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SPONSORED RESEARCH AND EDUCATION SUPPORT SERVICES


STATEMENT OF WORK

BACKGROUND

NASA funds intramural and extramural research primarily through solicited proposals that may result in grants, cooperative agreements, contracts and arrangements with other agencies, non-profit organizations, industry and academia.  Solicitation mechanisms primarily used are NASA Research Announcements (NRAs), Announcements of Opportunity (AOs), and Cooperative Agreement Notices (CANs).   

The scope of NASA’s science and technological research program encompasses a broad spectrum of activities beginning with establishing Enterprise research priorities as the basis for developing discrete research solicitations and proceeding through publishing broad agency research announcements, evaluating research proposals from the science community, and selecting proposals on the basis of merit.  This process includes publicizing the goals and products of NASA’s research to the science/technical community and the general public, and creating opportunities for minority educational institutions to participate in NASA’s science and technological research program.   An important component of this process is evaluation of proposals through peer review. NASA defines peer review as scientific evaluation of proposals submitted in response to NRAs, AOs, and CANs by an in‑house specialist, a specialist outside NASA, or both.  Peer review is also used to evaluate unsolicited proposals.  Peer reviews evaluate relevance to NASA's objectives, intrinsic merit (which includes scientific or technical merit), the researcher's capabilities and qualifications, and cost.  NASA Federal Acquisition Regulation Supplement 1835.016 and 1872.403 dictate that peer review will be the method used to evaluate and select research for funding.  Policies for peer review are documented through the instructions in the solicitations, referred to above, which are written by NASA scientists. 

Specific peer review methods differ somewhat among NASA program offices, and even among disciplines within a given program office, depending on, for example, cost, resources brought to bear, experience, or the number and type of proposals received.  Some offices use standing review committees, some ad hoc committees, and some a combination of these for individual announcements.  However, the involvement of discipline experts to evaluate and document findings of proposal reviews is universal across NASA.

Peers include scientists, engineers and other discipline related experts from public and private academic institutions, industry, NASA, other Government laboratories, and foreign countries.  Criteria for selection as a peer reviewer include the research they have conducted, publications, knowledge and experience, and ability to conduct an impartial review.  NASA and the contractor supporting research proposal processing maintain databases of discipline experts to identify appropriate reviewers. Acknowledged experts in a discipline and proposal authors themselves may also suggest other qualified reviewers.  Use of external peers ensures fresh viewpoints, alternative perspectives, and understanding of the state‑of‑the‑art. 

Reviews are conducted by mail and/or by panel meetings, depending on the logistics specific to the review.  Mail reviews are conducted to allow for selection of reviewers with very specialized expertise on technical and scientific issues.  Often a panel is additionally conducted to reconcile differences among mail reviews and to place the proposed research in a larger scientific and programmatic context.  Each panel consists of typically 7 to 10 members, although sometimes larger (15-20 members) panels, with or without sub-panels, are used.  NASA receives a few unsolicited proposals that are usually peer reviewed by mail and/or entirely within NASA.  Panel members are solicited by phone or letter, and are reimbursed for their travel costs to attend panel meetings.  The authors of a proposal are never involved in its review or that of directly competing proposals, and all reviewers are screened to ensure that they have no conflict of interest with the proposals they review.

Specific criteria for reviews are unique to each research solicitation but are always based upon the four primary evaluation factors of: (1) relevance to NASA objectives, (2) intrinsic scientific and technical merit, (3) the researcher’s capabilities, and (4) cost.  Panels rate each proposal on scientific and technical merit typically using a 5-point scale, which is always supported by appropriate written narrative.  In addition, NASA program goals and objectives, and cost‑effectiveness of proposed budgets are factors in the review process for individual proposals.  However, there are variations among NASA offices in the extent that they use peer review panels to assess these factors.  For example, in some cases, panels are sometimes asked to prioritize assemblages of proposals that best meet focused program objectives while in other cases this activity is done entirely by the NASA official.  NASA officials weigh results of the panels' reviews against program requirements, costs, and scientific risk to ensure a focused, well-balanced program. 

INTRODUCTION

The contractor will manage and be responsible for all components of NASA Headquarters in support of soliciting research proposals and receiving, processing, and evaluating responses to the solicitations from the science and technological community.  This support includes operating a Government-owned electronic management information system, and developing system enhancements to meet customer needs.  A significant component of the research solicitation process is peer review of research proposals by panels of specialists and experts.  NASA is committed to accomplishing timely peer reviews consistent with NASA’s goal of 240 days or less for the entire solicitation to award process.  The contractor shall institute and maintain an effective organization that is responsible for the efficient accomplishment of NASA’s Peer Review activities and to meet or exceed the NASA overall performance goal.  Further, the contractor will support NASA’s efforts to achieve diversity in the selection of peer reviewer participants.  It is vitally important for the contractor to understand and be able to respond to somewhat different practices and requirements of the NASA customer organizations discussed below.  Instructions will be issued to the contractor in individual task orders that detail the specific actions to be performed (see the SRESS Work Breakdown Structure).  It is in these task orders that NASA will specify various activities identified in the Statement of Work.

