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General Services Administration

Federal Acquisition Service

Authorized Federal Supply Schedule Catalog/Price List

On line access to contract ordering information, terms and conditions, up to date pricing, and the option to create an electronic delivery order are available through GSA Advantage!, a menu driven database system. The INTERNET address for GSA Advantage! is http://www.gsaadvantage.gov
SCHEDULE TITLE: Federal Supply Schedule 541-Advertising & Integrated Marketing Solutions (AIMS)

CONTRACT NUMBER: 
GS-07F-0417U
For more information on ordering from Federal Supply Schedules click on the FSS Schedules button at http://www.fss.gsa.gov.

CONTRACT PERIOD:
June 24, 2008 through Jun 23, 2013
CONTRACTOR:
        
      Charleston Events, LLC
1866 Capri Drive

Charleston, SC 29407
Ph. (843) 901-9222 or (843) 763-6310  
Fax (843) 763-9062 
Email: lhsellers@comcast.net
Contact: Lynn Hamm Sellers

CONTRACTOR’S ADMINISTRATION SOURCE: Lynn Sellers (same as above)

BUSINESS SIZE: Small, Women Owned Business


Conference, Events, Meetings & Tradeshow Planning Services 
Audio Visual services, Exhibit Design & Implementation, Other Direct Costs 
Charleston Events, LLC Does the Planning, Integration of Resources, 
Managing, Negotiating, and Implementation for You 
Charleston Events, LLC
1866 Capri Drive

Charleston, SC 29407
Ph. (843) 901-9222 or (843) 763-6310  
Fax (843) 763-9062 
Email: lhsellers@comcast.net
Website: www.charlestoneventsllc.com
Contact: Lynn Hamm Sellers

1a.
Table of Awarded Special Item Numbers (SINs)
SIN 541-4D
DESCRIPTION Conference, Events & Tradeshow Planning Services

1b. Lowest Priced Model Number and Price for Each SIN: Contractor may choose to provide these services at no cost to government agency. Information provided on page 3.
1c. Charleston Events, LLC offers labor hour pricing and categories on page 3-5.

2. Maximum order: $1,000,000 per SIN and $3,000,000 per order

3. Minimum order: $100.00

4. Geographic coverage: Domestic delivery provided - will consider worldwide delivery.

5. Point(s) of production: Services N/A

6. Discount from list prices:  10% from accepted commercial pricelist

7. Quantity discounts: 1% Additional on Orders over $100,000.  No-Cost Contract: Contractor may choose to provide all services as required by the task order at no cost to the Government.

8. Prompt payment terms: 1%/20 Days, Net 30

9a. Government purchase cards are accepted for orders at or below the micro-purchase threshold. 

9b. Government purchase cards may be accepted for orders above the micro-purchase threshold.

10. Foreign items: None

11 a. Time of delivery: In accordance with the requirements of the task order.

11b. Expedited Delivery: Contact contractor to verify if services are available for expedited delivery.

11c. Overnight and 2day delivery: Services N/A

11d. Urgent Requirements: Contact the Contractor’s representative to request or effect a faster delivery.

12. F.O.B. point: Destination

13a. Ordering address: Charleston Events, LLC  1866 Capri Drive  Charleston, SC 29407

13b. Ordering procedures: For supplies and services, the ordering procedures, information on Blanket Purchase Agreements (BPA’s) are found in Federal Acquisition Regulation (FAR) 8.405-3.

14. Payment address: Charleston Events, LLC  1866 Capri Drive  Charleston, SC 29407

15. Warranty provision: Standard Commercial Warranty. Contact contractor.

16. Export packing charges: Not applicable

17. Terms and conditions of Government purchase card: None

18. Terms and conditions of rental, maintenance, and repair: N/A

19. Terms and conditions of installation: N/A

20. Terms and conditions of repair parts indicating date of parts price lists and discounts from list prices: N/A

20a. Terms and conditions for any other services: N/A

21. List of service and distribution points: N/A

22. List of participating dealers: N/A

23. Preventive maintenance: N/A

24a. Special attributes such as environmental attributes (e.g., recycled content, energy efficiency, and/or reduced pollutants): N/A

24b. Section 508 compliance for EIT: N/A  

25. Data Universal Number System (DUNS) number: 05-2909335

26. Notification regarding registration in Central Contractor Registration (CCR) database: Charleston Events, LLC’s registration valid until 6/23/09.

