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1.0
Background

The Economic Development Administration (EDA) was established under the Public Works and Economic Development Act of 1965 as amended.   EDA’s mission is to help states, regions and communities create wealth and minimize poverty by promoting a favorable business environment to attract private capital investment and higher-skill, higher-wage jobs through world-class capacity building, planning, infrastructure, research grants and strategic initiatives.  EDA is part of the U.S. Department of Commerce.

Historically, the Economic Development Administration (EDA) has alternated its national conference with regional office conferences.  In May 2003 EDA held a national conference in Washington, DC that was attended by over 800 economic development professionals, community, business and political leaders and was an unqualified success.  In view of that success and because of the unique economic challenges facing our nation at the present time, EDA leadership decided to hold another national conference in Washington DC in 2004.

The Conference Facilitator/Co-Sponsor should be an organization with a close affiliation with a large body of economic development practitioners.  The organization should be particularly experienced in economic development and regional development issues, influential in policy formulation and the legislative process and able, through the organization’s prestige and influence to attract high level officials including cabinet level administration officials, Members of Congress, and other notable public officials and economic development theorists and practitioners.  The Conference Facilitator/Co-Sponsor will be responsible for identifying, with approval of EDA, all speakers and other participants for the conference.  

The Conference Facilitator/Co-Sponsor needs to be expert and experienced in the field of economic development and will be responsible for providing the necessary, experienced personnel to perform the work requirements described in this Statement of Work in terms of both conference management and facilitation and in the management of all subcontracts.

2.0
Objective

The purpose of the EDA national conference is to convene a world-class, cutting edge conference sometime in the period of May through July 2004 in Washington, DC to provide a forum for economic development practitioners to hear and take part in cutting edge discussions of timely economic development topics.  Being in Washington, DC the attendees also have an opportunity to hear from top Congressional and Administration leadership on policy and legislative initiatives important in economic development.  Finally, the conference provides an opportunity to showcase best practices and to recognize extraordinary and creative efforts in the field of economic development through the Excellence in Economic Development Awards program.  As successful as the 2003 national conference was, EDA intends to exceed the success of that conference with the 2004 national conference.
The general desired outcome is that conference attendees will become familiar with EDA’s policies, investment guidelines, and performance measures as well as several new techniques to be applied to their economic development problems at home and will understand the importance of a regional approach to economic development and its components.

Specific goals of the national conference are to:

· Reflect the Administration’s commitment to results-oriented economic development;

· Emphasize EDA’s drive toward sound, research-based, market-driven economic development policy, planning, and implementation as the foundation for its investment partnerships;

· Showcase EDA success stories emphasizing EDA’s investment guidelines;

· Present forward-thinking, 21st century economic development techniques and methods;

· Reinforce the premise that EDA is a venture-capital-oriented agency, a thematic point that should be carried through the conference; and

· Serve as a platform for the recognition and presentation of the Excellence in Economic Development Awards.

3.0  Scope

The conference will be comprised of original, unique, and stimulating sessions, forums, roundtables, and other events where participant interaction and networking will be encouraged.  Emphasis should be placed on procuring high-quality and well known national and international economic and economic development experts such as Michael Porter and Alan Greenspan.  Keynote and luncheon speakers should include the President and/or Vice President, Secretary of Commerce, the Assistant Secretary of Commerce for Economic Development, other Cabinet level officials, Members of Congress, and prestigious representatives of the public and private sector.

The conference must fall into the timeframe of sometime in the period of May through July 2004 starting with a reception on a Tuesday evening and continuing the full day of Wednesday and Wednesday evening and the full day Thursday.  The dates proposed must not include any major holidays or major conflicting events.  The conference must be held within the Washington, DC jurisdiction.

As currently envisioned the 2004 EDA national conference will begin with an evening reception and continue for two additional full days.  Specifically, the first full day will begin at approximately 7:30 am with a continental breakfast and be followed by two separate general sessions.  These general sessions will be followed by a general luncheon session.  After lunch, the afternoon will start with three concurrent sessions that will conclude at approximately 4:30 pm.  A reception will be held that evening, probably offsite on Capitol Hill that will conclude at approximately 8:00 pm.  However, while it is the Government’s intent to hold this opening reception offsite, it may be necessary to hold it at the hotel facility.

The second full day will again begin at approximately 7:30 am with a continental breakfast.  This will be followed by a general session until approximately 10:30 am followed by three concurrent sessions concluding at about noon.  A general luncheon session will then be held followed by three concurrent sessions that will conclude at approximately 4:30 pm.  The conference will conclude with an awards reception that evening that will end at about 8:00 pm.

We anticipate that all general sessions, including the luncheon sessions, will be attended by up to 1,000 people and that each concurrent session could be attended by as many as 400 people.  These are estimates and actual attendance may be slightly higher or lower.

4.0
Specific Tasks

The contractor will be directly responsible for ensuring the accuracy, timeliness and completion of all tasks assigned under this contract.  Specifically, the contractor will provide:

4.1
Coordination and Content  

The Conference Facilitator/Co-Sponsor will be responsible for soliciting input from and coordinating with members of the National Economic Development Coalition.  The Contractor will also solicit assistance from the Coalition in obtaining top quality speakers and other participants.

