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GENERAL SERVICES ADMINISTRATION
FEDERAL ACQUISITION SERVICE
AUTHORIZED FEDERAL SUPPLY SCHEDULE PRICELIST

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: www.gsaadvantage.gov. For more information on ordering from Federal Supply Schedules click on the FSS Schedules button at www.fss.gsa.gov
The Professional Services Schedule (PSS)
Federal Supply Group: 00CORP
Conference, Events, and Trade Show Planning Services (541-4D, 541-4DRC) 

Integrated Marketing Services (541-5, 541-5RC)

Other Direct Costs (541-1000, 541-1000RC)


Contract Number: GS-07F-0444W

Contract Period - July 30, 2016 through July 29, 2021
Contractor:
National Conference Services, Inc. (NCSI)
6811 Benjamin Franklin Drive, Suite 250, Columbia, MD 21046-3188
Office Phone: 443.561.2400 – Fax: 443.561.2440
Website: www.ncsi.com 
Business Size:
Small Business

Contract

Howard Y Blumberg
Administrator:
Executive Director, Federal Programs & Chief Security Officer

Email:


blumberg@ncsi.com
Direct Number:
443-561-2398
National Conference Services, Inc. (NCSI) participates in GSA’s Disaster Recovery Program.

NCSI is the premier marketing, event planning, and production company serving the specialized needs of the Department of Defense (DoD), Intelligence Community (IC) and Federal Government.  Since 1997, NCSI's dedicated professionals have served our government clients through integrated marketing services, conferences, industry days, meetings and technology expositions, as well as on-site staff augmentation. NCSI is also the leading provider of on-site table top technology expositions which are held each year at numerous federal locations around the world, including most military bases with high demand for information technology products and services. In many cases, NCSI is able to offer its professional event planning and integrated marketing services to government clients at zero cost. 
NCSI has the capabilities to execute in a full range of services:
· Conference, Events and Tradeshow Planning Services 

· Web Based Marketing, Development, Design, and Maintenance

· Graphic Design, Photography, and Video Production 

· Exhibit Design and Implementation Services

· Specialized Marketing and Advertising

CUSTOMER INFORMATION
1a. 
Awarded Special Item Number(s):

	Special Item Number (SIN)
	Description

	541-4D, 541-4DRC
	Conference, Events and Tradeshow Planning Services 

	541-5, 541-5RC
	Integrated Marketing Services

	541-1000, 541-1000RC
	Other Direct Costs


   00CORP-500, 00CORP-500RC
* See awarded GSA Pricing beginning on Page 5.

1b.
Identification of the lowest priced model number and lowest unit price for that model for each special item number awarded in the contract. This price is the Government price based on a unit of one, exclusive of any quantity/dollar volume, prompt payment, or any other concession affecting price. Those contracts that have unit prices based on the geographic location of the customer, should show the range of the lowest price, and cite the areas to which the prices apply:  See item 6 below.

1c.
If the Contractor is proposing hourly rates, a description of all corresponding commercial job titles, experience, functional responsibility and education for those types of employees or subcontractors who will perform services shall be provided.  If hourly rates are not applicable, indicate “Not applicable” for this item:  Refer to Labor Category descriptions.

2. Maximum Order: $1,000,000. Requirements exceeding this maximum order amount may be ordered under this contract pursuant to clause I-FSS-125 (September 1999)
3. Minimum Order:  $100

4. Geographic Coverage (delivery area):  United States and Worldwide 

5. Point of Production:  Columbia, MD and customer locations

6. Discount from List Prices or Statement of Net Price:  Government net prices (discounts already deducted).  Refer to awarded GSA Pricing.

7. Quantity Discounts:  Additional 1% for orders at $1M not to exceed $2M. Additional 2% discount for all orders at or above $2M.

8. Prompt Payment Terms:  Net 30 Days

9. 9a.
Government Purchase Cards are accepted below the micro-purchase  threshold.

9b.
Government Purchase Cards are accepted above the micro-purchase threshold.

10. Foreign Items:  None

11. 11a.
Time of Delivery:  Specified on the Task Order. 

