NOAH

NATIONAL ORGANIZATION for
ARTS IN HEALTH

Request for Proposals (RFP): Conference Planning/Management Consultant

The National Organization for Arts in Health (NOAH) requests proposals for a qualified and experienced
conference planner to provide professional event management/planning services for NOAH’s annual conference
(NOAHCON’23) taking place this year in Cleveland, OH. The conference is tentatively scheduled for September
19-21 and virtually for October 4. The conference planner will build a relationship with the NOAH team,
including staff and conference committee, based on strong communication, flexibility, collaboration and
commitment to the overall mission of the NOAH conference and organization. NOAH is seeking a conference
planner that can provide event planning, contract negotiation/management, vendor management,
programming, on site and virtual coordination, budgeting and implementation services. Project period is April —
October 15, 2023.

About NOAH and the Annual Conference

With a mission to “unite, advance and serve the field of arts in health”, NOAH is a national, non-profit,
membership organization serving the individuals and institutions working to bring the arts to healthcare and
community settings in the US. We believe that the arts can be an effective tool to increase equitable access to
whole-person healthcare, and work towards building diversity, inclusion, and excellence in the national arena of
health and well-being. Learn more at https://thenoah.net.

The annual conference, NOAHCON, is a hybrid multi-day event for artists, arts administrators, healthcare
professionals, designers, educators, students, and anyone with an interest in arts in health. NOAHCON is
designed to provide opportunities for participants to exchange ideas, gain applicable knowledge, build
connections, and energize developments for the future of the field. It includes field presentations, keynotes,
plenaries, pre-conference workshops, offsite tours and social activities. NOAH conferences attract over 300
participants each year.

Scope of Work

The conference planner will act as event manager for NOAHCON’23 and will work in conjunction with the NOAH
conference team and committee on conference execution. The conference planner will work closely with and
will receive regular direction from NOAH Director of Business Operations and Membership. Participation in
weekly Monday conference team and monthly conference committee meetings (4" Thursday of the month) is
required. All meetings take place via Zoom. NOAHCON ‘23 is taking place in Cleveland, OH and is tentatively
scheduled for September 19-21. The consultant will be expected to be onsite at NOAHCON’23, September 17-22
and virtually for the virtual day on October 4.

Event Planning/Management
e Establish regular, ongoing communication with NOAH team to ensure coordinated efforts and cohesion
to overall themes and conference outcomes.
e Draft, manage and finalize planning timelines with applicable deadlines, project plans, budgets,
deployment of schedule and oversee execution of related tasks.
o Provide regular updates to NOAH team of upcoming deadlines and project progress, ensuring
that key planning milestones are met.


https://thenoah.net/

Identify potential challenges and recommend solutions.
Exercise good faith in favor of NOAH when negotiating with third parties.
o Secure vendor agreements for required conference services including but not limited to:

= Conference venue

= (Catering/Food & Beverage

= Production/Audio Visual

=  Transportation

o Meet with and act as primary point of contact for related vendors. Oversee and manage all
approved vendor relationships and ensure vendor deliverables are delivered and on time.
= Maintain and share a vendor list as vendors are confirmed with appropriate contact
information.

=  Present all applicable contracts to NOAH for final review and approval.
Research and secure venue(s) for social events, including kickoff reception on 9/19 and evening special
event on 9/20.
Maintain and share a conference budget spreadsheet of vendor costs.
Manage submission of invoices to ensure payments can be made by NOAH in a timely manner and per
applicable contracts.
Research and suggest local hotel options and if applicable arrange for special conference rates.
Work with NOAH team on the creation and updating of conference schedule/program with the goal of
providing overall excellent conference experience through thoughtful scheduling of presentations and
activities, ensuring appropriate room arrangements for each.
Provide general administration, management and day-of execution (on site & virtual), collaborating and
troubleshooting with NOAH team for all conference days.
Create and share conference operations documents including, staffing schedule and run of show. Assist
NOAH team with conference script.
Post event conference planner will attend final post conference meetings to share key takeaways,
evaluation and recommendations for improvements and updates. A final report by conference planner
addressing these items will be submitted to NOAH.

Arts in Health Awards Program

Manage the Arts in Health Awards program, using NOAH’s designated submission software. This
includes receiving submissions, organizing into appropriate groupings and distributing for review by
Awards Jury. Participate in and facilitate submission review meetings, assisting Awards Jury in finalizing
accepted submissions.

Act as primary contact for awards submitters and awardees including notification of acceptance,
scheduling, communicating updates and information, and collecting program and presentation
information. Act as primary contact for awards submitters including notification of acceptance/decline,
collecting and confirming program/presentation information, scheduling awards presentation,
communicating conference information and updates. Respond to emails/inquiries from awardees.
Provide excellent and proactive care and customer service to awardees.

