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1.0 BACKGROUND
Data Solutions & Technology Incorporated (DST) is pleased to submit sources sought information in response to Solicitation Number HQ0015-05-SS-10132005 for the Defense Security Cooperation Agency (DSCA).  The Solicitation calls for WIF Conference and Meeting Support Services to provide administrative, logistical, and event management support for initiatives undertaken by the OSD (ISP) NATO, EURASIA, and DSCA.  DST’s past performance demonstrates our ability to provide service excellence and capability in conference, meeting and overall event management support.  DST maintains a pool of career professionals who are subject matter experts in Federal event management with a focus on administrative and logistical support.  DST offers DSCA supremely qualified personnel and a depth and breadth of corporate knowledge, background, and experience to meet Solicitation requirements and exceed the DSCA service expectations.  
DST is a small disadvantaged, woman-owned, veteran-owned business offering over ten (10) years of Federal experience providing Administrative, Information Technology and Program Management support services to numerous Federal Agencies including the Department of Defense (DoD), Department of Energy (DoE), Department of Transportation (DoT), Department of Commerce (DoC), and Department of Education (DoED).  DST’s superior reputation for completing Federal contracts with the utmost quality and effectiveness has resulted in 100% repeat Agency business.  DST views the DSCA as a key partner in its success and growth and looks forward to continuing this tradition.
2.0 APPROACH
DST brings solid corporate and personnel expertise to compete for this sources sought requirement.  Based on our extensive Federal experience, we know the importance of employing the right people, along with the right knowledge and skills, to surpass the DSCA service expectations.  DST brings consummate administrative support, at managerial and operational levels, that will enable the DSCA to focus on meeting core mission objectives.  We understand the vital role that DSCA plays within the scope of the Department of Defense (DoD), and the criticality and importance of ensuring that all aspects of event planning are carried out with accuracy, organization, and finesse.  DST recognizes that DSCA is a highly visible organization and will align our skilled resources to perform each and every task with pin-point precision, excellence, effectiveness, and according to policy and procedure.  Our corporate tagline is “doing the right things right the first time”, which translates into marked efficiency and cost-effectiveness for the DSCA.  
3.0 PERSONNEL QUALIFICATIONS

DST maintains a pool of personnel of the highest professional caliber who know how to lead, manage, and execute event planning at the Federal agency level.  Our personnel facilitate all aspects of conference and meeting support across geographic areas, and travel as needed to fulfill the event requirements and ensure that all service expectations are not only met, but exceeded.  With our wealth of corporate knowledge and bottom-up experience in the administrative and logistical support components of event planning, DSCA can be assured that every facet of the services we provide will be managed and executed based on industry best practices within the Federal event planning industry.  We will act as a finely-honed operation to provide support services to the DSCA community that will blend seamlessly within the organizational environment.  As the primary Point of Contact (POC), every member of our Team will focus all efforts on building working relationships with the DASDs, Principal Directors, and OSD and DSCA country desk officers to facilitate event planning efforts spanning the OSD (ISP) EURASIA, NATO, and DSCA.  Known for our “big business capability with small business customer service,” DST is poised to meet and exceed the DSCA’s service expectations for future contracts.  Exhibit 3.0 illustrates the core personnel qualifications of DST’s Federal event management personnel.
Exhibit 3.0.  DST Core Personnel Qualifications
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4.0 MANAGEMENT PLAN
Our conference and meeting support managerial personnel will be the single point of contact to the DSCA daily, providing day-to-day oversight of administrative and logistical services in support of event management.  Exhibit 4.0 illustrates our knowledge and understanding of the DSCA community support requirements.

Exhibit 4.0.  The DSCA Community.
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We envision providing conference and meeting support for initiatives undertaken by the
We envision providing conference and meeting support for initiatives undertaken by the DSCA community.   DST will provide the DSCA staff with the best in event planning managerial expertise to ensure that the organization can focus all its resources on meeting key mission objectives.  Our seasoned management personnel are adept and effective communicators in conveying observations and recommendations in a variety of forums.  DST’s subject matter experts in event planning possess both the skill and passion to understand the DSCA’s organizational mission and the importance of developing the right resources in support of that mission.  Our primary responsibility will be to ensure the quality and on-time delivery of all services delivered under a future contract.  
DST has a proven, effective, low-risk Management Plan, shown in Exhibit 4.1, for providing administrative services in support of the DSCA.  Our approach clearly defines project planning, management, monitoring, control, and scheduling activities as well as lines of authority and operational responsibility.  
Exhibit 4.1.  DST Management Plan

