ATTACHMENT A

PERFORMANCE WORK STATEMENT
1.
INTRODUCTION                                                                                                      

The NASA Training and Development Division (Code FT) located at Headquarters is responsible for providing Agency-wide executive leadership, program/project career development, engineering and scientist training activities, policy direction, functional management, and coordination of training and development activities directed toward accomplishing the agency Human Capital goals.  To most effectively use its limited staff, Code FT requires training registration, assessment and logistic support to complement its dynamic training and development experiences for the NASA civil servant community.

2.
SCOPE OF WORK 


2.1
GENERAL

(1)
The contractor shall provide all personnel, office space, laptop and portable (e.g., InFocus Machines) equipment, material, and supplies to provide logistical services to assist NASA in preparing for, conducting, and evaluating the various Agency-wide and Center-specific training courses and developmental programs sponsored by Code FT.

(2)
At present, over 75 weeks (annually) of courses and/or retreats are provided primarily at the Management Education Center (MEC) at Wallops Island Virginia, at various hotels near the Langley Research Center, suburban Maryland and Northern Virginia, MD, some weeks having concurrent courses.  They may be conducted elsewhere, including other NASA Centers (Ames Research Center, Dryden Flight Research Center, Goddard Space Flight Center, Johnson Space Center, Kennedy Space Center, Langley Research Center, Glenn Research Center at Lewis Field, Marshall Space Flight Center, Stennis Space Center and Headquarters.)  The Government has other contracts to provide training sites, develop training, and provide instructors/speakers.  These services are not part of this contract.  Consequently, this Contractor must be able to work cooperatively with other Contractors.

(3)
Average class size is between 20 and 50 participants.  Average class length is one week but can range up to three weeks.  Agency training is divided into five categories. 

· First is the NASA Academy of Program and Project Management (APPL).  The establishment of APPL in 1997 underscored the importance that NASA places on project management excellence and development.  The program provides professional development to teams as well as individuals through performance support, knowledge sharing, courses, career development, university partnerships and advance technology tools.  It also provides a baseline of procedures necessary to promote a common understanding of project management among all NASA Centers.  The academy’s three operational areas of expertise are Career Development for NASA Project Practitioners, Performance Support for NASA Project Teams, and Knowledge Sharing for NASA Projects. 

· Second is the Leadership and Management Development Programs (LMDP).  Based on the NASA Leadership Model, the programs and activities were developed to ensure that NASA’s leadership and management development is aligned to the requirements of the NASA Strategic Plan and Strategic Management Systems.   Specifically this Agency-wide program provides a variety of residential development programs for NASA’s mid and senior level managers and executives to facilitate intra-and inter-agency understanding and cooperation.

· Third is the Agency-wide long-term Professional Development Programs. These Agency-wide programs include (a)  promoting various types of development programs and seminars from selected universities, colleges, and Government agencies (NASA Fellowship Program); (b) providing for several development programs such as Professional Development Program (PDP), and Senior Executive Service Candidate Development Program (SESCDP) and (c) supporting various pilot projects for a special Learning Environment Initiative. 

· Fourth category is NASA’s Engineering Training Program (NET), which is responsible for the design and maintenance of the Engineer Career Development Model and program curricula in support of the NASA engineering community.  Resources provided to the engineering community include courses such as Human Exploration & Development of Space (HEDS), Space Science and Earth Science; Topics in Engineering workshops and conferences, Intact Teams, Mentoring, Lessons Learned, Great Books and Net on the Web.

· Fifth is the Mission Support Program. This program provides funding and technical assistance to the functional offices in support of the Agency’s mission as outlined in the Strategic Plan.  These training resources enable employees to develop skills and knowledge that will insure NASA’s ability to comply with legislative and regulatory mandates.  Programs funded by Mission Support include Acquisition Career Development, Occupational Health, Safety and Mission Assurance, Small and Disadvantage Business, Equal Opportunity Programs and Management Systems.

(4)
In addition, this contract may also be used at the option of each NASA Center for Center-specific support.  This requires providing much of the same effort provided for the above programs for each of the center components but at a reduced scale since only Center personnel need to be contacted and lodging and meals coordination is not required. However, Center Training Officers will have the discretion of using this contract and the responsibility for funding their own requirements.

(5)
The Agency training function is comprised of the Agency Training Officer and one or more Program Managers for each of the four major focus areas.  The manager should routinely communicate the program specifics and receive status directly from the Contractor representative designated to handle the logistics for that program.  Ideally, program managers should be able to work with the same Contractor personnel for the range of courses, retreats and workshops.  Contractors should arrange an orientation of the four major areas for any new employee.  This allows Contractor personnel to provide better support since they will be familiar with the latest information on the programs.  Contractor personnel should be self-starters, fully responsible for the logistical execution of their programs.  

(6)
All documents created under this contract shall comply with contract requirements.  Where printed deliverables are required, deliverables shall be available both in paper hardcopy and automated media formats (including Internet, e.g., HTML compatible formats to current web sites e.g., APPL) as determined by the Government.  Hardcopies shall be available in camera-ready quality. All software must be compatible with software used by the training office.  Currently the Agency training office uses Microsoft Office Suite.

