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Awarded Special Item Numbers (SIN)


738-3: TRADE SHOWS, CONFERENCE AND EVENT PLANNING SERVICES.

Following is a non-inclusive list of tasks and subtasks performed under this contract.

1.0 Participate in preliminary meetings with customer’s planning staff to discuss issues such as the following:

1.1
Event objectives

1.2
Determine CEU requirements

1.3
Potential sites

1.4
Facility requirements

1.5
Plenary sessions

1.6
Break out needs

1.7
Sleeping room requirements

1.8
VIP requirements

1.9
Transportation requirements

1.10 Entertainment requirements

1.11 Spouse program

1.12 Food and beverage related Events

1.13 a-v equipment needs

1.14 Potential dates for Event

1.15
 Topics for agenda

1.16 Number of participants or names, addresses and phone numbers of potential participants

1.17 Names, addresses and phone numbers of potential speakers/faculty

1.18 Applicable travel policies and procedures and regulations

1.19
 Work Plan

1.20 Time period

1.21 Fees to be charged

1.22 Decision responsibilities

1.23 Ground Transportation

1.24 Photographers

1.25 Security

1.26 Office Equipment Rental (including computers)

1.27 Tele-networking 

2.0 Locate Facility

2.1
Prepare RFP (facilities, a-v, F&B)

2.2
Send out RFP

2.3 Evaluate RFPs

2.4 Negotiate contract(s)

2.4
Select facility

2.5
Notify facility and send contract

3.0 Develop Event Budget

4.0 Prepare For Event

4.1
Develop agenda

4.2
Submit agenda for approval

4.3
Revise agenda

4.4 Submit final agenda

5.0 Prepare and Mail Invitations

5.1
Obtain list of invitees

5.2
Confirm names, addresses, phone numbers

5.3
Enter verified information into computer database

5.4
Develop draft of invitation

5.5
Submit draft for approval

5.6
Revise invitation

5.7
Submit final draft 

5.8 Mail invitations

6.0 Process responses to invitations

6.1
Enter data into database

6.2
Follow-up on invitees who have not responded

6.3
Update database based on follow-up calls

7.0 Arrange Travel and Lodging for Participants

7.1
Contact participants for travel/lodging information

7.2
Make travel arrangements

7.3
Either make lodging arrangements or inform participant how to proceed

7.4
Confirm arrangements with participants

7.5
Send travel and lodging itinerary

7.6
Send travel tickets and room confirmations 

8.0 Prepare and Implement event-marketing strategies

8.1 Print

8.2 Video

8.3 Web Site

8.3.1 Develop Web Site

8.3.1.1 Online registration

8.3.1.2 Related links

9.0 Obtain Speakers/Faculty

9.1
Prepare and submit speaker contract(s) 

9.2
Revise contract

9.3
Contact speaker(s)

9.4
Negotiate contract with speaker(s)

9.5
Arrange travel for speaker(s)

9.6
Arrange lodging for speaker(s)

9.7
Reimburse speakers for expenses/honorarium

9.8
Process itemized expense vouchers

9.9
Pay speaker’s expenses/honorarium

10.0 Collect and Account for Fees

10.1 Set up Event account at bank and in in-house accounting

10.2
 Activate special Event account with Visa and Mastercard accounts

10.3
 Receive and process fee payments

10.4
 Deposit receipts into special account

10.5
 Prepare weekly report on receipts

10.6
 Reconcile weekly receipts with bank accounts

11.0 Prepare Event Packets

11.1
 Prepare format and graphics

11.2
 Submit format and graphics for approval

11.3
 Revise format and graphics

11.4
 Accumulate materials and produce graphics

11.5
 Produce materials and graphics

11.6
 Assemble packets

11.7
 Mail packets to site

12.0 Provide On-Site Assistance

12.1 Assign staff

12.2
 Conduct two-day pre-Event training session

12.3
 Send staff to location

12.4
 Obtain additional local on-site assistance as needed and conduct pre-service

13.0 Ready Facility for Event

13.1 Set up registration desk(s)

13.2
 Confirm readiness of sleeping rooms

13.3
 Confirm readiness of general session/plenary room(s)

13.4
 Confirm readiness of breakout and special function rooms

13.5
 Set up information kiosk

13.6
 Set up signage throughout facility

13.7
 Set up registration computers

13.8
 Obtain materials forwarded to site 

13.9
 Check to make certain exhibits have arrived from exhibitors

13.10 Check F&B readiness

