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6.0  ADMINISTRATIVE SUPPORT

6.1  Unscheduled Administrative Support

a.  General requirements--The Contractor shall comply with the general requirements specified in future change orders (CO).

b.  Description of work--The Contractor shall support currently unknown administrative requirements as identified during the contract period. These unscheduled requirements may cover a range of tasks from word processing and general clerical duties to accounting, financial analysis, computer support, training, program analysis, public relations support, educational programs support, data analysis, administrative management analysis, and paralegal support. A CO will be issued to the Contractor with a description of work to be performed along with the required period of performance. Upon receipt of the CO the Contractor shall develop a cost estimate for the work.

c.  Quality standards--The Contractor shall comply with the quality standards specified in future COs.

d.  Schedule--The Contractor shall comply with the schedule specified in future COs.
e.  Documentation--The Contractor shall provide documentation as specified in future COs.


6.2  Administrative Programs



6.2.1  Special Projects

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work--The Contractor shall provide services to cover the broad spectrum of all functional areas within LTID. The tasks require knowledge of pertinent NASA handbooks and the specialized requirements each contain, as well as a working knowledge of the Federal Acquisition Regulations (FAR), the NASA FAR Supplement (NFS), and the Federal Property Management Regulations (FPMR). 

The Contractor shall
· Screen and procure installation accountable Government property (IAGP) in accordance with contractual requirements. Fulfill reporting requirements associated with the disposal of such property.

· Write Requests for Proposals (RFP) and subcontracts in support of the contract. 
· Identify potential suppliers of specialized services. Write and issue market surveys to support issuance of subcontracts to provide such services.

· Serve on special teams covering various tasks in the areas of receiving, inventory management, and transportation, including garage operations, fuels, NEMS equipment, property disposal, space management, facility management, and any other special projects identified by the Contracting Officer’s Technical Representative (COTR).

c.  Quality standards--The Contractor shall perform all work accurately.

d.  Schedule--The Contractor shall meet scheduled deadlines agreed to with the Technical Representative (TR).

e.  Documentation--The Contractor shall maintain files and databases available for review by the TR. Additional reports may be required.



6.2.2  Accounting Support

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work--The Contractor shall perform budgeting and full-cost analytical functions for the contract management and budget areas. Government activities include support in the development of Program Operating Plans (POP) and phasing plans, full-cost data development and analysis, development of metrics data, analysis of cost accounts, and projections for future budget requirements. The Contractor shall act as liaison with the Procurement Division, the Financial Management Division, LTID personnel, and LTID customers. The Contractor shall be familiar with accounting principles and the Center’s financial management system budget. 

In support of division budget tasks, the Contractor shall
· Assist in the development of budget data.

· Assist in tracking actual costs versus planned costs.

· Develop graphics to display plan versus actual data.

· Help to analyze Contractors 533 costs and enter Center financial system reports.

· Present cost status information.

· Help to develop the POP.

· Help to develop presentations for the Resources Management and Analysis Office (RAMO) and division and Center management for assigned areas.
In support of full-cost management accounting tasks, the Contractor shall 

· Assist in developing the cost basis of products and services for the LTID service pools.
· Develop full-cost data and spreadsheets for the division.
· Coordinate with the Government and contract or business partners to track full-cost data.
· Distribute G&A and service pool.
· Analyze pool data in comparison with industry standards.
· Analyze cost trends.
· Assist in the adjustment of full-cost data based on analysis of current costs.
· Help to develop workforce planning data.
· Help to develop presentations to the Full Cost Steering Committee.
In support of Integrated Financial Management (IFM) coordination, the Contractor shall
· Interface between LTID service pool databases and the IFM.

· Coordinate LTID IFM requirements.

c.  Quality standards--The Contractor shall perform all work accurately.

d.  Schedule--The Contractor shall meet scheduled deadlines agreed to with the TR.

e.  Documentation--The Contractor shall maintain the LTID full-cost database, cost projections, and any other records developed for financial analysis purposes. They shall be made available to the TR upon request.



6.2.3    Directives Processing and Distribution
a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies.
b.  Description of work--The Contractor shall process Glenn directives from rough draft to final distribution, including word processing, duplication, and mailing. 

The Contractor shall
· Maintain a master log of cancelled Glenn directives. 

· Create and maintain internal Web page (http://www.grc.nasa.gov/WWW/Directives/) with Glenn and NASA directives that are linked to the NASA Online Directives Information Services (NODIS) Library (http://nodis3.gsfc.nasa.gov). 

· Notify Center personnel via Today@Glenn regarding the availability of new Center directives as they are added to the Web site. 

· Update the log as new Glenn directives are published, remove any that are cancelled, and ensure that only the latest versions are available for use. 

· Maintain official case files for Glenn directives, including periodic processing of cancelled files to record storage.  

· Maintain one hard copy of Agency directives, ensuring that only the latest version is available. Maintain a log of cancelled Agency directives. 

· Respond to and process requests for copies of Glenn and NASA directives, as needed.  Instruct customers on how to access these directives electronically.

· Participate in the publication and distribution of the Center telephone directory. 

· Maintain listing of distribution of telephone directory to HQ and other Centers. Log any copies distributed to offsite personnel in Excel spreadsheet.

· Distribute miscellaneous regulations that are delivered to the Center; log them in Access spreadsheet.

c.  Quality standards--Center directives shall be in the proper format with correct spelling. Logs shall be current and error free.

d.  Schedule--Glenn directives shall be typed in proper format in accordance with the schedule agreed to with the TR. Final changes shall be incorporated within the time agreed to with the TR. The directive shall be posted within 3 days after being signed by the approving official. The Agency directive update log shall be revised within 2 working days. Distribution will be completed within 3 days of request.

e.  Documentation--Logs shall be made available for review by the TR. Special reports shall occasionally be prepared upon request of the TR.



6.2.4  Electronic Forms Management

a.  General requirements--The Contractor shall provide technical support in the development of electronic forms in accordance with the following:

· NASA Printing, Duplicating, Copiers, Forms, Reports and Mail Management, NPD 1490.1E, as revised. 

· NASA Standard 2809, NASA Intelligent Electronic Forms, as revised.

b.  Description of work--The Contractor shall create and maintain all Glenn specific forms in the Center and Agency selected software product, Informed Filler. 

The Contractor shall 

· Maintain a master log of all Glenn and Agency forms, including form number, owner, frequency of use, and changes made. 

· Maintain the master copies and ​case files of all paper and electronic formats. 

· Recommend that forms be converted to electronic format based on usage, importance, and form owner needs. 

· Coordinate the printing of forms with the Government Printing Office (GPO), GSA, or Glenn Duplicating Facility.

· Create and maintain an internal Web page with a current listing of locally produced electronic and paper forms, links to current Agency-level forms, an informational section, a “what’s new” section, and instructions for use of the software and forms.

· Ensure that the forms site is easy to use and that only the latest versions of the forms are available for use.

· Be technically qualified in the full use of Informed Filler and Informed Designer. Be fully aware of future trends in the use of electronic form software applications and recommend improvements to the Glenn electronic forms manager. 

· Participate on Agency forms teams, as directed by the Technical Monitor (TM), that deal with electronic information (forms) record-keeping strategies, use of the Public Key Infrastructure (PKI), and the Presidential Order to create an E-Government solution to allow the general public to communicate electronically with NASA. 
· Possess excellent communication skills to be able to understand and explain to form owners the use of the software product, and understand the owners needs and processes.

· Possess strong computing skills with a thorough knowledge of database concepts to ensure consistency in field definitions, which will be critical for database storage and information retrieval.

c.  Quality standards--The Contractor shall comply with the general requirements specified in paragraph a. of this task. The Contractor shall update and maintain accurate information. Both paper and electronic forms shall be in compliance with applicable regulations determined by the form owners and electronic forms manager.

d.  Schedule--The Contractor shall conduct an annual inventory and form owner review to determine whether forms are still needed, require modification, or can be deleted. Upon receipt of a request for a new form, the initial draft of the form shall be provided to the form owner for review within 5 working days. Changes to forms by request of form owners shall be accomplished within 3 working days. 

e.  Documentation--The Contractor shall maintain a case file, in an electronic format, containing initial requests and all changes made to the forms. Retired forms shall be stored in accordance with NPG 1441.1, as revised, and retained for the appropriate time period before destruction. The Contractor shall maintain a master list of all forms, both local and Agency level, and this information shall be available on the Web homepage. The Contractor shall maintain the Web homepage with current information on use of the forms, instructions for download, and statistics indicating use of the forms.



6.2.10  Contract Management Support

The Contractor shall provide clerical and administrative support to the contract management and budget team. 

The Contractor shall
· Prepare daily correspondence for team personnel.

· Type statements of work for new contracts, or contract revisions.

· Maintain official files for all contracts, including contract files, contract modifications, correspondence, financial reports, and performance assessment reports.

· Schedule meetings identified by team members and reserve rooms.

· Prepare presentation material for meetings using PowerPoint software, and make copies of viewgraphs and presentation handouts.

· Develop discrepancy invoice deduction reports using Excel for contract management and budget team review.

· Prepare fund transfers for cost pools for Imaging Technology, Metrology, Publishing, and Fuels using Excel and Informed Filler.

· Distribute MOC-1 533 to TRs internal and external to LTID.

· Maintain LTID applications database.

· Maintain MOC-1 Contract 533 distribution list, identifying and making changes to list as necessary.

· Type agendas and meeting minutes for the monthly MOC-1 contract meeting. 

· Screen and distribute mail for LTID.  

· Copy, distribute, and file material, as requested.

· Order stock through bankcard holder.

· Enter and acquire contract data contained in various contract Information Management Systems and databases.

6.2.11  Scheduling

The Contractor shall schedule reservations for use of the Guerin House, building 300, and the picnic grounds. The Contractor shall maintain the automated scheduling calendar with all events for the Guerin House and picnic grounds. 

The Contractor shall 

· Ensure that all paperwork is completed and submitted and that appropriate approvals are received.

· Distribute copies as identified to Security and others.

· Forward complaints and notification of repairs to the proper area for resolution.

6.3  Drawing File Management, Maintenance, and Reproduction

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work--The Contractor shall provide all drawing file management control and print reproduction services necessary for the operation of the central drawing files (CDF) and reprographic unit. One Contractor employee performing this task shall have a security clearance of SECRET.

The Contractor shall provide support and direction in the creation, storage, recovery, and reproduction of microfilm copies of engineering drawings and blueprints. Services shall include filing the hard copies of all research and facility drawings and documents produced by onsite civil servants or contractors at Glenn. 

The Contractor shall
· Produce scanned files of revised manual drawings to produce aperture cards. Submit the electronic file to the appropriate document management system. Prepare and submit services performed and production reports.

· Generate daily activity reports of production results, cost savings, problems, and actions taken. Document monthly reports to the TR.

· Analyze and research unusual engineering customer requests when sufficient data is not available for routine processing. Validate engineering requests for drawing information. Perform database and manual searches for drawings based on content, organization, or project supported. Correct drawing document deficiency to preclude recurrence.

· Perform daily functions essential to the operations of NASA drawing management. Review all new drawings for accuracy and conformance to standards. Issue and control NASA drawing numbers.

· Maintain NASA drawing file hardware (plotter, copiers, computers, and specialized equipment).

· Create, maintain, and support the Engineering and Technical Services Directorate’s drawing files for the Engineering Design Division’s (EDD’s) portion of task, including all ProEngineer and AutoCAD generated engineering files, all manually generated engineering drawings, and all reports associated with these files and drawings.

· Create, convert, and manage the EDD’s imaging system. Create electronic images and files by scanning manually created documents. This includes scanning the document, converting it to an EDD standard Tag(ged) Image File Format (TIFF) image, storing image in EDD drawing database, and plotting to aperture card for hardcopy storage. Create hybrid AutoCAD files by merging an AutoCAD vector file with various raster image files. Support the Information Systems Division in the creation and maintenance of various storage and plotting procedures for these files.

· Perform daily functions pertaining to the operations of the CDF. 

· Issue NASA standard numbers to be attached to engineering files for filing purposes. 

· Maintain archived engineer documents. 

· Maintain CDF-related hardware (plotters, copiers, computers, etc.). Maintain all IAGP in good operating order and recommend replacement of equipment when necessary.

c.  Quality standards--The Contractor shall comply with the general requirements specified in paragraph a. of this task. The Contractor shall perform and control all work and services required for accurate drawing management and print reproduction. 

d.  Schedule--Work shall be performed in accordance with schedules established by the TR.

e.  Documentation--Monthly written activity reports shall be submitted to the TR within 7 working days of the end of the month. 

6.4  Organizational Development and Training Office Support

The Organizational Development and Training Office (ODTO) is responsible for the development and training of Glenn personnel. The Contractor shall provide management, personnel, administrative support, materials, equipment, services, and facilities not otherwise provided by the Government to perform this task. The Contractor shall perform these requirements in a professional and courteous manner that ensures that specified standards of performance meet or exceed the standard performance level (SPL), and take timely and responsive actions to improve performance that fails to meet the SPL before such performance falls below the acceptable quality level (AQL).

Visit the NASA Glenn ODTO at http://www.grc.nasa.gov/WWW/ODT/


6.4.1
Learning Center

a.  General requirements--The Contractor shall provide support in accordance with the Glenn Business Management System, policy directives, and procedural requirements  governing onsite performance; and in accordance with security regulations, copyright laws, and procurement laws and regulations, as revised. The Contractor shall comply with Glenn-specific mainframe systems including the Integrated Desktop Environment (IDE).

Visit the NASA Glenn Learning Center World Wide Web Homepage at http://www.grc.nasa.gov/WWW/LC/
b.  Description of work--The Learning Center (LC) at Glenn Research Center is a special-purpose facility currently located in building 21, with a primary emphasis on individual instruction for clientele pursuing independent studies. It serves civil service and support service contractor personnel; managers and supervisors; scientists and engineers in a variety of disciplines; skilled trades and craft personnel; and professional, administrative, and clerical support staff. Current active courses number about 1200.

In support of the LC facility, the Contractor shall 

· Operate the LC for a minimum of 8 1/2 hours per day, Monday through Friday, between the Glenn core hours of 7:30 a.m. though 4:30 p.m., except for holidays, as defined in this contract. 

· Discuss LC curriculum and course selection with students.

· Prepare self-study learning stations each day according to the training schedule.

· Assist students as they arrive and ensure that they are set up with the proper training materials.

· Answer student questions on operation and content when applicable.

· Schedule student appointments and accommodate “walk-ins” when possible.

· Respond to phone inquiries for information and services.

· Enter training completion data into training database (AdminStar).

· Identify to the TR, using copies of contractor purchase requests (PRs), any need for purchase of materials, programs, courses, equipment, or maintenance.  Stay within the budget level for purchases allowed for the fiscal year, as determined by the TR. 

· Provide TR with copies of all contractor PRs. The TR will provide a signature approval of all purchases over $2500.

· Schedule and purchase preventive maintenance of LC equipment. Purchase remedial maintenance of equipment when needed and authorized by the TR. Purchase software license and annual software maintenance when needed and authorized by the TR. Preventive maintenance shall be accomplished according to the manufacturer’s recommended guidelines and instructions. Software licenses and annual maintenance agreements shall be current.

