ATTACHMENT A
SOLICITATION NO. 3850000052

This Solicitation is a Contract Document and is a request for proposal in connection with the Contract awarded by the Office of Management and Enterprise Services as more particularly described below. Any defined term used herein but not defined herein shall have the meaning ascribed in the General Terms or other Contract Document.  

PURPOSE 

The Contract is awarded on behalf of the OKLAHOMA INSURANCE DEPARTMENT for the Captive & Insurance Business Transfer 2023 Conference. 

1.	Contract Term and Renewal Options
The initial Contract term, which begins on the effective date of the Contract, is one year and there are no renewals.  

2.	Background
The Oklahoma Insurance Department is responsible for enforcing the insurance-related laws of the state; protecting consumers by providing accurate, timely and informative insurance information; promoting a competitive marketplace; and ensuring solvency of the entities we regulate. OID is here to educate, advocate and regulate. 

3. 	Specifications

Certain Contract requirements and terms are set forth below as Exhibit 1. 
a. Provide floor maps identifying the space being provided 	
b. Provide menus outlining the various options offered, with pricing.
c. [bookmark: _Hlk124414593]Provide audio visual a la carte services offered, with pricing
d. A walk through of conference and hotel space will be conducted prior to award.

1) Availability
· Meeting space and guest rooms available for October 2-4, 2023
· Facility may not be under construction in meeting rooms, sleeping rooms, restaurants or reception areas during the conference dates.

2) Conference Space Accommodations
· Wi-Fi 
· Ability to provide fast and reliable Wi-Fi for up to 300 people streaming on multiple devices 
· AV Needs
· AV vendor with onsite personnel to assist with technical support/setup before and during the conference (Additional AV needs listed below by specific space) 
· Main Session
· Classroom-style seating for up to 300 people
· No more than 3 chairs/6ft table 
· Table clothes/covering on all tables 
· Large stage at front and center of ballroom with two large screens on each side
· Steps with handrail to access stage from both sides 
· Pipe and drape behind stage and around screens
· Projectors for screens situated at front of room so they are not disrupted by attendees walking in and out
· Gobo projection capability 
· Podium with mic on stage (off to the side)
· Table with panel-style seating for up to four people in center of stage
· Four podium-style microphones on panel table 
· Lapel mic capabilities 
· Multiple hand-held mics available 
· Refreshments stationed at back of room (water, coffee, tea, etc.)
· Break-Out Sessions – Two additional rooms setup as detailed below 
· Classroom style seating for up to 150 people
· No more than 3 chairs/6ft table
· Table clothes/coverings on all tables 
· Stage front and center in ballroom with one large screen on the side 
· Steps with handrail to access stage 
· Pipe and drape behind stage and around screen 
· Projector for screen situated at front of room so it’s not disrupted by attendees walking in and out
· Table with panel-style seating for up to three people in center of stage
· Three podium-style microphones on panel table 
· Lapel mic capabilities 
· Multiple hand-held mics available 
· Refreshments stationed at back of room (water, coffee, tea, etc.)
· Lunch & Keynote Speaker
· Banquet style seating for up to 300 people
· Table rounds of 10
· Food and beverage for up to 300 people (Lunch options)
· Stage front and center in ballroom 
· Podium with mic in center of stage 
· Steps with handrail to access stage 
· Wireless mics available 
3) Reception Space Accommodation 
· Accommodate up to 300 people for meet & greet social
· Tall bistro tables throughout space
· Several regular tables with chairs throughout space 
· Capability to serve alcohol and have multiple bars setup 
· Space for appetizers and refreshments 
4) Booth Space Accommodation 
· Large enough to hold up to 25 vendor booths
· 6ft display tables at each booth with 2-3 chairs
· Room for organization banners/displays 
· Space for large walkway between booths 
· Booth setup needs to be in the same general area as all conference sessions
· Ideally this space would be directly outside the session ballrooms so attendees can visit booths in between sessions 
5) Prep Space Accommodations
· Prep room near conference sessions that can be used as “home base” for event personnel 
· Ability to lock so that conference materials can be stored overnight 
· Accommodate up to 10 conference workers to sit, meet, plan, etc. during the conference 
6) Additional Meeting Space Accommodation
· Board room-style setup for up to 10 people available to use for meetings during the conference 
7) Lodging Accommodations
· Available rooms for up to 150 guests
· Ability to provide a room block at a discounted rate 
· Suite available for the Commissioner
· Business center onsite with printing and computer access 
8) Restaurant Accommodations
· Onsite restaurant in hotel/conference center
· PREFERED - available for the entirety of the conference for the breakfast, lunch, and dinner hours.
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