
 
 

 

 

 

 

 

 

 

 

 

REQUEST FOR PROPOSALS 

 

Event Planner  

National Small Center Conference 
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 Deadline to submit proposal 20 November 2022 

Anticipated start date of project work 28 November 2022 

 

IN BRIEF 

The Atlantic Region Association of Immigrant Serving Agencies (ARAISA) is seeking an Event Planner to plan and 
coordinate the development and implementation of a bilingual English/French) National Conference to be held 
in Charlottetown, Prince Edward Island at the Delta Conference Centre from May 30th to June 2nd, 2023. Some 
conference sessions may need to be recorded and shared online, so the event planner should have experience 
with this. 

ABOUT ARAISA 

The Atlantic Region Association of Immigrant Serving Agencies (ARAISA) is a non-profit umbrella organization 
that supports organizations engaged in the important work of helping to settle and integrate newcomers into 
our communities. For the past 28 years, ARAISA has served as a collective voice and forum for members in the 
Atlantic Region. ARAISA’s vision is that member organizations are more effective because of ARAISA’s initiatives 
to support the sector and its contributions to regional and national forums. ARAISA provides professional 
development and networking opportunities, facilitates information and resource exchange, hosts sector-specific 
working groups, convenes meetings with key stakeholders, and represents its members through national 
bodies, with the goal of having a positive impact on settlement and immigration policies and practices. For 
more information, visit araisa.ca. 

PROJECT OVERVIEW 

ARAISA is planning a two-and-a-half-day National Conference for May 2023. Attendees for this conference will 
include National Small Centers and Service Providers organizations in the settlement and integration sector 
throughout Canada. ARAISA is anticipating 300 in-person participants during this event (the closing day will be 
a half day). The format for this conference will include plenary sessions and concurrent workshops which may 
include virtual as well as in-person speakers and presenters.  

DELIVERABLES & RESPONSIBILITIES 

Event Planning and Management 

• Conduct event kick-off and initiation meeting with ARAISA team 
• Develop a workplan including tasks, milestones, responsibilities, and timeline for team members 
• Keep the workplan updated, monitor progress, and provide monthly reports to ARAISA team. 
• Manage collaboration tools and resources (file sharing, survey tools, etc.) 
• Schedule and attend planning meetings with ARAISA team and advisory committee as required 

http://www.araisa.ca/
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• Assist ARAISA team in negotiations and coordination with event vendors/suppliers, including but not 
limited to hotel, interpretation, catering, and technology providers  

• Manage accommodations/room block/rooming list  
• Coordinate food and beverage for meals and breaks, with attention to dietary restrictions 

Promotion and Outreach 

In close cooperation with the ARAISA communication team: 

• Create a visual identity for the conference (logo, title, backdrop, banners, roll-ups…) 
• Prepare templates 
• Use conference branding throughout the design of any conference promotional materials 

Budget Management 

• Assist with the development of a detailed event budget 
• Update and maintain the event budget throughout the project 
• Assist with post-event financial reconciliation and summary within 60 days of the event 

Registration 

• Create an online registration page  
• Prepare and update the list of attendees  
• Respond to attendees’ emails and inquiries as needed 
• Prepare attendance sheets, registration kits, name badges 

Speakers, Moderators, and Emcees 
• Assist with the preparation of speakers - including moderators, keynotes, and panelists - to provide 

background information and address questions or concerns 
• Collect speaker bios and arrange for translation into English or French 
• Collect all presentations and ensure their translation into English or French as needed 
• Provide draft scripts for emcees and moderators 

Content Development / Meeting materials  
• Arrange for printing and distribution of any materials pre / post-event 
• Ensure all content and materials are made available in both French and English 
• Work with ARAISA staff to develop and upload written content related to conference description, 

registration, travel and accommodation, keynotes, panels, etc.   
• Recording of keynotes and panels, editing, and uploading to event website 

