AHRQ CONTRACT WORK ASSIGNMENT AGREEMENT

Contractor:






Contract No.:


Work Assignment No.: 


Work Assignment Title:

EPC Program Retreat
Date Prepared: 


June 26, 2006
Project Officer:



Work Assignment Originator:
Jenae Benns, COE
==================================================================

Part I – INITIATOR’S REQUEST

A.  Period of Performance: Present – September 30, 2006
B. Work Assignment Description: Provide support, as outlined below, for a one-day EPC Program retreat.  Participants include task order officers and other AHRQ staff.  The meeting will be held August 17, 2006.
Our preference for meeting space is the Courtyard Marriott at 2500 Research Boulevard, Rockville, MD 20850.  Other space convenient to the Courtyard Marriott may need to be considered (2nd choice).

C. Work Assignment Leader: 

Jenae J. Benns
Center for Outcomes and Evidence
Agency for Healthcare Research and Quality
540 Gaither Road

Rockville, MD 20850

Phone: 301-427-1496
Fax: 301-427-1640
jenae.benns@ahrq.hhs.gov
D.
Deliverables.   The contractor shall accomplish the following tasks:

1. Meet with work Jenae Benns to discuss the scope of work and potential participants.  Contact information for potential participants shall be provided at the meeting.
2. Check in with Jenae Benns weekly.
3. Meeting Accommodations – Try to obtain meeting space at the Courtyard Marriott in Rockville, MD.  If space is not available, widen search as set out above that will comfortably accommodate approximately 30 people.  Discuss the advantages/disadvantages of potential sites with Jenae Benns and, based on these discussions, reserve meeting space as directed. 
4. Arrange for meal during the meeting: One continental breakfast buffet for 30 people, one lunch buffet for 30.  Provide water and soft drinks throughout the day.  Continental breakfast shall consist of an assortment of pastries, bagels and cream cheese, fresh fruit, caffeinated and decaffeinated coffee and tea, cream and sugar, bottled water and bottled juices. Lunch shall consist of an assortment of sandwiches, pasta salad, fresh fruit and/or vegetables, cookies &/or brownies (to be provided as afternoon snack), caffeinated and decaffeinated coffee and tea, cream and sugar, bottled water and an assortment of soft drinks.  Meals should be included in the hotel room rental package.
5. Prepare meeting materials.  These materials shall be provided by the work assignment leader and/or originators no later than two weeks prior to the meeting.  

6. Respond to participant questions. 
7. Provide one support staff on site the day of the meeting to troubleshoot and assist with problems that may arise. 

E.
Contractor’s Response Due Date to Work Assignment Request:   

As soon as possible.
 SEQ CHAPTER \h \r 1Please direct all programmatic/content questions to Jenae Benns, Center for Outcomes and Evidence/AHRQ; telephone 301-427-1496; fax 301-427-1640; e-mail: jenae.benns@ahrq.hhs.gov.  
