PA Department of Transportation (PennDOT)
Center for Program Development and Management (Program Center)

MEETING REQUIREMENTS

2018 Planning Partners’ Annual Meeting (State College Area)

1. Event Dates:

A. The vendor shall accommodate the meeting requirements herein for a three-day event in the following timeframe: October 22-24, 2018.  All three days of this event shall be a business day (i.e. Monday through Friday).

2. Lodging:

A. The vendor shall be in the State College area.
B. The vendor shall reserve a block of guest rooms (single or double occupancy) as follows:
	Night of Day 1
	140 Rooms

	Night of Day 2
	140 Rooms



C. All quantities are estimated. The number of guest rooms needed may be more or less.  Approximately 70 of the blocked rooms will be paid through the Commonwealth of Pennsylvania Purchase Order process.  The remaining rooms will be paid through individual means.
D. The lodging rate must be equal to or lower than the established by the General Services Administration.  The rate is valid for a single or double occupancy.  
E. All rooms must be accessible through an indoor corridor.  No rooms should be accessible from the hotel’s exterior.
F. Reservations will be made by:
a. A rooming list for all PennDOT employees.
i. The Event Coordinator designated by PennDOT will provide a rooming list to the vendor one (1) month before the arrival date with the lodging count.
ii. PennDOT retains the right to modify and submit a final rooming list to the vendor two (2) weeks 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 are not permitted.

b. Individuals who are non-Commonwealth employees.
i. Individuals will contact the hotel directly to reserve a guest room.  These individuals will be responsible for guest room, applicable tax, and incidental charges.  
G.  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. 
H. The Commonwealth of Pennsylvania is not subject to any tax imposed by local government.  The state occupancy tax does apply to guest rooms.  
a. A blanket tax exempt form will be provided to the vendor.
b. Occupancy tax should be included in the submitted room rate.
I. A flexible, late checkout of 1:00 pm may be made available on the final day of the meeting.
J. At least two (2) guest rooms shall be in compliance with the Americans with Disabilities Act (ADA).

3. Meeting Rooms :

General Session Meeting Room
A. The meeting room shall be reserved from 7:00 am to 5:00 pm on Day 2 and from 7:00 am to 1:00 pm on Day 3. 
B. One (1) meeting room shall accommodate approximately 150 people comfortable in a round-table style setup with a clean tablecloth on each table.
a. The vendor shall provide water pitchers and glasses, mints, tablets, and pens on each table each day free of charge.
C. A riser shall be provided at no cost in the front of the meeting room to include:
a. One (1) head table to accommodate six (6) people with three (3) tabletop microphones with a clean tablecloth.
b. One (1) podium with a microphone.
c. The vendor shall provide water pitchers and glasses, mints, tablets, and pens on the head table for each day free of charge.  
D. One (1) large screen (approximately 14’x14’) shall be provided at no cost in the front of the meeting room and visibility shall not be obstructed.  
E. One (1) small equipment table with a clean tablecloth shall be provided at no cost in the front of the meeting room near the large screen.  
F. Two (2) wireless microphones on stands shall be provided at no cost in aisles between tables.
G. One (1) table shall be placed in the rear of the meeting room with two (2) chairs for the Event Coordinator and designated PennDOT employee.
H. The vendor shall arrange for a sound system appropriate for the size of the room.
I. Wall space shall be available for posting flipchart paper.   
J. Heating, ventilation, and air conditioning systems shall be easily maintained and controlled within the meeting room.
K. Adjustable lighting shall be available within the meeting room.
L. All chairs shall have padded seat and back cushions.
M. Visibility in the room shall not be obstructed by posts.
N. Restrooms shall be located near the meeting room and shall be ADA compliant.
O. The vendor shall take reasonable steps to prevent such noise of any kind and level, which would interfere with the normal conduct of the meeting.   
P. Ample power strips, network cables, and extension cords shall be free of charge.  All exposed cords shall be properly covered to prevent accidents.
Q. The meeting room shall be ADA compliant and ADA accessible.
R. Wired internet service shall be free of charge.
S. The meeting space shall be free of charge.
T. Audio/visual (A/V) equipment is considered an incidental and should be included in the meeting room rate submission.