Customer organizations utilizing this contract are primarily Headquarters Codes that sponsor research solicitations, but some NASA Field Centers also receive contract support.  The organizations and programs that are most dependent on these contract services are:

Code N, Office of Education (OE).  As one of three Federal agencies with education as a stated mission, NASA plays a unique role in advancing the technical education of our Nation.  A core component of NASA’s education strategy is to embed education in all of the Agency’s research and program activities.  The Education Enterprise is responsible for unifying all NASA-sponsored education program activities in the Headquarters Enterprises and the nine NASA Field Centers, and the Jet Propulsion Laboratory (JPL).  Working collaboratively with NASA’s Enterprises, the Education Enterprise promotes education as an integral component of every major NASA research and development mission. In order to engage the education community and invite them to participate in NASA’s ongoing work and process of discovery Code N has developed a strategy to inspire and motivate students at all levels to pursue careers in the fields of science, technology, engineering, and mathematics (STEM).  NASA’s Office of Education conducts many activities through education outreach aimed at inspiring the next generation of explorers throughout the educational community which includes K-12, Higher Education, and Informal Education (museums, etc.).  

NASA’s underserved and underrepresented programs are established in the Office of Education to respond to ongoing Congressional and Presidential mandates directing Federal agencies, including NASA, to increase opportunities for participation in NASA’s research programs by Historically Black Colleges and Universities (HBCUs), Hispanic Serving Institutions (HSIs) and Hispanic Americans, and Tribal Colleges in Federal programs.

NASA’s underserved and underrepresented programs strives to strengthen the capabilities of minority institutions in science and engineering research and education; to involve and prepare minority institutions and principal investigators to successfully integrate into the conventional, competitive research and educational processes; and to contribute to NASA’s work force diversity efforts and to national education goals by supporting mathematics, science, technology, and educational outreach activities at the graduate, undergraduate and pre-college levels.

Code S, Office of Space Science (OSS). NASA’s space science program advances and communicates scientific knowledge and understanding of the basic physical, chemical, and/or astro biological processes of the Sun, the Earth’s space environment, the planets and other phenomena of the Solar System, stars, galaxies, and the distant Universe as a whole.  Major science disciplines include essentially all aspects of astrophysics, including cosmology, solar physics, interplanetary physics, the geology and chemistry of planets, the search for other planetary systems, and astrobiology. OSS seeks to develop new technologies that improve the scientific capabilities of its programs and to transfer its scientific findings and technological advances to the public and private sectors to help ensure U.S. science and technical global leadership.  In addition, OSS advocates and funds an aggressive Education/Public Outreach (E/PO) program through solicitation of appropriate proposals in conjunction with nearly all of its AO and NRA program notices.

OSS programs are conducted through an integrated array of activities including ground based laboratory research; computer modeling and basic theory; sub-orbital flight of instruments on airplanes, balloons, and sounding rockets; flight experiments in low Earth orbit on the Shuttle, on automated Earth-orbiting and interplanetary spacecraft.  These activities are conducted with the participation and support of universities and other research institutions throughout the United States, NASA’s field Centers, and JPL, other Government agencies and facilities, and domestic aerospace industries.  In addition, many OSS space science programs involve substantial international participation with western European countries and Japan, and increasingly with Russia and Latin American countries.  In all cases, these science investigations are selected through competitive peer review of proposals submitted in response to formally issued program announcements

Code U, Office of Biological and Physical Research (OBPR).  Throughout most of history, human beings have viewed gravity as an inescapable constant.  Gravity has also profoundly affected the way life on Earth has evolved.  But new access to the space environment is now allowing scientists to conduct unprecedented research in low gravity, opening a new window on long-standing questions of science and technology.  Space also poses physical challenges to space explorers, who must find ways to withstand space environment hazards for which humanity’s evolution on Earth never prepared them.

The Office of Biological and Physical Research is responsible for conducting interdisciplinary, peer reviewed, fundamental and applied research to address the opportunities and challenges to NASA that are provided by the space environment and the human exploration of space.

OBPR works to answer these simple, yet compelling questions:

1. How can we assure the survival of humans traveling far from Earth?

2. How does life respond to gravity and space environments?

3. What new opportunities can research bring to expand understanding of the laws of nature and enrich lives on Earth?

4. What technology must we create to enable the next explorers to go beyond where we have been?

5. How can we educate and inspire the next generation to take the journey?

OBPR’s research, which seeks to answer these questions, is organized around three main thrusts: Strategic Research, Fundamental Research, and Research Partnerships.  

The Strategic Research theme consists of flight and ground-based research that the Agency uniquely relies upon the OBPR to perform to enable NASA's mission to explore the Universe and search for life. This includes both basic and applied research that is (1) solicited and conducted in a highly focused, interdisciplinary fashion; (2) guided by science and technology roadmaps that have been vetted by the appropriate communities; and (3) subjected to appropriate review processes. 

The Fundamental Research theme consists of flight and ground-based research of a disciplinary or interdisciplinary nature, including both basic and applied research that addresses the role of gravity in biological and physical processes. This research is broadly solicited, guided by compelling questions and national priorities; and subjected to external peer review.  The space environment offers a unique laboratory in which to study chemical, physical, and biological processes. Researchers take advantage of this environment to conduct experiments in the physical and biological sciences that are impossible on Earth. In support of this flight research, OBPR has a vibrant ground-based research program that is the intellectual underpinning of the experimental research performed in space. Not only will the knowledge derived from OBPR's diverse research inform and expand scientific understanding, it will also contribute fundamental knowledge that NASA needs to achieve its strategic goals.  

