Group Learnings (GL)
Group Learning – June 21-15 2027 –Nashville, TN or Denver, CO

Group Learnings (GL) are 5-day mini training events usually consisting of 2-5 classes offered simultaneously and are typically conducted two to three times a year, in various cities. A GL shipment typically consists of approximately 40 pieces of materials and supplies weighing approximately 2000 lbs. weight consisting of boxes of training materials, supplies, and event support items (approximately 25lbs each), a small case of LCD (5-6 units), up to 5 Flipchart stands and paper and signage easels and a Tabletop printer. (All items may not be needed depending on the location of the event)

An inside pickup and delivery directly to the hotel or training venue is always required unless otherwise stated at the time of engagement. 

NeighborWorks Executive Symposium (NES) / Community Leadership Institute (CLI)
NES – April 15-16, 2027 – Washington, DC
· Omni Shoreham Hotel
CLI – October 7-10, 2027 – Portland, OR
· Oregon Convention Center

The NeighborWorks Executive Symposium (NES) is a two-day NeighborWorks leadership summit event conducted each Spring in Washington, DC (usually). The Community Leadership Institute (CLI) is a three-day event conducted annually in a different city each October.

The shipment for the CLI and NES events has similar components, which consist of 50-100 individual boxes of materials and supplies (mostly 12x12x12 in diameter and weighing up to 30 lbs. each), office equipment (4-6 tabletop printers), rolling crates of A/V equipment, 1-2 rolling storage cages of supplies, stage furniture, training props, and signage.  Stage furniture, training props, and signage require supplemental pickup to and from local NeighborWorks service partners and incorporation of items into the main event shipment. This portion of the pickup represents 2-3 skids from the offsite storage provider and tall boxes, exhibit cases, and one to two rolling cases of signage from the signage vendor. 

Total event shipment weight for an NES is typically about 4,000 lbs., and the CLI is estimated at 10,000 lbs. Actual may vary.

An inside pickup and delivery is always required from all venues, unless union rules prevail on the venue docks, which require teamsters to load and unload trucks and to perform the inside delivery and pickups. When union labor rules prevail, the freight vendor will need to deliver freight at the designated time and provide a pallet jack for teamsters to move the shipment. No inside delivery/pickup may be performed by the vendor.

The CLI shipment will require coordination with a local partner to perform the delivery and pickup in the event city. 


NeighborWorks Training Institutes 
NTI – August 9-13, 2027 – Chicago, IL
· Palmer House, a Hilton Hotel
· Hilton Chicago
NTI – February 21-25, 2028 – New York, NY
· New York Hilton Midtown
· Sheraton New York Times Square
NTI – August 7-11, 2028 – New Orleans, LA
· Sheraton New Orleans
· New Orleans Marriott
· JW Marriott New Orleans

NeighborWorks Training Institutes (NTI) are large-scale training events held twice a year in a different city. The event is a week-long mobile university which hosts activities across two to three venues, located near each other, to provide more than 100 training courses and networking opportunities to over 1,500 community development practitioners. 

The shipment for an NTI consists of approximately 700 individual boxes of materials and administrative supplies (mostly 12x12x12 in diameter and weighing up to 30 lbs. each), office equipment, hand carts and rolling crates of A/V equipment, stage and event furniture, supplemental training tools, 8 rolling supply cages and other supplies. The overall shipment is estimated at 25,000 lbs. Actual may vary.

The NTI shipment includes supplemental pickups and deliveries of signage, stage furniture, and training props to and from local NeighborWorks service partners and incorporation of items into the main event shipment. For this large event, a significant portion of supplies are needed from the signage vendor and offsite storage providers.  This portion of the shipment is estimated at 22 pieces of signage (tall boxes, exhibit cases, and rolling cases), 1,000 lbs., and 8-15 pallets from offsite storage, and 5,000 lbs. Actual may vary.

Due to its size, the NTI shipment typically requires a dedicated truck for transport and coordination with a local partner to perform the delivery and pickup in the event city. 

· The local partner will also need to serve as an alternate receiver for event faculty packages and event packages to be held for consolidation with the event shipment prior to delivery. 
· A log of received packages will be required by the close of business two days prior to delivery of the event shipment. 
· Packages will be tagged for distribution to the appropriate training venue to facilitate allocation. 
· Local dock and/or training city partner may also be tapped to serve as alternate pick-up location for pre-labeled FedEx packages retrieved from the training venues during the close of the event. NW will schedule a FedEx pickup from the local dock for the next business day.

