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Ms. Carmela Salazar@lacum.us 
Ms. Joanie. Ahlers@lacnm.us 
Los Alamos County Contracting Officer 
101 Camino Entrada, BLDG 3 
Los Alamos, NM 87544 
(505)662-8056 
 
Re: Request for Proposal 19-36 
RFP Name: Special Event/Entertainer Promoter Services 
 
Dear Ms. Salazar and Ms. Ahlers, 
 
Thank you for the opportunity to conduct business with Los Alamos County.  We have analyzed the 
RFP and are pleased to submit our proposal for the Summer Concert Series. 
 
Our proposal is built on proven success-based methodologies for providing precision service and having a 
staff of detailed beasts.  We value community and have several experiences using events to build a community 
and create neighborhood comradery which we will demonstrate in this proposal. 
 
The following individuals, together or individually, are authorized as signatories and to negotiate on 
behalf of Forums Meetings and Events relating to terms, conditions, : 

1. Ms. Katrina Ruff, Forums Meetings & Events, President, katrina.ruff@forumsmeetings.com 
2. Ms. Tawanda Goodwin, Forums Meetings & Events, Lead Project Manager, 

Tawanda.goodwin@forumsmetings.com 
 
My company is ready to begin operations within 45 days of contract award. This proposal will remain 
valid for sixty (60) days from the closing date of September 23, 2019. 
As required: 
 
Should you desire or require any clarifications, please don’t hesitate to contact me at the email or call at 
the above contact points. 
 
Sincerely, 
Katrina L Ruff, CMP, CIS, CTSM 
Forums Meetings & Events 
 
 
 
 
Please find enclosed your RFP and supporting documents 
 
  

mailto:katrina.ruff@forumsmeetings.com
mailto:Tawanda.goodwin@forumsmetings.com
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EXECUTIVE SUMMARY 

Date January 23, 2019 
 

Business Phone Number (303) 856-7018 
 

Fax Number (303) 856-7447 
 

Email Address Katrina.ruff@forumsmeetings.com 
 

Website: www.forumsmeetings.com 
 

Physical Business Address 
 
 

374 N De Gaulle Ct. 
Aurora CO 80018 

Authorized Representative  Katrina Ruff 
 

Authorized Representative Cell Phone 
 

(303) 349-9779 

 

Proposal Highlights: 

 Forums Meetings & Events is a full-service meeting, conference and event production company based 

in Aurora, Colorado.  We are a passionate team of 13 talented producers, who all hold at least one 

industry certification.  We have spent three decades producing quality events and we look forward to 

applying our relevant expertise and experience to the Los Alamos Summer Concert Series. 

 

 Our tried and true process of Discovery, Design, Delivery, Results will help shape this event into 

exactly what the city intends it to be. 

 

 Our aggressive pricing and ability to gain sponsorships will serve to create a stronger event overall. 

 

 Our only regret is that we didn’t find this offering sooner.  We have spent all of the time possible with 

our event season already underway.  We would be happy to provide additional detail or a longer 

narrative if given the opportunity. 

 

 

  

mailto:Katrina.ruff@forumsmeetings.com
http://www.forumsmeetings.com/
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INTRODUCTION 
 
We have produced events from concept to completion for over 30 years.  The company was started by an 
Electrical Engineer who determined that she had chosen a career path that would never make her happy.  
Thus, she decided to start a family.  On her first child’s, first birthday, she hosted a birthday party that took up 
once entire city block with over 100 guests.  It just so happened that one of the parents of a little guests was 
from Pepsi Bottling Group.   The father volunteered to arrange a meeting, encouraging the young mother that 
if she had this passion for a child’s party, she could likely work wonders for a corporate event.  And as they 
say, the rest is history.  The owner earned Pepsi as her first client and has spent the past 30 years continuing 
to delve in the business of event management.  She is a Certified Meeting Planner, (CMP), Certified Incentive 
Specialist (CIS) and Certified Trade Show Manager (CTSM). 
 
The child whose birthday it was, described above, has received his Master’s in International Business and 
now works for the event planning company heading up international meetings, conferences and events.  We 
currently have 13 employees and produced over 130 meetings in 2018.  Like a symphony, we are a group of 
highly trained professionals from a cross section of backgrounds, all dedicated to the 20/20 vision of each 
event 
 
We are laser focused on producing high quality events from concept to completion.  Our mission is to produce 
events that have clearly defined objectives with built in measurable results so that success cannot escape us.  
All of our agents follow our defined process, DISCOVERY, DESIGN, DELIVERY, RESULTS. 
 

