Statement of Work

Project:
A Symposium Celebrating the 10th Anniversary of the 

NIH Intramural Sequencing Center (NISC)

Date:

October 16, 2007, 8 am to 5 pm

Location:
NIH Campus, Bethesda, MD, Building 10, Masur Auditorium 

Requested Period of Performance-
7/21/07-11/30/07

Background:  In commemoration of the NISC 10th Anniversary, we are having a one-day symposium entitled “Genome Exploration by Large-Scale DNA Sequencing:  Circa 2007 and Beyond.  The program will consist of presentations from nine invited speakers, including the annual Jeffrey M. Trent Lecture in Cancer Research, which will be the keynote address of the event.  There will be a speaker luncheon and a brief reception at the end of the day.  All activities will take place in Building 10 on the NIH Bethesda campus.


Requirements:


Travel Planning and Payment

•
Coordinate domestic travel arrangements with travelers.  Contact each speaker to determine travel preferences.  Assist each speaker by reserving coach class accommodations per Federal government travel regulations.  Provide information regarding ground transportation from airport or train station to hotel.

•
Pay travel expenses (hotel accommodations [one or two nights each], coach class travel, related ground transportation, meals) for nine invited speakers at current government per diem rate.  The speakers are traveling from various points within the United States (Houston, St. Louis, Seattle (2), San Francisco (2), Ithaca, NY, Boston, and one TBD).  

•
A room is currently reserved for each speaker for two nights (10/15 and 10/16) at the Embassy Suites, Military Road, Washington, D.C.  When travel plans are received, cancel any hotel nights not needed; add additional nights as needed.  All room reservations are at government rate plus taxes.

•
Pay honorarium of $200 per day for one day ($200 per person for nine people).

•
Provide travel expense reimbursement form to each traveler and follow up with each for receipts and payment as needed.  

Please forward inquiries relating to meeting requirements to Mike Philippi at 301-496-7909 or Claire Kelso at 301-435-5802.