11b.
Expedited Delivery: Items available for expedited delivery are noted in this price list.

11c.
Overnight/2-Day Delivery: Consult with Contractor

11d.
Urgent Requirements: Consult with Contractor 

12. FOB Point(s): Destination

13.
13a.
Ordering Address:  
National Conference Services, Inc.
 



6811 Benjamin Franklin Drive, Suite 250
 



Columbia, MD 21046-3188

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:  
National Conference Services, Inc.
 


P.O. Box 64466, ATTN: Lockbox
 


Baltimore, MD  21264-4466

15.
Warranty Provisions: Standard Commercial Warranty

16.
Export Packing charges:  Not applicable

17.
Terms and conditions of Government Purchase Card Acceptance:  Consult with Contractor

18.
Terms and conditions of rental, maintenance, and repair:  Not applicable

19.
Terms and conditions of installation:  Not applicable

20.
Terms and conditions of repair parts indicating date of parts price lists and any discounts from list prices:  Not Applicable

20a.
Terms and conditions for any other services: Not applicable

21.
List of service and distribution points: Not applicable

22.
List of participating dealers:  Not applicable

23.
Preventive maintenance:  Not applicable

24.
Environmental attributes, e.g., recycled content, energy efficiency, and/or reduced pollutants: Not applicable

25.
Data Universal Number System (DUNS) Number: 049343234

26.
Registration for NCSI active in the U.S. federal government’s System for Award Management (SAM).  
GSA PRICING 

No-Cost Contract. NCSI can offer NO COST CONTRACTING services to the Government.  NCSI may choose to provide all services as required by the task order at no cost to the Government. In this case, NCSI is entitled to keep all of the registration, exhibition, sponsorship and/or other fees collected as payment for performance under the task order and the Government's liability for payment of services under the task order is a fixed price of $0.00 “zero dollars."
	Labor Category
	GSA Pricing* 

	Senior Integrated Operations Manager
	$204.24

	Integrated Operations Manager
	$174.79

	Senior Project Manager
	$168.30

	Project Lead
	$152.96

	Operations Logistics Manager
	$162.41

	Conference Coordinator
	$108.20

	Integrated Support Staff I
	$52.43

	Integrated Support Staff II
	$60.35

	Integrated Support Staff III
	$69.39

	Senior Logistics Coordinator
	$126.93

	Logistics Coordinator
	$109.26

	Event Coordinator
	$88.45

	Subject Matter Expert I
	$235.15

	Subject Matter Expert II
	$255.95

	Subject Matter Expert III
	$297.56

	Executive Strategist
	$365.00

	Marketing Consultant
	$149.81

	Web Designer
	$87.40

	Marketing Specialist
	$135.25

	Media Specialist
	$104.05

	Graphic Design Professional
	$120.70

	Production Artist
	$79.07

	Administrative Support
	$71.80

	Writer/Editor
	$91.57

	Security I
	$85.54

	Security II
	$91.52

	Security Supervisor
	$95.39

	Program Manager
	$133.53

	Technical Expert
	$125.19

	Project Manager
	$116.83

	Senior Event Manager
	$96.82

	Graphic Designer
	$96.82

	Event Manager
	$83.46




*The Economic Price Adjustment (EPA) clause applicable is I-FSS-969(b)(2)  The annual fixed escalation rate of 3% is effective on the anniversary date of the contract. Rate includes the 0.75% IFF.

	SCA Eligible Contract Labor Category
	SCA Equivalent Code-Title
	WD Number

	Integrated Support Staff I
	01020 - Administrative Assistant
	WD-2015-4266

	Administrative Support
	01020 - Administrative Assistant
	WD-2015-4266

	Security I
	27101 - Guard I
	WD-2015-4266

	Security II
	27102 - Guard II
	WD-2015-4266


"The Service Contract Act (SCA) is applicable to this contract and it includes SCA applicable labor categories. The prices for the indicated (**) SCA Labor categories are based on the U.S. Department of Labor Wage Determination Number(s) identified in the SCA matrix. The prices offered are based on the preponderance of where work is performed and should the contractor perform in an area with lower SCS rates, resulting in lower wages being paid, the task order prices will be discounted accordingly."

