            STATEMENT OF WORK AND DRAFT REQUEST FOR PROPOSAL
FOR THE

NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION
HIGHLY MIGRATORY SPECIES ADVISORY PANEL

CONFERENCE SUPPORT

July 1, 2008

The Contractor shall function as the No-Cost Conference Planner for the National Oceanic and Atmospheric Administration (NOAA) and direct services in accordance with the following provisions:

1. Background

The Highly Migratory Species (HMS) Management Division (F/SF1) within the Office of Sustainable Fisheries of the National Marine Fisheries Service, NOAA holds Advisory Panel Conference two or three times per year, in the Washington, D.C. area.  The purpose of the Advisory Panel Conference is primarily to elicit feedback from the Panel on HMS fishery management issues.  This feedback will be used by HMS and the Office of Sustainable Fisheries staff for improved fisheries management.  HMS has a need to acquire the services of a no cost conference planner to arrange for light refreshments for the participants with payment for these services being paid for by the participants through a registration fee as well as direct support for required facilities and audio-visual services.
2. Contract/Agreement type  

3a.  Compensation and Consideration.  – Food and Beverage
The Contractor shall provide all food and beverage services required under this Contract at no cost to the Government. While the Government anticipates that there will be a total of 60 participants ( about 35 night time guests and 25 local participants, including Federal employees for the HMS HP Conference, the agency has no financial liability to the contractor for those services and the contractor has no expectation of payment from the Government for those services. The contractor is liable for all costs incurred related to the performance of the food and beverage portion of this contract. The contractor is entitled to and shall retain all of the registration fees it collects in the performance of the Contract. The contractor shall collect any fees associated with its performance directly from Conference attendees.  The contractor shall have the capabilities to receive electronic payments. The Government does not guarantee a minimum amount of fees or a minimum number of attendees. All fees must be clearly defined and approved by NOAA prior to the award of this Contract. The Contractor shall provide the Government with a detailed accounting of the collections and disbursements associated with the performance of this Contract.
The Government seeks food and beverage in support of this Conference as follows:

Snacks sufficient for 60 persons to include to (2) early morning set-up 8:00 am snacks of coffee, teas, juices, and water  and assorted Danish,  muffins and bagels and fruits  and (2) AM breaks by 10 .a.m. to include refresh of coffee, teas water  on Oct. 1 and Oct. 2.  and include (2) afternoon snacks by 2:45 pm. to include cookies or brownies, water and soft drinks on the afternoons of Sept 30 and Oct. 1.
3b. Compensation and Consideration for services other than Food and Beverage:
The Contractor will provide the following:
Meeting Room with Alcove or an adjacent room: The Contractor shall provide a meeting room to support this event of approximately 3000 square feet and an alcove or adjacent preparation room of approximately 800 square feet on the following days:

Sept. 30, 2008 set up by 8 a.m. with a 24 hour hold

Oct. 1, 2008 reset by 8 a.m. with a 24 hour hold, and

Oct 2, 2008 reset by 8 a.m. through 1 p.m.

The set up the rooms shall include:

Audio Equipment:

The Contractor shall provide an eight foot screen and extension cord to support the Government supplied computer and projector equipment from 8:00 am on Sept. 30, 2008

Through 1 p.m. on Oct. 2, 2008 at the cost to the Government.
Sleeping Rooms: The Government expects 35 night time participants who will need sleeping rooms for a total of 83 guest nights as follows:

Sept, 29-   15 Sleeping Rooms

Sept. 30-    35 Sleeping Rooms

Oct. 01-      33 Sleeping Rooms
The Contractor will provide these rooms at the cost to the Government. Because of uncertainties of participation, the Government shall have the right the alter downward the 
number of guaranteed guest nights up to 18 days before the event by as much as 13 guest nights. As such, no state sales taxes can be imposed on the Government for these rooms.

3. Contracting and Subcontracting.  

NOAA will not be liable to the Contractor or its contracting party as a result of any contracting and/or subcontracting agreement between the Contractor and any  subcontractors.
4. Claims and Liability

The Contractor agrees to save the Government harmless from any and all claims, demands, actions, debts, liabilities, judgments, costs, and attorney’s fees arising out of, claimed on account of, or in any manner predicated upon loss of, or damage to, property of or injuries to, or the death of, any or all persons whatsoever, in any manner, caused or contributed to by the Contractor, his agents, servants, or employees, while in, upon, or about a given conference location on which the work upon this Contract is to be done, or while going to or departing from the same, and to save the Government harmless from and on the account of damage of any kind which the Government may suffer as a result of any of the Contractor, his agents, servants, or employees in and about the said conference location.

