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General Services Administration
Federal Supply 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!TM, a menu-driven database system. The INTERNET address for GSA Advantage!TM is: http://www.gsaadvantage.gov. 
	Schedule Title:
	Advertising & Integrated Marketing Solutions (AIMS)

	FSC Group:
	Schedule 541

	Contract Number
	GS-23F-0117M


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

Contract Period:
March 8, 2007 through March 6, 2012
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	Capitol Services, Inc.

108 N. Virginia Avenue
Falls Church, VA 22046
Telephone: 703-584-2460
Facsimile: 703-584-2461
Web Site:  www.csi-dc.com 
Email:  info@csi-dc.com

Contract POC:  Ms. Jill McGregor
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Customer Information
	1a
	Awarded Special Item Numbers (SINs)
	SIN 541-4D – Conference Evens and Tradeshow Planning Services (Small Business Set Aside)

SIN 541-4F – Commercial Art and Graphic Design (Small Business Set Aside)
SIN 541-1000 – Other Direct Costs

	1b
	Product Prices
	Not Applicable

	1c
	Hourly Rates
	See Attached GSA Schedule Price List

	2
	Maximum Order
	$1,000,000

	3
	Minimum Order
	$100

	4
	Geographic coverage
	Domestic & Overseas

	5
	Point(s) of production
	Capitol Services, Inc.

108 N. Virginia Avenue

Falls Church, VA 22046

	6
	Discount from list prices or statement of net price
	Prices shown are net.

	7
	Quantity Discount
	A 2% discount for individual orders equal to or exceeding $250,000 will be granted to the customer. Reimbursable travel and per diem expenses are excluded.

	8
	Prompt Payment Discount
	0% Net 30 Days

	9a
	Notification that Government purcase cards are accepted at or below the micro purchase threshold
	The Government purchase cards are acceptable for all orders.

	9b
	Notification that Government purcase cards are accepted or not accepted above micro purchase threshold
	The Government purchase cards are acceptable for all orders.

	10
	Foreign items
	Not Applicable

	11a
	Time of delivery
	To be negotiated with the ordering agency on each task order.

	11b
	Expedited Delivery
	To be negotiated with the ordering agency on each task order.

	11c
	Overnight and 2‑day delivery
	Not Applicable

	11d
	Urgent Requirements
	To be negotiated with the ordering agency on each task order.

	12
	F.O.B Points
	Destination, Location to be negotiated with the ordering agency on each task order


Ordering Information

	13a
	Ordering address
	Capitol Services, Inc.

108 N. Virginia Avenue

Falls Church, VA 22046

	13b
	Ordering Procedures
	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!TM, a menu-driven database system. The INTERNET address for GSA Advantage!TM is: http://www.gsaadvantage.gov. 

	14
	Payment address
	Capitol Services, Inc.

108 N. Virginia Avenue

Falls Church, VA 22046

	15
	Warranty provision
	Not Applicable

	16.
	Export packing charges
	Not Applicable

	17
	Terms and conditions of Government purchase card acceptance (any thresholds above the micro-purchase level)
	Not applicable

	18
	Terms and Conditions applicable to rental, maintenance and repair
	Not Applicable

	19
	Terms and conditions for 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

	24a
	Special attributes such as environmental attributes
	Not applicable

	24b
	Section 508 compliance information
	Not applicable

	25
	Data Universal Number System (DUNS) number
	95-8119927

	26
	Notification regarding registration in Central Contractor Registration (CCR) database
	Capitol Services Inc. is registered with CCR


Definitions of Labor Categories

1. Administrative Support Staff

Provides administrative and registration support by phone or in person. Processes advance registrations, issues receipts, confirmation letters and maintains conference databases. Serves as the initial point-of-contact for customer programs.  Handles direct mailing of program information. Must be knowledge with Microsoft Windows desktop applications, emailing, database and paper forms management and filing procedures. Entry-level position, with at least one year of administrative experience. Works on assigned tasks under the supervision of Registration Staff, or Meeting/Event coordinators.  AA or equivalent experience.
2. Registration Staff 

