Statement of Work: 2011 Thermal & Fluids Analysis Workshop

Event Overview

The Thermal and Fluids Analysis WorkShop (TFAWS) is an annual NASA-sponsored event, hosted at different centers on a rotating basis, with the purpose of encouraging knowledge sharing, professional development, broadening of perspectives, and networking of the thermal and fluids engineering community within NASA and the aerospace community at large.  NASA Langley Research Center (LaRC) will be hosting the TFAWS in 2011.  The event includes paper sessions, short courses, software training, panel discussions, vendor displays and is open to attendees from industry, academia, and government agencies.
Venue Requirements

· Area of Interest

· Hampton
· Newport News
· Williamsburg
· Norfolk
· Virginia Beach
· Potential Dates

· 7/31/11 – 8/5/11
· 8/7/11 – 8/12/11
· 8/14/11 – 8/19/11
· 9/11/11 – 9/16/11

· Guest rooms
· Vendor shall provide the following block of guest rooms. The federal government rate shall be provided for at least half of the rooms each night.

· Vendor shall provide a statement regarding their policy on changes to the guest room requirements based on actual registration numbers. This statement shall address the availability of additional rooms at the government/conference rate (if needed).
	Day
	# of Rooms

	Sunday
	40

	Monday
	50

	Tuesday
	50

	Wednesday
	50

	Thursday
	40


· Meeting rooms
· Vendor shall propose a plan for accommodating the following meeting room requirements, including which meeting rooms would be used to meet each requirement.  
· Vendor shall provide pricing, including setup costs, and a floor plan.

· Vendor shall provide a statement regarding their policy on changes to the meeting room requirements based on refinement of event agenda.
	Room Type
	Required Capacity
	Days

	Pre-Function Area (large enough to accommodate registration, breaktime refreshments, and 10 display tables)
	---
	Sun. afternoon – Fri. (ending by noon Fri.)

	Theater #1
	75
	Mon.-Fri.              (ending by noon Fri.)

	Theater #2
	75
	Mon.-Fri.              (ending by noon Fri.)

	Theater #3 (w/10-person table in front)
	75
	Mon.-Fri.               (ending by noon Fri.)

	Classroom #1
	20 with PCs
	Sun. afternoon – Fri. (ending by noon Fri.)

	Classroom #2
	20 with PCs
	Sun. afternoon – Fri. (ending by noon Fri.)

	Banquet (rounds, room shall be large enough to allow for a speaker and for 10 poster displays on easels around the edges of the room)
	250
	M-Th. lunch & Wed. dinner

	Board Room (u-shaped)
	30
	Tues. & Wed. afternoons,  Th. afternoon & evening


· Audio/Visual
· Vendor shall provide pricing for the following audio/visual requirements: 
· Theater rooms

· Projector, stand, & screen

· Podium w/microphone

· Computer for presenter
· Teleconferencing (only needed in one of the theater rooms)

· Classrooms

· Projector, stand, & screen

· Podium w/microphone

· Computer for  presenter
· Minimum computer requirements (for training)
· 40 PCs 

· 32-bit Windows  XP Pro

· Microsoft Office 2003 

· Adobe Acrobat

· USB port

· 40 GB HDD

· 2 GB RAM

· 256 MB video card

· Display resolution 1280 x 1024
· Banquet room

· Projector, stand, & screen

· Podium w/microphone

· Wireless microphone

· Computer for  presenter

· Board room

· Projector, stand, & screen

· Tables, including table linens/coverings (These tables are in addition to those that are present in the classroom, banquet room, and board room)

· Rectangular table in Theater #3 (~10 people)

· 10 display tables in registration area  (~4ft x 2ft, power will be required for approximately half of these)

· Rectangular table for registration (~8ft x 2ft)

· Easels

· 6 for schedule signs (one for master schedule and one outside of each theater and classroom)

· 10 for poster displays (set up in banquet room)

· 1 flip-chart for announcements

· Technical support for setup & available for additional support as needed

· Vendor shall provide a statement as to the hotel’s policy on using outside audio/visual vendors for this part of the requirement.   
· Vendor shall provide a statement regarding their policy on changes to the audio/visual requirements based on refinement of event agenda.

· Food & Beverage  
· Vendors shall provide pricing for the following food/beverage requirements:

· 5 light breakfasts (Mon. –Fri.)  

· 4 working lunches (Mon. -Th.)

· 1 working dinner (Wed.)  

· Light AM/PM break-time  refreshments (starting Mon. AM, ending Fri. AM)

· Prices provided should assume 150 attendees, be inclusive of service fees, and keep government tax exemption and per-diem in mind. 
· Reasonable accommodation for special dietary needs is expected (advance notice will be given as much as possible; however, ability to accommodate guests as necessary is highly desired).

· Other
· Wi-fi for conference participants throughout meeting space and in guest rooms.  

· Access to printing, scanning, & faxing for organizers.

· Accessibility for the handicapped (guest rooms and meeting rooms).

Decision Criteria
Selection will be made based on Best Value criteria, including technical, cost, and past performance (experience with LaRC and/or government events, online guest reviews where available, etc.).  For purposes of this requirement, technical is considered to be the most important with cost and past performance being of equal importance.  The Government reserves the right to conduct site visits if it is in the best interest o f the Government to do so and will use these visits as an evaluation factor equal to cost and past performance. 
