COLORADO DEPARTMENT OF EDUCATION (CDE)

Request for Documented Quotation (DQ)


DAA-DQ-TTT10-OFPEPSC
Parents Encouraging Parents Spring Conference
April 8-10, 2010 or April 29-May 1, 2010 or May 13-15, 2010
Beaver Creek, Estes Park, Fort Collins, Glenwood Springs, Grand Junction, Greeley, Keystone, Loveland or Steamboat Springs
Section 1. Administrative Information

A. The sole point of contact for this solicitation is:

Thanh Ta

201 East Colfax Avenue, Room 409

Denver, CO  80203-1799

Phone:  (303) 866-6615

Fax:  (303) 866-6638

E-mail:  ta_t@cde.state.co.us
B. All communication from CDE will be via postings on the State’s Bid Information and Distribution System (BIDS) website located at “www.gssa.state.co.us/VenSols”.  CDE will post notices that will include, but are not limited to, any modifications to requirements, answers to questions received, and notice of award.  It is the responsibility of the vendor to carefully and regularly monitor BIDS for any such postings.

Section 2. Deadline and Selection

A. The deadline for responses to this solicitation is February 24, 2010 at 3:00 PM, Mountain Time.
B. Late responses will not be considered.  It is the responsibility of the vendor to ensure that their response is received at the address above on or before the response due date and time.  Responses may be modified or withdrawn prior to the response due date and time.
C. Selection will be made of the responsible vendor whose acceptable response is determined to be the most advantageous to CDE, at CDE’s sole discretion, cost/price being the primary consideration.  This solicitation will result in a fixed-price Purchase Order.  CDE reserves the right to make a site visit prior to vendor selection.
D. Upon selection of a vendor by CDE, a State Purchase Order (PO) will be offered to the vendor.  In the event that the vendor’s forms (or parts of forms) are included in the vendor’s response and included as attachments or exhibits to the final PO, the vendor agrees that, where there are contradictions or inconsistencies, the terms of the PO shall always supersede, manage, and control those of any such attachment or exhibit.  CDE’s PO Terms and Conditions are published with this solicitation on BIDS as a separate document.
E. The contents of the response, including persons specified to implement the project, of the vendor will become contractual obligations of the PO.  Failure of the selected vendor to accept these obligations in a PO may result in cancellation of the selection.
Section 3. Submission Requirements
A. Response
1. Reponses will be accepted via mail, fax, or e-mail.
a. If submitting by mail, deliver one (1) original, clearly marked, three (3) copies, and one (1) electronic version of your complete response to:

Colorado Department of Education

201 East Colfax Avenue, Room 409

Denver, CO  80203-1799

ATTN:  Thanh Ta

DQ #:
DAA-DQ-TTT10-OFPEPSC
Parents Encouraging Parents Spring Conference
b. If submitting by fax, send one (1) faxed response to:
(303) 866-6638
ATTN:  Thanh Ta
c. If submitting by e-mail, send one (1) electronic version to:  ta_t@cde.state.co.us.

2. Complete, sign and submit the “Response Worksheet”, which is Section 7 of this solicitation.
Vendor must have the dates and services available for booking at the time of response submission.  Upon award, vendor agrees to secure event dates and services.
3. Complete, sign and submit the “Signature Page”, which is Section 8 of this solicitation.
4. Provide a floor plan of the facility indicating which rooms are being proposed for the different sessions.
5. Provide a copy of any other documentation that will be required to establish a booking based on this solicitation, including:

a. Vendor agreements
b. Meal menus/prices
c. Equipment lists/prices
d. Conference planning packets
Section 4. Additional Information
A. Limited Competition

Because of the limited competition expected from registered BIDS vendors on this solicitation, CDE intends to use both BIDS and additional methods of vendor notification and may make the specifications available to non-registered vendors through additional means.  However, quotes submitted by non-registered vendors will not be opened or considered (except as necessary to determine BIDS registration status) unless, after examination of quotes submitted by BIDS registered vendors, it is determined that there is not adequate competition among BIDS registered vendors.  If adequate competition exists among registered vendors, quotes from non-registered vendors will not be considered.  A vendor is considered registered if its registration and payment is received in the State Purchasing Office prior to the bid opening time or the due date for receipt of quotes.
B. Tax Exemption

The State of Colorado, as purchaser, is exempt from all federal excise taxes under Chapter 32 of the Internal Revenue Code (Registration No. 84-730123K) and from all state and local government use taxes (Section 39-26-704, C.R.S.).  The State and Local Sales Tax Exemption Number for the State of Colorado is 98-02565.

