
From: Ivins Bruce E USAMRIID
To: Bruce Ivins; 

Subject: FW: Agreement for Anthrax meeting
Date: Tuesday, November 16, 1999 9:16:22 AM
Attachments: anthraxtemplate.doc

 and everyone else,
        Please read over the enclosed document and provide feedback.

- Bruce

-----Original Message-----
From:

riday, November 12, 1999 5:00 PM
To: Bruce Ivins (E-mail)
Subject: Agreement for Anthrax meeting

> Bruce, attached is a proposal for ASM to manage the Anthrax meeting.  Let
> me know what you think.  Have a great weekend.
>
>  <<anthraxtemplate.doc>>
>
> 
> Meetings Manager
> American Society for Microbiology
> phone: 
> fax: 

>
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American Society for Microbiology


Initial Proposal to Manage the 4th International Conference on Anthrax


June 10 - 13, 2001


The purpose of this document is to provide guidelines in planning and implementation through ASM’s management of the 4th International Conference on Anthrax, to be held June 10 - 13, 2001, in Annapolis, MD.  By signature below of the organizers and ASM representative, this agreement is approved in concept.  A final signed contract providing further details, as well as a budget and project outline (timeline), will additionally be required for completion by February 4, 2000.


ASM will provide management services, including but not limited to:


Site Selection


ASM will participate, with the conference organizers, in the site selection of a location for the conference, including session rooms, poster area, registration area, meal provisions, and sleeping accommodations.  All contracts for chosen space will be signed by ASM, as financial representative, and all changes to contracted space will be approved by the organizers and ASM.


Printed Materials and Publicity


ASM will coordinate the production of all marketing and meeting materials for the Conference, including but not limited to the Call for Abstracts, Preliminary Program, Conference Program and Abstracts Book.  ASM will publicize the conference on its website, www.asmusa.org, and a personalized e-mail address will be established for the conference for ease in requesting information about the conference.  It is agreed that ASM will not produce a post-conference Proceedings publication.


Invited Program


A program committee, chaired by the organizer(s), will select topics and speakers for invited sessions.  ASM will, with the organizers, determine and them implement a communication plan to provide invitations and detailed program information to the speakers.


Abstract Processing


The Conference will use ASM's web-based abstract submission system, in addition to having the capability for submitters to submit abstracts on disk, by e-mail, and by postal mail.  ASM will accept the abstracts, organize them into categories, and produce packages for review by the program committee.  After review, ASM will input disposition information into its system, and ensure that all abstract submitters are contacted regarding their disposition and additional presentation details.  


Registration


ASM will manage the pre- and on-site registration for the Conference; collect conference registration fees using standard financial procedures; prepare badges and other registration materials; coordinate press and other media activities; and coordinate and order or produce all conference signage.  Agreed-upon reports will be obtained and verified by ASM at the meeting’s end.  Registration fees will be established once the conference expenses are finalized in order to completely cover the expenses.


Housing


ASM will coordinate and contract with hotels and other providers of sleeping accommodations as required to house all Conference registrants.  Once contracts are signed, information on the hotels will be provided in conference publicity, and hotel reservation arrangements are the responsibility of the individual registrant by contacting the hotel(s) directly.   


Third Party Contractors


ASM will contract with and manage all third-party contractors, including but not limited to a decorator (poster boards and signage), audio-visual company, hotels, tour providers, and the conference venue.


Food Service


ASM will order and manage all food service at the Conference.


Conference Timeline


In consultation with conference organizers, a timeline will be agreed upon at the time the budget is finalized.  Components will be the steps to conference completion, and the products and communications expected to be prepared.  Once deadlines are finalized, only minor exceptions to these deadlines can be made upon agreement by both parties.


Conference Operating Budget


The Organizers and ASM will agree upon a budget which reflects the pricing of all components and outputs of the meeting as well as the responsibilities of ASM.  Direct costs and ASM’s management fee will be included.  ASM will adhere to this working budget, and will consult with the organizers as necessary to adjust this budget.  


In order to accept financial liability by signing vendor and facility contracts, it is agreed that a cancellation insurance policy expense will be included in the conference budget. 


Conference Revenue


All income, including registration fees and any contributions solicited by the Organizers, will go to pay conference obligations and vendors and facilities with whom ASM signed contracts on behalf of the Conference.  Any surplus revenue after satisfying all obligations will be held by ASM in a 4th International Conference on Anthrax account for transfer to the 5th International Conference on Anthrax.


Termination


This contract may be terminated by ASM if, in its sole discretion, it finds that the Conference will not be able to meet its financial obligations or agreed upon project plan.  At that point, monies from cancellation insurance will be used to reimburse ASM for its losses.   Any revenue received at the point of termination will also be kept by ASM to satisfy any financial obligations.


Agreed:


__________________________________

__________________________________________


for the American Society for Microbiology

for the 4th International Conference on Anthrax


___________________
__________________


date
date





