
PUBLIC INORMATION & COMMUNICATION SERVICES (PICS)
NIH – TASK ORDER

RFTOP#121

TITLE:  Support for a 3-day State-of-the-Science Meeting on Melanoma (May 5-7, 2003)
and support for a 1-day State-of-the-Science (SOTS) ALL Leukemia Meeting (May 12,
2003)

A.  Point of Contact Name: Anthony Revenis

Proposal Address:  Billing Address:
6011 Executive Blvd., Rm. 529S Accounts Payable, OFM, NIH
Rockville, MD 20892-7663 Bldg. 31, Rm. B1B39

Bethesda, MD 20892-2045

B.  Proposed Period of Performance: April 3, 2002 to Post Meeting

C.  Pricing Method: Time and material.

D.  Proposal Instructions: Submit to the point of contact electronically.

E.  Response Due Date:  Proposals are due no later than 12 Noon on April 2, 2003.

F.  Task Description:  The Clinical Investigations Branch of the NCI requests the
following services in support of two meetings to be held in May 2003.  Logistical
planning for each meeting was initiated under a contract with Palladian Partners which
expired March 31, 2003.  The Tasks listed below are the tasks to be completed beginning
April 3, 2003 through the completion of the meeting follow up.

The attendance for each meeting is expected to be 120 persons of whom 60 will be
sponsored travelers and 60 will pay registration fee to attend and will pay for their own
accommodations and travel.  Omega Travel will arrange all sponsored long distance
travel.

To complete both meetings:

• Ongoing: Send out additional registration packages as requested
• Process registration forms
• Update registration tracking chart
• Process registration fees
• Finalize hotel rooming lists
• Create breakout assignment lists
• Create function sheets outlining set up, audio visual and food and beverage
• Prepare on site materials including formatting agenda, preparing participant

roster, name badges, tentcards and evaluation forms



• Prepare reimbursement forms:
• Coordinate with speakers to obtain presentations, load onto dedicated

computers.  Arrange for audio visual technician
• Provide on-site support
• Post meeting, review and process vendor invoices and expense

reimbursement forms
• Prepare final participant roster
• Create and tally evaluation forms.
• Send thank you letters

G. Evaluation Factors

Palladian Partners has been performing this work for us under an NCI Consolidated
Support Services contract task order N02-CO-0428.  Based on their past performance in
arranging these types of meetings we are requesting that this order be issued on a sole-
source.  Award will be made if the proposed prices are determined to be reasonable.



TO# NICS-121                                  TITLE: NCI Meeting Support

PART II - CONTRACTOR’S REPLY:  CONTRACT #263-01-D-0_____

Contractor:
Points of Contact:  
Phone- Fax-
Address:

TOTAL ESTIMATED COST: Pricing Method:  T&M
TOTAL ESTIMATED NUMBER OF HOURS:
PROPOSED COMPLETION DATE:

FOR THE CONTRACTOR: __________________________________________
               Signature                                 Date

________________________________________________________________
SOURCE SELECTION:

WE HAVE REVIEWED ALL SUBMITTED PROPOSALS HAVE DETERMINED
THIS FIRM SUBMITTED THE BEST OVERALL PROPOSAL AND THE
PRICE/COST IS REASONABLE.

Billing Reference #  _______________________________
Appropriations Data: _______________________________
     (ATTACH OBLIGATING DOCUMENT IF AN ROC WILL NOT BE USED.)

RECOMMENDED: _________________________________________________
            FAX # Signature - Project Officer                      Date

APPROVED: ____________________________________________________
            FAX # Signature - Contracting Officer               Date

NIH APPROVAL -

CONTRACTOR SHALL NOT EXCEED THE TASK ORDER AMOUNT WITHOUT THE WRITTEN
APPROVAL OF THE CONTRACTING OFFICER & ICS COORDINATOR

APPROVED: _____________________________________________________
Signature -Anthony M. Revenis, J.D., NIH-ICS Coordinator               Date