The Research Partnerships theme consists of research of a disciplinary or interdisciplinary nature which is: industry driven and executed through Commercial Space Centers working with industry partners; cost shared between NASA and the Commercial Space Center affiliates, with the affiliates participating with cash and/or in-kind financial support; and subjected to appropriate review processes.  The economic development of space is a great opportunity facing America. It is the growth of business into space, which will bring the benefits of space to Earth and enrich the everyday lives of Americans. NASA is encouraging businesses to seize this opportunity through the Space Product Development Program and its Commercial Space Centers. This program can help to ensure the continued economic growth of the U.S. and bring the opportunities for new advances, technological understanding, products, and jobs to the public. OBPR provides knowledge, policies, and technical support to facilitate industry investment in space research. NASA continues to enable researchers to take advantage of space flight opportunities for proprietary research.  Market forces drive the specific research topics conducted under this theme.

Code Y, Office of Earth Science (OES).  The earth science program is dedicated to understanding the total Earth system and the effects of natural and human-induced changes on the global environment.  To preserve and improve the Earth's environment for future generations, people around the world need policies based upon the strongest possible scientific understanding.  The unique vantage of space provides information about the Earth's land, atmosphere, ice, oceans, and biota that is obtainable in no other way.  In concert with the global change research community, OES is developing the understanding needed to support the complex 
national and international policy decisions ahead to assure a strategic advantage for American enterprise.

The OES currently has six science research themes entitled Carbon Cycle and Ecosystems, Atmospheric Composition, Climate Variability and Change, Water and Energy Cycle, Weather, and Earth Surface and Interior, as well as additional cross-disciplinary research in earth science. NASA’s central role in these programs emphasizes both the development and operation of global observing systems for environmental research and substantial efforts in modeling and process studies. OES' science and technological programs are managed and carried out by three Divisions entitled Research Division, Applications and Outreach Division, and the Program Planning and Development Division.

The Earth Science Enterprise comprises an integrated suite of spacecraft and other remote sensing platforms and in situ measurement capabilities to acquire data; data and information management systems to capture, process, archive, and distribute global data sets; and research and analysis programs to convert data into new knowledge of the earth system.

Science selection, based on competitive, peer reviewed proposals, is the foundation on which the Earth Science Enterprise science program is built.
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1.0 PREPARATION OF PROGRAM ANNOUNCEMENT DOCUMENTATION AND SOLICITATION

1.1  General - The Contractor is responsible for the efficient handling of pre-solicitation and solicitation documentation.  The task order shall direct the contractor’s activities in regard to:

1.2  
Assist in preparation of solicitation schedule and milestone charts and provide reporting tools to track progress against such schedules/charts.

1.3  
Perform logistics and notifications for workshops, conferences, on-site visits, and pre-solicitation meetings that may precede the development of Program Announcements as well as pre-proposal meetings; assist in the preparation of reports or minutes resulting from these activities.

1.4  Assist in preparation of solicitation and Federal Business Opportunities.

1.5  
Provide camera-ready documentation for submission to the NASA Printing Office and convert approved solicitations to appropriate Internet-ready format.

1.6  
Issue approved solicitations, and other items as directed (mail, e-mail, world wide web) and post solicitations and other items to Internet site as necessary.  Solicitations should be posted on date of their release.

2.0 NOTICES OF INTENT

2.1  
General – Solicitations issued will generally request that potential offerors submit a “Notice of Intent” to propose to be sent to a central location.  As directed by NASA the contractor shall:

2.2  
Receive, by mail and/or electronic media (including an Internet site), and log in Notices of Intent, including any specialized information specified by the Program Announcement.

2.3  
Create/maintain files and an electronic database for Notices of Intent received in a manner that allows the ability to sort and provide subsets of data.

2.4  
Within three working days after the Notices of Intent are due, prepare summary reports of Notices of Intent that shall include, at a minimum, names of institutions, Principal Investigators, and sub-disciplines as may have been specified in the instructions in the Program Announcement.

3.0  
PROPOSAL RECEIPT/PROCESSING/LOGISTICS

3.1  General – The solicitation specifies the proposal preparation instructions and the date, time, and address for proposal submission. The contractor will, as directed by the task order, receive, maintain, record information on, and process these proposals as follows: 

3.2 Maintain an interactive Internet site that allows for the submission of Notices of Intent to Propose, proposal cover pages, proposal summaries, and proposals.

3.3  
As received, login and assign with a unique identification code, paper and electronic proposals, and maintain proposals in an electronic repository or a secure facility pending review.

3.4  
As required, establish an interactive Internet web site for the receipt of proposals for Education/Public Outreach (E/PO) proposals and maintain these proposals in a secure electronic data repository that is accessible by NASA for review and evaluation purposes; screen incoming proposals to ensure that appropriate hard copy E/PO materials are included to match any electronic submissions; and alert the applicable NASA organization of any E/PO proposals that require special considerations for review and selection purposes.
3.5  
Prepare and distribute electronic/paper acknowledgements of receipt for each proposal received.

3.6   Receive proposals either in hard copy or electronically, depending on specific requirements of the research announcement, and sort proposals received into categories (sub-disciplines).

3.7   Assist NASA in screening each incoming proposal to determine compliance with eligibility criteria and consistency with general program solicitation requirements.

3.8   Provide to NASA a log of all proposal cover information, sorted by requested data fields, within three working days after the proposal due date if less than 250 proposals are received, or within five working days if the number of proposals received exceeds 250.

3.9   Provide the requested number of copies of each proposal (usually only one copy) received to the appropriate NASA Office within five working days after the proposal due date.

3.10  Assure that information received electronically is correct and complete and methods are used to ensure data integrity.

3.11  For each proposal, receive names of peer reviewers from appropriate NASA solicitation manager/project office; contact each reviewer to obtain their agreement to review the proposal, obtain conflict of interest and non-disclosure agreements from all reviewers; maintain a file of all conflict of interest and non-disclosure forms for all peer reviewers, and ensure that all conflict of interest and non-disclosure agreements are valid and current.  In the event of receiving a conflict of interest form that identifies a potential conflict, the contractor must notify the appropriate NASA Official.  NASA will make any and all decisions related to conflicts of interest.