Provides meeting support including assisting with registration check-in, managing information desks, generating name badges. Responsible for financial and administrative activities including budget, program reporting and facilities coordination of the event. Assists in establishing budgets and monitoring performance, status reporting, and customer program documentation. Performs daily administration, planning, and tracking. Must be knowledge with Microsoft Windows desktop and database applications. Must have an undergraduate degree and 0 to 2 years experience in events and program management.  Works on assigned tasks under the supervision of Meeting/Event coordinators.
3. On-Site Support Staff 

Responsible for overseeing the effective coordination and logistical support of event programs and activities. Must have a High School Degree or equivalent and 1 to 5 years experience in the industry.

4. Assistant Meeting/Event Coordinator

Responsible for some program activities that may include personnel, logistics, supporting vendors and program systems. Assists in the development and implementation of objectives and program operational strategies. Assists Meeting/Event Coordinator with program activities. Must have BS/BA or equivalent or Event Management Certificate and 1 to 3 years experience.

5. Meeting/Event Coordinator 

Responsible for some program activities that may include personnel, logistics, supporting vendors and program systems. Assists in the development and implementation of objectives and program operational strategies. Directs and coordinates some activities with other groups, such as operations and finance. Assists Senior Meeting/Event Coordinator and/or Program Director with program activities as assigned. Must have BS/BA or equivalent or Event Management Certificate and 1 to3 years experience.

6.  Senior Meeting/Event Coordinator 

Responsible for some program activities that may include personnel, logistics, supporting vendors and program systems. Assists in the development and implementation of objectives and program operational strategies.  Directs and coordinates activities with other groups, such as operations and finance. Assists Program Director with all program activities including timeline and event concepts 
Definitions of Labor Categories (continued)

preparation. Must have BS/BA or equivalent or Event Management Certificate and 3 to 6 years experience.

7. Program Director 

Responsible for all program activities, including personnel, logistics, subcontracted supporting vendors and program systems. Develops and implements events concepts, objectives and program operational strategies. Directs and coordinates all activities with other groups, such as operations and finance. Provides and approves corporate resources to ensure timely execution of the event or program. Responsible for overall budget performance of the event. Must have BS/BA or equivalent or Events Management Certificate and 6 plus years experience. 

GSA Schedule Price List

 

	Labor Categories
	Price
	Unit/Issue

	1. Administrative Support Staff
	$33.60
	Hour

	2. Registration Staff
	$33.60
	Hour

	3. On-Site Support Staff
	$52.80
	Hour

	4. Assistant Meeting/Event Coordinator
	$57.60
	Hour

	5. Meeting/Event Coordinator
	$72.00
	Hour

	6. Senior Meeting/Event Coordinator
	$86.40
	Hour

	7. Program Director
	$120.00
	Hour

	The above rates include the GSA .75% Industrial Funding Fee.  Rates are inclusive of all other discounts other than the prompt payment and quantity discounts.



 

GSA Schedule ODC Price List
	
	Price
	Unit/Issue

	CATERING

CSI offers a wide assortment of catering programs to supplement meetings and events. We offer small buffets to multi-course full or French service. Catering programs include the use of china, flatware, linens, table glassware and staff.  CSI’s services can include catering programs that will accommodate small groups of less than 50 to large events involving over 4,000 participants.   
	To:

$499,999.50
	Not applicable

	FLORALS

CSI offers a wide assortment of floral arrangements to enhance and supplement meetings and events. We offer individual basic floral centerpieces to large, ornate buffet table centerpieces.  CSI’s services include florals of all varieties that will accent small group environments to large, multi-session meetings. 
	To:

$7,878.78
	Not applicable

	FOLIAGE

CSI offers a wide assortment of foliage arrangements to enhance and supplement meetings and events. We offer individual small plants to large decorated trees.  CSI’s services can include foliage of many varieties that will accent small group environments to large, multi-session meetings.
	To:

