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1.0


INTRODUCTION

Ames Research Center is one of NASA’s nine field centers and designated as the Agency’s Center of Excellence for Information Technology.  The Center’s primary missions are in Astrobiology and Aerospace Operations.  The Center has Lead Center responsibilities for several of the Agency’s programs including Intelligent Systems, Design For Safety, and Nanotechnology.  Ames’ fiscal year 2001 budget was approximately $700 million with a workforce size of approximately 1,500 civil servants.

The contractor shall provide all resources (except that expressly stated in this contract as furnished by the Government) including, but not limited to, management, personnel, materials, services and equipment necessary to provide financial, accounting and budgetary services to NASA‑Ames Research Center (hereinafter referred to as the Center) in accordance with the Statement of Work. These services are primarily in support of the Office of the Chief Financial Officer (see Attachments A and C) and to a lesser degree, the Center’s other organizations (see Attachment B) including programs, projects, and cost centers.

The contractor shall be responsible for fulfilling all of the requirements presented in this Statement of Work in a timely, efficient, and cost effective manner.

2.0
SCOPE OF WORK

The contractor shall provide financial, accounting and budgetary services in the areas of financial management (including, but not limited to, voucher examination, travel reimbursement, file management, data entry, financial reporting, accounts receivable, reimbursable agreements management, cost estimating, earned value management and systems accounting), resources management (including, but not limited to, budget operations, budget planning and budget execution), and other financial services to the Center as specified below.

This Statement of Work describes the tasks to be performed by the contractor. Each task order issued will contain references to applicable sections of this Statement of Work and will be issued and will describe in specific performance-based terms the work to be done, the cost, milestones, metrics, schedules and completion dates. The performance based standards will be specified in each task description.  Task orders will be issued for authorized performance in accordance with the Task Ordering Procedures of this contract.

The Center plans to implement a commercial-off-the-shelf financial system (SAP) in fiscal year 2003 which will potentially modify business processes and the manner in which tasks are accomplished under this Statement of Work. In addition, the Center plans to implement Travel Manager (automated travel processing system), WebTADS (automated time and attendance system), and a budget formulation system.  Task orders for the description of work may have to be modified from time to time to reflect these changes.  More information regarding the timing and upgrade of financial systems can be found at the Agency’s Integrated Financial Management Program (IFMP) web site at http://ifmp.nasa.gov.  

NASA-Ames Research Center is establishing a world class research park (NASA Research Park) at Moffett Field.  In partnership with academia and industry, NASA will promote entrepreneurship and innovation at ARC.  NASA-Ames will be providing reimbursable services such as facility support, security, and fire protection. Task orders issued under this SOW may include billing, analyzing, and tracking this reimbursable activity.  

3.0 ADMINISTRATIVE MANAGEMENT

Administrative Management is defined as managing financial, labor and facility resources as well as adhering to established NASA policies, procedures and to budgetary guidelines.  The work shall be performed on-site at the Ames Research Center (ARC), Moffett Field, California.

The contractor shall provide qualified management, administrative and technical personnel, to effectively and efficiently meet the requirements of this SOW. 
3.1 Contract Management

The Contractor shall provide the planning, coordination, technical direction, and surveillance of the activities necessary to assure disciplined performance of work and timely application of resources for the accomplishment of all Contract Task Orders (CTOs) issued under the contract. The contractor shall be responsible for maintaining communication with each supported organization and alerting the Contracting Officer’s Technical Representative (COTR) immediately of any problems that would prevent meeting established performance standards.

To ensure that the proper resources are available and allocated, that required reports and documentation are prepared, and that the overall environment supports the Government’s requirements, the Contractor shall provide overall management and administrative functions as follows:

(1)
The Contractor shall manage the contract in a fiscally responsible manner, fulfilling all requirements of negotiated CTOs. 

(2)
The Contractor shall provide a well-defined, stable organizational structure with clear lines of authority and clearly identified interfaces to the Government.

