
 
January 3, 2018 
 

Request for Proposal/Quotation for the  
Emergency Medical Services Administrators’  

Association of California  
 Annual Conference Planning and Implementation 

 
Emergency Medical Services Administrators’ Association of California 
c/o Orange County EMS Agency 
Attn:  Tammi McConnell 
405 W. Fifth Street, Suite 301A 
Santa Ana, CA 92701 
 
SUBMISSION DEADLINE 
All submissions for responding to this request must be submitted electronically, as stated below, 
no later than: 

February 15, 2018 
No later than 5:00 pm 

 
INTRODUCTION/EXECUTIVE SUMMARY 
The Emergency Medical Services Administrators’ Association of California (EMSAAC) 
Conference is the state’s premier conference for emergency medical service providers and 
those who support them.  This annual two day event combines education-based speeches and 
panels by nationally recognized industry leaders, forum for policy development, spawned 
collaboration and partnerships among countries and providers, and a variety of peer networking 
activities.   
 
The EMSAAC Board is seeking proposals from qualified individuals, businesses and 
organizations to provide conference coordination services and related project management 
support to the EMSAAC Conference Planning Committee.  For the remainder of this 
announcement, this person or organization is referred to as “Conference Coordinator”, and 
includes the lead contact person, and other key individuals who are identified in your proposal. 
 
 
SUBMISSION DELIVERY ADDRESS 
The delivery address for all submissions is: 
 
Search Committee, EMSAAC 2019 Conference: tmcconnell@ochca.com 
 
Submissions are accepted by email only. 
 
 
QUESTIONS 
Submit requests for clarification or additional information regarding the RFP to the email 
address above by January 20, 2018.  No phone calls.  Answers will be posted January 25, 2018 
on http://www.emsaac.org/ 

 
 

ASSOCIATION  OF CALIFORNIA 

mailto:tmcconnell@ochca.com
http://www.emsaac.org/
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OVERVIEW/BACKGROUND 
EMSAAC is a nonprofit 501c( 6) organization founded in the 1980s which conducts an annual 
educational conference on topics relevant to emergency medical services (EMS) in California to 
improve and establish standards and quality assurance for Emergency Medical Services 
System.  Since 1984, this annual educational conference is held in May or June.  The site of the 
conference differs each year to encourage participation by interested parties in various regions 
of California.   
 
The 2019 Annual Conference is being held at the Tenaya Lodge at Yosemite (Fish Camp, CA).  
The 2019 schedule is as follows: 

• April 29, 2019 - Pre-Conference EMSAAC Board meeting from 12:00 noon to 4:00pm 
• April 30, 2019 - May 1, 2019 – EMSAAC Conference. 
• May 2, 2019 – Post Conference EMSAAC Quality Improvement Subcommittee from 

10:00 am to 3:00pm  
The conference provides a venue for EMS providers, personnel and vendors to network, and 
share ideas.  There is one Conference General Session which is divided into several 
speakers/panels throughout each day and a vendors’ exhibit hall opens before the first general 
session and remains open until the last session on the second day (The attached ‘2017 
EMSAAC Conference Brochure’ includes the schedule and illustrates the complexity of the 
event). 
 
The Planning Committee is made up of volunteer members of the EMSAAC Board of Directors 
and Emergency Medical Directors Association of California (EMDAC).  Meetings are conducted 
by conference call at least once a month to plan the conference and develop strategies for 
marketing and increasing conference attendance. 
 
The Planning Committee conference planning schedule is as follows: 

• Late Summer/early Fall:  Develop a conference theme. 
• Throughout Fall:  Secure speakers/panel members and develop a conference schedule. 
• October – November:    Develop a “Save the Date” card for issuance in December, 

participant give-away item and vendor exhibitor packet.  
• November – December:  Develop a conference brochure, and registration packet for 

issuance in January.   
 
Committee members and the Conference Coordinator work from October through April securing 
vendors.  Conference attendance is estimated at 180 - 250 attendees.  See our website for 
more information: 
http://www.emsaac.org/ 
 
 
DETAILED SPECIFICATIONS 
In addition to a general statement of qualifications, please specifically address the following 
items in your response: 
 

1. Identify the primary point of contact for the EMSAAC Conference.  Please include a 
statement of relevant experiences. 

