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SCOPE OF SERVICES
It is the intent of this document to outline a general description of the Project, the extent of services required, and the relationship of this Project to other work, and the agencies or other parties that will interact with the Consultant.  The contents of this document are considered representative of the Project as a whole, but are by no means conclusive.  
3 Consultants – Special Events Planners; (other additional positions may be added as needed).
· Consultant 1 (Police Department) hired from September 1, 2016 through March 31, 2018.  
· Consultant 2 (Police Department) hired from January 1, 2017 through March 31, 2018. 
· Consultant 3 (Enterprise Coordination) likely to begin work in the Fall of 2016.  Specific timeframe to be negotiated.  

Summary of role and responsibilities for public safety services for the Police Department:
Assist the City of Minneapolis with coordination of special events associated with large events, including the 10-day 2018 Super Bowl and other events.
Duties may include:
· Coordinate personnel use, scheduling and personnel assignments, facility use with other event coordinators as it relates to multiple events in facilities, including meeting rooms, tables, chairs and audio visual equipment;
· Assisting with logistics and planning for all aspects related to these special events;
· Work closely with police, Fire, EMS in coordinating public safety plans;
· Serve as a liaison with outside agencies, other City Departments, law enforcement agencies, security services and traffic control maintaining communication channels with all internal operations.
· Working with the NFL and the MN Super Bowl Host Committee as needed on coordination, information.
· Scheduling, planning, coordinating and facilitating pre-event meetings with public safety stakeholders and planning groups.
· Drafting operational planning documents and spreadsheets; entering information into various databases including after action report(s).
· Conduct pre-event and post-event meetings as necessary to ensure proper department communication, constructive feedback.
Experience/Qualifications:
· Must have extensive experience in coordinating and planning large-scale special events.
· Strong organizational skills with exceptional attention to detail while managing multiple task and changing priorities.  
· Demonstrated experience working successfully in team environments and ability to take directions.
· Must possess superior interpersonal skills for constantly communicating preparation instructions.
· Solid critical thinking and problem-solving skills to devise creative solutions.
· Extensive experience at writing special event planning and operational documents. 
· Must have sound ability to work under pressure, time constraints and maintain professional composure.  
· Knowledge of building dimensions, safety regulations, operational procedures and policies.
· Must be proficient with MS Office products to include Excel and Word.
· Must have a valid MN Driver’s License, willing to drive your own vehicle, and be able to pass a criminal and MPD background check.
· Must be willing to travel as needed and attend meetings.
Compensation:
Compensation for services provided will be up to $65,000 per year (twelve months), per individual contract.



Summary of role and responsibilities for enterprise coordination services:
Assist the City of Minneapolis with enterprise–wide coordination of all events including those associated with special large events such as the 10-day 2018 Super Bowl as well as other city events.  This coordination will include various city departments.
Duties may include:
· Serve as primary and first contact for city events.
· Lead the enterprise event team comprised of various city departments.
· Actively manage and monitor team performance and report out to City Management.
· Coordinate logistics and planning for all aspects related to all events.
· Work with event proposers/organizers (such as the NFL and the MN Super Bowl Host Committee) as needed on enterprise coordination and information.
· Work closely with safety, enforcement, and security agencies/services to ensure public safety needs.
· Serve as a liaison with outside agencies while maintaining communication channels with all internal operations.
· Schedule, plan, coordinate and facilitate event meetings with appropriate stakeholders and groups including public and private committees specifically for special events.
· Ensure preparation of any operational work plans including critical dates, work flows and interdependencies  plus after action report(s).
· Conduct pre-event and post-event meetings as necessary to ensure proper enterprise communication, constructive feedback.
Experience/Qualifications:
· Must have experience in coordinating and planning special events.
· Best practices for project and event planning, coordination, execution, and follow up.
· Strong leadership and organizational skills with exceptional attention to detail while managing multiple tasks and changing priorities.  
· Demonstrated experience working successfully in team environments, ability to take and provide directions, and manage conflict identification and resolution.
· Must possess superior interpersonal skills for constantly communicating preparation instructions.
· Solid critical thinking and problem-solving skills to devise creative solutions.
· Experience at preparing event planning and operational documents. 
· Must have sound ability to work under pressure, time constraints and maintain professional composure.  
· Desired experience and skills in customer service, marketing, financial, management and supervision. 
· Knowledge of municipal rules, regulations, operations, procedures and policies.
· Must be proficient with MS Office products to include Excel and Word.
· Must have or obtain a valid MN Driver’s License, willing to drive your own vehicle and have proper vehicle insurance, and be able to pass a criminal and MPD background check.
· Must be willing to travel as needed and attend meetings.
Compensation:
Consultant should propose their compensation (annual and/or hourly fee) for their proposed enterprise coordination services which will be the starting point for a negotiated contract amount.

