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Industry Forum Checklist for <Insert Name of Base> AFB

The purpose of this checklist is to provide a comprehensive list of activities that may need to be completed before, during, and after the industry forum.  Keep in mind that this forum offers several of the potential bidders their first opportunity to personally discuss the financial and technical elements of the draft Request for Proposal (RFP) with the Privatization Support Contractor (PSC) and the Air Force and to tour each housing area included in the privatization project.  <Note for generic checklist: As a generic checklist based on pilot Military Housing Privatization Initiative (MHPI) projects, some items may need to be added, deleted, or modified to meet the needs of the specific project.  Therefore, feel free to customize this checklist and share “lessons learned” with the other housing privatization staff.  Additional copies of this checklist may be downloaded from the AFCEE/DCP share drive at V:\DCP\Generics\Initial Industry forum.>

Activities to be completed before the industry forum are as follows:

· At least two months prior to the industry forum, distribute generic templates, samples, and “lessons learned” from other industry forums to the PSC team (e.g., Kirtland, Elmendorf, Dyess, Robins, and Lackland)

· Determine the forum duration (Will depend on project magnitude and complexity.  Typically scheduled for 1.5 days with the first day starting at 1300 hours)

· Consider consolidating industry forum activities into one day

· Note that some participants had to leave other industry forums after the first day due to other business commitments

· If time permits, schedule afternoon refreshments or an evening ice breaker following the first day’s activities

· Participants commented that it was a “nice touch” at the Kirtland AFB industry forum

· Offered everyone an informal way to communicate with each other

· If events are consolidated into one day, consider starting around 0800 to ensure the housing tour and open discussions are not cut short in the afternoon

· E-mail/call the PDT members to solicit their availability for the entire forum duration

· Suggest using single points-of-contact at the base, MAJCOM, and PSC for coordination.

· Select a date that does not conflict with other community events, which are likely to include the intended audience for the forum.

· Schedule the industry forum at least 60 calendar days in advance to allow enough lead time for informal congressional notification and advertisements in national industry trade journals/publications

· Also plan on hosting the industry forum approximately 15 to 30 calendar days prior to the end of the congressional notification period (and subsequent release date of the RFP)

· After confirming with ILEI that they have informally notified Congress of plans to conduct the industry forum, request that the base POC complete the following activities:

· Locate a well-lit professional conference center (i.e., an on-base or off-base facility) to demonstrate the Government’s commitment to a professional deal (e.g., auditorium or ballroom type environment)

· Reserve a meeting location for the entire forum duration and that the meeting location has sufficient seating and overhead projection and sound systems with a direct hookup for laptop/PC presentations

· Arrange for transcription service (including videotape) to record proceedings of the forum for internal use and preparation of the forum After-Actions Report

· Prepare welcome letter to be signed by Wing/Base Commander

· Coordinate distinguished visitor arrangements with protocol office (e.g., local transportation and lodging)

· Request that the Wing/Base Commander or Vice Commander kick off the industry forum and attend ongoing activities to show top leadership’s interest and involvement in the effort

· Request that the Base Civil Engineer (BCE) follow up as an additional proponent of privatization 

· Arrange base logistics with PSC

· Reserve 3–4 buses with sufficient seating capacity for the potential bidders to participate in the housing tour

· Ensure representative samples of housing units are available during the tour for walk through

· Confirm public affairs coverage of forum

· If the forum is to be held on base, forward the invitee list to Security Forces one day prior to industry forum

· Arrange for the gate guards to welcome participants to the base and direct them to the meeting place

· Place directional signs along the route from the base gates to the meeting location

· Confirm that a photocopier will be accessible for the entire forum duration (i.e., for any on-the-spot photocopy requests)

· After confirming with ILEI that they have informally notified Congress of plans to conduct the industry forum, request that the PSC complete the following activities:

· If this forum is going to serve as the preproposal conference, then that needs to be announced in the press releases and at the industry forum so that offerors know there will not be a second time to hear the information

· Ensure that the PSC determines the best location for the participants to gather for an on-base lunch break/discussion during the forum (may have to rely on the base POC for a suggested location)

· Prepare the forum agenda and briefing slides incorporating the activities to be completed during the industry forum (For a sample meeting agenda and base leadership briefing, see the AFCEE/DCP share drive at V:\DCP\Generics\Initial Industry forum.  Note that several of the background briefing slides will be copied from the base leadership briefing.)

