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National Training Symposium
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1.0      GENERAL INFORMATION
The Reserve Component (RC) of the Navy Supply Corps (SC) requires a venue to support a national training event. Specifically, the Naval Supply Systems Command (NAVSUP) requires appropriate training spaces to conduct the new training course titled “Supply Corp (SC) Officer Training Workshop” (CIN: RSCT-1.0) in order to train SC Officers to support NAVSUP, enhance the knowledge of Navy RC SC Officers, and develop Reservists to be capable of performing the duties and responsibilities of Global Logistics Support (GLS) Commanders.

2.0      BACKGROUND
The SC Officer Training Workshop is a newly developed course for both Active Component (AC) and RC SC officers designed to take place over the course of two days. The goal of the training is to update the SC community on professional development topics of interest to the Chief of the Supply Corps. Upon completion of the course attendees will have a better understanding of the impact of logistics to current operations, identify the latest issues facing Supply Corps, deploy with Joint Forces and integrate into multi-Service operations, have a greater understanding of ethical behavior, be prepared to lead a diverse workforce, and identify the difference between operational logistics planning and operation contract support. These course objectives will be achieved through the use of lectures, subject matter guest speakers, video presentations, panel discussions, simulated activities, and special interest breakout sessions tailored to specific topics. SC Officers attending this course require training spaces that can accommodate the expected number of attendees and all aspects of the program.
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The contractor must provide training spaces and support services for the SC Officer Training Workshop course. This course will be conducted over a single weekend (Saturday and Sunday).  Government event coordinators will arrive days prior to Friday of the event weekend to finalize preparations and conduct final testing of the audio/visual equipment with the contractor on Friday of the event weekend. Contractor must complete all setup so the course can commence no earlier than 6:30 AM on Saturday. The course will conclude no later than 5:00 PM on Sunday. Contractor support services include providing audio/video equipment, conference rooms with theater or classroom seating, break-out rooms with theater or classroom seating, podiums, and other administrative or logistics items required specifically to deliver the course. Food, beverages, and lodging in conjunction with the event are not being acquired under this purchase order. However, the contractor must be capable of providing food and beverages to be paid for by individual attendees.  This may include continental breakfast set-up in the plenary session room or close proximity to this room, a venue for attendees to have a buffet lunch with a keynote speaker on Saturday and Sunday, and light refreshments throughout the course. Charges for all food and beverages will be paid by individual attendees. To facilitate payment, the Government Technical Point of Contact in Section 6.0 herein may coordinate a lump sum payment to the hotel for food and beverages chargeable to individual attendees.  Contractor must allocate rooms on Friday, Saturday and Sunday night at no more than the Government per diem rate.  Lodging will be paid by individuals. Contractor shall allocate rooms at no more than the Government per diem rate to all government personnel attending the course who arrive no more than 7 days prior to the event for final preparations.

4.0     SPECIFIC requirements
4.1 Location
The contractor must provide the required support services at a venue within the city limit of Dallas, TX.  If the venue is not located within the Dallas city limit, the venue must be no more than 20 miles from both Dallas Fort Worth and Loving Field airports.  

4.2 Suitability
The Government may elect to conduct a site survey visit to the prospective venue prior to contract award to determine suitability for conducting the event.  Factors the Government will evaluate include location of breakout rooms with respect to the plenary session room (no more than a 2-minute walk between rooms), contractor’s plan to accommodate a keynote speaker buffet lunch (all attendees seated with lunch within 10 minutes of start time), and location and capacity of restrooms for 600 attendees (each restroom shall be no more than 1-minute walk from the plenary session room and have a minimum of 14 stalls). The Technical Point of Contact will rate the venue’s suitability and determine if it meets the acceptable criteria for this requirement.    

4.3 Period of Performance
The contractor shall provide the required services from 21 April 2017 to 23 April 2017, 19 May 2017 to 21 May 2017, or 7 April 2017 to 9 April 2017. This includes lodging on Friday and Saturday nights, and may include lodging on Sunday night, to be paid by individual attendees. Below, the dates of the event are listed in descending order of preference:
1. 21 April 2017 to 23 April 2017
2. [bookmark: _GoBack]19 May 2017 to 21 May 2017
3. 7 April 2017 to 9 April 2017
Support services include setting up and equipment testing with Government event coordinators on Friday so training can be conducted to commence no earlier than 6:30 AM on Saturday and conclude no later than 5:00 PM on Sunday, after which the training space can be dismantled.