· Operate an offsite-use loan program for programs, courses, and equipment for Glenn employees. Maintain status of loaned items and ensure their timely return in satisfactory condition.

· Request evaluations from all students completing LC programs and courses to assess the effectiveness of the course and LC services. Compile monthly summaries of the evaluations for submittal to the TR.

· Maintain records of LC training accomplished by each user (civil servant and contractor). Input all LC completions into AdminStar.

· Provide proctor services at any requested time during normal LC hours of operation for exams from accredited universities and colleges offering distance-learning, satellite, audiovisual, or correspondence courses.

· Accept, use, and return university property in accordance with university policies.

In support of the LC curricula, the Contractor shall
· Participate in ODTO or other Agency or Center teams on technology-based learning or LC-supported curriculums such as knowledge management, the Glenn Presentation System, safety, the NASA Site for On-Line Learning and Resources (SOLAR), E-Learning, leadership and management development, AdminStar, and the Engineering Training Committee.

· Maintain and expand existing commercial off-the-shelf (COTS) programs and courses for individual learning and self-instruction. Supported subject areas include, but are not limited to, courses in technical and engineering, computer and information technology (IT), administration, safety, supervision, management, leadership, the Employee Assistance Program (EAP), and personal and professional development. 

· Stay current with the latest software updates available in IT training courses. The LC shall use the latest versions of new technology, scientific research, and computer COTS programs and courses. Once the need is identified, new programs and courses shall be installed within 60 days, or sooner, if required.

· Review periodically existing courses for accuracy and relevance and dispose of outdated programs as appropriate.

· Develop a technology-based curriculum for each of the supported subject areas: technology and engineering, computer and IT, administration, safety, supervision, management, leadership, EAP, and personal and professional development.

· Communicate with subject matter experts (SMEs) and/or ODTO HR program managers as necessary to determine need.

· Perform market research to identify training programs for purchase or lease.

· Arrange program previews when necessary and coordinate reviews with SMEs.

· Purchase or lease programs per the Contractor’s purchasing procedures. Work with vendors regarding course license and material agreements. Review programs and catalogs, write descriptions, prepare supplemental materials, and inform ODTO HR program managers. Input course and material information into AdminStar. Market the program to the appropriate audience.

· Keep current on emerging technology delivery methods and evaluate as applicable.

· Keep abreast of relevant Center and Agency initiatives that might affect future training needs.

In support of publicizing the LC and its available services to Glenn employees, the Contractor shall
· Publish and distribute hard copies of updated brochure and catalog(s) for distribution at least annually.

· Maintain and update at least monthly an electronic version of brochure and catalog for online access.

· Maintain an LC Web site to provide comprehensive information on all LC services and programs, including automated forms for applying for programs, evaluating services, and subscribing to e-learning courses. Maintain the Web site according to Glenn policies and requirements.

· Provide presentations to Glenn divisions, branches, or other organizations as requested. Describe LC services and programs relevant to their areas.

· Utilize other Glenn marketing tools including e-mail, Today@Glenn, (or other informational portals), Glenn Television (GTV), and Aerospace Frontiers.

In support of analysis of educational needs, the Contractor shall
· Provide consultation services to Glenn employees. 

· Meet with employees as requested to analyze their training needs.

· Make LC course recommendations to employees based on their needs.

· Perform market research to ascertain availability of technology-based training, if no LC courses meet employee need.

· Conduct ongoing needs assessment to identify new or revised COTS programs and courses needed to maintain or improve employee efficiency. 

· Conduct informal surveys of Glenn employees.

· Solicit subject matter experts input and interviews.

· Be involved or liaison with various committees, such as the engineering training and safety committees.

· Participate in meetings, such as Organization Development and Training Office weekly meetings, to gather information on anticipated training needs.

In support of Web- and satellite-based curricula, the Contractor shall
· Develop an e-learning (Web-based) strategy and implement a program to provide Web-based learning opportunities to Glenn employees. Work with Agency e-learning steering committee to develop this strategy. 

· Negotiate licensing agreements with vendors for Web courses. 

· Publicize, track, and report usage statistics for Web courses. 

· Ensure proper training credit for Web courses when warranted.

· Act as Glenn liaison to the Agency e-learning and SOLAR steering committees.

· Provide satellite-based instruction to Glenn employees in a wide range of subject areas such as engineering technology, computing, project management, leadership, administrative skills, and more. 

· Research available satellite-based instruction programs.

· Negotiate vendor purchasing agreements for satellite-based instruction, program marketing, logistical support, and day-of-program administrative support. 

· Ensure proper training credit when applicable. 

· Secure Glenn managers and other leaders to lead post-broadcast discussions.

· Review materials and assist with instructional design of materials for the program.

· Publish and publicize schedule of satellite training events.

· Compile and distribute satellite program evaluation summary.

c.  Quality standards--Course evaluations shall be obtained from LC users.  On a scale of 1 (poor) to 5 (excellent), the Contractor shall maintain an average evaluation score of at least 4.0 each quarter and a minimum score of 3.0 each quarter. 

d.  Schedule--New COTS programs and courses shall be purchased and installed within 60 days after ODTO specialists, or a total of 10 requests or survey results, indicate need.  The Contractor shall publish and distribute hard copies of updated LC brochure and catalog at least annually. The Contractor shall maintain and update at least monthly electronic version of brochure and catalog for online access.

e.  Documentation--The Contractor shall maintain files and databases available for review by the TR.

Deliverables shall be provided to the TR as identified in paragraph d. of this task.

The Contractor shall report the previous month’s data from the following areas to the TR by the 7th day of each month:

· Significant LC staff activities.

· Programs previewed.

· Programs purchased.

· Satellite program information and statistics.

· Programs researched.

· Distance-learning applications processed 
· LC activity, including number of utilizations, number of course completions, number of loanout transactions, number of e-learning hours recorded, and year-to-date totals for all of the above.

6.4.5  Distance Learning

a.  General requirements--The Contractor shall perform requirements of this task in accordance with paragraph 6.4.1.a.

b.  Description of work--The Contractor shall provide administrative services to 0480/ODTO in support of the Government’s distance-learning program provided to Government personnel. The Contractor may also provide administrative services to support distance learning by other contractors as long as that contractor organization pays all associated tuition and registration fees, and services to the Government under this task are not adversely affected. The Government is responsible for determining and approving eligibility of any personnel requesting a class.  

In support of individual online courses, the Contractor shall 
· Make arrangements with the vendor or educational institution to provide tuition payment according to Contractor procedures for students who have received approval from the Government and registered for courses. 

· Confirm registration with the student and act as liaison between the vendor or educational institution and the student. 

· Input training credit using existing procedures upon successful completion and evaluation of the course by the student. 

In support of group academic distance-learning classes, the Contractor shall 
· Work with the Government to determine which onsite academic distance-learning courses need to be provided. 

· Facilitate the delivery of the course, which includes writing and distributing the course announcement, securing a location and necessary equipment (satellite, video, Web access, DVD, or instructional television network), and making payment arrangement with the vendor. 

· Input training credit using existing procedures upon successful completion and evaluation of the course by the students. 

· Notify the TR of any unsuccessful completions or noncompletions. 

· Guarantee tuition for a class or course with a letter of credit (when required) for Government employees only. Payment of the tuition shall be made by the Contractor and reimbursed by the Government under this task. 

For the purposes of this Statement of Work (SOW) the definition of “tuition” is “the cost of a training class.” Classes taken are for the purposes of training and are related to the individual’s occupation, not for a degree. The Contractor is not responsible for reimbursing the Government or collecting funds from students if they do not pass or complete the class.

c.  Quality standards--The Contractor shall perform all work accurately, in a timely fashion, and with courtesy and professionalism.

d.  Schedule--The Contractor shall meet scheduled deadlines of each learning facility and those agreed to with the TR.

e.  Documentation--Course curricula and scores shall be entered into the AdminStar database on an as-needed basis. All other databases used shall be maintained and made available to the TR.

Provide Distance Learning Report on a monthly basis to the TR.


6.5  Community and Media Relations Editorial Support

a.  General requirements--No general requirements apply to this task.

b.  Description of work--The Contractor shall produce a monthly newsletter titled Aerospace Frontiers. This task involves planning, collecting data, conducting interviews, distilling information, writing, editing, coordinating photography assignments, layout, and proofing of the blueline submitted by the GPO printer. 
The Contractor shall 

· Maintain a database of internal and external customers consisting of employees, retirees, civic, corporate, and political leaders and key staff at other NASA centers. 

· Maintain a database of all Aerospace Frontiers articles.

· Provide media relations support, as required. This support shall include the writing of press releases, Notes to the Editor, and the quarterly News in Brief. 

· Coordinate media briefings and address media inquiries on a periodic basis.

c.  Quality standards--The tasks listed above shall be performed accurately.

The Contractor shall conduct customer surveys on an ongoing basis on Aerospace Frontiers. These surveys shall solicit comments and feedback to ascertain customer satisfaction.

The Contractor shall maintain positive working relationships with employees at Glenn, NASA Headquarters, other NASA centers, and the media.

d.  Schedule--The Contractor shall send a draft of Aerospace Frontiers to the GPO printer. The GPO printer will review and return the blueline to the Contractor. The Contractor shall complete corrections and return the blueline to the GPO printer for final printing. These activities will occur during the last week of each month.

e.  Documentation--The Contractor shall provide weekly status reports to the TR and quarterly status reports to the Glenn editorial board.

The Contractor shall file for the record all information related to the generation of Aerospace Frontiers. The Contractor shall maintain a database of articles pertaining to Aerospace Frontiers.


6.6 Financial Management Support

a.  General requirements--The Contractor shall comply with the NASA Financial Management Manual (FMM), the Federal Travel Regulations (FTR), and instructions and policies for using the SAP Core Financial software and the Gelco Travel Manager system.

The Contractor shall comply with Glenn-specific mainframe systems, including the Integrated Desktop Environment (IDE), Time and Distribution System (WebTADS), and all users guides, as revised. In addition, the Contractor shall comply with NASA Correspondence Standards Handbook, NPR 1450.10, as revised, and NASA Security Handbook, NPR 1620.3.

b.  Description of work--The Contractor shall perform accounting support, grants accounting, and general clerical support.

c.  Quality standards--The Contractor shall comply with the general requirements specified in paragraph a. of this task. The Contractor shall perform the work accurately.

d.  Schedule--The Contractor shall meet the schedule deadlines agreed to with the TR. In addition, the Contractor shall meet the monthly accounting schedule deadlines.

e.  Documentation--The Contractor shall maintain Financial Management Division (FMD) files and databases. The Contractor shall document changes to the accounting systems, operations, procedures, work methods, property discrepancies, account reconciliation, and hardware and software systems. In addition, the Contractor shall maintain FMD’s inventory of computer software and equipment. The Contractor shall provide the above documentation to the TR upon request.



6.6.1 Accounting and Clerical Support

The Contractor shall 

· Set up new contracts for costing. 

· Serve as security administrator for the electronic certification system.

· Assist in maintaining the general ledger through various duties such as preparation of the Payroll Accrual Worksheet and verification of the Object Class Report when required..

· Maintain subsidiary ledgers with the reconciliation of account balances when required.
· Assist in maintaining the general ledger by preparing journal vouchers, maintaining subsidiary ledgers, and performing account analysis when required.
· Review material receipts and record into PR spreadsheets.
· Determine and calculate monthly PR cost accruals to be input in SAP. Ensure accuracy of the cost data for the month.

· Enter monthly PR cost accruals into SAP.
· Perform end-of-month reconciliation after cost closing.
· Receive, date stamp, and distribute division mail.
· Enter new invoices into SAP. Ensure that vendor has valid banking information in the system. Coordinate with Procurement for establishing new vendors. Return incorrect invoices to vendor. Post payments into SAP to generate disbursement to vendors.
· Process travel vouchers through Travel Manager. Answer questions from travelers regarding their trips. 
· Coordinate the issuance of travel charge cards.
· Maintain the control and processing of reimbursable travel.
· Produce a variety of standard documents, such as correspondence, form letters, reports, tables, and other printed material in combination with general office clerical support.
· Maintain electronic records such as calendars, directories, spreadsheets, and databases. 
· Produce a variety of correspondence using different types of software packages.
· Be familiar with office terminology and practices. Meet priorities and deadlines on continuing assignments and new projects.


6.6.2 Grant Accounting Support
The Contractor shall 

· Review and examine Federal Cash Transactions Reports (SF-272), which are submitted from the grant recipients.
· Ensure the timeliness and accuracy of SF-272.
· Train the grant recipients to fill out SF-272 correctly to reduce errors in future reports.
· Contact grant recipients to correct SF-272 to ensure the reports meet all of the financial report requirements.
· Ensure the accuracy of cumulative net disbursements and monthly cost amounts of grants and cooperative agreements.
· Record the data from SF-272 into custom-made spreadsheets for grants and cooperative agreements.
· Calculate and determine monthly cost accruals for grants and cooperative agreements.
· Enter cost accruals for monthly grants into SAP.
· Finalize closeout grants and cooperative agreements.
· Ensure closeout grants recipients meet all financial requirements.
· Deobligate closeout grant obligations.
· Communicate with grant officers, TMs, and grant recipients regarding grants issues.
6.7  Resource Analysis and Management Office Support

a.  General requirements--The Contractor shall comply with the following:

· NASA FMM 9250, as revised. 

· NASA Materials Inventory Management Manual, NPD 4100.1, as revised. 

· NASA Equipment Management Manual, NPD 4200.1, as revised. 

· NASA Personal Property Disposal Manual NPD 4300.1, as revised. 

· Federal Information Resources Management Regulation (FIRMR).

b. Description of work--The Contractor shall provide clerical, administrative, and computer database support for RAMO. 

In the area of clerical office support, the Contractor shall
· Type correspondence, documents, reports, and viewgraphs.

· Be familiar with and proficient in MS Office (i.e., Excel, Word, PowerPoint, and Access).

· Screen, sort, and distribute mail daily.

· Copy, distribute, and file material as requested. 

· Prepare and track travel requests and vouchers.

· Order and maintain division stock and/or supplies.

· Maintain stock and file rooms.

· Maintain training classes for the division. This includes distributing announcements and forwarding the list of attendees to the directorate office.

· Perform other miscellaneous duties as required.

In the area of computer application services and database support, the Contractor shall
· Prepare spreadsheets, tables, charts, and graphs.

· Organize data in the database to facilitate preparation of reports and analyses. 

· Update and maintain RAMO computer databases.

· Maintain and update division databases and spreadsheets.

· Develop monthly and yearly presentation packages in the form of graphs and charts.

· Collect and input monthly data for reports and spreadsheets. 

· Input travel request and voucher information into the online GELCO Travel Manager System. 

· Maintain and update information on the division World Wide Web (WWW) page.

· Run, distribute, and maintain required division computer reports. 

· Be familiar with and proficient in Hyper Text Markup Language (HTML) and Flowcharter software.

c.  Quality standards--The Contractor shall comply with the general requirements specified in section a. of this task. The Contractor shall perform the work accurately.

d.  Schedule--The Contractor shall meet the deadlines agreed to with the TR.

e.  Documentation--The Contractor shall maintain and update RAMO files and databases. The Contractor shall assist in special activities such as Glenn team activities. The Contractor shall utilize and maintain online applications and query languages.

