
 U.S. Department of State 
Statement of Work 

 For 
PEPFAR Asia Regional Operational Planning Meetings 

 Monday March 16- Friday March 20, 2020 
Bangkok, Thailand 

Purpose 

Regional Operational Planning Meetings/ ROP 2020. These are required business and program 
planning meetings. Which will convene the headquarters and field team’s in-person, for five 
days, with participation from PEPFAR implementing partners in the last two days of the session. 

Objective 

From this singular and comprehensive meeting, all participants will leave the meeting with a 
shared execution and implementation plan S/GAC can approve virtually.



 Venue Requirements 

Hotel Rooms 
Conference 
Dates & 
Times 

Meeting Rooms 
Participant 
Count 

Logistics Rm 
Equipment 

VIP HOLD 

Cyber Café 

FAST/DATA 
PACK 

Nursing 
Room 

Registration Hotel Ballroom 

Sunday, 
March 15@ 
7am thru 
March 
20,2020 

7am-9pm 

Sunday, 
March 15 
@7am 
thru 
March 20,2020 

7am-9pm 

Sunday, 
March 15 @7 
am 
thru  
March 20,2020 

7am-9pm 

Sunday, 
March 15@ 
7am thru 
March 
20,2020 

7am-9pm 

Sunday, 
March 15 
@7am 
thru 
March 
20,2020 

7am-9pm 

Sunday, 
March 15@7 am 
 thru  
March 20,2020 

7am-9pm 

Hotel shall 
have at least 
100 rooms 
available for 
attendees to 
book. 
Please note 
conference 
starts on March 
16 ,however 
individuals may 
choose to come 
in on March 13 
to prepare for 
Mondays 
meeting 

All Meeting 
rooms must 
be available 

1. Room 1
Seating for 60
pp
Set-Up
Double U- 
Shape

2. Room 2
Seating for 40
pp
Set-Up
Double U- 
Shape

3. Rooms
3,4,5,6,

1.One (1)
Room
Set- Up
Boardroom
style table in
room  with
seating for 8
Logistics Room

2.One (1)
Room
Set- Up
Boardroom
style table
with seating
for 8

1.One (1)
Room
Set-Up
Boardroom
style table in
room  with
seating for 8
Purpose:
CYBER CAFÉ
2.One (1)
Room
Set- Up
Boardroom
style table in
room  with
seating for 8

2. Three
6 ft tables
must be
placed
outside of
main ball
room for
registration
use.

100-250 pp

1. Ballroom A
Room to be set up as a
double U-shape style
with tables and chairs
*See attached example
picture.
1. Ballroom B

Room to be set up as a
double U-shape style
with tables and chairs
*See attached example
picture.
1. Ballroom C
Room to be set up as a
double U-shape style



24 hours a 
day 
throughout 
the meeting 
times  

Seating for 20-
40 pp 
Set –Up  
U- Shape or
Double U-
Shape.
All rooms must
be equipped
with Screens
and projection
capability and
electric outlets
for laptop
charging
Please note:
The AV
company  will
provide the
following:
One(1)
Interpreter
Booth
Russian
Meeting room
location tbd
Simultaneous
interpretation
equipment may
be needed(
camera)

Location: VIP 
Hold 

Logistics 
Room 
Purpose: 
FAST/DATAPA
CK 

3. Mothers
Nursing
Room.
Hotel shall
provide one
comfortable
room
outfitted with
a table, chair
And small
refrigerator

with tables and chairs 
*See attached example
picture.

Stage, Screen, Podium 
and Mic must be 
available 
A. Outer Ring: One
Hundred (100) persons
in the outer u- shape.

B. Inner Ring: Seventy
Five (75) persons in the
inner u-shape
Please note: The AV
company  will provide
the following:

Push to talk 
Microphones will be 
set on tables and wired 
(unless wireless) by 
selected AV vendor 
around the table. 
Each microphone will 
cover 2 seats 

2. Two (2) Onsite
AV/Technical
Equipment
Troubleshooters for all
meeting rooms.
Daily 7am-9pm



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.

• The selected Hotel must provide a working registration link for the attendees to be able book 
rooms at the negotiated rate.

• Hotel must provide a rooming list twice per week and be available to discuss event details.

• Hotel shall not be in construction or installation mode during this meeting.

• All conference space and rooms required must be fully operational and outfitted with all 
requirements at the time of the bidding process.

• Hotel must be available for Pre- Conference meeting with PEPFAR logistics team after they 
arrive – Time: TBD

• Hotel must be fully staffed and able to accommodate all guests appropriately and respond to all 
guests needs and attempt to trouble shoot all issues within 12 hours.

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

• All meeting rooms must be fully equipped with optimal WI-FI to include participant guest rooms 
(Conference specific Wi-Fi preferred)

• Hotel must have rooms available for attendees starting March 13, 2020 and ending March 20, 
2020 at the negotiated government rate.

• PEPFAR reserves the right to decrease equipment and rooms listed above.

• The vendor must provide all meeting rooms and equipment in full working order.

• The selected/awarded Hotel vendor must provide a link to for the registration of attendees at 
the negotiated conference rate.

• The selected/awarded Hotel 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. 



Single U- Shape 



Push to Talk Microphones 

Double U- Shape 


