Request for Proposal
Office of Naval Research (ONR)

NRDE A2I Summit
All details below are approximate and based on current information. Please submit your proposals with the cost analysis worksheet via email.  Please respond with your best value proposal by 16 September 2018.
CONTACT INFORMATION:

Cindy Barner, CGMP CVEP 

Meeting Planner Manager – BTL Technologies (Contract Support)

Office of Naval Research - 875 N. Randolph Street, Suite 1225 E Arlington, VA  22203

703.696.2009 (direct)

cindy.barner.ctr@navy.mil

EVENT/ATTENDEE PROFILE/MEETING HISTORY:

EVENT NAME: NRDE A2I Summit
EVENT DATE:  Options - 1, 9 or 15 October 2018.  Preferred – 15 October
EVENT LOCATION San Diego, CA (Reasonable distance from SPAWAR)
PURPOSE OF MEETING:  meeting related to S&T 
HISTORY:  None – First time meeting
SLEEPING ROOM REQUIREMENTS:

Sun
200 Rooms
Mon
200 Rooms

Tue
200 Rooms

Wed
200 Rooms

Thu
200 Rooms

Fri
50 Rooms

· Dates ARE flexible, Govt per diem or better, Single occupancy / Individual call in
MEETING ROOM REQUIREMENTS:  

	Date
	Start Time
	End Time
	Type of Mtg
	# of ppl
	Set Up 

	Mon
	0800
	1700
	General Session 
	400
	Half Classroom (2 per 6) and Half Theatre

	Mon
	0800
	2000
	Breakout Room  - Small Group Discussions
	
	Room large enough to have 4 Pods to accommodate 8 ppl each in each corner of room 

	Tue
	0800
	1700
	General Session 
	400
	Half Classroom (2 per 6) and Half Theatre

	Tue
	0800
	2000
	Breakout Room  - Small Group Discussions
	
	Room large enough to have 4 Pods to accommodate 8 ppl each in each corner of room 

	Wed
	0800
	1700
	General Session 
	400
	Half Classroom (2 per 6) and Half Theatre

	Wed
	0800
	2000
	Breakout Room  - Small Group Discussions
	
	Room large enough to have 4 Pods to accommodate 8 ppl each in each corner of room 

	Thu
	0800
	1700
	General Session 
	400
	Half Classroom (2 per 6) and Half Theatre

	Thu
	0800
	2000
	Breakout Room  - Small Group Discussions
	
	Room large enough to have 4 Pods to accommodate 8 ppl each in each corner of room 


· NOTE:  21 September – Meeting will be held at SPAWAR

· Meeting room on 24-hour hold

· Registration (4) 6 ft Tables – near the general session room with electrical outlet

· Please provide your proposed room name, square footage and dimensions  

AUDIO VISUAL REEQUIREMENTS:

	Date
	Type of Mtg
	AV Needs

	M-TH
	General Session
	-Podium with wired microphone
-Stage large enough to accommodate panel discussion (3) 6 ft 

-(1) Lapel Microphone

-(3) Wireless Microphones with Table Stands

-(3) Wireless Microphones with Floor Stands

-LCD Package to include (dual screen, projector, cables, cart, etc)

-Mixer 10 channel

-Audio Patch for Videos and Sound

-Laptop

-Wireless Advancer

-Dedicated AV Technician (8 hrs per day)

-WiFi

	M-TH
	Breakout Session
	-(4) Extension Cord 
-(4) Power Strips

-WiFi


FOOD AND BEVERAGE:

· Request hotel provide creative options to accommodate individuals during lunch to purchase directly with “Al la Carte” Station or Modified Restaurant Menu or Buffet in Restaurants 

· NOTE:  ONR is unable to purchase food and beverage for attendees but want to arrange a positive solution to allow the hotel reap the revenue generated from attendees.  

PAYMENT METHOD:

· Individuals are responsible for all sleeping room and food and beverage related charges

· ONR is responsible for all meeting room related charges

· ONR method of payment is government purchase order or government purchase card
MUST HAVE REQUESTS:

· Government per diem or lower

· Letter of Intent provided by Office of Naval Research (NOTE:  No attrition or cancellation clauses)
· NO F&B minimums 

· Close to SPAWAR --- Please provide distance from your hotel to SPAWAR
CONCESSIONS REQUESTS:

· Group rate available prior/after the conference based on hotel availability 
· Complimentary Morning, AM and PM Breaks to include beverages and food items
· Complimentary or Discounted Parking 
· Complimentary Welcome Reception (Light Refreshments)
· Complementary WIFI for all Meeting Attendees
ACTION REQUIRED:  

· Please provide a written proposal for the above needs with your best value offer on or before to the response deadline.  
· Please provide ALL costs for AV, Meeting Room and F&B charges (indicate service charge percentages) using the attached excel spreadsheet
· Please provide DUNNS, CAGE INFO
SELECTION PROCESS:

· Meeting planner will review proposals and present options to the client 
· Decision will be based on the following criteria:
· Must have requests

· Overall pricing 
· Location/Accessibility

· Venue amenities

· Concessions Requested

· Meeting planner is a strong influencer in the decision making process
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