UNCLASSIFIED 	
WHS MEMORANDUM

 <insert date October 10, 2012>
							
<insert office /dept>,
Uniformed Services University of the Health Sciences
301.295.3013
<Insert name degree/rank,> Requesting Official

Subject:  			HA/TMA Meeting Space Request
            
[bookmark: _GoBack]Title of Event:		 USU <Insert full event title>
Dates:				 <Insert start-stop dates>

Geographic Location:	
Washington DC Metropolitan Area (downtown)
with easy accessibility for 38 local faculty and lodging for 35 attendees and 5 faculty 
and space for large and small group work.

Total Estimated Cost to Government:   $............ for travel and per diem.  Venue, administrative and logistical costs are paid by the contract ($........)

Three Marketable Bid Comparison:
	Venue
	Comparable Costs
	Remarks

	Key Bridge Marriott
Arlington VA
	$25,000
	Meeting room 10 days
w/refreshments = $18,050
Group work space/support = $1,850
AV equipment & support = $5,100

	The Cosmos Club
Washington DC
	$26,650
	Meeting room 10 days  = $11,000
Refreshments = $11,255
Group work space/support = $2,030
AV equipment = $2,365
Note: lodging would need to be negotiated at a nearby site

	Washington Marriott Hotel
	$40,505
	Meeting room 10 days = $13,420
Refreshments = $20,590
Group work space/support – not included
AV equipment/support - $6,495
Note: this price is excluding group work space



	A search of federal facilities in the DC Metropolitan Area revealed nothing available that would meet the needs of this activity (meeting space for 10 days, group work space, ease of accessibility for multiple high-level executive faculty, adjacent lodging, etc).
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