ANNUAL WORKERS’ COMPENSATION CONFERENCE

I. OBJECTIVE:
The Commonwealth of Pennsylvania, Department of Labor and Industry (DLI), Bureau of Workers’ Compensation (BWC) is seeking a supplier to provide meeting space, vendor exhibit space, event graphic displays, Audio Visual (AV) equipment, Wi-Fi services, food, beverages, and refreshments for its Annual Workers’ Compensation Conference.  The contracted supplier must be able to provide space to accommodate for up to 1400 members of Pennsylvania’s workers’ compensation community. 

II. CONTRACT TERM:
The term of the contract shall be five (5) Years and will begin on the start date and will end May 28, 2032.  Award of a contract is not a guarantee of work.  No work can be performed without the issuance of a Purchase Order (PO). 
Conferences are a three-day event; the dates are:
	May 31, 2028 – June 2, 2028
	May 30, 2029 – June 1, 2029
	May 29, 2030 – May 31, 2030
	May 28, 2031– May 30, 2031
	May 26, 2032 – May 28, 2032

III. BWC RESPONSIBILITIES:

a. BWC will notify the contracted supplier of the exact count of attendees in writing five (5) working days prior to the first date of each conference.  
b. The event format is outlined in the Specifications section of this statement of work.  The proposed format for the meeting may be subject to change at the sole option of BWC.  In the event there are changes to the event format, BWC will notify the awarded supplier in writing no less than 30 days prior to the first day of the annual conference. 
c. The Commonwealth of Pennsylvania will only pay for the exact count of attendees. 
d. BWC will notify the contracted supplier no less than four weeks prior to the event of the meal selections. 


IV. SUPPLIER RESPONSIBILITIES:
General Requirements:
a. All meals and beverages to include gratuity and any fees and taxes.  Additional fees cannot be added after quote is accepted.
Rooms will be paid for by Commonwealth guests will be paid individually and separately through either Commonwealth Corporate Card or Agency Lodging Card.

Rooms for non-Commonwealth guests will be paid individually and separately.
b. Ample parking for attendees
c. No less than 500 overnight accommodations for attendees per night-The awarded contractor will only receive payment for rooms utilized.
d. Supplier’s facility must be located within a 30-mile radius of center city, Harrisburg.
e. Wi-Fi Internet Connection Wi-Fi daily dedicated bandwidth of at least 100Mbps during each conference.  The dedicated bandwidth is for use for unlimited devices, based off an estimated 1,400 attendees. 
f. Set up and tear down of meeting rooms, dining rooms, food and beverage, exhibit and registration booths/tables.
g. On site audio/visual equipment and technical assistance

V.  SPECIFICATIONS:
The contracted supplier will set up the conference venue as follows:
Day 1 (May 31, 2028, May 30, 2029, May 29, 2030, May 28, 2031, and May 26, 2032)
a. The contracted supplier will provide a maximum of 125 Exhibit spaces from 3:00 pm through the duration of the conference.
Each space will be 8’ x 10’ and include:  one 110v electric outlet, one 6’ table draped, draped side rails and back drop, two chairs, one trash can, one name sign 7” x 44”, to include booth number and company name.
b. 24-hour roaming security on the outside perimeter of the exhibitor space.
c. Commonwealth of Pennsylvania and American Flag, properly displayed, per flag etiquette-one placed on each side of the microphone. 
d. The contracted supplier will provide an Exhibit registration desk from 3:00 until 10:00 pm.
The Exhibit registration area requires a registration desk to be set up in the exhibit hall lobby area, two high-back stools placed with the registration desk and two message boards with push pins. 
e. The contracted supplier will provide storage space from 1:00 pm throughout the duration of the conference.  
Room with five (5) skirted tables set up around perimeter of walls for general boxed materials-approximately 100 boxes.  Table skirts will be of the same matching color.
f. The contracted supplier will provide a speaker meeting room from 3:00 pm to 10:00 pm with seating for 10 people.
g. The contracted supplier will provide a flatbed utility cart for use through the duration of the event. 

Day 2 and Day 3 (June 1, and 2, 2028, May 31, and June 1, 2029, May 30, and 31, 2030, May 29 and 30, 2031 and May 27, and 28, 2032)
a. The contracted supplier will provide two (4) speaker meeting rooms with seating to accommodate ten (10) people from 7:00 am to 10:00 pm.
b.  The contracted supplier will provide on-site technical support to assist with Audio/Visual and Communication Equipment.  
c.  The contracted supplier will provide four (4) walkie-talkies with radio band to convention support staff from 7:00 am until 5:30 pm.  

