A-Plus Meetings & Incentives

Proposal for Meeting Planning Services for IAJGS 2013
Date: November 28, 2011
Event Description

Event: 2013 IAJGS Conference 
Dates: August 4-9, 2013
Location: Boston, Massachusetts, Park Plaza Hotel
Scope of Work
A-Plus Meetings & Incentives will perform the following professional services:
A. Strategic Event Planning Process

a. Prepare IAJGS program schedule/outline.

b. Prepare comprehensive timeline (project plan) for all aspects of the event.

c. Create, lead, and manage project team 

B. Financial and Contract Management

a. Identify cost-savings opportunities.

b. Develop budget for the event to include marketing-collateral material design, stage production, menu and entertainment.

c. Assist IAJGS Staff with implementing the fee structure for sponsorships and attendance.

d. Draft Request for Proposals (RFPs) for all contracted services (design and printing, décor, signage, photography, AV, lighting, etc.).

e. Negotiate contracts, as necessary for all vendors. We understand the hotel and meeting space contracts have already been signed.
f. Collect credit cards for sponsorships and attendee fees, if desired. Credit card funds will be remitted bi-weekly net of actual merchant services fees.
g. Review all invoices and pay them in a timely manner

h. Prepare and maintain a budget for the program and provide regular reports of actual/forecast expenses vs. budget

C. Facilities and Services

a. Identify types of services required for event 

b. Oversee all food and beverage planning, both kosher and non -kosher, including working with the hotel chef to develop customized menus within cost constraints.

(i) Determine cut-off dates for food and beverage reservations.

(ii) Obtain information about kosher caterers and recommend.
c. Determine security needs and hire on-site security.
d. Conduct post-event review with suppliers and facility provider.

D. Logistics

a. Establish registration procedures for the event; execute registration onsite.

b. Communicate travel options for participants to get to and from event site (city and venue.)

c. Manage registration process, including a completely customized website with as many information pages as desired by the organization. We will provide website content as desired by the organization. Will provide collection of attendee fees online (if desired), through a secure credit card portal.
d. Make hotel reservations for attendees as part of registration process, increasing room pick up rates.
e. Review housing reports in a timely manner to avoid attrition penalties

f. Determine and communicate to suppliers the setup for function rooms including seating and audiovisual requirements.

g. Coordinate shipping of selected materials to and from event site.

h. Consult with Exhibitor chair on room layout and space needs.

i. Obtain Fire Marshal approval of Exhibitor space.

j. Consult with Resource Room chair on room layout and space needs.

k. Consult with Chair/Co -Chairs on best location for Registration, Hospitality, etc.

l. Inform the hotel as to which attendees get complimentary rooms, upgrades, special parking, concierge lounge privileges, etc.

m. Work with hotel staff to coordinate all ADA requirements of attendees.

n. Arrange for necessary ADA required supplies/personnel with outside vendors.
E. Program

a. Interface with all speakers (roughly 150) regarding their role/participation in program.

b. Collect all presentations from speakers and ensure consistency of material and format through a cloud-based or FTP upload site.
c. Develop and/or coordinate on-stage program flow for the IAJGS general sessions and dinner.

d. Supervise rehearsals, production meetings, etc.

e. Manage the contractual relationships with all suppliers to ensure alignment with budget.

f. Secure entertainment for the event (if applicable)
g. Determine and manage food and beverage (F&B) arrangements that support program objectives and budget.

1. Keep track of meal tickets sold and food and beverage minimum established in hotel contract to ensure the minimum is met.

2. Maintain list of special room needs and set -up requirements for sessions and communicate these to the hotel convention service manager on a regular basis.

3. Coordinate kosher, vegetarian, and allergic food requirements with hotel to make certain attendees get what they have ordered.
h. Determine and communicate to suppliers audiovisual needs, staging décor, signage and sponsorship recognition onsite.

i. Provide a minimum of 6 A-Plus staff members onsite

j. Manage all presentations in the general session room, including operating the laptop with the main presentation

F. Communications and Printed Materials.

a. Develop and maintain communication vehicles for the event, specifically website and web-based online housing reservation and event registration.
b. Provide a dedicated email address and toll-free telephone number for IAJGS attendee use.

c. Write and manage design of printed materials including save-the-date card, pre-event packages, and onsite materials. 

d. Co-ordinate e-communications campaign via web-based e-marketing system.  This will include three to four communications: event reminders and general promotion encouraging registration.

e. Provide marketing counsel to IAJGS
f. Assist IAJGS with marketing all sponsorship opportunities, including advice on sponsorship items and pricing. Collect funds for sponsorships if desired.
g. Provide mobile app for smartphones for program (Additional development fee depending on features desired)

G. Customer Service

a. Respond to IAJGS attendee questions, particularly with regard to registration and housing on a timely and professional basis.

b. Execute changes or corrections to published web communications requested by IAJGS staff in a timely manner 
c. Provide monthly progress reports and convene regular meetings as appropriate to apprise IAJGS staff of progress, activities, and information needed.

d. Work with designated IAJGS staff to create design and content review, and approval processes that consider IAJGS staff schedules.

e. Meet with IAJGS senior staff to discuss and/or strategize issues that arise during the event planning process that affect the relationship and or success of the event, particularly as it relates to sponsors, venue coordinators, and guests.

H. Attendee Evaluation of the Event

a. Formally gather feedback, using IAJGS-approved language and questions, about customer satisfaction.

Professional Fees and Payment Schedule
The total fee due to A-Plus Meetings and Incentives is $70 per registrant plus any reasonable staff T&E expense (airline tickets, rental car or taxi, hotel, and any meals onsite prior to the conference). This fee level is based on an expected 1000 registrants. The minimum fee payable to A-Plus will be based on 800 registrants (Min. fee of $56,000).
The fees are payable per the following schedule:

	With the signed contract
	No deposit required

	One month after website launch (to give IAJGS time to collect some attendee funds). Est. time for Website launch: August 15, 2012.
	$10,000.00

	Each three months after registration opens
	$70 per registrant during the period, less the original deposit

	September 15, 2013
	Balance, plus any staff travel expenses and out-of-pocket expenses incurred on IAJGS ’s behalf (e.g. tips to porters for moving boxes, last-minute supplies)


Should IAJGS request A-Plus to make substantial payments to subcontracted vendors (e.g. décor, audio-visual, transportation, signage) on IAJGS’s behalf, reimbursement will be due within 30 days of receipt of an invoice and backup documentation.

Signed by:

A-Plus Meetings and Incentives
Patty Klein, President and CEO
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