6.8  Administrative Project Coordination

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work--The Space Transportation Office (STO) manages all space transportation research and technology projects at Glenn. Current space transportation activities include air-breathing propulsion, power, vehicle health management, propellant technologies and CFM, and advanced propulsion concepts. Programs supported include Next Generation Launch Technology (NGLT), the Jupiter Icy Moons Orbiter (JIMO), OSP, the space shuttle, and Flight Experiments. 

c.  Quality standards--The Contractor shall perform all work accurately.

d.  Schedule and deliverables--The Contractor shall meet scheduled deadlines agreed to with the TR. Deliverables to division management include historically black colleges and universities (HBCU) and small disadvantaged business (SDB) quarterly reports (Jan. 15th, April 15th, July 15th, and Oct. 15th) and travel reports, including forecasting as needed and end of the month actual reporting. NMR travel and labor charts are due on the 12th day of each month. Training reports are due to senior staff on a monthly basis.

e.  Documentation--The Contractor shall maintain files and databases available for review by the TR. Additional reports may be required.

The Contractor shall provide general administrative and clerical services as defined in the following tasks.
6.8.1  Financial and Special Project Support

The Contractor shall
· Act as assistant to the NGLT propulsion manager.

· Analyze and integrate NGLT propulsion information as needed.

· Maintain monthly task balance information for all transportation tasks.

· Perform ad hoc queries related to financial and labor task status, as required, using Glenn financial management systems (Acquisition Management System (AMS), SAP, and Business Warehouse) and STO filing systems. 

· Conduct special analysis of financial data, as requested.

· Research and resolve obligation and costing issues. For this task, the Contractor must have knowledge of and communication with Glenn areas such as Procurement, FMD, RAMO, and research organizations.

· Compile and report various information and data, including labor, travel, and budget data.

· Use SAP, Business Warehouse, and Access for data inquiries and accumulations, when needed.

· Troubleshoot and reconcile accounts, i.e., grant and contract discrepancies.

· Assist in monthly MIM coordination.

· Coordinate and compile monthly FTE data for reporting to STO and Center personnel.

· Coordinate exhibits (may include travel).

In the area of clerical office and document room organization services, the Contractor shall 

· Answer telephones, return telephone calls, and direct inquiries. 

· Copy, distribute, and file material as requested.

· Serve as a power requisitioner.

6.8.2  Administrative and Budget Support

The Contractor shall be assigned to primarily support the Space Transportation Office and various projects. 

The Contractor shall
· Serve as the point of contact (POC) for Project Business information.

· Research and resolve obligation and costing issues. For this task, the Contractor must have knowledge of and communication with all Glenn areas, including Procurement, FMD, RAMO, and research organizations.

· Compile and report various information and data, including labor, travel, and budget data.

· Use SAP, Business Warehouse, and Access for data inquiries and accumulations, when needed.

· Troubleshoot and reconcile accounts, i.e., grant and contract discrepancies.

· Assist in monthly MIM coordination.

· Analyze, recommend, and report project status, including deficiencies, and remind the responsible people until the deficiencies are resolved.  

· Assist in creating, distributing, collecting data for, and upkeep of the Project Plan, Risk Management Plan, task spreadsheets, MIM inputs, and other reports as required.  

· Process guideline changes and develop and maintain log.

· Compile database and handle input and output for RPS.

· Prepare month-end reports utilizing Word, Excel, and PowerPoint.

· Develop and populate project planning spreadsheets to incorporate grants, contracts, labor, phasing plan, and travel.

· Set up logistics for telephone conferences, videoconferences, and meetings on- or offsite. Assist in setting up travel, security, and training arrangements as required.

· Assist in setting up and coordinating source selection activities. These activities include both formal source evaluation boards and other NASA and Glenn task selection processes.

· Assist project managers in preparing presentations.

· Be proficient in Microsoft Word, Excel, PowerPoint, and Filemaker Pro. Other software packages will be identified by the TR when required.  

· Perform miscellaneous administrative and budget support functions.

6.9 Interagency Advanced Power Group Power Information Center

The Contractor shall provide 1.0 full-time equivalent (FTE) administrative and clerical support to the Interagency Advanced Power Group (IAPG), an organization sponsored and represented by the U.S. Navy, Army, Air Force, NASA, and the Department of Energy (DOE). 

a.  General requirements(The Contractor shall provide support in accordance with all Agency and Center directives.

b.  Description of work(The Contractor shall provide administrative and clerical support to the steering and working group meetings. 

The Contractor shall
· Perform premeeting planning, onsite meeting support, and post meeting follow-on activities.

· Develop and distribute preliminary meeting notification packages, to include invitation letter, registration form, preliminary agenda, area accommodations, and logistical information. Make meeting venue arrangements.

· Develop agenda with Stirling group and working group leadership. Contact and confirm participants and topics, and identify participant needs for presentations ahead of and at meetings. Obtain copies of presentation. Follow up with thank-you notes and other acknowledgements. 

· Include the final agenda, previous meeting minutes, action items, organization chart, and an IAPG membership application in onsite meeting packets. 

· Coordinate and attend all meetings. Provide participant registration, collection of speaker presentation materials, and recording of minutes at working group and steering group meetings. Prepare name badges and create a registration list for each meeting. 

· Design, publish, and distribute CD-ROMs of meeting agendas, minutes, presentations, IAPG general information, and membership forms. CDs shall be sent to participants, IAPG leadership, people who request information, and leaders of other member organizations, as determined by IAPG leadership.

· Prepare and publish listings of meeting presentations on IAPG Web site and respond to requests for information either directly, or refer to appropriate individual.

· Publish, update, and distribute to the membership the IAPG meeting calendar. The calendar shall be available in hard copy and on the IAPG Web site.

· Prepare new membership information packets. Include a confirmation letter, membership rosters, a copy of the current IAPG organization chart, and reference to IAPG Web site.  

· Maintain a comprehensive membership file on the IAPG Web site, interfacing with the existing database. Update individual member information as it becomes available, and solicit members for periodic updates.
· Develop and track actions for SG and WGs. Follow up with individuals to complete actions. 

· Provide necessary items for database and Web site updates and meeting support, to include, but not limited to, duplication of materials, stationery, recording tapes, envelopes, labels, overhead slides, presentation folders, blank CDs and disks, CD ROMS, badges and inserts, postage, binding process, invitations, agendas, and meeting equipment rental.
c.  Quality standards--The Contractor shall comply with the general requirements specified in section a. of this task. The Contractor shall perform the work. The Contractor shall train and upgrade skills as new software products are developed. Organization, communication, editing, and writing skills shall be suitable for external NASA presentations.

 d.  Schedule
The Contractor shall
· Coordinate 10 to 12 meetings per year, as determined by IAPG leadership. 

· Design, publish, and distribute to the membership a CD ROM of each meeting, including agenda, attendance list, minutes, presentations, IAPG general information and roster, and membership form. 

· Update and submit calendar of meetings to IAPG leadership as changes occur. Publish calendar on IAPG Web site.  

· Respond to requests for IAPG membership information within 5 working days of receipt of the request, either by mailing the information or transferring it electronically. 

· Make a complete membership roster available as updated and as needed from the IAPG Web site.

e.  Documentation--The Contractor shall provide documentation and reports as necessary to complete the above description of work within the required schedule. Files shall be maintained and available for review by the TR. A monthly status report shall be provided to the TR on the first day of each month.


6.11  Information Technology Support (ITS)

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work--The Contractor shall recommend, design, develop, and maintain computer applications to support activities identified in the tasks associated with logistics and technical information. 

The Contractor shall 

· Provide daily systems administration, including user support, for every system the Contractor maintains. 

· Provide a robust server architecture and infrastructure that LTID can utilize for custom and off-the-shelf software applications, file storage, Web hosting, and database engine. 

· Stay abreast of current information technology products and pursue training appropriate to the tasks required, as approved by the TR.

In the area of recommendations, the Contractor shall
· Evaluate logistics and technical information tasks and recommend new solutions or, where appropriate, changes to existing automated systems and applications to improve efficiency, cost effectiveness, systems integration, and security. 

· Recommend a server environment consistent with proposed LTID applications and associated database, file storage, and Web host requirements. Recommendations will contain a schedule of events including significant event milestones.

In the area of design, the Contractor shall 
· Identify and detail all aspects of any new application or proposed change to any existing application, including the concept, the project definition, steps needed to initiate the project, requirements definition, preliminary design, and detail design. All applications shall have an appropriate automated information security plan.

In the areas of development and implementation, the Contractor shall 
· Develop and implement new applications and changes to existing applications in accordance with design documents. 

· Provide coded, compiled, and tested modules and data structures that are compatible and integrated with current LTID computer architecture and infrastructure. 

· Provide user training as part of applications implementation.

In the area of maintenance, the Contractor shall 
· Maintain, to the programmer and analyst level, all applications developed or modified by the Contractor. 

· Maintain existing applications (with the exception of Agencywide mainframe-based systems) to the appropriate level (as identified by the Government) to be part of, and compatible with, LTID’s integrated computer environment.

· Perform all maintenance, both software and hardware, on all LTID domain servers. 

In the area of systems administration, the Contractor shall 
· Perform first-line user intervention and liaison when responding to computer trouble calls. 

· Administer configuration control and security.

· Conduct ongoing user assistance and training. 

· Perform server administration duties for all LTID domain servers, including providing tape backup for all production applications, graphics data, text files, and databases. 

· Provide recovery and restoration of any missing or damaged data residing on LTID servers from tape backup.
· Establish user and group permissions on directories and databases. 

In the area of current technology, the Contractor shall 
· Install hardware and software upgrades to all LTID domain servers. 
· Recommend hardware and software configurations for LTID services. 

· Stay abreast of current information technology products. 
· Pursue training appropriate to the required task, as approved by the Government.

c.  Quality standards--The quality of the elements listed in paragraph 6.1.b. shall be 95-percent error free, with the exception of elements identified as systems administration duties on all LTID domain servers, which shall be 100-percent error free. Actual end-result efficiency improvements, cost benefits, systems integration, and security advantages in any new or modified system will correspond to those outlined in the recommendation. Work shall be performed in a professional manner.

d.  Schedule--The schedule of activities and priorities shall be established by the TR at the time the requirement is identified. The Contractor shall respond to computer-related trouble calls within 4 hours from the initial user request. The Contractor shall restore data, an application, or database residing on an LTID production server within 4 hours for all non-hardware-related problems, and within 24 hours for any hardware-related problem. Systems design, development, and implementation milestones outlined in the recommendation will be met within 7 days of the scheduled date, unless otherwise previously extended by the TR.

e.  Documentation
The Contractor shall 

· Provide to the TR a monthly report of significant efforts. 

· Maintain a monthly work request log of requests, requesters, dates, actions, and so on. 

· Maintain a master schedule of projects.

· Maintain an inventory of division hardware, software, and system capabilities.

In addition, in support of applications development, the Contractor shall provide the following documents for the sections indicated, in proportion to the size and complexity of the application concerned:

· Recommendations--an outline of any major new system or changes proposed, including an estimate of the scope of the effort, associated costs, and proposed benefits.

· Design--(a) a design document containing the concept, definition, initiation steps, and requirements obtained through analysis; (b) a preliminary design document including architecture, modules, flow, and security; and (c) a detail design document incorporating the previous two design documents plus user interface and screens.

· Development and implementation--(a) a training plan; (b) a user’s guide, where applicable (in most cases this shall exist in the form of online Help); and (c) a configuration control document.

· Maintenance--appropriate updates and revisions to previously submitted documents and guides.


6.12  Educational Programs Support

The Contractor shall provide computer systems analysis support to the Educational Programs Office (EPO). The Contractor shall act as database administrator and developer, local area network (LAN) administrator, Webmaster, notebook systems administrator, and ad hoc computer consultant. 

The Contractor shall
· Administer and maintain the EPO Intranet.

· Establish and maintain security policy to ensure data confidentiality, availability, and integrity. 

· Manage user accounts, permissions, and account policies.

· Maintain remote access service (RAS) connectivity to the division Intranet for mobile EPO staff users. 

· Direct, coordinate, and facilitate multiple reengineering and process improvement initiatives related to automation and enhancement of the EPO core information systems and processes.

· Provide strategic, expert advice and consultation on the design and implementation of effective administrative and business processes within the EPO, to include process analysis, redesign, reengineering, and organizational effectiveness.

· Serve as subcommittee member of the NASA Education Pipeline Committee to plan an Agencywide database tracking system.

· Configure, maintain, and administer the EPO’s database server and its related 28-node LAN capability and connectivity to the NASA Glenn wide area network (WAN) using Windows NT Server 4.0 or Windows 95 over TCP/IP over AUI Ethernet network topography.

· Facilitate beta testing of new and modified proprietary software systems for end users.

· Serve as Outsourcing Desktop Initiative (ODIN) POC for 9200. Maintain accuracy of the ODIN database. Ensure that funding impacts are properly conveyed.  Act as the local ODIN/SME information conduit. 

· Implement IP address coordination with the Glenn Networking Operating Center (GNOC) for networked computer systems. Act as the organization computer security representative (OCSR).

· Establish management controls and a communications process to ensure that the organization’s implementation of IT security is consistent with mission needs, and NASA and Glenn policies and guidance.

· Serve as the organization’s representative to the Glenn IT security committee, represent the organization’s director and/or division chief or office chief on all IT security matters, and cast that organization’s vote on matters of IT security policy. 

· Report suspected and actual IT security incidents to the Center computer security manager and line management.

· Establish a process to ensure that the organization’s storage media are purged of any data or information that has not been approved for public release prior to releasing the media outside the organization’s control. 

· Report periodically to the Center computer security manager and the organization’s senior manager on the status of the organization’s IT security posture.  

· Identify an alternate organization computer security representative (AOCSR), if required.

· Review annually the IT security plans for the organization’s systems.

· Ensure that IT security plans are protected as “For Official Use Only” material when system vulnerabilities are disclosed.  

· Report periodically to the CCSM and the organization’s director or office chief on the status of IT security planning in that organization, including acting as the sole authorized source for the organization’s inputs to the Glenn IT security database.
· Be responsible as database administrator and developer for the development of the database systems that support the programs and operations of the EPO.

· Be responsible as Webmaster for the development, maintenance, and management of the EPO WWW site. Incorporate new WWW technologies into EPO’s WWW to support the programs and operations of the EPO.

· Be responsible as notebook systems administrator to set up, test, configure, administer, install software, and provide user training on EPO’s six new notebook computers. Maintain notebook software to provide for remote LAN access for mobile usage and desktop productivity.
· Analyze and implement various business processes to improve the EPO’s office automation capabilities.

· Meet periodically with the EPO chief to ensure that EPO information systems are in line with management priorities, objectives, and strategies for office automation.

· Perform database applications development and administration using MS Access 2.0, Access 95, and Access 97 in office database information systems, specifically, the EPO 2000 Database System and the archived pre-1992 flat files.

· Develop information systems that allow for relational database systems to be connected to the Internet via the WWW.
· Perform all duties related to being Webmaster for the office. Continue the administration and development of the EPO Web site.

· Perform internal hardware upgrades to some PCs within the EPO.