(7)
The Contractor is responsible for postage costs for all required mailings specified throughout this PWS when not using NASA internal mail.  Also regardless of the delivery method, the Contractor is responsible for ensuring timely delivery of the items to the specified destinations.  Use of NASA internal mail does not relieve the Contractor of this responsibility.

2.2.
LOGISTICAL TRAINING SUPPORT

The following sections describe the specific deliverables and the associated logistical training support to be provided under this contract.  Unless otherwise specified, all tasks shall be accomplished and all deliverables are to be completed at the site of the training activity.  Training programs include courses, retreats, development programs, and other support.  The Program Managers will define delivery deadlines for pre-course materials in each issued delivery order.   Where timelines are delineated as to when information is to be distributed, drafts are acceptable with the final to arrive later, as specified in the applicable sections of this PWS.    The Contractor is responsible for ensuring that all course pre-work and logistics are completed in a timely manner prior to the start of the training.  Work should be coordinated with the Code FT Program Managers or their designate, residential training site management (hotels, Management Education Center) or affected contractors or vendors.

2.2.1
TRAINING COURSES



The Contractor is responsible for:

(1) Creating complete historic course logistics CD (s) file (s) including all course background materials and evaluations, Contractor transactions involved with preparing for, conducting and analyzing courses, and preparing an evaluation summary report.  Each course conducted shall have a separate CD (or series of CD’s. These CD’s shall first include generic information that applies to all offerings of the course (such as all standard pre-course and in-class handouts) with tabs for each offering of the course with specific training activity information.  Specific training activity information includes a list of participants, instructors/presenters, contacts made with relevant personnel activities with deadline dates, checklists, pertinent correspondence/email, agenda, arrival/special need requirements of participants, books, literature, metrics based upon the needs and/or direction of the Code FT.  This shall be completed within five working days after the completion of the training activity.  Headquarters Points-of contact and the Training Office must receive information concerning upcoming programs and other status information at least one month prior to the start of a training activity.  This process may be accomplished by email.  The communication process must comply with current center training communication processes.

(2) Creating cover sheets, logos, course unique pages, and labels for participant notebooks.  Final products shall be scaled to fit notebooks.  Notebooks shall be sent to the training site via NASA internal mail or other means of delivery.  The Government may, at its option, provide existing coversheets for the established courses.  If not provided by the Government, the contractor shall coordinate the printing of coversheets and inserts with the NASA Headquarters Printing and Design Office.  This includes sending program-unique information (agenda, participant list, etc.)  to the training site prior to the start of the training activity.  A notebook master may be required to coordinate reproduction of other notebooks. (CD’s can be used to substitute notebooks at the discretion of the Program Manager). 

(3) Compiling and mailing participant kits, which include any pre-course exercises, pre-course materials, travel itinerary form, agenda, and logistics package (such as lodging availability, map of local area, area airports, etc.).  Average size of each participant kit is 7-20 pages.  Information shall be sent via Contractor facsimile, NASA internal mail, e-mail, Government shuttle, and/or other means of delivery.  Pre-course materials are very time critical and may determine a participant’s eligibility to attend some programs.  In some cases, the only precourse requirement is to provide participant information to the Contractor providing the training/instruction.   Participant kits are to be delivered to the participant no later than thirty days prior to the beginning of a training activity.  Any changes to the initial kits should be sent two weeks prior to the start of training activity.  However, participant lists tend to fluctuate more and therefore the final list shall be sent at least one working day prior to the start of a training activity. (CD’s can be used to substitute notebooks at the discretion of the Program Manager).

(4) Formalizing agenda and creating initial and final participant lists to send to the training site.  Initial list shall be sent by e-mail or Contractor facsimile thirty days prior to the start of a training activity and the final list shall be sent to the training site via e-mail, Contractor facsimile, NASA internal mail, and/or other means of delivery two working days prior to the start of a training activity.  The Government and the instructors will provide the agenda content.  If not at the MEC, the Contractor shall make name tags for the participants to wear and name tents to be used on the tables in the classroom.   They should be sent via NASA internal mail or other means of delivery.  The Contractor shall provide badge holders and the Government will provide tent card stock.  The Contractor shall imbed NASA logo and prints.

(5) Managing and maintaining the automated Agency-wide Training and Development System.  Through this system, the Contractor shall provide functional system support for the Agency level program (i.e. APPL, Leadership, NET, etc.).  The Contractor shall be responsible for the following:  inputting/maintaining course descriptions in the Agency-wide database and notifying the Agency Program Functional Manager when course descriptions are modified or to obtain an Agency course code for new courses.  The Contractor shall be responsible for scheduling/maintaining course occurrences in the Agency-wide system.  The Contractor shall enter nominees (participants) in scheduled course occurrence via the Agency-wide system, finalize participant roster, and notify Centers of individuals selected for a particular course occurrence.  The Contractor will be responsible for sending electronic confirmations to participants via the Agency-wide system at least three weeks prior to start date of course occurrence.  The contractor shall be responsible for completing the course occurrence via the Agency-wide system within two weeks upon completion of course.  The Contractor shall notify Center POC’s of nominee’s completion of course occurrence.

(6) Sending the training site information concerning participant issues such as dietary requirements, etc., via Contractor facsimile and/or email at least one month in advance or within four (4) hours of receipt for late-registration participants.

