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Dania Beach Arts and Seafood Celebration 2014


______________________________________________________________________________________

The City of Dania Beach Community Redevelopment Agency (CRA) is requesting quotes for the production and logistics management of the second Arts & Seafood Celebration in Downtown Dania Beach on Saturday and Sunday, March, 29th.and 30th, 2014. The event is planned to be held from 10:00 a.m. to 7:00 p.m. each day. The total event budget including production fees and all expenses (exclusive of sponsorships) is $78,000. The event site is planned for Frost Park located at 300 NE 2nd Street, Dania Beach.  Please review the scope of services and provide a written quote for event production services by 5:00 p.m., Monday, July 15, 2013. Email or deliver your quote package to Kathleen Weekes, CRA Coordinator at kweekes@ci.dania-beach.fl.us. Or deliver to Dania Beach City Hall 100 West Dania Beach Boulevard, Dania Beach, FL 33004.
If you have any questions, please contact Sharon McCormick at sharon@rma.us.com  / 828-773-2637 or Kathleen Weekes at kweekes@ci.dania-beach.fl.us / 954-924-6801 ext. 3739

Scope of Services 

Dania Beach CRA Special Event – March, 2014

The CRA seeks the services of an experienced Events Planning and Management Company to lead the development, planning and coordination of the 2014 Dania Beach Arts and Seafood Celebration (DBA&SC) per the specifications outlined in this scope.

The vision of the event is to introduce South Florida residents and visitors to the resurgence of Dania Beach, its City Center and the Design, Arts & Vintage districts.  Attendees will enjoy two days of entertainment, great food, and the work of inspiring talented artists.  

Our goal and that of the selected event producer, is to improve on the 2013 inaugural DBA&SC production by recruiting more talented artists, seafood vendors, great entertainment headliners and other activities to have a larger event with more patrons, and create greater impact for our community.  Approximately 8,000 guests attended the inaugural event on April 6th and 7th of 2013
The following items will be prepared and managed by the selected event production company. These items will be reviewed and implemented with the CRA Staff and Marketing Consultant in order to maintain and secure the success of the event:
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Logistics Management & Coordination

· Design, develop and implement a site map for event production, (including the location of food and beverage, art, entertainment, children’s activities attractions, organization and sponsor areas with the total number of vendor sites available per category).  Restroom trailers and ADA paths for wheelchairs should also be indicated. The 2013 site map is attached in our program brochure for your review.
· Execute and update the working budget for the event.  Please note we welcome sponsorships which may offset event cost.  All versions of budgets submitted to the CRA must be formatted, presented and updated as required in both a print and electronic format developed in the Microsoft Excel system.  Budgets must be print ready and available at meetings.
· Produce and manage an event task management timeline for the event.  This timeline must also include print and broadcast media schedules to promote the event.  Please Note:  You are required to write and distribute press releases and updates to media and social marketing sites.
· Review the existing templates for all vendor applications and make any necessary recommendations to improve them.  
Note:  Templates must be submitted to the CRA for review by the City’s Attorney before they are published.
Templates must meet all appropriate federal, state and local regulatory restrictions... 
· Secure food vendors under the direction of and in coordination with the CRA. Manage vendor selections and maintain communications with vendors beginning with notification of approval or denial, distribution of contracts for signature, vendor meetings with the City’s Special Events Committee to review City regulations, other follow-ups as necessary prior to the event.
· Secure artist exhibitors applications and manage art exhibitor communication, coordination and placement upon approval of artist. Coordinate all art exhibitor selections/approvals with CRA staff and consultants.
· Secure volunteers to work in parking lots and serve as liaisons for vendors, artists, entertainers.
· Manage contract negotiations and secure contracts for Sanitation, Portable Restrooms, Equipment Rentals, Tents/ Tables/ Chairs/ Décor Rentals, Electrician, City Services, Transportation, Security, Food and Beverage, Signage and Production, Event stage/s Booking and Management, and any other necessary contracted services. Contracts for these items will be between provider and the event management company and may be reviewed by the City Attorney. Event Management Company will pay for these services and be reimbursed by the CRA. 

· Interface with City Officials to obtain all permits for the event and services as required.
· Obtain appropriate event related permits,  and licenses 
· Obtain Liquor license through an agreed upon nonprofit organization.
· Ensure all safety regulations are followed and safe practices are observed.
· Attend all meetings as determined by CRA and work with special event volunteer committee as established by CRA. Meeting schedule will be monthly, August and September, bi-monthly October, November, December and January and weekly February and March (19-20 meetings total with CRA and City staff) 
· Develop and provide an event timeline for all installations, deliveries, set up, event operations and breakdown.
· Develop Event Program (See 2013 program attached)
· Coordinate day of the event production.

· Organize post event follow-up.
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Sponsorship Solicitation

· Review and update existing sponsorship opportunity package. (See brochure attached)
· Solicit and secure event sponsors at a negotiated percentage of sponsorships*

*Event logistics manager may subcontract for sponsorship solicitation
Note:  We welcome sponsorships to offset costs and features such as entertainment, sand sculpture, hospitality etc., may be offered as exclusive sponsorship incentives.
Contests

· Develop, produce and successfully run the DBA&SC Poster, Sushi, and Sand Sculpting contests. 

Requirements

· The selected company must provide the City of Dania Beach’s required insurance minimums including, but not limited to $1,000,000 general liability insurance naming the City and the CRA as additional insured.  This must be provided within one week of being selected and signing a contract, and before attending first committee meeting.
· The selected company must provide all necessary licenses (city, county, state).

· The selected company must provide a team member to regularly meet with CRA staff to lead the planning and execution of tasks for a successful event.

· The selected company must provide a team member to regularly post and update information on the DBA&SC website, in coordination with CRA Staff and Consultants.
· The selected company must produce notes of all meetings to the CRA for their review and records.

· The selected company must meet all deadlines to ensure event success.

Please Note:

· Provide additional information, in text and visual formats, such as events your company has previously produced, to illustrate your experience with planning and producing large events and your event production style.
· Provide sample press releases and indicate print and broadcast media contacts.

· Provide additional information, to illustrate how through your business network you can add value and heighten awareness of this event.
· Provide at least three written references from previous clients, showing proof of successfully staging a major public festival, fair/ celebration event.
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