	Service Element
	DST 

Management Objective
	Action Items

	Seamless Start-Up 
	Achieve complete staffing before Start-Up
	Review proposed staffing with Contracting Officer (CO) 

	DST Management 
	Develop specific Standard Operating Procedures (SOPs) in alignment with the DSCA mission objectives
	Discuss and review of SOPs with CO

	Reporting & Documentation 
	Delivery of accurate and timely work deliverables as required 
	Review all report formats with CO  

	Experienced Staff
	Guarantee of full staffing daily to meet surge requirements
	Monitor staff attendance and performance

	Performance Measurement
	Timely, accurate, outstanding deliverables 
	Submit Monthly Management Report by the 10th of each month to  CO  

	Quality Assurance
	Quality Control Plan (QCP) Implementation
	Employ preventive and corrective QC actions

	Accuracy
	Ensure accuracy across specific work 
	Random quality checks by DST Program Manager (PM)

	Proactiveness
	DST PM becomes familiar with the DSCA workflow and workload
	DST PM routinely monitors monthly trends

	Detail-Orientation
	Continuous cross-training
	Reduces errors/prevents stagnation

	Customer Service
	Tasks are performed in a polite, helpful spirit of cooperation and service
	Ensure responsiveness to customer inquiries


5.0 PAST PERFORMANCE
As premier providers of Conference and Meeting Support Services, DST is poised to provide top-notch talent, backed by a depth and breadth of corporate experience that will meet or exceed the DSCA’s performance requirements.  Exhibit 5.0 profiles our past performance references included in this Sources Sought response.  
Exhibit 5.0.  DST Past Performance Profile
	Conference and Meeting Support Services Tasks
	Department of the Navy

 N00014-04-D-0332


	U.S. Department of Energy
DE-AC01-AD86258
	U.S. Department of Energy
DE-AC01-05ME800
	U.S. Department of Energy
DE-AC01-SO30241
	U.S. Department of Energy
DE-AC01-ME11829

	1.
	OCONUS Support
	X
	X
	
	
	

	2.
	CONUS Support
	X
	X
	X
	X
	X

	3.
	Full-cycle Event Management
	X
	X
	X
	X
	X

	4.
	Conference Planning
	X
	X
	X
	X
	X

	5.
	Meeting Coordination
	X
	X
	X
	X
	X

	6.
	Travel Administration
	X
	X
	X
	X
	X

	7.
	Country Clearance Processing
	X
	X
	X
	X
	X

	8.
	Agenda Development
	X
	X
	X
	X
	X

	9.
	Protocol Interfacing
	X
	X
	X
	X
	X

	10.
	Language Support
	X
	X
	
	
	

	11.
	Meeting Minutes Preparation
	X
	X
	X
	X
	X

	12.
	Event Documentation
	X
	X
	X
	X
	X

	13.
	Information Fulfillment
	X
	X
	X
	X
	X

	14.
	Meeting Analysis
	X
	X
	X
	X
	X

	15.
	Work Plan Development
	X
	X
	X
	X
	X

	16.
	Location/Venue Planning
	X
	X
	X
	X
	X

	17.
	Outside Agency Requirements Management
	X
	X
	X
	X
	X

	18.
	COR Relationship Management
	X
	X
	X
	X
	X

	19.
	Drafting Correspondence
	X
	X
	X
	X
	X

	20.
	Cost Estimation/Benefit Analysis
	X
	X
	X
	X
	X

	21.
	Follow-up Management
	X
	X
	X
	X
	X

	22.
	Logistics Management
	X
	X
	X
	X
	X

	23.
	Funds Processing
	X
	X
	X
	X
	X

	24.
	Events Documentation, Collateral, Tokens 
	X
	X
	X
	X
	X

	25.
	Electronic Media Distribution
	X
	X
	X
	X
	X









































Shuttle Services Procedures





Mail Safety Practices & Procedures




















Five (5) Years Average Experience for Operational Roles





Scope of NOAA Requirements





NOAA Mailroom and Courier
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Large-scale, Agency-wide Coordination Proficiency 








Knowledge of DoD Regulations, Processes and Procedures











World-class Event Planning Acumen





Polished, Helpful Approach 





Effective Communication 





Training Components





Top-notch Administrative & Logistical Expertise











Ten (10) Years Average Experience for Managerial Roles
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Superior Organizational Talent





Implementation of Industry Best Practices








DST Core Personnel Qualifications: Event Management





USPS Regulations & Guidelines





Mail Industry Customer Service Best Practices
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