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	Purpose

	This document describes the minimum requirements for the Department of Banking and Securities all-staff meeting Bid. All line items must be completed for a valid bid.  If the line item document is not completed fully and accurately the bid will be rejected.  The items required will be described below and again in the line item section. 

	Event Description

	The Department of Banking and Securities is planning an all-staff meeting April 5th, 2018.  The conference will last 1 day.  Two rooms will be required, each accommodating up to 200 guests and must be ADA compliant.  One room for the meeting/breakfast and one room to accommodate lunch.  There will be a continental breakfast and a buffet style luncheon.  Final numbers will be provided to the vendor within 72 hours of the conference date.



	Access

	The vendor will provide a minimum of 200 free parking spaces with limited or no steps to/within the facility.  This facility must be located within a 3-mile radius of 17 N 2nd Street, Harrisburg, PA, 17101.  

	Main Meeting Room Requirements

	The agency will require a main meeting room on April 5th, 2018 from approximately 7:00 am to 5:00 pm. The reserved room should be able to accommodate up to 200 guests sitting at round tables accommodating at a minimum 6 guests per table.  The vendor will have the capability of providing audio/visual equipment to meet the following needs: Podium, wireless microphones (at least 3), audio mixer, projector and screens positioned for unobstructed view in all rooms, audio capability for presentations requiring sound, high-speed internet connection with maximum bandwidth for uninterrupted service.  

	Continental Breakfast Requirements

	The vendor will provide a continental breakfast with round tables to accommodate up to 200 guests with a minimum of 6 guests per table.  The breakfast should include a coffee and tea station, and various pastries/bagels/fresh fruit options on April 5th, 2018 from approximately 7:30 am to 8:30 am. 

	Lunch Requirements

	The vendor will provide a buffet style luncheon with round tables to accommodate up to 200 guests with a minimum of 6 guests per table. The lunch should include hot and cold beverages with a main hot entrée accompanied by side dishes, and assorted desserts on April 5th, 2018 from approximately 12:00 pm to 1:00 pm.