 
Discovery 
The discovery phase is our opportunity to learn the ins and outs of the actual direction for 
the County.  We recognize that this Summer Concert Series has been a long-standing Los 
Alamos, White Rock Tradition.  While remaining free to the public and an exciting place for 
friends, families and neighbors settling in for musical entertainment, our team will enact 
our first step which is discovery.  We will determine the most comfortable method (full day 
meeting, retreat, in office meeting, etc.) to spend quality time with Los Alamos team, at our 
expense, to further clarify the goals and objectives of the event and uncover additional 
benefits to the County. 

 
 
 
Design 
Using the data captured from the discovery phase, we go to work on refining the initial 
concepts described herein.  Once we are contracted, within 30 days we will share our 
detailed work plan and begin to go to work on all of the elements of the design.  Our initial 
design always includes innovative design, realistic production planning, a clear 
communication strategy and details for site management including set up, clean-up, safety, 
security, crowd control and risk mitigation.   
 

 

 

 

 

 

 

 

 

 

Delivery 
The precision production of a well-defined, well designed event is always our goal.  Our 

designers use your contract, your budget and our well-defined plan as their daily production 

guide.  This delivery occurs not only at your event but throughout the entire process.  We 

make sure that our clients stay abreast of plans and changes and are comfortable at each 

juncture. We deliver a perfect product, on schedule, within budget.  Expert handling of your 

guests including transportation, travel, meal and housing services are also offered as part of 

our delivery. 
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Results 

We always begin with the end in mind.  Your program will be carefully crafted to yield 

and measure results.  The follow up phase is as important as the design phase in our 

eyes.  We will gather quantitative data that can be used for future endeavors or shared 

with current stakeholders.  Budgeting, financing and surveys are all part of the final 

phase, and will all be delivered within 30 days of the culmination of the last event of 

the series. 

We are…Passionate about your PROJECT 

We produce high quality events designed to bring visibility to new products and services, thus accelerating 

the sales or branding cycle.  Whether it is a regional event or product tour, we are passionate about giving 

your target audience a memorable experience that drives your objectives. 

We are…Masters at embedding your Brand Messaging into your event 

We have been known to offer “Creativity on Tap.”  Our Signature Events are prime examples of how we use 

creativity to attract and engage a market.  We’d be delighted to apply our ingenuity to the Concert Series. 

We are…Committed 24 Hours a day  

Got an idea in the middle of the night?  We want to hear it, give us a call!  Our staff is available 24 hours a day 

from concept to completion of your entire program.  Our operation is 24 hours a day.  We are available and 

staff ourselves accordingly.  The wonderful world of Marketing never stops, so neither do we. 

We are … Savvy in our Industry 

We are proud to have a full-time staff member that keeps current with industry trends.  We offer the latest 

trends and technology to our customers because we are well versed in what is new. Like us on Facebook, 

we’ll share. 

We are…Truly global 

Our delivery is impeccable.  Companies profess to be global and charge the client for a face to face visit or 

insist on interaction via conference call.  Our team will interact with you face to face at OUR expense.  We 

insure that you are a guest at your next event. 

We are…Results Driven 

We always begin with the end in mind.  When you start by identifying your end goals the road to your desired 

impact is imminent.  Events are no different.  Are we gaining the desired affect? 

Our experience is vast and our innovation is broad.  We are “detail beasts” ready to produce the Los Alamos 
Summer Concert Series with precision.  We invite you to be a guest at your event while we invite and ignite 
the whole town of Los Alamos! 
  



6 
 

 
Lighting, Sound and Staging 
 
For Sound, Stage and Lighting for the event we have proudly partnered with Santa Fe Audio Visual.  Santa Fe 
AV, has provided this service in the past and knows the space and acoustic quality of the venue well.  We 
would work with this provider to ensure that sound can be heard in a 360-degree range of the park, allowing 
entertainment to be enjoyed from any angle in the park.  We will be working with Jenina, who will be a 
delightful part of our team if we are chosen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Events produced by Santa Fe Audio Visual 

 
Santa Fe Audio Visual 

1595 Pancheco St. Suite B 
Santa Fe, NM 

(505) 986-1796 
www.santafeav.com 
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Relevant Experience/References 
 
Town Hall Meeting Series  
 
Over the past year we have had the pleasure of working in Los Alamos.  We have had the distinguished honor 
of working with retirees of both Los Alamos and Sandia Labs.  I have promoted and presented a series of 
town hall events, designed to inform the Patriots of their benefits under Government programs. 
 
