equipment rentals required for the provided personnel at the on-site registration.

m.
Provide complete registrant demographics and registration income/expense reports at the conclusion of the conference. Also, provide an electronic file containing an attendee database.

n.
Compile a list of registrants to be used at the direction of the Planning Committee.

Bidding Instructions (Bid Packets):

Interested vendors may bid on the conference services as described above by including the following items in a sealed envelope and mailing the packet to the address listed on the cover page:

1. Complete the bidder information on the cover page of this document including prices, vendor demographic and certification information. (required)

2.
Three Letters of Reference from previous educational technology conferences managed by your company. Experiences in the southeastern region of the U.S. are preferred. (required)

3.
Narrative describing the company's ability to provide the outlined management services in a manner consistent with other state technology conferences. (20%)

4.
Narrative describing the company’s ability to demonstrate experience in attracting/working with local, state and national vendors in conference situations. (10%)

5.
Narrative demonstrating the financial capacity to perform the said services by the awarded vendor. (10%)
Submitted bids will not be opened before September 23, 2010 at 10:00 AM. Interested bidders must submit the packets before September 22, 2010 at 5:00 PM. Bid packets received after this date and time may be considered as a no response. All bid packets will be considered public information and will be available by request to the general public after bids are opened. The evaluation of the submitted bids will be performed by a committee and values or acceptance will be awarded as stated above. Price will be 60% of the evaluation.