Charleston Events, LLC
1866 Capri Drive

Charleston, SC 29407
Ph. (843) 901-9222 or (843) 763-6310  
Fax (843) 763-9062 
Email: lhsellers@comcast.net
Website: www.charlestoneventsllc.com
Contact: Lynn Hamm Sellers

SIN 541-D SERVICE PACKAGE PRICING
The Contractor may choose to provide all services below as required by the task order at no cost to the Government. Contact Charleston Events, LLC at  lhsellers@comcast.net or (843) 901-9222 for further details on scope of work for service packages.
REGISTRATION SERVICES

* Contractor may choose to provide services at no cost to government agency.
COMPLETE CONFERENCE PLANNING AND PRODUCTION SERVICES
 

* Contractor may choose to provide services at no cost to government agency.
COMPLETE CONFERENCE EXHIBITION PLANNING AND PRODUCTION SERVICES
 

* Contractor may choose to provide services at no cost to government agency.
WEBSITE DEVELOPMENT, MAINTENANCE AND HOSTING SERVICES
 

* Contractor may choose to provide services at no cost to government agency.
	SIN
	Labor Category
	GSA Hourly Rate

	541-4D
	Managing Director
	$90.68

	541-4D
	Senior Event Manager
	$75.26

	541-4D
	Exhibition Manager
	$70.73

	541-4D
	Registration Manager
	$68.01

	541-4D
	Audio Visual or Tech Specialist
	$75.26

	541-4D
	Support Staff Data Entry Support
	$38.08





*Prices shown here are net (discount deducted for government)
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	Labor Category
	Description
	Experience Required

	Managing Director
	Handles client meeting needs, directs the operations of Charleston Events and provides meeting planning oversight and services to clients and subordinate staff members. Serves as a trusted advisor and partner to Charleston Events.

Principal Functions:

Staff and operational oversight:

• Subordinate staff will report to the director

• Provide oversight, recommendations and assistance in providing high quality service and expertise

• Liaison with clients

• Meeting planning and management services: including, but not limited to:

• Site selection • Contract negotiations

• All aspects of meeting planning and trade shows including an excellent understanding of the registration process and the post-con reporting process

• Multiple client conference call logistics and fulfillment

• Work closely with various departments.
• Ms. Sellers will act as the managing director.
	Minimum 15 yrs. experience in meeting management. Experience in database management and working knowledge of computer software (Microsoft Word, Spreadsheets, and registration software). Previous experience in handling multiple meetings, convention services, trade show sales and management, registration services and in providing direction, review and oversight of support staff. Good telephone manner, e-mail and writing skills to enhance communications with clients, support staff and attendees. Strong computer skills, contract negotiation and RFP evaluation necessary. Excellent interpersonal, communication and organizational skills, Attention to detail and accuracy

• Supervises: Meetings Managers, Meetings Coordinators and Contractors

• Minimum Education: Requires a Bachelor’s Degree.

	Senior Event Manager
	Handles client meeting needs. Serve as a trusted advisor and partner to Charleston Event’s clients. Good telephone manner, e-mail and writing skills to enhance communications with clients, support staff and attendees. Strong computer skills, contract negotiation and RFP evaluation necessary.

Principal Functions:

• Meeting planning & management services: including, but not limited to: • Site selection • Contract negotiations

• All aspects of meeting planning and trade shows including an excellent understanding of the registration process and the post-con reporting process

• Multiple client conference call logistics and fulfillment

• Work closely with various departments. 

• Troubleshoot solutions for any meeting challenges

• Makes decisions significantly relating to service client.

• Exercises independent judgment with regard to serving the client.
	Minimum 5 years experience

in meeting management. Previous experience in handling multiple meetings, convention services, trade show sales

and management, registration services. Experience in database management and working knowledge of computer software

(Microsoft Word, Spreadsheets, and registration software)

• Minimum Education: Bachelor Degree or 8+ years experience.

	Exhibition Manager
	Creates the budget for exhibit sales and expenses. Creates a timeline to incorporate all steps in the exhibit sales and management process. Develops strong relationships with customers and exhibit business partners. Solicits bids for booth set up, exhibit materials and shipping, security as well as convention center. Negotiates contracts.

If exhibit will be held in a hotel, manager will work

with the meetings manager to secure sufficient and appropriate exhibit space. Manages exhibitions in a proactive, energetic manner to meet the expectations of the exhibitor and the attendees.

Reports to Meetings Director.

	4+ years of exhibit experience,

that provides a thorough knowledge of the exhibition industry, and understanding of the RFP process. Prefer a Certified Exhibition Manager, or a candidate who is working toward this achievement.

 • Supervises: Decorator and Contractors

• Minimum Education: Requires a Bachelor’s Degree.



