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STATEMENT OF WORK

Procurement Offices and Human Resources Support Services Contract

__________________________________________________________________________________________

1.0
PURPOSE

The Contractor shall provide computer-related development services and administrative services to the NASA Johnson Space Center.

2.0
SCOPE

The Contractor shall perform firm-fixed price activities in support of this contract. Overtime may be required to perform the tasks described below.  Overtime must be approved by the Government in advance.

2.1
HUMAN RESOURCES FIRM-FIXED PRICE (FFP) ACTIVITIES

The activities shall include software analysis, design and development; computer programming; database and configuration management; systems and data analysis, software verification and validation; and human resources activities.  The Contractor shall support the activities described below.

2.1.1
Human Resources Data Maintenance and Data Base Support

The Contractor shall provide data entry to the JSC Personnel Office databases. The Contractor shall prepare reports from the astronaut selection database; the college recruiting/unsolicited applications database on new applications and application updates, and various other databases. The Contractor shall input data into these databases and produce reports or award certificates.

2.1.1.1   Human Resources Administrative Team

The Contractor shall work as a member of the Human Resources (HR) Administrative Team.  The Contractor shall assist other clerical and support personnel of the organization in the performance of their duties when workload, leave, or other circumstances warrant.

The Contractor shall provide support for the HR Services Branch Customer Service Desk. 

The Contractor shall receive visitors and telephone inquiries for the Human Resources Office (HRO).  The Contractor shall provide routine information to callers and visitors on HR programs and services in a timely manner and direct inquiries to appropriate personnel when necessary.

The Contractor shall work with the Official Personnel Files by filing, retrieving, and copying information as for HR personnel and employees as appropriate.   The Contractor will ensure and protect the privacy of all confidential information.

The contractor shall provide word processing services to the office by preparing or creating letters, presentation charts, memoranda, or other documentation.  These may be a draft input provided to the Contractor through paper or electronic means or may come in the form of a correspondence, directive, regulations, etc., that the Contractor shall personally take action on.  The final product shall meet the grammatical and mechanical conventions based on the current edition of NHB 1450.10, “NASA Correspondence Standards Handbook,” the U.S. Government Printing Office Style Manual and the Quick Reference Guide, the current editions of the 
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Business English Worktext, and the Gregg Reference Manual.  The Contractor shall obtain appropriate signatures for this documentation and prepare appropriate data packages to go with the documentation.  The Contractor shall be knowledgeable of and remain proficient in current JSC software packages identified in the appropriate standard load.  

The Contractor shall provide meeting services to include scheduling (or rescheduling)/coordinating with all parties invited to the meeting and providing telecommunications services and conference room services.  In the event an invited party cannot participate, the Contractor shall ascertain the reasons why and report the reasons to the requesting party.  Telecommunication services will include all scheduling/coordination with the Marshall Space Flight Center communications contractor and other parties notified to participate in the call.  The Contractor shall prepare agendas and minutes, provide copies, and fax materials as appropriate in support of the meetings.

The Contractor shall gather input for the HRO Weekly Activity Report, compose the report using proper formatting and grammar, and submit it electronically to the HR Director’s Office in a timely manner.

The Contractor shall process JSC Organizational Change Request Forms (Form 711) when initiated by the Human Resources Management Branch.  The Contractor shall use the information gained from the completed Form 711 to update and maintain the JSC Organization Database, JSC Performing Organization Codes List, and the JSC Organization History Chart.  The Contractor shall distribute copies of the completed Form 711 to the designated points of contact, and retain the original Form 711 for the Human Resources Office records.

2.1.1.2   Astronaut Selection

The Contractor shall provide clerical support for the Astronaut Selection Office. 

The Contractor shall review incoming mail and determine appropriate action to be taken. 

The Contractor shall answer the Astronaut Selection Office phone and provide information on the Astronaut Candidate (ASCAN) Program to the callers.  The Contractor shall input names and addresses from individuals requesting information on the ASCAN Program into a computer database.  The Contractor shall print mailing labels from a computer database. 

The Contractor shall organize and order brochures, pamphlets, pictures, and other supplies used to mail out to individuals requesting information on the ASCAN. 


The contractor shall fill out the basic information of a summary sheet for each new application received. The contractor shall input the information from the summary sheet into a computer database after it has been completed.  The contractor shall prepare an application folder for each application to include all application forms.  The file will be appropriately labeled and filed in the appropriate file cabinet.

The Contractor shall send out receipt acknowledgment notices for each application and application update received.  The Contractor shall pull the summary sheet and application folder for each application update received.  The Contractor shall file the application update forms in order in the application folders. 

The Contractor shall input the updated information from the summary sheet into a computer database after it has been completed.  The Contractor shall use the Applicant Database to generate reports by various categories.  


The Contractor shall support the Astronaut Selection Office in the biennial selection process.
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2.1.1.3  NASA College Scholarship Program

The Contractor shall provide clerical support for the NASA College Scholarship program.  

The Contractor shall provide meeting services and shall prepare all necessary correspondence, memoranda, presentation charts, or other documentation in support of the program following all NASA correspondence standards.

The Contractor shall receive and maintain the official records of all incoming scholarship applications.  The Contractor will input data from these applications into the program database and prepare reports from this database as necessary.  The Contractor will make copies of all applications and sanitize the copies to ensure that all references to gender, race, and locale are deleted.  The Contractor shall make copies of the sanitized applications for the Selection Committee to review.