Additionally, as required, in order to ensure an independent peer review process, provide a respected and technically qualified non-civil service peer review administrator who will be responsible for: (1) selecting an effective panel chair; (2) together with the chair, selecting the panel members; and (3) facilitating the overall peer review process, including assignment of proposals to reviewers and the preparation of accurate and detailed critiques.

3.12  Produce and issue request letters to reviewers and, under NASA’s direction, develop review instructions and evaluation forms that are consistent with the evaluation criteria in the Program Announcement.

3.13  Produce a binder for each panel reviewer containing all necessary review information to include, but not be limited to, pertinent forms, instructions, list of primary and secondary reviewer assignments, and summary pages of proposals. This binder may also include the confirmation date and location of review, and pertinent logistical information, or this information may be provided separately.

3.14 
 Assemble and mail or transmit electronically proposal review packages to peer panel and/or mail-in reviewers and track responses. Ensure the confidentiality and integrity of the distributed review packages and the responses received.

3.15 
 Compile and distribute all reviews as directed by the cognizant NASA Office, and assure panel ratings are entered into the database.

3.16 
 File the original reviews along with the relevant proposal in secure storage.

3.17 
 Contact panel members and make arrangements for their travel, per diem, and honorarium, as appropriate.  All travel arrangements must be made by the contractor and be under rate and fee limits authorized by the contract (Federal Travel Regulations (FTR); the Joint Travel Regulation (JTR), Volume 2, DOD Civilian Personnel, Appendix A; or the Standard Regulations (Government Civilians, Foreign Areas), Section 925).  Guidance to the contractor regarding reimbursement of travel & lodging costs to peer review panelists is summarized in Appendix C.

3.18 
 Provide all logistical/administrative support for panel meetings and site visits (panel meetings are typically held in the Washington, D.C. area, while site visits are typically held at the proposing institution’s site).

3.19 
 Provide qualified Executive Secretaries to support Panel meetings, provide for minutes to the panel meeting.

3.20 
 As necessary, coordinate the activities of the reviewers/panel members throughout the peer review process.

3.21 
 Conduct/support peer review panel meetings (occasionally panel meetings are held outside the Washington, D.C. area). 

3.22 
 Summarize panel results in formats specified; enter the results into a database; review and edit as necessary summary comments, ranking, grades, and related data.

3.23 
 Provide copies of reviews and summaries that have been edited to remove reviewers’ names, to appropriate NASA officials for feedback to Principal Investigators (PI).

3.24 
 Prepare and distribute packages containing proposal summaries, proposal review scores and statistical summaries, reviewers' comments, and outcomes from review panel meetings to appropriate NASA officials within two working days after the conclusion of the panel meeting unless directed otherwise by NASA;

3.25 
 Receive NASA’s selection decisions and enter decisions into database.

3.26 
 Within three working days after NASA provides acceptance/rejection lists, prepare acceptance and rejection letters/packages and debriefing letters as directed by NASA for signature by the selection official; proof and provide quality control of acceptance and rejection letters/packages and debriefing letters; distribute letters/packages to Principal Investigators who have submitted a proposal.  

3.27 
 Support the preparation of procurement request (PR) packages (that could include:  the proposal, selection statement, summaries of the review process, justifications for awards, C.A.S.E. reports, etc.) and forward to cognizant NASA office for review and signature.

3.28 
 Provide to the cognizant NASA official hard copy packages that contain submitted proposals, proposal reviews, and review and selection summaries for archival storage by the Government. Records shall be stored and disposed of in accordance with NASA Records policy (NPDs 1440.6E and 1441.1C).

3.29  As directed by NASA, after the completion of the selection of proposals from a particular research announcement, schedule and support a meeting to debrief the panel chairs on the selection results and receive feedback on how to improve the peer review process.

3.30  After completion of the peer review activity, and in addition to WBS 3.29 if required, the contractor is required to conduct and receive customer surveys from: (1) the NASA Solicitation Manager responsible for the NRA/AO and the associated peer review process (after WBS 3.28); and (2) the peer reviewers (after WBS 3.23).  The Solicitation Manager’s survey shall evaluate the contractor’s performance relative to peer review support in terms of quality, timeliness and overall support to the process.  The peer reviewer survey shall evaluate the contractor’s performance relative to the logistics support given to each peer reviewer (travel, accommodation, meeting support, etc,) and will offer the opportunity for suggestions or process improvement.  After completion of a conference, workshop, meeting, or site visit, the contractor is required to conduct and receive customer surveys from: (3) the NASA official(s) responsible for the event; and (4) the event attendees. The NASA Official’s survey shall evaluate the contractor’s performance relative to scheduling the event, pre-event support, logistics support, event management, event documentation, and post-event support.  The attendee’s survey shall evaluate the contractor’s performance in terms of quality of accommodations, timeliness of disseminating information and written materials, and overall services provided to the attendee. The surveys may be hard copy or electronic.  A copy of the evaluations must be sent to the Code Performance Monitor. The contractor will report the results (see WBS 7.9) semi-annually to coincide with the award fee evaluation cycle.  A customer survey is required from all participants described above.  Peer reviewers must submit the completed survey with their request for reimbursement.  The contractor must maintain the records, including the survey responses, for each six-month period in a form and manner that is available for Government verification.