	Registration Manager
	Provides meeting registration services for Charleston Events clients. Has the ability to multi-task, follow-up on assignments and complete assignments according to agreed upon time-lines. Serves as a good teammate in working with staff and clients. Must have good telephone manner and e-mail writing skills to communicate with attendees. Must have strong computer skills, particularly with spreadsheets, registration database and web site updates plus basic understanding of registration accounting. Fulfills all registration duties related to the support of clients including, but not limited to:

• Maintenance of web-based and manual registration templates

• Able to respond to phone and email inquiries about registration

• Assist with onsite registration management at meetings and trade shows in US cities.

• Prepare frequent registration reports to indicate the progress of the registration process

• Fulfill all registration responsibilities including financial balancing

• Makes decisions significantly relating to service the client

• Exercises independent judgment with regard to serving the client • Other duties as assigned.
	Experience in database

management and working knowledge of computer software

(Microsoft Word, Access, Spreadsheets, registration software).

Knowledge of meeting registration processes and revenue collection.

Position requires 5 years of experience.



	Audio Visual or Technical Specialist
	Provides direct support to consultants and other personnel engaged in consulting activities. Must have two years experience in related fields (audio visual service and producing technical documentation with specialized experience. Must demonstrate the ability to work independently or under minimal direction from others. Must have proven abilities in client and program support functions. 
	Minimum five (5) years of experience with audio visual or technical services. Must have at least one (1) year experience working directly with conferences and or workshops. Able to multi task. 

	Support Staff/Data Entry
	Provides support of entering data into a system. Must be organized and provide excellent customer service skills. Serves as a good teammate in working with Charleston Events staff and clients. Manages entering data related to the support of Charleston Events clients including, but not limited to:

• Entering and Updating data information in files and records in systems

- Other duties as assigned.


	Experience in entering and working with data. Position requires minimum of 3 years of experience. This individual must be skilled in entering and working with a variety of data (including numbers, letters,

and text) into an electronic database. Experience should demonstrate a very high level of accuracy and speed in all

types of electronic data entry. Attention to detail is an important element in this position. 
• Knowledge of data entry

• Proficiency in MicroSoft Excel

• Knowledge of accounting systems a plus

• Attention to detail and accuracy.
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Company Background Information… 
Charleston Events, LLC is an established event planning and management company serving as a government contractor and sub contractor and is recognized as the industry leader in the planning and promotions of events, trade shows, conferences, workshops and conventions for the Department of Commerce, State Agencies and other Federal Government agencies. We are a100% woman owned and operated small business.

Charleston Events has more than 25 years of management experience planning and implementing the highest quality events. We save our client’s time by removing the numerous tasks associated with planning a meeting – from site selection and registration to the pre-planning and onsite logistics to the post event briefing - so they can focus on their main program.  Charleston Events has built the team infrastructure and capabilities to handle any size event and a reputation for superior customer satisfaction and will negotiate for the best prices available.  

Charleston Events delivers the experience, energy and excellence to lead and succeed.  Charleston Events also focuses on providing professional support and event planning services to Government clients as requirements dictate and they may choose to provide services as required by the task order at no cost to the government.   For more information please email Lynn Sellers at lhsellers@comcast.net
Services provided by Charleston Events, LLC
Services from Charleston Events, LLC include the making of all necessary arrangements for conferences, seminars and trade shows. Event-marketing services may include but are not limited to the following services for a show, event and/or booth: Project Management Coordination and implementation of third party participation, Collection management of third party payment for participation, Liaison support with venue, Registration services on secure on line site, Audiovisual and information technology support, Topic and speaker identification Site location research, Reservation of facilities, On-site meeting and registration support, Editorial services, Automation and telecommunications support, Design and editing productions, Mailing and other communication with attendees including pre-post meeting mailings/travel support and computer database creation.

Charleston Events, LLC
1866 Capri Drive

Charleston, SC 29407
Ph. (843) 901-9222 or (843) 763-6310  
Fax (843) 763-9062 
Email: lhsellers@comcast.net
Website: www.charlestoneventsllc.com
Contact: Lynn Hamm Sellers

Summary of Charleston Events, LLC Services include:

Site Selection

Locate, negotiate and contract meeting sites.

Serve as the client’s liaison to the site. Help clients develop conference objectives and analyze the event’s

needs.

Meeting Planning

Develop a project timeline and budget. Create a marketing plan to communicate the event to prospect attendees. Create a conference web site and update it continually. Handle all meeting logistics. Manage speakers’ participation and needs.

Exhibition

Create exhibitions including marketing, sales and management. Analyze the needs of attendees and exhibitors to assure fulfillment.

Registration and Housing

Provide registration services including online and housing services for attendees and exhibitors. Transmit confirmations and event updates. Process payments; create badges, special credentials and registration packets.

Special Events

Create outstanding and unforgettable events from award ceremonies to gala events. From analysis and theme to budget and logistics and plus onsite management.
Charleston Events, LLC GS-07F-0417U
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