Onsite Logistics  

• Work with venue to plan room setup room (floor plan, layout, seating, décor)  
• Manage all A/V requirements / work with technician  
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• Arrange all logistics for social activities /exhibitors 
• Ensure that interpretation (EN/FR) is available for in-person conference attendees  
• Organise rehearsal, tech checks & test meetings 
• Ensure appropriate signage and placement (directional and promotional) 
• Manage the registration area / distribute name tags and meeting materials 
• Manage schedule, keep the conference running on time  
• Work with the venue to ensure deliverables  
• Work with AV tech, ensure equipment checks, and provide run sheet 
• Oversee the catering 
• Manage the tradeshow floor and liaise with exhibitors  
• Troubleshooting onsite services 
• Manage volunteers/assign roles 

Post Event:  

• Ensure that a post-event plan is in place (evaluation, thank you, reporting, follow-up, etc.) 

ARAISA will be responsible for: 

• Coordination of the Advisory Committee meetings 
• Coordination of Working Groups meetings 
• Providing the preliminary conference agenda by the end of November 2022 
• Providing a list of speakers, emcees, and moderators 
• Providing a list of volunteers and associated tasks 
• Providing a list of social events 

BUDGET 

The total budget for this project, including all fees, is $50,000 CAD plus taxes. 

OWNERSHIP/INTELLECTUAL PROPERTY 

Proprietary right to all data, materials, documentation, and products originated by and pursuant to the contract 
shall belong exclusively to ARAISA (except for materials owned prior to the date of an agreement). The Event 
Planner, or any third-party contractors, will acknowledge and agree that any Product and/or Deliverable created 
shall be considered a “work made for hire” and all rights to said Product and/or Deliverable shall belong 
exclusively to ARAISA.  
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GUIDELINES FOR PROPOSAL PREPARATION  

Though the selected Consultant (or Consultant team) is expected to have capabilities in both English and 
French, all proposals must be submitted in English. Proposals should be a maximum of five (5) pages, not 
including appendices, and contain the following: 

1) Description of the event planner’s qualifications related to planning conferences, ability to deliver and 
plan in-person and virtual events 

2) A proposed work plan and schedule to complete all deliverables according to the timeline 
3) Detailed budget, including daily rate, the estimated level of effort (number of days) for each 

deliverable, administrative costs, travel, and subcontractor fees (if applicable). Please provide an 
estimate of costs for other project-related expenses such as translation and/or simultaneous 
interpretation separately. Do not include HST in quotes (the successful Consultant may, however, 
include this amount separately on submitted invoices) 

4) Assumptions built into the budget and/or work plan, and additional factors/responsibilities required by 
ARAISA not identified in this RFP 

5) Appendices: 
o A Curriculum vitae for the Event Planner (or each team member, if applicable)  
o Professional references for which you have performed similar work, including phone and email 

contacts 
o Examples of past work that are relevant to a similar platform and project 

SELECTION CRITERIA & PROCESS  

The selection of the Event Planner will be based on the following criteria: 

1) Completion of all required sections 
2) Quality and feasibility of proposed work plan and schedule  
3) Knowledge and experience related to planning similar events 
4) Budget 
5) Bilingual capabilities 
6) Quality of references and prior related work 

ARAISA may contact proponents to seek additional information or clarification on the submission. All those who 
have submitted a proposal will be notified by email when a final selection has been made. 
ARAISA reserves the right to accept or decline any proposal, not to be limited to the lowest cost proposal, to 
extend the proposal submission deadline, and to re-open the request for proposals process if the proposals 
received are insufficient in number or quality. All decisions of ARAISA shall be final and binding. 
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PROPOSAL SUBMISSION  

Proposals must be submitted by email no later than 11:59 p.m. (Atlantic time) on November 20th, 2022, 
to Solange Mudahogora, Membership and Event Coordinator of ARAISA: smudahogora@araisa.ca, stating “NSC 
Conference Event Planner” in the subject line. 

To help us track our procurement effort, please indicate in your email/proposal where (e.g., organization-
website.ca) you saw this tender/procurement notice. 
 
If you have any questions, please contact smudahogora@araisa.ca  

mailto:smudahogora@araisa.ca
mailto:smudahogora@araisa.ca