3.31 
Occasionally, conduct an expedited peer review process for a limited number of proposals as directed by NASA.

4.0  
ADMINISTRATION

4.1  General – During the course of the contract other work items will be required to support the peer review process. These activities are anticipated to include some or all of the items below:

4.2  Support issuance of reminders for progress reports for awarded grants, revised budgets, etc., in order to prepare annual funding supplements.

4.3 Assist in gathering information for and preparing reports and responses to Government reporting requirements and inquiries as well as private sector inquiries (urgent and routine), in a timely manner as directed by NASA.

4.4 Produce Annual Program Task Books and Bibliography as directed that will contain contract histories and technical information, NRA/AO information with respect to the proposal submitted, PI affiliation and address data, research description abstracts, etc., and which may be made available in hard copy form and/or CD ROM and will be required to be available in a searchable database available on the World Wide Web.

4.5 As required, support activities that facilitate and promote availability of scientific and technical knowledge and expertise by collecting, creating, and disseminating bibliographic data issuing from NASA and non-NASA sponsored research, and that augment and validate bibliographic material captured in the appropriate Enterprise Task Book and bibliography.  Examples of activities to be performed within this element include: (1) Identification of relevant new scientific literature; (2) obtaining printed copies of relevant scientific publications;  (3) Supporting NASA’s collaboration with organizations (such as, for example, the National Library of Medicine) that collect and analyze scientific research publications by creating and submitting new records to their databases, adding data to project-created records, and supporting database development activities;  (4) Creating awareness lists of most recent publications for NASA; (5) Providing bibliographic and literature searching services to NASA; (6) Selecting and creating written summaries of significant scientific research; (7) Retaining publications and materials relating to above-listed activities in files/library; and (8) Reviewing Task Book content for bibliographic accuracy.  

4.6 Support the maintenance of a publicly accessible Internet web site that contains NASA’s program plans, requirements documents, and other information useful to potential offerors.

4.7 As required, coordinate an annual international peer review of flight proposals for NASA and its international partners.

4.8 As directed by NASA, meet with NASA discipline scientists to investigate ways to continuously improve the peer review process.

4.9
As required, maintain an inclusive, up to date log, selectable by data fields, of all E/PO projects selected through  NRA's and AO's showing, at a minimum, name of PI, identification of selection announcement, name of task, funding by year, period of performance, and related science discipline and Program Theme (as appropriate).

4.10 
Support workshops, conferences, and pre-solicitation meetings that lead to the development of NASA Research Announcements, Announcements of Opportunity, Cooperative Agreement Notices and outreach activities. Ensure the security of NASA data on contract provided systems and during the transmission of data during these meetings.

4.11 Support site visits to evaluate progress of NASA-sponsored research and assess capability of research facilities to accomplish work that is described in the proposals.

4.12 Support maintenance of publicly accessible Internet sites to facilitate access to NASA program plans, requirements, documents, and other information required to effectively participate in workshops, conferences, and site visits.

4.13 
The contractor is responsible for Post Award support services.

4.13.1 
Support evaluations of program performance to ensure that grants are properly collecting decision metrics for assessments, that programs are aligned with Enterprise strategies, and that grantees are meeting program objectives and complying with financial commitments.

4.13.2  
Develop electronic tools for monitoring grants to ensure that funds awarded to grantees are being properly utilized.  Provide and track notifications for progress and financial reports throughout the grant period of performance and ensure that reports are submitted on time.

4.13.3  
Support collection of information to facilitate program evaluations by identifying best practices for acquiring and analyzing data and reporting evaluation results.  Examples of information gathering are survey instruments, onsite evaluations, and reverse site evaluations.

5.0  
INFORMATION TECHNOLOGY SUPPORT

5.1  General – This contract includes the provision of a Government-furnished web-based electronic information management system that is designed to assist in the submission, evaluation, and selection of research proposals, as well as for monitoring grant progress and tracking grant funding.  The system, named NSPIRES (NASA Solicitation & Proposal Integrated Review & Evaluation System), will supplant the current client-server based system, called SYS-EYFUS (SYStem for Codes E, Y, F, U, & S), by September, 2004. The contractor will assume responsibility for the management, operation, security, enhancement, and documentation of NSPIRES.   The system will be accessible to NASA users and other end users authorized by NASA, and the data may only be used for purposes authorized by NASA.  The contractor will be responsible for the following tasks and procedures:

5.2  Management and Operation of the System – The contractor shall manage and operate the system in an efficient and responsible manner.  The contractor shall maintain the Government furnished system source code.  The contractor shall be fully responsible for system data, availability, reliability, security, data transfer and backup, contingency planning/disaster recovery and system risk management.  This includes technical assistance to NASA and other authorized users.

5.2.1  Change Management -  Any changes or enhancements to the system shall be made by the contractor, who shall be fully responsible for life cycle management of the software.  It shall be processed under disciplined configuration management and generally accepted life cycle management processes.  Critical to these processes is accurate and timely documentation that is filed properly and readily available during the life of the system.  It is expected that the contractor shall provide enhancements to the system to respond to changing requirements of NASA’s business processes as they evolve.  

5.2.2  Requirements – All requirements for software change, including problem corrections, shall be documented.  Enhancements shall be approved by a NASA designated change control official and the NASA COTR.  Signatures authorizing completion of this phase shall be obtained and maintained.  

5.2.3  Design – As enhancements to the system are developed a design review shall be conducted for each release and the overall system design documentation amended to reflect the changes.  Signatures authorizing completion of this phase shall be obtained and maintained.  Design documentation includes items such as screen images, report formats, processing logic rules, legal data values, etc.    

