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SECTION C – DESCRIPTION/SPECIFICATION/
WORK STATEMENT

________________________________________

STATEMENT OF WORK

________________________________________
INTRODUCTION AND BACKGROUND

The National Aeronautics and Space Administration (NASA) Glenn Research Center at Lewis Field defines and develops advanced technology for high priority national needs.  The work of the Center is focused on research for new aeropropulsion technologies, aerospace power, microgravity science, electric propulsion, and communications technologies for aeronautics, space, and aerospace applications, so that U.S. leadership in these areas is ensured.  The end product is knowledge, usually in a report, that is made fully available to potential users--the aircraft engine industry, the energy industry, the automotive industry, the space industry, and other NASA centers.

Glenn comprises over 100 buildings on a 351-acre main campus, adjacent to Cleveland Hopkins International Airport and a 6453-acre Plum Brook field station near Sandusky, Ohio, 50 miles west of Cleveland.  Since the groundbreaking at Cleveland on January 23, 1941, for the then Aircraft Engine Research Laboratory of the former National Advisory Committee for Aeronautics millions of dollars have been invested in the Center’s capital plan.  The estimated Glenn Research Center and Plum Brook replacement cost is approximately $2.2 billion.

Over 3,200 people staff Glenn, including civil service (CS) employees and support service contractors (SSC).  Over half of them are scientists and engineers, who plan, conduct or oversee, and report on the research tasks and projects of the Center.  Technical specialists, skilled workers, and an administrative staff assist them.  An extensive base support services activity is required to support these programs.  This contract covers those services.

Visit the NASA Glenn Research Center World Wide Web (WWW) Homepage at http://www.grc.nasa.gov/.

C-1  SCOPE


The Contractor shall provide all resources (except as may be expressly stated in this contract as furnished by the Government) necessary and incidental to the performance of the work identified below.


The work shall include logistics, imaging technology, scientific and technical publishing, metrology services, library, administrative and clerical support.


In addition to the description of work identified, the Contractor is responsible for all administrative and clerical activities associated with performing each task.

C-2  REQUIREMENTS


2.1
All work shall be performed in accordance with the specific general requirements identified in each task and Federal, State, local, NASA, and Glenn policy, regulations, and procedures.  The Contractor’s workweek shall be Monday through Friday, 8:00 a.m. through 4:30 p.m. unless otherwise specified in the Statement of Work (SOW).  Hours of work may vary in some task areas, however, the Contracting Officer’s Technical Representative (COTR) having cognizance over the work performed will approve any variations.


2.2
The Contractor shall be subject to special audits, vulnerability assessments, self assessments and functional and internal control reviews conducted by the Government’s General Accounting Office (GAO), Government Printing Office (GPO), NASA Office of Inspector General (OIG), or any other NASA review team.


2.3
The Contractor shall provide ongoing review of all operations to ensure regulatory compliance and quality control, and recommend improvements to productivity and service.


2.4
The Contractor shall plan and schedule work to ensure compliance with Government deadlines, schedules, and priorities.


2.5
Management services will not be limited to the routine administration of the contract, but will include continuous and aggressive attention to continuous process improvements throughout the contract period of performance.


2.6
The Contractor shall comply with all current Federal, State and local safety and health requirements, which apply to the type of work being performed under this contract and all revisions or changes, which come into effect during the period of performance.  The Contractor shall report to the CO and COTR, by the 15th of each month, the injury experience for the preceding month.


2.7
The Contractor shall keep its work areas neat, with all waste materials, trash, and debris deposited in waste containers furnished by the Government.  The Contractor shall keep areas immediately surrounding the work areas neat and free of trash and debris.  This includes truck entrances to docks and approach ways.


2.8
The Installation Accountable Government Property (IAGP) available to perform the various tasks in the SOW is identified in Attachment D.
C-3  PERFORMANCE BASED CONTRACTING
This contract is a performance-based, award term contract.  Throughout the contract you will find subparagraphs within the tasks that identify the general requirements to follow, the description of work to be performed, and the quality standards that shall be used to evaluate performance.  The performance requirements being used to determine acceptable performance are Quality, Schedule, and Documentation.  These are the essential products of the task and, as such, shall be given close attention in the Contractor’s Quality Assurance Plan.  The items identified in the description of work are requirements of the contract, and will also be inspected and evaluated.

a.  General requirements - Laws, regulations and standards to be used when performing the task.

b.  Description of work - The general scope of work to be performed under the contract.  Specific activities may be identified.

c.  Quality standards - Objective performance standards to be used in evaluating the quality of the work performed. Quality includes compliance with regulatory requirements and accuracy of work performed.

d.  Schedule - Timeliness or frequency of work to be performed.

e.  Documentation - Reporting requirements include data deliverables, data to be maintained (e.g. databases, logs, microfiche, etc.), standard and ad hoc reporting requirements.

Attachment A contains the Performance Requirements Summary (PRS) for the contract.  The PRS quantifies the importance (weight) of the performance requirements within each task, the Standard Performance Level (SPL) and Acceptable Quality Level (AQL).

C-4  ADMINISTRATIVE AND FINANCIAL DATABASE (AFD)

The Contractor shall develop and maintain a comprehensive administrative and financial database capable of tracking and statusing all contract work, associated management information, and funding status.  The system shall include the following data elements.

