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Request for Proposal 

 

EVENT MANAGEMENT SERVICES FOR THE NATIONAL ASSOCIATION OF REAL ESTATE BROKERS 

SUMMARY OF REQUEST 

The National Association of Real Estate Brokers (NAREB) is a 501(c)(6) non-profit trade corporation is seeking proposals 
from experienced, professional Event Planners (Planner).  These professionals shall provide Event Management 

Services for NAREB's 2018 Annual Convention in July or August, its Mid-Winter Conferences (two) February through 

April 2018, Board meetings during the Annual Convention, events at the Congressional Black Caucus Annual 
Legislative Conference in September, 2018 and stand-alone Board meetings in November 2017 and in May   2018.   

 
The contract will be for a 1-year period with the option to extend for an additional year.  

To be considered; a proposal must be received via email in Adobe Acrobat PDF or Microsoft Word format on or before 
Friday, July 21, 2017 at 3:00 pm EST at the following email address:  narebsearchcommittee@nareb.com 
 
Questions should be directed to Antoine Thompson, Executive Director at 301-552-9340.  

I. Background of the National Association of Real Estate Brokers  

The National Association of Real Estate Brokers (NAREB, was formed in 1947 by chartered African American real estate 
professionals out of a need to secure the right to equal housing opportunities, regardless of race, creed, or color. For 
more than 60 years, NAREB has participated in meaningful legal challenges and has supported legislative initiatives that 
ensure the availability of fair and affordable housing for all Americans. The National Association of Real Estate Brokers, 
(NAREB), is a Real Estate Professional trade organization.  We have local chapters across the countries who embrace our 

ideals and mission of “promoting democracy in housing”.   
 
II. SCOPE OF WORK TO BE PERFORMED & STANDARDS TO BE FOLLOWED 

The Scope of work will include, but may not be limited to, the following elements: 
 

1. Plan, organize, and manage logistics for all events. 
2. Develop a comprehensive proposed budget for NAREB approval that includes all 

associated event costs including event management fees and expenses for each event 
and disclosure of your commissions for hotels and other vendors. 

3. Recommend technology systems to enhance event effectiveness and efficiencies. 
4. Develop and submit to the Executive Director a Project Management work plan and 

calendar that ensures all tasks initiated and completed in a timely manner. Tasks to be 
performed, responsible staff, due dates and key milestones should be specified. Submit 
monthly progress reports to the Executive Director.  (Consultant cannot rely on nor 
excessively utilize NAREB staff or other consultants for the planning and hosting of 
NAREB events for tasks or duties that should be performed by the Event Management 
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Services consultant without the approval of the Executive Director). 
5. Create and maintain a project notebook containing all documents generated and 

needed for on-site execution and submit an electronic copy to the Executive Director 
quarterly. 

6. Conduct a site visit to identify, recommend, and discuss the terms for all event facilities. 
7. Work with selected properties to ensure a well-executed event experience. 
8. Provide content for the Event Website. 
9. Design and implement a comprehensive on-site management plan to ensure the 

seamless execution of all event-related logistics. 
10. Implement an event staffing plan design to maximize individual skills for executing the 

event logistics, including, but not limited to Planner staff, volunteers, ticket takers, 
hostess, greeters, etc. and conduct a mandatory on-site tour and training program for 
same. 

11. Work with Special Events Committee to facilitate entertainment riders, special 
requests, holding rooms, sound check for rehearsals and performances. 

12. Identify and recommend local vendors, exhibitors, and volunteers for participation in 
the Annual Convention and Mid-Winter Conferences. 

13. Develop a Production Plan that results in tightly controlled registration and ticket 
management systems that allow NAREB's Executive Director and Accounting 
Department to manage and track all Conference revenue and expenses. 

14. Assist in the negotiation and management of all vendor contracts and/or services, 
including but not limited to: signage, printing, transportation and accommodations, 
awards, prizes, entertainment, decoration, food and beverage, sound and lighting, 
stating, entertainment, etc. 

15. Conduct the Pre- and Post-Convention and conference meetings. 
16. Review the final Master Bill prior to submitting to the Executive Director. 
17. Prepare a comprehensive event recap for presentation to the Executive Director 

within 30 days of Annual Convention and Mid-Winter Conferences and other event 
conclusion. 

18. Draft thank you letters, subject to review and approval by the Executive Director. 
 

III. PROPOSAL REQUIREMENTS 
The following must be received by the proposal due date or the firm will not be considered: 

1. Title Page – the title page shall show the proposal subject, the firm’s name, address, contact person, and the firm’s 

federal identification number. 

2. Cover Letter – The cover letter should briefly state the Proposers’ understanding of the work to be performed, 

commitment to perform the work and statements as to why the proposer believes that their Firm that is the best 

qualified to perform the engagement.  

The cover letter should also include a statement that the offer is a firm and irrevocable offer for 120 days.  

3. Table of Contents  

4. Firm’s & Personnel Qualifications 

a. Qualifications and Related Experience - Sufficient information should be provided regarding qualifications of 

the firm to provide the requested scope of work.  

b. Provide a listing of past projects, preferably of a similar size and scope  
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c. Website link  

d. References from past projects (at least 3) 

e. Experience obtaining convention funding and donations from Convention & Visitor Bureaus, State 

Tourism agencies and other quasi government entities.  

d. Staff assigned to events – including related experience  

5. Fees/ Billing and Payment 

The firm shall provide with its proposal a total all-inclusive fee as well as a breakdown of the event management fee for 

each event and any additional costs that are anticipated, but not included in the costs provided.  

 

IV. Evaluation Criteria 

The below factors will be used when evaluating the proposals. The factors are not listed in order of importance.  

❖ Responsiveness to Request for Proposal specifications 

❖ Project cost 

❖ Qualifications of firm 

❖ Qualifications and experience of the staff to be assigned to the project 

❖ References 

❖ Demonstrated capability to perform the type of work requested 

During the evaluation process, NAREB reserves the rights to request additional information or clarifications from 

proposers and the right to reject any or all proposals. A panel will evaluate proposals and the most qualified firm(s) may 

be requested to make an oral presentation.  

There is no expressed or implied obligation for NAREB to reimburse responding firms for any expenses incurred in 

preparing proposals in response to this request. 

As a courtesy, we would appreciate a response even if you decline to submit a proposal.  