(3)         The contractor shall provide on-site management of the contractor staff and meet regularly with the Contracting Officer (CO) and Contracting Officer's Technical Representative (COTR) to keep the Government informed of ongoing operations and any problems or issues associated with meeting the requirements of each task order. The on-site manager, or designated alternate, shall be available to government personnel during normal business hours.

(4)
The Contractor shall prepare a Safety and Health plan which shall be incorporated into the contract.

(5)
The Contractor shall prepare an Information Technology (IT) security plan which shall be incorporated into the contract.

(6)
The Contractor shall comply with the Ames’ Quality Management System under ISO 9001 as defined per task order.

(7)
The Contractor shall manage the resources allocated by NASA for specific tasks in a manner to ensure that performance milestones are met.

(8)
The Contractor shall provide a monthly report of the state of all tasks, identifying accomplishments, progress, and major milestones reached as well as problems and concerns over issues that may affect contract performance. This report shall provide a current listing of all on-site Contractor employees working under this contract.  

(9)
When applicable, the Contractor shall provide property management to ensure accountability for installation-provided equipment and facilities and shall be responsible for annual inventory surveys and accountability verification forms.

(10)
The Contractor shall provide a Risk Plan that will be used to ensure that the Government has adequate insight into the risks associated with the Contractor’s ability to accomplish tasks outlined in any CTO. 

(11)       The contractor shall establish, implement, and maintain a Financial Reporting system in accordance with NASA FAR Supplement (NFS)

              1852.204-71. The contractor shall submit Financial Management Reports containing financial information in accordance with Data Requirements List, (see Section J). 
(12)
The Contractor shall document and obtain concurrence of the NASA Contracting Officer’s Technical Representative (COTR) for all deviations, waivers and non-compliance to the requirements of the CTOs.

The Center utilizes both PC compatible and Macintosh desktop and laptop computers.  This equipment will be furnished and maintained by the Government for contractor use. In addition, the Center uses commercial software such as Microsoft Excel(,  Word(,  and Powerpoint( which will also be provided under Government licensing.  

The following systems utilized for budget and accounting functions at the Center include but are not limited to:

Financial Management Information System Transaction Validation (FMIS-TV), Invoice Tracking System (ITS), Electronic Purchase Request (ePR), Travel Information System (TIS), Mainframe Accounts Receivable System (MARS), Reimbursable Agreements Management System (RAMS), and General Ledger Accounting System (GLAS). 

Data to be processed may be received in a number of formats including typed, handwritten and/or electronic.

3.2 Task Management

During the performance of this contract, performance based CTOs will be issued by the Government specifying services to be performed.  (Required Task Ordering Procedures are further described in Section H.). The task orders will include a description of the work to be performed, the milestones, and the deliverables. The CTOs shall be returned to the Government by the Contractor with the following information:

 (1)
A discussion of how these tasks will be managed, including subcontracting, schedule, cost control, and the flow of activities from start to completion. The task order should discuss contractor’s approach to accomplishing the task in regards to staffing, changing government requirements, and other considerations.

(2)
A description of which organizations will be involved in each task, and how the interface will be handled.

(3)
Estimate of labor hours and skill mix required to complete the task.  Include both straight time and overtime (if authorized) hours, on a monthly basis by applicable labor category, and the total direct labor hours estimated to complete the task.

(4)
The total estimated cost and fee for completion of the task order, including:

a.
Labor costs per award fee period and for the entire task

b.
Other direct costs (ODCs) including, but not limited to training, travel and subcontracting

c.
Indirect costs

d.
Maximum available award fee for the task

             (5)      Performance based metrics determined to be appropriate for each task   

                        order.

The contractor can expect the nature and number of CTOs to change during the life of this contract based on changing budget and task requirements.

4.0 DESCRIPTION OF SERVICES

4.1  Financial Management

4.1.1 Voucher Examination Services

The contractor shall provide routine voucher examination services to include, but not limited to, assembling, reviewing, processing (including error detection/correction), and reconciling commercial and government vouchers for payment.  The contractor shall maintain an organized filing system, including participation in the annual file cleanup, and respond to inquiries in a timely manner. 