Day 2
Meeting Room 1 (General Session from 7:00AM to 5:30PM)
The contracted supplier will provide a general session meeting room with seating for 1,200 attendees.  The room shall include:
a. Two (2) standard 30” x 40 “easels set up outside the general session room.
b. Riser with table, chairs, water/drinking glasses on table to accommodate three people.  Commonwealth and American flags set up on either side of table on the riser.  One stand-alone podium off to the side of the riser.
c. The room shall have two (2) water cooler stations with disposable drinking cups for 1,400 attendees.
d. The contracted supplier will provide the following Audio/Visual and Communication Equipment:  One (1) wireless microphone-to be located with the stand-alone podium.  Two (2) tabletop microphones, and one (1) lavalier microphone.  Two (2) each of the following items:  5000 + Lumen LCD projector, skirted projection cart, and 10.5’ x 14’ fast fold projection screen with skirt and all cabling necessary for connectivity.  Additionally:  One (1) 6- Channel Mixer, laptop computer on riser with wireless remote, and direct wireless internet connection.
Meeting Rooms (4 break-out sessions rooms from 7:30AM to 5:30PM)
The contracted supplier will provide four (4) breakout rooms with theatre style seating for 300 attendees per meeting room. Each room shall include:
a. Riser with head table and chairs to accommodate six (6) people, stairs on each side of riser, Commonwealth and American flags set up on either side of table and riser.  One stand-alone podium beside the head table.
b. One (1) standard 30” x 40 easel set up outside each break-out room.
c. One (1) one water cooler station complete with drinking cups in each breakout room.
d. Skirted table at rear of each room for handouts.
e. The contracted supplier will provide the following Audio/Visual and Communication Equipment in each of the breakout rooms:  One (1) wireless microphone-to be located with the stand-alone podium (total 4).  Three (3) tabletop microphones (total 12), One aisle microphone in audience (4 total), and one (1) lavalier microphone (total 4).  One (1) each of the following items:  2600 + Lumen LCD projector, projector table with dual electrical outlets table, and projection screen with all cabling necessary for connectivity (4 total).  Additionally:  One (1) 10- Channel Mixer with seven audio sources per breakout room (total 4), one (1) laptop computer on riser with wireless remote and direct wireless internet connection (4 total). 
Attendee Registration Area
a. The contracted supplier will provide an attendee registration area from 6:00 am to 4:30 pm.
b. The attendee registration area must provide sufficient space behind registration tables in the lobby area for boxed materials and for staff to walk behind the tables and chairs and include:
1.  Four (4) 8-foot-long tables, with eight (8) chairs to be located along a wall in the main lobby area with approximately eight (8) registration line headers. BWC will provide header information. 
2. Three (3) 8-foot-long tables and three (3) chairs located in the attendee registration area,
3.  a water station, 
4. one (1) registration desk located in the attendee lobby area, 3 high-back stools placed above registration desk, and 
5.  five (5) standard 30” x 40” easels.  
c. Between 7:00 am until 5:30 pm one (1) additional table equipped with direct wireless internet connection set up for walk-in registrations to be located opposite of the main registration tables.

	Exhibit Space
a. The contracted supplier will provide space for maximum 125 exhibitors, each exhibit space will be:
1.   8 feet x 10 feet and include one 110-volt electrical outlet, 
2. one six (6) foot table draped, draped side rails and back drop, 
3. two (2) chairs, 
4. trashcan, and 
5. one name sign-7 inches’ x 44 inches, to include booth number and company name.
b. The contracted supplier will provide 24-hour roaming security outside the perimeter of the exhibitor function room.
c. The contractor will provide an announcement station area with wireless microphone for general announcements with a Commonwealth and American flag set up on side of the announcement station.
d. The contractor will provide a floor microphone from 7:00 am to 3:30 pm
 
Exhibit Registration Area
The contracted supplier will provide an exhibit registration desk with two (2) high back stools and two (2) message boards in the exhibit hall lobby from 6:00 am to 5:00 pm.
	
Storage Space/Room
Storage Room
Five (5) skirted tables set up around the perimeter of walls for general boxed materials.

