PALISADES CONVENTION MANAGEMENT

Memorandum of Understanding 

for

 GOMACTech-05

1.0
BACKGROUND:


GOMACTech-05 is a government sponsored meeting to promote the interchange of ideas on applications of emerging microcircuit technologies to systems needs.  It provides a forum for engineers and scientists from industry, academia, and government to exchange information on unclassified government supported work and technology needs of government systems.  The stated objectives of GOMACTech are to:  (1) review current Government electronics application efforts, (2) exchange technical information on research and development design, engineering reliability and standardization, (3) assess R/D trends, (4) accelerate microcircuit applications in systems development, and (5) promote technology transfer.  GOMACTech is an Export Controlled  meeting with participation limited to U.S. citizens and resident aliens.



The 4-day GOMACTech Conference will feature tutorials  and parallel unclassified sessions.  The majority of the effort necessary for planning and executing the Conference is supplied through the GOMACTech Steering Committee, whose membership consists of representatives from sponsoring Government Agencies.  Some of the activities necessary to run these national conferences will be facilitated by contractor support.

2.0
OBJECTIVE

The objective of this memorandum is to establish an understanding between Palisades Convention Management, Inc. (PCM), as the GOMACTech-05 administrative arm, and the GOMACTech Steering Committee.  The 2005 site has been chosen: the Riviera Hotel.  The dates for GOMACTech-05 will be April 4 – 7, 2005.

3.0
SPECIFIC TASKS

The following tasks, in addition to other tasks as directed by the Steering Committee, shall be performed by PCM.


3.1
ADDRESS and EMAIL LIST MAINTENANCE


Incorporate into the GOMACTech database additional names and contact information, and corrections to contact information, as provided by the Steering Committee, and through previous conference attendance.  Using this database, the contractor shall distribute via email,  mailings,  or website by request of the committee, information in support of GOMACTech.


3.2
PUBLISHING AND EDITORIAL


3.2.1  Assist in the preparation and/or distribution of an initial Call-for-Papers and final Call-for-Papers for GOMACTech.  Information on content will be provided by the Technical Program Chair.



3.2.2  Receive technical abstracts and summaries resulting from the Call-for-Papers and Program Committee invitation.  Facilitate distribution of abstracts and summaries to Program Committee members prior to the Paper Selection Meeting.



3.2.3  Preparation of a GOMACTech Advance Program for web posting.  The program shall include registration information, general conference information, technical sessions by number and title, a listing of papers within each session by title and author, and a brief abstract (approximately 35 words or less) of each paper.



3.2.4  Preparation of material to be hosted on the GOMACTec website  including current exhibitor list, potential exhibitor information, and on-line hotel and conference registration.



3.2.5  Host and serve as secretary for a one day paper selection meeting.



3.2.6  Prepare Conference Digest CD ROM with sponsor approval for Export Controlled distribution. Conference Digest CD ROM will be distributed at Conference. 



3.2.7  Facilitate  the printing of camera ready copy and/or shipping of the tutorial notes to the conference site prior to the conference.



3.2.8  Establish procedures and print registration badges for access to all GOMACTech functions.  Type names on badges for seminar and conference advance registrants.  



3.2.9  Print tickets for social functions.



3.2.10  Prepare and distribute author instructions and accept/reject letters for papers submitted to GOMACTech.


3.3  LOCAL ARRANGEMENTS


3.3.1  Based on GOMACTech Steering Committee direction concerning geographic location and anticipated attendance, identify and investigate facilities adequate for conference needs,  e.g., meeting and sleeping rooms, restaurants, registration area, food and beverage function space.



3.3.2  Develop detailed conference requirements and transmit to appropriate hotels.



3.3.3  Prepare complete analysis of hotel responses and present results to the GOMACTech Steering Committee with recommendations.



3.3.4  Through discussion with the GOMACTech Steering Committees, reduce possible choices to two or three properties.  Negotiate best and final offers and present to the GOMACTech Steering Committee for final decision.



3.3.5  Arrange for on-site GOMACTech Steering Committee meeting prior to the conference, including meeting and sleeping room reservations, food and beverage functions.



3.3.6  Negotiate room rates and food and beverage prices as far in advance as possible to permit early establishment of fee structure and hotel reservation procedures.



3.3.7  Determine need, and arrange for: (1) convention bureau personnel, (2) literature on local attractions, (3) audio-visual equipment and previewing rooms, (4) signs, (5) security guards, , (6) food and beverage functions, (7) companions' programs, (8) conference registration, (9) GOMACTech Steering and Conference Committee reservations, (10) social functions, (11) message center, (12) bus service when needed, (13) exhibition hall. 



3.3.8  Prepare detailed function sheet, including a complete schedule of all GOMACTech activities, room set-ups, menus for food functions, audio-visual equipment locations, special services required.  Provide copies to the hotel conference coordinator.



3.3.9  Check all meeting rooms for appropriate seating arrangements; check out all audio-visual equipment prior to each session (timers, pointers, overhead projectors, etc.).



3.3.10  Arrange for printing, distribution and collection of GOMACTech conference rating forms and provide to respective steering committees.



3.3.11 Monitor conference activities to identify and resolve problems.



3.3.12 Prepare a GOMACTech attendance list for distribution to all attendees.



3.3.13 Provide internet access for use by GOMACTech attendees.


3.4  CONFERENCE SECURITY  



3.4.1  Establish that potential attendees have authorized access to the GOMACTech sessions by verifying identification, citizenship requirements, and approved access to government critical data.



