
 

 

 

 

 

 

 

 

 

 

REQUEST FOR QUOTES 

 

 

Conference Coordinator 

 

35th Annual Rhode Island Statewide Historic 

Preservation Conference 

 
 

 

 

 

 

ISSUE DATE:  June 3, 2019 

 

 

 

 

 

 

 

 

 
 

 

 

Preserve Rhode Island ~ vtalmage@preserveri.org 



To serve as consultant to Preserve Rhode Island (PRI) in planning and executing the 

annual Rhode Island Statewide Historic Preservation Conference. 

 

The consultant will coordinate and provide logistical support for the 35th Annual Rhode 

Island Statewide Historic Preservation Conference to be scheduled in April of 2020 on a 

Saturday, in Rhode Island. 

 

The activities and projects to be carried out by the consultant include but are not limited 

to: 

 

1.   Coordinate planning and production of statewide historic preservation conference. 

 

2.  Coordinate printing and mailing of announcements, registration materials and final 

program including communication with the graphic design consultant and review of 

printed materials for accuracy. 

 

3.  Make arrangements for locations for educational sessions, including selecting and 

reserving sites and renting audio-visual equipment, chairs and tables as needed. 

 

4.  Organize bus transportation as needed for tours and between conference locations. 

 

5.  Organize food service for breaks, box lunches, and closing reception. 

 

6. Organize and supervise all aspects of site set-ups and day of the conference operations, 

including directional signs, registration check-in and volunteer workers. 

 

7.  Organize and process conference registrations, including communication and 

assistance to registrants, entry of data to computer database, maintaining records of 

payments by conference attendees and sign-ups for tours and educational sessions. 

 

8.  Maintain records of conference income and expenditures in coordination with Rhode 

Island Historical Preservation & Heritage Commission (RIHPHC) staff; and submit 

procurement documentation to RIHPHC for review and approval re: compliance with 

federal procurement standards.  Oversee approval process with RIHPHC and the fiscal 

agent (PRI) to ensure prompt payments occur. *NOTE: required to secure a minimum of 

three quotes for purchases over $250.00, must include a cover letter with invoice 

requests. 

 

9.  Prepare a final written report that summarizes relevant information about the 

conference. 

 

10.  Other related duties. 

 

All work by the consultant will be carried out in close consultation with PRI and 

RIHPHC staff, and subject to RIHPHC approval. 

 

. 

 



This Request for Quotes (RFQ) is soliciting proposals via email from professionally 

qualified consultants to provide the above services.  All proposals should clearly define 

how they will work with Preserve Rhode Island in cooperation with the Rhode Island 

Historical Preservation & Heritage Commission to assist in a comprehensive, 

participatory process.   

 

Issue Date: June 3, 2019 

 

Closing Date and Time:  June 24, 2019 5:00pm 

 

Submission: Deliver electronic proposal to: 

 

 Vtalmage@preserveRI.org 

 

Proposals received after the deadline will not be accepted. 

*All proposals must be transmitted via the above email address. No phone calls or mailed 

submissions will be accepted. 

 

Any questions prior to submission may be directed to joyce.gervasio@preservation.ri.gov  

 

PROJECT BACKGROUND 
 

The RIHPHC presents the annual Rhode Island Statewide Historic Preservation 

Conference in a different community each year. The annual conference provides the 

opportunity for local preservationists to network, share ideas, present recent projects, and 

discuss new challenges.  In recent years, conference attendance has reached nearly 500 

participants.  For an example of a prior year’s conference schedule, see 

www.preservationconferenceri.com .  NOTE: Anticipate approximately 500 attendees in 

total.  There will be simultaneous break out sessions of smaller groups that may involve 

AV support, tours that could include boats and bicycles, meals and refreshments and a 

closing session. 

 

 

DELIVERABLES 
 

Deliverables will be reviewed and accepted by the RIHPHC staff. Deliverables will 

include, at a minimum, the following: 

• Project activity reports, to be supplied on a schedule to be determined. 

• Invoice requests including cover letter and receipts/quotes. 

• Reimbursement requests including cover letter and receipts. 

• A minimum of three quotes for purchases over $250.00. 

• Initial draft outline including anticipated budget. 

• Final report including final budget. 

 

 

 

 

mailto:joyce.gervasio@preservation.ri.gov
http://www.preservationconferenceri.com/


SCHEDULE 

 
The consultant shall commence work when contracts have been signed and are in place. 

 

Activity      Date 

Monthly Progress Reports    First of each month 

Initial Meeting resulting in 

a draft outline and anticipated budget              September 1, 2019 

Quotes       As arises 

Invoices      As arises 

Revenue      Within 2 weeks of receipt 

Conference Day     April 2020 

Final Report Within one week of final invoice     

received 

 

 

 

 

 

COMPENSATION FOR SERVICES 

 
AVAILABLE FUNDING:   Not to exceed $25,000.00 (includes time and effort of 

consultant -  exclusive of actual conference costs). 

 
 

SUBMISSION REQUIREMENTS 

 
Bidder’s shall submit a proposal that includes, at a minimum, the following elements: 

 

1. Title Page which should include the Request for Quotes subject, name of firm or 

lead consultant, address, telephone and fax numbers, email, contact person and 

date of submission. 

 

 

2. Profile of the Consultant which must include: 

 

 

a. A minimum of three references for which the consultant has provided 

comparable contractual services to those specified in the RFQ along with 

the subcontractors and contacts where applicable. 

b. A summary and samples of the consultants work on similar projects. 

c. Evidence of successful experience working with issues relating to 

planning and organizing large, public events. 

d. Consultant must provide their own reliable transportation. 

 



3. An example of a similar projects Work Plan that includes a schedule for all 

deliverables.    

 

4. Project Fees which must include a line item project expense budget indicating all 

costs for carrying out the proposed work, including personnel, mileage, supplies, 

materials and all other necessary expenses. 

 

5. Proposed schedule for receiving payments(s). 

 

 

 

 

 

 

SELECTION 
 

 

 

1. PRI in consultation with the RIHPHC staff will review and examine all proposals 

received.  Those proposals that do not respond to the requirements of the RFQ 

will be rejected. 

 

2. Proposal must demonstrate the bidder’s successful experience in planning, 

organizing and implementing events of similar or larger complexity and scale. 

 

3. Bidders must have the ability to communicate and transmit materials via the 

internet. 

 

4. Award of the bid will be based primarily on the factors described above; however, 

the proposed cost of a proposal may also be considered.    

 

 

 

PRI, in conjunction with the RIHPHC reserves the right to waive minor irregularities 

associated with bids as well as the right to reject all bids. 

 

 
 


