UNITED STATES PROBATION OFFICE
Southern District of Georgia 

2016 District Training Conference
Request for Quotation
AMENDMENT 1
USPO 16-2125-01
	
Request Date:
	February 19, 2016

	
RFQ Number:
	USPO 16-2125-01 

	Reply via email to:
	teri_gary@gas.uscourts.gov   and
karen_williamson@gas.uscourts.gov 

	
Response deadline:
	March 16, 2016



The United States Probation Office for the Southern District of Georgia is conducting a procurement for services related to its 2016 District Training Conference at Jekyll Island, Georgia.  An open market, fixed-price award from this RFQ will be made based on the lowest priced, technically acceptable offer (meets all specified requirements and other applicable considerations).  Proposals from each service provider must fall within the local federal government per diem rates.  Please visit www.gsa.gov   for applicable rates for your city or county.
										
Requirements for the procurement are noted on the following pages.  All requirements must be addressed in your response. Quotes or proposals should be e-mailed to the listed addresses below.  Please submit a written proposal utilizing your company’s letterhead or proposal format that contains the requested information outlined in the Statement of Work or Requirements on the following pages.

Upon receipt and review of quotes, you will be contacted by Training Coordinator Karen Williamson to schedule and arrange a site visit and meeting at the hotel facility.  Award will be made to the lowest priced, technically acceptable proposal once all site visits are completed.  You will be notified via email once award is made.

The deadline for submission of proposals is March 16, 2016.  If you decide not to submit a proposal, please submit a "no offer" response.  A lack of response will also be assumed as a “no offer” response.

Your price quotations and any questions regarding this RFQ should be addressed to both Karen Williamson and myself as follows.  NOTE:  It is requested that proposals be submitted via email.

Teri Gary						Karen Williamson
Contracting Officer					Training Coordinator
United States Probation Office			United States Probation Office
PO Box 8165						PO Box 878
Savannah, GA 31412					Brunswick, GA 31521
teri_gary@gas.uscourts.gov				karen_williamson@gas.uscourts.gov 

Sincerely,
[image: ]


Teri Gary
Contracting Officer

c: Karen Williamson, Training Coordinator




UNITED STATES PROBATION OFFICE
Southern District of Georgia 

REQUEST FOR QUOTATION
USPO 16-2125-01
AMENDMENT 1

2016 District Training Conference
Lowest Priced, Technically Acceptable Procurement
[bookmark: _GoBack]The United States Probation Office for the Southern District of Georgia is seeking vendors to submit proposals for hotel/resort meeting space, sleeping rooms, and light refreshments for the 2016 District Training Conference at Jekyll Island, Georgia.
The following requirements must be addressed and outlined in your proposals.
Requirements:
The United States Probation Office is a federal government agency whose employees, while in travel status, are subject to applicable per diem rates based on the destination/location of travel. All quotes or rates from each service provider must fall within the local federal government per diem rates.  Please visit www.gsa.gov for applicable rates for your city or county.
Dates and Times for Conference:	1st Choice:	08/24/2016 through 08/26/2016
					2nd Choice:	08/31/2016 through 09/02/2016
					3rd Choice:  	09/14/2016 through 09/16/2016
					4th Choice:	09/21/2016 through 09/23/2016					
					Arrival:      	Wednesday at 4:00 p.m.
					Departure: 	Friday at 1:00 p.m.     

Number of Attendees:		Approximately 45

Sleeping Rooms:  			45
					All government room rates should be provided with sales tax 						exemption.  A Tax Exemption form will be provided upon 						signing the contract.  Please outline all other applicable taxes 					and hotel/resort fees in your proposal. 





Meeting Space:   			While an agenda has not been finalized, the following meeting 						space is anticipated, but could be amended. 
					The vendor must provide comfortable meeting space for 							approximately 	45 attendees. 
					THURSDAY
					8:30 a.m. – 5:00 p.m.
				Meeting Room:  Accommodate 45p, Conference (round tables 								   preferred)
· Podium with microphone
· Large screen
· Wi-Fi

				Two Breakout Rooms:  Accommodate 15p each, Classroom 	
· Large screen
· Wi-Fi

					FRIDAY
					8:30 a.m. –  1:00 p.m.
				Meeting Room:  Accommodate 45p, Conference (round tables 								   preferred)
· Podium with microphone
· Large screen
· Wi-Fi