13.11 Check on placement of a-v

13.12 Check all electrical outlets, lighting, temperature, attendee traffic patterns, etc.

14.0 Monitor Event

14.1 Appropriateness of facilities

14.2
 Meeting rooms (temperature, lighting)

14.3
 Traffic flow

14.4
 Signage

14.5
 Restrooms

14.6
 Break areas

14.7
 F&B Events

14.7.A
Consistent with contract

14.7.B
On-time

14.7.C
Sufficient staff provided

15.0 Set Up Event Log

16.0 Register participants

17.0 Prepare and disseminate daily Event newsletter and update roster of participants

18.0 Evaluate Event

18.1 Prepare Event specific evaluation questionnaire

18.2
 Submit for approval and prepare copies for including in participant packets

18.3
 Collect completed questionnaires

18.4
 Tabulate results

18.5
 Prepare and distribute report of findings

19.0 Arrange CEUs for Participants

20.0 Prepare and Send Letters of Appreciation to Participants and Speakers

21.0 Receive and process Travel and Per Diem reimbursement vouchers from participants/speakers

21.1 Review vouchers

21.2
 Request additional information

21.3
 Process for payment

22 Provide Trade Show Booth Services

22.0 Design and construct booths

22.1 Prepare booth for show use and show end

22.2 Receive in and prepare for show use

22.3 Add other features needed to address special needs, i.e., hard of hearing, visually impaired, etc.

22.4 Revise text and colors for booth header panels, apply new copy

22.5 Produce large digital duratrans for large overhead light boxes

22.6 Ship to and from show site

22.7 Provide special booth furnishings

22.7.1 Carpeting

22.7.2 Chairs

22.7.3 Electricity

22.7.4 Scanners

22.8 Ship and store booths

22.9 Install and dismantle displays

22.10 Provide booth accessories

22.11 Booth cleaning

23 Provide trade show signage 

24 Arrange special communications 

24.0 Ethernet and modem phone lines for demonstrations

24.0.1 High speed ethernet connection

24.0.2 Internet connections for multiple stations

24.0.3 Hubs for ethernet set-up

24.0.4 Voice lines for Internet access

25 Provide photographic services for trade shows

26 Provide plants and other embellishments for trade booths

27 Provide trade show security

28 Arrange for special needs


28.0 Guide dogs for visually impaired

28.1 Signing for hearing impaired

28.2 Large monitors

28.3 Ear phones and specialized speakers

28.4 Wheel chair accessible tables, etc.

23.0 Process Payables

23.1
 Review each bill for appropriateness

23.2
 Submit to customers for approval (Optional)

23.3
 Process for payment

24.0 Send follow-up correspondence 

24.1 CEUs

24.2
 Letters of Attendance

25.0 Review Event with Customer

25.1 Event strengths and weaknesses

25.2 Recommendations for follow-up

1.  Pricing

Prices shown below are net, all discounts deducted.

LABOR (Position Descriptions are included as Exhibit #1)

Year Four

(April 1, 2002 – March 31, 2003)

Project Manager

$81.83









Event Coordinator

$53.82







Marketing Coordinator

$43.32







Logistics Coordinator I

$36.43




Logistics Coordinator II

$34.21




Logistics Coordinator III

$27.00




Accounting Coordinator

$37.14




Data Coordinator

$57.20




Clerks



$23.37


Year Five

(April 1, 2003 – April 30, 2004)

Project Manager

$84.29









Event Coordinator

$55.43







Marketing Coordinator

$44.62







Logistics Coordinator I

$37.52




Logistics Coordinator II

$35.24




Logistics Coordinator III

$27.81




Accounting Coordinator

$38.26




Data Coordinator

$58.92




Clerks



$24.07


OTHER DIRECT COSTS

“Awarded Other Direct Costs (ODCs) are comprised of the descriptions below and are directly applicable to the services provided. Agency orders may alter the type, quality, and timing of each component and thus result in a lower/higher price for specific requirements.  The Contractor is advised that based on the specific task identified at the task order level, Clause 552.238-75 (Price Reductions) may be used to provide a proposed fixed price to the agency to more accurately reflect the actual work required.  Orders may not exceed the awarded ODCs as specified below without a modification of this contract.”

