GENERAL SERVICES ADMINISTRATION

Federal Acquisition Service 
Authorized Federal Supply Schedule 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 GSA Advantage! is:  GSAAdvantage.gov.
Schedule 541—Advertising and Integrated Marketing Solutions (AIMS)
SIN 541-4D—Conference Management Services

Contract number:  GS-07F-0447U
Contract period: July 15, 2008 through July 14, 2013

For more information on ordering from Federal Supply Schedules click on the FSS Schedules button at fss.gsa.gov




3347 Eclipse Drive
Jefferson, MD 21755-7603

Ph: 301-834-4681 * Fax: 301-834-3298
www.nakamotogroup.com
Contact Lloyd MacCliggott for Contract Administration, Ph: 540-787-3590
8(a) Small Disadvantaged Woman-Owned Business 
NAICS: 561920
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Customer Information  


1a.
Awarded special item number: 541-4d—Conference, Events and Tradeshow Planning Services.  Service description is provided at the end of this price list.
1b.
Hourly rates for each labor category is provided at the end of this price list and are applicable for the United States including Alaska, Hawaii, and Puerto Rico.

1c.
Descriptions of all corresponding commercial job titles, experience, functional responsibility and education for conference management services are provided at the end of this price list. 
2.
Maximum order.  $1,000,000
3.
Minimum order.  $100
4.
Geographic coverage: United States including Alaska, Hawaii and Puerto Rico.

5.
Point(s) of production:  Jefferson, Frederick County, Maryland.

6.
Basic discounts have already been deducted from net prices.

7.
Quantity discounts: None
8.
Prompt payment terms: None
9a.
Government purchase cards are accepted at or below the micro-purchase threshold.

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

10.
Foreign items: N/A
11a.
Time of delivery: Negotiated per delivery order
11b.
Expedited Delivery:  Negotiated per delivery order
11c.
Overnight and 2‑day delivery:  N/A
11d.
Urgent Requirements: N/A  

12.
F.O.B. point(s):  Destination
13a.
Ordering address(es)
Nakamoto Group, Inc.

3347 Eclipse Drive

Jefferson, MD 21755-7603

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(es):
Nakamoto Group, Inc.

3347 Eclipse Drive

Jefferson, MD 21755-7603

15.
Warranty provision: N/A
16.
Export packing charges, if applicable: N/A
17.
Terms and conditions of Government purchase card acceptance: Nakamoto Group accepts Government card purchase below and above the micro-purchase level.

18.
Terms and conditions of rental, maintenance, and repair (if applicable): N/A
19.
Terms and conditions of installation (if applicable): N/A
20.
Terms and conditions of repair parts indicating date of parts price lists and any discounts from list prices (if applicable): N/A
20a.
Terms and conditions for any other services (if applicable): N/A
21.
List of service and distribution points (if applicable): N/A
22.
List of participating dealers (if applicable): N/A
23.
Preventive maintenance (if applicable): 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 information is available on Electronic and Information Technology (EIT) supplies and services and full details can be found (e.g. contractor's website or other location.)  The EIT standards can be found at:  www.Section508.gov/.

25.
Data Universal Number System (DUNS) number: 133090261
26.
Nakamoto Group’s registration in Central Contractor Registration (CCR) database is active and current.
Nakamoto Group, Inc.

N

akamoto Group, Inc. (Nakamoto) is an 8(a) small disadvantaged woman-owned business (WOB) that was founded in April 2003 by its owner and president, Jennifer H. Nakamoto. Nakamoto provides premiere conference management services to our clients using innovative technology tools for registration and participant logging and tracking. 
Description of Services for SIN 541-4d

