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	2014 OpenRange RoundUp Conference
Optional Dates: Tuesday Oct. 21, Wednesday, Oct. 22, Thursday Oct. 23, OR 
Tuesday Oct. 28, Wednesday, Oct. 29, Thursday Oct. 30, 2014
Event will be for only one of the aforementioned days from 7:30 am – 5 pm; Set-up on previous day of event will need to be available for the entire day and take down will need to be available for half day after the event.   afternoon/evening.

	Vendor  must bid a "Firm Fixed Price" on all items in this bid package to be considered for award. If there is no charge for an item, please specify "no charge" or N/C. Please reference Section H for pricing and submission regarding if not able to provide pricing for entire RFP.  The total amount does not reflect the total amount due as all line items are optional for purchase by OMES OpenRange and total amounts are subject to change.

	List the total amount for each item in the boxed areas to the right. Make a notation in the boxed area if an additional explanation is added separately.

	
1) Lodging 
Guest Rooms may be needed for vendors and speakers. 30-50 guest rooms
This is estimated and may need to be adjusted as the conference date approaches.
	
$                              Single occupancy per room night
$                            Double occupancy per room night
$                            Triple occupancy per room night
$                            Quad occupancy per room night
Check-in time:                     Check-out time:                      
Hotel shall make every attempt to accommodate early arrivals or late departures based upon
room availability.

	Room Reservations will be made by individual guests.   Which types of reservation methods is acceptable?

         Individual Call
         Link to Internet
         Service by third party
        Others, specify:

	Reservation Methods acceptable by Hotel. Check all that are applicable:
         A valid major credit card guarantee
         A Purchase Order
         One night's deposit
        Others, specify:

	Explain the amount of "hold" placed on credit and debit cards for reservations, etc.

Credit Card
a.  List the amount of hold on a credit card when making a reservation for the conference that will not be on
Master Billing.  $                                
b.  List the amount of hold on a credit card for incidental charges.  $                            

c.  List the amount of hold on a credit card if the room is on Master Billing.  $                            

d.  When is the "hold" initiated and when is it released?

Debit Card
a.  List the amount of hold on a debit card when making a reservation for the conference that will not be on Master
Billing.  $                                
b.  List the amount of hold on a debit card for incidental charges.  $                              

c.  List the amount of hold on a debit card if the room is on Master Billing.  $         
d.  When is the "hold" initiated and when is it released?

What is your cancellation policy for lodging rooms if someone cannot attend the conference?
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2a) Conference meeting space, lunch space, tables, podiums, and seating – for 500 attendees
Setup A – 1 room used throughout the day as a private room for volunteers and session speakers to gather in between sessions - 15 – 20 occupants seating; internet connection or wi-fi available. (7:30 am – 5 pm). Will also use this space to store small amount of conference supplies (4ft by 3ft space needed) the day before the conference.
Setup B – Room used for keynote speaker - theater seating for 500 attendees – 8:30 – 9:30 am. Large stages set up at front with podium.
NOTE: This room can be broken down into smaller rooms for rest of conference sessions.
Setup C – 8 session rooms available throughout the day for morning and afternoon speaking sessions. Theater seating for 30 – 60 attendees per room. Podium set up at front for speakers. 10 am – 5 pm
NOTE: the session rooms can be created from the breakdown of the main keynote morning session room.)
Setup D – 2 session rooms available throughout the day for panel discussions. Front of room should be set up with 1-2 tables with seating for 4-6 speakers at one time. Theater seating for 60 – 100 attendees.
Setup E - Approximately twenty (20) Bistro tables to be provided throughout the day for snacks. Set up in Exhibit space area.
NOTE: It is desirable for this space is to be combined with the Exhibit Space from item 3.  Include comments if this is not possible.
Setup F – Roundtable Lunch Seating for Approximately 500 people. Stage needs to be set up for a panel discussion during the lunch session. Include skirted, covered table and seating for 4 – 8 people. 
NOTE: It is desirable for this space is to be combined with the Exhibit Space from item 3.  Include comments in Section 10 if this is not possible.
Setup G – Registration Tables – Will need a total of 6 six foot tables draped and/or skirted for registration. 2 chairs per table. Will need this set prominently for registration. 