· An inside pickup and delivery is always required from all venues, unless union rules prevail on the venue docks, which require the use of union labor to load and unload trucks and to perform the inside delivery and pickups. When union labor rules prevail, the freight vendor will need to deliver freight at the designated time and provide a pallet jack for teamsters to move the shipment. No inside delivery/pickup may be performed by the vendor.

General Freight Movement Details 

All freight movements require the following:

Pre-event Activities and pick-up 

· Contact NW and all training venues to get specific details of what is needed to deliver the shipment components to each respective training venue and to coordinate pickup and delivery times for all venues. 
· An inside delivery letter will be provided, as applicable. 
· No more than 1 day prior to pick-up from NeighborWorks headquarters perform pick-up from the NW signage vendor (currently located in Gaithersburg, MD) and/or items from offsite storage (Hyattsville, MD), as applicable for the event, holding items for consolidation with NW corporate shipment.
· Pick up from NWA corporate – typically 3-5 business days prior to the targeted delivery date. 
· Provide appropriate labor and equipment for inside pick-up of corporate shipment from designated corporate venues/vendors. Pickup typically requires about 2 people and 2-3 hours of labor for initial pickup for all training events except GLs, which only require 15-30 minutes. 
· All pieces are to be picked up from designated staging areas within NW or will be pushed to the dock to facilitate pickup from NW corporate headquarters. Each piece/item will be labeled for its respective training destination to aid pickup, delivery, and subsequent distribution to and within each training venue. 
· All pieces are to be placed by vendor on vendor-provided pallets, wrapped, and covered on site, labeling each pallet for its assigned venue as directed by NW staff. 
· Pick-up piece count must be provided for confirmation. 

Inside delivery to training venues

· Communicate with partner dock and on-site freight staff to coordinate shipments to arrive in destination city at least 1 day prior to scheduled delivery date. 
· Vendors will group all skids together by venue labels to be delivered together to their respective destination. 
· Contact and coordinate with appropriate NW or hotel staff upon arrival on site within designated period to deliver to assigned location(s) within the training venue, performing actual delivery to designated areas inside each venue in accordance with required specifications of the venue as outlined on the inside delivery letter. 
· Provide appropriate labor and equipment for inside delivery of corporate shipment components to each individual training venue on the designated delivery site. 

Return shipment pick-up

· Contact NW staff to verify and schedule pickup of return shipment at the designated time. 
· Dispatch individual trucks to each location, ensuring arrival at the designated start time. 
· Provide appropriate labor and equipment to perform inside pickup of the return shipment from each training venue. 
· Contact and coordinate with appropriate NW or hotel staff upon arrival on site within designated pick-up period to perform pick-up from designation location(s) and/or point of contact within the training venue. 
· Shipment materials should be placed on vendor-provided pallets, wrapped, and covered for the return shipment in accordance with NW staff directions to facilitate subsequent corporate delivery. 
· Items are to be skidded, wrapped, covered, and labeled for NW or offsite signage vendor delivery, as directed by onsite NW staff. Wrapped piece count required. 

Delivery of return shipment 

· Contact NW staff to schedule delivery of a return shipment. 
· Provide appropriate labor and equipment for the inside delivery of the return shipment from each training venue to the NW corporate headquarters. 
· Contact and coordinate delivery of designated components to offsite storage and signage vendors within one day of the NW return shipment delivery. 

Special Considerations: 

· Typically, 2 men are needed for approximately 2 hours depending upon delivery specifications (which may include pallet breakdown and/or inside delivery via hand trucks) and the number of pieces for each venue. 
· Some venues may require pallets to be broken down on the dock and inside delivery to be performed via hand trucks. Vendors will need to provide the appropriate equipment, labor, and time to perform inside delivery to the designated area within each venue, if breakdown of pallets and delivery of shipment via handcarts (versus a pallet jack) is required. Be sure to account for this scenario in your pricing proposal. 
· Most venues require that all vendors have insurance certificates of a minimum of $1,000,000. Please be prepared to provide this upon request. 