MEALS AND REFRESHMENTS (DAY 2)
The contracted supplier will provide meals and refreshments for up to 1400 attendees as follows:
AM refreshments:  
a. The contracted supplier will provide morning refreshments beginning at 7:00 am until 9:15 am, and 10:30 am to 11:00 am.  Morning refreshments will consist of ice water, regular and decaffeinated coffees, hot teas, assorted juices, milk, assorted sodas, bottled water, bottled iced tea, scrambled eggs, smoked bacon, sausage patties, assorted cereals, fresh seasonal fruit, pastries and yogurt.
b. The contracted supplier will provide all appropriate cutlery and tableware.
c. The contracted supplier will supply seating and tables to accommodate 60 in the rear of the exhibit hall.  
d. The contracted supplier will supply and set up pedestal tables scattered throughout the refreshment area. 
e. The contracted supplier will not replenish food or drink after 11:00 am. 
PM Refreshments:
a. The contracted supplier will provide afternoon refreshments beginning at 3:00 pm until 3:30 pm.  Afternoon refreshments will consist of ice water, regular and decaffeinated coffees, hot teas, iced tea, assorted sodas, bottled water, cookies, chips, pretzels, and yogurt.
b. The contracted supplier will supply seating and tables to accommodate 60 in the rear of the exhibit hall.  
c. The contracted supplier will supply and set up pedestal tables scattered throughout the refreshment area. 
Lunch and Dinner:
The contracted supplier will provide lunch and dinner menus to BWC, no less than three-months prior to the conference for review and meal selections.  BWC will select the meal plan no less than one month prior to the annual conference start date.  
Lunch and Dining Hall
a. The contracted supplier will provide a dining hall to include sit-down style lunch from 12:15 pm until 1:45 pm.  
b. The dining hall will be set up to include:
1. Seating, tables, tableware, and cutlery to accommodate up to 1200 attendees.  
2. A riser with stairs on both sides, with a table and three (3) chairs set up on the riser, a stand-alone podium off to the side of the head table on riser, Commonwealth and American flag on either side of riser. 
3. Five (5) reserved tables closet to the riser should have “Reserved” place cards.  All tables should have stanchion on table.  

c. The contracted supplier will assign facility staff to monitor the banquet room doors and prohibit entry into the room by anyone not wearing an official conference name badge or identification.
Dinner– Dining Hall
a. The contracted supplier will provide dining hall to include a buffet style dinner from 5:00 pm until 7:00 pm.
b. The dining hall will be set up to accommodate up to 1,000 attendees and include:
1. Tables, seating, tableware, and cutler for up to 1000 attendees
2. A riser with stairs on both sides, with a table and three (3) chairs set up on the riser, a stand-alone podium off to the side of the head table on riser, Commonwealth and American flag on either side of riser. 

c. Five (5) reserved tables closet to the riser should have “Reserved” place cards.  All tables should have stanchion on table.  
d. The contracted supplier will assign facility staff to monitor the banquet room doors and prohibit entry into the room by anyone not wearing an official conference name badge or identification.  The facility staff will also count the number of guests and provide total number to conference coordinator.

Day 3 
Meeting Room 1 (General Session from 7:00AM to 2:00PM)
a. The contracted supplier will provide a general session meeting room with seating for up to 1,200 attendees and include:
1. Riser with table, chairs, water/drinking glasses on table to accommodate three people.  
2. Commonwealth and American flags set up on either side of table and riser.
3. One stand-alone podium beside the riser table, 
4. two (2) standard 30” x 40 “easels set up outside the general session room and 
5. two (2) water cooler stations complete with disposable drinking cups. 
b. The contracted supplier will provide the following Audio/Visual and Communication Equipment:  One (1) wireless microphone-to be located with the stand-alone podium.  Two (2) tabletop microphones, and one (1) lavalier microphone.  Two (2) each of the following items:  5000 + Lumen LCD projector, skirted projection cart, and 10.5’ x 14’ fast fold projection screen with skirt and all cabling necessary for connectivity.  Additionally:  One (1) 6- Channel Mixer, laptop computer on riser with wireless remote, and direct wireless internet connection.
Meeting Rooms (4 breakout rooms from 7:30AM to 12:00PM)
The contracted supplier will provide four (4) break-out rooms with theatre style seating for up to 300 attendees per meeting room and include:
a. Riser with head table, chairs, to accommodate for six (6) people stairs on each side of riser in each breakout room.  
b. Commonwealth and American flags set up on either side of table and riser.  
c. One stand-alone podium beside the head table in each room, 
d. one (1) standard 30” x 40 easel set up outside each break-out room, and 
e. (1) one water cooler station complete with drinking cups
f. Skirted table at rear of each room for handouts.
g. The contracted supplier will provide the following Audio/Visual and Communication Equipment in each of the breakout rooms:  One (1) wireless microphone-to be located with the stand-alone podium (total 4).  Three (3) tabletop microphones (total 12), One aisle microphone in audience (4 total), and one (1) lavalier microphone (total 4).  One (1) each of the following items:  2600 + Lumen LCD projector, projector table with dual electrical outlets table, and projection screen with all cabling necessary for connectivity.  Additionally:  One (1) 10- Channel Mixer with seven audio sources per breakout room (total 4), one (1) laptop computer on riser with wireless remote and direct wireless internet connection (total 4). 
Attendee Registration Area
a. The contracted supplier will provide an attendee registration area from 6:00 am to 12:00 pm.
b. The attendee registration area must provide sufficient space behind registration tables in the lobby area for boxed materials and for staff to walk behind the tables and chairs and include:
c. Four (4) 8-foot-long tables, with eight (8) chairs to be located along a wall in the main lobby area with approximately eight (8) registration line headers. BWC will provide header information. 
d. Three (3) 8-foot-long tables and three (3) chairs located in the attendee registration area, 
e. a water station, 
f. one (1) registration desk located in the attendee lobby area, 3 high-back stools placed above registration desk and 
g. five (5) standard 30” x 40” easels.