5. Scope of Work

The Contractor shall provide all necessary personnel, material, equipment, services and facilities to perform exhibition management and conference coordination.  For this contract the Contractor agrees to serve the Government as a no-cost conference planner include items a, b, c and f and will be under direct contract with the Government for items d and e.
a. Conference Registration and Event Fees.  The Contractor shall manage the registration process, including electronic collection of, accounting for registration fees to support all food and beverage costs.

b. Registration Records.  The Contractor shall provide an up-to-date registration figures on a weekly basis (attendees, exhibitors, etc.) to the Contract Officers Technical Representative (COTR)  and twice weekly during the period three weeks prior to the Conference.  The Contractor shall provide a list by name of registrants, their expected date of arrival and departure. The COTR will provide an invitee listing of conference participants and/or vendors to the Contractor once the Contractor is selected. 

c. Conference Administrative Responsibilities.  The Contractor shall provide sufficient number of personnel to ensure an easy and fast distribution process.  This means that registered attendees will be processed either prior to the start of the Conference or within fifteen (15) minutes of participants arrival to the Conference
.
d. Facilities.  The Contractor shall provide a meeting room for the conference with a minimum size of about 3000 square feet set up with 8 round tables sized to sit 6 adults, a head table to seat 6 adults, four rectangle tables for 4 staff support per table, two rows of 10 individual seats theater style and  two tables for audio visual equipment to be supplied by NOAA. The conference room shall be adjoined by a separate set up area of about 800 square feet for food and beverage, registration and handout material and include sufficient table space to  accommodate the above described food and beverage, a registration table and a table for hand-out materials 
e. Audio/ visual:  8 foot screen, 2 electrical extension cords.

f. Food Service.  The Contractor shall provide the food and beverage as described in 3a. Per the language in 3a. the Contractor will not bill the Government under this contract for the food and beverage, but instead will charge the Conference participants a Registration Fee.
6. Period of performance

No-cost Conference planning services should begin by August 15, 2008 or by Contract Award if before August 15, 2008. The facilities, audio /visual services in support of the Conference at the expense of the Government is to start on 9/30/08 at 8:00 a. m. and go until 10/2/08 at 1 p.m. The no-cost- conference planning services for food and beverage starts at 2:45 pm. On Sept. 30 through 1 p.m. on Oct. 2.
7. Place of Performance

Silver Spring, MD. Within walking distance of Silver Spring Metro and NOAA Buildings
8. Contracting Officer Authority 

9. Contracting Officer’s Technical Representative (COTR)

The Contracting Officer’s Technical Representative (COTR) is to be determined by NOAA.
10. Basis for Award 

The Government will make award based on best value.

11. Evaluation Factors

The Government will award a contract resulting from this solicitation to the responsible Contractor whose quotation conforms best with the solicitation.  The following factors will be used for the evaluation.   These best value evaluation factors while relatively equal are listed in order of importance: 

(1) Past Performance - Provide a list of contacts, including phone numbers, to allow NOAA to evaluate a firm's past performance in successfully accomplishing activities for three related/similar activities to those identified in the Statement of Work (SOW);

(2) Technical Capability - Provide sufficient information to demonstrate ability to meet Government's requirement. Address proposed management of program and plans to provide seamless support of food and beverage for the Conference as well as a description of the meeting rooms, registration processes and services in support of the meeting;

(3) Relational Price – The Contractor shall provide its price structure for participant registration fees to be applied for the no-cost conference planning services under this Contract, a fixed price for the meeting room facilities and audio visual services and a per guest night cost to the Government of the sleeping room.  This evaluation factor will allow NOAA to evaluate the costs the contractor will impose on third parties, i.e., attendees and the direct costs of the Government
14.
Compliance with Laws 

The Contractor shall comply with all applicable laws and rules and regulations having the force of law which deal with or relate to performance hereunder or the employment by the Contractor of the employees. 

15. 
Applicable Clauses

The Certification and Accreditation (C&A) requirements of clause 73 of the Commerce Acquisition Regulations do not apply and a Security Accreditation Package is not required.

16.
Submittals