2.1.1.4  Texas Aerospace Scholars Support

The Contractor shall provide clerical support for the Texas Aerospace Scholars Program.  This support will include data entry, student folder preparation and management, correspondence preparation including mail merges, and presentation chart preparation.

The Contractor shall prepare the proper paperwork for NASA badging procedures and obtain the proper signatures for approval.

The Contractor shall provide oral and written communication with legislators, students and parents.

The Contractor shall maintain student checklists, travel information, hotel assignments, contact information and other pertinent information as required to ensure the smooth operation of the program.

2.1.1.5  College Recruiting Support

The Contractor shall provide clerical support for the College Recruiting Program.  This support will include preparing recruiter training packages, preparing correspondence, and ordering recruiting materials.

The Contractor shall also develop and manage a filing system designated for preferred schools as determined by the program lead.

2.1.1.6  Exchange Operations Support

The Contractor shall provide clerical support for the Exchange Operations office when workload, leave, or other circumstances warrant.  This support will include meeting services, phone and office coverage, preparation of letters, presentation charts, memoranda, or other documentation following all NASA correspondence standards.

2.1.1.7  Awards Office Support

The Contractor shall provide clerical support for the Awards Office when workload, leave or other circumstances warrant.  This support will include receiving awards information from Administrative Officers in other organizations, inputting the information into an on-line system, printing award certificates, and returning them to the Administrative Officers.  The Contractor shall also work with the Printing Office to produce certain 
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award certificates, obtain the correct signatures for the awards and distribute them to the appropriate Administrative Officers.

2.1.1.8  Deliverables

The deliverables shall include:

                                         DELIVERABLE                                              QTY          FREQUENCY

	Awards Processed Reports
	1
	Monthly

	Award Certificates Reports
	1
	Monthly


2.1.2
Qualification and Evaluation Statements

The Contractor is to develop final written packages of Senior Executive Service (SES) Qualification and Evaluation Statements as required. These packages document a selectee’s qualifications for entry into the SES in the format required by the Office of Personnel Management (OPM).  The Contractor will be furnished with OPM requirements, sample packages, background data, and specific examples for each SES candidate. For each candidate, the Contractor will be expected to expand and develop this material into a final product, which meets JSC, Headquarters, and OPM requirements. The Human Resources Management Branch and candidates will be available for interview, if required. 

2.1.2.1
Deliverables

The deliverables shall include:

                                                         DELIVERABLE                                          QTY

	SES Qualification & Evaluation Statements
	      (as required)



                                      [Hard copy and disk]

2.1.3 Texas Aerospace Scholars Program Website Support

2.1.3.1  Content Support

2.1.3.1.1 Scope of Work

The Johnson Space Center (JSC) Human Resources Office requires contractor support for the Texas Aerospace Scholars Program (TAS) in the areas of Web site hosting and Web site maintenance.

The scope of this support includes, but is not limited to the following activities:

· Perform hardware and software requirements definition;

· Design, testing, implementation management and subsequent configuration management pertaining to the TAS Web site

· Oversight and technical review of system specifications and documentation for quality assurance.

· Provide design, installation and system administration support for the TAS Web site.

· Assist in the design and construction of other JSC Education Web sites as workload permits.
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2.1.3.1.2  Performance Standards

The Contractor shall comply with all JSC IT policies.

The Contractor shall ensure that HR management approves all information disseminated on the Web pages.

The Contractor shall ensure that information is provided within schedule guidelines. Schedules will be coordinated and negotiated with the JSC Subtask Manager.

2.1.3.1.3  Task Descriptions

Specifically, the Contractor shall:

Run Link Check

· Contractor shall perform a weekly link check on the Web site

· Contractor shall correct any broken links detected 

Run Bobby Software 

· Contractor shall perform a monthly accessibility check on the Web site

· Contractor shall correct any Priority 1 accessibility errors detected

Web site Maintenance:

· Maintain What’s New Box for Teacher’s Page

· Create standardized reports from the database

· Maintain Mentor, Teacher, Scholars, and Co-op form for database

· Maintain Mentor application database

· Maintain Quiz score and feedback on quiz submissions with database reports

· Reposting of Functioning (tested) Communications Link, previous assignments, and delete-corrupted assignments

· Add/Revise “Talent Release Form” and change heading, tables, and links (for printout, not online submission)

· Reorganize the students into their newly formed Project Teams (once team assignments are made)

· Maintain “Banquet” information

· Create “Ask the Scientist” page and link

· Maintain the TAS database

· Combining of separate databases for downloads and access:  quiz, homework, personnel, travel, evaluations

· Ability to access and edit previous archives

· Archive current year’s participant dependant information in September and prepare Web site for next school year

· Add travel form rec’d, permission rec’d, and medical form rec’d check boxes on student info page

· Program evaluations from students and staff updated and accessible - databases

· Create homework listings under student pages

· Edit homework curriculum and glossary upon delivery

· Create links to and post final projects (May-June)

· Provide weekly Web site Postings (Letters, Press Releases, Revisions)
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· Posting of Teacher, Mentor and Co-op Biographies (78 photos and text)

· Add Travel Information Boxes on student info pages, and make available for edits

· Convert static HTML pages built outside of FrontPage into FrontPage Format

· Convert all Active Server Page (ASP) pages to Cold Fusion Format 

· Maintain all databases in Microsoft Access

· Maintain all existing TAS Web pages

· Estimate of 1000 HTML pages with approximately 356 Active Server Pages

· Update changes to come from TAS administrators via email

· Eventually allow direct access to TAS staff, if feasible, factoring in security concerns

· Deliver full program on CD tri-yearly (May, September, and December)

· Upon termination of contract, deliver all materials produced and maintained for the TAS program to the ITSSC Contracting Officer

· Develop a “My TASP” page that is customized to the user that is logged-in.