2b) Conference meeting space, lunch space, tables, podiums, and seating – for 800 attendees
Setup A – same as above
Setup B – same as above except increase theater seating to 800
Setup C –  same as above except increase theater seating to 60-80
Setup D – same as above
Setup E – same as above
Setup F – same as above except increase roundtable lunch seating to 800
Setup G – same as above
	
2a) 500 attendees
$                                      cost for Setup A
$                                      cost for Setup B (500 seats)
$                                      cost for Setup C (40-60 seats)
$                                      cost for Setup D 
$                                      cost for Setup E
$                                      cost for Setup F (500 seats)
$                                      cost for Setup G
                                        %Service Charge
$                                      Total Cost





















2b) 800 attendees
$                                      cost for Setup A
$                                      cost for Setup B (800 seats)
$                                      cost for Setup C (60-80 seats)
$                                      cost for Setup D 
$                                      cost for Setup E
$                                      cost for Setup F (800 seats)
$                                      cost for Setup G
                                        %Service Charge
$                                      Total Cost
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	3) Exhibit space
Setup A:  Up to 80 exhibitor spaces. 
Requirement:  Each space to be piped and draped, with one 6-ft table draped and skirted, 2 chairs, and a trash can. Exhibit spaces should be in adjoining hallways to session rooms and/or an adjoining space to session rooms. Will also need to have space in this area to serve morning and afternoon breaks and lunch.  
**If a vendor has an outside company provide this please state who that company is.

NOTE: Venue needs to be open the day before the conference to allow for exhibitor setup by individual vendors.  7 am – 7 pm timeframe preferred.  If you cannot accommodate this time frame please state the timeframe you can accommodate.  
	$                                      Cost of exhibit room
                                          %Service Charge
$                                       Total Cost

$                                       Cost of pipe and drape, a
                                          6-foot table, 2 chairs, trash can,                                                                                    
                                          and set up per exhibit space.
                                          %Service Charge
$                                       Total Cost per exhibit space


	4) Electric
Each exhibitor space will need 2 electric outlets (can be shared with another exhibitor space). Will also need capability to add on more electrical outlets as needed per exhibit space to meet display needs for vendors. (160 outlets total)
Registration will need to have access to up to 4 electric outlets.
	
$                                      Cost per electric outlet
                                         (2 plug-ins) for exhibit              
                                         spaces and registration            
                                          space.
                                          %Service Charge
$                                       Total Cost per electric outlet 
                                          (2 plug-ins)

	
5) Audio Visual
Setup A - Audio Visual for traditional speaking sessions – 8 meeting room audio visual packages to include Screen, projector (click capabilities a plus), lapel microphone, handheld microphone with stand, internet access (Wi-Fi or hardwired), computer, and sound playing capability.
Setup B – Audio Visual for keynote session - 1 Keynote Session package should include both handheld microphone with stand and lapel microphone, clicker for presentations, 2-3 large screens for presentation, and sound playing capabilities for video.
Setup C - Audio Visual for panel discussion – 3 meeting room audio visual packages to include screen, projector (click capabilities a plus), lapel microphone or handheld microphone for 4 speakers at one time (panel discussion) internet access (Wi-Fi or hardwired), computer, and sound playing capability.
	
$                                      cost for Setup A
$                                      cost for Setup B
$                                      cost for Setup C
                                          %Service Charge
$                                      Total Cost
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	6) Internet
Setup A - Wi-Fi throughout the conference area or in certain areas for public use. 
Setup B - Wi-Fi or hardwired internet for computers set up in each session room.
Setup C - Wi-Fi codes set up for each exhibit in exhibit space. Up to 80 total codes.
	
