Statement of Work for Nanomedicine Workshops

Background:   The National Institutes of Health will hold two 2-day meetings on nanoscience, nanotechnology, and nanomedicine during the summer of 2006 and winter of 2007.   The workshops will be sponsored by the NIH Roadmap Nanomedicine Project Team.  Dr. Jeff Schloss of NHGRI and Dr. Richard Fisher of NEI will take the lead in coordinating the workshops, with substantial participation by other members of the project team.  Attendees at each of the meetings will include approximately 30 experts in the field plus a smaller number of NIH staff.  The workshops will have different (partially overlapping) attendees.  Locations have not yet been determined, but it is likely that the workshops will be held in the Washington, DC metropolitan area.
Scope of work:  The contractor will provide a range of support services under this task order.  These services will include the following for each of the workshops.  These services will include:

●
Securing meeting space at the site (room for 40+ attendees including the experts and approximately 15 NIH staff).

●
Securing a hotel room block for approximately 30 out of town guests

●
Make arrangements for all refreshment breaks (am, pm, possibly box lunches paid for by attendees)

●
Making travel and lodging arrangements for all out of town participants; to include any travel by air, train, rental car, or mixed mode.  Travelers will contact the contractor directly.  The Nanomedicine Project team will provide a list of attendees for whom travel is authorized

●
Creation of name badges and possibly meeting folders/materials

●
Providing 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.

●
Reimburse travelers for all expenses incurred during travel to this meeting (including lodging and meals) according to federal government regulations.  All travel reimbursements must be paid within two weeks of receiving the traveler’s voucher

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