1. NASA TR Listing

2. Change Order Listing

a. Change Order Detail

b. Authorized Change Orders

c. Pending C-347s

3. Purchase Request

a. Contract Totals

b. NASA Divisions

4. Contractor Reports

a. Contract Management Plan

b. Quality Assurance Plan

c. Organization Chart

5. Performance Reports

a. LTID Metrics

b. Performance Standards

c. Performance Evaluation

6. Monthly Financial Reports

a. 533M
7. Staffing Reports

a. Summary

b. By Employee

8. Full Cost Reporting

a. Variance Reports

b. Cost Recovery Reports (Pay-For-Service)
c. 
9. Technical Operating

a. ISO 9000 Work Instructions
b. 
10. Metrics

a. Contract Metrics (reserved)

b. Others to be developed

11. Technical Reporting Requirements


Each SOW task paragraph e.
The Contractor shall provide computer support services to develop and maintain this database for use by the Government.  Database development shall be completed within 30 days of contract start.  No Government computer services will be made available for the purpose of development of this administrative task.  The Contractor shall prepare status reports throughout the development process.


The Contractor shall establish administrative funding, cost, staffing, task detail and other tracking information procedures that are uniform for all contracts.  These formats represent sample computer screens along with a description of the information to be accessed through that screen.  Expenditures shall be tracked against the budget established for each task.  Actual deviations from budget shall be highlighted in monthly status and progress reports.  This system shall have the capability to print reports.  Cost information in this database shall tie directly to the Contractor’s financial management system and this same data shall be used in the Contractor’s 533M submittal.  The Contractor shall provide updates to the system through direct networking capability.  This comprehensive contract management database represents the tool that both the Government and the Contractor shall use to monitor administrative cost and performance under this contract.  The Contractor's administrative cost and schedule tracking approach shall be described in the Business Management Plan.
Administrative and Financial Database

Administrative and Financial Database (AFD) is a cumulating of all reporting requirements.  AFD represents a set of management information to be used by both the Government and the Contractor in the overall management and monitoring of contract activities.  The AFD, as it exists and is further developed, is the property of the Government and access shall be made available to the Contracting Officer and other Government monitoring personnel as identified by the COTR.

	
	
	
	

	
	Title
	Purpose
	Current File

	1.
	NASA TR Listing
	Identify persons responsible in each task area.  Should contain the name of the Government monitor and corresponding Contractor person responsible for each task at the lowest level of management.


	


	2.
	Change Order Listing


	
	

	   a.
	Change Order Detail
	Cumulative list of all change orders issued under the contract.  Information from the change order including date, short description, long description, change order number, value, period of performance, estimated cost, etc.  Include any other additional data that would be used during the course of tracking change orders for the life of the contract.
	

	   b.
	Authorized Change Orders
	Distinguish between those change orders that have been received by the Contractor, Contractor estimate completed, and change orders approved by the Contracting Officer.
	

	   c.
	Pending C-347s
	Those change orders that are pending approval by the Contracting Officer.
	

	3.
	Purchase Request


	
	

	   a.
	Contract Totals
	Information used for tracing funding received from other than the Logistics and Technical Information Division (chargeback) for services provided by each of the service pools, and total chargeback funding received on the contract
	

	   b.
	NASA Divisions
	Funding received from each division and program paying for services within each service pool.
	


	4.
	Contractor Reports
	
	

	   a.
	Contract Management Plan
	Submitted with proposal and throughout the contract as revised.  Discussion of planned management philosophy.
	

	   b.
	Quality Assurance Plan
	The plan shall define the steps the contractor will take to ensure consistent and effective operation for all processes affecting the quality of deliverables on each contract task.  This comprehensive plan shall cover at a minimum; lines of authority, responsibility, processes, monitoring and inspection techniques, reporting methods, and outline a corrective action process to ensure quality is maintained at the highest possible level.  The plan shall be submitted to the COTR for approval within 30 days of contract award and revised as necessary throughout the life of the contract.  Any changes shall be submitted to the COTR for approval.
	

	   c.
	Organization Chart
	Show lines of authority and responsibility for each task area, performance management, and program management.
	

	5.
	Performance Reports
	
	

	   a.
	LTID Metrics
	Collection of various statistics required on a task.    Statistics are used for various reporting purposes.  
	Various, Excel

Word



	   b.
	Performance Standards
	Translated from Government performance standards and the basis for further development of the performance reports.  Contractor shall identify the measurement tools to be used to evaluate their performance, the estimated workload, and their method of surveillance to be used in the monthly evaluation process.    These performance standards shall be maintained, by the Contractor, through a configuration control process, and shall not change without written approval from the Contracting Officer or delegated representative.
	Excel


	   c.
	Performance Evaluation
	Contractor’s monthly evaluation of the performance standards along with a description of how the information leads to the evaluation score.  The evaluation score will be used to determine the award fee.
	Excel

	6.
	Monthly Financial Reports


	
	

	   a.
	533M


	Monthly financial reports used for monthly cost accrual and estimates to complete.
	Contractor owned system

	
	
	
	

	7.
	Staffing Reports


	
	

	   a.
	Summary
	Personnel Report Summary shall identify the number personnel, both full-time and part-time, supporting each of the task areas.  Numbers should not represent headcount, but should represent WYE.  
	Excel

	   b.
	By Employee
	Employee By Task shall identify supporting organization, name, job title, hours per week, any comments and effective date of comments.  Employees are broken out by task.  Totals shall represent both the numbers of employees and equivalent WYE.  
	Excel

	   c.
	Diversity Report
	Statistics on achievements and maintenance of diversity among the entire staff, including management, shown by diversity categories, labor categories, and number of employees.
	