· Provide assistance and maintenance of IDE 2.0 information architecture on EPO client PCs to provide for office productivity, work flow, e-mail exchange, file sharing, and network printing functionality to the EPO staff.
· Maintain and administer the EPO’s five Toshiba notebook computers and their related software to provide for remote LAN access for mobile usage and desktop productivity.

· Provide training to EPO staff in the use of the deployed information technologies within the EPO.

· Provide specifications for the procurement of computer hardware and software for technology refresh.

· Respond to ad hoc requests for assistance with various information technology issues and problems as they arise. 
· Provide maintenance and administration of the 6 PC LAN which is the EPO’s computer lab in Building 7, room 101.

· Act as mainframe central directory alternate administrator in allocating access to various computer resources and systems at Glenn.


6.13  Commercial Technology Support


6.13.1  Computer Systems Development

This task will require a software engineer familiar with related Agency and Glenn information systems. Working under general supervision, the software engineer shall demonstrate initiative, creativity, good communication skills, the ability to analyze requirements from technical and legal professionals, and a good grasp of testing and verification techniques. 

The Contractor shall 
· Design, develop, and implement new software programs that are unique and mission critical to the Center’s management of legal agreements and intellectual property. These programs include (but not are not limited to) the Space Act Agreement Maker, the agreement router, and the Software Repository. Some of these programs have planned implementation at other Centers in the Agency. 

· Possess technical capabilities in Microsoft Access and Visual Basic programming.

· Develop dynamic WWW pages and SQL database.

· Develop ColdFusion system.

· Install and maintain Microsoft NT and other operating systems.

· Implement video-streaming software and servers.

· Coordinate and integrate system development with the Glenn Information Systems Division.

· Implement designed computer software systems using Web-based technologies and HTML, Active Server Pages (ASP), JavaScript, Hypertext Pre-Processor (PHP), and Structured Query Language (SQL).

· Update existing Web site code as needed.

· Assist in the maintenance of hardware systems.

· Run and maintain backups of file and Web servers.

· Keep TechTracS up to date with software release agreements.

· Package software code for distribution on the software repository.

· Update software repository as needed, categorizing codes, links to other NASA Centers, and so on.


6.13.2     BMS/ISO Process Support 

The Contractor shall provide administrative support to the ISO process. 
The Contractor shall
· Support BMS/ISO project management by gathering, creating, and coordinating all documentation for the implementation of ISO policies, procedures, and elements throughout the directorate.

· Serve as the BMS/ISO document administrator as defined in GRC-P3.7.2 for 9000, 9300, and 9400.

· Serve as the BMS/ISO division records representative (DRR), as defined in GRC-P3.7.3. for 9000, 9300, and 9400.

· Serve as the BMS/ISO organizational administrator (OA) for the Corrective and Preventive Action System (CPAR) as defined in GRC-P4.7 for 9000, 9300, and 9400.

· Assist the 9000, 9300, and 9400 organizations in the root cause analysis of nonconformances and in the determination, implementation, and verification of corrective actions.

· Serve as POC for internal audits and registrar audits.

· Serve as POC with Glenn BMS/ISO Project Office on BMS/ISO issues. Communicate changes, updates, and initiatives to the 9000, 9300, and 9400 organizations.

· Coordinate the quarterly directorate management review.

· Coordinate the Center biannual management review on behalf of the “director of.”

· Assist supervisors with BMS/ISO training of employees.

· Assist the 9000, 9300, and 9400 organizations in identifying and suggesting objectives and/or goals (process and product) and determining appropriate metrics to assess those goals.

· Assist the 9000, 9300, and 9400 organizations in the collection and assessment of customer feedback from any and all delineated lower-level procedures, manuals, and Center-level procedures.

· Lead cross-functional directorate Glenn BMS/ISO teams to review and modify procedures for accuracy on a periodic basis.

· Assist the directorate management representative as required.

· Assist with the purchase of ODIN equipment.

· Track ODIN resources by equipment and expenditures.

6.13.3     Technology Transfer Success Story Support

The Contractor shall
· Assist in identifying and gathering information on potential commercial technology success stories.

· Assist with the writing of commercial success stories and obtaining publication release approval.

· Assist with the logging and transfer of commercial technology success stories to NASA Headquarters.

6.15  SBIR and STTR Program Support


6.15.1  Financial Tracking

The Contractor shall provide support in the development of program tracking of technical and financial elements of approximately 120 SBIR contracts, as well as the STTR program. 

The Contractor shall 

· Perform program estimating, scheduling, and report generation.

· Formulate and execute, after Government approval, financial resource management of the SBIR and STTR programs.

· Formulate POP, phasing plan, and reimbursable agreements.

· Provide tracking, reporting, presentation and analysis in response to request from Center management and Headquarters.

· Assist RAMO in preparation of staffing levels and future dollar requirements.

· Prepare purchase requisitions to fund the SBIR and STTR programs phase I and phase II contracts.

6.16  Mobile Television Production Van

a.  General requirements--The Contractor shall comply with the general requirements specified in Task 2.0.a., as applicable. In addition, during the operation, maintenance, and upgrade of the Mobile Television Production Van (MTPV), the Contractor shall adhere to the standards, codes, regulations, and practices of the following: 

· National Electrical Manufacturers Association. 

· Society of Motion Picture and Television Engineers.

· Occupational Safety and Hazard Act. 

· American Society of Heating, Refrigeration, and Air Conditioning Engineers. 

· Federal Communications Commission, National Telecommunications and Information Administration.

· Individual satellite providers.

MTPV programs assist in training and education of domestic and foreign audiences; disseminate technical information to professional and technical groups; record scientific, technical, and engineering events; publicize tests and experiments; and support special events at Glenn Research Center and other NASA Centers. The finished programs will reflect and publicize Glenn’s mission to domestic and foreign audiences. 

The van will contain a two-way KuBand satellite communication system, DVCAM PRO formal digital video cameras, and digital video production equipment. It will be used to support Glenn‘s educational and research programs and special events. The van will be made available for a predetermined fee to other NASA Centers; however, the External Programs Directorate will approve the final fee schedule. A detailed description of the Mobile Video Production Vehicle (MVPV) is included (see Reference RFQ3-125157, Specifications for the NASA Glenn Research Center’s Mobile Video Production Vehicle (MVPV)). Refer also to RFQ3-125157, NASA Glenn Research Center Remote Production Truck Video Equipment for an equipment list.

MTPV scheduling 

The MTPV shall be operated from Glenn but will not be excluded from use in the continental United States. The  TR will submit the proposed schedule including locations and time frame. The Contractor shall respond with detailed schedule and cost estimates, broken down per event. The TR will review these inputs and either approve or dismiss events. The Contractor shall be responsible for finalizing the details of the schedule. The TR will resolve scheduling conflicts. The Contractor shall be required to travel to other sites as necessary. The schedule will allow enough time for travel to the site, adequate setup and tearing down of equipment, and return travel from the site. The Contractor shall prepare and submit to the TR, on an as-needed basis, contingency plans that enable the completion of a scheduled activity in the event of a mechanical failure or a fault of nature. The Contractor may occasionally be required to support activities at other NASA Centers.

In support of MTPV operations, the Contractor shall 
· Be responsible for all aspects of modern television production techniques. This shall include writing scripts and producing educational programming to meet the goals of the External Programs Directorate. The planning and execution of a video production is usually a collaborative effort of several individuals occupying different roles. Depending on the size and complexity of the production, this group may include a producer, director, scriptwriter, and camera operators, lighting technicians, audio technicians, editors, satellite communications technicians, and others. 
· Provide sufficient personnel support to ensure a professional finished program. Personnel shall be provided on an as-needed basis. 
· Be responsible for all of the administrative and logistical details. Consult with the TR to discuss the general concept and objective of the program. 
· Develop scripts and the most effective way to communicate information. The TR will give final approval of the script when requested. 
· Design productions within the approved budget and maintain budget records throughout the life of a project. 
· Be responsible for contracting talent, making arrangements with special guests, procuring the needed props and equipment, and making necessary arrangements at desired sites for on-location shooting. This is to be completed within the parameters set by the TR. 
· Be responsible for buildup and tearing down of appropriate sets, including single or multiple camera operation, various kinds of lighting, and broadcast-quality audio. 
· Determine the most effective use and distribution of resources to maximize technical quality. The productions will be designed to not only impart information but also to attract and maintain audience attention and to emphasize certain points through the creative use of special production techniques. 
· Arrange for satellite time. Where satellite communications are not available, the Contractor shall make arrangements for signal reception through the local cable or communications provider where possible. Programming should be recorded in the format that the van is equipped to support. 
· Be responsible for editing all post production footage. The editors shall use the equipment provided to assemble, adjust, and enhance the audio and visual elements. Editing shall be performed using the equipment provided on the van unless otherwise approved by the TR. All finished productions will contain credits that were approved by the TR. 
The Contractor shall not release any taped footage or finished productions without consent from the TR. The Contractor shall be required to follow legal requirements related to copyrighting and taping consent.

In support of MTPV maintenance, the Contractor shall 

· Maintain the van and equipment to meet or exceed manufacturer‘s original specifications. Perform maintenance at regular intervals as determined by the manufacturer and approved by the TR. All maintenance will be conducted on an “as needed” basis. Maintenance will be charged at actual cost to perform the service. All materials used for repairs will be new and up to the manufacturer‘s specification. 
· Establish equipment service contracts as recommended by the manufacturer and approved by the TR. Cost of the service contracts approved by the TR will appear as a Government-directed other direct cost (ODC). 
· Keep a log in the van of all maintenance and repairs performed. 
· Contact factory-authorized repair centers directly for equipment parts and service information as well as factory repairs. 
· Stock spare equipment as directed by the TR. Spare equipment will be costed under Government-directed ODCs. 
· Maintain inventory of all NASA equipment. 
· Provide basic tools and test equipment such as hand tools and multimeters. 
· Notify the TR within 8 hours of any problems that might adversely affect the schedule. 
· Make backup copies and store all software that is provided with equipment and systems.

· Carry liability insurance on the van in case of an accident. The van will be stored in the NASA Glenn Hangar. 

· Order supplies such as videotapes, batteries, spare lamps, etc., to ensure the smooth operation of the van. Keep a stock log for tapes that will account for all tapes bought, used, and circulated. The TR shall be notified of any equipment that is being sent out for maintenance. 
· Maintain equipment documentation and manuals, updating when necessary, and submit copies and changes to the TR.

In support of MTPV upgrades, the Contractor shall 

· Require approval from the TR prior to replacing or updating equipment to meet broadcast standards and improve quality of productions. All upgrade hardware shall be state-of-the-art equipment that will conform to the initial mission of the truck. The TR will determine if upgrades are to be performed by the Contractor or by other sources. 
· Provide all documentation required to install any new equipment and to integrate the new design with existing equipment and controls, including engineering, design, construction, and verification. The Contractor shall not perform any system redesigns without the TR’s approval. 
· Provide a duplicate set of all documentation and updates to the TR. All equipment upgrades become the property of NASA.

MPTV training

Within 1 week of the award of this task, the TR will arrange with the original manufacturers of the truck and the instrumentation to provide initial training to the Contractor. This training will include operation of the truck, satellite dish, and supporting equipment, and taping and production equipment. The TR will make subsequent training available on an as-needed basis. The Contractor is responsible for knowing the current standards for broadcast quality, as defined by the Society of Motion Picture and Television Engineers. The Contractor shall ensure that the crew is properly trained to utilize the equipment and ensure quality programming. Within 6 weeks of this contract being awarded, the operations crew shall be able to operate the truck and equipment to the standards given above in this SOW. 

MTPV research operation 

The MTPV will be used as a research resource for NASA Glenn. The van will be used to support a variety of satellite networking experiments and programs. The Glenn research community will submit scheduling requests for the van to the TR. The TR will review the request to ensure that the research request will not conflict with previously scheduled events. Upon approval from the TR, the civil servant operations staff may add specialized communications equipment for testing to the van. Minimal support will be required from the Contractor at this point. The Contractor will not be held accountable for activities performed by the civil servant staff; however, a member of the Contractor operations staff will be present during operations to ensure that the integrity of the van and its contents are up to specifications upon return to Contractor operations. Labor cost will be incurred by the Contractor to ensure the integrity of the van.

MTPV equipment
The table below shows special test equipment provided in the MTPV.
	ECN
	Item_Name
	T_Mfg_Name
	Mfg Model_No
	Mfg Serial_No
	Cost
	Bldg.
	Equip Room