Labor Category Descriptions – 
Conference, events and tradeshow planning services and integrated marketing solutions
SIN(S)541-4D,/541-4DRC/ 541-5/ 541-5RC/00CORP-500/OO-CORP-500RC
Senior Integrated Operations Manager
Experience: This individual has 7 years of experience planning and coordinating conferences and meetings with 7 years of experience planning and managing conferences involving more than 500 attendees.  

Position Duties and Responsibilities: Provides oversight on conference management projects. Serves as a lead on complex projects and multiple agency contracts and serves as the principle liaison between the contractor and multiple government agencies. Responsible for the approval of strategic marketing plan.  Also responsible for ensuring that all tasking associated with a Government funded program or project is completed effectively and efficiently, on time and within budget. Coordinates manpower and resources for all conference projects. Assures quality control programs are in place and consistent on all projects assigned.

Education/Training:   Bachelor’s degree required.  

Required Certifications: Professional Certification


Integrated Operations Manager
Experience:  This individual has 5 years of experience in directing, supervising and governing corporate projects and is familiar with the field’s concepts, practices, and procedures.  

Position Duties and Responsibilities: Oversees the work of project managers and their project teams.  Reviews proposals to determine costs, timeline, funding, staffing requirements, and goals.  Review, revision and development of strategic marketing plan.  Anticipates requirements for and requisitions manpower resources, materials, tools, and equipment needed to complete projects.  Control and review deliverables developed and produced by his/her support team to ensure quality and compliance with contract requirements.  Specialize in crisis prevention.  Protect the secrets of clients, in the course of business.

Education/Training:   Bachelor’s degree is required.  

Required Certification: Professional Certification


Senior Project Manager

Experience:  This individual has 3 years of experience in directing, supervising and governing corporate projects with the field’s concepts, practices, and procedures.  

Position Duties and Responsibilities: Manages multiple projects and project managers and develops the strategic marketing plan. Serves as overall lead or director on complex projects and multiple agencies.  The Senior Project Manager is responsible for ensuring that all tasking associated with a Government funded program or project is completed effectively, efficiently, and on time. Manages associated technical project issues. Assures quality control programs are in place and consistent on all programs assigned.

Education/Training:   Bachelor’s degree is required.

Required Certification: Professional certification


Project Lead
Experience:  This individual has 2 years of experience managing tasks or projects.  Experience must include managing budgets, leading interdisciplinary teams with responsibility for project performance.  

Position Duties and Responsibilities:  Develops overall project goals and project team structure for significant tasks.  Assists with the development of marketing plan to communicate message.  Leads interdisciplinary teams with responsibility for project performance.  Ensures all tasks under assigned contracts are completed on schedule.  Provides administrative and technical direction to personnel.

Education/Training:  A Bachelor’s degree is required. 

Required Certifications: Professional Certification


Operations Logistics Manager

Experience:  This individual has 2 years of experience as a logistics coordinator.

Position Duties and Responsibilities:  Assists with the logistical aspects of meetings, conferences, and special events.  Also assists with videoconferences, focus group meetings, field tests, and webcasts.

· Contribute to the marketing efforts –direct mail, radio, press, e-mail and other channels to effectively communicate message.  

· Contribute to the preparation of invitations 

· Contribute to the maintenance of participant or applicant database 

· Field questions about registration and meeting agenda 

· Research travel arrangements for meeting planners 

· Track registration fees and payments 

· Send and collect reimbursement forms of meeting participants 

· Check honoraria and keeps list of payments 

· Contribute to the preparation, reproduction, and distribution of conference materials 

· Research information about possible room setup, audiovisual equipment, and other on-site meeting needs 

· Assist meeting planners on-site work including telephone, fax, transportation and related requests from participants 

· Assist meeting planners in arrangements for video conferences, Web casts, focus groups, and field tests 

· Good oral and telephone skills 

Education/Training: Bachelor’s degree is required.

Required Certification: Professional Certification


Conference Coordinator

Experience:  This individual has 6 months of experience as a logistics coordinator.

