REQUEST FOR CONTRACT SUPPORT 

Agency:
NHLBI

Event:

Division of Intramural Research Fellows Retreat

Date:

April 27-28, 2006
Background: A retreat for NHLBI Intramural Fellows will be held at the Harbouretowne Golf Resort and Conference Center, St. Michaels, MD.  Driving distance is 90 miles one way.  Fellows will arrive the morning of April 27 for an all day meeting, spend the night, and depart April 28 at 1:00 p.m.  Estimated attendance is 125. 
Tasks Required:
1.  Support for copying and binding (using GBC spiral binding) approximately 150 Abstract Books.  NHLBI will provide camera ready copy to include:

Front and Back covers

Title Page


Agenda (2 pages)






Speaker Biographies (4 pages)

Abstract Index (6 pages)

Abstracts (30 pages)

Notes (1 page)

Copy Title page single sided

Copy Agenda, Speaker Bio(s, Abstract Index, and Abstracts double sided

2.  Prepare travel reimbursement guidelines for 4 speakers to be distributed at the retreat.
3.  Estimate reimbursement expenses as follows:

For 2 speakers estimate - 
· meals and incidentals on travel days according to the Federal Travel Regulations 

· round-trip airfare from city of origin to BWI airport - Austin, TX and Boston, MA

· car rental for 1 ½ days

For 1 speaker estimate – 

· ground transportation at $44.5/mile 
For 1 speaker, estimate – 

· town car driving service @ $2.00/mile.   No charge for waiting time.  (Cost has already been negotiated with selected town car company).   
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