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 Attachment 1


California Integrated Waste Management Board 

SCOPE OF WORK

The 2005 Used Oil Recycling/Household Hazardous Waste Conference
I. OBJECTIVES:  The purpose of this contract is for the Contractor to plan, together with the Integrated Waste Management Board (Board) and the Department of Toxic Substance (DTSC) staff, the 2005 Used Oil Recycling/Household Hazardous Waste (HHW) Conference (Conference), schedule to be held in a Southern California location.  The purpose of the Conference is to promote a sharing of information between Board staff, local government representatives, recycling and oil collection and HHW contractors, and non-profit entities working on used oil recycling programs in California.  This conference will provide relevant information on used oil recycling and HHW program issues; highlighting current research; new technologies; grant procedures; legislative, regulatory, and policy initiatives; and training for grantees.   
II. WORK TO BE PERFORMED:  The Contractor will plan and coordinate the 2005 Used Oil Recycling/HHW Conference in partnership with the Board’s Contract Manager (Contract Manager).

The conference shall have the following characteristics:

· Be five days in length and be held in the Southern California region;

· Accommodate up to 300 registrants, including speakers;

The contractor shall perform the following duties:

· Coordinate the meetings of each of the sub-committees to be determined by the Contract Manager.  The sub-committees are group of individuals who will focus on certain aspects of the conference.  For example, the sub-committee may include, but not be limited to, the program sub-committee, speakers sub-committee, vendor sub-committee, etc;

· Assist the sub-committees in the planning, implementing and execution of the conference;

· Coordinate both individual presentations and interactive workgroups;  

· Coordinate the interaction of various sub-committees with vendors, sponsors, and facility management; 

· Provide a vendor exhibit and product display program for up to 30 exhibitors;

· Provide for a display area for local governments and non-profit entities to showcase their materials and programs; and

· Provide for a small meeting and exhibit area for Board staff throughout the conference.

The Contractor will conduct all conference activities and require all subcontractors, vendors or service providers to utilize best waste management practices, including the reduction of waste generation, use of recycled content products, and proper reuse and recycling of all waste streams generated while preparing and conducting the forum.  The contractor will also require vendors to model similar practices in the exhibit area.  Further, the Contractor will advocate and model energy efficiency to all subcontractors and service providers and design the vendor exhibits in an energy efficient manner.

III.  TASKS TO BE COMPLETED: The Contractor will complete the following tasks.  All tasks are subject to the Contract Manager’s approval.

1. SECURE A FACILITY FOR THE EVENT  The Contractor will identify several potential locations in Southern California for the event, accessible to attendees and vendors.  The Contractor will outline the potential locations identifying all potential costs, space available, lodging costs and amenities for attendees, benefits of each location and concerns.  In evaluating potential facilities, the Contractor will only consider facilities that follow waste management principles that encourage the minimization, reuse and recycling of waste, procurement of recycled content products and development of energy efficient operations.  The facility should participate in any “green hotels” or “green building” networks available or at least demonstrate a support of these principles.  Selection of a final facility will be approved in writing by the Contract Manager. After selection, the Contractor will enter into a contract with the facility, on the Board’s behalf.

2. DEVELOP CONTENT AND STRUCTURE OF THE CONFERENCE  In partnership with the Contract Manager, the Contractor will assist the sub-committees in developing a conference design to foster networking, large group and small group discussions, effective time with vendors, and concurrent tracks which meet the needs of the diverse group of attendees.

3. COORDINATE CONFERENCE LOGISTICS  The Contractor will make all facility arrangements including, but not limited to, assessing meeting room needs, making arrangements for room set-up, providing signage for identification and direction, arranging meals, and providing for audio/visual requirements.  In coordinating these details, the Contractor will work with the proposed facility to assure the facility follows waste management principles that encourage the minimization, reuse and recycling of waste, procurement of recycled content products and development of energy efficient operations. The Contractor will also work with the sub-committee in arranging, promoting and coordinating social events during the conference. 