Nakamoto uses an approach to conference planning that easily adapts to a client's particular needs and ensures a successful meeting. We are active partners with clients, from concept development through meeting closeout. Our staff's commitment to excellence results in a personalized touch to make each meeting unique.  Nakamoto staff members plan and manage meetings ranging from small, local sessions to large, national conferences. The types of meetings our staff has planned and supported include focus groups, training sessions, workshops, and advisory committee meetings. Nakamoto has staff and consultants who have decades of senior management experience in both the public and private sectors. We understand the challenges of managing budgets, motivating staff, and meeting objectives on time with quality products and results. 
Pricing

	Labor Category
	Hourly Rates

	Program Manager
	$131.20 

	Project Director
	$96.34 

	Conference Coordinator
	$57.15 

	Logistics Coordinator
	$40.23 

	Technical Writer I
	$131.20 

	Administrative Manager
	$107.32 

	Administrative Assistant I
	$55.05 

	Administrative Assistant II
	$44.41 

	Subject Matter Specialist I
	$115.13 

	Subject Matter Specialist II
	$76.85 

	IT Specialist
	$118.61 

	Graphic Artist
	$50.38 


Labor Category Descriptions

Program Manager

Minimum Education/Experience: 

Masters Degree/12 years

Bachelors Degree/14 years

High School/18 years

Description:  Manages multiple client projects at diverse locations. Organizes, directs and coordinates planning and production of all contract support activities. Manages cost, schedule and quality of multiple projects.  Meets with management personnel and Federal client agency representatives.  Manages client relationships for teams of consultants and professionals assigned to projects and client-customer program and operators work sites.  Formulates, recommends and reviews strategic plans and deliverable items and ensures conformance with standards.  Assigns, schedules and reviews work of subordinate project managers and professional and support staff.  Manages quality inspection and quality assurance activities and oversees project evaluation process.

Project Director 

Minimum Education/Experience:

Masters Degree/8 years

Bachelors Degree/10 years

High School/14 years

Description:  Manages single or multiple project/task.  Manages assigned projects to meet client requirements.  Determines project scope with client and manages the design of assigned projects.  Responds effectively to meet client’s needs.  Supports client in business and action planning.  Oversees quality inspection and quality assurance activities, conducts project audits and evaluations and recommends project level performance standards.  Manages projects, projects, projects budgets, schedules and delivery of services. .  Manages client relationships for teams of consultants and professionals assigned to projects and client-customer program and operators work sites.

Conference Coordinator

Minimum Education/Experience:

Bachelors Degree/5 years

High School/9 years

Description:  Arranges the details and logistics of meetings and conferences.  Contacts hotels and other facilities to obtain meeting rooms and accommodations.  Ensures that the facilities meet the specifications and obtains necessary supplies and refreshments.  Attends conferences to resolve on-site problems in person

Logistics Coordinator

Minimum Education/Experience:

Bachelors Degree/5 years

High School/9 years

Description:  Determines support requirements including facilities, personnel, safety, and maintenance to ensure effective and economical support. Analyzes and evaluates design concepts and recommends alternatives. Anticipates logistics problems related to operational areas and environmental and human factors. May design and conduct research and technical studies to support logistic functions. May be responsible for training, work assignments and performance of less experienced support staff.

Technical Writer I

Minimum Education/Experience:

Bachelors Degree/10 years

High School/15 years
Description: Supervises and manages writing assignments, performs final edits and approves the final written product.  Authors complex writing assignments.   Writes/rewrites, summarizes and edits technical materials, including planning, operations and maintenance manuals and technical publications.  Coordinates efforts of technical artists and illustrators in preparing reports, articles and books for internal and external distribution.  Prepares original text based on technical data provided.  Writes analytical, interpretive, documentary, and promotional copy.  Approves graphic design, organization of text and graphic elements and mechanical layout of camera-ready copy. 

Administrative Manager 

Minimum Education/Experience:

Bachelors Degree/6 years

High School/10 years
Description:  Organizes and directs office services and operations.  Performs a variety of administrative and supervisory duties and responsibilities such as assigning work schedules to clerical and secretarial employees, interpreting organizational policies and procedures for employees and maintaining various administrative reports. Directs department operations to prepare and retain client and staff related records, files and reports in accordance with standards.  Initiates cost reduction programs. Gathers material to prepare and interpret recurring administrative reports.  Fosters a positive environment of high morale amongst staff members.

