SPECIFICATIONS
I.
SCOPE OF WORK:
The Department of Environmental Protection (DEP), Bureau of Point and Non-Point Source Management, requires a contractor to handle logistics for workshops for municipal and township officials responsible for ensuring their community is in compliance with federal requirements related to their Municipal Separate Storm Sewer System (MS4).  The officials may also bring their engineers, consultants, and/or solicitor to the workshops.  This training is not intended for drinking water or wastewater treatment system operators, nor will the training be eligible for Operator Certification continuing education credits.  DEP Central Office and Regional Office staff will also be in attendance.

The eight (8) workshops will consist of two (2) rounds of training sessions held at four (4) locations for each round.  Each training session will last one (1) day, with no more than 100 attendees per session.  If session one (1) becomes full, the second session will be held the day immediately following session one (1), at the same location.  Each session will last five (5) hours, starting at 9:00 a.m. and ending at 3:30 p.m., with a one (1)-hour lunch and two (2) breaks.  Registration will begin at 8:30 a.m.

All eight (8) workshops shall be within a five (5) – ten (10)-mile radius of the cities listed below.  Locations and dates for the first round of sessions will include:
· North of Pittsburgh (Cranberry area) – February 25, 2015 and/or February 26, 2015
· Harrisburg – February 10, 2015 and/or February 11, 2015
· Montgomery County/Pottstown – February 18, 2015 and/or February 19, 2015
· Wilkes-Barre – February 12, 2015 and/or February 13, 2015 
Locations and dates for the second round of sessions will include:

· North of Pittsburgh (Cranberry area) – April 1, 2015 and/or April 2, 2015
· Quakertown – March 17, 2015 and/or March 18, 2015
· Lancaster – March 19, 2015 and/or March 20, 2015
· Wilkes-Barre – March 25, 2015 and/or March 26, 2015
The schedule for each training session is as follows:

1-Day Session

	Day 1

8:30 – 9:00: Registration

9:00 – Noon: Training

Noon – 1:00: Lunch

1:00 – 3:30: Training




All eight (8) workshops shall be conducted as scheduled.  The only acceptable justification for rescheduling a workshop shall be inclement weather.  All workshops must be completed prior to April 15, 2015.

II.
CONTRACT REQUIREMENTS:
A.
Personnel Time:  Personnel time necessary to accomplish the following tasks:

· Advertisement of the workshops, mailings, etc.
· Finding the venue, contracting with the venue, and all negotiations with the venue.
· Registration of attendees and confirmation of attendance notification.
· Scheduling a second session, if necessary.
· Managing the registration table during the workshop.
· Troubleshooting problems at the site which may occur during the workshop.

B.
Supplies:  Provide all supplies necessary to accomplish tasks.  Examples include office supplies and postage.

C. 
Travel:  Personnel travel costs shall include, but not be limited to, the following:
· Travel to and from site venue to inspect facilities where workshops will be held.
· Travel to and from meetings with DEP to coordinate and plan workshops.
· Travel to and from site venue on day of workshops.
III.
MEETING REQUIREMENTS:

A. 
Parking:  Free on-site parking shall be available for all training attendees.

B. 
Special Accommodations: Accommodations for persons with disabilities shall be 

available at all times.  Persons with disabilities include, but are not limited to, persons 

using wheelchairs, low vision or no vision and hearing impairments.

C. 
Meeting Room:
· Provide one (1) large meeting room for the length of the training session that shall comfortably accommodate up to one hundred (100) attendees, plus DEP Instructors, in a classroom style seating with rectangular tables.
· Tables shall be located in the back of the meeting room for breaks.
· Posts, columns/pillars, etc. shall not obstruct visibility in the meeting room.

· The room shall be free of noises of a kind and level that would interfere with normal conduct of meetings.

· Restrooms shall be within a reasonable distance to the meeting room.

· The meeting room and restrooms shall be cleaned daily.

· The meeting room shall be able to be locked so that equipment can be left overnight, if necessary, or a room shall be designated for locked storage of equipment.

· The meeting room shall be available for entire training session.


The room shall be equipped with the following:
· Heating, ventilation and air conditioning systems, which can be maintained or controlled within the meeting room.  Ventilation shall be such that air is fresh-smelling and free of odors.

· Adjustable lighting.

· Wired internet connection with a minimum of 15 mb/s download and 5 mb/s upload.
· Wireless internet connection with a minimum of 15 mb/s download and 5 mb/s upload.

· One (1) podium with microphone.
· One (1) table at the front of the meeting room for DEP staff to place AV equipment and presentation materials.
· A minimum of one (1) rectangular table (approximately six feet (6’) in length) with tablecloth, skirt and two (2) chairs either in the back of the meeting room, or outside of the meeting room for registration and materials. Registration area shall be available for entire training session.