5.2.4  Development and Test – The code shall be developed using generally accepted, commercially available tools.  Formal test scripts and user scenarios, including expected results, shall be developed and maintained. Signatures for Test Readiness and Test Acceptance shall be obtained and maintained.  

5.2.5  Operational Readiness Review -  The system shall pass an Operational Readiness Review for each release.  Signatures approving the new software for production release shall be obtained prior to implementation.  

5.2.6  Version Control – Each software release shall contain a version control number that was approved at the Operational Readiness Review.  

5.2.7   Other Documentation – User guides and data models shall be developed as necessary.  

5.2.8   Problem tracking – Problems with the software shall be formally tracked until resolution and the problem analyzed for any required system changes.

5.3  
The system will be maintained in strict conformity to NASA Procedures and Guidelines (NPG) 2810.1 – Security of Information Technology. This includes NASA provided background checks for personnel with the privileged or limited privileged access to contract systems.

5.4  
 Minimum Documentation – The contractor should prepare and/or maintain the appropriate amount of documentation to assure system integrity but as a minimum the following:


Requirements Document


Design Documents


Data Dictionary


User and Operations Guide


Test Plan and Procedures


Configuration Management Items


System Security Plan as required by NPG 2810.1

6.0   ELECTRONIC COMMERCE

6.1  NASA is committed to the automation of manual processes to eliminate redundancy and improve information and technology sharing among the NASA research community.  As directed by NASA, the contractor will coordinate and implement the effective use of the Internet in support of electronic commerce as follows:  

6.2  Apply appropriate technologies to provide a standard “common face” for NASA Research Announcement posting to the Internet.

6.3   Support automated e-mail notification to institutions, through a voluntary subscription service, regarding announcement postings.

6.4   Enable proposal and electronic certification receipt to include electronic submission of all proposal documents to a secure, private, managed central repository; provide a quality control process to ensure that all electronic information received is correct and complete.

6.5   Provide NASA with the capability to interface with Grants.Gov and support any future E-government initiatives as required.
6.6   Maintain a link with the Grants.Gov web portal (managed by the U.S. Department of Health and Human Services) to display NASA’s research opportunities for researchers seeking information through that medium and to receive research proposal submissions from researchers.

6.7  Support electronic processing of proposals for distribution to internal and external review teams.

6.8  Provide “paperless” electronic notification of selection for award and a process for assuring the quality of the content.

6.9  Create and maintain an Internet capability for electronic receipt of both interim and final reports, such as property, performance, Federal cash transaction and annual research reports.

6.10  Support development of the proper interface between the grants management data system and the Integrated Financial Management (IFM) Procurement Module.

6.11  Provide an interface to interagency electronic initiatives in order to promote the adoption of common standards between NASA and other Federal agencies.

7.0    REPORT GENERATION  

7.1  
  As directed, prepare reports from database for NASA as follows: 

7.2  
  Provide post-award statistics (e.g., awards by state; awards to minority businesses; to minority universities, faculty, and students).

7.3  
  Summary reports for Notices of Intent that shall include, at a minimum, data on Institution, Principal Investigator, and Discipline.

7.4  
  Prepare summary reports listing all proposals received and summarizing the status and findings for each criterion on each proposal, as well as any overall summary ratings as may have been determined.

7.5  
  Prepare interim reports during the peer review proceedings and final reports upon conclusion of review.

7.6  
  Prepare summary reports on mail reviews and panel meetings for appropriate NASA review.

7.7  
 For each solicitation, provide a summary report showing the proposals accepted and rejected.

7.8  
 Prepare, post, and distribute announcements of selections on news releases, Internet sites, and other information systems.

7.9 Prepare, semi-annually, at the conclusion of the award fee evaluation cycle, a report on the customer satisfaction for activities completed during the six-month period constituting the award fee evaluation period.  For each of the surveys described in WBS 3.30, an overall rating for selected performance factors will be reported.  The report should also identify non-respondents and calculate the response rate.  A list of non-respondents must be provided with a detailed history of the contractor’s effort to acquire the completed survey response.

7.10 After each selection, prepare a report for the Office of Legislative Affairs, Congressional Liaison Division, that includes: a brief description of the solicitation, number of proposals received and number selected, total potential value of the selected proposals, period of performance covered by the grant, and a list of selectees.

7.11  Prepare on a quarterly basis two reports on the status of competitive sourcing activities as demonstrated through NASA Research Announcement (NRA) and Announcement of Opportunity (AO) solicitations.  One report shall be on Announced Competitions; the other shall be regarding the Selected Proposals.  For each NRA and AO, the Announced Competitions report shall list: the NASA Headquarters Organization or Center originating the requirement, a description of the research to be competed, type of competition (NRA or AO), solicitation number, and announcement date (day/month/year).  The Selected Proposals report shall include: the solicitation number, Selection Date (day/month/year), calculation of calendar days from the announcement date to the selection date, total number of proposals, number of proposals containing NASA civil servant Full Time Equivalent (FTE) positions, and the number of civil servant FTEs included in each proposal.  For each selected proposal, the report shall provide: the proposed cost, the period of performance, and the number of civil servant FTEs broken out into the following categories:  scientists, engineers, medical personnel, and support personnel.  
8.0  OUTREACH MEETINGS, CONFERENCES, EXHIBIT, AND WEBSITE SUPPORT

8.1  General – The contractor is responsible for efficient management and delivery of conference and meeting planning and support services.