$                                      cost for Setup A
$                                      cost for Setup B
$                                      Total cost for Setup C
                                         (per code) x 80 codes
                                          %Service Charge
$                                      Total Cost

	7) Food Services for 500 attendees
Setup A - Morning Breaks at 9:30 a.m. for approx. 500 people to include hot coffee, tea (hot & cold), water, ice, and appropriate condiments, and snack foods.
Setup B – Afternoon Breaks at 2:30 p.m. for approx. 500 people to include hot coffee, tea (hot & cold), soda, water, ice, appropriate condiments, and snack foods.
Setup C – Lunch provided for approximately 500 attendees. Lunch should include hot coffee, tea (hot & cold), soda, water, ice, appropriate condiments, and sandwiches and chips.
NOTE: Lunch will be in shifts 11:30 am-1 pm and 12-1:30 pm and is not required.

7b) Food Services for 800 attendees
Setup A - Morning Breaks at 9:30 a.m. for approx. 800 people to include hot coffee, tea (hot & cold), water, ice, and appropriate condiments, and snack foods.
Setup B – Afternoon Breaks at 2:30 p.m. for approx. 800 people to include hot coffee, tea (hot & cold), soda, water, ice, appropriate condiments, and snack foods.
Setup C – Lunch provided for approximately 800 attendees. Lunch should include hot coffee, tea (hot & cold), soda, water, ice, appropriate condiments, and sandwiches and chips.
NOTE: Lunch will be in shifts 11:30 am-1 pm and 12-1:30 pm and is not required.
	7a) 500 attendees
$                                      cost for Setup A
$                                      cost for Setup B
$                                      cost for Setup C
                                          %Service Charge
$                                      Total Cost

7b) 800 attendees
$                                      cost for Setup A
$                                      cost for Setup B
$                                      cost for Setup C
                                          %Service Charge
$                                      Total Cost


	8a) Parking for 500 attendees
Setup A - Parking for approximately 500 attendees, vendors, speakers, and volunteers.
Setup B - Parking space to accommodate fleet vehicles and other larger vehicles, such as a bus and a tractor, for exhibit during the day of the conference. Space needs to be available for setup previous day of conference, overnight and full day of conference.  In addition, exhibit space inside conference center needs to be available to accommodate fleet vehicles and other large vehicles such as a bus or tractor during the conference.  
NOTE: Parking of trailers must accommodate ease for viewing displays inside the trailers and must be located in the conference parking lot.
 
	8a) 500 attendees
$                                      cost for Setup A
$                                      cost for Setup B (for both days)
                                          %Service Charge
$                                      Total Cost
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	8b) Parking for 800 attendees
Setup A - Parking for approximately 800 attendees, vendors, speakers, and volunteers.
Setup B - Parking space to accommodate fleet vehicles and other larger vehicles, such as a bus and a tractor, for exhibit during the day of the conference. Space needs to be available for setup previous day of conference, overnight and full day of conference. 
Setup C - Exhibit space inside conference center needs to be available to accommodate fleet vehicles and other large vehicles such as a bus or tractor during the conference.  Space needs to be available for setup previous day of conference, overnight, and full day of conference.  

NOTE: Parking of trailers must accommodate ease for viewing displays inside the trailers and must be located in the conference parking lot.


	8b) 800 attendees
$                                      cost for Setup A
$                                      cost for Setup B (for both days)
                                          %Service Charge
$                                      Total Cost



8C) Extra-large vehicle setup
$_____________________Cost per large vehicle setup
$_____________________% Setup Charge
$_____________________Total Cost

	9) Dates
Please provide a yes or no answer to your venue’s availability on the dates listed. If no on all dates listed, please provide a list of optional Tuesday, Wednesday, Thursday dates during the month of November 2014 in section 10.



















	9) Please provide a yes or no answer for availability for the following dates:
                                      Tuesday, Oct. 21, 2014
                                      Wednesday, Oct. 22, 2014
                                      Thursday, Oct. 23, 2014
                                      Tuesday, Oct. 28, 2014
                                      *Wednesday, Oct. 29, 2014
                                      *Thursday, Oct. 30, 2014

*preferred dates


	10)   Explanations on items 1 to 9.  May add extra pages if needed.
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