REQUEST FOR PROPOSAL

AUDIO, VISUAL & LIGHTING PRODUCTION

2025 President’'s Excellence Awards
&

2025 Annual General Meeting & President’s
Luncheon



About the Greater Charlottetown Area Chamber of Commerce

The Greater Charlottetown Area Chamber of Commerce (“GCACC”) is a non-partisan,
not for-profit membership-based organization. We are proud to be Prince Edward
Island’s largest business advocacy organization committed to supporting and
connecting our business members. Today, our diverse network of businesses
represents almost every industry sector and business profession. With over 1,000
business members, and their more than 20,000+ employees, our united voice draws
attention to local business needs.

All GCACC programs are developed to promote and strengthen our local economy and
foster opportunities to grow within a wide range of industries. We work with business

and government to develop and implement policies to ensure the greater Charlottetown
area provides an atmosphere that is conducive to business and sustainable community
growth. We believe collectively, we can accomplish what no one business can do alone.

PART 1 - INVITATION
Invitation to Member Proponent

This Request for Proposal (RFP) is an invitation by the GCACC to member proponents
to submit proposals for the provision of providing professional high-quality audio, visual
and lighting production services for the following GCACC owned events:

- 2025 President’s Excellence Awards on Wednesday, January 22, 2025
- 2025 Annual General Meeting & President’s Luncheon on Tuesday, May 20,
2025

Both events will be hosted at the Delta Hotel by Mariott Prince Edward in Charlottetown,
PEI.



PART 2 - SCOPE of WORK

President’s Excellence Awards

The President’s Excellence Awards gala is the Chamber’s biggest night of the year! This
event has celebrated entrepreneurs, their successes, innovations, and community
contributions for more than 15 years. This event is annually expected to attract over
(650+) attendees. The tech services for this event will need to be outfitted with the
capabilities of dynamic lighting, audio and visual.

It recognizes our local entrepreneurs and their successes, innovations, community
contributions, and overall business achievement in nine award categories.

Annual General Meeting & President’s Luncheon

Provides members with an opportunity to welcome our new President and Board of
Directors featuring an informative presentations and panel discussions. This event is
annually expected to attract three hundred (300+) attendees. The tech services for this
event will need to be outfitted with the capabilities of dynamic lighting, audio and visual.

Audio — Sound (Mixer, speakers, mics, audio cables & support accessories)
Video Production (two large screens, switcher, laptop, projectors, accessories)
Lighting (room lighting & support accessories)

Staging (pipe & drape, podiums)

PART 3 - EVALUATION OF PROPOSALS

Mandatory Requirements

Proponents must register interest with the RFP no later than Wednesday, November
06, 2024.

GCACC will review proposals to determine whether the mandatory information with
each criterion has been met. If the proponent fails to satisfy the mandatory requirements
with each criterion required, its proposal will be excluded from further consideration.

Rated Criteria

GCACC will evaluate each compliant proposal based on the rated criteria as set out
below. The following is an overview of the categories and weighting for the rated criteria.



Criteria Particulars Weight
1 | Provide a Brief Overview of - Business Operating Name 10
Your Organization - Years in Business
- Primary Contact Details
- Services Provided
2 Relevant Experience - Provide a minimum of two (2) 20
examples of previous
experiences where services
were provided to similar sized
events
3 Pricing - Provide an outline of pricing 35
required to complete the
scope of work required
4 | Sponsorship / Partnership - ldentify the sponsorship 25
contribution that can be
provided in reference to the
pricing provided
- Organization would be
identified as a sponsor
partner of the GCACC for
each event
5| Professional References - Provide a minimum two (2) 10
professional references,
including full contact
information, who can attest to
your qualifications and
experience

TOTAL 100

PART 4 - SUPPLEMENTAL INFORMATION

1. Proponents should structure their proposal in accordance with this RFP.

2. Where information is requested in this RFP, any response made in a proposal
should reference the applicable section number of this RFP.

3. In the evaluation process, GCACC may include information provided by the
proponent’s reference and may also consider the proponents past performance
or conduct on previous contracts with the GCACC.

4. The proponent shall bear all costs associated with or incurred in the preparation
and presentation of its proposal, including if applicable, costs incurred for
interviews or presentations.

5. GCACC makes no guarantee of the value or volume of work to be assigned to
the successful proponent.

6. The agreement to be negotiated with the selected proponent may not be an
exclusive contract for the provision of the work.



7. GCACC may contract with others for services on other projects that arise during
the period of the agreement with the successful proponent.

8. The RFP may be amended if for any reason GCACC determines that it is
necessary to provide additional information relating to this RFP. The RFP will be
updated on the GCACC website under Chamber News and all proponents who
have registered their interest will be advised of the amendment.

9. GCACC reserves the right to cancel the RFP at any time.

PART 5 - SUBMISSION of PROPOSALS

Proposals must be submitted electronically by email in pdf format no later than 4:00pm
on Thursday, November 14, 2024.

Proponents may submit amendments to their proposal electronically up until the
submission deadline. Any amendment received after the submission deadline will not be
accepted.

Proponents and their representatives are not permitted to contact any employees, board
members or other representatives of the GCACC other than the RFP Contact identified
below. Failure to adhere to this rule may result in disqualification of the proponent and
the rejection of the proponent’s proposal.

The selected proponent will be required to enter into an agreement with GCACC for the
provision of the services outlined.

The GCACC welcomes proposals from and will only enter into an agreement with
GCACC members in good standing.

Proposals and/or questions regarding the RFP must be submitted to the following
GCACC representative:

Chris Beauvais, Sponsorship & Event Manager
cbeauvais@charlottetownchamber.com
(902) 315-3381

PART 6 - RFP TIMELINE

Date of Issue Thursday, October 31, 2024
Register Interest in RFP Wednesday, November 06, 2024
RFP Questions Deadline Friday, November 08, 2024

RFP Submission Deadline Thursday, November 14, 2024
Anticipated Award of Contract | Wednesday, November 20, 2024