8.1.1 For each scheduled conference or meeting, develop a detailed conference or meeting plan and milestone chart.

8.1.2 Provide services which may include pre-event communications, planning meetings, note taking, site recommendation, transportation and lodging accommodations for conference participants, audio visual services, speakers, speech writing, presentations, graphics, event websites, web casting, online registration, banquet event orders, name badges, printed materials, onsite management, and posting communications.

8.2 General – The contractor is responsible for Exhibit Management support services. 

8.2.1 For each scheduled exhibit event, develop a detailed exhibit project plan and milestone chart.

8.2.2 Provide exhibit space planning and selection recommendations, logistics support, exhibit planning and design, coordination with official exhibition service contractor exhibit set-up, staffing support and scheduling, ordering and distributing exhibit outreach materials.

8.3  
General – The contractor is responsible for developing and procuring outreach materials.

8.3.1 Develop outreach materials, such as brochures, publications, and newsletters, and feature articles to support public awareness of Enterprise programs and educational opportunities to be distributed via hardcopy or Internet.

8.3.2 Develop, procure, and distribute educational and outreach materials for use at conferences and other venues as determined by NASA.

8.4  
 General – The contractor is responsible for Website development and maintenance

8.4.1 Develop and manage websites to be part of the NASA portal for disseminating programmatic information, program plans, reports, announcements and other information useful to potential offerors.

APPENDIX A

Glossary of Terms

Generally speaking, these terms cover the scope of Government activities described herein:

Announcement of Opportunity (AO).  A broad Agency announcement that solicits proposals that encourage the participation of investigators and the selection of investigations which contribute most effectively to the advancement of NASA’s scientific and technological objectives.  The solicitation states broad areas of scientific interest and generally is for large, one of a kind programs.

Code Performance Monitor (CPM).  A NASA employee who serves as point of contact for a NASA Enterprise or Field Center for processing task orders and monitoring the contractor’s performance.

Cooperative Agreement.  A legal instrument that is used to enter into the same kind of relationship as a grant (see definition “Grant”), except that substantial involvement is expected between NASA and the recipient when carrying out the activity contemplated by the cooperative agreement. 

Cooperative Agreement Notice (CAN).  A broad Agency announcement that solicits proposals that will partner with NASA (share in costs) in a research and development activity.

Electronic Commerce. The conduct of business through the use of electronic media, in lieu of paper transactions, direct personal contact, telephone, or other means.  For grants and cooperative agreements, electronic commerce can include the use of electronic data interchange, electronic mail, Internet sites, and electronic funds transfer for the purposes of program announcements or solicitations, applications or proposals, award documents, recipients' requests for payment, payment authorizations, and payments.

E/PO.  Education/Public Outreach 

Grant. A legal instrument that is used to enter into a relationship: (1) The principal purpose of which is to carry out a public purpose of support or stimulation for the conduct of scientific research, rather than to acquire property or services for NASA’s direct benefit or use; and  (2) In which substantial involvement is not expected between NASA and the recipient when carrying out the activity contemplated by the grant.

Grants.Gov – A Federal Government sponsored E-Gov site, which allows organizations to electronically find and apply for competitive grant opportunities from all Federal grant making agencies.

NASA Research Announcement (NRA).  A broad Agency announcement that solicits proposals  in broad areas of NASA’s scientific interest.   The NRA provides for submission of competitive project ideas, conceived by offerors, in one or more program areas of interest and generally for programs of a sustaining or on-going nature.

Notice of Intent (to propose).  Advance notification from an offeror to NASA of an intention to submit a proposal on a specific research topic. 

Peer Review.  The use of expert reviewers who are the scientific and technical peers of the proposers to evaluate proposals against the criteria stated in a broad Agency announcement.

Principal Investigator (PI).  An individual identified in a research proposal as solely responsible for the quality and direction of the proposed research and for the proper use of awarded funds.

Reverse Site Evaluation.  The process of performing an evaluation of grant performance by meeting with the grantee at a Government facility rather than at the site at which the activity is performed.    

Solicitation Manager.  A NASA official sponsoring a research announcement.

Unsolicited Proposal.  A written offer to perform work that is submitted independent from any broad Agency announcement issued by NASA.  

APPENDIX B

Program Management Resource List

NASA Grants and Cooperative Agreement Handbook/NPR 5800.1E. http://ec.msfc.nasa.gov/hq/grcover.htm
NASA Federal Acquisition Regulation Supplement (Chapter 18 of title 48 of the Code of Federal Regulations. 

http://www.hq.nasa.gov/office/procurement/regs/nfstoc.htm
Peer Review Documentation. NASA Grant Information Circular (GIC) 03-02. http://ec.msfc.nasa.gov/hq/gic/gic03-02.html 

Security of Information Technology, NASA Procedures and Gudielines (NPR) 2810.1.  http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_2810_0001_&page_name=main
NASA Records Management , NPR 1440.6G, http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PD_1440_006G_&page_name=main 

NASA Records Retention Schedules, NPR 1441.1D

http://nodis3.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_1441_001D_&page_name=main 

NASA Organization Information.  http://www.nasa.gov; http://www.hq.nasa.gov
Code U Task Book and NRA Information. http://peer1.nasaprs.com/peer_review/index.cfm
NRA Proposers Guidebook. http://www.hq.nasa.gov/office/procurement/nraguidebook/
Guidance  For  the Preparation and Submission of Unsolicited Proposals. http://ec.msfc.nasa.gov/hq/library/unSol-Prop.html
Research Opportunities Online.  http://research.hq.nasa.gov
Proposal Online Site.  http://proposals.hq.nasa.gov
	Reimbursement Matrix



