Request for Proposals
Lead Event Producer / Event Coordination Firm
Bridging Horizons I/DD Awareness Event

Issued by: Bridging Horizons Executive Committee

Event Location: Fresno Convention Center, Fresno, California
Official Event Duration: Two (2) Days
Move-In: One (1) Day Prior to Event
Move-Out: One (1) Day Following Event
Estimated Attendance: 1,500–2,000 participants per day

Overview and Purpose
The Bridging Horizons Executive Committee is seeking proposals from qualified event producers or event coordination firms to serve as the Lead Event Producer for the Bridging Horizons Intellectual and Developmental Disabilities (I/DD) Awareness Event.

Bridging Horizons is a large-scale, inclusive, and mission-driven community event organized and governed by a committee of local organizations committed to advancing awareness, inclusion, education, and collaboration within the I/DD community. The event brings together individuals with I/DD, families, service providers, advocacy organizations, community leaders, elected officials, and the general public.

The selected contractor will be responsible for comprehensive planning, coordination, and execution of a two-day public event, including full move-in, event operations, and move-out, with a strong emphasis on accessibility, safety, dignity, and meaningful engagement.

Governance Structure
The Bridging Horizons Executive Committee serves as the governing body for this event and retains all final decision-making authority related to event design, programming, budgeting, partnerships, and execution.

The Lead Event Producer will function as the operational and production lead, working at the direction of and in collaboration with the Executive Committee. All major decisions, contracts, and public-facing elements will require Executive Committee review and approval.

Event Summary
· Event Name: Bridging Horizons I/DD Awareness Event
· Governing Body: Bridging Horizons Executive Committee
· Official Event Days: Two days
· Move-In: One day prior to official event start
· Move-Out: One day following the official event
· Location: Fresno Convention Center and surrounding event spaces
· Attendance: 1,500–2,000 participants per day

Scope of Work
Governance and Stakeholder Coordination
Serve as the primary project manager and operational lead across pre-event planning, move-in, event days, and move-out. Coordinate with the Executive Committee, partner organizations, vendors, event talent, advocacy groups, public agencies, and public safety partners. Facilitate regular planning and production meetings, maintain timelines, and ensure clear communication under Executive Committee oversight.

Accessibility, Inclusion, and ADA Compliance
Ensure full ADA compliance across all event components during move-in, event days, and move-out, including mobility access, restrooms, seating, stages, pathways, parking, and transportation. Incorporate sensory-friendly supports such as quiet rooms, low-stimulation areas, visual schedules, and clear wayfinding. Coordinate interpreters, captioning, and accessibility aids. Design crowd flow mindful of behavioral, medical, and sensory needs.

Safety, Medical, and Risk Management
Coordinate on-site security, crowd control, lost person protocols, bag policies, and emergency response plans for all phases of the event. Ensure on-site medical or EMT services, hydration stations, shade, cooling areas, and rest zones. Develop contingency plans for weather, overcrowding, medical emergencies, behavioral escalations, and evacuations.

Marketing, Outreach, and Public Awareness
Coordinate multi-channel promotion including social media, traditional media, community outreach, partner organizations, provider networks, and public officials. Coordinate, manage, and book talent for the event, subject to Executive Committee approval. Support press engagement and ensure consistency of branding and messaging.

Venue, Site Planning, and Infrastructure
Design a comprehensive site plan supporting 2,000 or more daily attendees, including main stages, breakout spaces, exhibitor or resource fair areas, food service zones, sensory spaces, medical stations, rest areas, signage, power, lighting, internet, fencing, and crowd flow infrastructure. Coordinate load-in and load-out logistics with the venue.

Vendor, Exhibitor, and Agency Coordination
Identify, contract, and manage all event vendors including production, rentals, catering, security, sanitation, transportation, and janitorial services, subject to Executive Committee approval. Coordinate exhibitor participation including booth assignments, move-in and move-out schedules, compliance requirements, and on-site support.

Programming, Content, and Experience Design
Support two full days of programming including keynotes, panels, trainings, performances, community discussions, and celebration activities. Coordinate speaker logistics, stage management, green rooms, and run-of-show execution. Build and manage the master agenda and daily schedules in collaboration with the Executive Committee.

Technology, Registration, and Event Application
Coordinate registration and check-in systems. Manage the event application or platform such as Whova, including schedules, maps, alerts, accessibility information, exhibitor listings, and attendee communications. Provide on-site help desks and information stations.

Sponsors, Partners, and Dignified Representation
Coordinate sponsor and partner activations ensuring dignity, accessibility, non-exploitative representation, and mission alignment. Ensure sponsor benefits are delivered in accordance with Executive Committee-approved agreements.

Media, Documentation, and Legacy Content
Coordinate photography and video production to document move-in, event days, and overall experience. Produce recap materials and promotional assets for future years. Ensure appropriate releases and permissions. Deliver final media assets to the Executive Committee.

Staffing and On-Site Operations
Provide a full on-site operations team covering move-in, event days, and move-out, including command staff, area managers, stage managers, registration staff, accessibility leads, and volunteer coordinators. Operate a command center with radio communications. Conduct daily production briefings and manage real-time issue resolution.

Budget, Procurement, and Financial Accountability
Track and manage assigned production, staffing, and vendor costs. Provide transparent cost reporting, quotes, forecasts, and variance updates. Support financial documentation and accountability requirements established by the Executive Committee.

Post-Event Closeout and Reporting
Manage teardown, vendor closeout, and incident reporting following move-out. Deliver a post-event report including attendance estimates, successes, challenges, and recommendations for future events. Ensure delivery of all media assets and documentation.

Required Experience and Qualifications
Proposers must demonstrate:
· Experience producing public events with 1,000 or more attendees
· Experience with community-based, healthcare, disability, or government-adjacent events
· Demonstrated knowledge of ADA compliance and inclusive event design
· Experience coordinating multi-agency stakeholders and public safety partners
· Strong project management, communication, and problem-solving skills



Contract Term and Compensation
This is a contracted position with a total contract value ranging from $38,000 to $50,000, depending on experience, qualifications, and scope alignment. Payment structure and milestones will be negotiated with the selected proposer.

Proposal Submission Requirements
Interested firms or individuals must submit a Letter of Intent via email that includes:
· A brief overview of the firm or individual
· Relevant experience with similar events
· Examples of past work, including links or attachments
· Primary point of contact information

Letters of Intent must be submitted no later than March 7, 2026.

Selected proposers will be invited to interviews during the week of March 16, 2026.

Submission Instructions

Letters of Intent and supporting materials must be submitted electronically via email to:

RFP@bridginghorizonsca.com

Subject line: Lead Event Producer RFP – Bridging Horizons

Evaluation and Selection
Proposals will be evaluated based on:
· Relevant experience and demonstrated capacity
· Understanding of inclusive and accessible event production
· Quality and relevance of past work examples
· Ability to manage large-scale, two-day public events with complex logistics
· Alignment with the mission and values of Bridging Horizons

The Bridging Horizons Executive Committee reserves the right to reject any or all proposals and to select the proposer that best meets the needs of the event.