Breakout Rooms 
A. Two (2) breakout rooms shall be reserved from 11:00 am to 5:00 pm on 
Day 1, 7:00 am to 5:00 pm on Day 2, and from 7:00 am to 1:00 pm on Day 3.  
B. [bookmark: _GoBack]Each breakout room shall accommodate approximately 40-60 people each comfortably in a round-table style setup with a clean tablecloth on each table. 
a. The vendor shall provide water pitchers and glasses, mints, tablets, and pens on each table for each day free of charge.
C. One (1) podium with a microphone shall be available in each breakout room. 
D. One (1) screen (approximately 8’x8’) shall be available in each breakout room and visibility shall not be obstructed.
E.  One (1) small equipment table with a clean tablecloth shall be provided near the screen in each breakout room.
F. One (1) table shall be placed in the rear of each breakout room for handout materials.
G. The vendor shall arrange for a sound system appropriate to the size of the meeting room.
H. Wall space shall be available for posting flipchart paper.
I. Heating, ventilation, and air conditioning systems shall be easily maintained and controlled within the breakout room.
J. Adjustable lighting shall be available within the breakout room.
K. All chairs shall have padded seat and back cushions.
L. Visibility in the room shall not be obstructed by posts.
M. Restrooms shall be located nearby the breakout room and shall be ADA compliant.
N. The vendor shall take reasonable steps to prevent such noise of any kind and level, which would interfere with the normal conduct of the meeting.  
O. Ample power strips, network cables, and extension cords shall be free of charge.  All exposed cords shall be properly covered to prevent accidents.
P. The meeting room shall be ADA compliant and ADA accessible.
Q. Wired internet service shall be free of charge.
R. The meeting space shall be free of charge.
S.  AV equipment is considered an incidental and should be included in the meeting room rate submission..

Office   
A. The vendor shall provide a lockable room to serve as the office.  The vendor may provide at least one (1) key to the Event Coordinator designated by PennDOT.	  
B. This room is to be reserved from 10:00 am on Day 1 until 2:00 pm on Day 3.  
C. The Office space shall be free of charge.

4. Registration Area:

A. The registration area shall be located outside of the general session meeting room.
B. The registration area is to be reserved form 12:00 pm on Day 1 until 1:00 pm on Day 3. 
C. The registration area shall consist of one (1) table with a clean tablecloth and two (2) chairs. 


5. Food Services:

A. The Event Coordinator designated by PennDOT will provide a headcount to the vendor one (1) month before the arrival date.
B. PennDOT retains the right to modify and submit a headcount to the vendor one (1) week prior to the arrival date without penalty. 
C. Cost of catering must per charged per person attending event. 

Day 1

Coffee Service
A. The vendor shall provide coffee service for an estimated 140 people on Day 1 from 12:30 pm to 5:00 pm. 
B. The coffee service station shall be in a location near the meeting room (separate from the meeting room) on a table with a clean tablecloth.   
		
		Evening Reception
A. The vendor shall provide lite refreshment for a reception for an estimated 140 people in a banquet room on Day 1.
a. The reception shall be from 5:00 pm to 7:00 pm.
b. The banquet room shall be set up with round tables and clean tablecloths. 
c. One (1) podium with a microphone shall be free of charge. 
d. The menu shall consist of but not limited to:
i. Sliced fresh seasonal fruit and vegetables
ii. Cubed cheese and crackers
iii. Three hot hors’douvres
e. Heating, ventilation, and air conditioning systems shall be easily maintained and controlled within the banquet room.
f. Adjustable lighting shall be available within the banquet room.
g. Restrooms shall be located nearby the banquet room and shall be ADA compliant.
		DAY 2

Coffee Service
A. The vendor shall provide coffee service for an estimated 140 people on Day 2 from 7:30 am to 5:00 pm. 
B. The coffee service station shall be in a location near the meeting room (separate from the meeting room) on a table with a clean tablecloth.

		Breakfast
A. The vendor shall provide a hot breakfast buffet for an estimated 140 people in a banquet room (separate from the meeting room) on Day 2.
a. The breakfast shall be from 7:00 am to 8:00 am.
b. The banquet room shall be set up with round tables with clean tablecloths. 
c. Heating, ventilation, and air conditioning systems shall be easily maintained and controlled within the banquet room.
d. Adjustable lighting shall be available within banquet room.
e. Restrooms shall be located nearby the banquet room and shall be ADA compliant.
f.  The menu shall consist of but not limited to:
i. A selection of juices
ii. Sliced fresh seasonal fruit
iii. Fresh farm scrambled eggs
iv. Home fries
v. Breakfast sausage, ham and/or bacon
vi. Assorted breakfast breads, pastries, butter preserves and cream cheese
vii. Regular and decaffeinated coffee and assorted tea

Morning Break
A. The vendor shall provide a morning break for an estimated 140 people in a location near the meeting room (separate from the meeting room) on 
Day 2.
a. The morning break shall be served from approximately 10:00 am to 12:00 pm.
b. The menu shall consist of but not limited to:
i. Assorted breakfast breads, pastries, butter, preserves and cream cheese
ii. Sliced fresh seasonal fruit
iii. Bottled water
iv. A selection of juices
v. Regular and decaffeinated coffee and assorted tea

Lunch
The vendor shall provide a cold lunch buffet for an estimated 140 people in a banquet room (separate from the meeting room) on Day 2. 
c. The lunch shall be from 12:00 pm to 1:00 pm
d. The banquet room shall be set up with round tables and clean tablecloths.
e. Heating, ventilation and air conditioning systems shall be easily maintained and controlled within the banquet room.
f.  Adjustable lighting shall be available within the banquet room.
g. Restrooms shall be located nearby the banquet room and shall be ADA compliant.
h. The menu selection shall consist of but not limited to:
i. Fresh green tossed garden salad with a selection of dressings
ii. Grilled chicken or some kind of chicken dish
iii. Pasta bar with a choice of two (2) pastas
iv. Variety of sauces to accompany the pasta, including one vegetarian selection
v. Selection of breads and rolls including butter
vi. Variety of dessert items
vii. Water, iced tea, and soda
viii. Regular and decaffeinated coffee and assorted hot tea

