Tax Foundation Request for Proposals

2010 National Taxpayers Conference


TAX FOUNDATION

REQUEST FOR PROPOSALS

The Tax Foundation, a 501(c)(3) non-profit organization founded in 1937 and based in Washington, D.C., is seeking proposals for meeting space and hotel accommodations for a 30-person conference it will be hosting in the Washington, D.C. area between September 26-29, 2010.

RFP RESPONSE PROCESS

E-mail a copy of the response to RFP to the Tax Foundation as indicated at the end of this document. Please include contact information for further questions and action. The response can be in whatever form the hotel believes will fully answer the RFP and attachments are welcome. The response is requested no later than Monday, January 25, 2009.
DESCRIPTION OF EVENT & ATTENDEE PROFILE
The Tax Foundation is sponsoring the 2010 annual conference of the National Taxpayers Conference, a roundtable of taxpayers’ association presidents from around the United States. The conference is generally held in a state capital in the western United States, but will be in the Washington, DC area for 2010.

Taxpayers’ associations generally have limited budgets so their presidents are generally price conscious. However, they understand that Washington, D.C. is more expensive than past conference locations. Individuals attend to network and share information about developments in their state. It is a great opportunity for the Tax Foundation to be able to welcome these individuals and wow them with the greatness that is Washington, D.C.

The contact for this event is Joseph Henchman, Director of State Projects at the Tax Foundation, henchman@taxfoundation.org, 202-464-6200. The Tax Foundation’s address is the National Press Building, 529 14th Street, N.W., Suite 420, Washington, DC 20045. The Tax Foundation has experience putting on large events, holding annual dinners in the Washington, D.C. area for decades, and holds a monthly conference at the National Press Building.
GUEST ACCOMMODATIONS
The event will require 20 single- or double-occupancy rooms for the event for 3 nights each (9/26/10, 9/27/10, 9/28/10). The response to RFP should indicate the room rate, applicable taxes and charges, room availability, and room/suite options. (A reminder that the Tax Foundation is 501(c)(3) non-profit organization, and has applicable sales tax exemption certificates as well.) Rooms do not need to be near each other.
The response to RFP should also indicate both (1) on what date rooms will be released from the block and what penalties shall be imposed for not filling the block and (2) the hotel’s policies if the demand for rooms for the conference exceeds the 20-room block. 

Individual guests will be responsible for making and paying for their room reservations. The hotel’s penalties for failure to arrive and early departure should be specified in the response to RFP.

MEETING ROOM AND CATERING

The event will require one (1) meeting room able to accommodate 30 individuals in conference-style seating. The room will be required all day on 9/27 and 9/28, and the morning of 9/29 (the event will end with lunch that day). The response to RFP should include all applicable charges with the room rental.

The event will require catering of breakfast and lunch for 30 individuals on 9/27, 9/28, and 9/29. The breakfast event will likely occur in the meeting room. The lunch event can be held in the meeting room, but preferably would be held in a separate location. A mid-morning or mid-afternoon snack can also be included in the response to RFP. The hotel’s best estimate of food and beverage expense under applicable options would be appreciated in the response to RFP.

We do not anticipate any audio/visual needs and do not yet know if any attendees will require special dietary needs.

ADDITIONAL ITEMS

The response to the RFP should include any information that may assist the Tax Foundation in deciding where to hold the conference. This may include, but are not limited to, internet/wireless capability, proximity to Metro, parking policies, airport transportation options, on-site restaurant, amenities, accessibility, proximity to Washington, D.C.-area tourist attractions, and room size.

DEPOSIT, BILLING, & CANCELLATION TERMS

The Tax Foundation will be responsible for expenses other than guest room expenses. The response to the RFP should include any applicable deposit, billing, and cancellation terms. 

SEND RESPONSE TO RFP ELECTRONICALLY, IN CONFIDENCE, TO:

Joseph Henchman

Director of State Projects

Tax Foundation

henchman@taxfoundation.org
(202) 464-6200
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