2.1.3.1.4   Additional Requirements

NASA Unique Application Training – The contractor may incur cost for required NASA unique training.  The Subtask Manager, prior to enrollment, will approve each training session.

2.1.4
Human Resources Office Information Systems, Training, Applications Development 


Maintenance, and Database Administration Support

The Contractor shall provide information systems support that is the responsibility of the HRO including:  systems development, applications maintenance, computer training support, website development/administration, hardware/software support, and limited mainframe support of the JSC Human Resources Information Systems. The Contractor shall participate in training and development programs focused on skill advancement to the level necessary for performance of the following tasks.

Travel (up to 3-5 trips per year) may be required in support of in this task.

2.1.4.1
Task Definition 

2.1.4.2
Applications Development and Maintenance

The Contractor shall perform feasibility studies and implement approved system development on the findings for future systems design, application enhancement, and other developmental considerations. New development will utilize the latest technologies established by recognized industry leaders such as MicroSoft, Adobe, 3COM, etc.  Applications development and maintenance will be accomplished primarily using advanced use of Cold Fusion, Dreamweaver, Flash, MS SQL, and the Adobe Suite.  No new development will be done on the mainframe.

Page 13 of 26

2.1.4.3  Computer Training Support

The Contractor shall provide support to the computer training classrooms and non computer classrooms and respond to priority requests for assistance in such a manner as to not delay the start or stop of class and to ensure smooth operations and customer service.  The support of classrooms includes expertise on all specialized hardware/software, specialized configurations, and customer considerations.  The classrooms include all HRO training rooms located across the Center including the Building 12 computer training classrooms, Gilruth Center training rooms, non-commercialized aspects of the JSC Foreign Language Education Center, Engineering Software Training room, special student programs training rooms, and the End User Training rooms.   The Contractor will coordinate information systems support activities with HRO I/T managers, budget analysts, computer training managers, and vendors. 

2.1.4.4
Website and Portal Development and Administration

The Contractor shall provide website development/administration and associated graphics support for both Agency and Center websites and web applications that are the responsibility of the HRO. The website types will include informational, transactional, and interactive.  Portal development and administration will use Plumtree portal software. Websites will be maintained using Dreamweaver.  The websites/portals shall meet all HRO, Agency and Center requirements and standards for registration and security.  The Contractor shall utilize the latest technologies and web designs to ensure high quality, creative and professional products are integrated into the scheme of HRO web design.  Websites will be interactive with SQL and Access databases as well as SMTP relayed messaging when required.  The contractor shall be required to travel approximately 3-5 times per year.

2.1.4.5
Hardware and Software Support

The Contractor shall provide non-ODIN technical computer hardware and software support to workstations of the JSC HRO and supported functions.  These include the NASA Exchange, non-commercial aspects of the JSC Foreign Language Education Center, Engineering Software Training room, special student programs training rooms, computer training rooms, Customer Service Center, Employment Office, and the individual employee workstations which includes the Director of Human Resources.  

The Contractor shall configure and manage the HRO server farm consisting of 7 to 9 production and development servers used to support center-wide computer based training (CBT), the NASA Employees Benefits System (NEBS), and NASA Organization Profile System, the JSC Language Education Facility, the Exchange accounting system, the computer training classrooms, HRO internal websites, and the training management system.  

Supported hardware includes:  workstations, laptop PCs, PC-based projection systems, imaging systems, printers, servers, digital cameras, hand-held PCs and related peripherals.  

Supported software includes:  software licensed for use by the HRO and its supported functions.  

Software and hardware support includes:  extensive research of new products and the feasibility of their use by the HRO; SR submissions including the required I/T justifications for purchase; coordination with the Information Resources, the ODIN Contractor and vendors; and justifications for the Network Access Control Board (NACB).   

Specialized software configuration and support shall be required for the non-commercial activities of the JSC Foreign Language Education Center and to assist the JLEC staff in the installation and test of the specialized 
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software to determine appropriate applicability and develop a plan and means for deployment.  The Contractor shall assist the JLEC staff to ensure that:  non-ODIN supported hardware is operational and available in 

accordance with JSC and HRO schedules and policies; equipment maintenance and software upgrades are coordinated with the vendor or ODIN Contractor; computer training classes are supported in such a manner as to not delay the start or stop of non-commercial classes for more than two hours (responding to priority requests for assistance within 30 minutes); and report problems to ODIN for their action when required.   The Contractor shall coordinate hardware and software activities with HRO I/T managers, budget analysts, computer training managers, ODIN customer service representative, ISD customer service managers, and vendors.

2.1.4.6
Mainframe Downsizing, System Conversion, Database Administration Support

The Contractor shall provide technical support and data for the downsizing and conversion of HRO mainframe systems as designated by the HR I/T managers.  Data will be converted and the downsized applications will be tested in parallel to the existing systems.  For the limited remaining mainframe applications, the Contractor will ensure data integrity and security and provide limited ad hoc reporting. 