4.1.1.1 Performance Standards

The contractor shall process commercial, government and other vouchers or payment demands with an overall accuracy rate of 95 percent.  Vouchers shall be processed in accordance with the Prompt Payment Act (5 CFR 1315), Financial Management Manual (FMM) 9630, and other applicable Federal, Agency and Center regulations and policies.  All vouchers are submitted to Government certifying officials where they are reviewed for accuracy and completeness and certified for payment.  In addition, the contractor shall respond to all inquiries regarding payment status and issues within 24 hours from the time of the initial request for information.

4.1.2 Travel Reimbursement Services

The contractor shall provide routine travel reimbursement services to include, but not limited to, assembling, reviewing, processing (including error detection/correction), and reconciling travel reimbursements for Center employees. The contractor shall maintain an organized filing system, including participation in the annual file cleanup, and respond to inquiries in a timely manner.

4.1.2.1 Performance Standards

The contractor shall process all travel reimbursements with an overall accuracy rate of 95 percent.  Travel reimbursements shall be processed in accordance with the Federal Travel Regulations (41 CFR 300-304), Financial Management Manual (FMM) 9700, and other applicable Federal, Agency and Center regulations and policies.  All reimbursements are submitted to Government certifying officials where reimbursements are reviewed for accuracy and completeness and certified for payment. In addition, the contractor shall respond to all inquiries regarding travel reimbursement status and issues within 24 hours from the time of the initial request for information.

4.1.3 File Management Services

The contractor shall, in accordance with Federal, Agency and Center regulations and policies, including NASA NPG 1441.1 Records Retention Schedule, establish, review and maintain files/records of paid and unpaid commercial, government, and miscellaneous vouchers, travel reimbursements, supporting documentation (e.g. purchase orders, contracts, receiving reports, delegation letters) and correspondence.  The contractor shall maintain an electronic database of the files/records specified in this section in addition to hardcopy files/records.

4.1.3.1 Performance Standards
The contractor shall open, date stamp, and enter valid vouchers and other payment demands into the database within 4 hours of receipt.  The contractor shall distribute vouchers and other correspondence to the appropriate office personnel within 8 hours of the initial receipt.  The contractor shall establish payment files for supporting documentation within 8 hours of receipt and periodically review the files to ensure they are in a consistent, logical and organized manner.

4.1.4 Data Entry and Review Services

The contractor shall provide data entry services to the Financial Management Division.  The contractor shall maintain the capability, with a high degree of proficiency, in using and working with the Center’s administrative and business software applications including, but not limited to, Financial Management Information System Transaction Validation (FMIS-TV), Invoice Tracking System (ITS), Travel Information System (TIS), Mainframe Accounts Receivable System (MARS), Reimbursable Agreements Management System (RAMS), and General Ledger Accounting System (GLAS). 

4.1.4.1 Performance Standards
The contractor shall process and return to the requestor, error free, data entry jobs within 48 hours of the initial request. (There are several iterations between requests and final input). Due dates for rush or large jobs will be negotiated separately and flagged accordingly.  Error free is defined as no human error on the part of the contractor when entering data from the source document to the database.  Entering erroneous information on the source document correctly to the database will not be construed as an error for purposes of this task.

4.1.5 Financial Reporting Services

The contractor shall provide routine accounting services including, but not limited to, reviewing, analyzing, reconciling, preparing and posting financial information on a monthly basis.  The contractor shall review source documents, prepare schedules and reconciliation, post journal entries and maintain auditable records and documentation.  The contractor shall maintain an understanding of the Center’s administrative and financial systems, their interrelationship with one another, and the effect of their transactions on the financial reports. The contractor shall prepare financial reports and presentations for Center financial managers and Headquarters personnel.

4.1.5.1 Performance Standards

The contractor shall complete the tasks specified in paragraph 4.1.5 within 9 working days after the close of the reporting month.  The contractor shall perform the accounting services in accordance with generally accepted government accounting principles, U.S. Government Standard General Ledger (SGL), Financial Management Manual (FMM) 9200, and other applicable Federal regulatory and statutory requirements.  The contractor shall post financial information and prepare schedules and reconciliation with an overall accuracy rate of 95%.