With input from the National Coalition for Economic Development and working with EDA the Conference Facilitator/Co-Sponsor will be responsible for finalizing the content of the national conference sessions.  Sessions should address the most important topics related to regional and community economic development.  Sessions could include any or all of the following and possibly others:

· Rural and Urban economic development planning with an emphasis on industry clusters;

· Innovative regional strategies, including EDA success stories;

· Private-public collaboration and partnerships;

· Technology-led economic development emphasizing university and industry linkages;

· Brownfields, greyfields, eco-industrial development;

· Workforce development and strategies for dealing with dislocated workers (EDA’s Economic Adjustment Program);

· Entrepreneurship;

· Financing economic development investments;

· Economic development and the War on Terrorism

· Faith-based initiatives and economic development;

· EDA investment policy guidelines and performance measures;

· Changing roles, responsibilities and opportunities for Economic Development Districts;

· Changing roles, responsibilities and opportunities for University Centers;

· Economic development planning and implementation in small rural communities;

· Evaluating the effectiveness of planning at the local and regional level;

· Assessing labor pool resources at the local and regional level;

· Linking education and economic development;

· Fitting economic development centers into an economic development strategy;

· Unique challenges of economic development for Indian Tribes;

· Economic development programs of the Federal government – fitting it together effectively;

· Government Performance and Results Act – Are we making a difference?

· How jobs are changing in America – how have jobs changed in the last five years and how will they change in the next five, particularly in rural America;

· How is the government using Geographic Information Systems and Global Positioning Systems in economic development?

· The roles of tourism and heritage in economic development – Preserve America Initiative;

· Broadband telecommunications and economic development.

4.2
Moderator
The Conference Facilitator/Co-Sponsor is responsible for identifying, with EDA approval, a Conference Moderator for the entire program who is a recognized economic development professional with excellent speaking skills.

4.3
Publicity, Media Coverage, and Post Conference Information Dissemination

National media reporters from both the electronic and print communities will be encouraged to attend and report on the conference.  The practice, initiated in 2003 of having a prominent financial media personality hosting newsmaker luncheons may be pursued again along with having the conference moderator discussed above.  Special effort should be made to attract coverage of national, state and regional media.  The Conference Facilitator/Co-Sponsor will be expected to assist as required in this effort.

The Conference Facilitator/Co-Sponsor will be expected to make maximum use of the internet, including the websites of EDA, the Conference Facilitator/Co-Sponsor, and the website dedicated to the conference to both publicize the event before the fact and disseminate conference session materials, videos, images, papers, and findings after the fact.  With regard to the national conference website, http://www.edanationalconference.com, the Contractor will register, launch by six months prior to the national conference, and manage the EDA national conference website with EDA approval to include the ability of people to register for the conference on-line.

4.4
Identification and Invitation of Speakers and Other Participants
The Conference Facilitator/Co-Sponsor should be an organization with a close affiliation with a large body of economic development practitioners.  The organization should be particularly experienced in economic development and regional development issues, influential in policy formulation and the legislative process and able, through the organization’s prestige and influence to attract high level officials including cabinet level administration officials, Members of Congress, and other notable public officials and economic development theorists and practitioners.  The Conference Facilitator/Co-Sponsor will be responsible for identifying, with approval of EDA, all speakers and other participants for the conference.  

With the exception of the President, Vice President, and Members of Congress for which EDA will be responsible, the Conference Facilitator/Co-Sponsor will issue invitations to all speakers and other participants and follow up invitations with personal contacts as required.  The contractor will also be responsible for maintaining a tracking system and providing status reports to EDA as required on speaker commitments, negative responses, and non-responses.  

Initial speaker invitations for all identified speakers should be mailed by five months prior to the national conference.  Based on responses, the Contractor will be expected to perform follow-up as required, identify replacement speakers, issue invitations and other related tasks.  Keynote speakers for which the Contractor is responsible (see above) should be confirmed by two months prior to the national conference.  All other speakers for which the contractor is responsible should be confirmed by one month prior to the national conference.

By not later than two weeks before the beginning of the conference, panel moderators other than White House officials and Congressional Members and staff, should be contacted by the contractor and provided phone number and other contact information for members of the panel they are to moderate.  The contractor should also facilitate setting up conference calls to include the moderators and their panelists including determining dates and times and any other assistance that can be provided.

The contractor should be prepared to answer questions from prospective speakers and other participants other than White House officials and Congressional Members regarding their roles at the conference and be able to provide guidance regarding the content of their remarks and participation.  

4.5
Hotel Liaison

EDA is soliciting a hotel venue through a separate contract in the interest of time.  Once selected, the Contractor will be responsible for all liaison and arrangements with the hotel facility including setting up a master account, inquiries on all basic regulations as well as equipment and services available, communication and update all special needs for hotel and equipment/services, liaison with appropriate hotel departments, the arrangement of signage, banquet services, the coordination of subcontractors and all other conference related activity.  Signage related activities will include monitoring receipt of needed materials and design, layout and output of all banners and signage, and responsibility for the display and removal of all signage onsite.

4.6
Corporate Sponsorship
The Contractor shall be responsible for soliciting, receiving, tracking, and managing corporate sponsorships of the national conference.   EDA envisions from $50,000 - $60,000 in total corporate sponsorships.  Specific tasks in this regard shall include developing promotional materials and corporate sponsorship packages and establishing a separate non-interest bearing escrow account to effectively manage and account for sponsorship funds.

EDA authorizes the contractor to solicit funds on EDA's behalf and to retain and expend those funds as agreed upon with EDA.  In accordance with Department of Commerce policy, the contractor may not solicit or accept funds or gifts from EDA contractors, grantees, or any other source where acceptance might create the appearance of impropriety.  If there is any question as to propriety, the contractor agrees to contact EDA prior to accepting the funds or gift.

The corporate sponsorship package should include specific items and functions that different levels of corporate sponsorship could cover.  Management and accounting of corporate sponsorship funds would include notifying EDA in the event that a donation of $25,000 or greater was received.  In this case, a vetting procedure would be required before funds could be accepted.  Initial corporate sponsorship solicitation material should be mailed by six months prior to the national conference.