	1328597
	MONITOR, WAVEFORM
	TEKTRONIX INC  F-PENTRIX CORP
	1705A
	B020313
	$4,200
	78
	HANGAR

	1620980
	RECORDER, VIDEO
	SONY
	DMXL1A
	2860700349
	$4,116
	78
	HANGAR

	1620981
	CONTROL, CAMERA
	FUJINON INC
	MS01
	NONE
	$2,235
	78
	HANGAR

	1620982
	CONTROL, CAMERA
	FUJINON INC
	MS01
	NONE
	$2,235
	78
	HANGAR

	1620983
	CONTROL, CAMERA
	FUJINON INC
	MS01
	NONE
	$2,235
	78
	HANGAR

	1620984
	WALKIE TALKIE, HANDHELD
	MFG‘S CODE NOT ASSIGNED
	UT95
	170
	$896
	78
	HANGAR

	1620985
	WALKIE TALKIE, HANDHELD
	MFG‘S CODE NOT ASSIGNED
	UT95
	171
	$896
	78
	HANGAR

	1620986
	CHASSIS, MULTIBUS POWER SUPPLY
	GRASS VALLEY GROUP INC THE
	8900TF
	SR15308
	$1,928
	78
	HANGAR

	1620987
	CHASSIS, MULTIBUS POWER SUPPLY
	GRASS VALLEY GROUP INC THE
	8900TF
	SR15312
	$1,928
	78
	HANGAR

	1620988
	SYNCHRONIZER, VIDEO
	MFG‘S CODE NOT ASSIGNED
	DPS470
	9K470025
	$4,848
	78
	HANGAR

	1620989
	SYNCHRONIZER, VIDEO
	MFG‘S CODE NOT ASSIGNED
	DPS470
	9K470026
	$4,848
	78
	HANGAR

	1620990
	BASE STATION
	TELEX COMM   F-MAGNECORD DIV
	BTR500SET
	NONE
	$894
	78
	HANGAR

	1620991
	BASE STATION
	TELEX COMM   F-MAGNECORD DIV
	BTR500SET
	NONE
	$894
	78
	HANGAR

	1620992
	BASE STATION
	TELEX COMM   F-MAGNECORD DIV
	BTR500SET
	NONE
	$894
	78
	HANGAR

	1620993
	BASE STATION
	TELEX COMM   F-MAGNECORD DIV
	BTR500SET
	NONE
	$894
	78
	HANGAR

	1620994
	BASE STATION
	TELEX COMM   F-MAGNECORD DIV
	BTR500SET
	NONE
	$894
	78
	HANGAR

	1620995
	BASE STATION
	TELEX COMM   F-MAGNECORD DIV
	BTR500SET
	NONE
	$894
	78
	HANGAR

	1620996
	INTERFACE UNIT
	TELEX COMM   F-MAGNECORD DIV
	SSA324
	548200T
	$696
	78
	HANGAR

	1620997
	MONITOR, VIDEO
	MAGNI SYSTEMS INC
	AVM510C
	10367C
	$4,495
	78
	HANGAR

	1620998
	CONTROL, REMOTE PANEL
	SONY
	RCP-TX7
	10859
	$2,012
	78
	HANGAR

	1620999
	CONTROL, REMOTE PANEL
	SONY
	RCP-TX7
	10817
	$2,012
	78
	HANGAR

	1621000
	CONTROL, REMOTE PANEL
	SONY
	RCP-TX7
	10865
	$2,012
	78
	HANGAR

	1621001
	LENS
	FUJINON INC
	A19X8.7BRM
	01502229
	$3,353
	78
	HANGAR

	1621002
	LENS
	FUJINON INC
	A19X8.7BERM
	10000891
	$7,647
	78
	HANGAR

	1621003
	LENS
	FUJINON INC
	A19X8.7BRM
	10502225
	$3,353
	78
	HANGAR

	1621004
	CONVERTER, FREQUENCY
	MITEQ INC
	U9696
	653874
	$7,800
	78
	HANGAR

	1621005
	MODULATOR
	MITEQ INC
	VM100R
	654604
	$12,915
	78
	HANGAR

	2007102
	TRUCK, SATELLITE NEWS GATHER
	GENERAL MOTORS CORP
	T6500
	1GDJ7C1C5XJ513660
	$367,914
	78
	N3756

	2046360
	CAMERA, VIDEO
	SONY
	DVC-D30W5L
	10493
	$12,265
	78
	HANGAR

	2046361
	CAMERA, VIDEO
	SONY
	DVC-D30W5L
	11123
	$12,265
	78
	HANGAR

	2046362
	CAMERA, VIDEO
	SONY
	DVC-D30W5L
	11157
	$12,265
	78
	HANGAR

	2046363
	VIEWER, FILM
	SONY
	DXF51
	32874
	$1,100
	78
	HANGAR

	2046364
	VIEWER, FILM
	SONY
	DXF51
	32748
	$1,100
	78
	HANGAR

	2046365
	VIEWER, FILM
	SONY
	DXF51
	32882
	$1,100
	78
	HANGAR

	2046366
	RECEIVER, TELEVISION
	MFG‘S CODE NOT ASSIGNED
	QUAD195D
	157
	$1,819
	78
	HANGAR

	2046367
	RECORDER, VIDEO
	SONY
	DSR1
	11832
	$6,694
	78
	HANGAR

	2046368
	MIXER, AUDIO
	MFG‘S CODE NOT ASSIGNED
	1604VL2PRO
	BW22807
	$1,058
	78
	HANGAR

	2046369
	MIXER, AUDIO
	MFG‘S CODE NOT ASSIGNED
	1604VL2PRO
	BW22812
	$1,058
	78
	HANGAR

	2046370
	DISPLAY UNIT
	KDS
	VSF15
	1282004175
	$1,500
	78
	HANGAR

	2046371
	DISPLAY UNIT
	KDS
	VSF15
	1282004169
	$1,500
	78
	HANGAR

	2046372
	TRIPOD
	VINTEN W LTD
	VIN100C
	X13423
	$5,205
	78
	HANGAR

	2046373
	TRIPOD
	VINTEN W LTD
	VIN100C
	X13421
	$5,205
	78
	HANGAR

	2046374
	TRIPOD
	VINTEN W LTD
	VIN100C
	X13418
	$5,205
	78
	HANGAR

	2046375
	DOLLY, PORTABLE
	VINTEN W LTD
	3319
	14113
	$799
	78
	HANGAR

	2046376
	DOLLY, PORTABLE
	VINTEN W LTD
	3319
	14344
	$799
	78
	HANGAR

	2046377
	DOLLY, PORTABLE
	VINTEN W LTD
	3319
	14227
	$799
	78
	HANGAR

	2046378
	WALKIE TALKIE, HANDFREE
	TELEX COMM   F-MAGNECORD DIV
	BTR500
	2392
	$1,788
	78
	HANGAR

	2046379
	WALKIE TALKIE, HANDFREE
	TELEX COMM   F-MAGNECORD DIV
	BTR500
	2393
	$1,788
	78
	HANGAR

	2046380
	WALKIE TALKIE, HANDFREE
	TELEX COMM   F-MAGNECORD DIV
	BTR500
	2394
	$1,788
	78
	HANGAR

	2046381
	WALKIE TALKIE, HANDFREE
	TELEX COMM   F-MAGNECORD DIV
	BTR500
	2389
	$1,788
	78
	HANGAR

	2046382
	WALKIE TALKIE, HANDFREE
	TELEX COMM   F-MAGNECORD DIV
	BTR500
	2390
	$1,788
	78
	HANGAR

	2046383
	WALKIE TALKIE, HANDFREE
	TELEX COMM   F-MAGNECORD DIV
	BTR500
	2391
	$1,788
	78
	HANGAR

	2046384
	LIGHT, PHOTOGRAPHIC
	LOWELL ELECTRONICS
	NONE
	NONE
	$1,828
	78
	HANGAR

	2046385
	RECORDER, VIDEO
	SONY
	UVW1800
	38627
	$8,632
	78
	HANGAR

	2046386
	RECORDER, DIGITAL
	SONY
	DSR2000
	100201
	$15,800
	78
	HANGAR

	2046387
	MONITOR, TELEVISION
	SONY
	PVM14M4U
	2014566
	$1,312
	78
	HANGAR

	2046388
	DISK DRIVE UNIT
	PINNACLE EQUIPMENT CORP
	DEKO500
	1179
	$14,118
	78
	HANGAR

	2046389
	DISK DRIVE UNIT
	PINNACLE EQUIPMENT CORP
	201002N-D
	2032
	$29,167
	78
	HANGAR

	2046390
	SWITCHER, VIDEO
	MFG‘S CODE NOT ASSIGNED
	1200
	C08541
	$19,386
	78
	HANGAR

	2046391
	CONTROL, EDIT
	SONY
	BVE2000
	12803
	$13,332
	78
	HANGAR

	2046392
	MONITOR, TELEVISION
	IKEGAMI ELECTRONIC US INC
	PM9050M2
	04149
	$510
	78
	HANGAR

	2046393
	MONITOR, TELEVISION
	IKEGAMI ELECTRONIC US INC
	PM9050M2
	04218
	$510
	78
	HANGAR

	2046394
	GENERATOR, TIME CODE
	MFG‘S CODE NOT ASSIGNED
	GPS-MTG
	MG0395009
	$1,751
	78
	HANGAR

	2046395
	GENERATOR, SYNC
	VIDEOTEK INC
	VSG204D
	129900929
	$3,071
	78
	HANGAR

	2046396
	RECORDER, VIDEO
	SONY
	DSR90
	13430
	$8,053
	78
	HANGAR

	2046397
	RECORDER, VIDEO
	SONY
	DSR90
	12757
	$8,053
	78
	HANGAR

	2046398
	SWITCHER, AUDIO/VIDEO
	SIGMA ELECTRONICS INC
	HPX1616VO
	10990032
	$2,647
	78
	HANGAR

	2046399
	MONITOR, TELEVISION
	SONY
	PAC8042Q
	2002800
	$969
	78
	HANGAR

	2046400
	MONITOR, TELEVISION
	SONY
	PAC8042Q/A
	2001623
	$969
	78
	HANGAR

	2046401
	CONTROL, VIDEO
	MFG‘S CODE NOT ASSIGNED
	BJF407-4MKIII
	NONE
	$838
	78
	HANGAR

	2046402
	CONTROL, VIDEO
	MFG‘S CODE NOT ASSIGNED
	BJF407-4MKIII
	NONE
	$838
	78
	HANGAR

	2046403
	CONTROLLER, KEYPAD
	PINNACLE EQUIPMENT CORP
	0980153-00
	3203
	$4,235
	78
	HANGAR

	2046404
	KEYBOARD, EDIT CONTROL
	SONY
	BKE/2011
	10669
	$4,000
	78
	HANGAR

	2046405
	ANTENNA, GROUND TERMINAL
	TELEX COMM   F-MAGNECORD DIV
	SC600
	1172
	$4,200
	78
	HANGAR

	2046406
	RECORDER, COMPACT DISK
	SONY
	CDP-D5000
	801547
	$1,206
	78
	HANGAR

	2046407
	RECORDER, AUDIO CASSETTE
	MFG‘S CODE NOT ASSIGNED
	202MKIII
	0330152
	$575
	78
	HANGAR

	2046408
	MONITOR, TELEVISION
	SONY
	PAC8042QA
	2001621
	$969
	78
	HANGAR

	2046409
	MONITOR, TELEVISION
	SONY
	PAC8042QA
	2001622
	$969
	78
	HANGAR

	2046410
	MONITOR, VIDEO
	IKEGAMI ELECTRONIC US INC
	PM9050M2
	004109
	$510
	78
	HANGAR

	2046411
	MONITOR, VIDEO
	IKEGAMI ELECTRONIC US INC
	PM9050M2
	004063
	$510
	78
	HANGAR

	2046412
	MONITOR, VIDEO
	IKEGAMI ELECTRONIC US INC
	PM9050M2
	004008
	$510
	78
	HANGAR

	2046413
	MONITOR, VIDEO
	IKEGAMI ELECTRONIC US INC
	PM9050M2
	004095
	$510
	78
	HANGAR

	2046414
	MONITOR, VIDEO
	IKEGAMI ELECTRONIC US INC
	PM9050M2
	004122
	$510
	78
	HANGAR

	2046415
	MONITOR, VIDEO
	IKEGAMI ELECTRONIC US INC
	PM9050M2
	004065
	$510
	78
	HANGAR

	2046416
	MONITOR, VIDEO
	IKEGAMI ELECTRONIC US INC
	PM9050M2
	004158
	$510
	78
	HANGAR

	2046417
	MONITOR, VIDEO
	IKEGAMI ELECTRONIC US INC
	PM9050M2
	004134
	$510
	78
	HANGAR

	2046418
	MONITOR, TELEVISION
	SONY
	PVM14M4U
	2014424
	$1,312
	78
	HANGAR

	2046419
	MONITOR, TELEVISION
	SONY
	PVM14M4U
	2014420
	$1,312
	78
	HANGAR

	2046420
	MONITOR, TELEVISION
	SONY
	PVM14M4U
	2014567
	$1,312
	78
	HANGAR

	2046421
	RECORDER, EDITING
	PANASONIC IND CO DIV OF MATSU
	AG1980
	J9TC00577
	$1,389
	78
	HANGAR

	2046422
	MONITOR, AUDIO
	MFG‘S CODE NOT ASSIGNED
	VM2
	38944
	$555
	78
	HANGAR

	2046423
	CONTROL, CAMERA
	SONY
	CCU-TX7
	11222
	$8,143
	78
	HANGAR

	2046424
	CONTROL, CAMERA
	SONY
	CCU-TX7
	11218
	$8,143
	78
	HANGAR

	2046425
	CONTROL, CAMERA
	SONY
	CCU-TX7
	11225
	$8,143
	78
	HANGAR

	2046426
	MONITOR, VIDEO
	SONY
	PVM8042Q
	2001626
	$1,939
	78
	HANGAR

	2046427
	MONITOR, VIDEO
	SONY
	PVM8042Q
	2002803
	$1,939
	78
	HANGAR

	2046428
	MONITOR, VIDEO
	SONY
	PVM8042Q
	2001620
	$1,939
	78
	HANGAR

	2046429
	MONITOR, VIDEO
	SONY
	PVM8042Q
	2001974
	$1,939
	78
	HANGAR

	2046430
	MONITOR, VIDEO
	SONY
	PVM8042Q
	2001624
	$1,939
	78
	HANGAR

	2046431
	MONITOR, VIDEO
	SONY
	PVM8042Q
	2002805
	$1,939
	78
	HANGAR

	2046432
	CONSOLE, CONTROL
	GRASS VALLEY GROUP INC THE
	094911-10
	C10324
	$3,000
	78
	HANGAR

	2046433
	CONTROLLER, GRAPHICS
	PINNACLE COMPUTER SYSTEM
	201810
	APC1156
	$2,000
	78
	HANGAR

	2046434
	WALKIE TALKIE, HANDFREE
	TELEX COMM F-RADIANT F-SINGER
	C74US
	1191
	$4,077
	78
	HANGAR

	2046435
	RECEIVER, RF
	TELEX COMM F-RADIANT F-SINGER
	C74US
	1065
	$4,077
	78
	HANGAR

	2046436
	AMPLIFIER, TRAVELING WAVE TUBE
	MCL INC   F-MICROWAVE CAVITY
	MT3000
	1061
	$49,750
	78
	HANGAR

	2046437
	CONTROLLER, ANTENNA
	RESEARCH CONCEPTS INC.
	RC3000B
	68
	$9,250
	78
	HANGAR

	2046438
	RECEIVER, SATELLITE VIDEO
	DX ANTENNA CO LTD
	DIR657
	NONE
	$3,240
	78
	HANGAR

	2046439
	DEHYDRATOR, WAVEGUIDE
	ENVIRONMENTAL TECHNOLOGY INC
	EDH4
	142
	$800
	78
	HANGAR

	2046440
	ANTENNA, BROADBAND
	VERTEX INDUS TORBAL DV F-CHRIS
	24DMK
	V5A0191
	$40,000
	78
	HANGAR

	2046442
	CONSOLE, CONTROL
	MFG‘S CODE NOT ASSIGNED
	1102
	102
	$10,985
	78
	HANGAR


b.  Description of work--The Contractor shall provide for the scheduling, operation, and maintenance of the MTPV, which is Glenn property and has been constructed by Gerling and Associates. The External Programs Directorate shall decide the mission, budgets, and schedules. 

The Contractor shall 

· Support MTPV functions with qualified personnel. These personnel will be required to have specific working knowledge of the principles of digital video productions as well as satellite communications. 

· Direct the crew in planning, organizing, and directing all aspects of the operation, maintenance and quality assurance of the finished product for the MTPV. 

· Support the necessary functions on an as-needed basis.

· Provide support for the van that will display talent and creative ability in communicating information through video programming.

c.  Quality standards--The Contractor shall comply with the general requirements specified in paragraph a. of this task.

Work shall adhere to production schedules identified in the customer‘s requirements. The completed video product will reflect NASA’s values and communicate the desired message with aesthetic quality and artistic taste.

d.  Schedule--The Contractor shall comply with the schedule agreed to with the customer.

e.  Documentation--The Contractor shall document work requests. Financial accounting shall also be maintained to allow for cost reporting on each customer‘s project within the task.

The Contractor shall
· Submit to the TR within 10 working days an original schedule for each trip and a cost estimate, depending on the complexity and urgency of the task and receipt of the workorder from the TR defining the scope of the project.

· Submit revisions to each schedule by the 10th day of each month.

· Develop contingency plans for each scheduled activity, on an as-needed basis, when the original plans are being developed.  Submit contingency plans to the TR with the original plans.

· Maintain a summary log of all activities attended by the MTPV, indicating the activity, start, and completion dates.

· Submit a completed broadcast-quality master tape to the TR within 2 days of completion of the master tape.  

· Maintain a library archive of all completed video jobs.