4.1.6 Accounts Receivable Services

The contractor shall provide routine accounts receivable services in accordance with the Debt Collection Improvement Act of 1996, Financial Management Manual (FMM) 9260, FMM 9050, FMM 9680, Agency and Center directives and policies, and other applicable Federal regulatory and statutory requirements.  The contractor shall solely administer the accounts receivable function including, but not limited to, establishing and issuing bills for collection, recording bills for collection into the accounting and subsidiary systems, reporting on bill aging status, referring bills to Treasury or other collection agencies for action, performing account reconciliation, performing follow-up activities and preparing various reports, schedules and accounting transactions.  The contractor shall maintain comprehensive and detailed files/records of this function to facilitate request for information from internal and external parties including, but not limited to, Headquarters, the Office of Inspector General, and Treasury.

4.1.6.1 Performance Standards

The contractor shall establish, record and issue a bill for collection within 48 hours after being notified of and presented with sufficient information from a government official that indebtedness exists.  The contractor shall prepare aging schedules, reconciliation, accounting transaction and other reports/documents normally needed in the administration of this function by the close of the accounting month (within 9 working days following the reporting month).  The contractor shall establish and maintain complete, detailed and auditable records/files for this function.

4.1.7 Reimbursable Agreements Management Services

The contractor shall provide routine accounting and financial services to support the Center’s reimbursable agreements function and NASA Research Park initiative.  The contractor shall be knowledgeable of the Agency’s reimbursable authority under the Space Act, the Economy Act, Federal regulatory and statutory requirements for cost recovery and disposition, and Federal appropriations law.  The contractor shall perform routine financial analysis, prepare official correspondence, prepare schedules and reconciliation, record and maintain information in the database, prepare and record accounting transactions, and prepare information and presentation for Ames and Headquarters personnel. 

4.1.7.1 Performance Standards

The contractor shall complete the tasks specified in the paragraph 4.1.7 in accordance with Federal, Agency and Center policies and regulations including, but not limited to, Financial Management Manual (FMM) 9090.  The contractor shall prepare, record and input transaction into the accounting and subsidiary system with an overall accuracy rate of 95%.  The contractor shall complete financial analysis, reports, correspondence and schedules within 3 working days of assignment or as negotiated on a case-by-case basis.

4.1.8 Cost Estimating and Earned Value Management Services

The contractor shall provide cost estimating and earned value management services using government and industry processes, tools and techniques.  The contractor shall review program commitment agreements and plans, participate in independent assessments of Center programs and initiatives, and assist in the preparation and presentation of findings and recommendations.  The contractor shall provide cost estimating services including, but not limited to, developing, testing, maintaining and updating cost models, and provide assistance to Center and Agency personnel on the use of the models.  NASA-Ames utilizes the principles and practices of the Earned Value Management Implementation Guide (EVMIG) and industry specific software applications such as Price(, SEER( , wInsight(, and Microsoft Project(.

4.1.8.1 Performance Standards

The contractor shall provide the services specified in paragraph 4.1.8 using generally accepted industry practices, tools and techniques.  The contractor shall meet the due date requirements for independent assessment and cost estimating services as established on a case-by-case basis at an overall rate of 95%.

4.1.9 Systems Accounting Services

The contractor shall provide services in implementing commercial-off-the-shelf (COTS) software financial packages, support the Center’s current legacy system, and perform other systems accounting services as specified in task orders. The contractor shall perform the following tasks: cleaning/reconciling legacy data, tracking and reporting cleanup metrics, supporting data analysis, supporting data mapping, developing and testing Center interfaces, performing systems analysis, documenting findings/processes, reviewing documentation and specifications, and providing relevant information to staff.  The contractor shall identify and propose solutions to correct data inconsistencies found in existing financial systems to meet implementation requirements.  The contractor shall also prepare written specifications of the data conversion requirements, including the preparation and execution of test cases, and the validation of conversion results.  The contractor shall provide information that will enable staff to gain a thorough understanding of current system operational data requirements, which can be used in systems analysis.  The contractor shall provide relevant information to staff on new and/or current legacy systems and associated interfaces.  