(7) Forwarding a list of current participants that should contain the name, center, program/project, present position, and job title to instructors and course managers via Contractor facsimile and/or email.  Initial list shall be sent at least thirty days prior and the final list shall be sent at least two days prior to the start of a training activity.

(8) In organizing the Master Training Schedule, the Contractor using the information from the Bi-Annual Needs Assessment, shall coordinate and arrange with the lodging establishments to set aside a block of hotel/dorm rooms and training rooms.  Any changes to these blocks shall be identified to the lodging establishment in accordance with that establishment’s requirements.  Beginning one month prior to the start of a training activity, the Contractor shall provide weekly status updates to the NASA Program Manager and lodging establishment.  During the week prior to the start of a training activity, the Contractor shall communicate any changes within four hours to the NASA Program Manager and lodging establishment.  (See Attachment B/APPL NET Assessment)

(9) Conducting a semi-annual course needs assessment.  The assessment should complement the center assessment activities.  Also the contractor should collect Center training and development metrics in support of Code FT Programs. (Leadership, Engineering, PDP and Project Management).


(10)
Compiling and mailing presenter kits via NASA internal mail, email, Contractor facsimile. programs.  For APPL programs, normally, 6 to 10 kits are required per class (one for each instructor and presenter), and each kit is 6-22 pages long.  Differences between the participant kits and the presenter kits are the cover letter, the travel itinerary, and participant list.  For the Leadership programs, normally 2 to 6 information packages are required per class (one for each instructor and speaker), and each information package is 2-10 pages long.  Presenter kits shall be delivered thirty days prior to the start of a training activity.

(11) Confirming the attendance of the presenters, providing directions to the presenters, and ensuring that all the presenter’s special supplies and audio/visual equipment requirements are identified.  Send this information and the presenter’s schedule to the host Center training office or a point of contact at the training site via e-mail and/or Contractor facsimile at least one month prior to the start of a training activity.

(12) Sending all updated materials, agendas, and head counts for meals to the training Center via Contractor facsimile, email and/or phone at least one month in advance.  Changes shall be sent via the same mode as they occur with final changes to be completed no later than two working days prior to the start of a training activity.

(13) Contacting Center Training Offices for late nominations by Contractor telephone, email, and or facsimile until class quota is filled.  In the event of cancellations, this effort shall continue until the class is filled or the training activity begins.  This is an ongoing activity that will become very intensive the last two weeks prior to the start of a training activity.

(14) Returning calls to the Program Managers, Training Officers, Contracting Technical Representative (COTR) and participants by telephone within 4 hours unless specified in the incoming calls.  Email and/or facsimile may only be used if contacting the participant by telephone is impossible.

(15) Using Government provided preprinted certificate paper, customizing and completing certificates for all new presenters and graduating participants.  Call and email the training sites to confirm who actually attended the training activity.  After completing the certificate, make certificates available to be passed out in class, or use NASA internal mail or other means of delivery to send to recipients within five working days of class completion.

(16) Creating course evaluation forms.  These forms should rate each presenter/instructor and the course materials and the course topic.  Methods of delivery will reflect current NASA Government metrics.  Each day may have a separate evaluation; the numbers of questions vary based on the number of presenters/instructors and the topics covered.  Forms are such that the Contractor, using a standard template, takes the form and customizes it with Day (s), Instructor (s), and Topic (s).

(17) Updating course material as directed by Code FT and forwarding to training site based on input from the presenter.  The Contractor shall incorporate the facilitator’s comments, finalize, and send to the Government for copying.  Unless specified otherwise in the issued delivery order, these materials shall be available and on-site by the beginning of the training activity.

(18) Processing administrative aircraft requests.  This includes creating the justification letters, obtaining appropriate signatures, coordinating with the applicable training site and the Headquarters Aircraft Management Office.  If manifest changes occur (e.g., one person will no longer be traveling), the entire process shall be repeated.  This shall be completed no later than two working days prior to the start of a training activity.

(19) Ensuring participants complete course prework by coordinating with other Contractors, following up with delinquent participants, canceling delinquent participants from the program, and then notifying the training office, the participants, and the lodging/training facility of the participant’s status.  This is to be completed at least two weeks prior to the start of a training activity.

(20) Updating list indicating participants who did not attend course.  Update electronic system with participant preferences (complaints, compliments, and other comments), courses taken, etc.  For nonattendance, contact training point of contact by phone and/or email.  This shall be completed no later than close of business the first day of the training activity. Provide course Program Managers with feedback on problems/issues related to low or anticipated low enrollment.  Make recommendations to cancel and/or reschedule courses.

(21) Compiling evaluation of training activity.  Forward all information to Code FT and provide copies of applicable pieces to instructors and presenters.  Hand-carry or use NASA internal mail or other means of delivery.  This shall be completed within three weeks after the completion of a training activity.

(22) Initiating any preparatory or final correspondence requirements (e.g., thank you notes to presenters if requested by Code FT).  Hand carry to Code FT for signature.  Preparatory correspondence shall be completed at least one week prior to the start of a training activity.

(23) Organizing and typing biographies for each presenter.  Organizing includes keeping an electronic file, updating, and assembling applicable biographies for each course, printing, and sending to training site.

