
REQUEST FOR PROPOSAL 
BID# 26-04-4126DB 

 
 
PROPOSAL DUE DATE: May 8, 2026, at 4:00 PM 
 
Primary Contact Person:    Lenita Benally, Principal Accountant 

Phone: (928) 810-8592 Ext. 76121 
     Email: Lenita.Benally@nntanf.org 

 
Bids using FedEx, UPS, postal mail, or personal delivery must be submitted to: 
 
Navajo Division for Children and Family Services 

Quality Inn Office Complex 
 48 W. Highway 264 
 Window Rock, AZ 86515 

Attn: Lenita Benally, Principal Accountant  
        
      

Bids may be electronically mailed to: Lenita.Benally@nntanf.org 
 
PROPOSAL INQUIRIES: All interested parties are invited to review and respond to this Request 
for Proposal (RFP) at their discretion. Respondents are instructed to contact Lenita Benally, DSR 
Principal Accountant, via email at Lenita.Benally@nntanf.org.  
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GUIDELINES FOR THE REQUEST FOR PROPOSAL 
 
I. DESCRIPTION: 

 
The Navajo Nation Department for Self-Reliance (DSR) will be hosting a General Staff Meeting 
in June 2026 for a total of one hundred and ninety-eight individuals (178 DSR staff and 20 
guest/presenters). 

 
II. SCOPE OF WORK 

 
The organization is requesting proposals from qualified vendors within the Albuquerque, New 
Mexico area to accommodate the 198 individuals scheduled to be in attendance. Accommodation 
will need to include meeting space/rooms, audio visuals, food and beverage, lodging and wellness 
activity opportunities. 
 
All respondents must provide detailed information and breakdown of costs, category and total for 
the following service requirements: 
 

A. Meeting Room Requirements: 
• 1 Large ballroom to accommodate 198 individuals for the general 

session/reception. Should consist of a “classroom style” set up. 
• 6 small meeting rooms to accommodate 25-30 individuals during breakout 

sessions. Should consist of a “classroom style” set up. 
• 1 area for storage space. 

B. Audio/Visual Requirements: 
• Large ballroom should be set up with a large screen, stage, podium, 

microphone, one additional microphone, extension plug ins, and a 
projector drop down screen. 

• 6 small meeting rooms should have screens, microphones, and a projector. 
C. Meals and Beverage Requirements: 

• Breakfast options provided for all three days. 
• Lunch options provided for two days. 
• Dinner/Banquet option provided for 1 evening. 

D. Loding Requirement: 
• Provide 64 rooms, double occupancy and non-smoking rooms for two 

nights. 
• Provide room block for additional staff and presenters. 

E. Wellness Activity Requirements: 
• Wellness activity options for staff for 1 evening, as a team building 

exercise. 
 

III. PROPOSED DATE OF GENERAL STAFF MEETING: 
 
June 22, 2026, to June 25, 2026 
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IV. DECRIPTION OF DAILY LODGING/ MEETING ROOM/AUDIO 
NEEDS/ACTIVITIES  

 
A. Day 1 will be considered a travel day for staff, in addition, they will check into 

their hotel rooms after 3:00 p.m. 
B. Day 2 will consist of staff arriving at the large ballroom for a breakfast buffet 

(meet and greet) from 8:00 a.m. to 9:00 a.m. General staff meeting will 
commence from 9:00 a.m. to 12:00 p.m. Lunch buffet will follow from 12:00 
p.m. to 1:00 p.m. Thereafter breakout sessions will commence from 1:00 p.m. to 
3:00 p.m., followed by a wellness activity from 3:00 p.m. to 5:00 p.m. Large 
ballroom should provide a stage with podium, large screen, microphones, a 
projector and should be set up in a “classroom style” set up. Small meeting 
rooms for breakout sessions should include screens, a microphone and a 
projector. 

C. Day 3 will start with a breakfast buffet from 8:00 a.m. to 9:00 a.m., followed by 
breakout sessions from 9:00 a.m. to 3:00 p.m. Thereafter, from 3:00 p.m. to 
4:30 p.m. staff will conduct team building activities and field site meetings. 
Banquet/reception will commence from 5:00 p.m. to 7:00 p.m. Banquet will 
take place in the large ballroom with round tables with chairs, tablecloth 
coverings, stage, podium and microphone. During general meeting session the 
large ballroom should provide a stage with podium, a large screen, 
microphones, a projector and should be set up in a “classroom style” set up. 
Small meeting rooms for breakout sessions should include screens, a 
microphone and a projector and should be set up in the “classroom style”. 

D. Day 4 starts with a light breakfast from 8:00 a.m. to 9:00 a.m. Followed by 
team building activities and the conclusion of the general staff meeting from 
9:00 a.m. to 12:00 p.m. Boxed lunches will be provided from 12:00 p.m. to 
1:00 p.m. All activities for this day will take place in the large ballroom. 

 
V. FUNDING AVAILABILITY: Contract will be contingent upon funds availability. 

 
VI. PROPOSAL FORMAT: The proposal must be organized and indexed in the following 

format: 
 

A. Cover letter/experience with providing services as requested in Scope of Work 
B. Detailed cost with a grand total for all services. 
C. Food and beverage menu with pricing 
D. Audio equipment pricing listing 
E. Signed W-9 Form 
F. Signed Navajo Nation Certification regarding Debarment, Suspension and 

Contracting Eligibility Form 
G. Current Certificate of Liability Insurance 
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VII. EVALUATION PROCEDURES: 
 
A. Evaluation Criteria 
 

Proposals will be evaluated by the Department for Self Reliance staff using the 
following criteria (maximum points listed): 

 
Criteria         Points 
Cover letter/Experience          10 
Food & Beverage menu /Audio Equip. Pricing       20 
Detailed Budget/Breakdown         35 
W-9, Debarment & Suspension Form, Liability of Insurance     35 
POSSIBLE TOTAL POINTS:        100 

 
VIII. SCHEDULE OF ACTIVITIES: 

        Deadline Dates 
A. Public Advertisement Begins       May 4, 2026 
B. Proposal Submission Deadline       May 8, 2026 
C. Opening of Proposal and Evaluation           May 11-15,2026 
D. Notification of Selection      May 15, 2026 
 

IX. RIGHTS 
 
A. The DSR reserves the right to reject any proposals, in whole or in part. 
B. DSR reserves the right to request clarification of information submitted and 

additional information from any proposer. 
C. DSR reserves the right to award all or a portion of the required services to more 

than one proposer at DSR’s sole discretion. 
D. This RFP is not an agreement/contract or an obligation of funds, and the DSR is 

not obligated or responsible for the cost of preparing the proposal. 
E. Proposal shall be received on or before 4:00 PM on May 8, 2026. Proposals 

received after 4:00 PM no later will not be accepted. 
F. Faxed proposals will not be accepted. 
 


