· Tables in the meeting room shall have tablecloths and be capable of comfortably accommodating one-hundred (100) attendees in classroom style.

· Drinking glasses and water pitchers shall be provided.  Water pitchers shall be refilled on an as-needed basis.

· Carpeting which is free of tears/loose seams.

· Ample electrical outlets and extension cords.

· Recycling receptacle, in addition to wastebaskets.  Wastebaskets and recycling receptacle shall be emptied daily or as-needed.

· Additional chairs shall be provided on an as-needed basis.

· Walls which are free from physical defects and stains.


D.
Equipment Needs:

Meeting room shall contain the following equipment:

· One (1) projection screen in good condition with no rips or marks.

· A minimum of one (1) wireless microphone.
· All equipment shall be in good working condition and not more than ten (10) years old.

E. 
Meal Requirements:
· Lunch shall be served on-site, in a banquet room separate from the meeting room.  The banquet room shall be located near the assigned meeting room.  Coffee (regular and decaf), tea (regular and decaf) and juice shall be provided in the meeting room at 10:00 a.m.  Coffee (regular and decaf), tea (regular and decaf) and soda (regular, diet, and caffeine-free) shall be provided in the meeting room at 2:30 p.m.
· Styrofoam and plastic utensils are not acceptable.  Lunch shall be served in cups and on plates that are reusable (i.e., china, stoneware, etc.)

· Contractor is required to accommodate individual requests for special diets (vegetarian, diabetic, kosher, etc.).  Arrangements shall be made two (2) weeks prior to the training to finalize meal selections with a final headcount provided seventy-two (72) hours prior to the training.

IV.
RECYCLING REQUIREMENTS:

The Contractor shall:

· Plan the function so that the volume of waste shall be reduced to the greatest extent feasible.

· Utilize, to the greatest extent feasible, products, packaging and other materials that are made from recycled materials.

· Ensure, to the greatest extent feasible, that there are clearly marked containers for the collection of recyclable items by working with the establishment where the function is held.
· Coordinate with local recycling programs or municipal or county recycling coordinators.
· Undertake the collection, transportation, processing and marketing of the materials itself.
· Enter into contracts with other persons for collection, transportation, processing and marketing of the materials.

V.
EXCESS PREPARED FOOD PROVISION:


The Contractor agrees to make a good faith effort to donate to a nonprofit organization for 
ultimate free distribution to needy individuals, any wholesome food or grocery products fit for 
human consumption that are not consumed at the Commonwealth function.  A good faith effort 
includes, but is not limited to, contacting one (1) or more of the entities appearing on the 
referral listing maintained by the Department of Agriculture.  Updated lists may be obtained by 
contacting the Bureau of Government Donated Food at 1-800-468-2433 or by sending a request 
to:


Department of Agriculture


Room 401, Agriculture Building


2301 North Cameron Street


Harrisburg, PA  17110-9408

Contractor is hereby put on notice that liability shall not attach if the Contractor complies with 42 Pa. C.S 8338.
VI.
CONTRACT TERM:
The contract shall commence upon execution and terminate April 15, 2015.  Further, the parties may agree to renew this contract for up to four (4) additional consecutive annual terms, upon the same terms and conditions set forth in the original contract, pending availability of funds.  Price increase will be negotiable for each renewal term.  The Contractor shall provide DEP at least ninety (90) days’ written notice of intention to renew.

The DEP reserves the right to cancel any scheduled training session due to inclement weather, budgetary constraints, or convenience, in accordance with Commonwealth Terms and Conditions V.25-023.1a.  DEP shall provide twenty-four (24) hours’ notice to Contractor if training session is to be cancelled or rescheduled.  DEP will make every effort to reschedule and hold training prior to the end of the current contract term.

VII.
PRICING:

Applicable taxes, gratuity, and any miscellaneous charges SHALL be included as part of line item price.  A separate line item for any of these charges will not be accepted. 


Do not include Sales Tax. The Commonwealth is tax exempt.

VIII.
BID AWARD:
The contract will be awarded on a eight (8) workshop lump sum basis and to the lowest responsive and responsible bidder meeting all specification requirements.
Estimated Quantities: Quantities herein are estimated only and may increase or decrease in accordance with the needs of the DEP.
IX.
PAYMENT TERMS:
Contractor shall submit an invoice to the Comptroller for payment upon completion of training session.  In addition, Contractor shall submit an itemized invoice to DEP, Bureau of Point and Non-Point Source Management, 11th Floor, Rachel Carson State Office Building, P.O. Box 8774, Harrisburg, PA  17105-8774.
NOTE:  Bids are to be submitted electronically, ONLY, prior to the closing date and time.

Any questions concerning the technical aspects of this bid should be directed to Veronica Kasi at (717) 772-4053.  Questions concerning the contract or bidding procedures should be directed to Stella Molinares at (717) 783-9465.
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