(24) Updating and maintaining a cumulative list of participants by class.  Current file is maintained via Microsoft Access database.  Updating shall be completed no later than three weeks after the completion of the training activity.

(25) The Contractor shall dedicate one primary Contractor point of contact (POC) plus one knowledgeable back up for each training activity.  

(26) Maintaining the website, which includes coordinating with the appropriate website architecture administrator, integrating agency training materials and information onto the website, including logistics content management for the new NET web site (please confer with NET Program Manager for specific details and guidance), providing support architecture upgrades, coordinating with Code FT and other NASA installations, and ensuring that all information on the website is current and accurate.  Updates shall be completed within one week of content approval of the COTR or NASA Program Manager and additions shall be completed within two weeks of content approval.  Section 508 Technical Standard, 1194.22, Web-based intranet and internet information and applications applies to the website.

(27) Coordinating speakers and presenters schedules.

(28) Coordinating any additional in-class materials required.

(29) Entering participant email addresses into applicable NASA bulletin boards within one week of request by Code FT.

(30) Contacting via phone or e-mail to confirm attendance within ten workdays before the training program begins. If training is conducted at MEC located at WFF, confirm whether the participant is housed in the dorms or in a local hotel. 

(31) Sending a list of special equipment or supplies necessary to WFF, the host Center training office, or a point of contact at the training site via email and/or Contractor facsimile at least one month prior to the start of a training activity.

(32) Meeting all established deadlines.  The Government reserves the sole right for any extensions.

Center specific—If not at usual training sites (next two apply)

(33) Working with training offices to gather and update Center information such as training facility data, hotel information, maps, directions, telephone numbers, closest airports, etc. when training is conducted at another NASA Center.  The Contractor shall gather information in enough time to allow for distribution in accordance with all the other deadlines set forth in the PWS.

(34) If course is being conducted at a Center, providing Center training points of contact with on-site instructions about name tags, equipment requirements, etc.  Initial requirements shall be provided one-month prior and final preparations shall be provided two weeks prior to the start of a training activity.

2.2.2
DEVELOPMENT PROGRAMS

Development programs are training opportunities that tend to be long term and more individualized.  Some are purely academic, some are primarily work experience and some are a combination of the two.  Current Programs include Fellowships, Professional Development Program (PDP), Senior Executive Service Candidate Development Program (SESCDP), and Academy of Program/Project Management (APPL).  This list is not restrictive as other programs may be added when identified.  Fellowships are for individuals to attend select programs at chosen universities, colleges, and Government agencies.  PDP involves coaching, workshops, benchmarking, site visits, executive briefings, training (both as a group and individually) and temporary assignments to another NASA Center (each assignment is about two months in duration, with some group and individual training provided by commercial and other Federal agency courses.  APPL is a highly individualized training opportunity consisting primarily of on-the-job-training.  More detailed descriptions are on the Internet at  http://nasapeople.nasa.gov/training/ .  

Specific support activities may include:

(1)
Selection Board or Panel Meeting activities, including:

(a) Sending out the nomination call to the Centers and ensuring that all enclosures are complete and accurate.  This shall be completed within one month after receipt of the request.  This generally occurs during the May timeframe.

(b) Receiving inputs from the centers within two to four months after issuance of the nomination call.  In the past, the deadline has been September 1.

(c) Panel members conduct an initial “paper review” of the applicants and provide rankings.  The Contractor shall collect these rankings, tabulate them, coordinate with Code FT, and prepare a recommendations package for the panel.  These shall be distributed no later than three working days after receipt of the final panel member input or when Code FT designates it.  (Providing members do not respond in time.)

(d) Setting up and coordinating the second pre-panel meeting using telecon/VITS or PICTEL equipment and operate PICTEL equipment if necessary.  Unless otherwise specified, this shall be accomplished within two weeks after distribution of the paper review results package.

(e) Setting up and coordinating interviews, establishing sub-panels, scheduling rooms, coordinating the schedule, location, and attendance for meeting, (i.e., the annual Fellowship Panel Meeting).  Coordinating final plans with reviewers, candidates, NASA Program Managers and installation points of contact.  Preparing written information identifying the panel meeting and interview times and places.  This shall be accomplished no later than two weeks prior to the panel meeting.

(f) Coordinating logistics during the meeting and providing on-site support to panel members and interviewees.  Attending the debriefing following the panel meeting, preparing summary sheets and rankings for each applicant’s interviews, and tabulating the results at the meeting.

(g) Preparing the final recommendation that includes developing a comprehensive panel summary report for NASA management to use to select candidates.  Upon approval of the candidates by the Associate Administrator of Human Resources and Education, notify panel members, Center Directors, Training Officers, coordinators and applicants via email of the final decision.  Creating the selection letters, obtaining the Agency Training Officer’s signature, and distributing selection letters to Center Directors, training contacts, Code FT, and Associate Administrators for Enterprise Units (when applicable).  This package shall be provided within one week of panel meeting completion.  Preparing candidate selection letters, written panel feedback for candidates not chosen, and other pertinent information for individual Center Directors, training contacts, training officers, panel members, and Headquarters code training contacts.

(h) Mail these packages (approximately 10-20) via NASA internal mail or other means of delivery within one month following the Fellowship panel interviews.

(i)  Supporting integration of program design changes which requires sending recommendations out for review, changing the administrative process, etc.  These recommendations come from lessons learned and projected changes to NASA.