	8.
	Full Cost Reporting


	
	

	   a.
	Variance Report
	The 533s show actual cost compared to negotiated contract costs.  The variance rate analysis reports compare actual costs (from the Contractor 533’s) to the LTID budget allocation and phasing plan for the fiscal year.  Comparisons of labor and ODC plans vs. actuals are shown in each of the reporting areas.  Funding allocations and projected requirements are also shown.  Example reports can be found in Attachment K.
	Excel

	b.
	Cost Recovery Report (Pay-For-Service)
	For purposes of tracking pay-for-service revenue, costs to be recovered from other divisions are defined and tracked throughout the year and reported bi-weekly in a cost recovery/pay-for-service report at a work order level.  Example reports can be found in Attachment K.
	Excel




	9.
	Technical Operating


	
	

	   a.
	ISO 9000 Work Instructions
	Contractor is responsible for the maintenance work instructions associated with all contract functions.  Filing of those instructions shall be done according to ISO 9000 Project Office and Logistics and Technical Information Division procedures.   
	Word

	
	
	
	

	10.
	Metrics


	
	

	   a.
	Contract Metrics
	(Reserved) 
	Excel

	   b.
	Others to be developed
	Within each of the task areas, various metrics reports are developed and submitted to the TR for review and approval prior to being submitted to Headquarters.  Formats for reports already developed are available to the Contractor; others shall be developed and maintained in the AFD.  
	Excel

Word

	
	

	
	

	   a.
	Each SOW task paragraph e.
	Statement of Work contains the documentation required with each task. (Refer to paragraph e. within each task.)  The AFD shall be used as a server for access to the reports required.  In cases where the reports are summarized from an existing database, a PDF file will be made available in the AFD.
	Excel

Word

PDF

Others as identified


C-5  ADMINISTRATIVE REPORTING REQUIREMENTS

The Contractor shall submit administrative and financial reports as defined below and make them available in the AFD.  All data submitted shall be as of the end of the month.  In the event of teaming arrangements, one report shall be submitted by the team.  Subcontract reports shall also be as of the end of the month and directly traceable to the Prime Contractor's reports.  To reduce paperwork, reports shall be available in the Administrative and Financial database in Excel and Word formats.  A paper copy shall be submitted to the Contracting Officer (CO), COTR and Resource Analysis and Management Office (RAMO).  Other personnel may be identified to receive a paper copy after contract start.  The database shall be available to the CO, COTR, RAMO and personnel within the Logistics and Technical Information Division (LTID).


A.  CONTRACT MANAGEMENT PLAN

The Contractor shall submit a revised Contract Management Plan.  The plan shall include any revisions made since the proposal was submitted.  The plan shall also include, as a minimum, documentation on the administrative and financial database, organizational charts with lines of authority, responsibilities at each level of authority, lines of communication and other interfaces with team members and major subcontractors and staffing plans.  The Contractor shall submit to the CO and COTR two copies of the contract management plan 30 days after contract start and as changes occur throughout the contract period with revisions marked.


B.  METRICS

The Contractor shall maintain the LTID metrics as part of the AFD.  The LTID metrics measure various services performed under this contract.  


C.  PERFORMANCE STANDARDS

The performance standards represent the governments expectations of contract performance levels.  During the phase in period, the performance requirements summary (PRS) shall be translated, in consultation with the Government, into the performance standards format provided by the COTR.  These standards shall be managed by the Contractor in the AFD with a configuration control process.  Standards will be revised through a modification to the contract.


In addition to the PRS standards, the estimated workload and method of surveillance as described in the Contractor's Quality Assurance Plan (QAP) shall be included.


These performance standards shall be used in the award fee/term determination process.  PRS shall be translated within 30 days of contract start.  Reporting against these standards shall begin at the end of the first full month after contract start.

D.  PERFORMANCE EVALUATION

The performance evaluation data shall be maintained in the AFD.  The Contractor shall conduct a self-evaluation based on the performance standards  Assessment shall be completed monthly for review by the cognizant TR by the 10th day of the following month.


E.  QUALITY ASSURANCE PLAN (QAP)

The Contractor shall submit a detailed QAP identifying the methods of surveillance to be used to verify that Standard Performance Levels (SPL) are reached and maintained.  The QAP shall include the Contractor's plan to develop an approach to implementing changes required to meet the SPL.  A single quality assurance point of contact shall be identified for daily coordination of performance defects.  The plan shall be submitted with the proposal, the details of inspection methods and levels for each task area shall be submitted within thirty days of contract start and as revised.


F.  FINANCIAL MANAGEMENT REPORTS

Financial Management Report, NASA Form 533M, shall be submitted monthly not later than ten (10) working days following the end of the month in accordance with NPG 9501.2C dated April 23, 1996.  Teaming and major subcontractors' reports shall be submitted at the same time.  Subcontractor reports shall use the same accounting calendar as used by the prime.  Subcontractor reports shall balance to the prime Contractor report.  Paper copies shall be distributed in accordance with the distribution list provided by the COTR.  An electronic version shall be provided on a disk medium in the format required by FMD.  An Excel spreadsheet format shall also be available in the AFD.


Tasks shall be reported at the level identified below including actuals and estimates as identified in the instructions for preparation of Financial Management Reports, NASA Form 533M.  Glenn Research Center is currently involved in a reorganization which will cause a restructuring of the reporting category tasks.  The task structure will be updated upon contract award.  Total contract summary shall add together all tasks reporting total contract costs and estimates.