2.1.4.7
Deliverables

The accomplishment of the above tasks will require the delivery of certain products.  The Contractor will provide the deliverables within mutually agreed upon timeframes and will be consistent with industry standards, technological capabilities, and applicable Federal, NASA, JSC, and HRO policies and guidelines.  They shall include, but not be limited to:

Newly developed system products and appropriate documentation  (system requirements, design, training, user guides, operation guides, and system test report)
Source codes
Website/pages (informational, transactional, and interactive)
Reports and analysis
Test data and data files
Production data files for downloads and interfaces
Electronic forms
Software load configurations for PCs and servers
Limited computer graphics support for quick-turnaround Center projects
User assistance for HRO-unique information systems, products, applications, and services

2.1.5 External/Internal Hiring Support and General Staffing Support
The contractor shall answer the kiosk telephone line, the internal staffing line, and other calls requesting promotion/employment information and application guidance.  The contractor shall respond to e-mail notes and letters requesting employment information and asking questions about vacancy announcements and promotion announcements.  The contractor shall answer inquires regarding the status of announcements.  The contractor shall answer basic questions about the resume builder feature of NASA STARS.  The contractor shall forward paper copies of applications to Marshall.  The contractor shall visit building 111 on 
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a bi-weekly basis to ensure that the supply of employment information doesn’t run out.  The contractor shall contact new hires as needed to obtain supplemental information.  The contractor shall address response and commitment letters, obtain approval signatures, and send them to applicants.  The contractor shall receive resumes through notice postings and send notifications to potential applicants as vacancies occur.  The contractor shall prepare and send responses to requests from OPM for application information for potential applicants.  The contractor shall type requests to OPM (SF39) to announce vacancies and prepare all accompanying paperwork.

The contractor shall develop spreadsheets/databases as needed and input data into automated systems and Human Resources databases.  The contractor shall send notices to individuals who send unsolicited applications.  The contractor shall occasionally draft personalized application responses in form letter format to be finalized and signed by a staffing specialist.  The contractor shall answer inquires, maintain forms, and prepare information packages for newly hired civil service employees.  The contractor shall mail out any correspondence relating to staffing and benefit files, as needed, for newly-hired civil service employees.  The contractor shall create and maintain staffing files as needed.  The contractor shall send out security forms (SF86) for completion and track them.

The contractor shall provide specialized administrative support for the return-to-flight effort at JSC through December 31, 2004.  The contractor will provide support to the Branches within HRO.  The contractor will support HRO Staffing and Benefits Specialists by electronically documenting position descriptions duty statements, and job announcements for JSC vacancies.  

2.1.5.1  Deliverables

	Deliverable
	QTY.
	Frequency

	Log of applications forwarded to Marshall
	1
	Monthly

	Report Listing the dates Bldg. 111 is restocked
	1
	Quarterly

	File copies of commitment letters sent to new hires
	1
	As needed

	Report with names/dates/types of correspondence sent
	1
	Monthly

	Log of SF 39’s sent to OPM
	1
	Monthly

	Tracking log for security forms
	1
	Bi-weekly


2.1.6 Education Project Facilitator

2.1.6.1 Content Support

2.1.6.2 Scope of Work

The Johnson Space Center (JSC) Human Resources and Education Office requires contractor support for various Education Programs in the areas of Web site hosting and Web site maintenance.

The scope of this support includes, but is not limited to the following activities:

· Perform hardware and software requirements definition;
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· Design, testing, implementation management and subsequent configuration management pertaining to the Education Web sites

· Oversight and technical review of system specifications and documentation for quality assurance.

· Provide design, installation and system administration support for Education Web sites including but not limited to http://education.jsc.nasa.gov, KC135 website, Texas Aerospace Scholars website, and DLO website, all with a phased plan to integrate content into the NASA portal at www.nasa.gov (look, format, metataging, etc.)

2.1.6.3 Performance Standards

The Contractor shall comply with all JSC IT policies.

The Contractor shall ensure that HR management approves all information disseminated on the Web pages.

The Contractor shall ensure that information is provided within schedule guidelines. Schedules will be coordinated and negotiated with the JSC Subtask Manager.

2.1.6.4 Task Descriptions

Specifically, the Contractor must have good working skills in the following software/languages to meet the basic AH web standards:

· Operating System - Windows

· OCR – Omnipage Pro (optional)

· HTML Editor – FrontPage

· Desktop Publishing – Publisher

· Web Application Development – ColdFusion and CFML

· Graphics Editor – Adobe Photoshop

· Additional Programming Languages – JAVA 

· Presentation Tool – PowerPoint 

· Database – Access 

· Spreadsheet – Excel 

· In addition to the basic AH web standards; the Contractor should have a good working knowledge of the following software/languages/practices:

· HTML

· Dreamweaver

· Flash and Flash Action Scripting

· Visual Basic

· JavaScript/DHTML

· Cascading Style Sheets (CSS)

· Fireworks

· Adobe Acrobat

· Perl (optional)
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2.1.6.5  Task Deliverables

Specifically, the Contractor shall:

Run Link Check

· Contractor shall perform a monthly link check on all education Web sites
· Contractor shall correct any broken links detected
Web site Maintenance:

· Maintain and improve upon Reduced Gravity Program Web site

· Maintain and improve upon JSC Education Web site

· Maintain and improve upon Digital Learning Network Web site

· Maintain and improve upon ProFiles Web site 

· Maintain and improve upon Texas Aerospace Scholars Web site

· Develop, maintain and improve upon online education administration tools

· Create standardized reports from the databases of maintained Web sites
· Archive all old database information from maintained Web sites 

· Convert static HTML pages within the JSC Education Web site to be compatible with DreamWeaver.