(j) Setting up and maintaining electronic mail list services as required to maintain the panel coordination.  Prepare and distribute informational, ongoing correspondence.  More critical information shall be distributed by the end of the working day; others shall be completed no later than one week after the receipt of information.  Historically, about 10% of the changes are classified as “critical” and 90% are classified as “routine.”

(k) Collecting evaluations from participants annually and compiling results.  This involves updating the format, distributing the evaluation, collecting the evaluations, and providing a report on the results.  Historically, this is conducted every January for those who have graduated from the program over the previous year.  This is anticipated to remain in January, but is subject to change.

(l) Supporting the maintenance of the Headquarters Code FT homepage by providing current updated information.  Updates are to be completed within one week of content approval and additions are to be completed within two weeks of content approval.

(m) All information discussed and used during this process must adhere to the Privacy Act Regulations.

(2) Keeping a log of OPM and NASA sponsored courses that participants attend. The type of information includes the course provider name, location, course title, course date, any certifications that are applicable, and if any CEU credit apply.  This shall be updated monthly.

(3) Organizing training, activities and meetings as necessary.  This shall be completed at least one week after the COTR or NASA Program Manager has made a request as provided in a delivery order.

(4) Providing ongoing logistical support during the various stages including heavy emphasis on maintaining and updating on-line bulletin boards and home pages under the direction of Code FT and Headquarters Internet experts and establishing list services for email.  This shall be completed within the same parameters as all other updating requirements.

(5) Obtaining and maintaining update information on various universities annually (e.g. course catalogs, tuition costs).  The Government shall identify which universities apply.  This shall be completed two months prior to the fellowship nomination call be distributed.

(6) Forwarding information  (e.g., course catalogs) to the appropriate group or individual via NASA internal mail, email and/or means of delivery with the nomination call or within one week after (a) receipt of material (if the information is not on-site), (b) receipt of request (if information is on-site), or (c) program changes.

(7) Creating complete historic logistics CD (s) to encompass all Contractor transactions involved with preparing for, conducting, and evaluating these programs.  Each program conducted will have a separate CD which shall include information such as list of attendees, instructors, contacts made with relevant personnel, activities with deadline dates, checklists, copies of all class handouts, and arrival/special need requirements of participants.  The Contractor shall provide all materials.  CD’s shall be completed within one month after the completion of the training activity.

(8) Coordinating teleconference, which included scheduling rooms (if necessary, i.e. VITS) preparing agenda, faxing and/or emailing briefing packages, operating the audio-visual equipment if necessary (i.e. Pictel) and informing participants.  This shall be completed within one week after being requested by the Government as provided in a delivery order.

(9)
Preparing and distributing candidate locations and current development assignments to participants.  This shall be completed within two weeks after participant selection and acceptance.
(10)
Creating and distributing meeting summary notes to panel members (10-20) by NASA internal mail, email, and/or other means of delivery.  This shall be completed no later than two weeks after completion of the training activity.
(11)
When required for the program, use Government-provided preprinted certificates paper, customizing and completing certificates for all new presenters and graduating participants.  Call training sites and confirm attendees early on.  After completing the certificates, make certificates available to be passed out in class or use NASA internal mail or other means of delivery to send to recipients.  


This shall be completed prior to the start of the graduation activity.  Coordinate graduation programs.  This shall be completed at least two weeks prior to the graduation program.

(12)
Compiling evaluation of training activity.  Forward all information to Code FT and provide copies of applicable pieces to instructors and presenters.  Hand-carry or use NASA internal mail or other means of delivery.  This shall be completed within three weeks after completion of the activity.
2.2.3
OTHER TRAINING PROGRAM SUPPORT


On-Site Training Support

(1) Program Managers shall contact the COTR for approval of site supports at least two to three weeks in advance of the training activity. The request should be forwarded to the COTR by email or facsimile.  Upon approval a copy will be forwarded to the Program Manager and the Contractor.  Arrangements for site support by a Program Manager or Contractor without written consent of the COTR will not be accepted.  Upon written request, the Contractor shall provide personnel for logistical support at the training site during the training activity.  This includes:  bringing any last minute changes to agendas, participant list, etc. for photocopying; checking lodging and training room set up; ensuring all necessary audio visual requirements are accommodated; operating training equipment (for example Pictel equipment, turning viewgraphs); ensuring all necessary supplies are available; acting as liaison between program manager, participants, instructors, presenters, the training site and lodging facility; and coordinating any participant travel changes (i.e. changing plane reservations).  This includes evening sessions.  The Government will reimburse the Contractor for any cost incurred in relation to this travel separately in accordance with the contract’s “Reimbursement of Travel Costs” clause.  Unless otherwise specified, the Contractor shall be onsite at least four hours prior to the start of a training activity.  The Logistics Contractor shall meet quarterly with the Code FT Program Manager or their designate to review all logistics processes and materials for individual courses.

