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GENERAL SERVICES ADMINISTRATION
Federal Supply Service
Authorized Federal Supply Schedule Price List
Price List current as of Modification #PS-A812 effective 4/16/2020
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: GSAAdvantage.gov.
Schedule Title: Multiple Award Schedule
Industrial Group: Professional Services
Contract Number: GS-07F-417AA
For more information on ordering from Federal Supply Schedules click on the FSS Schedules at fss.gsa.gov.
Contract Period: October 19, 2004 to October 18, 2024
Contractor Name: PlanIt Now LLC
Address: 11140 Rockville Pike, Ste. 100-292, Rockville, MD 20852-3106
Phone Number: 301-907-3373 Fax Number: 866-291-0711
Web site: www.planitnow.com
Contact for contract administration: Betty McDonald
bmcdonald@planitnow.com
Business Size: Small Business – WOSB
We plan meetings.  Expertly.  Nationally.  Since 1994.  Successfully contracting through GSA since 2004.  We are a group of highly trained meeting planners providing all phases of event management and logistical support services for projects ranging from small committee meetings to large conferences for thousands of attendees. Because managing information and people efficiently is key to successful events, we use a proprietary, web based, integrated, online registration and back office tracking and control system to enable flawless project implementation.  We maintain relationships with graphic/web designers, hotels, audiovisual companies, writers, etc. to ensure a seamless meeting production team.




CUSTOMER INFORMATION
Prices shown herein are current, net, all discounts deducted.  October 18, 2024
1a.      SIN OLM
561920 Conference Events & Tradeshow Planning Services 
	541810 Other Direct Costs
1b. 	Prices shown in price list are net, all discounts deducted, and valid for all areas including worldwide.  (see 1c.)
1c. 	
	LABOR CATEGORIES
	GOVERNMENT RATE

	Program Manager
	$105.62

	Sr. Meeting Planner
	$84.36

	Meeting Planner
	$63.36

	Meeting Registrar
	$42.25

	Web/DB Designer/Developer
	$72.43



SIN 541810ODC: OTHER DIRECT COSTS 
	SIN(s) PROPOSED
	SUPPORT PRODUCT/ LABOR (ODCs)
	UNIT OF ISSUE (e.g. Hour, Task, Sq ft)
	CEILING PRICE/RATE OFFERED TO GSA (including IFF)

	541810ODC
	Floor Microphone Stand
	per item
	 $        10.58

	541810ODC

	Ballroom Audio System
	per item
	 $      553.15 

	541810ODC


	Table Top Microphone
	per item
	 $        70.53 

	541810ODC


	Wireless Handheld Microphone
	per item
	 $      165.74

	541810ODC


	Wireless Mouse
	per item
	 $        49.37 

	541810ODC


	Power Cord
	per item
	 $        30.23

	541810ODC


	LCD Event Projector
	per item
	 $      811.08

	541810ODC
	Fast Fold Screen
	per item
	 $      197.48 

	541810ODC
	Technician/set/strike
	per task
	 $      856.42 

	541810ODC
	Audio Technician
	per day
	 $   1,158.69 

	541810ODC
	Meeting space
	per day/per room
	 $   5,872.04

	541810ODC
	Website Set-up fee
	per meeting
	 $      755.67 

	541810ODC
	Website hosting fee
	per meeting
	 $      352.64 

	541810ODC
	Website fee for linking PDF files
	per file
	 $        20.15 

	541810ODC
	Printing-179 pgs
	per book
	 $         11.03

	541810ODC
	Printing-Tabs
	per item
	 $           4.15

	541810ODC
	Design
	per item
	 $           0.35 

	541810ODC
	Electronic Polling
	per month
	 $      502.77

	541810ODC
	Color Ink Cartridge
	per item
	 $        87.95 

	541810ODC
	Paper clips
	per box
	 $           5.24

	541810ODC
	Tent Cards
	per box
	 $        15.77 

	541810ODC
	Vinyl Badge Holders
	per item
	 $           0.25 

	541810ODC
	Shipping
	per package
	 $      227.71

	541810ODC
	Online registration
	per person
	 $        10.08

	
	
	
	




2. 	Maximum Order: $1,000,000.
3. 	Minimum Order: $100.
4. 	Geographic Delivery: Domestic
5. 	Point of Production: Rockville, Maryland (Montgomery County)
6. 	Discount from list prices: Government Net Prices (discounts already deducted)
7. 	Quantity Discounts: N/A
8. 	Prompt payment terms: Information for Ordering Offices: Prompt payment terms cannot be negotiated out of the contractual agreement in exchange for other concessions.  Net 30 Days
9a.	Notification that Government purchase cards are accepted below the micro purchase threshold: Government credit cards are accepted for orders under the micro-purchase threshold.
9b.	Notification whether Government purchase cards are accepted or not accepted above the micro-purchase threshold: Yes
10.	Foreign Items: N/A
11a.	Time of Delivery: We will adhere to delivery as specified by the agency’s purchase order.
11b.	Expedited Delivery: Contact the contractor for expedited delivery.
11c.	Overnight and 2-day delivery: Contact the contractor for rates for overnight and 2-day delivery.
11d.	Urgent requirements: Contact contractor for rates for faster delivery or rush requirements.
12.	F.O.B. point: Destination
13a.	Ordering address:  11140 Rockville Pike, Ste. 100-292, Rockville, MD 20852-3106
13b.	Order procedures: Order Procedures: For supplies and services, the order procedures, informationon Blanket Purchase Agreements (BPA’s) are found in Federal Acquisition Regulation (FAR) 8.4053.
14.	Payment address:  11140 Rockville Pike, Ste. 100-292, Rockville, MD 20852
15.	Warranty provision: N/A
16.	Export packing charges: N/A
17.	Terms and conditions of Government purchase card acceptance: Contractor accepts the Government credit card for all orders.
18.	Terms and conditions or rental maintenance and repair: N/A
19.	Terms and conditions of installation: N/A
20.	Terms and conditions of repair parts: N/A
20a.	Terms and conditions for any other service: 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: N/A
24b.	If applicable, indicate that Section 508 compliance information is available on Electronic and Information technology (EIT) supplies and services and show where full details can be found: N/A
25.	Data Universal Number System (DUNS) Number: 046682832
26.	Notification regarding registration in SAM database: Registered, registration valid.
LABOR CATEGORY DESCRIPTIONS
PlanIt Now LLC
SIN: 561920: Conference Events and Tradeshow Planning Services
	LABOR CATEGORY: Program Manager