· Maintain all databases in Microsoft Access

· Adapt all Program Web sites to be integrated into the NASA Portal
2.1.7 Technology Transfer Support

2.1.7.1 Scope of Work

The objective of this task is to support Human Resources/AH personnel in transferring technology tools and related expertise to NASA programs and other organizations inside and outside of NASA.  AH projects include Information Accessibility Lab (IAL), NASA Qwhiz, and the ROVer Ranch.

IAL is an emerging suite of tools to provide alternate access to NASA data for persons with vision or spatial perception disabilities by means of synthesized verbal descriptions and stereo audio tones.  The contractor will be required to assist in development, testing and support of this product, specifically to verify that the visual content is accurately reflected by the alternate presentation.

NASA Qwhiz is a real-time, multi-player, interactive Web game featuring content derived from the NASA mission.  The contractor shall be required to collect and organize information on the use of this product. 

ROVer Ranch is a Web-based virtual robotics workshop developed for K-12 students to explore concepts in science, mathematics and engineering in the context of the NASA mission.  The contractor shall collect feedback from testers, which will be used to shape the final product that best suits the needs of NASA customers.

The contractor may be responsible for supporting and coordinating IT acquisition activities that support AH’s technology transfer tools.
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The contractor is responsible for coordination of AH exhibits for external events and other supported outreach activities.

2.1.7.2 Performance Standards

· The Contractor shall comply with JSC policy regarding use of the JSC Intranet.

The Contractor shall ensure that AH management approves all information-disseminated external to AH.

· The Contractor shall ensure that information is provided within schedule guidelines.  Schedules shall be coordinated and negotiated with the JSC Subtask Manager.

2.1.7.3 Task Descriptions

Specifically, the Contractor shall:

· Provide support for daily technology transfer activities – Assist AH personnel in daily work activities through scanning of technical papers, entering complex mathematical formulas using special tag-up characters in a word processor, and verbally reading documents and mail.  The contractor shall interpret visual information from printed material, computer screens, and other situations not amenable to scanning technology.  (Target:  100 pages scanned per month and requirement for interpretation of visual information is 40 instances or more per week).

· Provide end-to-end administrative support for AH personnel’s technical evaluation tasks.

· Support technology transfer systems – Support the IAL, Qwhiz and ROVer Ranch projects by maintaining evaluation data collected from users and providing help desk functions.  (Target:  process at least 75 service requests from educational institutions per year). 

· Support new and sustaining in-house developed software – Support software development projects involving Web-based programming tools and languages, including scientific mark-up languages such as LaTeX that provide accessible, text versions of technical documents.

· Process AH IT acquisitions – Provide end-to-end responsibility for submission and tracking of IT acquisitions for the JSC Learning Technologies Project and other AH activities, as needed.

· Support outreach events – Support special outreach events and all AH supported conferences, teacher workshops, and demonstrations, as needed.  Major events are defined as a multi-day activity and minor event is defined and an event of one day or less.  (Target:  support 1 major outreach event and 3 minor events per year). 
2.2      Procurement Offices Fixed Price Support

2.2.1  Synopsis & Solicitation Verification Support

The Contractor shall perform analysis and editorial updates of pre-award synopses and solicitations (including amendments) and post to the JSC Business Opportunities web page (JBO) within 4 business hours of receipt of those which pass the analysis/editorial reviews.  The Contractor shall return, within 4 business hours of receipt, of those requiring major corrections to the originator along with a request for specific corrective action.

The Contractor shall archive JSC solicitations and synopses posted on the JBO within 5 business days of their expiration dates unless advised differently by the Contracting Officer or buyer responsible for the solicitation or synopsis.
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The Contractor shall participate in JSC NASA Acquisition Internet Service (NAIS) activities, including weekly telecons and monthly video teleconferences in order to maintain current summary level knowledge of NAIS systems.  The Contractor will be recognized as a NAIS team member and “Super User” and perform all pertinent activities associated with the title.  This may include participation in new NAIS projects as the need arises.

The Contractor shall prepare Service Requests associated with information technology products and services for the Procurement Management Office and submit to the Office Chief for signature as the need for such products and services are identified.

The Contractor shall provide filing support for the Data Entry function, as other work duties permit.

The Contractor shall obtain NASA Form 1602’s, prepare reports of assigned property, and participate in property inventories in support of the Procurement Management Office property custodian, as other duties permit.

The Contractor shall receive reports of awarded procurements every other week for submission as post award notices.  The Contractor shall analyze the report for awards, which are eligible for posting to the JBO and identify those procurements to the appropriate procurement analyst(s). The Contractor shall ensure that these notices are posted within 3 days of receipt of the post award report.