$6,212.12
	Not applicable

	ENTERTAINMENT

CSI offers a wide assortment of entertainment programs to supplement meetings and events. We offer speakers and individual artists such as pianists and guitarists to large, multi-piece bands.  We offer comics and look-a-likes for groups of all sizes.  CSI’s services can include entertainment programs that will delight groups of all sizes.   
	To:

$213,202.82
	Not applicable

	GAMES

CSI offers a wide variety of game programs to provide a team-build or festive environment to supplement a client’s meeting or event. We offer such games as Olympic Challenge Obstacle Courses, Giant Inflatable Slides, Ping Pong and virtual reality games in a variety of sports. These programs include the use of equipment, supervision, and supplies.  CSI’s services can include programs that can entertain small groups of less than 500 to large events involving over 4,000 participants.
	To:

$16,010.09
	Not applicable

	PRINTED MATERIALS

CSI offers a wide assortment of printed materials to supplement meetings and events. We offer nametags, nametents, handouts, program books, signs, menu cards, escort cards, place cards and more. CSI’s services can include printed materials and programs that will support small groups of less than 100 to large events involving over 1,000 participants.   
	To:

$5,050.50
	Not applicable

	DÉCOR

CSI offers a wide assortment of standard and specialty décor items to enhance and supplement conferences and events. We offer basic items such as red carpets, benches and bars to unique backdrops and props for themed events.  
	To:

$18,383.82 
	Not applicable


GSA Schedule ODC Price List (continued)

	
	Price
	Unit/Issue

	TRANSPORTATION – Airport Meet & Greet

CSI offers a variety of programs to facilitate individuals attending meetings and events. We provide meet and greets and logistical support to move attendees from local transportation hubs to meetings and events.  CSI’s services can include transportation that will accommodate groups of less than 50 to groups of over 4,000 persons.
	To:

$51,329.24
	Not applicable

	TRANSPORTATION – Hourly

CSI offers a variety of transportation options priced on an hourly fee to facilitate individuals attending meetings and events. We provide logistical support to move attendees from local transportation hubs to meetings and events.  CSI’s services can include transportation that will accommodate groups of less than 50 to groups of over 4,000 participants.
	To:

$51,329.24
	Not applicable

	TOURS

CSI offers a wide variety of tour programs to supplement meetings and events. We offer inclusive tours of many points of interest in the Washington Metropolitan area.  Tours include motor coach, tour guide, on-site dispatcher, custom signage and admission to the points of interest. CSI’s services will accommodate groups of less than 50 to groups of over 4,000 participants.
	To:

$63,030.24
	Not applicable

	LIGHTING AND AUDIO VISUAL
CSI offers a wide assortment of light and audio/visual options to enhance and supplement meetings and events. CSI offers a variety of lighting equipment to support programs including the use of light sources, frames, clamps, safety equipment, trusses, cabling, lighting controllers, power supplies and consoles.  
	To:

$47,979.75
	Not applicable


Company Overview

CSI Mission Statement
To provide the highest level of customer service to all clients who require the coordination of meetings and conferences, special events, transportation and tour services.

CSI Philosophy
CSI-Capitol Services will propose only top-quality programs and services to fulfill the distinct needs of our clients.  CSI’s extraordinary client support team features the most qualified professionals in the hospitality and events industry, who boast over 100 years of combined trade experience.  CSI employees strive to consistently present the best venue and vendor products to our clients, to offer the most cost-effective programming and to produce on-site excellence at every event.  All CSI staff members participate in life-long learning programs to continually sharpen their management and customer service skills.  In addition to employing a top-notch staff, CSI will retain or partner with only those vendors who demonstrate a comparable commitment to quality.  