REPORTING CATEGORIES

Total Contract

1.0
Logistics


1.1
Property Management

1.2 Freight Traffic

1.3 Stock Purchases


1.4
Supply Management


1.5
Transportation Operations

2.0 Imaging Technology
3.0 Publishing

3.1  Scientific and Technical Publishing

3.2
Duplicating Facility Support, Copiers, GPO Printing

4.0 Metrology


5.0 Library

6.0 Administrative Support
6.1
Unscheduled Administrative Support

6.2
Administrative Programs

6.3
Drawing File Management, Maintenance and Reproduction

6.4
Organizational Development and Training Office Support

6.5
Community and Media Relations Editorial Support

6.6
Financial Management Support

6.7
Resource Analysis and Management Office Support

6.8
Administration Project Coordination

6.9
Interagency Advanced Power Group (IAPG) Power Information Center

6.11
Information Technology Services (ITS)

6.12
Educational Programs Support

   1.1  Commercial Technology Support


1.2
Analex Contract Closeout Property Asseessment


1.3
SBIR/STTR Program Support


1.4
Mobile Television Production Van


1.5
Technology Conference Support


1.6
Science Engineering Mathematics Aerospace Academy (SEMAA) Program 


Management Support


1.7
Telescience Support Center (TSC) Property Assessment


1.8
Army Corps . Of Engineers Administrative Support


1.9
Business Development and Marketing Support


1.10
(Reserved)


1.11
Office of Education Programs, Program Coordinator


1.12
Educational Technology Specialist Support


1.13
Communications Support for Manufacturing and Engineering Division


1.14
Administrative Support of the Manufacturing Engineering Division


1.15
Advanced Communications Satellite (ACTS) University Education Consortium 


Support


1.16
Airport Expansion S-40 Asset Relocation


1.17
History of NASA’s Plum Brook Reactor Facility


1.18
Integrated Financial Management 


1.19
Records Management


1.20
RETF Historical Preservation
7.0 Clerical
7.2
0100/Office of the Director 

7.3
0120/Office of Chief Counsel

7.4
0140/Aeropropulsion Research Program Office

7.5
0106/ISO Project Office








6.3 
6.4 








6.13 
6.14 
6.15 
6.16 
6.17 
6.18 
6.19 
6.20 
6.21 
6.22 
6.23 
6.24 
6.25 
6.26 
6.27 
6.28 
6.29 
6.30 
6.31 
6.32 



7.5 
7.6
0170/Plans and Programs Office

7.7
0180/Office of Equal Opportunity Program

7.8
0220/Resources Analysis and Management Office

7.9
0220/Financial Management Division (Reserved)

7.10
0300/Vehicle Technology Directorate

7.11
0400/Office of Human Resources

7.12
0500/Office of Safety and Assurance Technologies

7.13
0610/Procurement Division

7.14
2000/Aeronautics Directorate

7.15
5000/Research and Technology Directorate

7.16
6100/Space Communications Office

7.17
6500/Space Transportation Project Office (Reserved)

7.18
6700/Microgravity Science Division

7.19
6900/Power and Propulsion Office

7.20
7100/Computer Services Division (CSD)

7.21
7200/Test Installations Division (TID)

7.22
7400/Manufacturing Engineering Division (MED)

7.23
7500/Facilities and Test Engineering Division (FTED)

7.24
7700/Engineering Design and Analysis Division (EDAD)

7.25
9200/Office of Educational Programs (OEP)

7.26
6000/Space Directorate

7.27
7800/Systems Engineering Division

7.28
9300/Community and Media Relations Support

7.29
9400/Commercial Technology Office Support

7.30
9000/External Programs Directorate

7.31
Small Business Innovative Research (SBIR) and Small Business Technology Transfer (STTR) Program Support

7.32
0160/Office of the Inspector General

7.33
7740/Structural Analysis Branch





























The 533M shall be submitted using the format provided by the COTR.  A single page shall be submitted for each of the reporting categories identified above as well as for the total contract.

A summary report by task shall be submitted with the 533M in the format provided by the COTR


G.  VARIANCE ANALYSIS REPORT

The purpose of the variance analysis report is to track the actual costs incurred versus the LTID yearly available budget and to assess the impact of changes.  The report shall be submitted to the COTR by the third Tuesday of each month.  Both the Contractor and the COTR shall review the report to determine funding requirements or changes required to meet the available budget.


While the negotiated value of the contract does not change without the CO signature, this report is fluid and the budget availability may change consistent with current Center and LTID requirements.  This report shall contain one page for each task that LTID is responsible for along with a graphic depiction of the three full cost areas.  The graph shall indicate progress in recovering funding from other areas that have been charged for services LTID has provided.  

The following tasks shall be included:


1.1
Property Management

1.2
Freight Traffic


1.3
Stock Purchases


1.4
Supply Management


1.5
Transportation Operations


2.0
Imaging Technology (plus graph)


3.0
Publishing (plus graph)


4.0
Metrology (plus graph)


5.0
Library


6.2
Administrative Programs


6.11
Information Systems Support


Total LTID


H.  STAFFING REPORTS

The Contractor shall submit to the CO and COTR the following staffing reports no later than ten (10) working days following the end of the month.

1. Personnel Report - The Personnel Report shall include the number of full-time-equivalent personnel in each task area for the total contract.

2. Employees by Task - The Employees by Task report shall include the name of each employee, the organization supported, the job title, comments, and effective date of actions.  


Data shall be reported using the same accounting calendar as the NASA Form 533M.  Staffing reports shall be submitted along with the monthly 533M reports, and made available in the AFD.

C-6  TECHNICAL REPORTING REQUIREMENTS

The Contractor shall provide technical reporting requirements as identified within each task paragraph “e. Documentation.”