2.2.1.1  Deliverables

The deliverables shall include:

                                                  DELIVERABLE                   QTY        FREQUENCY

	Synopsis Document
	45
	Monthly

	Solicitation Document
	45
	Monthly

	Service Requests
	5
	Weekly


2.2.2
Procurement Data Entry Support

The Contractor shall provide data entry support for the JSC Procurement function. To accomplish this, the Contractor shall maintain procurement databases through data entry to the Integrated Procurement Management System (IPMS).  The data will originate from purchase requests (PR’s), PR milestones, PR cancellations, NASA Form 507’s, and other procurement related documentation. This includes the maintenance of any IPMS data tables such as the report distribution tables, which are not hard coded.

The Contractor shall assign classification codes to PR’s and PR’s to the appropriate buying organization.

The Contractor shall process and maintain files and logs of source documentation.

The Contractor shall provide the primary point of contact for coordination of IPMS report functions including the processing of special requests for standard IPMS reports, and provide edit verification, reconciliation, and error correction of IPMS data.

The Contractor shall interface with the local IPMS software maintenance Contractor and Acquisition Management System (AMS) personnel at NASA Headquarters and at the Marshall Space Flight Center as necessary, concerning implementation of new software releases and review of proposed changes, which affect or may affect data entry activities.
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The Contractor shall perform interim liaison activities associated with the conversion from IPMS to the IFM system as those activities are identified.

The Contractor shall develop a standard operating procedures manual to document the processes that comprise the “Procurement Data Entry Support” function.

Training shall be required in Microsoft Access.

The Contractor shall meet standards for Procurement Data Entry Support as delineated below:

a.  All modification documents, including funding documents, shall be processed within 3 working days of receipt, except those designated as “urgent” or “walkthrough” by the customer, which shall be processed within 1 working day of receipt.

b.  All other administrative documents, including input of final invoice paid date and physically complete date for purchase orders and contracts, shall be processed within 5 working days of receipt. 

2.2.2.1
Deliverables

The deliverables shall include:

                                   DELIVERABLE                   QTY                    FREQUENCY

	Standard IPMS Reports
	1
	Monthly

	Procurement Data Entry Support Manual
	1
	Once, Electronic Format, 6 Months after Contract Award

	
	
	


2.2.3
RESERVED

2.2.4      Projects Procurement Office

2.2.4.1  Contract Funding Modifications and Invoices  

The Contractor shall maintain configuration management for contract value, funding value and invoice records for Projects Procurement Office contracts.  Preparation of funding modifications and NF 507’s for Contracting Officer review shall also be accomplished by the Contractor.  

2.2.4.1.1  Implementation Plan

The Contractor shall initiate invoice concurrences with the technical organizations and research invoice discrepancies with internal and external organizations in order to process invoices for payment by the Financial Management Division.  The Contractor shall also prepare funding modifications and NF 507’s for the Contracting Officer’s review and signature.  The Contractor shall be responsible for distributing the modifications to the appropriate organizations and filing the modification in the contract file.  The Contractor  shall prepare funding modifications and NF 507’s for all Projects Procurement Office contracts.  The Contractor shall also develop and perform configuration management functions for all contract modifications and invoices’ which affect the contract value, funding value, and invoice records for Projects Procurement Office contracts.  
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The Contractor shall initiate invoice concurrence with the technical organizations.  All contract filing will be performed in accordance with FAR 4.8 and established Projects Procurement Office procedures. 

2.2.4.2.  Grants / Intergovernmental Orders / Small Purchases / Contract Delivery Orders Overflow  

The Contractor shall prepare grants, intergovernmental orders, small purchases, and contract delivery orders for Contracting Officer review.  Also included in this task is the distribution and file documentation.  The Contractor shall coordinate the transfer of the administration file to the Projects Procurement Office Contract Specialist.

2.2.4.2.1  Implementation Plan

The Contractor shall follow the FAR and established Projects Procurement Office procedures for preparing, processing and maintaining grants and intergovernmental orders.  The Contractor shall complete the grant, intergovernmental orders, small purchases, and/or contract delivery orders for the respective Contracting Officer’s review.  After the Contracting Officer’s review and approval, the files shall be distributed to the 

appropriate personnel.  The Contractor shall coordinate transfer of administrative files to the appropriate Contract Specialist.  The location of grants, intergovernmental files, small purchases, and contract delivery orders shall be determined by the Project Procurement Office.

2.2.4.3  Contract Filing

The Contractor shall be responsible for preparation of the contract file index system.

2.2.4.3.1  Implementation Plan

The Contractor shall prepare the contract file index systems for each contract.  In addition, the Contractor shall  request data from contract files, IPMS, and internal/external organizations.  Contract filing and organization shall be accomplished in accordance with the FAR guidelines.

2.2.4.4   Miscellaneous

The Contractor shall (1) process FOIA requests and (2) prepare contracts, grants, and purchase orders for transfer to the Contract Closeout Office.

