
U.S. Department of State 
Statement of Work  

 For 
PEPFAR Asia Regional Operational Planning Meetings 

 
Sunday March 15 -Friday March 20, 2020 

Bangkok, Thailand 
                          Audio Visual Requirements 

Conference 
Dates & 
Times 
 

Meeting Rooms 
Participant 
Count 

Logistics Rm 
Equipment 
 
VIP HOLD 

Cyber Café 
 
FAST/DATA 
PACK 

Registration 
 

Hotel Ballroom  
 

Sunday, 
March 15 
thru  
March 20 
,2020 
7am-9pm 

Sunday, 
March 15 
 thru 
March 20 ,2020 
7am-9pm 

Sunday, 
March 15 
thru  
March 20 
,2020 
7am-9pm 

Sunday, 
March 15 
thru 
March 20 
,2020 
7am-9pm 

Sunday, 
March 15 
thru  
March 20 
,2020 

 
7am-9pm 

Sunday, 
March 15 
 Thru 
 March 20 ,2020 

 
7am-9pm 

 
 

1.40 pp 
2.40 pp 
3. Four  (4) 
Rooms 3,4,5,6 
20-40pp  
4. Six (6) 
Polycoms  
Conference 
capable phones 
Please note 
rooms have 
screens and 
projectors 
which 
technicians may 
need to 

1.One (1) 
Color  Printer 
Scanner/ 
Multipurpose 
Copier 
Location: 
Logistics Room 
 2.One (1) 
BW Printer 
Scanner/ 
Multipurpose 
Copier 
Location: 
Logistics Room 
3.One (1) 
Polycom 

1. One (1) 
Color  Printer 
Scanner/ 
Multipurpose 
Copier 
Location: 
CYBER CAFE 
2.One (1)  
BW Printer 
Scanner/ 
Multipurpose 
Copier 
Location: 
CYBER CAFÉ 
Please 
provide 
appropriate 

2 laptops  
2 power 
strips  

75-150pp 
 
1. Seventy (70) 
Push to talk 
Microphones 
Each microphone must 
cover 2 seats 
Room to be set up as a 
cabaret style / ½ 
rounds facing the stage 
Please note: SGAC 
reserves the right to 
reduce these number 
based on the 
attendance of the 
participants 



troubleshoot 
this equipment  
Please note: If 
screens or 
projectors or 
any equipment 
in the rooms 
becomes 
inoperable, AV 
Contractor will 
provide the 
equipment and 
charge SGAC 
for the 
equipment.     
5.One(1) 
Interpreter 
Booth Outside 
of meeting 
rooms  
Location and 
Time TBD 
Language: 
Russian 
Meeting room 
location tbd 
6.5-15 headsets 
for usage in 
room that it is 
utilizing 
interpretation 
equipment 
Please note: if 
there is a need 
for an 
additional 
booth and or 
equipment 
such as 
cameras and 
mics for the 
booth. SGAC 
will be charged 

Location: VIP 
Hold 
Please provide 
appropriate 
adapters, 
extension 
cords, etc. 
 
 

adapters 
extension 
cords etc. 
Trouble 
shooting may 
be needed in 
the 
FAST/DATAP
ACK Room  

2. Two (2) Onsite 
AV/Technical 
Equipment 
Troubleshooters for all 
meeting rooms.  
Daily 7am-9pm  
 
3.One(1) Interpreter 
Booth In or Outside of  
Ballroom and or 
Meeting rooms  
Location and Time TBD 
Language: Russian  
Meeting room location 
tbd 
4.5-15 headsets for 
usage in room that it is 
utilizing interpretation 
equipment 
 
See below for 
additional equipment 
requirements onsite 
 



Onsite Equipment Rentals 

Microphones 

 Please provide the cost of 1-5 mics for usage in the Plenary Sessions, Town Hall Event, and 

Meeting Rooms during ROP2020. 

 These microphones will only be charged to SGAC at the negotiated contract rate if used during     

the conference. 

 If it is decided that the microphones are necessary, the AV Vendor shall provide operable 

equipment and charge SGAC at the negotiated contract rate that is provided in the contract. 

The contracting officer will also be notified and must provide approval and amend the original 

contract with the negotiated price for this item.   

Screens 

 Please provide the cost of the installation and maintenance for (1) individual screen for use in 

the Meeting rooms and/or Ballrooms during ROP 2020 Meetings.  

 The Ballroom and the Meeting rooms are presently equipped with screens. Pricing is only 

requested for purposes of onsite ordering during the event. If needed the equipment must be 

approved and added as an addendum to the original contract.  

 All meeting rooms are equipped with projection screens. If the existing projection screen 

becomes inoperable, the AV Vendor Selected shall troubleshoot the problem. If the problem 

deems that there is a need for a replacement screen due to inoperability of the equipment 

and or a need for advanced equipment. The selected AV Vendor will notify SGAC Logistics and 

discuss. If it is decided the AV equipment must be replaced, the AV Vendor shall provide the 

operable equipment and charge SGAC at the negotiated contract rate that is provided in the 

contract. The contracting officer will also be notified and must provide approval and amend 

the original contract with the negotiated price for this item.      