C-7  FULL COST MANAGEMENT – COST RECOVERY / PAY-FOR-SERVICE

Glenn Research Center, and NASA as an Agency, has transitioned to a “full cost” form of management, budgeting, and accounting at the project level.  Users of the goods and services provided by various areas within the division are charged on a pay-for-service basis.  Actual usage information is required for each of these areas to ensure accurate charging for services provided.  Major areas that recover costs from users on a pay-for-service basis include, but are not limited to:
2.0

Imaging Technology

3.0

Publishing

4.0

Metrology
5.0

Library Subscriptions


Reporting of cost recovery/pay-for-service work accepted and/or completed is provided electronically on a bi-weekly basis from each area to the LTID business area.  The contractor shall be responsible for maintaining and modifying the existing system used for tracking and reporting various pay-for-services.
C-8  ISO 9000 REQUIREMENTS
To meet the customer needs and maintain excellence as a research and technology provider.  Glenn Research Center (GRC) has implemented a Business Management System (BMS).  The BMS is an infrastructure through which key GRC processes are documented, performed, managed, assessed, and improved.  Maintaining the BMS enables the Center to:

· Maintain and improve the quality of its products and services

· Optimize the efficiency of its process

· Identify and correct problems

· Better Plan for the future

The BMS addresses processes beyond the scope of the ISO 9001 Standard.  The GRC Quality System is encompassed in the BMS.

NASA is committed to being a world-class leader in scientific and technological research and development.  To ensure NASA’s continued presence as a leader in these areas, the Agency has directed the Centers to develop and implement quality systems that are compliant with the internationally recognized quality management standards, ISO 9001:2000.  GRC has followed that directive and has developed and implemented an effective and efficient quality system which is designed to comply with all of the applicable elements of ISO 9001:2000.  The BMS Quality System Manual describes the Glenn Research Center Quality System and provides policy and guidance for implementation of this important program.

The Glenn Research Center Business Management System (BMS) describes the Center’s approach to ensure consistent and effective operation of those processes affecting the quality of GRC products and services.  It includes the processes that relate to the elements of the ISO Standard, as well as the other business processes necessary to operate GRC.  While the Quality System addresses the ISO requirement, these policies and procedures also apply to the Center’s other core business activities.

GRC’s primary product is leading-edge technology resulting from aerospace research activities.  Products and services include design, development, test, and fabrication of research and test aerospace hardware and software for a variety of GRC customers.  The activities and processes used to develop these products and services are the primary focus of the GRC Quality System.

Responsibility for these systems, their document generation, compliance to, continuous improvement and maintenance of (which includes but is not limited to updating or modifying), shall rest with the civil servant (CS) and support service contractor (SSC) employees involved with the functional areas that fall in the scope of the ISO 9000 and BMS Quality System.

The prime Contractor, team members or subcontractors under this contract are not required to be ISO 9000 certified; however Glenn Research Center is required to be certified.  In support of that certification and in accordance with NPD 1280.1, NASA Management Systems Policy, and GLPG 8730.5, GRC BMS Quality System Manual, the Contractor shall develop and maintain work instructions for each of the tasks supporting the Logistics and Technical Information Division.  
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C-9  GENERAL SAFETY, HEALTH, ENVIRONMENTAL AND SECURITY STANDARDS
Note:  FAR Clauses 1852.223-70, “Safety and Health”; 1852.223-73, “Safety and Health Plan”; 1852.223-75, “Major Breach of Safety or Security” should be added to the contract.
NASA GRC does not assume responsibilities of the “employer” for contractor employees under Title 29, Code of Federal Regulations, Part 1910 and 1926.  Therefore, contractors are responsible for providing their employees and subcontractor employees a safe and healthy workplace, and ensuring their work is performed in a safe manner.

The Contractor shall comply with the most current revision of all federal, state and local safety, health, environmental and security standards, and all NASA and NASA Glenn Research Center’s safety, health, environmental and security standards, including but not limited to the following:

· CFR Title 29 Part 1910, Occupational Safety and Health Standards,  http://www.osha.gov/pls/oshaweb/owastand.display_standard_group?p_toc_level=1&p_part_number=1910
· CFR Title 29 Part 1904, Recording and Reporting Occupational Injuries and Illness, http://www.osha.gov/pls/oshaweb/owastand.display_standard_group?p_toc_level=1&p_part_number=1904
· CFR Title 40, Protection of Environment,  http://www.epa.gov/epahome/cfr40.htm
· CFR Title 49, Transportation, http://www.access.gpo.gov/cgi-bin/cfrassemble.cgi?title=200349
· Ohio Revised Code Section 4511, http://onlinedocs.andersonpublishing.com/oh/lpExt.dll?f=templates&fn=main-h.htm&cp=PORC
· National Fire Protection Association (NFPA) codes and standards, as applicable

· Compressed Gas Association (CGA) standards, as applicable

· NPR 1040.1, NASA Continuity of Operations (COOP) Planning Procedures and Guidelines

· NPD 1040.4, NASA Continuity of Operations

· NPR 1441.1, NASA Records Retention Schedule, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_1441_001D_&page_name=main
· NPD 1600.2, NASA Security Policy