4.7
Exhibitors
The Contractor shall develop promotional materials and exhibit packages for potential exhibitors of the 2004 EDA national conference.  Exhibits will be limited to about 10 – 15 low-tech, table top type exhibits to be in space provided in the lobby area of the hotel.  Initial exhibit solicitation material should be mailed by six months prior to the national conference

4.8
Excellence in Economic Development and John E. Corrigan Awards

The Contractor will develop and implement a program to accomplish the solicitation of nominations, selection by a panel of experts and presentation to winners at the awards reception at the national conference for each of seven “Excellence in Economic Development Awards”.   These awards will be presented at the Welcome Reception to be held on the Tuesday evening of the conference.  The seven categories of awards include: Community and Faith-Based, Economic Adjustment, Innovation, Regional Competitiveness, Rural, Urban or Suburban, and Technology-Led.   

Another award to be presented at the national conference is the John E. Corrigan Award.  Presented to an outstanding EDA employee, the selection of this award is accomplished internally.  The Conference Facilitator/Co-Sponsor, however, will be responsible for arranging for the presentation of this award, with EDA approval, at the Awards Reception on the final Thursday evening of the national conference.  

4.9
Logistics
The Conference Facilitator/Co-Sponsor will coordinate the transportation of EDA national conference related materials (press kits, signage, award plaques, programs, etc.) and also office equipment, supplies and other materials required at the event site.

4.10
Welcome and Award Receptions

The contractor will coordinate the preparation and implementation of the Congressional and Welcome Receptions with EDA, the event sponsor(s) and the food caterer.  This will include coordination of award presentations at both receptions as described above.
4.11
Record Keeping and Follow-up

The Contractor will provide EDA with a list of all attendees, their mailing addresses and email addresses as well as telephone and fax numbers.  The Contractor will also be responsible for preparing a thank you letter to all conference attendees, corporate sponsors, and speakers and other participants (with text approved by EDA) over the signature of the Assistant Secretary for Economic Development for mass mailing.  The letters to corporate sponsors and speakers and other participants should be customized to each recipient.  For example, the letter to corporate sponsors should include the sponsorship amount and the purpose to which the funds were put while the letters to speakers and participants should include the session in which they participated and their specific role.

The contractor will also be responsible for providing to EDA relevant session materials such as PowerPoint presentations used at the national conference, texts or video presentations used, or any other material that can be posted on EDA’s website.  This material should be provided to EDA as soon as possible after the conference, but no later than two weeks after the conclusion of the conference. 

4.12
Promotion, Registration, and Related Tasks
The Conference Facilitator/Co-Sponsor will be responsible for managing all registration, promotion, and related tasks including providing non-interest bearing escrow (bank) account management, coordination and management of pre and onsite registration, database management, all events during the conference, and related support.  The Conference Facilitator/Co-Sponsor will be responsible for deriving, with EDA approval, a registration cost to participants designed to cover all expenses associated with the hotel facilities and services and associated costs and also the registration of 50 EDA staff who are not participating as speakers or other official participants and also the incremental attendance cost of approximately 40 Congressional staff and other Administration and Federal Government officials.  The Conference Facilitator/Co-Sponsor shall provide the necessary personnel to monitor access to events to insure that only registered participants and approved guests participate.  Among the specific elements of registration and related tasks for which the Conference Facilitator/Co-Sponsor will be responsible are:    

Escrow Account -The Conference Facilitator/Co-Sponsor shall establish a separate non-interest bearing escrow account under the name of "Economic Development Administration 2004 Escrow Account" (hereinafter referred to as the "EDA National Conference Account"). This should be a separate escrow account from that established for corporate sponsorship funds.  The Conference Facilitator/Co-Sponsor shall deposit all money collected for the national conference other than corporate sponsorship funds into this account.  This account should be used for deposits of pre-registration fees, onsite registration fees and fees collected from exhibits and special events. These funds shall not be co-mingled with any other funds.  The Conference Facilitator/Co-Sponsor shall make the necessary arrangements to receive funds in the form of check, money order or major credit card (AMEX, Master Card, VISA, DISCOVER. DINER'S CLUB etc.);

Bonding - The Conference Facilitator/Co-Sponsor shall secure a bond in the amount of $200,000 to cover the liability of funds collected for the EDA national conference. The Conference Facilitator/Co-Sponsor is solely responsible for the actions of its employees and/or subcontractors with regard to all financial matters involving EDA national conference funds; 

Database - The Conference Facilitator/Co-Sponsor shall establish an automated database capable of entering and retrieving all information pertinent to the EDA national conference.  At a minimum, data must be electronically retrievable in an appropriate database format;

Refund Policy - The Conference Facilitator/Co-Sponsor, with approval of EDA, shall establish a refund policy and procedure for cancelled registrations;



Pre-Conference Registration and Promotion

· Registration through the EDA national conference website;

· General Registration – The Contractor will develop a “save the date” reminder to be sent by six months prior to the national conference to all EDA investment recipients, attendees of past conferences, National Coalition of Economic Development members as available, and include economic development professionals and practitioners, federal, state and local government representatives, as well as representatives of educational institutions, and others as appropriate  utilizing mailing lists of both the Contractor and EDA as appropriate;  

· The Contractor will mail a reminder letter by two months prior to the national conference to all EDA investment recipients, attendees of past conferences, National Coalition of Economic Development members as available, and include economic development professionals and practitioners, federal, state and local government representatives, as well as representatives of educational institutions, and others as appropriate  utilizing mailing lists of both the Contractor and EDA as appropriate;

· The Contractor will also develop a conference registration brochure by two months prior to the national conference including an agenda and registration material for EDA and mail the brochure to all EDA investment recipients, attendees of past conferences, National Coalition of Economic Development members as available, and include economic development professionals and practitioners, federal, state and local government representatives, as well as representatives of educational institutions, and others as appropriate  utilizing mailing lists of both the Contractor and EDA as appropriate;

· The Contractor will develop and send a mailing (possibly email) by one month prior to the national conference reminding EDA investment recipients, attendees of past conferences, National Coalition of Economic Development members as available, and otherwise identified economic development professionals and practitioners, federal, state and local government representatives, as well as representatives of educational institutions, and others as appropriate  utilizing mailing lists of both the Contractor and EDA as appropriate.