	Exhibit Space
a. The contracted supplier will provide space for up to 125 exhibitors, each exhibit space will be:
b. 8 feet x 10 feet and include: 
a. one 110-volt electrical outlet, 
b. one six (6) foot table draped, draped side rails and back drop, 
c. two (2) chairs, 
d. trashcan, and 
e. one name sign-7 inches’ x 44 inches, to include booth number and company name. All signs will be printed by the awarded contractor.
c. The contracted supplier will provide 24-hour roaming security outside the perimeter of the meeting area and exhibit function room.
d. The contractor will provide an announcement station area with wireless microphone for general announcements with a Commonwealth and American flag set up on side of the announcement station. 
e. The contractor will provide a floor microphone from 7:00 am to 1:00 pm
Exhibit Registration Area
The contracted supplier will provide an exhibit registration desk with two (2) high back stools and two (2) message boards with push pins in the exhibit hall lobby from 6:00 am to 1:00 pm.
	Storage Space/Room
Storage Room
Five (5) skirted tables set up around the perimeter of walls for general boxed materials.

MEALS AND REFRESHMENTS
The contracted supplier will provide meals and refreshments for 1400 attendees as follows:
AM refreshments:  
a. The contracted supplier will provide morning refreshments beginning at 7:00 am until 8:30 am, and 9:45 am to 10:15 am.  Morning refreshments will consist of ice water, regular and decaffeinated coffees, hot teas, assorted juices, milk, assorted sodas, bottled water, bottled iced tea, scrambled eggs, smoked bacon, sausage patties, assorted cereals, fresh seasonal fruit, pastries and yogurt.
b. The contracted supplier will provide all appropriate cutlery and tableware.
c. The contracted supplier will supply seating and tables to accommodate 60 in the rear of the exhibit hall.  
d. The contracted supplier will supply and set up pedestal tables scattered throughout the refreshment area. 
e. The contracted supplier will not replenish food or drink after 10:15 am. 
Lunch and Dining Hall
a. The contracted supplier will provide a dining hall to include sit-down style lunch from 11:30 am until 1:00 pm.  
b. The dining hall will be set up to include: 
a. Seating, tables, tableware and cutlery to accommodate up to 1400 attendees.  
b. A riser with stairs on both sides, with a table and three (3) chairs set up on the riser, a stand-alone podium off to the side of the head table on riser, Commonwealth and American flag on either side of riser. 
c. Five (5) reserved tables closet to the riser should have “Reserved” place cards.  All tables should have stanchion on table.  

a. The contracted supplier will assign facility staff to monitor the banquet room doors and prohibit entry into the room by anyone not wearing an official conference name badge or identification.

VI.  PAYMENT TERMS:
The contactor will invoice the Commonwealth after each conference is completed.  Mail invoices to:
	Commonwealth of Pennsylvania-Purchase Order Invoice	
	PO Box 69180
	Harrisburg, PA 17106
OR 	Email: ra-ob69180@pa.gov, Only one invoice per email submission.

Please send a courtesy copy of the invoice to:
	Rachel Werner, Conference Coordinator, Administrative Division
	Bureau of Workers’ Compensation 
651 Boas Street, Room 800
Harrisburg, PA 17121
The invoice must contain the following information:
	Supplier Name, address, telephone number
	Federal Identification number
	Purchase Order number.
	Conference title and dates of Conference
	Count of attendees based on written notification.
	Cost per attendee 
	Total
Quantities are estimates, quantities may be increased or decreased based on final attendee count, but no later than 3 months prior to the event.
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