Afternoon Break 
A. The vendor shall provide an afternoon break for an estimated 140 people on a location near the meeting room (separate from the meeting room) on
Day 2.
a. The afternoon break shall be served from approximately 2:30 pm to 4:00 pm.
b. The menu shall consist of but not limited to:
i. A selection of cookies
ii. A selection of cheeses with crackers
iii. A selection of chips and pretzels
iv. Sliced fresh seasonal fruit
v. Bottled water
vi. Soda
vii. Regular and decaffeinated coffee and assorted hot tea
Day 3

Coffee Service
A. The vendor shall provide coffee service for an estimated 140 people on Day 3 from 7:30 am to 12:00 pm. 
B. The coffee service station shall be in a location near the meeting room (separate from the meeting room) on a table with a clean tablecloth.

		Breakfast
A. The vendor shall provide a hot breakfast buffet for an estimated 140 people in a banquet room (separate from the meeting room) on Day 3.
a. The breakfast shall be from 7:00 am to 8:00 am.
b. The banquet room shall be set up with round tables with clean tablecloths. 
c. Heating, ventilation, and air conditioning systems shall be easily maintained and controlled within the banquet room.
d. Adjustable lighting shall be available within banquet room.
e. Restrooms shall be located nearby the banquet room and shall be ADA compliant.
f.  The menu shall consist of but not limited to:
i. A selection of juices
ii. Sliced fresh seasonal fruit
iii. Fresh farm scrambled eggs
iv. Home fries
v. Breakfast sausage, ham and/or bacon
vi. Assorted breakfast breads, pastries, butter preserves and cream cheese
vii. Regular and decaffeinated coffee and assorted tea

	Morning Break
A. The vendor shall provide a morning break for an estimated 140 people in a location near the meeting room (separate from the meeting room) on 
Day 3.
a. The morning break shall be served from approximately 10:00 am to 12:00 pm.
b. The menu shall consist of but not limited to:
i. Assorted breakfast breads, pastries, butter, preserves and cream cheese
ii. Sliced fresh seasonal fruit
iii. Bottled water
iv. A selection of juices
v. Regular and decaffeinated coffee and assorted tea

Lunch
A. The vendor shall provide a cold lunch buffet for an estimated 140 people in a banquet room (separate from the meeting room) on Day 3. 
a. The lunch shall be from 12:00 pm to 1:00 pm
b. The banquet room shall be set up with round tables and clean tablecloths.
c. Heating, ventilation and air conditioning systems shall be easily maintained and controlled within the banquet room.
d.  Adjustable lighting shall be available within the banquet room.
e. Restrooms shall be located nearby the banquet room and shall be ADA compliant.
f. The menu selection shall consist of but not limited to:
i. Soup du jour
ii. Three prepared salads
iii. Variety of cold cuts and breads
iv. Variety of cheeses
v. Relish tray
vi. Variety of dessert items
vii. Water, iced tea, and soda
viii. Regular and decaffeinated coffee and assorted hot tea

6. Parking:

A. Adequate, free parking shall be available for approximately 140 people attending the meeting.

7. Copying/Faxing:
A. The vendor shall provide document copying free of charge.
a. The Event Coordinator designated by PennDOT is the only authorized personnel to request this service.

8. Master Account:
A.	PennDOT will be the primary name on the master account.
B. Charges to the master account shall not exceed the negotiated bid amount.
C. PennDOT shall only be charged for services rendered.
D. The vendor shall not provide services outside of the meeting requirements without prior approval by the Event Coordinator designated by PennDOT.
a. PennDOT will not be responsible for unauthorized charges.
E. The Event Coordinator designated by PennDOT is the only authorized person to request other services not specified in the meeting requirements.

9. Cancellation policy:
A. In the event of a cancellation of the original designated dates of the meeting, a cancellation shall be reported to the vendor one (1) month before the scheduled arrival date.  
B. PennDOT and the vendor may negotiate another meeting date.
C. PennDOT will not be responsible for the “lost revenue” if a cancellation occurs.

10. Miscellaneous:
A. PennDOT designates the following individual as the Event Coordinator:

				Ellen Sweeney, Administrative Officer
				Center for Program Development and Management
				PA Department of Transportation
				P.O. Box 3365
				400 North Street, 6th Floor
				Harrisburg, Pennsylvania  17105-3365
				T:	717.787.2913
				F:	717.787.5247
				E:	ellsweeney@pa.gov

In the event Ellen Sweeney is no longer designated as the Event Coordinator, the Bureau Director of the Program Center may designate another Event Coordinator. 	
B. Commonwealth personnel are restricted from signing contractual agreements by the vendor that may hold PennDOT legally bound.
a. Commonwealth personnel may sign off on banquet event orders or any other non-binding agreement related to the coordination of the meeting.  
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