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April 23, 2015

Attn: Liane Cournoyer
Partner
TNT Communications and Event Planning
202, 12225-105 Ave.
Edmonton, AB T5N 0Y3

RE: Request for Proposals: Coordinating Cycle for Autism Alberta

Autism Society Alberta invites your organization or you, as an independent service
provider, to submit a proposal to coordinate a multi-region Cycle for Autism Alberta
event.

In conjunction with the Autism Society of Edmonton Area, Autism Society Alberta
intends to adopt and adapt their successful Cycle for Autism event to other regions in
Alberta. For 2016, the targeted communities will be the city of Calgary and the city of
Red Deer. The aim is to create a fun, family-oriented event that raises both awareness
and resources for autism. It is our hope to expand this event beyond the Central
Alberta and Calgary regions over time.

The following is a general outline of the scope of work and expected deliverables that
we seek from the contracted coordinator of the Cycle for Autism Alberta event:

Work Activities Expected Deliverables/Outcomes
Review and coordinate pre-established Applicable policies, processes, and
policies, processes, and materials materials from the Cycle for Autism
provided by the Autism Society of Edmonton event are reviewed, selected,
Edmonton Area (ASEA) for the Cycle for | and coordinated for the use of a multi-
Autism Edmonton event that may be region Cycle for Autism Alberta event.

applicable to a multi-region Cycle for
Autism Alberta event.

Develop comprehensive policies, A comprehensive policy and procedure
procedures, and operational plan for a manual is developed for a multi-region
multi-region Cycle for Autism Alberta Cycle for Autism Alberta event.

event. In combination, these documents




should outline content pertaining to:
region-participation and exit criteria, fund
management and transfer, cost and
revenue sharing, proprietary rights to
materials, planning and activity schedule,
site and material bookings, volunteer
procurement, sponsorship procurement,
marketing and promotion, budget, event
agenda, event participant management,
and more.

An operational plan for the establishment
and execution of a multi-region Cycle for
Autism Alberta event.

An operational plan for the coordination
and execution of the intended 2016 two-
community event.

A general budget for the intended 2016
two-community event is developed.

Assess the suitability and feasibility of
each ASA Board-proposed community to
adopt such event, possibly based on the
combination of

1) available human resources in the
community to plan, prepare, and execute
such event on location,

2) receptivity of the local citizens to such
event,

3) projected number individuals with
autism that could be served in that
community,

4) suitable space/location and the
availability of other required resources for
the event,

5) anticipated challenges, potential risks,
and the likelihood of these challenges
and/or to be successfully addressed, and
6) other relevant conditions.

Feasibility Review Report for 2016 —
Calgary and Red Deer.

Coordinate the planning, organizing, and
execution of the event across multiple-
regions.

The 2016 events in Calgary and Red Deer
are effectively and efficiently planned,
organized, and executed.

Coach, guide, and assist sub-committees
within each community to plan, prepare,
and execute the event. Serve as the go-
to source of information for committee
chairs within each sub-community.

Sub-committees within Calgary and Red
Deer are able to effectively plan, prepare,
and execute the event in their respective
cities.

Serve as the advisor to the provincial
Cycle for Autism Committee.

Timely and diligent provision of
information to the provincial committee
on relevant aspects and progress of the
planning, coordination, preparation, and
execution of the event in each community
approved to hold the event (2016 —




| Calgary and Red Deer).

We invite you to offer us a proposal on your and/or your organization’s:
1. Capability to execute the scope of work identified and deliver on the expected outcomes.
2. Recommendations for any changes, additions, or deletions to the scope of work
identified and/or to the expected outcomes identified.
3. Cost for delivering the scope of work identified and the proposed modified scope of work
(if one is presented).

We thank you in advance and very much look forward to receiving your proposal. As we
have a Board meeting on April 30", 2015, we are hoping that you may provide us with
a proposal (can be in simplified format) before or by 2:00 pm on April 30th, 2015.

Sincerely,
Ms. Kim Fox Dr. Deborah Barrett
Chair, Cycle for Autism Alberta Committee President



