

August 18, 2016

TENNESSEE BOARD OF REGENTS
TN Sample Conference Specification Sheet
November XX-XX, 20XX
Request for Quotation Specifications
____________________________________________________________________
The Tennessee Board of Regents (TBR) will be hosting a __-day session in _____________ for a ________________________ Conference (SkillsUSA) on November xx-xx, 2016.  Please submit your quotation for this event based on the following minimum requirements:
Event Requirements:
      ●
Lodging:


15 non-smoking King & 10 non-smoking Double Rooms for Sunday night, xx/xx/20xx
35 non-smoking King & 55 non-smoking Double Rooms for Monday night, xx/xx/20xx

Request late check-out on all rooms for Tuesday. 

 (TBR will confirm with hotel the actual number of rooms prior to the event).
NOTE:   Only the state officers’ rooms are to be placed on the master bill. All other participants will register and pay for their own lodging. The group bill will include the five (5) double rooms for state officers, meeting rooms, audio visual, and food services. 
· Board Room to accommodate 20 (Sunday-Tuesday)

· Seats must be cushioned

· 24-hour hold on board room, locked at night

· Prefer that temperature can be adjusted from room

· The set-up would be conference style with seats on the outside of tables so that all are facing each other.

· We will need the meeting space from noon Sunday-Tuesday at 5:00 pm

· Additional meeting room to accommodate –60 classroom style (Sunday-Monday)
· Seats must be cushioned

· 1 person per table

· 24-hour hold room, locked at night

· Prefer that temperature can be adjusted from room

· We will need the meeting space from noon Sunday-Monday at 5:30 pm

· Additional meeting room to accommodate –60 classroom style (Monday-Tuesday)

· Seats must be cushioned

· 1 person per table

· 24-hour hold room, locked at night

· Prefer that temperature can be adjusted from room

· We will need the meeting space from Monday  at 6:30 am

· Main meeting room to accommodate – 200 classroom style; (Monday& Tuesday)
· Registration table with 2 chairs outside

· Classroom style for 200
· Pens and Pads at each setting 
· Seats must be cushioned
· 24-hour hold on main meeting room, locked at night

· Must be able to set up no later than 6:30 am on Monday and remain in the room until 2:00 pm Tuesday
· Prefer that temperature can be adjusted from room
· Audio-Visual equipment


Large screen at front of room

Podium & Microphone


A/V Table, Powerstrip and Extension Cord

Data-video (LCD) projector  - Can TBR provide their own?  __yes  __no

Flip charts and easels (6)   


Can TBR provide their own flip charts and easels?  __yes    __ no

· Food services


Water at tables in main meeting room, board room, and additional meeting room(if included)


Breakfast & Snacks can be served buffet style outside of meeting room.


Monday night banquet must accommodate a minimum of 200 in rounds of 8.

      It is anticipated that costs for food will vary depending on selection.  Please include menus and a range of estimated standard costs for coffee, juice, assorted sodas, cookies, Danish, fresh fruit, and typical breakfast, lunch, and dinner with some description of options.
· Access to fax, internet, and copier during event 
Please indicate the availability and any cost associated with the following of the following guest services in your proposal:

· Availability of internet service to in-room guests

· Availability of Business Center on-site
· Hotel sales staff contact information:  
Name: 

______________________

Phone No.: 
______________________

Fax No.:  
______________________

Email Address:______________________ 
●
Parking Rates: 
●
Any other applicable charges for the Tennessee Board of Regents to use your facility: 

PRICING (if there is no charge for an item listed, please indicate below):
	Room Cost
	$            /night

	Main Meeting Room Cost (to include setup specified above)
	$            /day

	Boardroom Cost
	$            /day

	Additional Meeting Room Cost
	$            /day

	Podium & Microphone
	$            /day

	Large Screen
	$            /day

	Data-Video LCD Projector
	$            /day

	Flip Charts w/Easels
	$           /ea/day

	Stage/Riser
	$

	Fax Access
	$

	Internet Access
	$

	American Flag
	$                   /day

	Copier Access
	$

	Parking Rates
	$            /day

	Food Expenses:
	

	       Meal Room Cost (TBR requests separate room for meals)
	$            /day

	  ** Sunday, November 20  (1 break, 1 meal)

(dinner for approximately 20)

(break for approximately 20)
	$            /person

$            /person



	  **  Monday, November 21( 3 meals, 1 break)    

                                          (breakfast- approximately 20)

                                           (boxed lunch- approximately 20)

                                          (dinner – approximately 200)

                                           (break- approximately 200)
	$            /person

$            /person

$            /person

$            /person

	   **Tuesday, November 22 (2 meals, 1 break)

                                           (breakfast- approximately 200)

                                           (break- approximately 200)
                                           (lunch-approximately 20)

                                           
	$            /person

$            /person

$            /person



	Other Applicable Charges (list description as well as cost):
	

	
	$


*See addendum for additional information to use for planning meals. While not required, it would be beneficial to include menus used for the bid.
Please direct any questions to:  Chelle Travis (Chelle.travis@tbr.edu or 366-3987) at the Tennessee Board of Regents, Office of Tennessee Colleges of Applied Technology.  
The hotel property is asked to send a copy of their hotel agreement with their request for quotation submittal.  Award will be based on successful negotiation of the terms and conditions of the hotel agreement.  Failure to submit your hotel agreement will bind the hotel to Tennessee Board of Regents standard agreement.
ADDENDUM
The following information is intended only as suggestions to help clarify and standardize expectations.

Participants can use existing restaurant facilities if the property so desires.  Meals can be served as a buffet or with full service at any appropriate location that will not interfere with the use of the meeting room itself.  The least expensive option should be used. 

►  Breaks: Three (3) Breaks will be required. Possible suggestions for refreshments are:





Assorted colas and bottled water (at least half diet)






And





Cookies OR Brownies OR Nuts OR healthy snack bars 






(if not used in the morning break)


An ice cream bar would be a welcomed change for a break or evening dessert.

►Breakfast:  Two (2) Breakfasts will be served.  The following menus are only suggestions, but would be welcomed as the menu items for the two days. 

(1) 

Assorted Juices/Milk/Coffee/Hot Tea





Assorted Danish/Bagels w/ Cream Cheese





Oatmeal (instant is OK)/Assorted Cold Cereals





Fresh Fruit

(2) Assorted Juices/Milk/Coffee/Hot Tea

             
Bacon


Scrambled Eggs



Gravy/Grits/Hash browns



Biscuits/Toast/Jelly

(3) Assorted Juices/Milk/Coffee/Hot Tea



French Toast OR Pancakes w/Syrup (not both)


Sausage


Fresh Fruit and Cold Cereal options
►
Lunch:


2 lunches will be served.  Suggestions might include:

(1) For the boxed lunch: Wraps or sandwiches, chips, fruit or pasta salad cup, dessert & beverage 

(2) Salad and Pasta bar with 2 or 3 pastas and sauces to choose from, dessert & beverage

(3) Barbeque, baked beans, potato salad, bread choice, dessert & beverage
.  
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