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Founded in 1999, EDJ Associates, Inc. (EDJ) is a women-owned (8(a) management consulting and technical services firm that offers a wide range of professional and technical services for a growing portfolio of Federal, private, and nonprofit clients.  EDJ has developed core competencies in the areas of Grants Management and Peer Review Services, Conference and Event Management, Administrative Support of Clinical Trials, File Management, Document Processing, and Information Management by performing successfully on a number of projects, both at our corporate headquarters in Reston, Virginia, and offices in Rockville, Maryland, Arlington, VA and client sites.  For the past 9 years, we have developed, nurtured, and maintained a proven team of professional staff, partnering consultants, and technical vendors with knowledge, skills, and expertise.  Our teams are always assembled with end product or service in mind.   We ensure that we have the right persons with the right skill sets – to ensure responsiveness to clients’ needs and project’s requirement. 
CORE SERVICES
Grants Management and Peer Review Services

· Review and Assessment of Existing Grant Review Processes           

· Reviewer Recruitment and Retention

· Mailings and Other Communication with Reviewers

· Reviewer Contract Execution
· Preparation and Distribution of NOFAs

· Design and Maintenance of Review Websites

· Establishment of Systems to Receive Applications (both electronic and hard copy)

· Provision of Technical Assistance to Applicants

· Application Eligibility Screening

· Application Review and Oversight

· Organization, Compilation and Distribution of Reviewer Comments

· Agenda Development

· Development of Training Materials

· Development and Delivery of Reviewer Training 

· Development and Distribution of Reviewer Training Handbooks

· Data Entry (Key Data Elements)

· Access and Production of Application Documents

· Application Processing and Distribution

· Onsite File Management and Inventory Control

· Development and Utilization of Automated Application Review Tool

· Reviewer and Application Paneling

· Tracking and Monitoring of Reviewer Quality and Productivity

· Travel Coordination and Support

· Logistical Support for Onsite Reviews

· Site Selection and Venue Contract Negotiation

· Technical Support of On-line and Field Reviews

· Onsite Database Support

· Consultant and Vendor Payments and Invoice Reconciliation

· Expense Tracking by Program

· Budget Tracking and Monitoring

· Development of Monthly, Annual and Final Reports

· Development of Weekly and Program Specific Reports
· File Auditing and Preparation for Archiving

· Development and Utilization of Quality Control Procedures

· Development of Standard Operating Procedures

· Process Analysis and Improvement

· Mass Mailing/Distribution

Conference, Logistical and Events Management

· Site Selection and Venue Contract Negotiation

· Agenda Development
· Speaker Coordination

· Audiovisual Services 
· Budget Tracking and Monitoring

· Logo and Theme Development

· Graphic Design and Materials Production
· Design and Maintenance of Event Websites
· Travel Coordination and Support

· Online and Paper Registration Processes
· Vendor Identification and Management

· Coordination of Abstract Collection
· Mailings and Other Communications with Attendees
· On-Site Execution
· Exhibit Management
· Poster and Abstract Submissions

· High Profile Event Security

· Meeting Transcription, Recording and Note-Taking

· Writing and Editing of Conference Materials & Reports

· Evaluation Design, Collection and Analysis

· Consultant and Vendor Payments and Invoice Reconciliation

· Development of Final Reports

· Follow-Up Correspondence to Participants, Speaker and VIPs
· Publications Development

· Post Event Website Development


                
Clinical Trials Support

· Help Desk Support

· Follow-up and Outreach to Trial Participants
· Technical Assistance Information Management

· Monitoring Agent Inventory for Distribution to Site

· Preparing Agent Forecasts Based on Treatment Plan

· Screening Request and Distributing Confidential Documents
· Records Management for more than 15,000  Investigators

· Abstracting Information for all Co-Investigators 
· Modification and Retrieval of Protocol Data

· Management of Multiple Cycles of Approval Committee Actions 
· Design, Implementation and Maintenance of Microsoft Database of Clinical Trial Records
· Preparation and Management of Electronic Documents Review and Improvement of Existing Records Management Protocols
· Document Abstraction

· Clinical Trial Review Support

· Monitoring and Tracking of Clinical Trials

Records and Information Management
· Design and Implementation of File Management Systems


· Records Retirement and Storage
· Technical Assistance Information Management

· Records Archiving and Disposition
· Preparing Agent Forecasts Based on Treatment Plan

· Onsite File Management Support 

· Design, Implementation and Maintenance of Microsoft Database of Federal Records

· Scanning and Redaction of Hard Copy Files 
Training and Technical Assistance

· Logistical support for meetings

· Transcription services

· Development of training materials

· Recruitment of minority health experts

· Design and implementation of minority health roundtable meetings

· Facilitation of working group meetings

· Identification of best practices

· Development of data collection instruments

· Training of facilitators

· Agenda development

· Research and editorial services

· Data analysis and reporting

· Development of communication strategies

Contract Vehicles:





· HHS-Wide Event Management Service Blanket Purchase Agreement 







· GSA MOBIS Schedule Application  Pending
NAICS Codes:
514210, 518210, 541430, 541511, 541512, 541513,541611,541613, 561110, 561920, 611430

Federal Clients:
U.S. Department of Health and Human Services:
Centers for Disease Control and Prevention

Food and Drug Administration

U.S. Department of Housing and Urban Development:
Office of Public and Indian Housing

National Science Foundation


U.S. Department of Education

Office of Elementary and Secondary Education

National Institutes of Health:
Pharmaceutical Management Branch (PMB)
Division of Cancer Prevention (DCP)
National Institute of Neurological Disorders and Strokes (NINDS)
U.S. Department of Justice:
Office of Justice Programs (OJP)
Office of Civil Rights (Prison Rape)
Concentration of Federal Efforts (CFE) Resource Center
Private Sector Clients:

K&C Technology Corporation

Pharmion Pharmaceuticals

Professional and Scientific Associates

Tuskegee University

Howard University

Women in Golf Foundation

AstraZeneca

GenenTech

Contact Info:
EDJ Headquarters
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Reston, Virginia   20191






 
703-738-9150

info@edjassociates.com


www.edjassociates.com
From Vision to Results
	SIN #
	Labor Category
	Commercial Labor Rate

	541–4D 
	Senior Project 

Director
	$97.40

	541–4D
	Project Director


	$85.53

	541-4D
	Assistant Project Director
	$81.58

	541–4D
	Web Designer


	$74.15

	541–4D
	Graphic Designer
	$74.15

	541–4D
	Sr. Program Manager


	$96.46

	541–4D
	Program Manager
	$78.66

	541–4D
	Sr. Program Specialist
	$60.26

	541–4D
	Program Specialist


	$50.12

	541–4D
	Sr. Meeting Professional
	$66.06

	541–4D
	Meeting Planner


	$54.08

	541–4D
	Meeting Coordinator


	$50.95

	541-4D
	Production Assistant
	$29.82

	541-4D
	Data Entry Clerk
	$33.13

	541–4D
	Administrative Assistant
	$36.28


EDJ Price List
Effective July 1, 2008

