Task Leader
Lynn Bosco, MD, MPH

Agency for Healthcare Research & Quality

540 Gaither Road

Rockville, MD  20850

Email:  Lynn.Bosco@ahrq.hhs.gov
Phone:  301-427-1450

Fax:      301-427-1520

Statement of  Work

Plan and convene a 1-1/2 day workshop and think tank for approximately 50 attendees.  The focus of this conference will be to move forward an agenda for effective risk communication.  Those invited to the conference will be a select group of experts who are leaders in the field of decision science from a variety of perspectives (academia, government, health provider organizations, consumer perspective, etc).  These attendees will summarize the current status of research applicable to risk communication about medical products and formulate an agenda for research and development activities to improve medical risk communication.

Funds are to cover costs associated with planning and conducting the conference.  The conference will be held at the Agency for Healthcare Research and Quality in the John Eisenberg Conference Center in Rockville, MD during the month of September 2006.
The Contractor Shall:

1. Conference call with AHRQ Project Officer(s) to discuss the conference planning process.

2. Arrange all logistics for conference and attendees -

Lodging space

Audio-visual needs with the John Eisenberg Conference Room Staff

Travel Arrangements

On-site continental breakfast, breaks and lunch for all participants.

Federal participants will pay out-of-pocket for their lunch; non-Federal participants on official duty will have their per diem expenses reduced to cover the cost of the meals.

Reserve restaurant space for dinner for one evening (date will be provided to you by project officer.

Process reimbursements

3. Convene the Conference –

Provide staff and supplies
Prepare and distribute invitation letters

Provide name tags and tent cards

Correspond with speakers and participants

Distribute agenda, participant list and background materials prior to and at the meeting

4. Provide a writer and ensure that detailed notes of the meeting are recorded.  

Provide a draft summary report after the meeting for AHRQ’s review.

                  Prepare a final report and disseminate as determined by AHRQ.

                  Develop written and web-based materials related to the conference.

Government Cost Estimate

See attached

Schedule of Deliverables

The Meeting and Meeting Summary 