4.4 Lodging Requirements
As noted previously, lodging is not being acquired under this purchase order. However, the contractor is required to provide rooms at no more than the Government per diem rate. Contractor must guarantee no less than 300 rooms for both Friday and Saturday nights.  The contractor is not required to guarantee rooms for Sunday night in conjunction with this event. The hotel must hold a block of rooms beyond 300 for both nights at no more than the Government per diem until 30 days prior to the event and then those rooms may be released. For planning purposes the Technical Point of Contact can provide status to the contractor on anticipated final attendance approximately 120 days, 90 days and 60 days prior to the event at the contractor’s request. Below are the blocks (and total estimated number) of rooms required:

Day

Friday	(Training setup)	300 (up to 600) rooms 
Saturday (Training Day 1)	300 (up to 600) rooms 
Sunday (Training Day 2)	0 rooms 

· The above number of rooms is based on estimated attendance and is not guaranteed occupancy levels.
· Travelers will use individual credit cards for lodging and incidental expenses.
· All lodging will be in a single location.
· Rapid check in/out procedures.
· Rates at a rate at or below the required Government per diem rate (individual bill).
4.5 Training Symposium Requirements
The contractor shall provide, at a minimum:
· 1 plenary meeting space. 
· Set up classroom style with six foot tables and appropriate seating. The purpose of this space is for the general session topics so the number of seats must accommodate up to 600 attendees.  The final estimated attendance will be provided by the Technical Point of Contract no later than 7 days prior to the Friday setup.  
· Contain at least two podiums.
· Have the necessary components to set up microphones on the podiums and allow for a minimum of four microphones on the floor, which will be used for questions from attendees.
· See Audio/Visual Equipment section below for AV equipment requirements.
· 6 breakout rooms 
· Set up classroom style with six foot tables and appropriate seating.
· At least one breakout room must have a capacity for 100 individuals. The remaining breakout rooms must have a capacity for up to 50 individuals. 
· See Audio/Visual Equipment section below for AV equipment requirements.
· Executive Boardroom
· Capacity for 20 individuals.
· See Audio/Visual Equipment section below for AV equipment requirements.
· Large ballroom
· Banquet seating with tables that accommodate up to 10 individuals at each table. 
· Capacity for up to 600 attendees seated for a buffet lunch with a keynote speaker.
· Podium for keynote speaker.
· Audio/Visual Equipment
· Microphones at 2 podiums in plenary session room.
· Four (4) portable microphones for plenary session room. These should be both mountable and removable for mobility around the plenary session room.
· One (1) portable microphone for the larger breakout room with capacity of 100 individuals.
· Three (3) speaker lapel microphones (2 for plenary sessions and 1 for lunch keynote speaker)
· Projectors and screens to accommodate plenary sessions. The number of screens is dependent on the size of the room but should allow all attendees to view presentations with no obstructions.
· Projectors and screens to accommodate breakout rooms. The number of screens is dependent on the size of the room but should allow all attendees to view presentations with no obstructions.
· Projector and screen to accommodate the executive boardroom.
· One (1) of each or access to a single multifunctional printer/scanner device (paper up to 1,000 sheets + toner included).
· Capability to present videos including laptop computers with CD drives and all necessary components in all meeting rooms (plenary session, breakout rooms and executive boardroom). 
· LAN and Wi-Fi internet access in all meeting rooms (plenary session and breakout rooms).

5.0     KICK-OFF MEETING / PRE-EVENT PLANNING  

The contractor shall participate in a teleconference Kick-Off Meeting no later than fifteen (15) days after contract award. Government participation will be determined prior to the teleconference. The Government Technical Point of Contact designated in Section 6.0 herein will make the necessary arrangements with the contractor for this event.  
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6.0     GOVERNMENT TECHNICAL POINT OF CONTACT (TPOC)
The Government TPOC shall serve as the Navy’s primary contact for technical clarification and overall project coordination. The Government TPOC is not authorized to change the term, conditions or requirements of the contract.  The Government TPOC is:

TPOC:	Captain Charles Kirol	
Address: 	529 Pleasant Street
	Attleboro, MA 02703
		
Tel:	860-877-9849	
Email: 	charles.kirol@navy.mil