Onsite Registration and Related Tasks

· Finalizing the program for the conference and producing an attractive onsite program, subject to EDA approval, as part of a packet of registration material.  The Conference Facilitator/Co-Sponsor shall be responsible for the assembly of registration folders, kits and other conference materials for handouts to conference registrants.  These packets will include, at a minimum, the conference program, list of conference attendees, an evaluation form, speaker directory, and any other pertinent  material that EDA would like to add;

· The Conference Facilitator/Co-Sponsor shall provide an automated registration and information facility appropriately staffed and equipped for onsite registration, stations, and other requirements.  The Conference Facilitator/Co-Sponsor will staff the EDA national conference with sufficient personnel to ensure efficient onsite registration, traffic control, handling of speakers and VIPS, arrangements and adjustments involving the hotel, and all other tasks normally associated with a national conference of this scope.  This function shall be fully staffed by the contractor between the hours of noon and 7:00 p.m. on Tuesday, the first day of the conference and from 7:00 am through 5:00 pm Wednesday and Thursday, the final day.  At all times during the onsite registration and conference, the Conference Facilitator/Co-Sponsor shall provide a senior staff member who shall have responsibility for these operations.

· The Conference Facilitator/Co-Sponsor shall manage five separate registration stations as follows: 1. Pre-registration, 2. Onsite Registration, 3. Exhibitor Registration, 4. VIP and 5. Congressional Registration. All necessary furnishings and equipment such as computers, communications equipment, tables, displays, information booths, supplies, etc., in the registration area shall be provided by the Conference Facilitator/Co-Sponsor.

· Furnishings and equipment provided shall be in new or very good condition, and present an attractive appearance. The Conference Facilitator/Co-Sponsor shall submit to the hotel three copies of the registration floor plan thirty (30) days prior to set-up or as otherwise required by the hotel or EDA in order to obtain the required Hotel Fire Marshall approval. All signs, banners, or displays furnished by the Conference Facilitator/Co-Sponsor, shall be subject to approval by EDA prior to placement in any part of the event site.

· At the onsite registration station, the Conference Facilitator/Co-Sponsor shall perform the following:  Ensure that registrants have a completed 2004 EDA national conference registration form, 2. Check in each pre-registered participant, and validate all previously recorded information in the database to include payment for all events and 3. Collect any additional fees, e.g. fees for additional tickets to other events not covered in the registration fee if appropriate) and issue appropriate receipts;

· All registration revenue shall be properly maintained and accounted for by the Conference Facilitator/Co-Sponsor.  The Conference Facilitator/Co-Sponsor will also devise and manage a procedure by which attendees are admitted to individual events;

· The Conference Facilitator/Co-Sponsor shall check in registrants who are scheduled to exhibit and coordinate all activities as necessary with hotel management, local unions, fire, and security personnel.  Each registrant shall be issued one “Exhibitor" name badge and one Exhibitor registration kit in accordance with fees paid and instructions established by EDA. The Conference Facilitator/Co-Sponsor shall prepare Exhibitor Registration Kits according to specifications provided by EDA;

· The Conference Facilitator/Co-Sponsor shall accept VIP passes furnished by EDA and issue to each registrant a nametag and the appropriate registration kit.  No VIP passes shall be issued without approval of EDA. Those participants wearing VIP passes shall be allowed access to all events;

· EDA shall provide the Conference Facilitator/Co-Sponsor with a list of all Government staff personnel.  The Conference Facilitator/Co-Sponsor shall provide "staff' nametags to these individuals as directed by EDA.  Only those government personnel specifically identified by EDA shall be deemed "conference staff" and are authorized for "staff" identification badges. No "staff” badges shall be issued without direct written authority from EDA;

· Properly accredited press shall be issued Press Badges.  Proper accreditation requires an application on letterhead of the press organization or a current picture ID card with the name of the individual and press organization.  Any questions regarding accreditation shall be decided by EDA.

· The Conference Facilitator/Co-Sponsor shall develop a directory of EDA national conference exhibitors in Microsoft Word format for the production of the Exhibitor Directory.

· The Conference Facilitator/Co-Sponsor, its employees and subcontractors, shall exercise the highest form of personal service and professionalism at all times in providing services for the 2004 EDA national conference.
5.0  Deliverables/Delivery Schedule 

       The following deliverables and due dates represent specific requirements of the contract.

· By six months prior to the national conference, the contractor should, with EDA approval, determine a registration fee for attendees.

· By six months prior to the national conference, the Conference Facilitator/Co-Sponsor will be responsible for finalizing the content of the national conference sessions

· By six months prior to the national conference, the Contractor will register, launch, and manage the EDA national conference website with EDA approval to include the ability of people to register for the conference on-line.

