REQUEST FOR PROPOSAL   

NMSU Veterans Programs 
Dates Requested
Arrival October 23, 2007 – Depart on October 26, 2007
Group/Meeting Profile Group/Meeting Profile
State group working with Certifying Officials with the Veterans Administration
Anticipated Attendance

The group is expecting 50 attendees with each attendee making their own reservation.
Room Block

	Tuesday Oct. 23, 2007
	Wednesday Oct. 24, 2007
	Thursday Oct. 25, 2007
	Friday Oct. 26, 2007
	

	15
	50
	50
	0
	

	
	
	
	
	

	
	
	
	
	


· Group coordinator is Eva Armijo.
· Room Block held 2 weeks out.  
· Please include your hotel’s attrition clause

· Cancellation clause in contract to include hotel canceling event.  Liquidated damages only.

· Include costs for T1 and ISDN lines

· Event signage permitted in public areas of hotel
· Disclosure of other in-house groups.  Minimized Noise and Disturbance Clause.
· Meeting facility needed with high speed access for this group.
Special Concessions Requested

· Group is required to provide snacks during certification process.  Group is asking if they can bring their own or do the have to use the properties provider.  If they must use the properties provider they need a cost for snacks – 1 break on Wednesday, 2 on Thursday, and 1 on Friday.  Snacks need to include pastries, doughnuts, cookies, and soda.  Group would also like to know the hotels’ policy for check in and check out times.
Space Requirements

Group is in need of a conference area large enough to seat 50 adults classroom style.  Conference area must be available24 hours beginning on Wednesday up till 1 pm on Friday.  A minimum number of people will arrive on Tuesday due to the conference not beginning till 1 pm on Wednesday.  However, meeting space needs to be available Wednesday morning to allow set up.  Group has their own computer and projector.  If you have a projector screen available please include that in your proposal with a cost if any.  
Registration Space

A registration area was not discussed but be prepared in case one will be needed.  An outside registration area next to the conference room will be acceptable.
Please send all proposals directly to CVB. Deadline for proposals: January 22, 2007.  Only complete proposals (meeting room and other costs and concessions must be addressed in proposals, as well as Internet capabilities) will be considered for submission.  