(2) For Center-specific Training only, the Contractor shall work directly with each Center component’s training point of contact to identify course participants and provide the standard training support to prepare course participants for the training activity.  At least one week in advance, the Contractor shall provide the Center training officer with a list of scheduled participants to approve.  If the number of participants is greater than the Center allocation or class size, the Center training officer will determine whose training will be delayed or canceled.  After a class has been conducted, the training officer also needs confirmation of those attending the training.  This includes collecting nomination forms from assigned logistics coordinators for each program, reviewing qualifications, signing off on forms for the training office, copying and distributing forms to assigned coordinators during all stages, and ensuring all classroom supplies are set up and stored. Unless otherwise specified, all logistical support shall be completed at least three working days prior to the start of a training activity.

(3) The Contractor shall provide metrics and evaluation reports for all the above programs.  The Contractor shall develop a participant database that is fully compatible with typical desktop tools for data analysis.  Data will include, but not be limited to, demographic information on course participants; time identified individual cancellations, and other selected elements to be defined by FT staff.  The selected database shall have a robust reporting capability.  The database shall also be populated with prior participation data that reaches back at least 3 years. Using the database, the Contractor shall process the forms, load the data, analyze results, and print final reports.  The Contractor shall collect data from databases and develop analyses for use in initiatives such as Human Capital, NASA Strategic Plan 2003, as well as for Code FT and individual program area management staff.  Characteristics of this function include short turn around, and a standardized reporting mechanism using an automated system.  The Contractor shall create and maintain course descriptions and other content for the Code FT Web site being developed by Johnson Space Center under Code FT direction. Currently, Raosoft statistical reporting software is used to create the evaluation reports.  The metrics and evaluations reports shall be ordered separately from the courses.  Training Data Participant Reports are requested by some Centers periodically to recap their participation in particular programs.  The Contractor shall provide these reports to the applicable training officer within five working days of a request from the COTR or NASA Program Manager as provided in a delivery order.

(4) Program Nominations.  Many courses and development programs are targeted for specific audiences and require a substantial commitment on the part of the Center and participant.  Consequently, for these programs, participants must be nominated and approved to attend (i.e. fellowships, PDP, SESCDP, attendance at specific NASA courses).  The Contractor shall prepare the consolidated requests for nomination, consisting of information such as fiscal year course schedule, allocations for each Center, deadlines for nominations and training request forms.  The correspondence shall be in letter format and mailed or emailed to all training points of contact, Systems Management Offices, Human Resource Directors, Project Office Heads and all NASA Functional Office Heads and Code FT no later than one month prior to the start of a quarter.  All primary course candidates and their managers will receive notification of nomination by email one week after the course registration closing date.  The Contractor is responsible for developing, updating, publishing and maintaining the Agency wide Training Master Schedule with nomination letters quarterly.  The deadline for nominations and the space allocations per Center are determined by the Program Manager based upon the maximum number of participants and the prework requirements for each program.  Distribution by hard copy and e-mail shall be to the Center Training Points of Contact, Center Directors and Training Officers, Code FT personnel, and the COTR. For routine instructions, the Contractor may use NASA internal mail, e-mail, and/or other means of delivery.

(5) Course Development Training Support.  In the process of determining what courses and programs need to be developed and implemented, there is logistical training support required to ensure that implementation is a smooth as possible.  The Contractor shall not develop the courses.  However, other types of support are required, such as:

a. Coordinating program agenda and scheduling planning meetings involving training points of contact and functional program managers from multiple centers;

b. Scheduling initial/pilot courses around existing training room schedule;

c. Compiling reference books that contain information provided by the Government and organizing it into a meaningful document.  This includes formatting, tabbing, and creating a table of contents;

d. Gathering relevant information to help determine the target audience; and scheduling presenters 

e. Recording courses such as Risk Management, which are sponsored or tied to Code FT missions but conducted by Center personnel.

f. Conducting an agency-wide annual Needs Assessment Survey as well as a wide variety of analyses. (See Attachment B for specific details)

g. The Contractor shall be compensated for attending organizational, curriculum, intergradations, and Knowledge Sharing and Performance Support meetings.  One contractor per meeting will be compensated.  The Contractor shall provide support for the APPL/NET administrative, procurement and financial needs.

(6) In most instances the Government shall specify deadline dates when requesting this logistical support.  If a deadline is not specified, it should be completed no later than one month after the request, as provided in a delivery order.

2.2.4 Financial and Procurement Support

The Contractor shall provide various project support responsibilities which complement existing logistics support activities.  These activities encompass the development and preparation of various reports and analyses on both a routine, periodic basis and on an ad-hoc basis, as necessary.  Typical reports and analyses may include:

· Providing Center Training Officers and staff course financial data. 

· Recording funding transfers to Centers into a database for report generation.

· Tracking commercial training facility purchase order obligations and expenditures, including credit cards.

· Collecting and maintaining tuition costs for University programs.

· Performing cost analyses of programs to determine effectiveness by such parameters as class sizes, center participation, etc.

· Inputting participant data into requirements database for report generation.      

· Collecting and maintaining data on vendors and contractors for report generation.

· Developing analyses of project management/engineering course costs versus APPL/NET offerings. 

· Providing Code FT management with monthly summary of data entry transactions by contractor, task, PO or invoice number, etc.

Analyzing procurement alternatives and sources and present findings.

· Supporting Division budget planning, preparation, and tracking. 