Position Duties and Responsibilities:  Plans and oversees meetings of all sizes and complexities. Under direct supervision of the Project Manager, interacts directly with the clients to assess needs. Identifies site selections and criteria. Researches and recommends site selection information.  Conducts marketing research.  Coordinates exhibits, related security and trade show layout. Develops advance information brochures, registration materials, name badges and final program layout. Determines time lines, work plans, budgets, and oversight of quality control on products.                                                       

Education/Training: Bachelor’s degree 

Required Certification: Professional Certification

Integrated Support Staff Level III

Experience:  This individual has 2 years of experience required.
Position Duties and Responsibilities:  Support Staff is involved in all areas of integrated marketing services.  Activities generally include marketing, logistics, and administrative support to technical and management level personnel.  This includes, but is not limited to, graphics, marketing, research, project management support, marketing database, registration. 

Education/Training: Bachelor’s degree is required.

Integrated Support Staff Level II

Experience:  This individual has 1 year of experience required.

Position Duties and Responsibilities:  Support Staff is involved in all areas of integrated marketing services.  Activities include marketing, logistics, and administrative support to technical and management level personnel.  This includes, but is not limited to, graphics, marketing, research, project management support, marketing database, registration. 

Education/Training: Bachelor’s degree 

Integrated Support Staff Level I

Experience:  This individual has 6 months of experience.

Position Duties and Responsibilities:  Support Staff is involved in all areas of integrated marketing services.  Activities include marketing, logistics, and administrative support to technical and management level personnel.  This includes, but is not limited to, graphics, marketing, research, project management support, marketing database, registration. 

Education/Training: High school required.


Senior Logistics Coordinator

Experience: This individual has 3 years of experience as a logistics coordinator.                              

Position Duties and Responsibilities:  Assists with the logistical aspects of meetings, conferences, and special events.  Also assists with videoconferences, focus group meetings, field tests, and webcasts.

· Contribute to the marketing efforts –direct mail, radio, press, e-mail and other channels to effectively communicate message 

· Contribute to the preparation of invitations 

· Contribute to the maintenance of participant or applicant database 

· Field questions about registration and meeting agenda 

· Research travel arrangements for meeting planners 

· Track registration fees and payments 

· Send and collect reimbursement forms of meeting participants 

· Check honoraria and keeps list of payments 

· Contribute to the preparation, reproduction, and distribution of conference materials 

· Research information about possible room setup, audiovisual equipment, and other on-site meeting needs 

· Assist meeting planners on-site work including telephone, fax, transportation and related requests from participants 

· Assist meeting planners in arrangements for video conferences, Web casts, focus groups, and field tests 

Education/Training: Bachelor’s degree is required

· Good attention to detail 

· Good oral and telephone skills 

Logistics Coordinator

Experience:  This individual has 2 years of experience as a logistics coordinator.

Position Duties and Responsibilities:  Assists with the logistical aspects of meetings, conferences, and special events.  Also assists with videoconferences, focus group meetings, field tests, and webcasts.

· Contribute to the marketing efforts –direct mail, radio, press, e-mail and other channels to effectively communicate message 

· Contribute to the preparation of invitations 

· Contribute to the maintenance of participant or applicant database 

· Field questions about registration and meeting agenda 

· Research travel arrangements for meeting planners 

· Track registration fees and payments 

· Send and collect reimbursement forms of meeting participants 

· Check honoraria and keeps list of payments 

· Contribute to the preparation, reproduction, and distribution of conference materials 

· Research information about possible room setup, audiovisual equipment, and other on-site meeting needs 

· Assist meeting planners on-site work including telephone, fax, transportation and related requests from participants 

· Assist meeting planners in arrangements for video conferences, Web casts, focus groups, and field tests 

Education/Training: Bachelor’s degree is required

· Good attention to detail 

· Good oral and telephone skills 

Event Coordinator

Experience:  This individual has 1 year of experience as an event coordinator.

Position Duties and Responsibilities:  Works on a ground level to execute special events for clients, ensuring that all assets used are utilized safely, efficiently, and to clients’ standards. Provides marketing support to technical and management level personnel. Coordinates exhibits, related security and trade show layout.  Develops advance materials for marketing, registration, program guides, name badges and other required materials as directed.  Produces reports, press releases, display ads, presentations, and correspondence.  Ensures that all activities are going smoothly, and running efficiently. 