2. Identify who from your firm or organization will provide services to the EMSAAC Conference.  
Please include a brief bio or statements of relevant qualifications for these persons. 

3. Describe your firm or organization’s experience in planning, organizing and implementing 
educational conferences. 

4. Describe your firm or organization’s experience in organizing trade shows for paying 
exhibitors. 

 

http://www.emsaac.org/
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5. Describe your firm or organization’s experience in the development and implementation of 
marketing plans, including the effective use of social media, which result in meeting 
attendance, sponsorship and exhibitor goals. 

6. Describe your firm or organization’s expertise in the use of technology and evaluative tools to 
support the planning, implementing and tracking progress of events. 

7. Describe your firm or organization’s experience in working with teams of multi-discipline 
experts and coordinating their input into planning a successful conference. 

8. Describe any additional experience or skills and past accomplishments that reflect your firm’s 
or organization’s qualification for this job. 

9. Describe your firm or organization’s current Liability Insurance or ability to cover any breach 
of contract. 

10. Please include a detail cost proposal based on this Scope of Work. 
 
 

SCOPE OF WORK 
Project Description 
 
EMSAAC is seeking a conference event planner/coordinator to plan, organize, market and 
execute the Annual EMSAAC Conference in April/May 2019.  The successful bidder is required 
to “shadow” the current Conference Coordinator during the 2018 conference on May 30 and 31, 
2018 in San Diego, CA.  Lodging, meals and travel expenses are paid by EMSAAC during the 
2018 conference. 
 
Scope of Consulting/Contracted Services 
 
The intended role of contracted services includes but is not limited to:  

• Coordinating EMSSAC Committee member meetings 
• Creating on-line and printed marketing materials and event day program 
• Developing creative marketing strategies 
• Providing registration services – on-line and on-site 
• Coordinating with Tenaya Lodge at Yosemite for scheduling conference rooms, lodging 

and meals 
• Securing lodging for guest speakers when necessary 
• Providing on-site technical and logistical support during the conference 
• Concluding work with all vendors 
• Preparing post-conference operational and financial reports for the EMSAAC Board. 

 
PFR Timeline 
 

  
RFP Issued 1/4/2018 
Questions accepted (submit to Tammi  McConnell; TMcConnell@ochca.com 1/20/2108 
Answers posted on http://www.emsaac.org/ 1/25/2018 
Deadline for Submission of Proposals 2/15/2018 
Proposals Reviewed/Scored by Search Committee 2/28/2018 
References Contacted 3/5/2018 
Selected Proposal submitted to EMSAAC Board of Directors 3/20/2018 
Contract Awarded 4/1/2018 
Work Commences, PHASE 1: Shadow current coordinator at 2018 conference 5/30-31/2018 
PHASE 2: Independent coordination of 2019 conference 8/1/2018 
Contract Concludes 6/30/2019 
 

mailto:TMcConnell@ochca.com
http://www.emsaac.org/
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TASKS 
 
General Duties and Administration 

1. Create and oversee the Event planning timeline. 
2. Participate on and coordinate agenda and minutes for the EMSAAC planning committee 

conference meetings/calls at least monthly from July 2018 through May 2019. 
a. Meeting minutes will include assigned tasks to committee members. 

3. Follow-up on assigned task as necessary to ensure tasks are completed by assigned 
due date. 

4. Apprise Committee Chair (President-Elect) of all progress/issues and potential issues. 
5. Coordinate financial activities and issues with EMSAAC Treasurer. 
6. Work with designated Sponsor/Vendor Coordinator to solicit conference sponsorships 

and interested vendors and ensure a successful venue. 
7. Assist in the development, procurement and distribution of marketing tools, such as 

‘Save the Date’ card, brochure, gift bags, etc. 
8. Coordinate with selected EMS Agency to secure the Board of Registered Nursing and 

EMS prehospital continuing education hours. 
9. Other assignments as appropriate. 

 
Preparation for Speakers/Panelist 

1. Coordinate with conference planning committee on identifying speakers and panelists. 
2. Coordinate speakers and panelist travel/hotel arrangements as necessary. 
3. Coordinate speaker and panelist Curriculum Vitae (CV) and appropriate pre-conference 

documents. 
 
Tenaya Lodge at Yosemite Contract Review (August/September) 

1. Review upcoming conference contract, make adjustments as necessary (lodging rooms, 
meeting rooms, location and times of catered events, timelines for reduction or increase 
in lodging reservations, cancellations, etc.). 