4. DESIGN CONFERENCE GRAPHICS  The Contractor will work with the Contract Manager, sub-committee and Board Graphics staff to design a consistent graphic image for all conference materials.  This design will be used on conference registration materials for attendees and vendors, websites, printed session materials, nametags, forum guide, and all signage for the event. 

5. COORDINATE SPEAKER PARTICIPATION  The Contractor will contact speakers designated by Board staff and sub-committees.  The Contract Manager will provide names and contact information.  If additional speakers are needed, the Contractor shall develop a list of potential speakers, contact the speakers and negotiate appearances of speakers.  The Contractor with the assistance of the Contract Manager will contact a small number of local government and non-profit grant recipients, and other Board contacts to solicit speakers.  The Contractor shall compile and submit copies of all abstracts received to the Contact Manager for speaker selection.  The Contractor will request biographies, abstracts and supporting materials for all presentations and coordinate the completion of these items directly with speakers.  

6. DEVELOP AND DISTRIBUTE CONFERENCE ANNOUNCEMENTS AND REGISTRATION MATERIALS  The Contractor will provide announcements of the conference at least 12 weeks prior to the event and registration materials at least eight (8) weeks prior to the event.  The Contractor shall deliver all registration materials and update information via email or mail (as needed).  The Contractor shall also have available registration information on-line with links established from the Contractor’s website and Board website to reduce resource use, waste and costs.  Contract Manager must approve any changes to the website, address, or links.

7. COORDINATE THE REGISTRATION OF ALL ATTENDEES AND SPEAKERS  The Contractor will receive and process all registrations for the event, ensuring that all attendees and speakers have provided adequate information for tracking and evaluation.  Contractor will confirm in writing the registration of all attendees two (2) weeks prior to the conference.  The Contractor will keep the Contract Manager informed of the status of registration and track attendees by jurisdiction on a weekly basis for follow-up prior to the event.

8. COORDINATE VENDOR PARTICIPATION  The Contractor will contact vendors for participation in the vendor exhibit.  Contact lists and information will be provided by Board staff.  If a vendor should sponsor an event, the Contractor will assist in promoting and informing the participants of the event.  The Contractor will work with each recommended vendor to develop a full exhibit with a balance of types of business represented.  Contractor will develop ad space in the forum guide for vendors and coordinate the receipt of acceptable ad copy from each exhibitor.  All information regarding registration, travel, shipping and set-up arrangements will be provided to the vendors by the Contractor. 

9. CONFIRM SPEAKERS, MODERATORS, ROOM MONITORS, ATTENDEES, AND VENDORS PARTICIPATION  The Contractor will develop a confirmation packet of information to be approved by the Contract Manager and sent to all participants two weeks prior to the conference.  

· For attendees, this will include information that will assist the participants in their own arrangements such as parking and shuttle availability.  (Individual attendees are responsible for their own travel arrangements and costs.)  

· For dignitaries and speakers, this confirmation will include copies of all information provided such as biographies and session summaries.  The packet will also confirm any travel arrangements coordinated by Contractor’s staff and any fee reduction provided.  

· For moderators and room monitors, this confirmation will include copies of all information provided such as biographies and session summaries of the sessions they are responsible to moderate or act as room monitors.  Contractor shall also provide training on the responsibilities of a moderator and room monitors.

· For vendors, this confirmation will include registration information of all representatives, exhibit set-up guidelines, shipping arrangements, clean-up responsibilities, and transportation issues specific to the exhibit, as well as ad copy for the guide.

The Contractor will provide a confirmation packet to confirm in writing the registration of each attendees, vendors, speakers and guests.  The confirmation notice and packet will include information specific to their role in the conference.

10. SOLICIT GRANTEE ATTENDANCE  Three weeks prior to the event, the Contractor will phone a representative of each Used Oil Block Grant lead jurisdiction and active non-profit agency grantee that does not already have a representative registered, to increase registration.  Contractor will document each contact and response and submit these to the Contract Manager for review and additional direction.