A.  Conferences, Meetings, Seminars

1. Event Notebooks/Pocket Folders

1.1. Notebooks: Durable with front and spine insert pockets.


@$4.23

1.2. Compilation of notebooks (60 pages single sided, holes punched, etc.)

@$9.64

1.3. Notebook tabs







@$.71/notebook

       1.4    Cover Sheet (B&W)(Color Stock)





@$.90/sheet

       1.5    Cover Sheet (B&W)(White Stock)





@$1.41/sheet

       1.6    Cover Sheet (Color)(White Stock)





@$2.54/sheet

2.  Event Specific Brochure/Pocket Folder (Color with graphics)   
              

@$1,057/1000

3.  Event specific Business Cards






@$.14/card

4.  Name Tags/Badges







@$.40

5.  Tote bags








@$6.42

6.  A-V equipment:  

      6.1. 9 x 12 fast fold screen with skirt





@$85.85/day

      6.2. 6 x 8 screen 







@$38/day

      6.3. VHS VCR







@$45.45/day

      6.4. Video Preview Monitor






@$40.40/day

      6.5. PC/MAC/Video Switcher






@$303/day

      6.6. 35 mm slide to video converter





@$189/day

      6.7. User controllable PA system





@$303/day

      6.8. Gooseneck podium w/mic.






@$26/day

      6.9. UHF Wireless Lavalier mic.





@$126/day

      6.10. UHF Wireless Handheld mic.





@$126/day

      6.11. Cassette Recorder






@$30.30/day

      6.12. Cassette tape stock






@$5

      6.13. Projector Stand







@$10/day

      6.14. Video distribution amp.






@$50/day

      6.15. PC (IBM compatible)






@$176.75/day

      6.16. Walkie/talkie  







Usually free

      6.17. High Speed copier w/paper





@$60/day

      6.18. Fax machine w/paper






@$51/day

      6.19. Rolling cart w/skirt






@$10/day

      6.20. Flip Chart







@$25/day

      6.21. Flip Chart easel







@$10/day

      6.13. Overhead Projector






@$45/day

      6.14. Laptop Computer






@$276.41

7. Food & Beverage

7.1. Reception







@$37.17/person

7.2. Morning eye opener






@$11.80/person

7.3. Morning eye opener with fruit, vegetables, bread



@$13.96/person

7.4. Breaks with coffee, fruit, soda, cookies




@$11.71/person

7.5. Breaks with pastry, coffee, soda





@$11.11/person


8. Consultants

8.1. Technical Writer







@$45.45/hr.

8.2. Facilitation services






@$70.70/hr.

8.3. Language Translation






@$55.55/hr.

8.4. Sign Language







@$45.45/hr.


9. Direct dial Hotel lines: 






@$176.75/line

B.  Trade Shows and Conventions

1. Booth Services







@$21,384

1.1. Rental of 20x30 Island booth with 25’ tower


1.2. Services:  Prepare booth for show use and show end, receive in and prepare for 

show use.

1.3. Production:  Add reception desk, 5 demo stations with cabinets and 6 cabinets in center.

1.4. Add text and colors (company names) to header panels, apply new copy-one color logos to arched headers.

1.5. Produce 4 large digital duratrans for large overhead light boxes.  Art work to be provided by customer.

1.6. Shipping to and from show site. 

1.7. Set up and dismantling charge

2.   Booth Furnishings
(Partial Listing)


1.1. Pedestal table, 18 x 18 x 30: Graphite




@$136.35

1.2. Computer Table, CAF, 36R, 30H, Graphite, NEB/BLK Specially designed

For use with handicapped users (Accessible Café).



@$146.45

1.2.1. 6 sets of Headphones for “Accessible Café” interactive demonstration

Of Vision Impaired Software (JAWS)



@$114.14


1.3. Bar Stools: Handicapped Accessible




@$156.55

3.  Photographs
8” x 10” color






@$147/picture

4.  Plants for booth







@$453.49

5.  Security  








@$22.22/hr.

6. Additional Services 

6.1. Shipping and Material handling






6.1.1. CWT/Direct Ship to Show





@$47.47/carton

6.1.1.1. Direct to show quick service




@$59.34/carton

6.1.1.2. Direct to show late/OT/Spec H




@$83.07/carton

6.1.1.3. Small package special treatment basic load


@$35.35/pkg.

6.1.1.4. Small package beyond basic load



@$25.25/pkg.

6.2. Installation & Dismantling Displays

6.2.1. Hrs./OT/Display






@$83.35/hr.

6.3. Forklift Labor Move In/Move Out of displays

6.3.1. Deliver and remove booth





@$212.12/hr.

6.3.2. Overtime







@$318.15/hr.

6.4. Furnishing Accessories

6.4.1. Side chair







@$41.41

6.4.2. Literature stand






@$77.77

6.4.3. Wastebasket






@$14.14

6.4.4. 6’ draped display table





@$98.98

6.5. Sign Placement

6.5.1. Overtime







@$353.50/hr.

6.5.2. Regular time






@$297.95/hr.

6.6. Booth cleaning

6.6.1. Sq. Ft. exhibit cleaning daily





@$.75/sq.ft./day

7.  Room rentals:

7.1. Exhibit hall







@$.96 net /sq. ft.

