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REQUEST FOR PROPOSAL
SDEMA Fall Conference 2026
TO ALL INTERESTED BIDDERS:
The South Dakota Emergency Management Association is now accepting proposals to host our 
2026 Annual South Dakota Emergency Management Conference.  

For the purposes of submitting proposals and for your city/facility to be considered as a possible site, I am asking you to provide information concerning the costs associated with hosting the conference.

You must complete the enclosed list of proposal requirements and comparative items to be considered. This form needs to be completed electronically and returned by June 15, 2023. 

The SDEMA Board will review the information and present options at our conference in September 2023. A determination will be made by the members of SDEMA, and the awarded location will be notified in writing by October 1, 2023.

Please review the required items to ensure that your facility can provide these services and complete the comparative items list. Complete and submit this enclosed proposal sheet and return to:
                    Lisa Swartz 

                    SDEMA Site Selection

                    221 S Central Ave

                    Pierre, SD 57501

Or email: lisa.swartz@state.sd.us 
Proposals are due no later than June 15, 2023. 
Overview:

The SDEMA 2026 Conference will be held the week of September 14-17, 2026. 
· Classes will be offered on September 14 &15
· Full conference sessions and breakouts will be offered on September 16 & 17. 
· Class guests will arrive on September 13. 
· Conference activities and meetings will conclude on the afternoon of Thursday, September 17 at 6:00 PM.
	Facility Contact
	     
	Position Title
	     

	Conference Facility
	     

	Conference Address
	     

	City, State, Zip
	     
	     
	     

	Email
	     
	Phone
	     


REQUIRED ITEMS checklist to accommodate our group:


A minimum of 100 rooms are available in the facility or near the facility. (50 of the 100 single rooms would need to be available at the current state rates.) 
- How many rooms are available in the facility hosting the conference:        
- If needed, location and number of rooms available within 1 mile of the facility:        
- I confirm that we will have 50 rooms at the state rate available to attendees.  Yes

Primary meeting room to accommodate up to 125 attendees.

Additional smaller rooms (1-2) for breakout sessions with seating for a minimum of 50.

A small room is available throughout the conference for SDEMA board members to accommodate 12-20 individuals.

Banquet facility room for a seated meal and program to accommodate 125 attendees.


An audio-visual system with portable/wireless microphones and LCD projector and screen capability is required in primary, banquet & breakout rooms. Depending on the setup of the room, 2 LCD projectors and screens may be requested for the primary meeting room.

Vendor display area located near the meeting rooms with the ability to accommodate 10-15 vendors with a minimum 8-foot table per vendor.


Free parking for attendees is available with handicapped access to all meeting rooms.


A restaurant located in or adjacent to the facility is open for use during the entire conference.



Free high-speed internet access and reliable cell service in meeting spaces and individual rooms.

FACILITY PRICING:
We ask that the items for the facility you quote will be guaranteed pricing for our 2026 SDEMA conference.
	FACILITY ITEMS
	Cost per day
	Additional Description if needed

	Primary Meeting Room Space (for 125 pp)
	     
	     

	Breakout Room 1 (for 50 pp)
	     
	     

	Breakout Room 2 (for 50 pp)
	     
	     

	Banquet Space for Lunches and Banquet 
(for 125 pp)
	     
	     

	Audio Visual in the primary meeting room
(sound, screens, projectors)
	     
	     

	Audio Visual in break out room(s) 

(screen, projector)
	     
	     

	Additional Board Room (for 20 pp)
	     
	     


CONSUMABLES PRICING:
We understand that prices for consumable items such as food and beverage will change/increase before our conference takes place, however, please provide current menu pricing for the following items to give us an idea of your fees for catering.
	CATERING ITEMS
	Cost per
	Additional Description if needed

	Average Lunch Cost (Taco Bar)
	     
	     

	Average Lunch Cost (Soup and Salad)
	     
	     

	Banquet Dinner, per meal

(Pot Roast, salad, potato, vegetable, beverage)
	     
	     

	Assorted Cheesecake/Dessert 
(for 125 to accompany the Banquet meal)
	     
	     

	Break/Snack offerings (Cinnamon Rolls for 125)
	     
	     

	Break/Snack offerings (Chips and Dip for 125)
	     
	     

	Coffee (per gallon)
	     
	     

	Iced Tea (per gallon)
	     
	     

	Lemonade (per gallon)
	     
	     


	Please list/share other considerations for selecting your venue for our future conference.

	     



	Designee Contact:

	Signature:              Date:      


Save and send your completed RFP to SDEMA Site Selection Coordinator: Lisa.Swartz@state.sd.us

SDEMA Conference Proposal
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