2.2.5  Space Station Procurement Office

The Contractor shall perform administrative/clerical duties in support of a Contracting Officer assigned to the International Space Station Prime Contract.  The activities are divided into four basic work groups:  Receipt of Offers; Receipt of Directives from Configuration Management; Preparation of Monthly Supplemental Agreement; and Miscellaneous.
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2.2.5.1  Receipt of Offers

Maintain Configuration Management (CM) closure list for administrative and under limit change offers. 
Forward updated CM list at a minimum every two weeks to CM. 
File offers numerically in file drawer. 
2.2.5.2  Receipt of Directives from Configuration Management

Cross check for closure of Space Station Change Notices (SSCN). 
If closure via earlier contract modification is noted, fill out “Action Item Close-out” with 

implementation date and Supplemental Agreement (S/A) number. 
If not closed, log for future S/A package. 
2.2.5.3  Preparation of Monthly Supplemental Agreement
After receiving a list from CM of what is ready to be definitized, the Contractor shall proceed with the following:
· Prepare spreadsheet listing all SSCN’s in the S/A including Space Station Change Memo Revisions, 
      Contract Change Order (CCO), Cost, Fee, Price and Fee Split. 
· Contractor offers will list CCO numbers, if applicable, check Space Station Project Integrated Contractor Environment (SPICE) to see if there are any additional SSCN’s with CCO’s. 
· Prepare a document that shows all changes made by the S/A.  This documents all changes (Part I) to the contract such as Statement of Work (SOW) changes, Data Requirements Documents (DRD) changes, Section H, and whether there are Applicable Document Lists (ADL’s), Deliverable Items Lists (DIL’s), Government Furnished Equipment (GFE) or Government Furnished Data (GFD) changes, etc.  Work with the Contractor on issues that evolve in this process. 
· After the above document is prepared, it is emailed to cognizant technical reviewers who review the SOW changes and make any necessary corrections.   Prepare S/A.  Pull change pages from online conformed contract.  Make all changes per Part 1 of the SSCM’s.  Do separate document for each section of the contract.  
· Prepare the consolidated contract file. 
· Pull copies of the applicable CCO’s from the files. 
· Pull the Prenegotiation Position Memorandums and the Price Negotiation    Memorandums from the over limit files to be filed in the consolidated file. 
· Fill out NASA Form 1098 - Checklist for Contract Award File Content. 
· Prepare JSC Form 352 - Coordination/Approval Document and forward S/A for legal review. 
· If all certifications have not been received from the International Space Station Prime Contractor at this time, add a note that the S/A will not be signed until all Certifications have been received.  Also, add a note that the S/A will not be signed until all lists have been received if all GFE, GFD and DIL’s have not been received.  This will be a checklist item. 
· Prepare file folders for the underlimit and administrative offers.  Separate the offers into three tabs:   Tab 19 - SSCM, Tab 38 - CCO and Tab 64 - Offer. 
· After the S/A is ready for review, e-mail the S/A to the point of contact for the International Space Station Prime Contractor to start through the International Space Station Prime Contractor review cycle. 
 


After Contractor and NASA sign S/A:

Provide SPICE Database Manager 
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1 signed copy of S/A
1 copy of NF 507s
1 copy of S/A spreadsheet
Check directive log and pull all directives that are in S/A.  Log them out.
Fill in each “Action Item Closeout”.
Send an electronic copy of the S/A to the Data Base Manager and the Contractor. 
2.2.5.4  Miscellaneous

Process FOIA requests. 

Database development and maintenance. 
Data entry into databases such as the waiver database. 

Assist with simple contract correspondence, such as drafting the letters to approve waivers, request audits, approve rent-free use, etc.  These letters will be given to office secretaries for final preparation. 

Prepare contract change orders for Contracting Officer and legal review. 

Prepare administrative modifications, such as funding modifications. 

Update information in the on-line Contract Administration File, such as the Small Business/Small Disadvantaged Business metrics, CCO reference folder and the Defense Contract Management Agency (DCMA) report folder, etc.   

Prepare Prime Contract for transfer to the Contract Closeout Office.

 
2.2.6      Institutional Procurement Office

2.2.6.1   Contract Funding Modifications and Invoices  

The Contractor shall maintain configuration management for contract value, funding value and invoice records for Institutional Procurement Office contracts.  Preparation of funding modifications and NF 507’s for Contracting Officer review shall also be accomplished by the Contractor.  

2.2.6.1.1  Implementation Plan

The Contractor shall initiate invoice concurrences with the technical organizations and research invoice discrepancies with internal and external organizations in order to process invoices for payment by the Financial Management Division.  The Contractor shall also prepare funding modifications and NF 507’s for the Contracting Officer’s review and signature.  The Contractor shall be responsible for distributing the modifications to the appropriate organizations and filing the modification in the contract file.  The Contractor shall prepare funding modifications and NF 507’s for all Institutional Procurement Office contracts.  The Contractor shall also develop and perform configuration management functions for all contract modifications, ID/IQ orders, and invoices, which affect the contract value, funding value, and invoice records for Institutional Procurement Office contracts.  The Contractor shall initiate invoice concurrence with the technical 
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organizations.  All contract filing will be performed in accordance with FAR 4.8 and established Institutional Procurement Office procedures. 

2.2.6.2  Grants / Intergovernmental Orders Overflow  

The Contractor shall prepare grants and intergovernmental orders for Contracting Officer review.  Also included in this task is the distribution and file documentation.  The Contractor shall coordinate the transfer of the administration file to the Institutional Procurement Office Contract Specialist.

2.2.6.2.1  Implementation Plan

The Contractor shall follow the FAR and established Institutional Procurement Office procedures for preparing, processing and maintaining grants and intergovernmental orders.  The Contractor shall complete the grant and/or intergovernmental orders for the respective Contracting Officer’s review.  After the Contracting Officer’s review and approval, the files shall be distributed to the appropriate personnel.  The Contractor shall coordinate transfer of administrative files to the appropriate Contract Specialist. 