· NPR 1620.1, Security Procedures and Guidelines

· NPR 1820.1, Hearing Conservation, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_1820_0001_&page_name=main
· NPD 1820.1, NASA Environmental Health Program, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PD_1820_001B_&page_name=main
· NPD 2810.1, Security of Information Technology, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PD_2810_001C_&page_name=main
· NPR 2810.1, Security of Information Technology, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_2810_0001_&page_name=main
· NPR 3792.1, Plan For A Drug-Free Workplace, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_3792_001A_&page_name=main
· NPR 5100.4, Federal Acquisition Regulation Supplement, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_5100_004B_&page_name=main
· NPD 8500.1, NASA Environmental Management, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PD_8500_001A_&page_name=main
· NPR 8553.1, NASA Environmental Management System (EMS), http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_8553_0001_&page_name=main
· NPR 8570.1, Energy Efficiency and Water Conservation Technologies and Practices, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_8570_0001_&page_name=main
· NPR 8621.1, NASA Procedural Requirements for Mishap Reporting, Investigating, and Recordkeeping, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_8621_001A_&page_name=main
· NPD 8621.1, NASA Mishap and Close-Call Reporting, Investigating, and Recordkeeping Policy, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PD_8621_001H_&page_name=main
· NPD 8700.1, NASA Policy for Safety and Mission Success, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PD_8700_001B_&page_name=main
· NPD 8710.2, NASA Safety And Health Program Policy, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PD_8710_002D_&page_name=main
· NPR 8715.1, NASA Safety and Health Handbook Occupational Safety and Health Programs, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_8715_0001_&page_name=main
· NPR 8830.1, Affirmative Procurement Plan for Environmentally Preferable Products, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_8830_0001_&page_name=main
· GLPD 1600.1, Glenn Security and Safeguards Policy, http://www.grc.nasa.gov/WWW/Directives/1600_1A.htm
· GLPG 1620.1, Glenn Research Center Security Procedures, http://www.grc.nasa.gov/WWW/Directives/GLPG1620.1-TOC.htm
· GLPD 1702.1, Glenn Safety Program, http://www.grc.nasa.gov/WWW/Directives/1702.1H.html
· GLPD 1820.1, Smoking Policy, http://www.grc.nasa.gov/WWW/Directives/1820.1.html
· GLPD 3713.3, Preventing and Eliminating Sexual Harassment in the Workplace, http://www.grc.nasa.gov/WWW/Directives/3713.3B.htm
· GLPD 8870.1, The Glenn Research Center Environmental Management System (EMS), http://www.grc.nasa.gov/WWW/Directives/8870.1B.htm
· LeR-M0530.001, NASA Glenn Safety Manual, http://osat-ext.grc.nasa.gov/gso/manual/chapter_index.shtml
· Glenn Research Center Emergency Preparedness Plan – Annex N (Transportation), Annex X (Biological Agent Response Procedures), and Annex AA (Hazardous Material Transportation Security).

· GRC-M8400.00.001, NASA Glenn Environmental Programs Manual,   http://osat-ext.grc.nasa.gov/emo/pub/epm/epm-contents.pdf
· GLPG 1620.1, NASA Glenn Research Center Security Procedures, http://www.grc.nasa.gov/WWW/Directives/GLPG1620.1.html
· GRC-P4.7, Corrective and Preventive Action

· GRC-W0620.004, LTID Incident Reporting and Investigation

· NASA, Glenn and LTID policies and procedures, as applicable

The Contractor shall 

· Prepare and implement a site-specific and task-specific Health and Safety Plan (HASP), and submit a copy of the HASP to the Glenn Safety Office and Contracting Officer’s Technical Representative (COTR).

· Establish a safety committee and have meetings at least quarterly, with documented meeting minutes submitted to the COTR.

· Conduct monthly safety inspections of the Contractor’s work area and work tasks to ensure that work being performed by the Contractor’s employees follow safety procedures.  Document observations and submit report to the COTR.  Track and implement any needed corrective actions.

· Conduct monthly safety meetings with Contractor’s employees.  Document these meetings through agendas and/or meeting minutes and submit report to the COTR.

· Apply for and follow a Glenn Safety Permit for any task that requires a safety permit in accordance with Glenn Safety Manual, Chapter 1.  Submit copy of each safety permit and supporting documentation to the COTR.

· Document procedures, checklists and a job hazards analysis (JHA) for hazardous tasks (reference Glenn Safety Manual, Chapter 33, for JHA procedures).  Submit a copy of each JHA to the Glenn Safety Office and the COTR.

· Identify periodic inspection requirements for safety equipment and ensure that these requirements are being met.

· Determine required safety, health, environmental and security training per federal, state, local and NASA standards for Contractor’s employees, and ensure these training requirements are met.  Provide a quarterly report to the COTR showing percent of required safety, health, environmental and security training taken by Contractor employees.  Also determine recommended safety, health, environmental and security training for Contractor’s employees, and provide a quarterly summary report to the COTR of these training classes taken and number of employees trained.

· Conduct safety orientation for all new employees, temporary employees and interns.

· Follow NASA’s and LTID’s incident and close call reporting system (reference Glenn Safety Manual Chapter 21 and GRC-W0620.004).  Complete a NASA mishap report form for all incidents and close calls within 24 hours of being notified that the incident occurred per Glenn Safety Manual Chapter 21, and send the completed mishap report form to the Glenn Safety Office, LTID division office, Contracting Officer (CO), and COTR.  Document corrective actions and costs associated with the incident or close call on the mishap report form within 10 days of the initial report date and send this update to the Glenn Safety Office, LTID division office, CO and COTR.

· Participate in Glenn’s Contractor Safety Council meetings.

· Complete a C-177 form each month by the 15th of the next month and submit to the Glenn Safety Office and COTR.

· Follow Glenn’s and LTID’s emergency reporting and emergency response procedures, and the specific building emergency action plan for the Contractor’s work area.  Conduct emergency drills in accordance with Glenn and LTID requirements.

· Comply with Glenn’s parking, traffic and barricade procedures.

· Require all safety, health, environmental, and security requirements of this contract to all of the Contractor’s subcontractors.

· Document a “business continuity plan” to ensure there are backups, second sources, alternate sites, etc. for the Contractor’s tasks.

· Support the GRC in its safety, health, environmental and security efforts, such as obtaining/retaining OSHA Voluntary Protection Program (VPP) certification, Environmental Management System (EMS) programs, Performance Evaluation Profile (PEP) surveys, etc.

Chemical Safety:

· All Material Safety Data Sheets for chemicals or chemical products used by the Contractor onsite at GRC shall be provided to the COTR and the Glenn Environmental Programs Office, and shall be readily accessible in the area where the chemical or chemical product is used.

· All chemicals or chemical products used onsite by the Contractor at GRC shall be barcoded in accordance with GRC’s Environmental Programs Manual and chemical inventory process.

