Statement of Work for HHT Conference
The National Human Genome Research Institute (NHGRI), in collaboration with the National Heart, Lung and Blood Institute (NHLBI) and the Office of Rare Diseases (ORD), is planning a conference focused on the biology and pathophysiology of Hereditary Hemorrhagic Telangiectasia (HHT).  The organizing group envisions a two to two-and-a-half day conference of approximately 100 attendees to be held in the spring or summer of 2006 at a local hotel or conference center.
Scope of work:  The contractor will provide a range of support services under this task order.  These services will include:

· Reserving appropriate meeting rooms (one large room and at least four break out rooms) at the Marriott Bethesda North Conference Center (or comparable venue).

· Reserving a block of sleeping rooms at the selected venue.

· Arranging travel, lodging, and reimbursement for up to 20 individuals; to include any travel by air, train, rental car, or mixed mode.  Travelers will contact the contractor directly.  NHGRI will provide a list of attendees for whom travel is authorized.  All travel reimbursements must be paid within two weeks of receiving the traveler’s voucher. 

· Making arrangements for all refreshment breaks (am, pm).

· Creating and maintaining an online registration system.  Contractor will provide updated registration details and lists to project officer as requested.

· Corresponding with meeting attendees to assist with logistical needs.

· Coordinating a group dinner at a local restaurant.

· Printing of name badges, tent cards, and other necessary items.

· Possible coordination and printing of meeting packets.

· Providing at least one personnel member to attend the meeting to handle the on-site registration desk, any last minute travel changes, as well as make ground transportation arrangements for return to airports, etc.

· Additional tasks may be added to this order at a later date, as the initiator deems necessary.