I have hosted events at the Holiday Inn in Los Alamos, I have ordered food from the Blue Window Café and 
have hosted several events at Buffalo Thunder Casino as well as The Santa Claran Casino. 
 
Although these events have been smaller in nature, (200-300 Attendees) I have included them to show 
relevance of having relationships with your hometown vendors.  The photos below were taken at a National 
Day of Remembrance hosted at the Santa Claran, Mountain View Room.  You are invited to reach out to 
Tiffany Esquibel to ask about Katrina Ruff personally. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As a result of these events I am able to serve over 1,000 veterans of the cold war in the Los Alamos, Espanola, 
Santa Fe, Albuquerque area, deepening my relationship with the vendors as well as the community at large. 
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Tallulah Gorge Skywalk Celebration (Letter of Reference/ Marketing Material -  Enclosure 10) 
 
In selecting other events that closely fit the County’s requirements, we have chosen to share the highlights of 
the Tallulah Gorge Sky Walk Celebration, featuring Nik Wallenda, for Rabun County TDA (Tourism 
Development Authority).  This was a 10-day, 13 event series celebrating the Famous Flying Wallenda’s walk 
across the infamous Tallulah Gorge with Nik Wallenda himself as the guest attendee. 
 
This Celebration included: 

 Park Arounds (One bus with several attendees enjoying an up-close visit to introduce residents to the 

parks) 

 Dine Arounds (Designed to expose residents to secret eating establishments in the County) 

 Cirque Events (Produced by world renown aerialists bought in exclusively for the event.) 

 Ride the Wire (The Wild West came alive with a one-day chuck wagon cook off, tribal dancers and 

highlighted by several shoot outs at the OK Corral.) 

 Rodeo (Top professional Cowboys and Cowgirls all compete fiercely for titles and prize money) 

 Rabun County Wine Tour (This trip was a day of visiting the Top Wineries for tastings and appetizers 

ALL DAY) 

 Appalachian Story Telling (Legendary Lee Knight delighted the audiences with stories and music of 

the Appalachians) 

 Fox Fire Play and Concert (These crowds stepped back into history featuring theatre and music 

provided by the Fox Fire Boys) 

 Habersham Arts tour (Tour of local Art Galleries, including lunch and transportation) 

 Sky Valley Golf Club (Citywide Chipping Competition) 

 Tiger Drive In 50’s Dance Party and Car Show 

 Buck Dance Party (The sounds of the “Well Strung Band” and party goers of all ages. 

 City Wide Wine Walk (Featuring samples form local wineries and breads and pastries from local 

bakeries) 

Five large concerts rounded out the event: 

1. Grammy Nominated T. Graham Brown 

2. Jeb Gipson 

3. John Michael Montgomery 

4. The Fox Fire Boys 

5. Vince Gill and the Time Jumpers featuring Kenny Sears and Ranger Doug Green 

Our company managed each and every detail of the entire week.  From transportation to baby changes in the 

porta potties we managed each detail.  The icing on the cake was that the residents had the opportunity to 

come out for a phot opportunity with Nik Wallenda himself, whose grandfather walked the gorge himself. 

This event boasted an influx of an additional 10,000 guests in the small city during this time.  Our robust 

event management system helped to manage all travel, transportation, ticketing and event management.  Due 

to the influx of 10,000 visitors to this small town we created a local shuttle system along with a seamless way 

to manage all of the bed and breakfasts in this and adjacent counties. 

We have attached a letter of reference as Enclosure 11. 
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Black Meetings & Tourism Magazine 

Our company is the exclusive planner for Black Meetings & Tourism Magazine.  This is a special honor since 

the magazine is dedicated to meetings travel and tourism.  It is an honor that among all of the planners that 

read and follow the only African American Publication of its kind, we are a leader.  Not only are we the 

planner for the magazine, our owner is privileged to write a bi monthly column for the magazine.  The is in 

the Enclosures as 13. 

In September of 2018 we produced a mentoring program for the magazine.  This featured 100 students (2 

from each state) and 100 mentors (2 from each state).  The students met their mentors for the first time and 

embarked upon a yearlong scripted journey of learning about meetings, travel & tourism so that it may be 

viewed as a career option. 

