Statement of Work 
AMENDED 15 February 2006
2006 Defense Contract Management Agency (DCMA) Workforce Development Conference

1.0    Background:  All items shall be priced separately down to the #.# level (i.e. 2.1, 2.2) to facilitate changes in the contract that will occur as DCMA refines the conference agenda and plan.  [The following items should be priced on Attachment (2):  2.1 - 2.6, 3.0, 4.1 - 4.3, 5.0 (where applicable)]
1.1    Purpose of the Conference:  To bring together personnel that support Workforce Development at all levels of DCMA to implement the Workforce Development Program.  Attendees will include both Keystone Coordinators and Training Coordinators.  Headquarters, DCMA, Alexandria, Virginia has a requirement for meeting space and accommodations to support the 2006 DCMA Workforce Development Conference from 22 – 25 May 2006.  The contractor shall provide all labor, equipment, audio/visual (A/V) equipment, lodging and food/beverage requirements as stated in this solicitation.  This is a combined synopsis/solicitation for commercial items prepared in accordance with the format in Subpart 12.6, as supplemented with additional information included in this notice.  This announcement constitutes the only solicitation.

1.2    Conference Period:  The conference runs from 22 May 06 (Monday) to 25 May 06 (Thursday), with attendees arriving as early as 22 May 06 (Monday) and departing as late as 26 May 06 (Friday).
1.3    Requirements:  The requirements of this conference are provided within this Statement of Work (Attachment (1)) in conjunction with the CLINs (contract line item numbers) Spreadsheet (Attachment (2)).  Requirements are subject to change after completion of this solicitation and resulting award.  Any changes or additional requirements will be coordinated with the vendor and the contract will be amended accordingly.
2.0    Meeting Room Requirements (CLIN 0001):  Individual meeting rooms may be separated by wall panels.  All A/V will be provided by the Hotel or a contractor conducting business with the hotel.  This includes, but is not limited to:  microphones, speakers, splitters, mixers, projectors, screens, flip charts and easels.  Contractor shall assure rooms are provided with the appropriate lighting and A/V equipment.  The final configuration (including seating arrangements, tables, tablecloths) for all rooms will be coordinated with Hotel management and the DCMA Conference Project Officer.  Estimated setup and takedown times are provided, with the expectation that each meeting may last past the intended hour.

2.1    General Session Conference Room:  This room will be used as the primary meeting area. 

Daily Room Usage Fee   $        x   2 Days   =   $     .

-  Exclusive use is required on 23 May 06 (Tuesday) and 25 May 06 (Thursday), from 7:00 AM to 5:00 PM each day.
-  Setup:  23 May 06 (Tuesday) by 7:00 AM.
-  The room should accommodate approximately 200 people.

-  The view from the seating areas will not be compromised or altered by structural support columns or partial walls.

-  The height of the room will allow adequate vertical space for two (2) 12'h x 12'w screens.

-  The room must be in close proximity to the Conference Administrative Center.

-  Light intensity and climate controls must be adjustable from inside the room.

-  Provide table(s) with chair(s) for positioning A/V equipment with power outlets to service the A/V equipment.  (May be provided in conjunction with A/V rental.)

-  Provide table(s) and chair(s) in front of the screen with power outlets to service the projector, and laptop.  (May be provided in conjunction with A/V rental.)  Laptops will be provided by user.   
-  One (1) High Speed Internet line (DSL or equivalent), to be provided by the hotel for 23 May 06 (Tuesday) only.
-  Teardown:  25 May 06 (Thursday) after 5:00 pm.
-  The room may be converted for breakout sessions if applicable. 

2.2    Conference Administrative Center:  This room will be used as the DCMA command office for administrative matters.

Daily Room Usage Fee   $        x   5 Days   =   $     .

-  Exclusive use is required on 22 May 06 (Monday) through 26 May 06 (Friday), on a 24-hour basis.
-  Setup:  22 May 06 (Monday) by 9:00 AM.
-  The room MUST be close to the General Session Conference Room.

