Statement of Work:
DIR Clinical Investigator’s Retreat 
December 7th and 8th, 2006
Background:  Dr. Davey, Please add information about the objective of the retreat.

The meeting will start at approximately 12 noon EST on Thursday, December 7, 2006 and will conclude at approximately 3:00 PM on Friday, December 8, 2006.  It will take place at a location in the Eastern Shore area to be determined.   We expect about 65 participants total for the meeting; all 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 Eastern Shore area
--Arranging travel and lodging for the sponsored participants.  Approximately 65 domestic travelers will be reimbursed for travel, and per diems.  
--Arranging for lodging for participants in the same location as the meeting conference space.   A total of approximately 65 hotel rooms will be needed for the night of December 7.  
--Making food arrangements for the meeting: 

· Lunch will be needed for the afternoon of December 7th and 8th.

· Light refreshments will be needed for the afternoon of December 7th, and the morning of December 8th.   

· Dinner reservations will need to be made for all meeting participants for the evening of December 7th at the meeting site. 

· Breakfast arrangements will need to be made for all meeting participants for the morning of December 8th at the meeting site.
--Handling pre-meeting registration and preparation of the participant lists for distribution at the meeting.  
--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 retreat including meetings, and registration.  The contractor will need to be on-site during the retreat.
--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.

