United States Department of Defense

<Insert Name of MAJCOM (e.g., Air Mobility Command)>
Air Force Center for Environmental Excellence (AFCEE)
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<Insert Name of Base> Air Force Base

<Insert press release date (e.g., August 28, 2000)>
INDUSTRY FORUM 

<Insert date(s) of forum (e.g., September 27–28, 2000)>

We are pleased to announce an “Industry Forum” to be held on <Insert date(s) of forum (e.g., September 27th and 28th)> at <Insert Name of Base> Air Force Base in <Insert City, State> to provide an overview of the upcoming privatization of military housing.  Enclosed is a tentative Agenda, General Information Sheet, and Project Summary for your review.  In addition, an Information Package will be available for downloading on or about <Insert date at least two to three weeks prior to forum (e.g., September 13, 2000) at http://www.xxxx.xxxx. 

Please note that in order to facilitate your entry to <Insert Name of Base> AFB, you must register your firm’s name and all participants via e-mail to xxx@xxxx.com or call our offerors desk at (xxx) xxx–xxxx.  Please register no later <Insert date approximately five to seven working days before forum (e.g., September 22, 2000)>.  


We strongly suggest arriving at the base prior to noon on <Insert first date of forum (e.g., September 27)> in order to pass through security.  The Industry Forum will begin promptly at 1:00 p.m.


We look forward to your attendance.

“Signed”

<Insert name of PSC firm’s Principal/Director>

<Insert name of PSC firm and title>

United States Department of Defense

<Insert Name of MAJCOM (e.g., Air Mobility Command)>
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Privatization of Military Housing

<Insert Name of Base> Air Force Base

Industry Forum -- Tentative Agenda

<Insert day of week and date (e.g., Wednesday, September 27, 2000)>
1300 – 1315
Introduction (<Insert meeting location>)

1315 – 1325
Welcome from Wing/Base Commander

1325 – 1335
AFCEE Comments
1335 – 1350 
Overview of <Insert Name of Base> Mission and Presence
1350 – 1515
Presentation of Detailed Project Information


Subjects to include:  General Description of the Transaction; General Description of the Solicitation and Selection Process; Leased Property; Demolition and Construction; Long Term Modernization; Operations, Maintenance & Property Management 

1515 – 1530

Break

1530 – 1730
Presentation of Detailed Project Information (continued)

Subjects to include: Financing; Equity Contribution; Financing and Legal Documents; Rental Income; Operating Expenses & Utilities; Property Taxes; Lockbox Agreement; Escrow and Reserve Accounts; Windfall Income; Default; End of Lease Term; Review of Books, Records, Accounts, Reports and Construction Progress 

1730 – 2100 

Icebreaker (<Insert meeting location>)

<Insert the following day of the week and date (e.g., Thursday, September 28, 2000)>
0800 – 1030

Site Tour (Location to board buses:  to be announced)

1030 – 1230 

Questions and Answers (<Insert meeting location>)

1230 – 1300 

Wrap Up

United States Department of Defense

<Insert Name of MAJCOM (e.g., Air Mobility Command)>
Air Force Center for Environmental Excellence (AFCEE)
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<Insert Name of Base> Air Force Base

Industry Forum 

<Insert date(s) of forum (e.g., September 27–28, 2000)>

General Information Sheet

Entrance to Base

Enter the base via the XXXX Gate.  You will be required to obtain a vehicle pass from the Visitor’s Center.  Be prepared to show a valid drivers license and proof of automobile insurance (a car rental agreement is acceptable).  This process may take up to 15 minutes.

Directions to the <Insert meeting location>

After entering through the XXXX Gate, continue on XXXX.  Turn left/right on XXXX.  A general map of <Insert Name of Base> AFB is available on the following website:  http://www.xxxx.xxxx.

Lunch

Listed below are several locations to get lunch on base:

· Base Exchange Food Court

· Base Officers’ Club

· Etc.

Registration 

Upon entering the <Insert meeting location>, you will see a welcome table in the lobby with a list of all registered parties.  Please sign in before entering the presentation area. 

Icebreaker

The Icebreaker will be held at the <Insert meeting location>, which is located on base.  There will be a cash bar available.
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