2.2.5 Research/Administrative Support

The Contractor shall provide project support responsibilities, which parallel existing logistics support activities.  In some cases, the courses and programs being supported are under development or being analyzed and enhanced rather than being established courses.  The functions involve dissemination of information on Academy programs and functions, extensive logistics coordination of course development activities such as research and data gathering, preparation of various reports and analyses both on a routine basis and ad hoc basis.  Typical reports and analyses may include:

· Provide written report of personal contacts with APPL team of contractors and support experts.

· Create meeting schedules and meeting calendar. 

· Create report of minutes of meetings.

· Create APPL project plans.

· Create initial research briefings and papers on topics associated with employee development and project management.

· Support Academy budget planning, preparation, execution and tracking.

· Create report of periodic Academy meetings for status and interaction.

· Create a daily action list and distribute to all APPL staff members accenting priorities and deleting completing activities.

· Create a career model for the scientific community.

· Create report of current APPL program updates to the NASA program/project community.

· Provide APPL product information to internal and external customers.

· Integration of all APPL training courses to ensure presenters and materials are ready

· Create materials for the Web site.

2.2.6 Logistical APPL/NET Support

The Contractor shall provide supports that directly complements and incorporates existing logistics support activities and the development and preparation of analyses and reports.  Typical reports and analyses may include:

· Create a report providing detailed data by program, vendor, PO or invoice number and task versus budgets.

· Create Purchase Requests for processing at NASA Headquarters

· Create a spreadsheet to track costs, fund transfers and other financial data for Center-specific training at locations such as Dryden, Ames, etc.

· Create databases of financial information for management review of APPL plans and actions.

· Create spreadsheet of quarterly analyses of project management/engineering course costs versus APPL/NET offerings.

· Create spreadsheet for APPL budget planning, preparation, and tracking.

· Create written report of LaRC participant histories.

2.3 CLASSIFICATION OF TRAINING ACTIVITIES

There are five levels of training activities.  The level is determined by the Government and predicated on the 1) amount of time required by the program, 2) the starting point for the intensive logistical support, and 3) the depth required of activities listed above.

2.3.1 
EXTRA LARGE TRAINING PROGRAM

Training logistics support begins about 16 weeks before the start of the program.  Training logistics support typically extends over a year for ongoing programs.  Examples include Fellowship Program, APPL/NET (and other like training activities with more than 100 participants and requiring more recognized experts as presenters), new/pilot courses, and on-line registration process if extensive inter-Center registration is necessary.  

2.3.2
LARGE TRAINING PROGRAM

Training logistics support begins about twelve weeks from the start of the program.  Pre-testing, pre-coursework, the scheduling and rescheduling of a larger group of presenters causes more work and participant follow-up in addition to the normal registration.  Therefore a longer lead-time is necessary to ensure everything is completed by the start of the program.  Also included are programs that extend over a couple of months, such as course logistics development (e.g. developing the logistics involved with new or dramatically changed courses).  Programs include PDP Orientation, Project Management (PM), Advanced Project Management (APM), and International Project Management.

2.3.3
MEDIUM TRAINING PROGRAM

Training logistics support begins about six to eight weeks before the start of the program since the primary tasks revolve around participant registration.  Presenters tend to provide the majority of the participant notebooks, no pre-testing or pre-coursework is required under this contract, the number of presenters is limited, and follow-up correspondence is not necessary.  Programs include:  Net Design Exercise (NET), Earth Science (ES), Systems Requirements (REQ), The Human Element (THE), Systems Engineering (SE), Real Property (RP), and Strategic Business Management (SBM), APPL, PDP monthly supports etc.

2.3.4
SMALL TRAINING PROGRAM

Training Logistics support begins about four to five weeks before the start of a program.  The presenter tends to provide all the course materials, pre-testing and pre-coursework is not required. The participant population tends to be smaller with limited lodging/transportation coordination.  Activities basically revolve around advertising and registration.  Examples include Center-specific Training (with limited lodging and classroom handout requirements), including Introduction to CMMI, Overview-CMMI, Creating Learning Environment Labs, SESCDP Follow-on Monthly Support and PM Monthly Support.  Currently, the APPL/NET and LMD programs are consolidated into a quarterly nomination call to help the Center training offices manage constantly changing dates and locations.  Fellowships and PDP nominations are each announced annually. 

2.3.5
EXTRA SMALL TRAINING PROGRAM

Training logistics support tends to requirement a day’s worth of effort, normally needing less than a week’s worth of lead-time.  Examples include routine metrics, on-site support (if two days of support are required, two of these will be ordered) and training data exercises. 

2.4
CANCELLATION

Any activity (e.g. Extra Large, Large, Medium, Small, Extra Small Training Programs) may be canceled fairly close to the training activity start date.  Therefore, the cancellation policy for these activities is specified below. In all cases, written notice is considered “issued” to the Contractor when the Contracting Officer, or his/her designee, deposits the written notice in the mail or upon the transmission of an E-mail or facsimile to the designated Contractor point of contact, whichever occurs first.

2.4.1
EXTRA LARGE

The Government may cancel an order for an Extra-Large activity (CLIN XO1) without charge provided that the Government gives at least eight (8) weeks written notice to the Contractor prior to the scheduled start of the training activity.  When less than 8 weeks advance notice is provided, the respective late-cancellation price as set forth in the Schedule shall be applicable.