· By six months prior to the national conference, the Contractor should accomplish an initial mass mailing of corporate sponsorship solicitation material.  This mailing should encompass a broad range of companies and avoid the use of oral or written statements that might create an appearance that donors would derive any special benefit from the Federal Government in return for their contributions.

· By six months prior to the national conference, the Contractor shall develop promotional materials and exhibit packages for potential exhibitors of the 2004 EDA national conference.  

· By six months prior to the national conference, the Conference Facilitator/Co-Sponsor shall establish a non-interest bearing escrow account under the name of "Economic Development Administration 2004 Escrow Account" (hereinafter referred to as the "EDA National Conference Account").

· By six months prior to the national conference, the Contractor will develop a “save the date” reminder to all EDA investment recipients, attendees of past conferences, National Coalition of Economic Development members as available, and include economic development professionals and practitioners, federal, state and local government representatives, as well as representatives of educational institutions, and others as appropriate  utilizing mailing lists of both the Contractor and EDA as appropriate.

· By five months prior to the national conference, initial speaker invitations for all identified speakers should be mailed.  With the exception of the President, Vice President, and Members of Congress for which EDA will be responsible, the Conference Facilitator/Co-Sponsor will issue invitations to all speakers and other participants and follow up invitations with personal contacts as required.  The contractor will also be responsible for maintaining a tracking system and providing status reports to EDA as required on speaker commitments, negative responses, and non-responses.  Based on responses, the Contractor will be expected to perform follow-up as required, identify replacement speakers, issue invitations and other related tasks.  

· By two months prior to the national conference keynote speakers for which the Contractor is responsible (see above) should be confirmed.  

· From two months prior to the national conference until the date of the national conference, the status report should be submitted to EDA on a weekly basis and the Conference Facilitator/Co-Sponsor principal staff person, and other staff that is deemed necessary, should be available for weekly meetings with EDA senior management.  

· By two months prior to the national conference, the contractor will mail a reminder letter to all EDA investment recipients, attendees of past conferences, National Coalition of Economic Development members as available, and include economic development professionals and practitioners, federal, state and local government representatives, as well as representatives of educational institutions, and others as appropriate utilizing mailing lists of both the Contractor and EDA as appropriate.

· By two months prior to the national conference, the contractor will also develop a conference registration brochure including agenda and registration material for EDA and mail the brochure to all EDA investment recipients, attendees of past conferences, National Coalition of Economic Development members as available, and include economic development professionals and practitioners, federal, state and local government representatives, as well as representatives of educational institutions, and others as appropriate  utilizing mailing lists of both the Contractor and EDA as appropriate.

· By one month prior to the national conference all speakers (keynote and otherwise) for which the contractor is responsible should be confirmed.

· By one month prior to the national conference, the Contractor will develop and send a mailing (possibly email) reminding EDA investment recipients, attendees of past conferences, National Coalition of Economic Development members as available, and otherwise identified economic development professionals and practitioners, federal, state and local government representatives, as well as representatives of educational institutions, and others as appropriate  utilizing mailing lists of both the Contractor  and EDA as appropriate.

· By two weeks prior to the conference, panel moderators, other than White House officials and Congressional Members and staff, should be contacted by the contractor and provided phone number and other contact information for members of the panel they are to moderate.  The contractor should also facilitate setting up conference calls to include the moderators and their panelists including determining dates and times and any other assistance that can be provided.

· By two weeks prior to the national conference, the Conference Facilitator/Co-Sponsor will finalize the program for the conference and produce an attractive onsite program, subject to EDA approval, as part of a packet of registration material.  The Conference Facilitator/Co-Sponsor shall be responsible for the assembly of registration folders, kits and other conference materials for handouts to conference registrants.  These packets will include, at a minimum, the conference program, list of conference attendees, an evaluation form, speaker directory, directory of EDA national conference exhibitors, and any other pertinent  material that EDA would like to add;

· Within two weeks of the conclusion of the national conference, the Contractor will provide EDA with a list of all attendees, their mailing addresses and email addresses as well as telephone and fax numbers.  

· Within two weeks of the conclusion of the national conference, the Contractor will also be responsible for preparing a thank you letter to all conference attendees, corporate sponsors, and speakers and other participants (with text approved by EDA) over the signature of the Assistant Secretary for Economic Development for mass mailing.  

· As soon as possible after the conference but no later than two weeks after the conclusion of the national conference, the contractor will be responsible for providing to EDA relevant session materials such as PowerPoint presentations used at the national conference, texts or video presentations used, or any other material that can be posted on EDA’s website. 

5.1  Project Management Plan 
The contractor shall prepare a Project Management Plan describing the technical approach, organizational resources and management controls to be employed to meet the cost, performance and schedule requirements for this effort.  The Project Management Plan shall detail the products, methods for developing the products, allocation of staff and other resources necessary to produce the products and a revised timeline for producing the products, if necessary.  The COTR shall receive the revised Project Management Plan in both hard copy and electronic form, Microsoft Word.  Based on the Project Management Plan, the Contracting Officers Representative (COTR) will provide approval to move forward on activities planned.  The contractor shall request prior approval on all activities not included in the plan or any modifications to the plan after approval has been given. (Draft due with proposal / final due 10 days after award)
5.2  Bi-Weekly Reporting

By six months prior to the start of the national conference the Conference Facilitator/Co-Sponsor will submit a bi-weekly status report for the Assistant Secretary and other EDA senior management until two months before the national conference.  From that point until the actual national conference, the report should be submitted on a weekly basis and the Conference Facilitator/Co-Sponsor principal staff person, and other staff that is deemed necessary, should be available for weekly meetings with EDA senior management.  

