Statement of Work for Frontiers in Population Genomics Research
September 27-28, 2007
The National Human Genome Research Institute (NHGRI) on behalf of the National Institutes of Health (NIH) is planning a two day conference to be held on September 27-28, 2007. The goal of the meeting is to chart future directions for NHGRI to pursue in population genomics, defined as the application of genomic technologies to population studies, to meet the goals of NHGRI and NIH in improving health and reducing disease. Approximately 30 outside participants will be invited, along with 25 NIH staff. 
Scope of work:  The contractor will provide a range of support services under this task order.  These services will include:

· Secure a hotel or other comparable meeting space for an estimated 55 attendees with appropriate audio-visual capabilities.  Venue should spaciously accommodate a set-up of hollow-square for 35 people with perimeter seating for up to 30.  
· Make arrangements for reservation of sleeping rooms for up to 30 outside participants at the selected venue.

· Make arrangements for light refreshment breaks (continental breakfast, am/pm breaks).  In addition, the contractor will make arrangements for box lunches that can be purchased by attendees.
· Make arrangements for all audio-visual needs, to include the following:

· LCD Projector

· Laptop Computer equipped with PowerPoint, Word, Internet Capabilities

· Data/Video Switcher-- Ability to connect up to 30 laptops to LCD projector at one time so that participants may project from their seats as needed
· Microphones: 1 podium, 1 lavalier, 15 table top mics (approx. 1 per every 3 participants),  2 standing mics
· Laser Pointer

· Power Strips set throughout the room

· AV Technician

· Arranging travel, lodging, and reimbursement for up to 30 participants; to include any travel by air, train, rental car, or mixed mode.  Travelers will contact the contractor directly.  NHGRI will provide a list of attendees for whom travel is authorized.  All travel reimbursements must be paid within two weeks of receiving the traveler’s voucher. 

· Handle advance registration for all attendees.
· Serve as the point of contact for all attendees and speakers.
· Create name badges, name tents and meeting folders/materials (e.g. participant list, agenda, identified articles).
· Provide one personnel member to attend the meeting to handle the on-site registration desk and any last minute logistical details.
· Additional tasks may be added to this order at a later date, as the initiator deems necessary.