· Select a moderator from the PSC team who is well versed in the project details and has the ability to guide discussions in a focused manner

· The moderator should start the forum then allow the Base/Wing Commander and Base Civil Engineer (BCE) to offer welcoming remarks (will show top leadership’s interest and involvement in the effort)

· Suggest the AFCEE Project Manager/senior representative follow up with information on the PSC’s roles and responsibilities, privatization schedule, and AFCEE’s role in executing housing privatization projects

· The moderator to then follow up with the remaining agenda topics

· Limit the number of presenters from the PSC team to one or two people

· Easier for participants to track who presented what slides and avoids “popcorn effect” of presenters stepping on and off the stage

· Require that presenters are experienced and polished in presentations (not just “techies”)

· Plan a method to control questions asked during the forum in such a way that everyone hears the question and the answer (equal access to information)

· Suggest purchasing 3X5-inch index cards (or create question input forms)

· Color code and title cards/forms by subject heading (e.g., financial, legal, environmental, and utilities)

· Have forum participants write questions and provide them to the moderator

· Have the moderator read the question at the podium and refer it to the proper individual to provide the answer

· Caveat the question and answer (Q&A) sessions to indicate that the questions, along with final, official answers will be posted on a Contractor web site

· Prepare the Commerce Business Daily (CBD) announcement and other press releases at least 45–60 days prior to the industry forum

· Submit the draft CBD announcement and press release for Air Force review prior to publication

· Obtain CBD announcement approval at least 35 days prior to the industry forum

· Post the CBD announcement and other press releases at least 30 days prior to the industry forum and ensure it remains active for the entire period <insert Gregg Breen’s text here>

· One month prior to the industry forum, post the agenda (mark as tentative), general information sheet, project summary, and driving directions from the local airport (suggest using Yahoo MapQuest or equivalent) on a Contractor web site and email to potential bidders 

· Post articles in the installation paper

· E-mail/fax/mail invitations to local and regional community leaders

· E-mail/fax/mail invitations to target firms from previous bidder lists and industry forums

· Post articles in local, regional, and national industry journals/publications such as Nation’s Building News and Commercial Mortgage Alert

· Hold pre-registration during the 30-day advertising window with a deadline of five working days prior to event

· Create a sign-in sheet/database containing each registered individual’s name, company, title, address, phone number, and e-mail (For a sample sign-in sheet, see the AFCEE/DCP share drive at V:\DCP\Generics\Industry forum.)

· Preprint Avery-type self-adhesive name tags for preregistered participants as well as for participating government and PSC staff

· Inexpensive way for participants to identify each other by name and company

· Can efficiently use Microsoft Word or Excel and a laserjet printer

· Request that the PSC team acknowledge receipt of all e-mails sent to them via the address provided on the PSC web site

· Arrange base logistics with the base POC

· Submit draft industry forum handouts for Air Force review

· Coordinate the Project Development Team (PDT) review of draft handouts

· Finalize and produce handouts

· Prepare a three-ring binder for each participant that includes a copy of:

· Welcome letter signed by the Wing/Base Commander

· Final agenda (include presenter’s name next to each topic)

· All read-aheads posted on the Contractor web site (e.g., general information sheet and project summary)

· All industry forum handouts (e.g., RFP, Appendix I [Lease of Property], Appendix S [Technical References], Appendix M [Government Utility Rates and Local Utility Sales Rates], briefing slides, and housing map)

· Color coded 3X5-inch index cards/question input forms

· AFCEE privatization schedule which should include:

· Timeline for anticipated suspense dates of project (e.g., Steps One and Two of the RFP process and deal closing)

· Timeline for Air Force installations to be privatized

· Include map of where these installations are located throughout the United States

· Show over the next five to seven years

· Require all presenters (e.g., AFCEE, installation, and PSC team) to:

· Have slides prepared at least three days in advance to ensure AFCEE PM and installation staff (e.g., housing manager and utilities manager) have time to review and comment on presentations

· Standardize all presentations using the same slider master template in Microsoft PowerPoint  (For a sample template, see the AFCEE/DCP share drive at V:\DCP\Generics\Initial Site Orientation Visit.)

· Provide the PSC team a sample After-Actions Report (For a sample After-Actions Report, see the AFCEE/DCP share drive at V:\DCP\Generics\Industry forum.)