	The table below summarizes which expenses, if authorized in the NASA-approved Task Plan for your program/solicitation, may be provided or reimbursed:
	

	 
	 
	Lodging
	Travel/Travel Expenses
	Food Expenses
	Event Expenses

	Category of Traveler
	Lodging
	Air/Train/ Bus/Rental Car Travel
	Local Incidental Travel - Taxi, Metro, etc
	Travel-related Misc Incidental Expenses - per diem
	Local Incidental Expenses - parking
	Light Refreshments - A.M./P.M. Breaks
	Meals- (Breakfast, Lunch, Dinner, or per diem) 3
	Meals- Working Lunches for training events 3
	Meals - Working Lunches for non-training events 3
	Event Registration Fee
	Honoraria

	For meetings in the Washington DC area (including NASA Headquarters and Goddard Space Flight Center): 

Travelers in any category (described below) whose residence or workplace is within 25 miles of the event. 

For all other meetings: 

Travelers in any category whose residence or workplace is within 50 miles of the event. 1
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	Federal Employees (includes military personnel)4
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	on official duty
	 
	NO
	NO
	NO
	NO
	NO
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	YES
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	not on official duty5 
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	YES
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	YES
	NO

	Non-Federal Employees
	 
	YES
	YES
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	YES
	YES

	Government Contractor Personnel (including JPL)
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	YES6
	YES6
	YES6
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	Intergovernmental Personnel Act (IPA) Employees7
	7
	7
	7
	7
	7
	7
	7
	7
	7
	7
	7

	
	
	
	
	
	
	
	
	
	
	
	

	1 __ Section 301-11 of the NASA Financial Management Manual (Volume 9700: NASA Federal Travel Regulation Supplement) dated February 2001.
	
	
	
	

	2 __ Where Federal employees could receive reimbursement for similar local expenses, reimbursement can be offered to non-Federal personnel in comparable circumstances.
	
	

	3 __ Per 41 CFR 301-11.18: (1) when meals are provided at meetings the per diem reimbursement is reduced by the value of the meal as shown on page 2;   (2) when meals are not provided at meetings, Federal employees on travel orders are reimbursed by claiming meal expenses on a voucher submitted against the travel authorization.

	4 __ The NASA Office of the General Counsel has ruled that, per 41 CFR 301-2.1, Federal employees must receive authorization (in the form of travel orders) in order to incur travel expenses while on official travel.  Federal employees serving as peer review panelists while on official duty are performing official NASA business; their travel is, therefore, subject to these rules.  Travel can be authorized either by travel orders issued by the panelist’s employing organization or by invitational travel orders issued by the NASA office sponsoring the research solicitation.  NASA’s FY 2003 appropriation permits transfer of program funds to the travel accounts, per guidance from the NASA Office of the Comptroller in a memorandum dated 5/15/03.
5 __ Participation in a panel review is considered an “outside activity”, per 5 CFR 2635, and may require prior approval of the employee’s Agency or Installation Ethics Counselor.  Consultation with the Agency/Installation Ethics Counselor is recommended.     

	6 __ Provided that the invitation to participate in the panel review is based on the panelist’s expertise in the particular subject matter and not on his/her official position.  Time spent on a panel review 
should not be charged to an unrelated task on the panelist’s primary Government contract.

7 __ Personnel detailed to NASA under an Intergovernmental Personnel Act (IPA) agreement continue to be employees of the organizations from which they are detailed.  Refer to the appropriate category representing the IPA detailee’s permanent duty station.

(Some terms used on this page may be defined on page 2.)


	


	Federal Travel Regulation (Paragraph 301-11.18)

	
	
	
	
	
	
	
	
	
	
	
	
	

	QUESTION:  What M&IE* rate will I receive if a meal(s) is furnished at nominal or no                ANSWER:  Your M&IE rate must be adjusted for a meal(s) furnished to you

	                              cost by the Government or is included in the registration fee?                                                   (except as provided in 301-11.18), with or without cost, by deducting the 

                                                                                                                                                                                  appropriate amount shown in the table below for CONUS travel.
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	Glossary:
 
 
 
 
 
 
 
 
 
 
 
 
Training:  The process of providing for and making available to an employee, and placing or enrolling the employee in, a planned, prepared, and coordinated program, course, curriculum, subject, system, or 
routine of instruction or education, in scientific, professional, technical, administrative, or other fields which will improve individual and organizational performance and assist in achieving the agency's mission and performance goals. (5 CFR 4101)
Ethics Counselor:  The designated ethics official of a Federal agency installation or bureau to whom authority to issue advisory opinions under the Ethics in Government Act of 1978 has been delegated by the designated agency ethics official.  This function usually resides in the legal office.
Outside Activity:  For Federal Government employees, any form of compensated or uncompensated non-Federal employment or business relationship involving the provision of personal services by the employee.  (5 CFR 2635)
Official Duty:  Travel by an employee of the Federal Government that is performed in support of NASA’s mission and is authorized by an official to whom such authority has been delegated. 
(NASA FMM §301-71.104)
Invitational Travel:  Relative to service performed on a NASA peer review panel: travel that is authorized and costs reimbursed by the NASA organization sponsoring the research solicitation.
IPA: Title 5 Chapter 33 of the United States Code (5 USC 3371) authorizes time-limited assignments of employees of a State or local government (including an institution of higher education) to a Federal agency

and assignments of employees of a Federal agency to a State or local government.  Personnel detailed to NASA under an IPA agreement are not NASA employees; they continue to be employees of the organizations from which they are detailed. 
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