4.1.9.1 Performance Standards

The contractor shall provide the services specified in paragraph 4.1.9 by the due date as established on a case-by-case basis at an overall rate of 95%.  

4.2  Resources Management

4.2.1 Budget Operation Services 

The contractor shall develop and maintain real-time spreadsheets/databases of budgets including supporting documentation of budget adjustments, maintain detailed records of budgets by organizations, update budgets in the accounting and subsidiary systems, and maintain the budget data tables in the accounting system.  The contractor shall provide the following services including, but not limited to, budget analysis, detecting and correcting budget errors, processing and maintaining allotment and program authority documents, updating and posting of phasing plans into Center’s budget system (ARPAS), validating and completing job order requests, creating monthly reports detailing the budget status of the Center’s programs and functions.  The contractor shall prepare routine and Ad Hoc budgetary reports and presentations for Center managers and Headquarters personnel.    

The contractor shall process (validate totals, enter into automated budget system), file and maintain records of Allotments and Resources Authority Warrants (NASA Forms 504 and 506, respectively) received from NASA Headquarters and other NASA centers to support approved programs.  The contractor shall process order requests by validating that the requests are linked to approved programs and entering them into the automated database.  The contractor shall track monthly commitment, obligation and accrual information by organization, for the appropriate NASA  appropriations.  The contractor shall prepare monthly Research and Program Management (R&PM), Travel, Research Operations Support (ROS) and Construction of Facilities (Cof F) status charts using financial data and supporting spreadsheets. The contractor shall track, plot and report support service contract funds obligations and costs information.  The contractor shall perform point of entry of initial and updated phasing plans into ARPAS.  The contractor shall make recommendations, and support implementing and maintaining data entry procedures and memos and maintain logs and files associated with data entry.  

4.2.1.1 Performance Standards
The contractor shall input budgets and budget adjustments into the financial systems within 8 hours of initial receipt.  The contractor shall detect and correct budget errors on a consistent basis, but no less than once a month before the close of the accounting period.  The contractor shall complete job order requests within 8 hours of initial receipt and complete monthly reporting within 10 working days after the close of the reporting month. The contractor shall maintain an overall accuracy rate of 95 percent. 

The performance standards for Center organizations other than Code C will be established on a task order basis. 

4.2.2  Budget Planning Services 

The contractor shall gather, organize, consolidate, maintain and support the analyzing of  budget information (including historical cost information, as well as contracts, workforce and square footage information, etc.) in accordance with Center and Lead Center Program Office requirements.  The contractor shall use this data and other pertinent information to project estimated costs (including taxes, fees, manpower, miscellaneous expenses) of budget requests and requirements and revenues to recommend budget levels for projects, programs, facilities, service centers, branches, Chargebacks, and/or Service Centers. The contractor shall assist in analyzing customer trends, costs, and charging rates to identify problems or need for modifications and report findings to Service Center managers.  The contractor will support preparing, monitoring, and posting travel and training requirements, and budgets.  The contractor shall support preparation of budget submissions and responding to calls from NASA Enterprises, Lead Centers, Headquarters and ARC, including ARC management, Branch project/program leads, Center Resources staff, etc., for various financial plans, such as monthly phasing plans and Program Operating Plan (POP) submissions.  The contractor shall organize and coordinate budget information from performing organizations.   

4.2.2.1 Performance Standards

The contractor shall meet the deadlines established in each task order for budget planning activities at an overall rate of 95 percent.  

The performance standards for Center organizations other than Code C will be established on a task order basis.
4.2.3 Budget Execution Services 

The contractor shall assist in developing efficient budget tracking systems and creating, populating and maintaining spreadsheets, databases or other forms of documentation necessary for smooth budget execution within the Divisions.   The contractor shall apply budget forecasting techniques to create cumulative, and monthly spending plans for commitments, obligations and accruals.  The contractor shall update phasing plans and track changes to these plans. The contractor shall analyze and report variances between actual commitments, obligations and accruals versus planned or available resources. The contractor shall continually assess the financial and budgetary status of programs and prepare deviation reports.   The contractor shall monitor and analyze the status of commitments, obligations and accruals to meet financial metrics. The contractor shall assist in analyzing the impact of budget/guideline changes on programs, projects and organizational elements.  