This meeting for 250 stakeholders was held at the Washington Plaza Hotel in Washington DC.  The students 

were housed and secured for 3 days including bus tours, sponsored by Lyft.  All expenses including but not 

limited to meals, gifts and housing was covered by sponsors.  I have included last years packet as Enclosure 

13. 
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2.0 SCOPE OF SERVICE STATEMENT 

We are delighted to be considered and are more than capable of producing a community concerts series in 
the summer of 2019 for this city of Los Alamos.  Our work examples are intended to show the following: 
 

 Town Hall Meetings – We have local vendors and relationships established. 
 

 Tallulah Gorge Skywalk Celebration – We are able of producing a series of concerts or events, with 
precision, all at once. 

 
 Black Meetings & Tourism Magazine – We are experienced and have been profitable with 

sponsorship acquisition. 
 
To begin this concert series, we would begin with a period of discovery.  Our business guarantees face to face 
meetings at our expense and 24/7 support if you have an event with us.  The first action is to gather as much 
information as we can about the inner workings of the event.  We would work with you to develop a list of 
sponsors and identify ways to make each investment “come alive.” 
 
Once this is complete, we will begin the design phase of the event.  Our vision is currently “more than music.”  
We would help you to determine what elements are needed to give a family in your area a complete night out, 
including dinner, children’s activities, children’s and adult beverages and activities for all of those involved.  
In the process of finding a way to bring our sponsorships alive, we will find natural elements that may be 
used to create an exciting family evening.   
 
For Example: 
 
Soul School Night is a Pop 40’s band covering everything from Michael Jackson to the Eagles.  One white glove 
to our attendees, a station to make glittered hats and mirrors for dance practice can all incorporate this 
evening.  We have considered bringing this group back for closing night as the attendees SURELY won’t be 
done with Soul School after their first visit.  They are excited about the potential to make their debut in Santa 
Fe. 
 
Now there’s nothing like Motown and a good old oldies review.  This always works well with a classic car 
show and grand prize for the attendees. 
 
The Hazel Miller Band is a sultry jazz group whom has performed all over the world.  Bringing in some local 
youth choirs our youth bands would be great for Hazel.  This would get locals in on the performance and 
allow for great interaction from the crowd. 
 
Princess night featuring children’s show tunes would make the evening sparkle for all.  Let’s have our little 
prince and princesses come dressed as such.  Glitter face paint and a princess runway show would round out 
the night.  Caricature art is a must for our princes. 
 
I cannot close out this idea session without calling attention to our tribute to the Queen of Soul.  Since we just 
lost the Queen last year, we have yet to take this act on the road.  Our team was in tears when we went to 
practice to see how the tribute toons were coming along.  Throw in an oversized piano for the floor and watch 
the dancing begin.  RESPECT We are excited. 
 
Sponsorship Plans 
Instead of using County funds to compensate entertainment solely, we believe in having an entire act hosted 
by a corporate.  IE…The Aretha Franklin Tribute sponsored by State Farm.  We find it difficult to get 
sponsorships if they are not ignited for the investor.  Our specialty is creating a value proposition for the 
giver, offering them a reason to contribute to the program for years to come. 
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Marketing Plans 
A fresh website, a strong social media campaign, public service announcements, press releases, radio, 
handouts, newspaper, “event sampling” and several other tactics will be used to notify the public of this 
family fabulous event.  An example of an extended tactic would be working with the local employers to pass 
out a scarf or identification and offer a reward for the most attendees from a particular industry or business.  
If the business owners are sponsors, they would appreciate our efforts to drive attendance, while we add fun 
for our guests. 
 
Our Services include each element from concept to completion.  Including but not limited to Set Up/Clean up,  
Health Safety, a robust Marketing Platform, Solid Sponsorship acquisition, A detailed work plan completed on 
time and within budget. 
 
FISCAL AND ADMINISTRATIVE CAPABILITY 
 
Our company is an LLC and if chosen we will provide monthly financial statements.  There are13 employees.  
This project will be managed by a senior planner based in Denver and a local planner based in Los Alamos.  
Both resumes are included. 
 
Key Personnel 
Katrina Ruff has been an event manager of over 30 years.  She is the owner of the company and has actually 

been the lead on all of the events described hereto. 

Veronica Casados is a local Los Alamos resident.  She will be our on the ground contact but will work with 

Katrina on a daily basis. 

Linda Wheeler is our accountant.  She if full time and manages each event budget as well as company finances 

as a whole. 

Tawanda Goodwin will serve as the back up producer in the event of illness or inability of either Katrina or 

Veronica to perform.  (In case of illness of family issues, we always have a backup). 
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