C. Illegal Aliens

By responding to this solicitation, the vendor certifies that it shall comply with the provisions of Section 8-17.5-101, C.R.S. et seq.  The vendor shall not knowingly engage an illegal alien to perform work under the resulting contract, or enter into a contract with a subcontractor that fails to certify to the vendor that the subcontractor shall not knowingly engage an illegal alien to perform work under the contract.  The vendor represents, warrants, and agrees that it (i) will verify that it does not engage any illegal aliens through participation in the federal Basic Pilot Employment Verification Program and (ii) otherwise will comply with the requirements of Section 8-17.5-102(2)(b), C.R.S.  The vendor shall comply with all reasonable requests made in the course of an investigation under Section 8-17.5-102, C.R.S.  Failure to comply with any requirement of this provision or Section 8-17.5-101 et seq. C.R.S, shall be cause for termination for breach and the vendor shall be liable for actual and consequential damages.
The vendor, if a natural person eighteen (18) years of age or older, hereby swears or affirms under penalty of perjury that he or she (i) is a citizen or otherwise lawfully present in the United States pursuant to federal law, (ii) shall comply with the provisions of Section 24-76.5-101 et seq. C.R.S., and (iii) shall produce one form of identification required by Section 24-76.5-103, C.R.S. prior to the effective date of the resulting contract.
D. Insurance

Vendor shall, within three (3) business days after the award of this solicitation, provide proof of liability and professional insurance coverage as detailed in Appendix A.
E. No Guarantee

Nothing in this solicitation is or shall be construed or conveyed to be a guarantee of the goods/services to be procured.  The Event Detail of this solicitation is a reasonable estimation of the goods/services desired.  The awarded Vendor agrees that it will work with CDE to adjust event details as needed within the scope of this solicitation.  Meal times and number of attendees are approximate.
Section 5. Event Detail

The Colorado Department of Education (CDE) seeks accommodations for its Parents Encouraging Parents Spring Conference.  Vendors responding to this solicitation must have accommodations as specified in this solicitation.

A. General Information/Requirements

1. Event

· Parents Encouraging Parents Spring Conference
· April 8-10, 2010 or April 29-May 1, 2010 or May 13-15, 2010
· Beaver Creek, Estes Park, Fort Collins, Glenwood Springs, Grand Junction, Greeley, Keystone, Loveland or Steamboat Springs
· 165 approximate attendees

2. Facilities

· All accommodations must be at a single facility
· All session rooms must be within walking distance of each other

· All lodging rooms must have easy access to session rooms
· All facilities must be ADA/handicapped accessible

3. Session Rooms

· Unless otherwise specified, all session rooms must have A/V cart, cords, screens and internet connection.
B. Daily Information/Requirements

1. All Days (to remain available throughout the duration of the event)

a. Registration area

1. Set up required starting Thursday at 12:00 pm

2. Located near general dining room
3. Four (4) six-foot skirted resource tables

4. Four (4) chairs

5. One (1) trash can
6. Must be available through Saturday at 3:30 pm
b. One (1) secured storage room for planning team and materials

1. Available starting Thursday at 12:00 pm
2. Located near general session room

c. One (1) dining room
1. Available starting Thursday at 5:00 pm
2. Must be separate from general session room

3. Must accommodate 165 attendees

4. Must be same room for event duration
5. Must have podium on wheelchair accessible riser
d. Twelve (12) private breakout rooms
1. Available starting Thursday at 3:30 pm

2. Must accommodate 14-15 attendees each
3. Must be same rooms for event duration

4. May be sitting areas of suite meeting rooms if sleeping area and sitting area are separated by door
5. Must be available through Saturday at 3:30 pm
2. Day 1 (Thursday)
a. Session Rooms (in addition to any required in Section 5.B.1)
1. One (1) meeting room (12:00 pm – 10:00 pm)
a. Must accommodate 40 attendees

b. Setup – Hollow square
b. Meals (may not exceed state per diem rates)
1. Light snacks, iced tea, lemonade for 30 attendees (starting 2:00 pm)

2. Dinner for 165 attendees (6:00 pm – 7:30 pm)
c. Lodging Rooms

1. 105 master bill rooms (attendees shall be responsible for own incidentals)
2. Three (3) of the 105 rooms available for early check-in (by 11:30 am)
3. Day 2 (Friday)
a. Session Rooms (in addition to any required in Section 5.B.1)
1. One (1) main room for general sessions (7:00 am – 3:30 pm)

a. Must accommodate 165 attendees

b. Setup – Theater style
c. Must have A/V table, two (2) cordless microphones, screen, one (1) 6-foot skirted table with two (2) chairs, two (2) tall chairs and podium
2. Six (6) breakout rooms (8:00 am – 5:30 pm)

a. Must accommodate 20-25 attendees
b. Setup – Various
c. A/V needs will vary
b. Meals (may not exceed state per diem rates)
1. Breakfast for 165 attendees (7:30 am – 8:40 am)