The contractor shall reconcile Chargeback/Service Pool data with financial systems. The contractor shall monitor income and expense job orders for Chargebacks/Service Pools on a real-time basis and support the preparation of budget analyses for project staff, including preparation of monthly Chargeback/Service Pool reports and mid-year and year-end Chargeback/Service Pool review analyses. 

The contractor shall maintain databases for Lead Center program office programs, contracts and workforce.  The contractor shall prepare and monitor documentation to open, close and transfer charges for Moffett Federal Airfield and NASA Research Park sharing pools or Resident Agency direct services.  

The contractor shall compile and assist in analyzing Full Cost data for programs and service pools.

The contractor shall record various procurement and funding documents and maintain databases.  The contractor shall prepare, track and reconcile bankcard acquisitions and billings with NASA financial systems.  The contractor shall prepare job order requests and adjustment memos. 

4.2.3.1 Performance Standards
The contractor shall prepare funding documents within 2 work days of the initial request or for “rush” jobs, within 4 working hours of the initial receipt.  The contractor shall track the progress of the funding documents through the system and immediately notify Government personnel of any problems or issues.  The contractor shall report the progress of actual spending against plans no later than 10 working days after the close of the reporting month. 

The performance standards for Center organizations other than Code C will be established on a task order basis.
4.3 Special Financial Analyses

The contractor shall conduct and participate in non-routine financial analyses, development projects and studies in various areas including, but not limited to, resources management, financial management, and program and workforce analysis.  The tasks specified in this section shall be authorized by the Contracting Officer via Contract Task Orders. A separate Statement of Requirements (SOR) will be issued for each task.

4.3.1 Performance Standards

The performance standards will be established on a task order basis.

5.0  PHASE-IN/PHASE-OUT
5.1  Phase-In

The phase-in process shall be accomplished as expeditiously as possible.  The phase-in process shall preclude any interruption of the scheduled activities. It shall be conducted in a manner consistent with safe operation requirements.  The incoming Contractor is responsible for providing a qualified staff by the end of the phase-in period. 

5.1.1  Briefings/Reporting for Phase-In Period 
Fifteen (15) calendar days from the beginning of the thirty (30) calendar day phase-in period, the incoming Contractor shall present a written status report to the COTR and CO containing a schedule for completing the phase-in.  This report shall detail any problems the Contractor is having in meeting the phase-in plan.  Within three working days of receipt of the report, the incoming Contractor, the outgoing contractor, COTR, and CO shall meet to resolve any issues that would impede completion of the phase-in within the 30 calendar day schedule.  

At the end of the phase-in period, the staff of the incoming Contractor shall be fully in place to accomplish the requirements of the contract.  The incoming Contractor shall present a written status report to the COTR describing the Contractor's accomplishments as of the end of the phase-in period.  

5.2  PHASE-OUT

Upon completion of this contract the outgoing Contractor is responsible for the orderly transfer of duties and records to the incoming Contractor.  This should be accomplished in an expeditious manner, consistent with any new contract phase-in schedule, while precluding interruption of the scheduled activities.

5.2.1 Briefings/Reporting for Phase-Out Period

The phase-out period shall commence thirty days before the final completion of this contract. Fifteen (15) calendar days from the beginning of the thirty (30) calendar day phase-out period, the Contractor shall present a written status report to the COTR and CO. This report shall detail any outstanding or unresolved performance problems the Contractor is having with the transition. Within three working days of receipt of the report, the incoming Contractor, the outgoing Contractor, the COTR, and CO shall meet to resolve any issues that would impede successful completion of the phase-out within the 30 calendar day schedule.  

6.0  ATTACHMENTS, APPENDICES, AND EXHIBITS
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