2. Attend one pre-event site inspection and coordinate all logistical details. 
3. Coordinate with Planning Committee the selection of appropriate menus for the event, 

including dietary restrictions, volunteers and Speaker meals, etc. 
4. Assist in the development of any special activities associated with the conference and 

hotel venue. 
5. Coordinate with hotel staff conference set up, including appropriate AV media support, 

design and set-up of General Session room and Exhibitor hall. 
 

The Marketing Packet (October – December) 
1. Collect all conference content – theme, speakers and panelist, schedules and deliver to 

graphic designer. 
2. Provide instructions to select speaker and panelist – summary for conference program, 

bios of speakers and panelists, AV equipment needed for presentations, etc. 
3. Deliver final marketing packet to printer and prepare for electronic distribution. 
4. Work with conference planning committee on marketing and wide distribution of 

conference brochure, including electronic. 
5. Issue marketing packet online and in-print to EMSAAC Board members. 
6. Prepare conference description for EMSAAC website (content will be uploaded by our 

EMSAAC webmaster). 
7. Work with vendor to establish best pricing for printing of conference related materials. 
8. Compile conference packets and coordinate printing. 
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Registration (January – April) 
1. Obtain from Board of Directors or Planning Committee pricing and discounts (early bird) 

and all information about sign-ups and data to be collected from registrants, etc. 
2. Establish invoicing and collection process for pay-by-check attendees, and files for 

tracking cancellations and refunds – include information about Continuing Education 
hours. 

3. Assist EMSAAC and planning committee to develop online registration and hard copy 
registration documents. 

4. Open on-line registration 
5. Prepare registration content for EMSAAC website (content will be uploaded by our 

EMSAAC webmaster). 
6. Oversee and manage entire registration process (online and mailed) for up to 250 

attendees, including: 
a. Collect necessary information from registrants (license/certification numbers, 

dietary restrictions, etc.). 
b. Manage registration for Sponsors, Speakers, complimentary tickets, etc. 
c. Respond to phone and email inquiries. 
d. Issue registration refunds and attendee substitutions. 
NOTE:  Attendees come to conference in waves – pre-conference arrivals begins on 
Monday afternoon and Conference beginning on Tuesday morning 

7. Respond to all inquiries and special requests from registrants. 
8. Create, prepare and organize name badges for event attendees. 
9. Procure PowerPoints and / or handouts for general sessions presenters to be uploaded 

to EMSAAC website. 
10. Develop with EMSAAC a database of attendees and sign-in procedures. 
11. Coordinate on-site registration with EMSAAC provided staff. 

 
On-Site 

1. Produce ”Show Flow” to include a minute-by-minute to-do list and specific task for all 
EMSAAC staff and volunteers. 

2. Set-up registration area and Exhibitor hall. 
3. Arrange for on-site registration and payment. 
4. Arrange for EMSAAC volunteers to staff hospitality / registration counter and manage 

on-site registrations. 
5. Arrange for EMS Agency providing CEs to have central location outside of general 

session room. 
6. Assure that all conference rooms are setup properly. 
7. Liaison with Tenaya Lodge staff and AV media staff. 
8. Respond to all issues / problems during conference. 

 
Post-Event 

1. Prepare demographic data analysis of attendees from registration materials. 
2. Prepare and tally Event-daily survey of Attendees and Exhibitors to assess the event 

and provide suggestions for next time. 
3. Prepare post-Event Wrap Report, including documenting suggestions for next event 
4. Plan post-event thank you and wrap meeting. 
5. Serve as liaison to venue and vendors to finalize payments. 
6. Assist EMSAAC Treasurer in preparing final financial report – final budget to actual 

revenue and expense. 
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BUDGET 
EMSAAC anticipates the maximum budget of $12,000 for the one (1) year contract for the 
successful completion of the scope of work. Preference will be given to bids that are as 
streamlined as possible related to costs and fees.  The Conference Coordinator may also 
utilize/subcontract with two (2) support persons to assist with the event for an additional $500 
stipend each.  The stipend is in addition to the Conference Coordinator compensation and will 
be reimbursed through/by the Conference Coordinator. 

• If the Conference Coordinator is required to make purchases for the event on behalf of 
EMSAAC, EMSAAC will issue reimbursement once copies of receipts are provided and 
approved by the EMSAAC Treasurer. 