· Work closely with the BCE, CE PM for utilities, and base housing office manager

· They have the resources to provide maps, occupancy rates, and utility consumption rates

· Suggest they be included as presenters but ensure they are polished presenters, have prepared briefing slides, and an opportunity to rehearse

· In addition to the base representatives, ensure that Air Staff, MAJCOM, and AFCEE are well represented at the forum to show offerors how serious the Air Force is about housing privatization and to answer the tough policy and procedure questions

Activities to be completed one week prior to the industry forum are as follows:

· Ensure all presenters (e.g., AFCEE, installation, and PSC team) are thoroughly familiar with the contents of the final, approved Project Concept so that they are postured to provide the most complete, correct answers to questions during the industry forum

· Dry run housing tours and ensure consistency of scripts are being used for each tour when multiple tours are involved (This helps ensure the same information is provided to all industry forum participants.)

· If time permits in the agenda, arrange for a drive through any other areas on base that may relate to or potentially affect/impact the privatization project

· If time permits in the agenda, arrange for a drive off-base to visit local market housing area conditions

· If time permits in the agenda, arrange for a post-tour discussion to share general impressions or initial observations

Activities to be completed one day prior to the industry forum are as follows:

· Require all presenters (e.g., AFCEE, installation, and PSC team) to:

· Rehearse their presentation in front of their peers

· Recommend that all parties be in place to dry run the event and discuss needed issues

· Ensure the meeting location is still available for the forum duration

Activities to be completed during the industry forum are as follows:

· Arrive 1–2 hours early to the meeting location to configure seating, check and double check the sound and overhead projection systems, and make any last minute photocopies of handouts

· Ensure the base POC has configured 1–2 microphones for participants to use during the open discussions

· Manage Registration

· Open the presentation area and start registration at least one hour before the start of the forum to accommodate early arrivals

· Provide a sign-in sheet for individuals to verify their name, company, title, address, phone number, and e-mail (For a sample sign-in sheet, see the AFCEE/DCP share drive at V:\DCP\Generics\Industry forum.)

· Provide preprinted name tags (name and company) to preregistered participants

· For any last minute additions, provide blank Avery-type self-adhesive name tags

· Distribute copies of the three-ring binder to participants as individuals sign in (Will allow participants to take notes as comments are made during presentations)

· Make sure the forum starts on time

· Distribute hard copies of the sign-in sheet immediately following registration (Facilitates partnering [particularly if smaller firms are interested in proposing])

· If this forum is going to serve as the preproposal conference, then that needs to be announced during the forum so that offerors know there will not be a second time to hear the information

· Define all terms in the order in which they are first presented (e.g., what is Basic Allowance for Housing (BAH), Successful Offeror (SO), and Utilities Privatization?)

· Document Industry Forum Activities

· Lay out the Rules of Engagement (ROE) up front to ensure its purpose is served (particularly if a panel discussion is to be used)

· During introductions, request that everyone turn off their pagers and wireless phones

· Turned out to be a nuisance at the Kirtland AFB industry forum

· Presentations were interrupted on three separate occasions

· If at any time a presenter does not know how to address the extent to which the RFP may change, they should state “Unless we hear something today, this is where we’re going.”

· If at any time a presenter does not know the answer to a question, they must preface their answer by stating, “I’ll check and get back with you”

· During the housing tour, ensure the PSC team prepares answers to questions while participants tour the housing areas

· Advertise that the information clearinghouse will be in place by the RFP release date (suggested location is at one of the PSC team offices) 

· Request that potential bidders schedule in advance the times and dates they are available to view documents not available on the PSC web site

· Inform potential bidders that copies can be furnished, but they will be made at their own expense

· Distribute feedback surveys prior to dismissing participants to solicit their input in how to improve future industry forums

Activities to be completed after the industry forum are as follows:

· Thank the base POC and PSC team for arranging the logistics of the forum

· Ensure that the PSC provides an After-Actions Report documenting the results of the industry forum within 10 work days following the event

· Coordinate PDT approval of After-Actions Report, Attendee List, and Q&As

· Ensure that the PSC posts the attendee list, Q&As, briefings, and any other information which was “promised” during the forum on a Contractor web site (within 5–10 working days following forum)

· Resolve all action items within the time allotted for each task (typically within 15 work days)

· Ensure information clearinghouse is in place by RFP release date

· Plan to conduct a formal review of the project profile and acquisition strategy after the forum (Incorporate appropriate changes derived from the forum in the project plan, solicitation, and evaluation process.)
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4. Notional MHPI Project Schedule with PSC

5. Information package for the Kirtland AFB industry forum

6. Information package for the Elmendorf AFB industry forum 

2
6