· Enhance and maintain the existing Web page for the van. The TR shall approve the Web page contents and changes prior to availability on the Web.

6.18 6.18    Science Engineering Mathematics Aerospace Academy (SEMAA) Program Management Support
a.  General Requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work--The Contractor shall provide program management support for the Science Engineering Mathematics Aerospace Academy (SEMAA), and Aeronautics Education Laboratory (AEL) programs in support of the Educational Programs Office (EPO). This position is administratively located in the EPO. This position requires interaction with the NASA SEMAA/AEL program manager, students and various educational partners, i.e., educators, principals, and university faculty. SEMAA sites are located in 10 U.S. cities, and AEL interactive classrooms have been replicated in 17 cities, including Arecibo, Puerto Rico. 

The Contractor shall
· Provide project and program planning support for the NASA SEMAA program manager, who provides technical and programmatic direction to the national SEMAA director at Cuyahoga County Community College and SEMAA sites.

· Develop program plans that include establishing and measuring benchmarks and metrics for determining the ongoing status of the SEMAA program. Use Microsoft Project and Microsoft Access to automatically track program adherence to established benchmarks.

· Develop progress reports for the administration of the SEMAA program. Utilize the Education Computer Aided Tracking System (EDCATS) to ensure that monthly, quarterly, and annual reports capture the number of student and parent participants, and the impact that SEMAA has had on these participants. Reports should also highlight the innovative outreach programs administered by each SEMAA site.  

· Generate EEO reports monthly and topic of interest reports as needed.

· Provide project and program planning support for the NASA AEL program manager, who provides technical and programmatic direction to Advanced Computer Solutions (ACS). ACS installs and maintains the AEL’s interactive classrooms.

· Support EPO in developing and enhancing the curriculum for the ten AEL workstations that provide both aeronautics and microgravity scenarios. Ensure that each workstation is designed at the appropriate grade level and supports national math, science, and technology standards. 

· Schedule and coordinate use of the AEL at NASA Glenn for pre-service and in-service teacher workshops, and for student and class field trips.

· Develop a standard operating plan for scheduling and use of the Glenn AEL. This plan is to include as a minimum POCs, deadline dates, and previsit activities (based on grade level and selected scenario), and postvisit expectations. Conduct pre-service and in-service workshops for educators.

· Work with EPO program managers to develop and present AEL workshops to meet the specific needs of various educator groups served by Glenn’s EPO.

· Serve as an AEL instructor for student and class field trips to the AEL. Work with the EPO program managers, and the ACS staff to develop and coordinate AEL lessons and activities to meet the specific needs of the various student groups served by the Glenn EPO. 

· Coordinate Glenn’s distance-learning activities for the SEMAA Program.

· Work with the NASA SEMAA/AEL program manager on developing and implementing the annual Earth Day activity, and subsequent monthly distance-learning activities. 

· Utilize Landsat and OhioView satellite technology to develop Web-based activities for SEMAA students located throughout the United States to interact with one another on a monthly basis.

· Provide technical support to program managers in EPO regarding science and engineering projects and activities for the three Explorers Posts and the New Approach to Student Achievement (N.A.S.A.) Project.

· Coordinate and administer technical seminars and conferences for all students participating in onsite research programs. 

· Maintain current information on research activities, interests, and capabilities of undergraduate and graduate student researchers. 

· Evaluate scientific and engineering proposals submitted by students participating in NASA’s Agencywide Student Involvement Program.

· Monitor program assessment and evaluation. Evaluate program impact and effectiveness and advise supervisor of potential program requirements. Make recommendations for program enhancements. 

c.  Quality standards--The Contractor shall perform all work accurately.

d.  Schedule(The Contractor shall meet the schedules agreed to with the TR.

e.  Documentation(The Contractor shall maintain files and databases available for review by the TR. Additional reports may be required.
6.18.1 Educational Outreach Programs

a.  General Requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives. 

b.  Description of Work--The Contractor shall provide project and program management support for the N.A.S.A. Project, the NASA Student Involvement Program (NSIP), and the NASA Scholars Program. Each of these programs is administratively located with the EPO at NASA Glenn. The Contractor will be required to interface with the EPO division chief and program managers, NASA Glenn scientists and engineers, students, parents, and various educational partners, i.e., educators at all levels, principals, and middle school faculty.

The Contractor shall also provide project and program support for EPO programs that either feed into or receive students from the N.A.S.A. Project and NSIP programs. These programs include but are not limited to the following:

· Science, Engineering, Mathematics, and Aerospace Academy (SEMAA) 
· Tennessee State University (TSU) College Bound

· Lewis’ Educational and Research Collaborative Internship Program (LERCIP) 

· Summer High School Apprenticeship Research Program (SHARP)

· Shadowing

· Explorers

In support of the N.A.S.A. Project, the Contractor shall
· Respond to inquiries by EPO customers with information about the N.A.S.A. educational program. Respond to students inquiries about the program.

· Coordinate the development, distribution, receipt, and review of N.A.S.A. Project student applications.

· Work with EPO program managers to develop criteria for selecting students in the program.

· Coordinate the interview and selection process for N.A.S.A. Project applicants.

· Develop and maintain student program schedules (e.g., orientation, workshops, and banquets) and other events and ensure that deadlines are met.

· Follow up with student program participants and summer program coordinators to ensure that student programs are functioning at optimal levels.

· Compose routine and informational correspondence for events.

· Establish and maintain a records management system for the N.A.S.A. Project, including attendance records and testing scores.

· Coordinate interviews, field trips, and guest speakers. Ensure that logistics and materials for special events are in order.

· Develop and revise timelines and work instructions for student programs.

In support of NSIP, the Contractor shall 

· Implement the NSIP marketing plan.

· Review and update NSIP announcement sent to schools, educators, and students.

· Mail NSIP announcement to schools in the Glenn six-county region. 

· Respond to requests for information by telephone or e-mail and refer requestors to the NSIP Web site for specific details.

· Prepare logistics, e.g., workorders.

· Prepare letters and notification, as well as thank-you letters and certificates.

· Attend National NSIP Conference.
· Implement procedures for the judging of NSIP entries at Glenn Research Center. Recruit judges.

· Ensure coordination of judging at Glenn of NSIP entries submitted by students within Glenn’s six-state region.

· Submit final report to chair and EPO chief summarizing the year’s planning, highlights, and any recommendations or changes for the next year.

In support of the NASA Scholars Program, the Contractor shall
· Conduct longitudinal study to track scholars beyond summer internship assignments and graduation.

· Work with the EPO systems analysts to obtain reports on grants and other data to assist in the search for information on former scholars. 

· Develop questionnaire to obtain pertinent information from former scholars.

· Establish a timeline for soliciting feedback from former scholars.

· Prepare a final report summarizing the feedback received from the former scholars.

· Serve as the Glenn POC for other organizations that provide scholarship to students from targeted groups.

In support of all educational programs described above, the Contractor shall
· Work with the EPO NASA Education Evaluation Information System (NEEIS) program manager to develop forms to evaluate each program.

· Apprise the EPO division chief or program management team of any issues or concerns associated with the programs.

· Develop and maintain relationships with EPO customers.


6.21  Business Development and Marketing Support

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work--The purpose of this task is to support the development of new business opportunities for NASA Glenn. This effort includes, but is not limited to, data collection and coordination; development of planning and budgeting tools, marketing and communication tools and material, and computer database and tool requirements; processes and tools for strategy and option development and issue identification; and documentation, coordination, surveys, and special studies. 

The Contractor shall

· Assist in project data collection and coordination, including status tracking.

· Assist in developing budgeting and scheduling tools, including spreadsheets.

· Assist in developing marketing and business tools. 

· Help to identify and analyze new business opportunities and strategies.

· Help to identify customers and stakeholders. 

· Be familiar with Excel and PowerPoint, including advanced features of these applications. 

· Possess good personal communications skills.

· Possess good business skills, including accounting, budgeting, and marketing.

· Develop budgeting processes and spreadsheets to track office commitments, obligations, and costs.
· Support the data collection and reporting of status for Glenn Center Implementation Plan milestones from across the Center.

· Develop processes, tools, and materials for communicating Glenn capabilities both on- and offsite, including a Center overview presentation.

· Collect and coordinate marketing materials such as photographs and PowerPoint charts from across the Center.

· Assist in identifying and assessing potential areas for new business for Glenn, including Enterprises, other centers, other NASA programs, and other Government and non-Government areas.

· Assist in identifying and assessing marketing and business development issues.

· Assist in identifying and recommending new and innovative business, management, and operations techniques to improve Glenn’s competitive advantage.

· Identify and document current and potential customers, stakeholders, strategic partners, resource providers, and beneficiaries. Analyze current and potential customer characteristics and needs.

· Conduct customer surveys and focus groups.

· Identify and analyze current Glenn product lines and capabilities.

· Develop plans and projections for new business development and marketing activities.

· Develop tools and metrics for new business development and marketing.

· Develop recommendations for the use of new technology, including the Web, in support of this task.

· Evaluate the effectiveness of and identify potential improvements to Glenn business development and marketing.

· Document lessons learned in business development and marketing.

c.  Quality standards--The Contractor shall perform all work accurately. 

d.  Schedule--The Contractor shall meet the scheduled deadlines agreed to with the TR.

e.  Documentation--The Contractor shall maintain files and databases available for review by the TR. Additional reports may be required.


6.23 Program Management Support

a.  General Requirements(The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work(The Contractor shall provide project and program management support for the K-12 student programs in support of the EPO. This position is administratively located in the EPO. This position requires operational interface with the EPO chief and program managers, NASA Glenn scientists and engineers, students and parents, and various educational partners, i.e., educators at all levels, principals, and middle and high school faculty. 

The Contractor shall
· Respond to inquiries by EPO customers with information about K-12 educational programs. Assist students with various program inquiries.

· Coordinate the development, distribution, receipt, and review of SHARP student applications.

· Coordinate the interview and selection process for SHARP applicants.

· Develop and maintain student program schedules (e.g., orientation, site visits, workshops, and banquets) and other events, and ensure deadlines are met.

· Follow up with student program participants and summer program coordinators to ensure that student programs are functioning at optimal levels.

· Develop and mail correspondence for events. Compose routine and informational correspondence.

· Establish and maintain a records management system for student programs, including attendance records and testing scores.

· Produce statistical reports related to the program for use in comparative studies. Assist in developing materials for student workshops.

· Coordinate interviews, field trips, and guest speakers. Ensure that logistics and materi​als are in order.

· Develop and revise student program timelines and work instructions.

· Evaluate, review, and update, as necessary, the Program Inventory and Student Data and Feedback forms in NASA’s EDCATS.

· Develop in-house evaluation forms for student programs and events.

· Advise EPO chief or program management team of any issues or concerns so they can be effectively handled in a timely manner.

· Develop and maintain relationships with EPO customers.

· Give presentations to EPO customers and participants.

c. Quality standards(The Contractor shall perform all work accurately.

d. Schedule(The Contractor shall meet the schedules agreed to with the TR.

e. Documentation(The Contractor shall maintain files and databases available for review by the TR. Additional reports may be required.


6.24 Educational Technology Specialist Support

The Contractor shall provide educational technology specialist support to the EPO.

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center directives.

b.  Description of work(The Contractor shall provide administrative support to the EPO. 

The Contractor shall
· Design, develop, promote, coordinate, and improve aerospace educational technology programs, standards, activities, and opportunities in a six-state region for the EPO.

· Serve as the technical POC for educational technology in EPO.

· Create HTML, graphics interchange format (GIF), RA, RM, Java, CGI script, etc. files and the links between them used to establish the Glenn EPO Web site.

· Maintain the EPO Web Server so that it is available at all times.

· Update, organize, and maintain EPO Web site.

· Investigate new Web technologies for use on the K-12 Web site.

· Provide assistance and/or training for creating Web sites to EPO staff.

· Research and determine the best solution to meet the end user’s requirements, funding, and other constraints.

· Install test equipment and system. 

· Prepare and submit technical papers to educational publications or conferences on EPO’s educational technology programs. Prepare workshop proposals for educational conferences on EPO projects. Deliver presentations after proposals are approved that can be used for technical papers.

· Create and maintain electronic feedback forms for NASA’s EDCATS.

· Coordinate and integrate all educational technology programs at the Center.

· Develop workshops and presentations that will promote NASA’s educational programs Agencywide.

· Develop and conduct videoconferences.

· Utilize the MTPV for broadcasting and videotaping teacher workshops and conferences for distance-learning programs.

· Direct summer teacher workshop participants and/or students in creating online project activities.

c.  Quality standards--The Contractor shall perform the work accurately.

d.  Schedule(The Contractor shall meet schedule deadlines agreed to with the TR.
e.  Documentation--The Contractor shall maintain files and databases available for review by the TR. Additional reports may be required.

6.25  Communications and Web Support for the Business Systems Office

The Contractor shall provide Web page and newsletter development support to the Business Systems Office (BSO).

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work(The Contractor shall ensure that the Engineering and Technical Services Directorate maintains an informative and effective Web presence for both internal and external customers. 

The Contractor shall 

· Work closely with members of the BSO. 

· Author, create, publish, maintain, and oversee Web pages for the office and for the directorate in accordance with all applicable Government policies, guidelines, and regulations. 

· Work closely with the Imaging Technology Center, Publishing Services, and the Information Systems Division to ensure that premier quality Web-related information and systems are developed and utilized.

· Write articles, briefs, and stories to enable the BSO and the directorate to communicate effectively with the staff and their customers.

c.  Quality standards--The tasks listed above shall be performed accurately and professionally. The Contractor shall maintain positive working relationships with BSO and Glenn employees.

d.  Schedule--The Contractor shall update Web pages on a monthly basis. There may be occasions when special newsletters or special topic reports will be requested. The Contractor shall meet these special requests. Updates and publication of the activity or status report shall occur on a monthly basis.

e.  Reporting--The Contractor shall retain copies of all published material for the Government. All publications and Web postings become the property of the Government. The Contractor is expected to provide monthly status reports on the above-mentioned tasks.


6.28  Airport Expansion and S-40 Asset Relocation

The Contractor shall provide administrative support to the Systems Management and Maintenance Branch for the airport expansion South 40 asset relocation effort associated with Space Act Agreements II and III.

a.  General requirements(The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work(The Contractor shall support the effort to identify items and equipment currently located at the South 40 area and determine whether the items and equipment should be relocated, salvaged, abandoned, or excessed. Items include exterior equipment, trailers, vessels, material, and equipment within the facilities.

The locations affected by Space Act Agreement II are trailer row, all South 40 gated storage areas, the Central Chemical Storage Building, the Day Care building, the Fitness Center building, the Picnic Pavilion, and the hydrogen transfer area near CCL Cell6.

The locations affected by Space Act Agreement III are  Lower Area Road (including building 202), Upper Area Road (including buildings 203, 204, 205, 206A, and 206B), building 83, and building 100. 

The Contractor shall 

· Develop a tagging system (i.e., green tags to relocate, red tags to abandon.) Tags shall identify the current location and the new location where the equipment is to be moved. 

· Generate a priority list of persons to contact. Contact the appropriate persons in priority order for the selection of items for reutilization. 