CSI Quality Assurance
CSI develops and implements hundreds of tailored programs each year for a wide variety of clients.  Our experience and know-how allow us to successfully create new and innovative programming, as well as to provide basic services – we aim to meet our clients every need.  CSI’s skillfully managed programs are a result of consistent communication, development and implementation of detailed schedules, and expertly trained on-site personnel.  CSI provides complete program coordination including working with vendors, clients and guests.  Our flexibility allows us to adapt to any changes that our clients make to their programs along the way.

CSI is well known for the spectacular events it has been involved with in the last decade, including:

· 54th Inaugural Ball sponsored by the Screen Actors Guild 

· 54th Inaugural Candlelight Dinners sponsored by the Presidential Inaugural Committee

· A name-adding ceremony at the Vietnam Veterans Wall sponsored by the Vietnam Memorial Fund and the Prudential Insurance Company of America

· 3rd Annual Democracy Dinner honoring the late Les Aspin, the former Secretary of Defense.

· DEAFWAY II 2002 hosted by Gallaudet University

· Korean Festival 2003 attended by 15,000 people

· U.S. Department of Energy Solid State Lighting Workshop 2003, 2005

· 92nd Annual First Ladies Luncheon

· 55th Inaugural events hosted by American Electric Power, Anheuser Busch, and a private event hosted by Marilyn Ware at the Caring Institute, the former home of Frederick Douglass

Company Overview (continued)

· Annual Session of the Organization for Security and Cooperation in Europe’s Parliamentary Assembly, 2005

CSI is committed to providing the best services, at the best prices, without sacrificing quality.  When you choose CSI as your event management partner, know that you can leave the details to us.

CSI’s Approach to Conference and Events Planning Services
CSI, owned and operated by Jill McGregor and David Hainline, has 18 years of experience as a full-service Destination Management Company (DMC) and special events firm. We have been at the forefront of designing, coordinating, and producing all aspects of meetings and special events, as well as trade shows and exhibitions. Over the years, CSI has assisted many clients with their in-depth expertise in the following: 
· Creating and executing very special events

· providing for the rental of exclusive unique and historical properties

· developing custom designed tour programs for meeting attendees

· advance and onsite registration services for tours and meetings

· ground transportation services, securing speakers and entertainment

· team building services and other activities

· complete conference management.
CSI offers the best of Washington’s resources all under one roof, allowing our company to consistently develop, coordinate and produce unique and cost-effective meetings and events. We are intimately familiar with the Washington Metropolitan area and possess the contacts, resources and local influence to accomplish your organization’s specific goals and provide your guests with an experience they will never forget, all within your program’s budget.

Our depth and experience allows us to successfully create new and innovative programs as well as provide our clients with the tools to meet their every need. The success of this process includes constant follow-up, attention to all phases of execution via a detailed schedule and expertly trained personnel on-site. We are responsible for the entire coordination of the program working with vendors, clients, and accommodating guests.

Specific Services Include (but not limited to): 

· Develop meeting/event budget
· Create a timeline of key tasks
· Site search and contract negotiation
· Act as primary liaison with all vendors for the meeting/event and negotiate the most advantageous prices possible for each aspect of the program
· Coordinate meeting/event registration
· Track meeting/event responses and follow up with confirmation memos
Company Overview (continued)

· Assist in the design and production of all meeting/event materials, including nametags, name tents, program books, handouts, abstracts, biographies, signage, and more
· Coordinate all meeting/event logistics including catering, audio-visual needs, room arrangements, security, décor, and more
· Identify and secure speakers and/or entertainment.
· Oversee all event-staffing needs. 

· Draft detailed event schedule and distribute to all parties. 

· Conduct walk-through of site and handle all special needs requests.

· Arrange for any parking requirements (valet / lot) for the event. 

· Handle all VIP arrangements including transportation, holding rooms, security and special walk-throughs and on-site assistance. 

· Coordinate all billing during and after the event. 

· Produce and publish proceedings.

· Draft all thank you letters required following the event. 
· Create meeting summary and analysis documentation.
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