3.4.2  Provide badges for on-site identification and access verification for attendees for  all functions.



3.4.3  Formulate and institute a system for the transmittal of Export Controlled material to and from the conference.



3.4.4  Set up an on-site storage facility to protect and facilitate access to  Export Controlled material required to support the conference.



3.4.5  Define and arrange for physical security to support all  GOMACTech functions.


3.5  FINANCIAL ACTIVITIES


3.5.1  Budget Preparation



3.5.1.1 Call vendors for estimates of expenses needed for the budget.




3.5.1.2 Prepare preliminary and revised versions of the budget as called for, including suggested registration fees.




3.5.1.3 Provide budget updates (how much spent to date in each category) at meetings, or as required.




3.5.1.4 Devise a budget breakdown of expense categories that will conform to the account books and will remain consistant for year-to-year analysis.



3.5.2  Financial Records



3.5.2.1 Maintain a separate complete and accurate record of all tutorial and conference income and expenses.




3.5.2.2 Maintain a complete set of account books.




3.5.2.3 Maintain all financial records, including bills, receipts, vouchers, bankbooks, cancelled checks, etc., and have them available for inspection at any time.  GOMACTech reserve the right to call in an independent auditor to examine the financial records at any time.



3.5.3  Banking




3.5.3.1 Open a separate checking account for the safekeeping of conference funds.




3.5.3.2 Conference funds shall be kept separately and not co-mingled with other funds or accounts.




3.5.3.3 Designate two company officials to have signing authority on the bank accounts.




3.5.3.4 Those company officials with authority to collect and disburse seminar and conference funds shall be bonded in an amount of $100,000.00.




3.5.3.5 PCM  indemnifies GOMACTech against any loss of conference funds due to any improper, illegal, or negligent act by PCM.



3.5.4  Paying and Receiving



3.5.4.1 Receive all monies due the conferences and deposit them in the GOMACTech checking account.




3.5.4.2 Pay promptly all obligations incurred by the conference.




3.5.4.3 PCM shall request authorization from the GOMACTech Treasurer to make disbursements of funds out of the account referenced in item 3.5.4.1.




3.5.4.4 Receive and deposit all advance registration fees.  Registration checks can be made out to GOMACTech-05 and deposited directly in the respective conference account.




3.5.4.5 Handle refunds for no-shows pursuant to refund procedures established by the GOMACTech Steering Committee.



3.5.5  Financial Reporting




3.5.5.1 Provide financial reports at Steering Committee meetings or at the request of the Treasurer.  Reports shall contain the following information: (1) opening balance, (2) receipts and disbursements during the quarter in each budget category, (3) checking and savings account balances at end of quarter.




3.5.5.2 Provide conference final financial reports, which shall be summaries of the quarterly reports, by July 15 of the same year. 


3.6  SERVICES AT CONFERENCE


3.6.1  Provide an appropriate number of personnel at the conference to handle collection and disbursement of funds and to be present at the registration desk throughout the seminar and conference to perform functions as directed.



3.6.2  Develop a registration procedure and instruct and supervise the local registration staff in its implementation.



3.6.3. Receive all on-site registration fees.  At the close of each day, count money received and compare with number of registrations.  Keep a running tally of registrations to present to the GOMACTech Steering Committees following the conference.  Endorse all checks "for deposit only" to the appropriate conference account.



3.6.4  Retain all undistributed copies of GOMACTech Digests for one year.



3.6.5  Purchase and engrave plaques/awards for GOMACTech as directed by the Steering Committee.


3.7  EXHIBITS 



PCM will manage an exhibits program that will complement the technical programs.  The following tasks will be required:



3.7.1  Identify prospective exhibitors.



3.7.2  Prepare all correspondence for exhibitors including exhibit rules and applications for space at the conference.



3.7.3  Arrange for exhibit space including providing for security personnel and contracts to organizations/companies providing goods and services in conjunction with the exhibits and verification of bills for exhibit expenses.



3.7.4  Obtain liability/property damage insurance coverage as required by host facility.



3.7.5  Distribute bills and invoices associated with rental of exhibit space, receipt of deposits and full booth rental, keeping accurate financial records, depositing receipts, and obtaining a bond to assure safety of funds.



3.7.6  On-site execution of the exhibits program


3.8  AGREEMENT DISCLAIMER


In the event of a financial loss beyond GOMACTech-05 contingency funds, neither the  officers, Steering Committee members, Technical Program Committee members or the U.S. Government will be held liable.

3.9  PAYMENT SCHEDULE FOR GOMACTECH-05


3.9.1  PCM’s fee in support of GOMACTECH-05 will be $32,000 plus a sales commission of 33% on each exhibit booth rental fee after the sale of booth #10. No commission will be charged on booths 1-10. The base fee will be paid in installments according to the following schedule:



May 31, 2004
2,500.00



June 30, 2004
2,500.00



July 30, 2004

2,500.00



August 31, 2004
2,500.00



September 30, 2004
2,500.00



October 29, 2004
2,500.00



November 30, 2004
2,500.00



December 31, 2004
2,500.00



January 31, 2005
4,000.00



February 28, 2005
4,000.00



April 15, 2005

4,000.00*



TOTAL



$32,000.00

*Payment for the exhibit booth commissions (#11+), as stated above, will be invoiced on April 15th.

For Palisades Convention Management:

Leonard H. Klein, President, PCM



Date

For GOMACTech-05:

Ingham Mack, General Chair




Date

Sammy  Kayali, Program Chair




Date


Gerald M. Borsuk, Treasurer




Date