· Tag the equipment after it has been identified for reutilization, identify the current location and new location, generate the proper paperwork for NEMS, and track the status of all items. 

· Coordinate activities with personnel in the Systems Management and Maintenance Branch as identified by the TR.

c.  Quality standards(The Contractor shall perform all work accurately. Appropriate paperwork for entry into the NEMS database shall support the transactions.

d.  Schedule(The Contractor shall meet schedule deadlines as agreed to with the TR. 

e.  Documentation (The Contractor shall maintain files and databases available for review as identified by the TR. 


6.29  History of NASA’s Plum Brook Reactor Facility
PROJECT LOCATION: Glenn History Office and Plum Brook Station and/or NASA History Office, NASA Headquarters, Washington, DC. Most records for this facility and projects are in storage at NASA’s Plum Brook Station, Sandusky, Ohio, and the National Archives and Records Administration (NARA) in Chicago, Illinois.

PROJECT CATEGORY: Internal lessons learned/public awareness/education/access/documentary record.

RESOURCE TYPE: Historical.

BACKGROUND: This project shall record the historic Plum Brook Reactor Facility located in Sandusky, Ohio. This shall raise the awareness of both the public and key policy-makers about the extent and quality of this effort with NASA. It shall also document the investment required in this effort and show its record of excellence, safety and cutting edge technology research. Constructed in the late 50’s this facility was used to research the feasibility of nuclear powered aircraft and space hardware until program termination in 1973. This facility has been mothballed in a maintain but do not operate mode since 1973 and is awaiting final approval for decommissioning and removal. Timeliness for this effort is especially important because some key individuals involved in this effort over the years are passing from the scene and some of those that remain are physically declining and may not remember the details of how and especially why many events took particular courses. The TM for the Historian task will monitor this task at the Glenn Research Center. The Director, NASA History Office, NASA Headquarters will handle professional review and oversight of the final publication of the work as in any other NASA special publication.

SCOPE: The Contractor will be required to complete this book manuscript on a schedule of three years. The chapters of this book will be unified by several central themes that combined will create a meaningful whole. This study should contain information beginning with the acquisition of land and is use during the war, transfer of the land to NACA/NASA and the build up of Plum Brook Station as a NASA research facility. An important aspect of this should be the shutdown or reduction of personnel and research activities in the early 1970s. A key ingredient of this is the manner in which the technology was conceived and developed especially at the (Lewis) John Glenn Research Center. This study will explore the process of key policy-makers, engineers and scientists in formulating research, design and development approaches. In every instance the Contractor must take care to consider and explain for a non-technical audience the research process and the complex interweavings of the process of decision-making in the U.S. at the time the research activity was conceived. This shall include the manner in which nuclear power, research and armament was being advertised, the affect this technology had on the general publics lifestyles and fears that had been instilled in their minds, for example the drills conducted in schools and building of bomb shelters. This will provide a uniquely valuable service for the public, whose knowledge of the technological process is generally murky.  The Contractor shall research, collect documents, create an archival collection suitable for eventual transfer to the National Archives and Records Administration (NARA) upon completion, conduct oral histories, and prepare several historical products on this subject suitable for a general audience but adhering to accepted standards of historical documentation. Contractor shall focus on this unique facility and the programs conducted in it. A large number of the project records have already been transferred to the custody NARA, Great Lakes Region, Chicago, Illinois. . Contractor shall provide input into the creation of any museum displays created to insure that information presented represents a true historical picture of the facility and also provide suggestions on the use of identified artifacts and possible locations for their use. If NASA determines that the Contractor shall coordinate the entire construction and locations of these displays, additional costs will be negotiated prior to any work being started.  

CONTRACTOR PRODUCTS/DELIVERABLES: This project shall result in the following major categories of products:

1. Archives--the historian/archivist shall collect, organize, and maintain for use by NASA management and others a collection of historically significant key documents that will become a permanent record of the actions of the program. This material shall serve as a basis for the preparation of historical products and upon completion shall be made a part of the permanent record of the National Aeronautics and Space Administration. This collection of key documentary sources, especially private papers and those not a part of the federal records management system, and their placement in a single government repository is a critical component of this effort. These materials will be useful in providing essential information for present-day historians, the interested public, and present-day policy makers, as well as for future generations of individuals interested in the subject. Resources necessary to maintain the archives will be provided by the Contractor. The major tasks of this aspect of the work include:

· Archival Preservation: Contractor shall search for, accession, preserve, and make available historically significant documents and electronic materials associated with the origins and conduct of this facility. This requires the responsibility, first and foremost, for providing physical and intellectual control over the holdings of this special collection. It also requires responsibility for ensuring coherency of the collection, maintaining ready access for researchers, and providing research services to senior NASA officials and Federal executives. This task will not only be to preserve historical documents relating to the facility and programs but also prepare all records scheduled to be permanent records for final shipment to NARA. This collection includes documents, maps, drawings, still photographs, motion pictures and videos. Documents will be copied, as directed, for possible transfer to other federal, state and local governments and historical societies. 
· Finding Aids: Contractor shall inventory and index file folders, reports, and publications (books) in this collection. In addition, Contractor shall create an electronic database finding aid for material down to the subject of the file folder. An example of the electronic finding aid will be demonstrated to NASA to ensure that it is compatible with other systems and can be placed on NASA servers so that multiple internal organizations can access the data when needed.

· Appraisal/Accessioning: Contractor shall provide for the appraisal, arrangement, and accessioning of materials according to standards in the NASA Records Retention Schedule, NPG 1441.1. The Contractor will perform this task with guidance of the Glenn Research Center’s Records Management Office and NARA. 
· Reference: Contractor shall respond to reference inquiries and prepare publicly releasable documents describing the conduct of the program. Reference inquiries may be made by letter, telephone, or in person. The Contractor shall locate folders, reports, electronic materials, or bound volumes likely to contain the requested information. All onsite researchers shall be provided with the folders, reports, or other materials. Telephone and written inquiries shall be responded to in a timely manner. Contractor shall participate at least twice per year in local community meetings providing a status of historical findings and updates on the project. 

2. Oral histories--the historian(s) shall conduct interviews (minimum 25--35) with key personnel involved in the facility , possibly local residents and community leaders, past and present. These shall provide honest, first-hand accounts of the development of the discipline and NASA’s role in it. All oral histories shall be transcribed, edited, and made available after a release has been signed by the interviewee in keeping with the standard practices of oral historians. Contractor will coordinate these oral interviews with the Glenn Imaging Technology Center who will be producing filmed documentaries of the facility and personnel to avoid duplication of interviews. These materials shall also be available to provide essential information for present-day historians, the interested public, and policy makers, as well as for future generations of individuals interested in the subject. At least 25 percent of all oral histories shall be conducted on digital video and or other appropriate medium so that portions of them may be used for television, WWW, CD/ROM or DVD productions.

3. Multimedia works--contract historian(s) shall provide input to the Glenn Imaging Technology Center and others who will be producing multimedia documentaries to disseminate historical knowledge about the facility and programs conducted in it . Contractor shall provide historical information to be included in a 60 minute documentary to be produced by the Glenn Imaging Technology Center and if requested by NASA, the actual writing of the script. If additional costs are involved in this task, they will be negotiated and agreed to by all parties prior to the writing of the script. Other multi media tasks shall be conducted through the following means:

· WWW page on the history of the facility.

· CD/ROM or other medium decided on containing a multimedia presentation of the history of the facility.

· CD/ROM or other medium decided on containing oral histories of key personnel involved in the evolution of the facility.

· CD/ROM or other medium decided on containing key documents in the facility.

4. Publications--contract historian(s) shall also disseminate historical knowledge about the facility, projects, land acquisitions and previous usage of the land through published works. Any additional publications suggested by the Contractor or requested by NASA will be negotiated on a case-by-case basis. These products should include, but are not limited to the following:

· Two fact sheets and/or brochures for general distribution each year.

A short illustrated history, not more than 50 pages in length, written in a popular format, showing the pictorial history of the facility and personnel with complete captions depicting the way the facility looked from construction to decommissioning. This publication would be suitable for distribution to local communities, schools and historical societies. Final publication of this document will be completed be NASA. Contractor will produce a final selection of photos, drawings and descriptions ready for publication.

· A formal, scholarly history, of approximately 400 pages in length, of the facility and projects conducted that may be published as a NASA Special Publication in the NASA History Series. This will be the last deliverable in the contract. This volume should begin with an introduction that explains the purpose and scope of the book as well as its contents, describes the method of research and the parameters of study, and presents it in an introductory manner the major themes considered in the work. The book should be organized chronologically, with each chapter developing major themes in the history of the subject. All writing should be in accordance with acceptable scholarly, literary, and methodological standards as established by the NASA History Office and reflected in earlier NASA history publications and the NASA style guide.  The NASA History Office will be responsible for publishing the book either through the Government Printing Office (GPO) or other private publishers as appropriate. Reference notes in this narrative should appear in proper academic style as established in the above and in the Chicago Manual of Style.  A list of new or special terms and acronyms will be included in a glossary and explained when first appearing in the text. Statistical material will be organized in a readily understandable format. A bibliographical essay will accompany the volume, as will an index prepared by the author after the manuscript reaches the page proof stage.  Appendices will be included as appropriate.  The author(s) will be expected to deliver computer disks containing the text of the final manuscript in Microsoft Word for PCs or some other mutually agreed upon word processing standard, which will also be submitted in hard copy, a CD ROM and a DVD.

PERFORMANCE REQUIREMENTS

This is a 1-year contract which is renewable at each of 2 additional option years upon satisfactory progress in meeting performance requirements and subject to availability of funding and completion of specific tasks. Appropriate milestones deadlines are listed below and must be met and payments will be dispersed accordingly.

Reports of research progress, an outline, drafts of major sections, the volume introduction, a glossary of terms, a graphics plan (proposed illustrations and tables), and any appendices or cross reference guides will all be reviewed at the milestones established by the NASA TM or other NASA personnel. Finally, the completed draft manuscript will be critiqued by a panel and revisions made to the draft in response to recommendations. 

All research notes, photocopied documents, correspondence, interview transcripts, photographs selected for inclusion, manuscript sections and narratives, and rights to publication of the study will become the property of NASA at the end of the project. NASA retains the final right to publish or not to publish the contract manuscript.
PROCEDURE AND RENUMERATION  

The Contractor will submit written progress reports of at least 300 words in length on all tasks except the Archives task according to the schedule below to the NASA TM. A separate report detailing the status and progress of the Archives task will be submitted on a monthly basis. The Contractor will provide all other deliverable to the NASA TM on the milestone dates. The Contractor will accept guidance from the NASA TM and confer when possible with other members of the NASA History Office members, Washington D.C., to ensure quality and unity of effort. Payments will be issued upon receipt of a monthly invoice provided all scheduled deliverables have been received by the NASA TM according to the schedule below.

	Time After Award of Contract
	Conditions to be Met

	Base Contract Year
	

	3 months
	Progress report

	6 months
	Progress report, outline of history, research plan, and bibliography

	9 months
	Progress report, draft chapters of first third of manuscript, copies of oral history transcripts

	12 months
	Progress report, revised chapters of first third of manuscript

	Option Year 1
	

	15 months
	Progress report, draft chapters of middle third of manuscript

	18 months
	Progress report, revised chapters of middle third of manuscript

	21 months
	Progress report, all remaining oral history transcripts, back matter drafts, graphics plan

	24 months
	Progress report, draft of remaining manuscript, all oral history transcripts

	Option Year 2
	

	27 months
	Progress report, revised chapters of middle third of manuscript

	30 months
	Progress report, revised chapters of remainder of manuscript

	33 months
	Progress report, final manuscript acceptable for final critique

	36 months
	Final report, completed manuscript acceptable for publication, all oral history transcripts, all documents used in preparing work


6.30  Integrated Financial Management Program Training Coordination

a. General requirements--The Contractor shall perform requirements of this task in accordance with paragraph 6.0.a.

b. Description of work--The Contractor shall provide IFM program training support to the IFM program implementation support team at Glenn Research Center. The Contractor shall manage the administrative functions associated with training for all IFM modules and coordinate all activities. 

The Contractor shall
· Participate in the review of available IFM training courses with appropriate team members.

· Use course list to secure needed training rooms. Suggested training rooms are building 15 training rooms 101 and 208. If no training rooms are available in building 15, select an alternate on- or offsite location that will accommodate the appropriate number of participants in a classroom format. An IFM specific training location may be available for the specific IFM training courses requiring computers.

· Coordinate course-scheduling changes.

· Prepare IFM course announcements and forward announcements to appropriate personnel in ODTO for posting on today@glenn. Course announcements shall meet ODTO’s ISO requirements.

· Post course schedule on ODTO’s Web site.

· Provide student count 5 weeks prior to the start of class to accommodate course material reproduction and instructor travel arrangements.

· Collect nominations from Directorate representatives. Nominations are sent in priority order.

· Follow established procedures to select prioritized attendees and receive final approval from the TR.

· Send attendees standard ODTO confirmation letter.

· Notify the TR of any oversubscription issues that need to be addressed. 
· Send nonselection letter (if required).
·  Follow ODTO standard student cancellation requirements.

· Provide logistical support of classes. Set up classroom as required.  Clear the instructor through security. Escort the instructor to the classroom. Close out course. Collect sign-in for roster closeout. Collect evaluations and request summary. Provide ODTO chief a copy of summary evaluations. Prepare and input course information into the NASA Training Data System (NTDS) or equivalent system.  Review course folder for completeness and file with ODTO business unit.  Return all unused course material and packing boxes to the originator. Straighten and prepare room for next course.

· Attend IFM meetings, as required, for information regarding program status. Take notes when requested and disseminate to attendees.

· Track action items and report status.

· Coordinate efforts with other support service contract personnel as necessary to implement all the IFM modules.


6.31  Records Management and History Support

The Records Management Office Contractor shall serve as the technical lead for the History Office support provided to Glenn through LTID.



6.31.1  Records Management

a.  General requirements--The Contractor shall comply with all applicable laws and regulations, as revised, including the following:

· National Archive and Records Administration (NARA). 

· General Record Schedule (GRS) and other directives, as revised. 

· NASA Records Retention Schedules, NPG 1441.1 as revised. 

· NASA Agency Filing Scheme (AFS), NPG 1441.1 as revised. 

· NASA Records Management, NPD 1440.6, as revised. 

· Federal Property Management Regulations (FPMR) Part 101-11, as revised.

b.  Description of work--The Contractor shall provide  technical support to the Glenn records management officer, division records representatives, and all personnel at the Center. 

The Contractor shall
· Provide training in record management practices, including use of the required Agency Filing Scheme to all personnel at the Center, specific training for division records representatives in the identification of records, and proper filing and storage requirements.

· Ensure that all organizations at the Center are in compliance with ISO 9001 record-keeping policies. 

· Promote records management through innovative methods using the latest technologies available at the Center. 

· Ensure completeness and accuracy of Records Transmittal and Receipt, NASA Form C-277, and other forms as required, for items being shipped to and from storage, when changing retention schedules, and when consignors change.

· Arrange for shipment and retrieval of records to and from the Glenn storage facility. Arrange for destruction of nonrecords, temporary records, and records that have met their authorized retention period according to the NASA Records Retention Schedule. 