Administrative Assistant I

Minimum Education/Experience:

High School/2 years

Description:  Performs administrative and clerical support duties to relieve client of administrative details.  Types correspondence, reports and memos.  Maintains computer based and paper files.  Answers and screens telephone calls and opens and distributes mail for unit.  Assists in researching and compiling special reports.  Schedules and maintains calendar of appointments, meetings and travel itineraries.  Resolves routine questions and problems. Requires basic knowledge of computer software applications.  Require standard typing/word processing and language skills

Administrative Assistant II

Minimum Education/Experience:

Associates Degree/1 year

High School/4 years

Description:  Performs complex and routine administrative and clerical support duties to relieve client of administrative details.  Answers routine inquiries and prepares responses to routine correspondence.  Designs spreadsheets and maintains databases. Researches and compiles special reports.  Requires practical knowledge of computer applications including word processing, spreadsheet, database, electronic mail and presentation software.
Subject Matter Specialist I 

Minimum Education/Experience:

Doctorate -PE/20 years
Masters/24 years
Bachelors/28 years
Description: Recognized expert in field or discipline. Must have demonstrated in-depth knowledge of specific field of expertise. Knowledge and direct experience with the application of procedures, and with test and evaluation operational requirements relative to specific field of expertise. Expert with Strategic Planning, Operations Analysis, Financial, Organizational and other area of management responsibility within expert discipline.
Subject Matter Specialist II 

Minimum Education/Experience:

Masters/15 years
Bachelors/19 years
Description: Focuses on internal operations and the inter- and intra-relationships between functions and organizational units within a single organization or between multiple organizations with the goal of improving planning, operational, product delivery, customer satisfaction, and maximizing benefits from specific investments in new systems or equipment effectiveness. Facilitates the development and implementation of Surveys, survey design, consensus-building processes within the Federal government agency. Provides advice based on qualitative and/or quantitative analysis of the feasibility of decision options and/or implementation of new policy, procedures and processes due to the potential impedance of laws, regulations, and policies. Facilitates the development of strategic planning initiatives, operational analysis/effectiveness determination, institutes productivity improvements; provides advice on organizational structure and work methods. Conduct performance test and evaluation and assesses and assists in the validation programs. Understand complex and multi-faceted programs and their inter-relationships; and the ability to develop planning documents and processes for  research/development.  Experienced with Strategic Planning, Operations Analysis, financial, organizational and other areas of management responsibility.

IT Specialist 

Minimum Education/Experience:

Bachelors Degree/3 years

High School/7 years
Description:  Designs, configures and supports one or more local and wide area networks that include hubs, routers, dial-up access, cabling and file servers. Also manages connectivity, design and operation of internal and external systems. Manages internetworking of various operating systems that may include Windows and one or more versions of UNIX, across LANS and WANS. Monitors performance and stability of networks. Prepares reports for management. Uses network management tools to test and ensure functionality and security. Uses TCP/IP configuration and troubleshooting skills to develop and maintain an infrastructure that includes intranets and extranets.
Graphic Artist

Minimum Education/Experience:

Bachelors of Arts/5 years

High School/9 years

Description:  Designs art and copy layout for material to be presented visually in magazines, books and newspapers, on product packaging, via television, computer monitor, website and CD-Rom, any by other visual communications media.  Plans presentations that typically include illustrations, photographs and text.  Selects styles and sizes of type.  Draws or prepares samples of proposed designs.  Prepares illustrations and rough sketches.  Develop style-sheets, logotypes and graphic standards for printed or published materials.  Prepares series of drawings to illustrate sequence and timing of story development for video or computer presentation.  Prepares notes and instructions for desktop publishing workers who assemble layouts for printing. Designs and produces pages for website.  Reviews final layout and recommends improvements as necessary