2. Morning beverage break for 165 attendees (10:00 am – 10:30 am)

3. Lunch for 165 attendees (12:00 pm – 1:00 pm)

4. Afternoon beverage break with dessert for 165 attendees; hold from lunch (3:00 pm – 3:30 pm)

5. Light snacks and reception for 70 attendees (5:30 pm – 7:30 pm)
c. Lodging Rooms

1. 105 master bill rooms (attendees shall be responsible for own incidentals)
4. Day 3 (Saturday)
a. Session Rooms (in addition to any required in Section 5.B.1)
1. One (1) main room for general sessions (7:00 am – 3:30 pm)

a. Must accommodate 165 attendees

b. Setup – Theater style

c. Must have A/V table, two (2) cordless microphones, screen, one (1) 6-foot skirted table with two (2) chairs, two (2) tall chairs and podium
2. Two (2) breakout rooms (8:00 am – 5:00 pm)

a. Must accommodate 42 attendees total

b. Setup – Crescent rounds of 6
b. Meals (may not exceed state per diem rates)
1. Breakfast for 165 attendees (7:30 am – 8:40 am)

2. Morning beverage break for 165 attendees (10:00 am – 10:30 am)
3. Lunch for 165 attendees (12:00 pm – 1:00 pm)
c. Lodging Rooms
1. None
Section 6. Cost/Price
A. Quotes which exceed $50,000.00 will not be considered for award.
Section 7. Response Worksheet

DAA-DQ-TTT10-OFPEPSC
Parents Encouraging Parents Spring Conference
April 8-10, 2010 or April 29-May 1, 2010 or May 13-15, 2010
Beaver Creek, Estes Park, Fort Collins, Glenwood Springs, Grand Junction, Greeley, Keystone, Loveland or Steamboat Springs
A. General Requirements
	
	Yes
	
	No
	

	
	
	
	
	This facility is located in the area(s) specified in this solicitation?

	
	
	
	
	This facility has lodging accommodations as specified in this solicitation?

	
	
	
	
	This facility has session rooms available as specified in this solicitation?

	
	
	
	
	This facility can provide meals as specified in this solicitation?

	
	
	
	
	This facility is ADA/handicapped accessible?

	
	
	
	
	These accommodations are available for the dates and times specified in this solicitation?

	
	
	
	
	


B. Lodging Rooms

	
	Room
	
	Cost Per Room Per Day
	

	
	Single occupancy
	
	$
	

	
	Double occupancy
	
	$
	

	
	Suites
	
	$
	

	
	Condos
	
	$
	

	
	Other:
	
	$
	

	
	
	
	
	


C. Session Rooms
	Room
	Square Footage
	
	Cost Per Room Per Day
	

	Registration area (Section 5.B.1)
	
	
	$
	

	Secured storage room (Section 5.B.1)
	
	
	$
	

	Dining room (Section 5.B.1)
	
	
	$
	

	12 private breakout rooms (Section 5.B.1)
	
	
	$
	

	1 meeting room (Section 5.B.2.a)
	
	
	$
	

	1 main room (Section 5.B.3.a, Section 5.B.4.a)
	
	
	$
	

	6 breakout rooms (Section 5.B.3.a)
	
	
	$
	

	2 breakout rooms (Section 5.B.4.a)
	
	
	$
	

	
	
	
	
	


D. Audio/Visual Equipment (provide equipment lists)
	Equipment
	# Available
	
	Cost Per Day
	

	LCD package(s) (including cart, cords and screens)
	
	
	$
	

	Table(s)
	
	
	$
	

	Microphone(s)
	
	
	$
	

	Chair(s)
	
	
	$
	

	Screen(s)
	
	
	$
	

	Podium(s)
	
	
	$
	

	Other:
	
	
	$
	

	
	
	
	
	


E. Meals (provide sample menus)
	Meal
	
	$ Range Per Person
	

	Light snacks, iced tea, lemonade
	
	$
	

	Breakfast
	
	$
	

	Morning beverage break
	
	$
	

	Lunch
	
	$
	

	Afternoon beverage break with dessert
	
	$
	

	Dinner
	
	$
	

	
	
	
	


F. Additional Costs/Prices
	
	Description/Unit of Measure
	
	Cost
	

	
	Parking
	
	$
	

	
	Service charge
	
	$
	

	
	Internet connection(s)
	
	$
	

	
	Other:
	
	$
	

	
	Other:
	
	$
	

	
	
	
	
	


G. Total
	Total estimated cost of event
	
	$


*** SUBMIT THIS COMPLETED RESPONSE WORKSHEET ***

Section 8. Signature Page
	Authorized Officer/Agent Original Signature

Typed or Printed Name of Person Signing

Title

Vendor Name

Vendor Mailing Address

Vendor City, State, Zip

Quote Valid Until (at least 60 days)
Vendor Phone

Vendor Fax

Vendor E-Mail

Vendor Tax Identification Number (FEIN/SSN)
Vendor Web Address




*** SIGN & SUBMIT THIS COMPLETED PAGE WITH YOUR RESPONSE ***
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