7.2. Supplemental meeting rooms

7.2.1. 60 participants






@$505/day

7.2.2. 45 participants






@$253/day

8.  Hotel Booth Storage and Handling 





@$33/100 weight

9.  Exhibitor Booth Set up Charges (10” x 10” booth)




@$70

10. Ethernet & Modem Phones Lines For Demonstration of Accessible Software (Handicapped)

10.1. High Speed Ethernet Connection includes 1 line.(full service)


@$903.95

10.2. Internet connections-Additional





@$101/line

10.3. Hub (Telephone equipment)





@$101/hub

10.4. Electrical outlets 






@$135.34

10.5. Voice line for Internet access





@$252.50/line 

2. Minimum Order:

$2,500

3. Maximum Order:

The total dollar value of any order placed under this contract will be $1,000,000 except for requirements exceeding the maximum according to Clause I-FSS-125 (August 1995).

4. Geographic Scope of Contract:

Geographic scope of this contract is the 48 contiguous states, the District of Columbia, Alaska, Hawaii and the Commonwealth of Puerto Rico.

5. Point of production:

A-S-K Associates, Inc.’s offices at address indicated above and event activity site(s).

6. Prompt Payment Discount:

Net 30

7. End of Contract Aggregate Discount:

None

8. Quantity Discounts:

Revenue of $100,000-$149,000 = .5% Discount*

Revenue of $150,000-$249,000 = 1.0% Discount*

Revenue of $250,000-$499,000 = 3.0 % Discount*

Revenue of $500,000-$1,000,000 = 6.0% Discount*

*Discount not applied to reimbursable costs

9. FOB Point:

Destination

10. Government Commercial Credit Card

A-S-K Associates, Inc. will accept the Government Credit with a 1% discount.

11. Foreign Items:

NA

12. Time of Delivery:

Delivery of services under this contract will adhere to delivery schedule as specified by agency in purchase order. 

Expedited Delivery: Contact A-S-K for faster delivery.

Overnight and 2-day delivery: Contact A-S-K for faster delivery.

Urgent Requirements:  Contact A-S-K for faster delivery.

13. Ordering Address:

A-S-K Associates, Inc.

Attn:  Dr. Kenneth A. Martinez

1505 Kasold Drive

Lawrence, KS 66047

Or

FAX to 785/841-2668

Or 

E-mail to kenm@askusa.com
14. Payment Address:

A-S-K Associates, Inc.

Attn:  Bridget Walmsley

1505 Kasold Drive

Lawrence, KS 66047

In addition, bank account information for wire transfer payments will be shown on each individual invoice.

15. Warranty Provisions:

The contractor warrants and implies that the items delivered hereunder are merchantable and fit for the particular purpose described in the contract.

16. Export Packaging:

NA

17. Terms and conditions of Government purchase card acceptance:

Cards are accepted over $2,500 with 1% discount.

18. Terms and conditions of installation:

NA

19. Terms and conditions of repair parts indicating date of parts price lists and any discounts from list prices:

NA

20. Terms and conditions of any other services:

NA

21. List of service and distribution points:

N/A

22. List of participating dealers:

N/A

23. Preventive maintenance:

N/A

24. Year 2000 (Y2K) compliant:

A-S-K’s operation is Y2K compliant and all equipment to be used on this contract have been evaluated and determined to be Y2K compliant.

25. Environmental attributes:

NA

26. Data Universal Number System number:

099247678

27. Notification regarding registration  in Central Contractor Registration (CCR) database:

Registered and updated in May 1999

Exhibit #1

Labor Descriptions

Project Manager

Duties

Responsible for management of Event contracts.  This includes, but is not limited to the following:

· Negotiating event contract with customer;

· Finalize facility, supplier, consultant, and subcontractor contracts;

· Implementation and monitoring of Quality Control activities;

· Final approval of all payables; and

· Monitoring performance of subcontractors.

Experience

Over ten (10) years experience managing conferences, meetings, seminars, trade shows and other similar events for public and private sector customers.  Must have managed at least twenty (20) events involving over 200 participants and at least two days in length, at least thirty (30) one-day seminars and/or meetings.  Experience must also include managing events in wide variety geographical settings and involve a wide variety of topics.   

Education/Training

Must have an advanced degree in Education, Marketing or related area.