11. DEVELOP CONFERENCE GUIDE AND MATERIALS  The Contractor shall develop a draft of the conference guide, including session descriptions, advertisements, attendees list, and general layout for review by the Contract Manager no less than four (4) weeks prior to the event.  The final version of the guide and any other written materials will be approved by the Contract Manager before printing.  Contractor will arrange for the printing and shipping of all conference materials with an emphasis on minimizing the volume of paper generated..

12. MONITOR AND CONFIRM ALL FACILITY ARRANGEMENTS  Contractor will check at least twice each week that all information being provided to conference participants by the hotel or conference facility is accurate and that all room block arrangements are in place.  Contractor will confirm all room set-up, food, audio-visual and other facility arrangements and review all details with the Contract Manager two weeks prior to the event and again one to two days prior to the event.

13. PROVIDE ON-SITE COORDINATION DURING THE CONFERENCE  The Contractor will coordinate all activities during the event including registration and check-in, vendor support, audio-visual set-up, and catering follow-up.  The Contractor will act as the point of contact for facility personnel for any issues that arise during the course of the conference.

14. PUBLISH AND DISTRIBUTE CONFERENCE PROCEEDINGS  The Contractor will compile presentation material, session information, notes and handouts for distribution on-line and in hard copy format.  This information shall also be reproduced onto a CD.  The materials contained on the CD shall be organized with the proper title and session block and distributed to conference participants.

15. COMPLETE A FINAL REPORT OF THE CONFERENCE  Using evaluation forms approved by the Contract Manager, the Contractor will evaluate the sessions and the overall forum including the registration process, facility, and follow-up by Board staff and Contractor staff.  The Contractor will contact each vendor directly to assess their participation in the event and any suggestions for improvement.  The Contractor will prepare a report of the following:

· Summary of the evaluation and an analysis of the results;

· Vendor’s assessment of the conference based on personal contact after the conference;

· Contractor’s assessment and recommendations of the conference and changes for future conference;  

· Results of the conference, including all issues, concerns, criticisms, recommendations of attendees;

· List of participants with name, organization, address, phone number, email address in an excel spreadsheet; and

· A CD including all speakers’ presentation material, session information, notes and handouts given during the conference organized by workshop sessions.

Contractor will also prepare and mail certificates of appreciation to all speakers, vendors, and others as identified by the Contract Manager.

IV. TIME LINE (Changes to this timeline are subject to the prior written approval of the Contract Manager.) 

Task 1
Secure A Facility For The Event   
August 2004

Task 2
Develop Content And Structure Of The Conference   
August 2004

Task 3
Coordinate Conference Logistics         (starting dates)
Aug./Sept. 2004

Task 4
Design Conference Graphics
Sept. 2004
Task 5
Coordinate Speaker Participation 
Oct 2004 

Task 6
Develop and Distribute Announcements & Registration Materials
Oct 2004

Task 7
Coordinate Registration Of Attendees And Speakers   
Oct-Feb 2004/05

Task 8
Coordinate Vendor Participation
Oct-Feb 2004/05

Task 9
Confirm Speakers, Moderators, Attendees, and Vendors Participation   Jan 2005

Task 10
Solicit Grantee Attendance  
Jan 2005

Task 11
Develop Conference Guide And Materials   
Oct-Feb 2004/05

Task 12
Monitor and Confirm Facility Arrangements
Nov/Dec 2004
Task 13
Provide On-Site Coordination During the Conference
March 2005

Task 14
Publish & Distribute Conference Proceedings
Jan-Mar 2005 Task 15
Complete A Final Report Of The Conference  
May 2005

V. COPYRIGHTS AND TRADEMARKS

Contractor shall establish for the Board good title in all copyrightable and trademarkable materials developed as a result of this Scope of Work.  Such title shall include exclusive copyrights and trademarks in the name of the State of California, California Integrated Waste Management Board. 

VI. WASTE REDUCTION AND RECYCLED-CONTENT PRODUCT PROCUREMENT 

In the performance of this Agreement, the Contractor shall use recycled content, used or reusable products, and practice other waste reduction measures where feasible and appropriate.  