Education/Training: Bachelor’s degree


Subject Matter Expert (SME) III

Experience: This individual has 7 years of experience. 

Position Duties and Responsibilities:  Heads development of strategic integrated subject matter product and service strategy. Lends support in building and sustaining successful cross-team management structure capable of providing range of subject matter support services. Meets regularly with government program manager to discuss performance, propose initiatives, and establish priorities. Demonstrates the experience and ability to analyze extremely complex client requirements and recommend solutions and strategies Specialized knowledge, skills, experience and expertise and in integrated marketing services to include advertising; public relations; market research analysis; video/film production; exhibit design and implementation; conference, events and tradeshow planning; photography; commercial art; graphic design; and/or protocol.  SMEs are the subject experts who advise, identify, plan and coordinate the strategic direction of the client’s requirements. 

Education/Training: Bachelor’s degree required.


Subject Matter Expert (SME) II 

Experience:  This individual has 5 years of experience.

Position Duties and Responsibilities:  Leads strategic planning and communication initiatives in specified program area. Creates team structure for range of support services and meets with client regularly to discuss performance, propose initiatives, and establish priorities. Demonstrates the experience and ability to analyze extremely complex client requirements and recommend solutions and strategies Specialized knowledge, skills, experience and expertise and in integrated marketing services to include advertising; public relations; market research analysis; video/film production; exhibit design and implementation; conference, events and tradeshow planning; photography; commercial art; graphic design; and/or protocol.  SMEs are the subject experts who advise, identify, plan and coordinate the strategic direction of the client’s requirements. 

Education/Training: Bachelor’s degree required. 

Subject Matter Expert (SME) I 

Experience:  This individual has 3 years of experience. 

Position Duties and Responsibilities:  Performs directed subject matter work. Supports team in producing high-quality deliverables in time-efficient manner. Meets with client as needed. 

Education/Training: Bachelor’s degree. Work experience may substitute for degree.


Executive Strategist

Experience:  10+ years of executive-level experience in project and program management as well as experience across the board in Advertising and Integrated Marketing. 

Position Duties and Responsibilities:  Conducts monthly meetings with the project team and ensure quality control for all deliverables.  Ensures the completion of contractual and programmatic requirements.  Provides strategic input and counsel to the client. Empowers program managers, leverages corporate resources, and takes action to ensure successful task performance and project advancement. 

Education/Training: Master’s Degree or 10 years related experience required.

Marketing Consultant 
Experience: 
· This individual has three years of experience with market analysis, statistical analysis, and demographics 

· Knowledge of marketing and communications 

· Experience applying above theories specifically in the health field 

· Ability to write and implement plans that respond to client requirements 

· Ability to conduct varied analyses, including multivariate analysis and related types of qualitative work to achieve goals 

Position Duties and Responsibilities: Provides expertise in market analysis, including ability to assess demographics, hold focus groups and intermediary interviews, and to assess marketing needs. Specializes in developing strategic marketing campaigns. Extensive experience in the effective use of traditional and multimedia programs. Works with client to assess their marketing needs.

· Meet with client to discuss program goals and objectives 

· Identify specific marketing objectives and target groups 

· Identify socio-demographics of groups and possible channels of communications 

· Develop plans for collecting needed market information 

· Refine plans based on client feedback 

· Oversee implementation of plans as requested 

· Assist with identifying appropriate staff for plan implementation 

· Help with developing budgets and identifying needed resources 

· Evaluate marketing activities and prepare report 

Education/Training: Bachelors’ degree or higher in marketing, communications or related field.


Web Designer
Experience:  This individual has 3+ years of relevant experience.  Proficiency with Adobe DreamWeaver Software is required.

Position Duties and Responsibilities:  Design, development, testing, deployment, and maintenance of web or web applications. 
Education/Training: Bachelor’s degree required.


Marketing Specialist
Experience: This individual has 3+ years of experience.

