REQUEST FOR TASK ORDER (TO) PROPOSALS

TASK DESCRIPTION: LOGISTICAL SUPPORT FOR THE NATIONAL EYE INSTITUTE’S CITY-WIDE FLUORESCEIN ANGIOGRAPHY ROUNDS

A.  Background 

The National Eye Institute would like to foster collaboration between the fellow government agencies such as the Walter Reed Army Center, the Naval Hospital, and the Veterans Administration as well as ophthalmologists in both the academic and the community retinal practices.  It is crucial to have venues in which we can discuss our programs and present interesting cases to highlight specific aspects of the NEI research protocols.  This meeting will help to enhance such collaboration.  In view of the tight security around the NIH campus, this event will take place in a nearby hotel.
B.  Statement of Work
The purpose of this task is to provide logistical support and management for the City-Wide Fluorescein Angiography Rounds being organized by the National Eye Institute on April 9, 2008, at a location to be determined. The meeting will begin at 6:30 and end by 9:30. The meeting will be 1 days with 40 participants.  The following is a description of the tasks the contractor will perform in support of this conference.
1.  Develop a planning timeline, plotting all deadlines for the logistical planning of the meeting.

2.  Research site/location for meeting/dinner on April 9, 2008.  
3.  Food and beverage items to be covered include: Dinner and meeting materials and Audiovisual equipment.
4.  Process and issue payment for all meeting expenses including: food and beverage, and other items as determined necessary with the approval of the Task Leader.

5.  Mail all meeting materials to participating members.  Communication by email is recommended.

6.  The contractor must be able to maintain a computerized tracking system containing all pertinent information on the reviewers. 

7.  Prepare and mail confirmation letters and emails.

8.  Provide one staff member to assist with logistics.

9.  Prepare progress and financial reports on every 2 weeks prior to the meeting date.  Report shall cover expenses from meeting planning and production.   Provide an itemized list of expenses.  Any items over or under budget shall be discussed with NEI. 

10.  Prepare and submit to the NEI, within 10 working days following the conclusion of the conference, a final report listing a detailed description of all services provided and problems experienced.     

11. Prepare and submit, within 10 working days following the meeting, a final financial report.    

The NEI will be responsible for developing the agenda.

Task Leader

Emily Y. Chew, MD
National Eye Institute

National Institutes of Health

10 Center Drive  MSC 1204
Bldg 10, CRC, Room 3-2531
Bethesda, MD 20892-1204
301-496-6583
FAX 301-496-7295
Deliverables:

· Sign all hotel and vendor contracts;

· Develop and maintain a timeline;

· Select and supervise all food and beverage arrangements; 

· Prepare a final financial and registration report;
· Provide itemized list of expenses and/or invoices