Projectors  

 Please provide the cost for the installation and maintenance for (1) projector for use in the 

Meeting rooms and or Ballrooms during ROP 2020 Meetings.  

 The Ballroom and the Meeting rooms are presently equipped with projectors. Pricing is only 

requested for purposes of onsite ordering during the event. If needed the equipment must be 

approved and added to the original contract as an addendum.  

 All meeting rooms are equipped with projection screens. If the existing projector becomes 

inoperable, the selected AV Vendor shall troubleshoot the problem. If the problem deems 

that there is a need for a replacement projector due to inoperability of the equipment and or 

a need for advanced equipment, the selected AV Vendor will notify SGAC Logistics and 

discuss. If it is decided the AV equipment must be replaced, the AV Vendor shall provide the 

operable equipment and charge SGAC at the negotiated contract rate that is provided in the 

contract. The contracting officer will also be notified to provide approval and amend the 

original contract with the negotiated price for this item.      

the negotiated 
contract rate.   
 



 

 

Laser Pointers 

 Please provide the cost for (5) laser pointers for use in the Meeting rooms and/or Ballrooms 

during ROP 2020 Meetings. 

 Pricing is only needed for purposes of onsite ordering if required. If necessary, the equipment 

will be approved and added to the original contract.  

 If there is a necessity for laser pointers, the selected AV Vendor shall notify SGAC Logistics and 

discuss. If it is decided the equipment is necessary, the AV Vendor shall provide, install, and 

maintain operable equipment and charge SGAC at the negotiated contract rate provided in 

the contract. The contracting officer will also be notified to provide approval and amend the 

original contract with the previously negotiated price for this item.      

Translation Booth Equipment  

 Please provide pricing for a camera, microphone, and an additional booth that may be needed 

for the Meeting room and or Ballroom during the ROP 2020 Meetings.  

 Pricing is only requested for purposes of onsite ordering if needed and will be added to the 

original contract.  

 If there is a necessity for an additional translation booth and/or if there is an obstruction to 

the line of site and a camera or microphone is needed for the translation booth, the selected 

AV Vendor shall notify SGAC Logistics and discuss. If it is decided the equipment is necessary, 

the AV Vendor shall provide, install, and maintain operable equipment and charge SGAC at 

the negotiated contract rate provided in the contract. The contracting officer will also be 

notified to provide approval and amend the original contract with the previously negotiated 

price for this item.      

 Equipment Operations 

 All equipment must be fully operable and technicians must be available and willing to assist 

the attendees and SGAC staff in the usage of all equipment during the ROP 2020 Meetings. 

 

 

 

 

 

 

 

 



 

 

Period of Performance/Performance 

 The period of performance is Sunday March 15 @ 7 am thru March 20, 2020 @ 9pm. 

 The selected Vendor shall have previous experience working with the Department of State. 

 The selected vendor and all employees that will be performing any duties and services on the 

contract must be able to speak English. The selected vendor and any and all assigned staff must 

be able to converse effectively and efficiently with the State Department staff in English and 

understand and perform all tasks communicated in English and with expediency. 

 All personnel/ technicians must be available to remain on site until at least 11pm and be able to 

troubleshoot, repair, service and meet the needs of all requirements.    

 All equipment must be set-up by Sunday March 15, 2020 @ 7am. 

 PEPFAR reserves the right to decrease or increase any of the equipment listed in this document. 

 The vendor must provide all equipment in full working order with all of the appropriate cables 

and wiring that is needed for the equipment to operate optimally. Vendor shall supply all 

appropriate adapters and cords and extension cords needed for each room for attendee’s use of 

laptops phones etc. 

 The vendor must provide all paper for all copiers in all of the rooms where copiers are present. 

 The selected/awarded vendor must provide all USBs for scanning purposes.  

 The selected/awarded vendor must provide all ink for all copiers black and white and color.  

 The selected/awarded vendor must provide two (2) technicians onsite at the Hotel/Meeting 

venue and they must be available to troubleshoot all of the equipment that the vendor provides 

in addition to the hotel AV equipment in all meeting rooms and conference spaces. 

 The selected/awarded vendor must be accessible by phone and or WhatsApp and text at all 

times during the period of performance. The selected awarded vendor must remain in the 

conference area and be very responsive to all trouble shooting requests.   

 The selected/awarded vendor must be available to participate in all conference calls deemed 

necessary with the PEPFAR logistics team. Please note: There is 12 hour time difference. Due to 

the time zone, the selected/awarded vendor must participate in calls during the 

afternoon/evening or in the early mornings to accommodate the PEPFAR Logistics team.           

Equipment Moves 

 Once registration has been completed, the registration laptops should be relocated to either the 

Cyber Café or the logistics room. Instructions will follow. 

Interpreter Booth 

 Interpreter booth may need to be moved around from the ballroom to a meeting room TBD.    

 

 

 



 

 

 

 

 

 

Single U- Shape 

    

 

Double U- Shape 

 

Cabaret Style 



 

 

 

 

 

 

 

 

 

 

Push to Talk Microphones 



 

 

 