The status reports should include confirmed changes to the program with respect to content or participants since the last report; the identification, invitation, and confirmations or negative responses of potential speakers since the last report; number of companies and exhibits confirmed; an identification of corporate sponsors acquired and amounts as well as efforts made to attract corporate sponsors; an update on the number of people registered for the conference and people who have reserved rooms at the hotel.  This status report should be accompanied by the latest version of the conference program and detail table listing intended participants, their title and organization, session and role (keynote speaker, panelist, etc.), whether they are confirmed, and the action taken to confirm them if not confirmed.

The contractor will prepare a final report after the national conference is held to include a final budget, narrative report that addresses the contractor’s implementation efforts for all sections of this Statement of Work and detailing both successful and unsuccessful aspects of the conference, recommendations for future conferences, and results both in detail and in summary of the evaluation completed by attendees.

5.3  Monthly Status / Financial Report 


A monthly status report will be provided to the government with the following information:
· Project status monthly reporting requirements will be described during the initial kick-off meeting.  It is expected that these requirements will include, but are not confined or constrained to:

· Hours expended during the reporting period by individual

· Cumulative hours expended throughout the reporting period by job category

· Contract funds expended during the reporting period

· The capacity to describe activities of the past month (Summary of work accomplished during the reporting period and percent complete

·  The description of milestones and deliverables

·  Any issues or problems impacting project progress along with their ultimate resolution.  

· Schedule of activities planned and estimated hours for the next reporting period and number of remaining hours to complete activities. 


This report is due NLT the 10th day of each month. Additionally, the contractor will be responsible for submitting scheduled periodic reports regarding the status of work initiatives and documentation updates.

5.4 Final Report  
The contractor shall provide a final report to the COTR at the conclusion of this task.  The report will summarize objectives achieved, significant issues, problems and recommendations to improve the process in the future.
5.5  Deliverable Table
	Item#
	Description
	WBS #
	Prior Approval Required
	Draft Due Date
	Final Due Date

	1
	Initial Kick-Off Meeting
	5.3
	N/A
	N/A
	5 Days after award

	2
	Project Management Plan
	5.1
	Yes
	Due with proposal
	10 days after award

	3
	Determine Registration Fee
	5.0
	Yes
	6 ½ Months Prior to Conference
	6 Months Prior to Conference

	4
	Finalize Content of Conference Sessions
	5.0
	Yes
	6 ½ Months Prior to Conference
	6 Months Prior to Conference

	5
	Register, Launch, Manage Conference Website
	5.0
	Yes
	6 ½ Months Prior to Conference
	6 Months Prior to Conference

	6
	Bi-Weekly Status Reports Begin
	5.2
	Yes
	6 ¼ Months Prior to Conference
	6 Months Prior to Conference

	7
	Initial Mass Mailing
	5.0
	Yes
	6 ½ Months Prior to Conference
	6 Months Prior to Conference

	8
	Exhibitor Promotion Material
	5.0
	Yes
	6 ½ Months Prior to Conference
	6 Months Prior to Conference

	9
	Establish EDA National Conference Escrow Account
	5.0
	N/A
	N/A
	6 Months Prior to Conference

	10
	“Save the Date” Reminder
	5.0
	Yes
	6 ½ Months Prior to Conference
	6 Months Prior to Conference

	11
	Identification of Conference Moderator
	4.2
	Yes
	5 ¼ Months Prior to Conference
	5 Months Prior to Conference

	12
	Initial Speaker Invitations Mailed (for which contractor responsible)
	5.0
	Yes
	5 ¼ Months Prior to Conference
	5 Months Prior to Conference

	13
	Keynote Speakers Confirmed (for which contractor responsible)
	5.0
	Yes
	N/A
	2 Months Prior to Conference

	14
	Status Reports Become Weekly
	5.0
	N/A
	N/A
	2 Months Prior to Conference

	15
	Weekly Status Meetings Begin
	5.0
	N/A
	N/A
	2 Months Prior to Conference

	16
	Reminder Letter Sent
	5.0
	Yes
	2 ½ Months Prior to Conference
	2 Months Prior to Conference

	17
	Registration Brochure Mailed
	5.0
	Yes
	2 ½ Months Prior to Conference
	2 Months Prior to Conference

	18
	All Speakers Confirmed (for which contractor responsible)
	5.0
	N/A
	N/A
	2 Months Prior to Conference

	19
	2nd Reminder Letter Sent
	5.0
	Yes
	1 ½  Months Prior to Conference
	1 Month Prior to Conference

	20
	Panel Session Conference Calls
	5.0
	N/A
	N/A
	2 Weeks Prior to Conference

	21
	Conference Packets Completed
	5.0
	Yes
	3 Weeks Prior to Conference
	2 Weeks Prior to Conference

	22
	Attendee List
	5.0
	Yes
	N/A
	2 Weeks After Conference

	23
	Thank-you Letter Mailing
	5.0
	Yes
	1 ½ Weeks After Conference
	2 Weeks After Conference

	24
	Session Materials to EDA
	5.0
	N/A
	N/A
	2 Weeks After Conference

	25
	Monthly Financial and Progress Report
	5.3
	No
	N/A
	15th day of the month

	
	
	
	
	
	

	26
	Final Report
	5.4
	
	30 days prior to end of contract
	End of Contract


5.5 Deliverables/Delivery Schedule 
Unless otherwise specified, the Government will have a maximum of ten (10) working days from the day the draft deliverable is received to review the document, provide comments back to the contractor, approve or disapprove the deliverable(s).  The contractor will also have a maximum of ten (10) working days from the day comments are received to incorporate all changes and submit the final deliverable to the Government.  The contractor may assume a deliverable is acceptable if it receives no feedback within this time.  All days identified below are intended to be work days unless otherwise specified.