Position Duties and Responsibilities: Responsible for coordinating department wide development and implementation of a comprehensive marketing plan and marketing budget. Coordinates the department or program, advertising with all appropriate media for all daily activities and special events. Create and implement a comprehensive marketing campaign for departments and programs. Conduct market research in the form of surveys, focus groups, and market meetings for the development of marketing strategies, new service programs and customer service evaluation. Coordinates the design, layout, printing, and distribution of season program brochures.

Education/Training: Bachelor's degree required minimum. Incumbent must have thorough knowledge of accepted marketing principles with the ability to assess needs, design, and implement a successful marketing/public relations program. Thorough knowledge and training which provides incumbent with the ability to utilize desktop graphic software in the production of printed media material.

Media Specialist 
Experience:  This individual has 3 years of experience.

Position Duties and Responsibilities:  

Provides support in building and sustaining successful cross-team management structure, capable of providing integrated range of electronic and print media services. Meets regularly with government program manager to discuss performance, propose initiatives, and establish priorities. 


Education/Training: Bachelor’s degree required.


Graphic Design Professional
Experience:  This individual has at least 3 years of experience using computer graphic systems and with web site design.  Experience with production processes is necessary.  Proficiency with Microsoft, PowerPoint, Adobe Photoshop, Adobe Illustrator, Adobe InDesign on both Macintosh and PC platforms

Position Duties and Responsibilities:  Works closely with Senior Managers to conceptualize designs, maintain themes and overall design throughout the project.  Is able to follow time restraints and budgets in the design and development of documents and materials (e.g. posters, program cover designs, marketing materials).  Responsible for layout, design, and production activities to produce quality graphic-design artwork for a range of project materials, including covers, display boards, newsletters, brochures, presentation materials, signage, and internal communications and publications. Keeps current with new and emerging graphic capabilities and concepts and advises on their use when appropriate. Designs art illustrations as required for publications, video, print, and web. 

Education/Training:  A Bachelor’s degree in graphic design is required and a minimum of 3 years’ experience.  Associate’s degree in graphic design and equivalent work experience, training, or certification that provides the requisite knowledge, skills, and abilities may be substituted.  

Production Artist

Experience: This individual has 1 or more year of experience.  Experience with production processes is necessary.  Proficiency with Microsoft, PowerPoint, Adobe Photoshop, Adobe Illustrator, Adobe InDesign on both Macintosh and PC platforms.

Position Duties and Responsibilities:  Designs and creates graphic and artistic materials for projects.  Designs graphic material for project presentation. Provides page layout and design to support project activity.  Prepares art and graphic design/illustration projects in appropriate formats for print production.

Education/Training: Bachelor’s degree is required or an Associate’s degree in graphic design and equivalent work experience, training, or certification that provides the requisite knowledge, skills, and abilities may be substituted.

Administrative Support

Experience: The individual must have 1-3 years of office experience and be proficient with Access, Excel, Word, and WordPerfect software.  Strong attention to detail, accurate data entry, and ability to organize and prioritize work assignments are required.  Must have good interpersonal skills and the ability to work as a member of a team.            
Position Duties and Responsibilities: Secure and prepare logistical information for distribution to participants; order supplies and ship meeting materials; provide administrative support to office co-workers; maintain files; produce and mail correspondence; coordinate courier services; monitor office supply cabinet; assist with preparation and submission of hotel rooming lists; produce client deliverables, such as name badge, mailing labels, lists of participants, and name tents; reproduce contents and assemble meeting notebooks for onsite distribution; receive telephone, written, and email requests for technical assistance; assist with the survey of potential meeting sites; distribute logistical fact sheets to participants; conduct data entry; maintain and sort participant registration databases and conduct mail merges, using specified computer software, ensuring a minimum 99% accuracy rate of all data entered; answer and route incoming telephone calls; sort and distribute all incoming mail; assist with the set up and removal of any displays or materials; conduct quality control review of all work; operate office equipment; perform administrative duties and provide logistics support for conferences and meetings; perform all other duties as assigned.   

Education/Training: High school diploma required.    