Recycled Content Products:  In the performance of this Agreement, the Contractor shall purchase used and/or recycled-content products as set forth on the back of the Recycled-Content Certification Form (CIWMB #74C) available at http://www.ciwmb.ca.gov/Contracts/Forms/. All recycled-content products purchased or charged/billed to the Board that are printed upon, including but not limited to promotional items, publications, written materials, and educational brochures, shall have both the total recycled content (TRC) and the postconsumer (PC) clearly printed on them. For assistance in locating recycled-content products, please search the recycled-content product database available at: www.ciwmb.ca.gov./RCP.  If after searching the database, the Contractor is unable to find recycled-content products, please notify the Board’s Contract Manager for assistance.

Contractor should, at a minimum, ensure that the following issues are addressed:  
A.  WRITTEN DOCUMENT PROVISION 
All documents and/or reports shall be printed double-sided on 100% postconsumer (PC) paper.  If the Contractor does not believe that 100% PC paper is appropriate for the publication, such as a document with many full color photos, the Contractor may request to use a lower PC paper. However, no paper shall be used that contains less than 50% PC fiber.  All papers containing less than 100% PC fiber, must be approved by the Contract Manager prior to the substitution. The paper should identify the postconsumer content of the paper (i.e., “printed on 100% postconsumer paper”).  

When applicable, Contractor shall provide the Contract Manager with an electronic copy of the document and/or report for the Board’s uses.  When appropriate as determined by the Contract Manager, only an electronic copy of the document and/or report shall be submitted and no hard copy shall be provided.

To the greatest extent possible, soy ink instead of petroleum-based inks should be used to print all documents.  
B. CONFERENCING PROVISION 
The Contractor shall take any and all steps necessary to make sure that the Event is a model for future recycling, waste prevention, diversion, buy recycled, and waste management events.  

Paper Products:  All paper products used to fulfill the requirements of this contract (nametags, badges, letters, envelopes, brochures, etc) shall be printed double-sided on 100% postconsumer (PC) paper.  If the Contractor does not believe that 100% PC paper is appropriate for the product’s use, the Contractor may request to use a lower PC paper.  However, no paper shall be used that contains less than 50% PC fiber.  All papers containing less than 100% PC fiber, must be approved by the Contract Manager prior to the substitution. 

The paper used for written documents should identify the postconsumer recycled content of the paper (i.e., “printed on 100% postconsumer paper”).  When applicable, the Contractor shall provide the Contract Manager with an electronic copy of the document and/or report for the Board’s uses.  When appropriate as determined by the Contract Manager, only an electronic copy of the document and/or report shall be submitted and no hard copy shall be provided.

Soy-based Printing Ink:  To the greatest extent possible, soy ink instead of petroleum-based inks should be used to print all documents needed for the event.  
Re-usable Cups, Plates & Utensils:  To the greatest extent possible, the Contractor shall use re-usable/washable utensils, dishes, tableware, etc. rather than single-use disposable products. If re-usable products cannot be used, compostable products shall be used.

Leftover Food/Beverages:  All leftover food and/or beverages associated with the event shall be donated to an established food donation outlet.  Arrangements for the donation must be made prior to the date of the event.  Board staff will assist the Contractor in identifying these donation outlets, if needed.

Recycling/Composting:  Arrangements must be made with the venue, sponsor, or by contract, to provide adequate collection bins for recyclables, organics (food waste) or biodegradable materials, and trash (non-recyclables).  The bins should contain at least 30% postconsumer material.  In addition, the Contractor shall work with the venue and/or sponsors to maximize diversion of the discarded materials.

VII.

DOCUMENTS FOR PUBLICATION 

All documents and/or reports drafted for publication pursuant to this Agreement shall adhere to the Board’s Guidelines For Preparing CIWMB Reports (available upon request) and shall be reviewed by the Board’s Contract Manager in consultation with the a Board editor.  
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