6.0  Inspection and Acceptance Criteria  

Final inspection and acceptance of all work performed, reports and other deliverables will be performed at the place of delivery by the COTR. 

6.1 General Acceptance Criteria
General quality measures as set forth below will be applied to each work product received from the contractor under this statement of work. 

· Accuracy ‑ Work Products shall be accurate in presentation, technical content, and adherence to accepted elements of style.

· Clarity ‑ Work Products shall be clear and concise. Any/All diagrams shall be easy to understand and be relevant to the supporting narrative.

· Consistency to Requirements ‑ All work products must satisfy the requirements of this statement of work.

· File Editing ‑ All text and diagrammatic files shall be editable by the Government.

· Format - Work Products shall be submitted in hard copy (where applicable) and in media mutually agreed upon prior to submission.  Hard copy formats shall follow any specified Directives or Manuals.

· Timeliness ‑ Work Products shall be submitted on or before the due date specified in this statement of work or submitted in accordance with a later scheduled date determined by the Government.

7.0  TRAVEL & OTHER DIRECT COSTS (ODCS): 

7.1 TRAVEL
Local travel may be required.   Accordingly, anticipated travel should be included in the contractor’s cost proposal.  All estimated travel will conform to the current Federal Travel Regulations (FTRs).  After award, all travel shall receive government approval by the Contracting Officer's Technical Representative (COTR) prior to funds being expended.  Travel expenses invoiced to the Government will be in accordance with FTR; expenditures that exceed the FTR will not be reimbursed by the Government.   Currently the Government is estimating only limited travel local by Conference Planner staff involving three to four people within the Washington DC area.  Extensive travel will be necessary by speakers for which the estimated cost should be estimated in the submitted proposal.
7.2 OTHER DIRECT COSTS (ODC’S)  
ODC’s may be required for this task.  After award, all ODC’s shall receive government COTR approval prior to funds being expended.   The contractor should include Other Direct Charges in their cost proposal to cover any costs associated with travel and/or other direct costs (ODC’s).  ODC’s are limited to $2,500 on GSA schedule holders, unless the items are on the holders schedule.  
8.0  Government Furnished Equipment (GFE) / Government Furnished Information

8.1  Government Furnished Equipment (GFE):  

Government Furnished Equipment will not be provided under this contract. 

8.2  Government Furnished Information:  

The contractor shall be furnished current task working papers, project descriptions, program briefing material and other pertinent information, and other documentation or material required to carry out the tasks described hereunder.

9.0  Place of Performance

The majority of the planning work will be performed at the contractor facility.  The national conference will be held at a hotel facility in Washington, DC.
10.0 Period of Performance:  
The period of performance for this solicitation will be determined somewhat by the dates of the 2004 EDA national conference which, in turn, will be determined in the selected hotel proposal.  The period of performance for the Conference Facilitator/Co-Sponsor will be the period beginning at contract award and ending 45 days after the conclusion of the national conference.  
11.0  DATA USE, DISCLOSURE OF INFORMATION AND HANDLING OF SENSITIVE INFORMATION

The Contractor shall maintain, transmit, retain in strictest confidence, and prevent the unauthorized duplication, use, and disclosure of information.  The Contractor shall provide information only to employees, Contractors, and subcontractors having a need to know such information in the performance of their duties for this project.


Information made available to the contractor by the Government for the performance or administration of this effort shall be used only for those purposes and shall not be used in any other way without the written agreement of the Contracting Officer.


If public information is provided to the contractor for use in performance or administration of this effort, the contractor except with the written permission of the Contracting Officer may not use such information for any other purpose.  If the contractor is uncertain about the availability or proposed use of information provided for the performance or administration, the contractor will consult with the COTR regarding use of that information for other purposes.

The contractor agrees to assume responsibility for protecting the confidentiality of Government records which are not public information.  Each offeror or employee of the contractor to whom information may be made available or disclosed shall be notified in writing by the contractor that such information may be disclosed only for a purpose and to the extent authorized herein.


Performance of this effort may require the Contractor to access and use data and information proprietary to a Government agency or Government Contractor which is of such a nature that its dissemination or use, other than in performance of this effort, would be adverse to the interests of the Government and/or others.


Contractor and/or Contractor personnel shall not divulge or release data or information developed or obtained in performance of this effort, until made public by the Government, except to authorize Government personnel or upon written approval of the CO.  The Contractor shall not use, disclose, or reproduce proprietary data that bears a restrictive legend, other than as required in the performance of this effort.  Nothing herein shall preclude the use of any data independently acquired by the Contractor without such limitations or prohibit an agreement at not cost to the Government between the Contractor and the data owner that provides for greater rights to the Contractor.

All data received, processed, evaluated, loaded, and/or created as a result of this delivery order shall remain the sole property of the Government unless specific exception is granted by the Contracting Officer.

