Statement of Work:
ENCODE Consortium Meeting
July 5-7, 2006
Background:  The ENCODE Consortium will be holding a meeting in July for which we are seeking contractor support.  The purpose of the meeting is to bring together participants in the ENCODE Consortium, the ENCODE Scientific Advisory Panel, and members of the genomics community to discuss issues related to scaling the ENCODE pilot project to the whole genome.
The meeting will start at approximately 7 PM EST on Wednesday, July 5, 2006 and will conclude at approximately 1:00 PM on Friday, July 7, 2006.  It will take place at a location in the Bethesda area to be determined.   We expect about 150 participants total for the meeting; approximately 30 of the meeting participants will be local.
Scope of work:  The contractor will provide a range of support services under this task order.  These services will include the following:

--Securing conference space and lodging for the meeting in the Bethesda, MD area
--Arranging travel and lodging for the sponsored participants.  Approximately 20 domestic travelers will be reimbursed for travel, lodging, and per diems.  The remaining participants will be paying for their own travel and accommodations.
--Arranging for lodging for participants in the same location as the meeting conference space.   A total of approximately 115 hotel rooms will be needed for the nights of July 5 and 6, and approximately 15 hotel rooms will be needed for the nights of July 4 and 7.   
--Coordinating ground transport to airports and the train station when participants depart.

--Making food arrangements for the meeting: 

· Light refreshments will be needed for the evening of July 5, the mornings of July 6 and 7, and the mid-afternoon of July 6.  

· Dinner reservations will need to be made for all meeting participants for the evening of July 6 at a location near the meeting site. 

· Dinner arrangements on July 5 and lunch arrangements on July 7 will need to be made for approximately 17 people.

--Preparing a list of local restaurants (including phone numbers for carry-out and delivery) for attendees.
--Handling pre-meeting registration and preparation of the participant lists for distribution at the meeting.  This will include collecting money from participants to cover the cost of dinner on July 6.
--Preparing pre-event e-mails, meeting materials, and event aids such as name badges, table tents and directional signs.
--Providing on-site support for the workshop and meeting, including registration.  The contractor will need to be on-site during the meeting.
--Determining the AV needs of selected participants, and facilitating on-site AV support during the meeting.

--Serving as a point-of-contact for all participants to answer questions regarding the event logistics.