C-10  CONTRACT WORK BREAKDOWN STRUCTURE


TOTAL CONTRACT – Technical Information and Logistics Support (TIALS)

Task 1.0
LOGISTICS

1.1 Property Management Service




1.1.1
Property Management

1.1.1.1
NASA Equipment Management System (NEMS)









Equipment Database Management

1.1.1.2
Equipment Inventory

1.1.1.3
Loans

1.1.1.4
Financial Reconciliation

1.1.1.5
Equipment Services Program

1.1.1.6
Survey Records

1.1.1.7
Reporting Requirements




1.1.2
Property Disposal






1.1.2.1
Receipt and Warehouse of Excess Property






1.1.2.2
Utilization






1.1.2.3
Donation






1.1.2.4
Exchange and/or Sale of Property






1.1.2.5
Government Property Held and Reported by 









Glenn Contractors and/or Grantees






1.1.2.6
Disposal of Scrap Material and 










Abandonment and/or Destruction

1.1.2.7   Accountable Records and Reporting




    1.1.3  
Hold Storage



1.2
    Freight Traffic

    1.2.1
Freight Coordination

1.2.Material Movements

1.2.1.1
Outbound Freight

1.2.1.2
Inbound Freight

1.2.1.3
U.S. Government Bills of Lading (GBL) and 







    Commercial Bills of Lading (CBL)

1.2.1.4
Verification of Freight Charges

1.2.1.5
Personal Property

1.2.1.6
Carrier Selection (Other than Personal Property)


1.2.2  Shipping

    1.2.3
Receiving

    1.2.4
Shipping and Receiving Documentation



1.3
Stock Purchases



1.4
Supply Management






1.4.1
Inventory






1.4.1.1
Inventory Management






1.4.1.2
Cataloging






1.4.1.3
Chemical Purchasing






1.4.2
Warehouse






1.4.2.1
General Warehousing






1.4.2.2
Storage Space Operation

1.4.2.3
Substore Management






1.4.3
Central Chemical Storage Facility Operation

1.4.3.1
Hazardous Storage and/or Warehouse

1.4.3.2
Hazardous Receiving and/or Shipping

1.4.3.3
Container Program






1.4.4
Laundry Services






1.5
Transportation Operations






1.5.1
Personnel Transportation

1.5.1.1
Bus

1.5.1.2
Taxi Service and Handicapped Transportation

1.5.1.3
Airport Courier

1.5.1.4
Special Events

1.5.1.5
Dispatch

1.5.2
Dry Cargo

1.5.3
Mail Processing

1.5.4
Recycling

1.5.5
Vehicle Maintenance

1.5.6
Motorpool Vehicle Dispatcher

1.5.7
Garage Administration

1.5.8
Fuels Distribution


Task 2.0
IMAGING TECHNOLGY

2.1
Production Administration Support

2.2
Scientific Imaging

2.3
Video/Multimedia


        2.3.1
Video Production

        2.3.2
Multimedia

2.4
Still Imaging

2.4.1
Digital Imaging

       2.4.2
Still Imaging

       2.4.3
Photofinishing

2.5
Audiovisual

2.6
Law Enforcement Support

2.7
Archiving 

2.8
Photographic Document of Research


Task 3.0
PUBLISHING



3.1
Scientific & Technical Publishing

3.1.1
Coordination

3.1.2
Editing

3.1.3
Manuscript Support

3.1.4
Layout/Electronic Publishing

3.1.5
Publication Graphics

3.1.6
Graphics Services



3.2
Duplicating Facility Support, Copiers, GPO Printing




3.2.1
Facility Support

3.2.2
Administrative Equipment Service

3.2.3
Government Printing Office (GPO) Support

3.2.4
Copier Management


Task 4.0
METROLOGY

4.1
Calibration Services

4.2
Instrument Pool

4.3
Dimensional Calibration


Task 5.0
LIBRARY

5.1
Circulation Desk

5.2
Collection Management

5.3
Acquisitions




5.3.1
Subscription Materials

5.3.2
Nonsubscription Materials Including Document Delivery

5.3.3
Interlibrary Loans

5.3.4
Project Documentation



5.4
Cataloging



5.5
Reference Services



5.6
Electronic Library


Task 6.0
ADMINISTRATIVE SUPPORT

6.1
Unscheduled Administrative Support

6.2
Administrative Programs





       6.2.1
Special Projects



       6.2.2
Accounting Support  


       6.2.3
Directives Processing/Distribution
                6.2.4
Electronic Forms Management


       6.2.5
Reserved
                6.2.6
Reserved


       6.2.7
Changed to WBS 6.31


       6.2.8
Historian
  

       6.2.9
Document Administrator (COMPLETE)


       6.2.10
Contract Management Support

6.2.11
Scheduling

6.2.12
Move Operations

6.3
Drawing File Management, Maintenance and Reproduction




6.4
Organizational Development and Training Office Support





 6.4.1
Learning Center
              6.4.2
(Reserved)
              6.4.3
(Reserved)
              6.4.4
Administrative Short Courses 

6.4.4.1
NASA Correspondence Management and 



    Communications Standards (NPG 1450.10C)
6.4.4.2
Distance Learning

       6.5
Community and Media Relations Editorial Support

       6.6
Financial Management Support





         6.6.1
Accountant Support





         6.6.2
Grants Accounting
        6.7
Resource Analysis Management Office Support



        6.8
Administrative Project Coordination





         6.8.1
Financial/Special Project Support





         6.8.2
General Clerical

        6.9
Interagency Advanced Power Group (IAPG) Power Information  

         Center

        6.10 Space Program Plan Development Support (COMPLETE)

        6.11 Information Systems Support (ISS)

        6.12 Educational Programs Support

       6.13 Commercial Technology Support






    6.13.1
(moved to 6.15) COMPLETE
    6.13.2
COMPLETE
    6.13.3
Computer Systems Development