Writer/Editor

Experience:   This individual has 1 year of demonstrated experience in editorial practices such as grammar, punctuation, proofreading, and syntax. They also possess strong writing skills and an ability to organize points through creative drafts. 

Position Duties and Responsibilities:  Manages writing/editing projects, facilitates copy review, and performs detailed proofreading.  Revises text and recommends changes to ensure conformance with established standards.  Communicates effectively in writing and orally as appropriate for the needs of the audience.

Education/Training:  Bachelor’s degree in English, communications or a related field is required. 

Security I
Experience:  Entry Level position requiring minimal training.

Position Duties and Responsibilities:  This individual carries out instruction primarily oriented toward insuring that emergencies and security violations are readily discovered and reported to appropriate authority. Intervenes directly only in situations which require minimal action to safeguard property or persons. 
Education/Training:  Minimal experience required in providing security to expositions, conferences and or other events.

Security II

Experience:  Duties require one year experience in providing basic security to specialized events. 

Position Duties and Responsibilities:  Provides the best practices, technologies and methodologies to plan, design, manage, operate and/or maintain secure and protected systems, equipment, facilities and infrastructures. Enforces regulations designed to prevent breaches of security. Exercises judgment and discretion in dealing with whether first response should be to intervene directly (asking for assistance when deemed necessary and time allows), to keep situation under surveillance, and/or to report situation so that it can be handled by appropriate authority. 

Education/Training: One year work experience required in providing security to expositions, conferences and or other events.

Security Supervisor

Experience:  This position requires four years of security force experience, of which two years must be in areas of increasing responsibility for providing direction and support to other security personnel. Also must have demonstrated capability in managing contract tasks.

Position Duties and Responsibilities:  Serves as the Contractor’s point of contact and interface with the Government Contracting Officer (CO) or the Contracting Officer’s Representative (COR) when more senior Contractor personnel are not present, Responsible for enforcing work standards; scheduling security force personnel; reviewing work discrepancies; supervising Contractor personnel; training of subordinates; preparing, reviewing and submitting required reports and communicating policies, purpose and goals of the organization to subordinates. Shall be responsible for the overall contract performance for specific times (shifts) and/or locations (districts, zones, etc.).

Education/Training:  Individual should have specialized training or certificate in methods and techniques of protecting security areas. Four years work experience will substitute for education requirement.

Program Manager
A Program Manager will have 7 or more years of experience in the event planning field, with 2 of those years in an executive management position.  A program manager has responsibility for reviewing timelines and requirements for performance compliance, personnel assignments, and logistical plans.  This entails reviewing subcontracts, writing post-performance reviews, and analyzing business effects and post-event budget performance.

Technical Expert

A Technical Expert is highly educated with 10+ years of experience consulting in a specific field.  A technical expert is responsible for developing and overseeing the program content of an event.  This person is a widely recognized technical expert, who speaks with an authority in a specific discipline or area of expertise.  A technical expert has a demonstrated ability to communicate his/her extensive industry knowledge in order to shape thinking and provide leadership and vision.  
Project Manager

A Project Manager has 3-7 years of experience in the event management industry, with increasing levels of responsibility.  A project manager prepares a performance timeline outlining requirements and assuring compliance, assigns personnel, and develops logistical plans.  A project manager negotiates subcontracts, compile post-performance information, and prepare budget-impact analysis.  
Senior Event Manager

A Senior Event Manager has 1-3 years of experience in the event management field, and is has oversight responsibilities.  A senior event manager will review invoices, coordinate website development and updates, handle logistical planning (catering, directions, on-site visits, etc.), and prepare registration materials and premiums.