Audio/Visual Needs:			Karen Williamson, Bubba Smith, and other designees will work 						directly with the hotel regarding A/V needs for the conference.					
Light Refreshments:			Continental Breakfast that includes one hot item:    
					THURSDAY & FRIDAY
		        			7:00 a.m. – 9:00 a.m.
					45 participants

					Afternoon Break/Snack:  				
					THURSDAY
					2:00 p.m. – 3:00 p.m. 
					45 participants

					Please provide a list of breakfast items, drinks, and snacks to 						be provided, along with an inclusive per person price (i.e., 	 					quoted price per person must include all applicable taxes, 	
					service charges, and gratuities).  More than one possible 						breakfast/snack option can be provided.   All breakfast items, 						snack items, coffee, hot tea, water, other beverages should be 						replenished and/or left out for consumption until 9:30 a.m. and 						3:00 p.m.




Billing and Payment:		Form of Payment:  All expenses will be secured by a government 					purchase order.  All meeting rooms, continental breakfast, light 						refreshments,	and A/V costs will be charged to the purchase 						order.  A deposit of no more than 15% can be provided upon 						signature of contract.
					Reservations:  Since funding of attendees’ training-related travel 						will be secured by a government purchase order, a rooming list 						will be provided.  
					Incidentals:  The vendor should secure each attendee’s 							individual credit card upon check-in to cover all incidental 							expenses.  Incidental expenses may not be charged to the 						master account/purchase order and must be charged to each 						attendee’s individual credit card.			
					Upon receipt and review of a complete and correct invoice at  						the conclusion of the conference, payment will be issued 							within 10 business days.  
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	Item
No.
	Short 
Description
	Detailed Product Specification or Product Description
	Qty
	Unit
	Unit
Price
(Include All Taxes & Fees)
	Extended
Price
(Include All Taxes & Fees)

	1
	Sleeping Rooms
	Sleeping Rooms at Federal Government Room Rate for WEDNESDAY night
	45
	Ea
	
	

	2
	Sleeping Rooms
	Sleeping Rooms at Federal Government Room Rate for    THURSDAY night
	45
	Ea
	
	

	3
	Meeting Room 
	One Meeting Room  (accommodates 45 people)
All day THURSDAY 8:30 a.m. – 5:00 p.m., and FRIDAY morning 
8:30 a.m. – 1:00 p.m.

	1
	Ea
	
	

	4
	Meeting Rooms  (Breakout Rooms)
	2 Breakout Meeting Rooms (accommodates 15 people)
All day THURSDAY
8:30 a.m. – 5:00 p.m.
	2
	Ea
	
	

	6
	Continental Breakfast
	THURSDAY and FRIDAY
7:00 a.m. – 9:00 a.m.

Replenish/refresh food/beverages as needed and leave remaining food/beverages until 11:00 a.m. 

PROVIDE DETAILS OF ITEMS AND A PER PERSON QUOTE.  QUOTE MUST INCLUDE ALL APPLICABLE TAXES, SERVICE CHARGES, AND GRATUITIES.
	45
	Ea
	
	

	7
	Afternoon Break
	THURSDAY
2:00 p.m.  – 3:00 p.m.

PROVIDE DETAILS OF ITEMS AND A PER PERSON QUOTE.  QUOTE MUST INCLUDE ALL APPLICABLE TAXES, SERVICE CHARGES, AND GRATUITIES
	45
	Ea
	
	

	8
	Audio/Visual
	Describe and include any other charges associated with this quotation (ex. service charges and audio/visual). 



	
	
	
	

	9
	Meeting Space
	Any applicable meeting space charges

	
	
	
	

	10
	Break/Food Options
	Use another page to provide light refreshment options for the continental breakfasts and afternoon break
	
	
	
	




_________________________________________		___________________________________________
Vendor's Name 						Vendor's Phone Number/Fax Number/ E-Mail 


_________________________________________		___________________________________________
Vendor's Street & Mailing Address				Vendor's City, State, and Zip Code


_________________________________________		___________________________________________
Signature of Person Authorized to Sign Quote			Date		


_________________________________________		___________________________________________
Printed or Typed Name of Signator				Discount Terms?

							
_________________________________________		___________________________________________
GSA Contract Number and Expiration Date			Tax Identification Number
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