· Ensure that shipment of documents to NARA, as required by the NASA Records Retention Schedule, occurs as required by the schedule or on an annual basis.

· Inventory record storage items at Glenn’s storage facility over the life of the contract on a proportional annual basis. For example, an inventory of a portion of the items shall be completed each year, with inventory of all storage items being completed by the end of the contract term. 

· Maintain and update the records management database and statistics. Participate in the development and conversion to a distributed computing database system to replace the current mainframe database.

· Incorporate the Agency-selected electronic record-keeping system when available.  

· Review and prepare record shipments for Plum Brook. 

· Prepare records for transfer to NARA, including typing C-277 and SF135. Track all record transfers.

· Move 40-pound boxes, some of which have been in storage for years and may be dusty and/or moldy. 

· Coordinate annual NARA transfer with appropriate organizations. Assist in annual records inventory. Coordinate record loans and returns.

c.  Quality standards--The Contractor shall comply with the general requirements specified in paragraph a. of this task. The Contractor’s review of Records Transmittal and Receipt, NASA C-277, shall result in error-free retention schedule information. The records management database shall be maintained error free.

d.  Schedule--The Contractor shall review and process NASA C-277 and records for shipment to the Glenn storage facility within 5 days of receipt. Retrieval requests for documents and records from the Glenn storage facility will be accomplished within 24 hours of receipt. All changes to the records management database will be accomplished within 48 hours. Destruction authorization cards shall be issued within 2 weeks of notification of the upcoming need to destroy, and records shall actually be destroyed within 3 days of receipt of authorization.

e.  Documentation--Statistics shall be developed, maintained, and provided upon request of the TR. The Contractor shall submit to the TR a monthly status of records storage statistical report and a report of the cumulative activity of the movement of records. The Contractor shall provide reports semiannually, annually, and as requested by the TR to satisfy Glenn and Agency requirements. The TR may request other reports.



6.31.2  History
a.  General Requirements--The Contractor shall comply with the general requirements specified in this task, as applicable. In addition, the Contractor shall comply with the following:

· All applicable laws and regulations, as revised. 

· National Archives and Records Administration (NARA). 

· General Records Schedule (GRS) and other directives, as revised. 

· NASA Records Retention Schedule, NPG 1441.1, as revised, which includes the Agency Filing Scheme. 

· NASA Records Management, NPD 1440.6E, as revised.

b.  Description of work--The Contractor shall serve as the archivist with responsibility for planning, appraising, accessioning, arranging, describing, preserving, publishing, or providing service and retrieval of all Glenn historical documents. 

The Contractor shall 

· Record noteworthy technological and functional Glenn activities and determine subjects for historical treatment. 

· Recommend topics, define depth and scope, and determine approach and techniques for all work on Glenn histories and studies to ensure timely and effective completion. 

· Develop methods for classification of historical documents, photos, film, tape, artifacts, and other records designated for preservation.

· Develop an online searchable index coordinating the search of all historical types of documents.

· Make accessible via the WWW all available historical documents in all available formats, as appropriate. Coordinate this activity with the Glenn Media Relations Office. 

· Respond to inquiries from researchers, NASA personnel, historians, and private citizens according to current regulations. Keep a database of inquiries, results, purpose of requests, and time spent on each request. Assist any historian or author under contract to NASA in their research activities to document an historical event or program.

· Develop a plan to conduct, transcribe, and preserve an oral history program. This activity shall include, at a minimum, interviews to document an organization’s history with senior management officials, both current and retired; researchers and scientists involved in high-visibility programs and projects; and individuals assigned to organizations that have been disbanded.

c.  Quality standards--The Contractor shall comply with the general requirements specified in paragraph a. of this task. The Contractor shall update and maintain accurate information and verify historical information prior to release or publication if there are any doubts about its authenticity.

d.  Schedule--The Contractor shall conduct an annual inventory of all historical documents and include records management retention times in this inventory. The Contractor shall transfer to NARA all documents within 5 days of their final disposition. The Contractor shall make the initial contact with the customer within 2 days of the request for historical data. Formal Freedom of Information Act (FOIA) requests received through the FOIA officer shall be responded to by the date identified by the FOIA officer.

e.  Documentation--The Contractor shall maintain a database of all historical documentation located onsite and Glenn historical documents that have been transferred to NARA. The Contractor shall provide monthly statistics on the requests for information received, and disposition and time to retrieve this information, along with any other reports that may be required by the TR.

6.32
RETF Historical Preservation

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work--The Contractor shall provide services in support of tasks for the Rocket Engine Test Facility (RETF) historical preservation effort. The effort is being supported by the Hardines Design Company, a subContractor to the City of Cleveland. Additional onsite Glenn support will be required in the following areas in assure proper documentation is preserved:

· Imaging Technology Center (ITC) support to assist Hardines Design Company to access and integrate RETF images into the Agency and Glenn archives.

· Historian support to review of documents from a historical perspective for Agency and Glenn Archives.

· Records Management support for Agency and Glenn archives.

c.  Quality standards--The Contractor shall perform all work accurately.

d.  Schedule--The Contractor shall meet scheduled deadlines agreed to with the TR.

e.  Documentation--The Contractor shall maintain files and databases available for review by the TR. Additional reports may be required.

6.33
RETF Photograph Collection

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work--The Contractor shall provide services in support of the Rocket Engine Test Facility (RETF) historical preservation effort. The RETF has been identified as a national landmark and historical preservation of photographic and other images is required. The Contractor shall perform the following:

· Review and pull all the images held at Glenn/Plum Brook that document the history of the Rocket Engine Test Facility from the period of 1956 through 1995.

· Scan (minimum 300dpi for an 8 x 10) and print 1 (8 x 10) copy of each photograph and place scanned images on a shared drive. Access to the shared drive will be requested by the TR for others to view

· Identify all images/documents/films and videos relating to the RETF and make copies as directed by the TR 

· Assist personnel covered under task 6.32 RETF Historical Preservation in preparing images for submittal to the National Archives.

c.  Quality standards--The Contractor shall perform all work accurately.

d.  Schedule--The Contractor shall meet scheduled deadlines agreed to with the TR.

e.  Documentation--The Contractor shall maintain files and databases available for review by the TR. Additional reports may be required.

6.34 Move Operations

The Contractor shall provide technical leadership and overall guidance of the Center move operations team. The Contractor project team leader will be responsible for supporting LTID in the planning and direction of all Center moves, major facility refurbishment (Construction of Facility (CoF) projects), and routine personnel moves throughout the Center. The Contractor shall assign a project team leader to coordinate the total activity associated with these moves. 

The Contractor shall
· Review space needs and identify available space. 

· Develop detailed move and sequencing plans. 

· Prepare estimated costs for the total move activity.

· Coordinate move support requirements with LTID representatives as well as the construction manager for CoF. 

· Provide expert professional guidance in the application of a variety of conventional and office furniture systems. 

· Coordinate the technical activities of commercial vendors used to provide large-scale, specialized moves.

· Provide interior design consulting for new or completely refurbished large-scale suites at the division level and above to include replacing drapes, carpeting, furniture, and accessories. For unique projects at this level, the interior design team member shall serve as POC and primary interface for the customer, determine customer requirements, and plan the layout and furnishings of the architectural interior, including making color, texture, and style choices on behalf of or in concurrence with the customer.
· Ensure that furniture, files, storage boxes, telephones, and supporting equipment are moved in an orderly and efficient sequence to minimize disruption to the occupants and organization being moved.

· Ensure the continued support of data entry and information transfer within the Aperture database and ensure that data and report needs of the Center move project team are clearly delineated. Monitor periodically the accuracy of data entry and report generation provided by Center move operations support personnel.

· Ensure that communication of plans, schedule, and potential delays due to unforeseen construction requirements or changing Center move priorities are communicated to any organizations affected and appropriate LTID representatives. Verbal, written, and electronic communication may be used in combination to ensure that Government and Contractor management teams are aware of all move-related activities. 

· Act as the primary focal point for coordination and planning in conjunction with the occupant coordinator, construction manager, building manager, and any special project managers or team leaders.

In support of electrical requirements, the Contractor shall 

· Provide evaluation of electrical requirements within offices and discuss electrical requirements with project electrician. 

· Recommend position of power inputs, and evaluate and discuss demolition of obsolete electrical devices in offices with project electrician. Expedite and coordinate installation of electrical devices with project electrician. 

· Coordinate electrical work schedule with other installation functions and secure customer funding for electrical modifications as required.

In support of construction requirements, the Contractor shall
· Meet with end user to discuss requirements and establish scope of work. 

· Contact outside contractors required to accomplish project and interface with outside contractor concerning project requirements. 

· Secure cost estimates for project from outside contractor and secure customer funding for project. 

· Interface with NASA Services and Construction Branch  or  Project Management and Quality Assurance Branch to ensure that procedure and protocol are followed.  

· Coordinate scheduling efforts with outside contractor. Keep end user informed of progress and advise with any concerns. 

· Conduct periodic inspections of project to monitor progress, conduct final project inspection, and establish punch list as required.  

· Establish project meetings if required.

In support of high wall requirements (floor-to-ceiling demountable partitions), the Contractor shall 
· Discuss high wall requirements with end user and/or project managers and recommend high wall configurations, capabilities, and finishes. 

· Develop high wall plan to submit to manufacturer for quotes and develop quotes for product via manufacturers GSA contract. 

· Expedite high wall ordering, track shipment and receiving of high walls with manufacturer, expedite installation of high walls, and coordinate scheduling of high wall installation with other project contractors. 

· Conduct final inspection and establish punch list as required.  

· Attend project meetings concerning high wall as required.

In support of inventory control requirements, the Contractor shall
· Interface with project designer to establish product requirements. Confirm product inventory required to complete project with project designer. 

· Convey necessary plans and product lists to offsite warehouse staff. 

· Expedite organizing of product with offsite warehouse staff, expedite shipping and receiving of product at job site, and expedite the removal of excess product after completion of project.

· Advise project designer of any required adjustments to product inventory.

6.35  Realizing the Dream of Flight Symposium Support

The Contractor shall coordinate the “Realizing the Dream of Flight” symposium and edit all scholarly papers into manuscript form.

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work--The Contractor shall coordinate with a minimum of 12 historians and scholars selected by the NASA History Office at Headquarters to author a scholarly paper on a specific topic entitled “Realizing the Dream of Flight.”  Each paper shall be between 25- 30 pages in length (appx 7500 words). Each historian shall prepare a 15-minute speech to be delivered Nov 5, 2003 in the Cleveland area. Contractor shall review subject papers and also the speech to insure it meets the specific goals of the symposium. A synopsis of the speech should be reviewed with the presenters at least 6 weeks prior to the event. This presentation of scholarly papers is meant to coincide with the celebration of the Wright Brothers Centennial of Flight. All papers and presentation material shall be compiled by the Contractor into a manuscript format suitable for publishing in the NASA History Series. Submission of combined papers in manuscript format should be completed within one year of the symposium. Contractor shall coordinate all aspects of this symposium as detailed below. The Glenn History Officer will serve as the TM for this task.

The Contractor shall perform the following specific tasks as Conference Organizer and Editor of the proceedings book:

- Coordinate and select appropriate organizations to cosponsors this symposium as appropriate while ensuring a direct tie between the specific topics and the organizations. Cosponsors at a minimum will publicize this event and provide assistance as requested by the Contractor. Cosponsors’ corporate logos will appear on all publicity documentation.

- Select an appropriate setting for the symposium in the Cleveland area. The location shall be centrally accessible to the general public in an area that will ensure a high turn out. Location should be able to accommodate a minimum of 200 people. Selection and confirmation of the location should be finalized by March 17, 2003. Coordinate a small lunch for the presenters and special guests on the day of the symposium. A/V equipment needs to be defined to the speakers and made available the day of the event. 

-Develop and implement a marketing/advertising campaign. 

- Arrange speakers into panels and obtain panel chairs or other people to introduce the speakers, as appropriate.

- Coordinate with presenters at regular periods to ensure that they are on track to give thought-provoking oral presentations with appropriate audio-visual support. The organizer/editor should ensure that the presenters’ content speaks both to scholars and the educated lay public, and adheres to the broad themes of the conference. The Contractor should stress to the presenters that they should not read formal, written papers at the conference, but rather provide these for later publication. 

- Confirm presenters’ participation. Secure alternate speakers if presenters cancel at anytime prior to the symposium

-  Contractor shall arrange for a block of rooms in the area close to the presentation site and transportation to and from the site as needed.  

- Contractor to disperse to presenter a fee in an amount predetermined by NASA that will include each presenter’s expenses in traveling to the conference and accommodations if needed.  Disbursement of funds should be after the event and upon receipt of the scholarly paper. In the case of Civil Service personnel, just travel expenses will be covered and handled by NASA. In any case, the organizer should handle the remainder of all this financial paperwork.

-Work with NASA and other personnel, including the media, to arrange for appropriate audio-visual capabilities and support outside of the symposium facility, eg NASA TV, local Media. Coordinate these functions with the TR and Glenn Media Relations Office.

-Be especially available in the weeks before the conference is held in Cleveland.

-Coordinate free registration for public attendees.

- Develop a list of VIP attendees. This list of VIPs should include at a minimum, Senior Glenn Staff, Mayors of the Cities of Cleveland, Fairview Park and Brookpark Ohio. Invitations should be drafted and submitted to the NASA Glenn TR for approval. 

-2 weeks prior to the conference, obtain written papers from the presenters for a book manuscript suitable for publication in the NASA History Series or other appropriate press. The papers must be analytical, scholarly with full documentation, and adhere to the general themes of the conference.

-After the conference, edit these papers in a consistent substantive manner. Final draft Manuscript shall be submitted for review one year after the symposium.

c.  Quality standards(The Contractor shall perform all work accurately. 

d.  Schedule(The Contractor shall meet schedule deadlines as agreed to with the TR as outlined above.  

e.  Documentation(The Contractor shall maintain files and databases available for review as identified by the TR. 

6.36 Computer Aided Drawing and Engineering Data Management Support  

a.  General requirements--The Contractor shall provide support in accordance with all Agency and Center policies and directives.

b.  Description of work--The Contractor shall provide drawing file management control and print reproduction services necessary for the operations of Engineering Development Division’s computer aided drawing (CAD) systems and the Engineering and Technical Services Directorate’s engineering data management (EDM) systems. 

The Contractor shall
· Provide support and direction in the creation, storage, recovery, and reproduction of engineering drawings and engineering data. 

· Maintain all CAD-related hardware (plotter, copiers, computers, and specialized equipment). Make recommendations when replacement of equipment is necessary. 

· Perform the role of business administrator for EDM systems. Create, maintain, and archive databases. Perform format conversion as needed.

· Create, maintain, and support the division’s drawing files, including all CAD-generated engineering files, all manually generated engineering drawings, and all reports associated with these files and drawings. 

c.  Quality standards--The Contractor shall comply with the general requirements specified in paragraph a. of this task. The Contractor shall perform and control all work and services required for drawing management and print reproduction accurately. 

d.  Schedule--Work shall be performed in accordance with schedules established by the TR.

e.  Documentation--Monthly written activity reports shall be submitted to the TR within 7 working days of the end of the month. 



· 
· 
· 
(End of Task 6.0)
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