Legendary Service…Outstanding Performance…Since 1947

Who Is Courtesy Associates?

Courtesy Associates is one of the largest, most experienced professional services firms in the industry with a staff of 40 dedicated employees with a total of 210 years of meeting experience. Since 1947, Courtesy has:

· Planned/managed over 11,000 conferences large and small for 12 to 12,000 attendees

· Assisted over 75,000 doctors and scientists with travel arrangements, lodging, and other logistics for scientific exchange programs

· Prepared promotional campaigns and supported market strategies and publications development for dozens of clients

· Supported websites, managed direct mail campaigns, and sold exhibit space for clients ranging from medical to high-tech arenas.

Courtesy manages over 350 meetings and exhibitions annually, and for years has been rated in the Washington Business Journal as one of the top 3 event planning firms in the Washington, DC, area.

Courtesy’s Long-Term Relationships: 

· Over 1,000 meetings each for the National Institutes of Health (NIH) and the Public Health Service (PHS) 

· Support services to over 30 Agencies for over 40 years

· Meetings on AIDS, Hepatitis C, and other diseases for the U.S. Department of Veterans Affairs 

· Dozens of meetings and events for the U.S. Department of Justice

· Solid partnerships with 8(a) and small businesses.

We Have Worked with:
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We Can Help with Your:

· Meeting planning/coordination – Domestic and international – site selection, contracts, registration, budgets, promotion/publications, audiovisual arrangements, onsite logistics

· [image: image3.png]GSA



Exhibit sales/management and arrangements (sales, sponsorships, space, prospectus, setup, etc.)
· Travel arrangements – domestic and international – itineraries, lodging, per diem

· Editorial services – editing, writing; reports, documents, proceedings, brochures, articles

· Design/production – print and online – publications, presentations

· Distribution – mailings, direct mail, electronic

· Promotional campaigns – materials, banners, logos, slides
· Marketing – research and strategy development.
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Contracting with Courtesy 
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Couldn’t Be Easier 

Save time and effort—you no longer have to write long statements of work or review dozens of proposals. Contract directly with Courtesy, or use existing contracts available for any Government agency to use. 
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Use the GSA Schedule. 
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Courtesy is on the Marketing, Media, and Public Information (MMPI) Schedule, SIN 541-5 (Contract 
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#GS-23F-0274M). This contract gives all agencies rapid, convenient access to quality conference management, events planning, and marketing services. Benefits include:

· A broad range of labor categories 

· No requirement is too small or large

· Pre-negotiated terms and rates provide a fast procurement cycle 

· An extremely low GSA contract fee of .75%.

Use the CATS Contract. Courtesy’s multi-year, IDIQ contract with NIH to provide Conference, Administrative and Travel Support Services (CATS) (Contract #263-03-D-0009) allows work to be performed by any agency under separate Task Orders. Benefits include:  

· Pre-approved rates and terms provide fast turnaround of Task Order (usually within 5 days)
· No processing fee for NIH Institutes  

· A very low NIH administrative fee of 1% of the funded Task Order for non-NIH agencies. 

What Our Clients Say:
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In an independent Dun & Bradstreet survey of our 20 largest clients, we received an overall 

average satisfaction rating of 95%.
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“We continue to be impressed by Courtesy Associates and your staff and look forward to having you manage further meetings for us.”

    –Chief Consultant, Public Health Strategic Health Care Group, U.S. Department of  Veterans Affairs
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“We in the Secretary’s office appreciate the hard work that you and the SAMHSA [Substance Abuse and Mental Health Services Administration] staff have put forth to make this conference a success.”

–Assistant to the Secretary, Health and Human Services

Office of Intergovernmental Affairs

Response to Terrorism Summit
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  √  CONFERENCE

    √  ADMINISTRATIVE

      √  TRAVEL

        √  MARKETING


    Services for

    All Government Agencies
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COURTESY ASSOCIATES





For additional information, contact:





Ms. Susan Dolibois 


Director of Government Programs 


202.367.2352, sdolibois@courtesyassoc.com





Ms. Sherry Watkins


Director of Marketing


202.367.2312, swatkins@courtesyassoc.com





Ms. Alison Frisch 


Government Programs Coordinator 202.367.2457, � HYPERLINK "mailto:afrisch@courtesyassoc.com" ��afrisch@courtesyassoc.com�











2025 M Street N.W., Suite 800


Washington, DC 20036


Phone: 202.331.2000    Fax: 202.331.0111


www.courtesyassociates.com
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We have worked in 58 U.S. cities as well as 31 international cities in the last 3 years alone
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“For the past 20 years, I have enjoyed working with Courtesy Associates…Courtesy has always been extremely professional. We cannot succeed without the expertise of the Courtesy staff and look forward to more years of continuing our working relationship.”


     –Project Officer, National Cancer Institute, 


National Institutes of Health








“Without your hard work and diligence during my recent trip to the U.S./Mexico border, we would not have been able to accomplish what we did as smoothly as we did.  Thanks again for a job well done.”


     –Office of the Secretary of Health and 


Human Services








“Thanks and appreciation for a wonderful job in organization and onsite arrangements.”


    –Chair, Conference Committee, International Conference on Antiviral Research








Domestic and International Experience:
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