Statement of Work

NHGRI Sequencing Technology Development Grantee Meeting

March 18-20, 2008
Background:  The purpose of this meeting is to bring together grantees in the NHGRI Sequencing Technology Development program to review the program’s progress and discuss its future direction.  

We expect about 150 participants total.  
The meeting will start at about noon on Tuesday, March 18, 2008, and will conclude about 5 p.m. on Thursday, March 20, 2008.    

Scope of work:  The contractor will provide a range of support services under this task order.  These services will include:

--Solidifying arrangements for conference space and lodging at the Hilton La Jolla Torrey Pines in La Jolla, California.  NHGRI staff has already begun this process.  Hotel rooms will be needed for the nights of March 18th and 19th for about 140 people.
--Arranging travel for the sponsored participants.  Approximately 3 advisors will be reimbursed for travel, lodging, honoraria, and per diem.  The other participants will be paying their own way.
--Handling pre-meeting registration and preparation of the registration list for distribution at the meeting.  Frequent updates should be emailed to NHGRI.
--Preparing pre-meeting e-mailings, meeting materials for about 150 people, and meeting aids such as name badges, table tents, and directional signs.  
--Preparing meeting folders for the participants, including the participants list, local arrangements information, and several documents (prepared by NHGRI, duplicated by contractor) such as lists of awardees, agenda, and abstract booklet.

--Arranging for light refreshments.  Light refreshments will be needed for the afternoon of March 18, morning and mid-afternoon on the second meeting day, and morning and mid-afternoon on the third day.  Box/catered lunch may be needed, and dinner information will also be necessary, including preparation of a list of local restaurants.  
--Providing on-site support for the facilitation of the meeting and assistance to all participants, including registration..

--Determining and arranging for the AV needs of participants, paying for the costs out of the contract and providing on-site AV support.
. 
--Coordinating the ground transportation to and from the San Diego International airport, including shuttle and taxicab service.   Coordinate incidental taxi needs during the meeting.
--Arranging for poster boards (approx. 40 posters) and other meeting materials.  