-  Phones will be limited to in-hotel calls only.   

-  One (1) High Speed Internet line (DSL or equivalent), to be provided by the hotel.

-  Power outlets to service two (2) computers, one (1) printer. 
-  Teardown:  26 May 06 (Friday) after 12:00 PM (noon).
2.3    Registration / Administrative Area:  This area will be set up as a registration desk.
Daily Usage Fee   $        x   2 Days   =   $     .

-  The contractor shall provide a foyer or comparable area set up as a registration desk from 4:00 PM – 7 PM on 22 May 06 (Monday) and 7:00 AM – 8:00 AM on 23 May 06 (Tuesday)             
-  Setup:  22 May 06 (Monday by 2:00 PM)
-  The Registration Area should be located adjacent to the General Session Conference Room and the Conference Administrative Center.
-  Provide two (2) - 3’ x 8’ tables and four (4) chairs.
-  Teardown:  23 May 06 (Tuesday) after 8:00 AM.             

2.4    Breakout Meeting Rooms:  These rooms will be used for small group discussions.

Conference Breakout 23 May 06 (Tuesday), 12:30 PM to 4:00 PM
-  One (1) room for 70 people.

-  One (1) High Speed Internet line (DSL or equivalent), to be provided by the hotel.
-  Setup:  23 May 06 (Tuesday), 12:00 PM.
-  Teardown:  23 May 06 (Tuesday), after 4:30 PM.


Daily Room Usage Fee   $        x   1 Day   x   1 Room   =   $     .

Conference Breakouts 24 May 06 (Wednesday), 8:00 AM to 5:00 PM
-  Four (4) breakout areas are required to accommodate 50 people each.

-  Three (3) High Speed Internet lines (DSL or equivalent), to be provided by the hotel.

-  Setup:  24 May 06 (Wednesday) by 7:30 AM 
-  Teardown:  24 May 06 (Wednesday), after 5:00 PM.
Conference Breakout 25 May 06 (Thursday), 10:30 AM to 12:00 PM (noon).
-  Four (4) breakout areas are required to accommodate 50 people each.

-  Setup:  25 May 06 (Thursday), 10:00 AM

-  Teardown:  25 May 06 (Thursday), after 12:00 PM (noon).

Daily Room Usage Fee   $        x   2 Days   x   4 Rooms   =   $     .

2.5    Award Recognition Lunch:  
-  25 May 06 (Thursday), 12:00 PM (noon) to 2:00 PM
-  Setup:  25 May 06 (Thursday) by 11:30 AM.
-  Room to accommodate approximately 200 people.

-  Final headcount will not be provided until 24 hours before event.

-  Set up for banquet with a speaker.

-  DCMA should have sole use of this room from 11:30 AM – 2:30 PM the day of the luncheon.  
-  Teardown:  25 May 06 (Thursday) after 2:30 PM.
Daily Room Usage Fee   $        x   1 Day   =   $     .

2.6    Successful Practice Tables:  Grouping of tables located immediately outside of the General Session Conference Room (an open area) or in an area within close proximity.

-  25 May 06 (Thursday), 7:30 AM to 12:00 PM (noon).
-  Eight (8) 3’ x 8’ foot display tables with access to 100V AC power.
-  Setup:  25 May 06 (Thursday), by 6:30 AM.

-  Teardown:  25 May 06 (Thursday), after 12:00 PM (noon).
Daily Table Usage Fee   $        x   1 Day   x   8 Tables   =   $     .
Daily Area / Room Usage Fee   $        x   1 Day   x   1 Area / Room   =   $     .