12.0  Points of Contact:

All contract questions and concerns will be directed to the Government Contracting Administrator, Shanda Georg, contact information identified below.  The contracting officer is the only individual with the authority to amend this contract.
13.1  Contracting Officer’s Technical Representative (COTR):  To be decided after 
award.
13.3  Contract Administration:



Department of the Interior/GovWorks

Procurement Operations Branch  



381 Elden Street, MS2500 



Attn:  Tamia A. True


Herndon, Virginia 20170-4817



(703) 787-1715 – Voice



(703) 787-1009 or 1387 – Fax



email – Tamia.true @mms.gov
14.0  INVOICING 
The Contractor shall develop a payment schedule based on deliverables, and will be reviewed by both the COTR and contracting officer.  If payment schedule is acceptable to the Government, the contractor shall bill once a month.  
Invoices are to be sent directly to GovWorks for processing (address below). Invoices are forwarded by GovWorks to the Government COTR for acceptance and approval.  Invoices will be paid upon approval and acceptance by the Government COTR.   Invoices must include, as a minimum, the following information for each individual:

Name

Time Period Covered

Productive Direct Labor Hours



Labor Category

Hourly Rate

15.1  Mail Invoices to the following Address:

Minerals Management Service

Procurement Operations Branch

Mail Stop 2510

381 Elden Street

Herndon, Virginia  20170-4817

· Direct all Invoice and Invoice Inquires to Invoice Team on 703-787-1200 or govworks.invoice@mms.gov
16.0   Other Administrative Considerations:



16.1  HOURS OF WORK 

Hours of work are flexible but on-site core business hour staffing will cover 9:00 a.m. to 5:00 p.m., Monday through Friday (excluding Federal Holidays).  The COTR and the contractor must mutually agree upon all deviations to this schedule not mentioned herein.  Work conducted outside these hours will have to be conducted at the contractor’s site or may be negotiated by the Project Task Leader with the Contracting Officer Technical Representative.

16.2 Productive Direct Labor Hours
The contractor can only charge the Government for “Productive Direct Labor Hours”.  “Productive Direct Labor Hours” are defined as those hours expended by Contractor personnel in performing work under this Task Order.  This does not include sick leave, vacation, Government or contractor holidays, jury duty, military leave, or any other kind of administrative leave.
16.3
GOVERNMENT HOLIDAYS
The following Government holidays are normally observed by Government personnel: New Years Day, Martin Luther King’s Birthday, Presidential Inauguration Day (metropolitan DC area only), President’s Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veteran’s Day, Thanksgiving Day, Christmas Day, and any other day designated by Federal Statute, Executive Order, and/or Presidential Proclamation. 

16.4
CONTRACT MANAGEMENT

The Contractor shall be responsible for managing and overseeing the activities of all Contractor personnel, as well as subcontractor efforts used in performance of this contract.  The Contractor's management responsibilities shall include all activities necessary to ensure the accomplishment of timely and effective support, performed in accordance with the requirements contained in the statement of work. Resumes submitted for employees assigned to perform under this statement of work shall contain documented experience directly applicable to the functions to be performed.  Further, these prior work experiences shall be specific and of sufficient variety and duration that the employee is able to effectively and efficiently perform the functions assigned.  


16.4.1
PROJECT MANAGER, CO, AND COTR MEETINGS 

The Contractor's Project Manager shall meet with the COTR as necessary to maintain satisfactory performance and to resolve other issues pertaining to Government/Contractor procedures.  At these meetings, a mutual effort will be made to resolve any and all problems identified.  Written minutes of these meetings shall be prepared by the Contractor, signed by the Contractor's designated representative, and furnished to the Government within two (2) workdays of the subject meeting.
XI. Evaluation:

The Government will award a contract resulting from this solicitation to the responsible offeror whose offer conforming to the solicitation represents the best value and will be the most advantageous to the Government, cost and other factors considered.  The following factors in order of importance shall be used to evaluate offers:

· Technical Capability and Experience

· Past Performance

· Cost

The proposal will be evaluated to determine if it complies with all the requirements specified in the solicitation.  The offeror is advised that in making the award decision, proposals will be evaluated on a “best value” basis giving due consideration to Technical Capability, Past Performance, and Cost.  While Technical Capability and Past Performance are slightly more important than Cost, the closer proposals are in terms of Technical Capability and Past Performance, the more important cost will become.  The Government reserves the right to award without negotiations.  To be considered acceptable under the solicitation, the offeror must offer fixed costs for all elements of the solicitation.

Technical Capability and Experience refers to the organizations’ experience in economic development and involvement in policy formulation, legislative involvement, membership size and makeup, general expertise in regional and local economic development and ability to attract top experts in economic development as speakers, panel members and in other participatory roles.  The Conference Facilitator/Co-Sponsor should be an organization with a close affiliation with a large body of economic development practitioners.  The organization should be particularly experienced in economic development and regional development issues, influential in policy formulation and the legislative process and able, through the organization’s prestige and influence to attract high level officials including cabinet level administration officials, Members of Congress, and other notable public officials and economic development theorists and practitioners.  The Conference Facilitator/Co-Sponsor will be responsible for identifying, with approval of EDA, all speakers and other participants for the conference.  

The Conference Facilitator/Co-Sponsor needs to be expert and experienced in the field of economic development and will be responsible for providing the necessary, experienced personnel to perform the work requirements described in this Statement of Work in terms of both conference management and facilitation and in the management of all subcontracts.  

Technical Capability and Experience also refers to the organization’s ability with respect to fund raising, specifically to solicit corporate sponsorships.  Finally, this factor refers to the ability of the offeror to attract and manage desktop, low tech exhibitors as described in this proposal.

Past Performance refers to experience in planning major national conferences addressing regional and local economic development and relative success of those conferences in terms of numbers of attendees, caliber of speakers, and attendee evaluations.  It also refers to the organization’s past performance in managing funds and fund raising, specifically attracting corporate sponsorships and also in attracting and managing exhibitors.  

A written notice of award or acceptance of an offer, mailed or otherwise furnished to the successful offeror within the time for acceptance specified by the offeror shall result in a binding contract without further action by either party.  Before the offeror’s specified expiration time, the Government may accept an offer (or part of an offer) whether or not there are negotiations after its receipt unless a written notice of withdrawal is received before award.
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