6.13.4
(moved to 6.15) COMPLETE
6.13.5
BMS/ISO Process Support

6.13.6
Technology Transfer Success Story Support

6.14
Analex Contract Closeout Property Assessment (COMPLETE)

6.15
SBIR/STTR Program Support

   6.15.1
SBIR/STTR Program Assistance

         6.15.2
Financial Tracking

6.16
Mobile Television Production Van

6.17
Technology Conference Support (COMPLETE)

6.18
Science Engineering Mathematics Aerospace Academy (SEMAA) 
Program Management Support

6.19
Telescience Support Center (TSC) Property Assessment (COMPLETE)

6.20
Army Corps of Engineers (Reserved)

6.21
Business Development and Marketing Support

6.22
(Reserved)

6.23
Office of Education Programs, Program Coordinator

6.24
Educational Technology Specialist Support

6.25
Communications Support for Manufacturing and Engineering Division 

6.26
Administrative Support of the Manufacturing Engineering Division

6.27
Advanced Communications Satellite (ACTS) University Education 
Consortium Support (COMPLETE)

6.28
Airport Expansion/S-40 Asset Relocation

6.29
History of NASA’s Plum Brook Reactor Facility

6.30
Integrated Financial Management (IFM) Program Training Coordination

6.31
Records Management

6.32
RETF Historical Preservation


Task 7.0
CLERICAL SUPPORT

7.1
Unscheduled Clerical Support

7.2
0100/Office of the Director

7.3
0120/Office of Chief Counsel

7.4
0140/Aeropropulsion Research Program Office





7.4.1
General Clerical
7.4.2
Computer Illustration




7.5
0106/ISO Project Office (Reserved)




7.6
0170/Plans and Programs Office (COMPLETE) 




7.7
0180/Office of Equal Opportunity Programs




7.8
0210/Resources Analysis and Management Office (Reserved)




7.9
0220/Financial Management Division (Reserved)




7.10 0300/Vehicle Technology Directorate




        7.10.1
General Clerical (COMPLETE)



        7.10.2
General Accounting




        7.10.3
Administrative Support




7.11
0400/Office of Human Resources





    7.11.1
Insurance Office





7.11.2
Office of Human Resources





7.11.3
Organizational Development and Training Office





7.11.4
Expert Center for Information Technology Security Support




7.12  0500/Office of Safety and Assurance Technologies

   7.12.1
General Clerical
   7.12.2
0530/Glenn Safety Office
   7.12.3
0540/Environmental Management Office

         7.12.3.1
Web Management

         7.12.3.2
Desk Top Publishing

         7.12.3.3
Budget Management




7.13
0610/Procurement Division





    7.13.1
Computer and Data Entry Services




         7.13.2
Filing and Typing Services




         7.13.3
Small Purchase Services




         7.13.4
Mail and Distribution Services




         7.13.5
Reproduction, Fax and Printer Services




         7.13.6
General Clerical




         7.13.7
IFMP Data Conversion




         7.13.8
Documentation




7.14
2000/Aeronautics Directorate
                                       7.14.1
Directorate Support

          7.14.1.1
Aeronautics Directorate Clerical Support
   7.14.2
Ultra-Efficient Engine Technology Program Office

   7.14.2.1
Administrative Clerical

   7.14.2.2
Support UEET Program Office

               7.14.2.3
Maintain UEET Travel Budget
               7.14.2.4
UEET Meeting/Conference Logistics Management

   7.14.2.5
Budget Support Specialist

         7.14.2.6
UEET Program and Outreach Specialist

         7.14.2.7
Turbine-Based Combined Cycle (TBCC) Program and 


Outreach Specialist

   7.14.3
Subsonic Systems Office


7.14.3.1
General Clerical



      7.15 5000/Research and Technology Directorate

  7.15.1
5100 & 5120/Materials Division & Advanced 





        Metallics Branch




        7.15.2
Communication Specialist



     7.16  6100/Space Communications Office

7.16.1
General Clerical Support



        7.16.2
High Rate Data Delivery TAM Support (Reserved)

                 7.16.3
6140/Spectrum Management Office Support



     7.17  6500/Space Transportation Project Office 

  7.17.1
General Clerical Support

  



     7.18  6700/Microgravity Science Division



     7.19
6900/Power and Propulsion Office (Reserved)



     7.20
7100/Computer Services Division (CSD)



     7.21
7200/Test Installations Division  (TID)



     7.22
7400/Manufacturing Engineering Division  (MED)



     7.23
7500/Facilities and Test Engineering Division (FTED)

7.24
7700/Engineering Design and Analysis Division  (EDAD)                    


7.25
9200/Office of Educational Programs (OEP) (COMPLETE) 

7.26
6000/Space Directorate

7.27
7800/Systems Engineering Division

   7.27.1
General Clerical Support
   7.27.2
7820/Analysis and Integration Group



          7830/Technical Resource Management Group




7.28
9300/Community and Media Relations Support




7.29
9400/Commericial Technology Office Support (CTO)

                                       7.29.1 Tech Briefs Support








         7.29.2 Contract Support

7.30
9000/External Programs Directorate
         7.30.1
Undergraduate Scholar Program Support
         7.30.2
Clerical Support

7.31
Small Business Innovative Research (SBIR) and Small Business 
Technology Transfer (STTR) Program Support

   7.31.1
General Clerical
   7.31.2
Administrative


                  7.32  0160/Office of the Inspector General (COMPLETE)



      7.33  7740/Structural Analysis Branch (COMPLETE)
(End of Front Section of SOW)
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