3.0    Audio/Visual (A/V) Requirements (CLIN 0002):  Requirements for each room/meeting are outlined on Attachment (2) - the CLIN Spreadsheet.  Provide all costs on CLIN spreadsheet.  If items listed require additional equipment not listed on the spreadsheet in order to perform properly – please add the additional equipment to the spreadsheet (or on a separate document, ensuring the final total quote includes all items).  If you have a package that will fill our requirements, you may provide a package price.  In addition to the spreadsheet, please provide a copy of your A/V price list.
4.0    Food/Beverage Requirements (CLIN 0003):  Provide price per person (approximately 200 people).  Include service charges in the quote.  The contractor is required to provide the menu choices and prices offered for the morning and afternoon breaks, as well as, the sit-down lunch.  (If you have a package that will fill our requirements, you may provide a package price.)  Please provide an all inclusive “per person” price for each break and the sit-down lunch, to include beverages.  Final menu requirements will be coordinated separately by the DCMA Conference Project Officer.  
4.1    Morning Breaks:  To include a menu similar to:  coffee, juice, tea, water, pastries and fruit:
- 23 May 06 (Tuesday) from 8:45AM to 10:00 AM for approximately 200 people.
- 24 May 06 (Wednesday) from 9:30 AM to 10:00 AM for approximately 200 people.
- 25 May 06 (Thursday) from 8:45 AM to 9 AM for approximately 200 people.
4.2    Afternoon Breaks:  To include a menu similar to:  coffee, sodas, water, brownies, cookies, dry snacks such as pretzels, popcorn.
- 23 May 06 (Tuesday) from 2:00 PM to 3:00 PM for approximately 200 people.
- 24 May 06 (Wednesday) from 2:30 PM to 3:00 PM for approximately 200 people.

- 25 May 06 (Thursday) from 3:30 PM to 4:00 PM for approximately 200 people.

4.3    Award Recognition Lunch:   To include:  hot entrée, sides, salad, dessert, coffee, tea, and soft drink.
- 25 May 06 (Thursday), 12:00 PM (noon) to 2:00 PM for approximately 200 people.  Final headcount will not be provided until 24 hours before event.  Set up for banquet with a speaker.
5.0    Fees and Service Charges:  All fees including, but not limited to:  setup, takedown, labor, and service charges must be included in the quote.  As a Defense agency, DCMA is tax exempt.

6.0    Attendee Hotel Rooms:  Billeting costs will be borne by the personnel attending the conference.

-  A minimum of 200 rooms will be blocked for individual attendees to make reservations against, no higher than the government per diem rate.  (See below chart for breakdown of estimated rooms required for the nights of  22 - 25 May 06)
Hotel Rate:  $     /night
	
	22 May
	23 May
	24 May
	25 May

	# rooms      
	197
	197
	197
	100


-  Arrivals will start 22 May 06 (Monday) and departures will end on 26 May 06 (Friday).

-  The Hotel must hold a block of at least 197 rooms until 22 May 06, fourteen (14) days prior to the conference, for DCMA registration to ensure all conference attendees have the opportunity to reserve rooms.  On 15 May 06, seven (7) days prior to the conference, we will reduce our block to 10 “unbooked” rooms unless entire number of rooms is already booked.  On 19 May 06, three (3) days prior to the conference, all rooms will be released.

-  Rooms shall be available to accommodate non-smokers, smoking and disabled.

-  Late check-in and check-out must be available for special cases without penalty.

-  The hotel must comply with the “Hotel and Motel Fire Safety Act of 1990 (PL101-391).”

7.0    Airport Shuttle/Free Local Shuttles/Easy Access to Mass Transit.  **This is not a requirement, but may become a determining factor when comparing quotes that are comparable.
8.0    Social Events:  FOR INFORMATIONAL PURPOSES ONLY.  Although the contract DOES NOT include any social events, the hotel must be able to accommodate the following:  

8.1    No-Host Ice Breaker:  Approximately 150 people.  No-Host evening social in hotel bar/restaurant areas on 22 May 06 (Monday) from 4:00 PM to 7:00 PM.
* DO NOT include this cost as part of your quote.  All social events will be paid for outside of the contract, as arranged by the DCMA Conference Project Officer.  This includes room rental and audio visual requirements.
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