Event Coordinator

Duties

Responsible for day-to-day management of Event operations.  Duties, include, but are not limited to the following:

· Lead in developing SCOPE OF WORK associated with all events;

· Work with Logistics Coordinators, Accounting Coordinator, and Data Coordinator to develop event WORK PLANS;

· Lead person in development of most event agenda, works closely with customer;

· Lead person in locating facilities and suppliers and negotiating prices, this includes responsibility for preparation and processing of all RFPs;

· Obtains subcontractors and negotiates contracts; 

· Selects and assigns Logistics Coordinators and their support staff to events;

· Evaluation of Events;

· Participates in monthly meetings with PM to review QC findings.

Experience

At least ten (10) years experience working with federal agency Event planners. Must have at least eight- (8) year’s experience developing agenda for professional conferences and meetings and RFPs for contracts with vendors.  Must have a comprehensive portfolio of major facilities throughout the nation with which s/he has worked and a comprehensive knowledge of state of the art methods, techniques, and materials that can be used for events and experience with state-of-the-art a-v equipment. Must also be familiar with the use of telecommunications technology associated with teleconferencing and be able to assist with planning such events.  Must be able to demonstrate exceptional “people” skills and outstanding references from agencies that have used his/her services.  Must have had some experience developing marketing materials and building exhibits.

Education/Training

Must have an advanced degree in Education, Marketing or Business. 

Marketing Coordinator

Duties

Responsibilities include, but are not limited to the following:

· Primary responsibility for preparation of marketing portion of Event WORK PLANS;

· Participate in or oversee subcontractors in developing Event marketing materials, i.e., graphics, brochures, Event invitations, television and radio PSAs, newspaper/periodical advertisements, etc.;

· Development and implementation of marketing plan for Event services through GSA contract; 

· Evaluate the effectiveness of marketing strategies;

· Oversee the development and placement of exhibits associated with trade show contracts; and 

· Supervise artists, technical writers, and other production staff. 

Experience

Must have at least five- (5) years experience in variety of sales and marketing positions.  Must have at least two- (2) years experience working with Event planners to develop marketing strategies for medium sized (200-500 participant’s) conferences and trade shows.  Must have had at least four- (4) year’s experience making “cold” marketing calls on prospective customers and a successful track record.  Must have at least two (2) years experience marketing federal government agencies.

Education

Must have a four-year college degree in marketing or related field.

Logistic Coordinators I, II, III

Duties

Responsibilities, include, but are not limited to the following:

· Assisting in the development of Event WORK PLANS;

· Primary responsibility for implementation of Event WORK PLANS;

· Assigning tasks to support staff; and 

· Preparation of reports on outcome of Events.

Experience

From two (2) to nine (9) years of experience coordinating the planning and executing conferences, seminars, and/or meetings. Must have worked with events for federal agencies and have references which demonstrate success in these positions.  

Accounting Coordinator

Duties

Responsibilities include, but are not limited to the following:

· Establish separate accounts (individual Event) at corporate bank for Event receipts;

· Setting up separate in-house accounts for tracking event-specific receipts and expenses;

· Process all Event related receivables and payables;

· Reconcile Event accounts with customers at the end of each month to ensure costs do not exceed budget; and

· Prepare and submit timely financial Event specific reports.

.

Experience

Must have at least four- (4) years experience working with government contracts and at least two (2) years serving as an Accounting Coordinator for Event contracts.

Education

Must have four-year college degree in Accounting 

Data Coordinator

Duties

Responsibilities include, but are not limited to the following:

· Setting up databases for each Event that will enable staff to enter and retrieve data from remote sites;

· Configure web site to allow online registration that downloads directly into Event specific database;

· Maintain A-S-K’s Automated Event Tracking (AET) system and upgrade as needed to accommodate added requirements;

· Process all Event Questionnaires results, i.e. oversee data entry and validation; and

· Compile all Event specific data, other than Accounting data, and prepare report(s) specific to customer needs.

Experience

Five (5) years of experience developing databases and information management systems for government agencies.  Three- (3) years experience working on databases and information systems used to track Event type data.

Education

Four-year college degree in Computer Science or related area.

Travel Clerk
Duties

Responsibilities include, but are not limited to the following:

· Receive calls from Event participants, consultants, or customers;

· Determine travel needs of Event participants, consultants, or customer staff;

· Make all travel arrangements for an Event, working with Logistics Coordinators, obtain the best rates possible;

· Confirm travel arrangements with travelers; and

· Prepare and send travel schedule to travelers.

Experience

At least two (2) years experience as a travel agent or performing similar duties.

Education

High school diploma

Registration Clerks

Duties

Responsibilities include, but are not limited to the following:

· Process all registrations as they arrive either through the mail or online;

· Send out acknowledgments of receipt of registration and pre-Event packets;

· Compile weekly report on registrations; and

· Participate in on-site registration

Experience

At least one (1) year of experience in similar clerical position.

Education

High School Diploma
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2