• All approved travel expenses and “out of pocket” expenses incurred by the Conference 
Coordinator and staff persons specific to the event will be reimbursed by EMSAAC, 
including airfare, hotel and a per diem for meals with a maximum cap of $2,500. 

• Payment for reimbursement shall be made to the Conference Coordinator. 
 
 
PROPOSAL 
The proposal should include proposed vendors for graphic design, printing, and mailing of all 
printed material.  Vendor pricing must be submitted to the Board liaison for approval and fees 
will be paid by EMSAAC as pre-approved invoices are submitted to the Board liaison. 
 
Proposal, including responses to the questions listed above and bios of key staff members 
should not exceed ten (10) pages.  If more than ten (10) pages are submitted, only the first ten 
(10) pages will be reviewed.  Letters of reference and relevant work samples may be submitted 
and will not count towards the ten (10) page limit. 

• Proposals should be sent as a single PDF file to the email address listed above. 
• Those wishing to submit proposals should carefully review and submit the following 

information. 
 

General Information 
• Name of Individual/Organization 
• Contact Person and Title 
• Mailing Address 
• Telephone Number 
• E-mail 
• Website 

 
Organizational Overview 

• Describe your organization, history and scope of practice. 
• Provide brief biographies of proposed team (with resumes attached). 
• Briefly explain why you/your firm is a good fit with our organization and this project. 
• More specifically, describe how you/your firm meet the required qualifications outlined 

above. 
 

Proposed Work Plan and Timeline 
• Provide a description of proposed process to be used to fulfill the Scope of Work/Project 

Deliverables. 
• Provide an outline of key steps, persons responsible and proposed timelines to complete 

each item. 
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Client Management Services and Fees 
• Describe process for managing the project, including communications with EMSAAC. 
• Identify reports to be used to keep project on track and demonstrate fulfillment of 

expected deliverables. 
• Provide proposed project budget aligned with activities in Scope of Work. 
• Provide budget narrative, justification and method of calculation. 

 
References 

• Provide a list of clients (name only) for whom you/your firm have provided similar 
consulting services. 

• Provide contact information for three (3) specific professional references. 
 
 
ADDITIONAL TERMS 
 
Applicant Rights 
All material submitted in response to this RFP becomes the property of EMSAAC upon delivery 
and shall be appended to any formal documentation, which would further define or expand the 
contractual relationship between EMSAAC and the Conference Coordinator.  Each applicant, as 
an express condition for EMSAAC’s consideration of such proposal, agrees that the contents of 
every other proposal submitted by other applicants with respect to this RFP are confidential, 
proprietary and trade secret information in all technical areas and waives any rights to access 
such proposals during the RFP process.  No submissions or supporting documentation will be 
returned to the submitting applicant.  Neither party shall be liable for disclosures that are 
required by law. 
 
Conflict of Interest 
Proposal organizations/entities are asked to identify any conflict of interest in serving EMSAAC 
and to clarify, if applicable, how conflicts will be managed/mitigated to ensure the best interests 
of EMSAAC are met. 
 
Reservation of Rights 
This RFP does not commit EMSAAC to award a contract, to pay any costs incurred in the 
preparation of the proposal to this request, or to contract services.  EMSAAC reserves the right 
to accept or reject any or all proposals received as a result of this request, to negotiate with any 
qualified persons or organizations, or to cancel in part or in its entirely this RFP if, at sole 
discretion of EMSAAC, the organization determines that it is in its best interest to do so. 
 
Terms and Conditions 
The term of the Contract is upon signature by the parties, through June 30, 2019. 
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SELECTION CRITERIA 
All applications will be reviewed by the Search Committee appointed by the EMSAAC Board of 
Directors.  Applicants will be judged upon the completeness of their application and responses 
to the required items: 
 

• Qualification of the Project Leader. 
• Qualifications of other members of the project team. 
• Experience in planning, organizing an implementing educational conferences. 
• Experience in planning, organizing and implementing events. 
• Experience in the development and implementation of marketing plans, including social 

media. 
• Expertise in the strategic use of information technology including but not limited to 

expertise in using software to create collaborative spreadsheets for data tracking and 
computation. 

• Experience working on issues of importance to California’s emergency medical services. 
• Overall quality of presentation and qualifications. 

 


