[bookmark: _GoBack]PA Department of Transportation (PennDOT)
MEETING REQUIREMENTS
2018 PennDOT Foreman Training Academy Session 1
2018 PennDOT Foreman Training Academy Session 2
2018 PennDOT Assistant Highway Maintenance Manager Academy (AHMM) 
2018 Highway Maintenance Manager 101 (HMM 101)

I. Event Dates:
A. The vendor shall accommodate the meeting requirements herein for the following timeframes:
a. PennDOT Foreman Training Academy (FTA) Session 1
i. Monday, March 12, 2018 – Friday, March 16, 2018
ii. Monday, March 26, 2018 – Friday, March 30, 2018
iii. Tuesday, April 10, 2018 – Thursday April 12, 2018
b. Highway Maintenance Manager 101 (HMM 101)
i. Tuesday, April 24, 2018 – Thursday, April 26, 2018  
c. PennDOT Foreman Training Academy (FTA) Session 2
i. Monday, September 10, 2018 – Friday, September 14, 2018
ii. Monday, September 24, 2018 – Friday, September 28, 2018
iii. Tuesday, October 10, 2018 –Thursday, October 12, 2018
d. Assistant Highway Maintenance Manager Academy (AHMM) 
i. Monday, October 22, 2018 – Friday, October 26, 2018
ii. Monday, November 5, 2018 – Friday, November 9, 2018 
II. Award:
This will be a multiple award made to the lowest bidder by lot. The purpose of the multiple award is to allow flexibility in booking for possible bidders
a. PennDOT Foreman Training Academy (FTA) Session 1
i. Line items 1 through 6 (FTA Session 1)
b. Highway Maintenance Manager 101 (HMM 101)
i. Line items 7 and 8 (HMM 101)
c. PennDOT Foreman Training Academy (FTA) Session 2
i. Line items 9 through 14 (FTA Session 2)
d. Assistant Highway Maintenance Manager Academy (AHMM) 
i. Line items 15 through 18 (AHMM)
III. Lodging:
A. The vendor shall be in the Harrisburg area.
B. The vendor shall reserve a block of guest rooms (single or double occupancy) as follows:
	Lot
	Line
	Event
	Date
	Rooms

	1
	1
	FTA Session 1
	March 11, 2018
	5 Per Night

	
	2
	FTA Session 1
	March 12 – March 15, 2018
	25 Per Night

	
	3
	FTA Session 1
	March 25, 2018
	5 Per Night

	
	4
	FTA Session 1
	March 26 – March 29, 2018
	25 Per Night

	
	5
	FTA Session 1
	April 9, 2018
	5 Per Night

	
	6
	FTA Session 1
	April 10 – April 11, 2018
	25 Per Night

	2
	7
	HMM 101
	April 23, 2018
	5 Per night

	
	8
	HMM 101
	April 24 – April 25, 2018
	20 Per night

	3
	9
	FTA Session 2
	September 9, 2018
	5 Per Night

	
	10
	FTA Session 2
	September 10 –September 13, 2018
	25 Per Night

	
	11
	FTA Session 2
	September 23, 2018
	5 Per night

	
	12
	FTA Session 2
	September 24 – September 27, 2018
	25 Per Night

	
	13
	FTA Session 2
	October 9, 2018
	5 Per Night

	
	14
	FTA Session 2
	October 10 – October 11, 2018
	25 Per Night

	4
	15
	AHMM 
	October 21, 2018
	5 Per Night

	
	16
	AHMM 
	October 22 – October 25, 2018
	20 Per Night

	
	17
	AHMM 
	November 4, 2018
	5 Per Night

	
	18
	AHMM 
	November 5 – November 8, 2018
	20 Per Night



C. All quantities are estimated. The number of guest rooms needed may be more or less.
D. The lodging rate must be equal or lower to than the rate established by the General Services Administration. The rate is valid for single or double occupancy.
E. Reservations will be made by:
i. A room list for all PennDOT employees.
(a) The Travel Coordinator designated by PennDOT will provide a rooming list to the vendor twenty-one (21) days before the arrival date with the lodging count.
(i) The designated travel coordinator information will be provided to the awarded vendor upon receipt of the final Purchase Order.
ii. PennDOT retains the right to modify and submit a final rooming list to the vendor fourteen (14) days prior to the arrival date without penalty.
iii. PennDOT retains the right to cancel individual reservations 24 hours prior to the arrival date without penalty.
iv. Advance deposits or credit card holds are not permitted.
F. Individuals who are non-Commonwealth employees will contact the hotel directly to reserve a guest room. These individuals will be responsible for guest room, applicable tax, and all incidental charges.
G. Commonwealth personnel are restricted from signing contractual agreements by the vendor that may hold PennDOT legally bound.
H. Hotel must be listed on the Commonwealth of Pennsylvania Preferred Lodging Guide.
I. Hotel must be located within a ten-mile (10) mile radius of the Materials and Testing Lab, 81 Lab Lane, Harrisburg PA 17110.
J. Lodging costs and the applicable tax for Commonwealth employees will be paid for by the Commonwealth. The individual will be responsible for all other incidental charges. The hotel is responsible for securing a form of payment for incidentals upon check-in.
K. The Commonwealth of Pennsylvania is not subject to any tax imposed by local government. The state occupancy tax does apply to guest rooms. 
a. 1.	One tax exempt form will be provided to the vendor to cover all PennDOT employees on overnight status.
L. A flexible, late checkout of 1:00 pm may be made available on the final day of the meeting.
M. At least two (2) guest rooms shall be in compliance with the Americans with Disabilities Act (ADA).
N. PennDOT designates the following Project Manager: Shannon Bilger 

IV. Parking:
A. Adequate, free parking shall be available.

V. Miscellaneous:
A. The Department reserves the right to inspect the premises prior to the award of the bid to ensure that all requests within the Statement of Work are met.
B. Any questions regarding this bid can be directed to the purchasing agent: Teresa Mack – thmack@pa.gov