Graphic Designer

A Graphic Designer is a highly skilled individual and is responsible for designing printed materials to include graphics, logos, advertisements, brochures, marketing and promotional material, etc. The graphic designer works closely with the project manager in order to produce information that promotes the intended message or image.
Event Manager

Logistic planning (event and facility point-of-contact, catering functions, meeting requirements and layouts, etc.), oversee the design/publishing/printing of event agenda/program guide, develop and produce audio advertising, oversee registration preparation, advertising/promotional campaigns, handling phone inquiries, meetings/telephone correspondence with sponsors/clients, progress updates, oversee printing of promotional campaign materials, post-event follow-up, event set-up, on-site event management.  An event manager may review invoices, assist to coordinate website developments and updates, handle logistical planning (catering, directions, on-site visits, etc.), and prepare registration materials and premiums under supervision of senior event manager or project manager  

Degree/Experience Equivalency*
  

	Degree
	Experience Equivalence
	

	Bachelors
	Associate degree +2 years relevant experience, or 4 years relevant experience
	

	Masters
	Bachelor's +2 years relevant experience, or Associated + 4 years relevant experience
	


*Successful completion of higher education that has not yet resulted in a degree may be counted as 1-for-1 years of experience for each
Support pricing
Conference, events and tradeshow planning services and integrated marketing solutions
541-4D/541-4drc/541-5/541-5rc/OOcorp-500/00corp-500rc 

ATTENDEE AND EXHIBITOR FEE*
· Government & Active Military Personnel Attendee; $533 per person (early-bird rate)
· Government & Active Military Personnel Attendee; $583.38 per person
· 10x10 Exhibitor Booth Unit – Government Agency; $3929.47
*Reflects ceiling rate and includes IFF
PRINTING

· Programs (one color ink);  $1249/500

· Agendas (one-color ink);  $860/550

· Attendee lists (up to 20 pages stapled);  $455/400

· Brochure (four-colored);  $3199/1500

· Handouts;  $315/1000

· Pocket Folders;  $2277/1100

· Note pads (plain, no watermark or logo, 5 x8 );  $415/10000

· Resume books (up to 100 pages);  $1043/25
 

CONFERENCE FACILITIES, AV & REFRESHMENTS

· Room use fees (2500 square foot); $6000/6 days/room

· Coffee & Teas; $40/gallon

· Bakery Fresh Donuts; $28/dozen

· Bagels and Cream Cheese; $24/dozen
 

· Assortment of Cookies; $2/each
 

· Two-hour Reception (Open Bar); $40/person
 

· Two-hour Reception (Cash Bar); $25/person
 

· Early, Mid-morning & Afternoon Breaks; $23.46/person
 

· Telephone line (regular phone line); $198/line/up to 5 days
 

· Laptop or Computer; $210/day
 

· Tables (skirted 6 or 8 foot table); $30/tabletop/day
 

· Booths (8x10) with pipe and drape; $100/booth/day
 

· Shuttle Transportation; $1280/2 coaches/2 days
 

PROMOTIONS AND ADVERTISING SPACE & TIME

· Production of radio advertisements; $95-$225/1 hour - $55-$115 each additional hour
 

· Display ads in mainstream newspapers; $3350 - $4150/ad/day

· Classified ads in mainstream newspapers; $148/ad/day

· Display ads in university newspapers; $441/ad/day


· Classified ads in university newspapers; $7/ad/day


· Trade journal/magazine ads; $1304 $13650/ad
 

· Radio ads; $222 - $500/min
 

· Production of TV advertisements; $120 - $275/1 hour
 

· TV ads; $1000 - $10000/30 seconds
 

· Web/Internet banners; $2250/each
 

· Web classified advertisements; $415/each
 

· Mobile (truck) billboard ads; $5230/3 days (including set-up)
 

· Event sponsorships; $2500/room
 

· Billboard/marquee ads; $2600/month
 

· CBD announcements; $5 - $18/placement
 

PREMIUMS
 

· Canvas Tote Bag; $3961/500 quantity


· Plastic Tote Bag; $1531/2000 quantity
 

· Nametag Pouch; $.28 - $.51/each
 

SPEAKERS EXPENSES
 

· Speaker Fees; $7500/appearance
 

· Transportation; $40/hour
 

AWARD AND RECOGNITION MEMENTOS
 

· Plaques or Trophies; $45.98/each
 

PHOTOGRAPHY
 
· Photographer; $312/3 hours
OTHER DIRECT COSTS

ADVERTISING AND INTEGRATED MARKETING SOLUTIONS

SIN 541-1000/541=1000RC

This contract may be modified at any time to add/delete/change ODC(s) as appropriate to respond to a task order.
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