
 
 
 

Request for Proposals 
Conference organizing services 

 
 
Purpose of RFP 
 
The Greenbelt Foundation is seeking to procure the services of an Event Management Agency or 
Independent Event Planner. The Foundation is planning for the second Ontario Global Greenbelts 
Conference in September 2023. This RFP provides the background, intent and expectations for the 
project to allow prospective bidders an opportunity to submit a competitive proposal for this exciting 
project. 
 
Background 
 
The Greenbelt Foundation is the only organization solely dedicated to ensuring the Ontario Greenbelt remains 
permanent, protected, and prosperous. The Foundation operates as an independent, charitable organization, 
and receives core funding from the Government of Ontario as well as other public and private support to make 
strategic investments that enhance and improve the systems and productivity of the Greenbelt. Since 2005, we 
have funded and leveraged more than $100 million through investment in its interconnected natural, 
agricultural and economic systems, to ensure a working, thriving Greenbelt for all. 
 
Now a world-class model for land use policy, Ontario’s Greenbelt spans over two million acres of protected 
natural landscapes, farmlands, and urban river valleys. It is one of the largest and most successful greenbelt 
areas in the world – supporting $9.6 billion in economic activity and 177,000 full-time jobs in the agri-food and 
sustainable tourism sectors while serving as a critical component of regional water supply and increasingly 
climate resilience. For more information, visit: https://www.greenbelt.ca/ 
 
In 2011, the Foundation organized a highly successful conference that attracted participation from local and 
international participants. Organized along a series of themes the conference provided a learning and 
networking opportunity and was supported across the political spectrum and by all levels of government. More 
recently the Foundation has developed an updated Global Greenbelt research study report which provides a 
renewed look at the state of selected greenbelt areas across the world. 
   

Our planned 2023 Ontario Global Greenbelts Conference is intended to be a high-impact cross-sectoral 
conference. The Conference will bring together thought-leaders from around the world and across sectors to 
share knowledge about trends, issues, and opportunities facing Greenbelts as important land use policies and 
areas that often benefit from broad public support in rapidly urbanizing regions.  

 

The event will bring together individuals and groups representing agriculture, biodiversity and conservation, 
water resource systems, economic development, tourism and recreation, climate resiliency, population health 
and well-being. Attendees from government, non-profit, private, philanthropic and other sectors will 
participate in this two-day conference. We anticipate between 100-250 participants and opportunities for site 
visit tour options for delegates outside of the main conference program. 
   

https://www.greenbelt.ca/


 

Scope of Work and Deliverables 
 
There are 2 phases to this project. In the initial phase, the Foundation is seeking expert advice to guide 
conference design options. The second phase would be for conference implementation services.   
 
Phase 1 – Discovery Phase, Strategic Event Plan Development 
 
Provide analysis, advice and a critical path schedule on where, when, how the conference could be organized 
and contribute to the development of a budget for the event to be staged in the Golden Horseshoe region. We 
will want to assess the feasibility of various conference options and identify key logistical and venue needs. 
 

• Research and concept discovery  

• Developing, managing and executing a master event logistical plan and timeline including details such 
as but not limited to:  
o In-person and virtual attendance options 
o Travel, accommodation, and catering recommendations and logistics 
o Technology and Documentation Requirements 
o Sponsorship and marketing/promotional activities and materials 
o Detailed timelines 
o Roles and responsibilities (Greenbelt Foundation and vendor and third party contracted vendors) 
o Detailed budget breakdowns for the above and other event needs as identified during research and 

concept discovery phase  
 
 
Phase 2 – Implementation and Evaluation  
 

• Organize facilities and manage all event details such as location/venue, décor, catering, AV, 
entertainment, transportation, registration, attendee list, special guests, vendors, sponsors, 
advertising, speakers/trainers, equipment, site visits/itineraries, promotional material, event 
documentation, follow up surveys and post-event communications, etc. 

• Co-manage and reconcile event budgets, expenses and timelines with conference facility and 
Foundation project manager 

• Adhere to project timelines and budget guidelines 

• Ensure compliance with insurance, legal, health and safety obligations 

• Oversee the implementation of all promotional and registration components including invitations 

• Provide a written monthly update and verbal update via monthly Foundation Conference Committee 

• Co-manage planning committees, both pre-event and on-site 

• Manage speakers 

• Manage on-site event set up and operations for the days’ events 

• Co-manage and execute event debrief including analyzing post conference evaluations  

• Support production of marketing and design materials 

• Develop and execute on the event itinerary/plenary, keynote speakers, performers, workshop content 
and facilitators, etc. 

• Post-event evaluation presentation from vendor to Greenbelt Foundation: event outcomes, successes, 
and key learnings 

 
 



 

Expected deliverables or products or results: 
 
Phase 1 (June-July 2022) 

• Bi-weekly meetings 

• Options briefing report 

• Project plan and critical path 

• Conference budget forecast 

• Master logistical event plan and schedule 

 
Phase 2 (August 2022-Oct 2023) 

• Bi-weekly briefings and progress updates 

• Coordination and management of event logistics as listed in SOW – others to be defined in discovery 
phase 

• Execution of Event 

• Post-event evaluation and presentation  

 
 
Timelines 
 
The anticipated start date for this project, from the signing of the Contractor Agreement, is June 2022. The 
projected end date for this project is October 2023. 
 
 
Proposal Requirements 
 
Interested parties should submit proposals by 5pm Friday June 3rd, 2022 including the following information:  
 

• Resume for project lead and key staff 

• Notable examples of similar events 

• Detailed budget and timeline for phase 1, outline budget for phase 2 

• Three relevant references 
 
The Foundation welcomes advice from bidders relating to the structure and timing of the two phases of work, 
to identify efficiencies and goal optimization. 
 
Proposals are to be submitted to: 
 
Sara Macdonald 
Senior Research and Policy Analyst 
Greenbelt Foundation 
smacdonald@greenbelt.ca 
 

mailto:smacdonald@greenbelt.ca