2.2.6.3  Contract Filing

The Contractor shall be responsible for preparation of the contract file index system.

2.2.6.3.1  Implementation Plan

The Contractor shall prepare the contract file index systems for each contract.  In addition, the Contractor shall request data from contract files, IPMS, and internal/external organizations.  Contract filing and organization shall be accomplished in accordance with the FAR guidelines.

2.2.6.4   Preparation and Tracking of ID/IQ Orders
The Contractor shall prepare and track ID/IQ orders for Contracting Officer review and shall distribute delivery orders in accordance with instructions provided by the Contracting Officer.

2.2.6.4.1  Fixed Price Delivery Orders

The Contractor shall assemble and create documents as required to prepare fixed price indefinite delivery/indefinite quantity (ID/IQ) delivery orders for Contracting Officer review in accordance with instructions provided by the Contracting Officer.  This task includes preparation of any forms, electronic or hard copy, required to facilitate tracking and reporting of delivery ordering activities.  In addition, the contractor is responsible for maintaining any documents necessary to facilitate tracking each order’s preparation, approval, performance, acceptance, completion, invoicing, and payment.  Tracking shall include communication of changes to the status of delivery orders to those people responsible for entering data into systems used by the Government to track contract activity including but not limited to the SPICE contract management system.
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2.2.6.4.2  Cost Plus Award Fee Task Orders

The Contractor shall route, assemble, and create documents required to prepare cost plus award fee task orders for Contracting Officer review in accordance with instructions provided by the Contracting Officer.  This task includes preparation of any forms, electronic or hard copy, required to facilitate tracking and reporting of task ordering activities.  In addition, the Contractor is responsible for maintaining any documents necessary to 

facilitate tracking each request for task plan and resultant task plans as well as tracking the preparation, approval, performance, acceptance, completion, invoicing, and payment of task orders.  Tracking shall include communication of changes to the status of requests for task plans and task orders to those people responsible for entering data into systems used by the Government to track contract activity including but not limited to the SPICE contract management system.

2.2.6.5  Miscellaneous

Process FOIA requests. 

Database development and maintenance. 
Data entry into databases. 

2.2.7      Science and Analysis Procurement Office

 

2.2.7.1  Contract Funding Modifications and Invoices  

The Contractor shall maintain configuration management for contract value, funding value and invoice records for Science and Analysis Procurement Office contracts.  Preparation of funding modifications and NF 507’s for Contracting Officer review shall also be accomplished by the Contractor.  

2.2.7.1.1  Implementation Plan

The Contractor shall initiate invoice concurrences with the technical organizations and research invoice discrepancies with internal and external organizations in order to process invoices for payment by the Financial Management Division.  The Contractor shall also prepare funding modifications and NF 507’s for the Contracting Officer’s review and signature.  The Contractor shall be responsible for distributing the modifications to the appropriate organizations and filing the modification in the contract file.  The Contractor  shall prepare funding modifications and NF 507’s for all Science and Analysis Procurement Office contracts.  The Contractor shall also develop and perform configuration management functions for all contract modifications and invoices’ which affect the contract value, funding value, and invoice records for Science and Analysis Procurement Office contracts.  The Contractor shall initiate invoice concurrence with the technical organizations.   All contract filing will be performed in accordance with FAR 4.8 and established Science and AnalysisProcurement Office procedures. 
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2.2.7.2.  Grants / Intergovernmental Orders / Small Purchases / Contract Delivery Orders Overflow  

The Contractor shall prepare grants, intergovernmental orders, small purchases, and contract delivery orders for Contracting Officer review.  Also included in this task is the distribution and file documentation.  The Contractor shall coordinate the transfer of the administration file to the Science and Analysis Procurement Office Contract Specialist.

2.2.7.2.1  Implementation Plan

The Contractor shall follow the FAR and established Science and Analysis Procurement Office procedures for preparing, processing and maintaining grants and intergovernmental orders.  The Contractor shall complete the grant, intergovernmental orders, small purchases, and/or contract delivery orders for the respective Contracting Officer’s review.  After the Contracting Officer’s review and approval, the files shall be distributed to the appropriate personnel.  The Contractor shall coordinate transfer of administrative files to the appropriate Contract Specialist.  The location of grants, intergovernmental files, small purchases, and contract delivery orders shall be determined by the Science and Analysis Procurement Office.

2.2.7.3  Contract Filing

The Contractor shall be responsible for preparation of the contract file index system.

2.2.7.3.1  Implementation Plan

The Contractor shall prepare the contract file index systems for each contract.  In addition, the Contractor shall  request data from contract files, IPMS, and internal/external organizations.  Contract filing and organization shall be accomplished in accordance with the FAR guidelines.

2.2.7.4   Miscellaneous

The Contractor shall (1) process FOIA requests and (2) prepare contracts, grants, and purchase orders for transfer to the Contract Closeout Office.

3.0
PERFORMANCE REQUIREMENTS
The Contractor shall satisfy the requirements of the deliverables as identified under Quantity and Frequency as specified in Sections 2.1.1.8; 2.1.2.1; 2.1.4.7, 2.1.5.1, 2.2.1.1; and 2.2.2.1. Failure to do so could result in possible withholding of payment.
[End of page]
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