2.4.2
LARGE

The Government may cancel an order for a large activity (CLIN X02) without charge provided that the Government gives at least six (6) weeks written notice to the Contractor prior to the scheduled start of the training activity.  When less than 6 weeks advance notice is provided, the respective late-cancellation price as set forth in the Schedule shall be applicable.

2.4.3
MEDIUM

The Government may cancel an order for a Medium activity (CLIN X03) without charge provided that the Government gives at least four (4) weeks written notice to the Contractor prior to the scheduled start of the training activity.  When less than 4 weeks advance notice is provided, the respective late-cancellation price as set forth in the Schedule shall be applicable.

2.4.5
SMALL AND EXTRA SMALL

For small (CLIN X04) and Extra-Small (CLIN X05) training activities, because the intensity of the effort starts close to the activity date, the Government may cancel these activities at any time prior to the scheduled start date without charge.

2.5
REPORTS

The Contractor shall provide the complete range of researching, editing, and training support to develop reports to be used as tools in the training programs or by Code FT for the training programs.  Requirements include:

(1) Proposing an outline

(2) Gathering appropriate articles, conducting research both internally and externally to NASA

(3) Reading/handling book and video reviews,

(4) Collaborating with original writers and authors to edit the articles (deadlines, format, illustrations, charts, etc.).

(5) Listing and reviewing all manuscripts (checking for accuracy, completeness, researching soft areas, copy editing, proofreading).

(6) Establishing complete format structure and design.

(7) Creating the graphic input.

(8) Getting copyright material approval.

(9) Maintaining up-to-date mailing lists

(10) Preparing a complete, all-inclusive camera-ready copy for the Government to print.

(11) Preparing publications in HTML compatible formats for downloading the home page.

(12) Providing disks for the preparation of mailing labels and distributing additional copies.

(13)  Distributing the final product, which includes electronic distribution.  The Contractor shall distribute paper copies via NASA internal mail or other means of delivery.

(14) Initial draft reports shall be submitted to and approved by the         Government COTR and Program Manager prior to dissemination.

(15) Incorporating updates as directed by the Government.

(16) Thoroughly updating existing publications for distribution.

(17) Having the report be available on-line.

(18) Maintaining a file of submitted articles.

(19) Weekly Activity Status Reports

The Government will do printing and binding of any publication.   The Contractor shall forward two copies of all new materials and publications to the Headquarters Library.  When requested by Code FT, the Contractor shall put the information on the Internet.  Updates shall be completed within one week of content approval and new report requirements shall be completed within two weeks of content approval.

There are three categories of reports:  Large, Medium, and Small. The Government shall determine which category applies.  This is predicated on the level of research and editing that is anticipated.

The Contracting Officer (CO) or COTR will notify the Contractor of the due dates for requested reports either on a delivery order.  Upon notification, the reports shall be submitted as follows.  Large reports shall be submitted within four to six months after notification.  Medium reports shall be submitted within four to eight weeks after notification.  Small reports shall be submitted within one to three weeks after notification.  The requirement for an interim report shall be identified upon notification and shall be submitted by the contractor approximately midway through the time parameters specified above.  

2.5.1 EXTRA LARGE REPORTS require an extensive database manipulation, analysis and coordination to support Code FT requirements for specialized analyses and reports, ongoing initiatives and other management objectives.

2.5.2 LARGE REPORTS require an extensive amount of research and editing.  Research is conducted from both internal (i.e., within NASA) and external (including international) sources.  In addition to the above, large reports also require an interim draft report, incorporating changes from the initial draft.  The interim draft shall also require COTR or Program Manager approval prior to dissemination.  One example, ASK Magazine (Academy Sharing Knowledge) is a collection of relevant articles that is used in the classroom and throughout the engineering and scientific community to capture lessons learned from both successful and unsuccessful projects.

2.5.3
MEDIUM REPORTS require some research and editing.  The research tends to be restricted to NASA personnel and publications.  One example of this research and editing may be a federal study annual report on training, which involves developing a survey, tabulating and organizing the results into a comprehensive report.  This report is for example only; the actual requirements may differ. 

2.5.4
SMALL REPORTS require minimal research and editing.  They are normally either very limited in scope or require just the updating of existing publications.  One example is coordinating with the participant team to collect, provide camera-ready copy, entering onto the Internet, and distributing the PDP class notebook.  Current PDP participants for the next year’s incoming participants prepare it.  Another example is the development and maintenance  (which includes at least quarterly updating) of Masters Schedules that delineate when and where courses are going to be conducted.  Another example is a weekly status report that lists what work occurred the previous week, what is being worked over the next two weeks, and what is to come.  It would include the latest status, who is responsible for accomplishing it, as well as the back-up personnel identified to complete the task if the principal is unable to do so.  This is an annual requirement with 52 automated delivery (an email once a week).

2.5.5    EXTRA SMALL REPORTS require minimal production, planning, research or preparation.  They may be prepared with little notification from the requester.  One example is an email follow up of meeting arrangements with Center training POC's.  Another example is the development and verification of a participant list provided by the centers for scheduled and/or upcoming programs. This list may be updated prior to the start of the programs.  Another example is contacting various hotels and meeting facilities to determine the availability of sites for training.  This would include providing program managers with an update on findings.  Another example is the collection of pre-class surveys and entering the data in the database.
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