	

	MINIMUM/GENERAL EXPERIENCE: Combination of ten years of conference and trade show management experience, including three years recent experience in a management or supervisory capacity, plus three years of experience in the functional area of the project to be managed.

	FUNCTIONAL RESPONSIBILITY: Responsible for planning and executing a project. Prepares and maintains the project schedule and budget. Negotiates hotel and vendor contracts. Prepares and delivers status reports to the client. Oversees all work and takes corrective action as necessary to ensure project success. Manages staffing, budget,
prioritization, and other personnel matters.	BA required.



	LABOR CATEGORY: Senior Meeting Planner

	

	MINIMUM/GENERAL EXPERIENCE: Six years direct experience in administration of conferences and trade shows. Competent to work at a high level for all phases required to implement a conference and/or grade show. BA required.

	FUNCTIONAL RESPONSIBIILTY: Assists with long range planning for conferences and trade shows. Serves as primary point of contact for the client. Analyzes site selection criteria. Researches and recommends site selection information. Responsible for production of conference brochures, advertisements, logos and materials for distribution to attendees, speakers. Coordinates conferences with respect to overall management, security and facility layout. Proficient in operating computers, internet and supervising audiovisual technicians. Develops advance information brochures and meeting data including registration materials, programs, schedules and agenda data. BA required.




	LABOR CATEGORY: Meeting Planner

	

	MINIMUM/GENERAL EXPERIENCE: Four years direct experience in administration of conferences and trade shows. Competent to work at a high level for all phases required to implement a conference and/or trade show. BA required.

	FUNCTIONAL RESPONSIBIILTY: Assists with planning and implementation for conferences and trade shows, including the registration process. Coordinates pre-conference trade show activities with exhibitors, and presenters and assists with on-site details relating to set-up and dismantling, security and special events. Assists with on-site conference management, including registration, monitoring catering and audio/visual specifications, speaker coordination, and vendor coordination. BA required.



	LABOR CATEGORY: Meeting Registrar

	

	MINIMUM/GENERAL EXPERIENCE: Two years general experience in administration of conferences and trade shows.

	FUNCTIONAL RESPONSIBBLTY: Provides pre-meeting support and registration services. Provides on-site support to include: checking-in attendees, distributing materials, issuing payment receipts, and generating badges. BA required.



	LABOR CATEGORY: Web/Database Designer/Developer

	

	MINIMUM/GENERAL EXPERIENCE: Ten years of technical experience in design and administration of conference and trade show websites and databases. Competent to work in most phases of database management and website development.

	FUNCTIONAL RESPONSIBIILTY: Designs, implements, and maintains functional conference/trade show database and website. Trains other staff in usage of it. BA required.





STATEMENT OF CAPABILITIES
PlanIt Now LLC is a women-owned small business. In business since 1994, our clients have included individuals, associations, universities and government. Meetings and events we have planned have ranged from small clinicians' training groups to conferences with over 1,200 attendees. In cities throughout the U.S., PlanIt Now LLC has organized and provided on-site coordination for meetings held in locations ranging in size from large full service hotels to a client's office.
PlanIt Now LLC has expertise and experience in new technologies, including video conferencing technology and is proficient in the use of electronic media to transfer information, gather data and market materials. PlanIt Now LLC maintains relationships with an extensive vendor list and will use these resources to explore new technologies and products to establish what best meets a client's needs and budget and will supervise its implementation. PlanIt Now LLC has a highly experienced top quality permanent staff of meeting planners, and maintains active partnerships with independent meeting planners that allows the increase of staffing resources to meet the client’s needs on a particular project. As previously mentioned, PlanIt Now LLC also maintains relationships with vendors to provide specialized technical and creative services as needed.
PlanIt Now LLC assigns a Project Manager, to each project, who works with a Senior Meeting Planner as a primary point of contact for all project needs. The Senior Meeting Planner, with the assistance of appropriate PlanIt Now LLC staff, will coordinate all conference planning tasks including:
· Project management
· Coordination and implementation of third party participation
· Collection management of third party payment for participation
· Liaison support with venue
· Audiovisual and information technology support
· Topic and speaker identification
· Site location research
· Virtual workshops and conferences
· 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 electronic database creation.
Go to www.planitnow.com for more information on our services.

The Service Contract Labor Standards (SCLS) is applicable to this contract and as it applies to the entire Multiple Award Schedule and all services provided. While no specific labor categories have been identified as being subject to SCLS due to exemptions for professional employees (FAR 22.1101, 22.1102 and 29 CFR 541.300), this contract still maintains the provisions and protections for SCLS eligible labor categories. If and/or when the Contractor adds SCLS labor categories / employees to the contract through the modification process, the Contractor must inform the Contracting Officer and establish a SCLS matrix identifying the GSA labor category titles, the occupational code, SCLS labor category titles and applicable wage determination (WD) number. Failure to do so may result in cancellation of the contract.
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