Speakers/Presenters/Performers
Call for Proposals

Manage the call for presentation proposals, using NOAH’s designated submission software. This
includes receiving proposal submissions, organizing into appropriate groupings and distributing for
review by Conference Committee. Participate in and facilitate proposal review meetings, assisting
Conference Committee in finalizing accepted proposals.



e Draft, manage and track proposal submission information in shared document that can be accessed by
NOAH team.

e Act as primary contact for proposal submitters including notification of acceptance/decline, collecting
and confirming program/presentation information, scheduling presentation time, communicating
conference information and updates. Respond to emails/inquiries from presenters. Provide excellent
and proactive care and customer service to presenters.

Keynote/Plenary Speakers

e Assist NOAH Conference Committee in suggesting, researching and inviting keynote/plenary speakers
for NOAHCON'23.

e Act as primary contact for keynote/plenary speakers including contracting, scheduling, travel
arrangements, communicating about presentation needs/details, conference information and updates.
Responding to emails/inquiries from keynote/plenary speakers. Provide excellent and proactive care
and customer service to keynote/plenary speakers.

e Act as day-of contact for keynote/plenary speakers including welcoming to conference, orientating to
venue and presentation equipment, assisting with any last-minute needs/questions. Ensure proper
closure post presentation for overall positive presentation experience.

e Maintain and share Keynote/Plenary information sheet, including contact information for day-of
updates/changes.

Entertainment
e Research and secure entertainment for Kick Off Reception on 9/19 and Evening Special Event on 9/20.
o Additional entertainment may be scheduled during conference proceedings by NOAH
Team/Conference Committee.

e Act as primary contact for entertainment including contracting, scheduling, communicating about
performance needs/details, conference information and updates. Respond to emails/inquiries from
entertainment.

e Act as day-of contact for entertainment including welcoming to conference, orientating to venue and
presentation equipment, assisting with any last minute needs/questions. Ensure proper closure post
presentation for overall positive presentation experience.

e Maintain and share entertainment information sheet, including contact information for day-of
updates/changes.

Poster Presentation & Information Tables

e NOAHCON’23 may accept a limited number of poster presentations and information tables. In the
event that poster and information tables are accepted conference planner will act as primary contact
for poster and table submitters including notification of acceptance/decline, collecting and confirming
information for online program, communicating conference information and updates, responding to
emails/inquiries from poster and information table presenters.

Proposal Guidelines and Submission Process
Your proposal is for the following:
e National Organization for Arts in Health Annual Conference (In Person & Virtual)
e In person conference to take place in Cleveland, Ohio tentatively on September 19-21, 2023
o In person primary venue (TBA)




o Conference Planner on site in Cleveland September 17 — 22, 2023
e Virtual conference day to tentatively take place on October 4, 2023
e Project Period: April (upon proposal acceptance) — October 15, 2023
e Conference Attendance: approx. 300 — 350
e NOAH is seeking a Conference Planner that can provide event planning, contract
negotiation/management, vendor management, programming, on site and virtual coordination,
budgeting and implementation services.

Please include the following in your proposal:

1. Summary outlining background, experience and qualifications for the role of Conference Planner.
Individuals can also include a resume.

2. Project Fees: Provide proposed project based fixed fee for the scope of work included in this RFP.
Include description of all costs and fees that would be applicable.

3. References: Please provide two references from clients for whom the planner has performed similar
services. Please share reference contact information for follow up by NOAH.

4. Samples of previous similar services including photos, project plans, budgets, timelines, reports, etc.

5. Any other information you wish to share that you believe would be relevant to the RFP and your ability
to provide requested services.

Proposed Evaluation Criteria
All proposals will be reviewed by NOAH and will be evaluated and scored using the following criteria:
1. Conference Planner’s experience and ability to satisfy the scope of work requirements as outlined in the
RFP.
2. Successful track record of executing similar conferences for similar non-profit organizations.
3. Cost effectiveness
4. References
NOAH may request meetings or calls to discuss proposals and reserves the right to reject any and all bids.

Proposal Submittal and Due Date
Conference Planners shall provide proposal submittal as a PDF to info@thenoah.net. Proposals must be
submitted by 5:00 p.m. ET on March 31, 2023.

Schedule
The selection of the Conference Planner is expected to proceed as indicated below:

March 10, 2023: RFP Release

March 31, 2023: Closing Date — Proposals due before 5:00 PM ET
April 17, 2023: Consultant selected

April 24, 2023: Contract begins

Creating an equitable work environment is part of NOAH’s commitment to advance diversity and inclusion in the
field of arts in health. Applicants are encouraged to share if they identify with one or more historically
marginalized groups (examples include but are not limited to Immigrant, Indigenous, International, LGBTQ+,
Person of Color, Person with Disability, Person of Size, Socioeconomic Disadvantage). This is not a requirement
for submitting a proposal. NOAH is proud to be an Equal Opportunity Employer.


mailto:info@thenoah.net

