ATTACHMENT L-3
ADMINISTRATIVE GUIDELINES

FOR THE PREPARATION AND SUBMITTAL OF PROPOSALS

INVOLVING NASA CENTER SUPPORT/COMMITMENTS

RFP 8-OSP

Proposal Submittal Guidelines:
Requirements - The following guidelines are provided for the preparation, coordination and submittal procedures for proposals involving NASA Center and other Government installation support: 

IMPORTANT NOTES:  

1. Only ONE Task per GTA form.

2. All GTA Numbers will be coordinated by the NASA Center Installation Leads after issuance by the OSP Program POC/ Mary Traweek (MSFC) / 256-544-7397.

3. NASA Center Installation Leads will coordinate with their respective NASA Center OSP Business Office POC/Manager who will upload final approved GTAs into the appropriate Center GTA folder residing in Project Link. This version must match the GTA final signed hard copy to be valid. 

4. Installation Leads

Coordination with a NASA Center Installation Lead is required when the following situations apply to your planned proposal submittal:

a) NASA Center non-cash resource support is planned under a proposed Task Agreement arrangement.
b) A NASA Center Letter of Commitment is required in support of a proposed Task Agreement.
Coordination with a NASA Center Installation Lead is NOT required when:

a) The proposed NASA Center support is limited to an advisory or informal review capacity for which no Task Agreement is deemed necessary.
5. Commitment Letters  

Proposals considering the use of NASA Center facilities and resources must use the attached Commitment Letter and Task Agreement formats.  An electronic copy is available via Project Link, NAIS, or by contacting any of the listed Installation Leads attached. In order to have adequate time to properly process and coordinate NASA Center support commitment requests, the following procedural guidelines will apply:

a) at RFP  release

All bidders interested in potential Government installation support should initiate exploratory contacts through the Installation Leads.  Determination of installation resource availability and establishing installation contacts should begin as early as possible.

b) at RFP plus 30 calendar days

Bidder discussions with potential Government installation team members should be well under way.  Task Agreements should be in the final stages of formulation with tacit agreements on resource commitments already reached between the team members.  All GTA reference numbers should be formally assigned by the Installation Lead who will be given their assigned GTA numbers by the OSP Program POC located at MSFC/Mary Traweek @ 256-544-7397.

c) at Proposal  (Past Performance Volume) due date 

Bidder discussions with potential Government installation team members should be completed.  Task Agreements and Commitment Letters finalized, with letter coordination and signature processes within each installation initiated.

d) at Proposal (Management Volume) due date 

All letters should be submitted to the Installation Leads, with the appropriate installation senior management level coordination signatures, to allow adequate time for the Center Director’s Office to review, coordinate and formally sign the Commitment Letters.  Any letters submitted after this date may not be processed by the Installation Lead, and may be returned to the prospective offeror without further action. Installation Leads can upload the GTA submittals to the OSP project link at this time prior to formal processing of Center review and Commitment Letter signature.

e) at Proposal (Cost Volume) due date minus 5 business days 

Faxed copies of the original signed Commitment Letters will be sent to each respective bidder for inclusion with their final submitted proposals. 

All original signed Commitment Letters and a list of final task agreements must be turned over by the Installation Leads to the MSFC Contracting Officer responsible for the RFP by the proposal submittal deadline for the Cost Volume.    

6. Government Installation Cost Information

The rate(s) required by the Commitment Letter Task Agreements, necessary for specifying civil service cost(s) within each NASA Center, will be issued by the respective Installation Leads.

7. E-mail vs FAX

Where possible, the use of e-mail, when corresponding with Installation Leads, is strongly recommended. Timely updates and information transfer are substantially enhanced when done via e-mail, rather than by phone calls or FAX during the compressed schedules often encountered during the proposal preparation period.  Submitting your e-mail address to your Installation Lead(s) in a timely manner is strongly encouraged.

8. Agreement Reporting Guidelines
The following guidelines and responsibilities provide clarification on the periodic reporting requirements of government-lead agreements between the Government and the Contractor.  These guidelines are designed to facilitate adequate communication and reporting between the Government and Contractor to ensure appropriate Project status information is provided to the OSP Project Manager.  The Government Technical Point of Contact is the Government Task Manager (GTM) performing the task.
a) Performing Government Task Manager Responsibilities
The performing Government Task Manager (GTM) will develop a detailed schedule and budget for the task before initiating the work.  These task plans will be prepared in an agreed upon format and provided to the Contractor to be integrated into the Contractor’s master schedule.  On at least a monthly basis, the GTM will report schedule status and workforce plan versus actual to the Contractor.  When the actual schedule or workforce performance variance exceeds the agreed to threshold between the GTM and Contractor, the GTM will develop and provide a narrative variance analysis and corrective action plan with the monthly report.  The GTM will provide the same data to the OSP Project Manager.  The GTM will report monthly cost and obligation plan versus actual to the OSP Project Manager.

b) Contractor Responsibilities
The Contractor shall integrate the task schedule into the Contractor master project schedule, and include the government-lead tasks in their logic network and critical path determination.  The Contractor shall include the status of the government-lead tasks in their monthly schedule reporting to the OSP Project Manager, including the Government task variance analysis and corrective action plans, when appropriate. The following DRDs are applicable to GTA management:
· Monthly Schedule Report (1032MA-003 ) 

· Monthly Risk Report (1032MA-004) 
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Marshall Space Flight Center, AL  35812 

George C. Marshall Space Flight Center


Reply to Attn of : 
DA01




Reply to Attn of :


Mr./Ms. Primary Point-Of-Contact

XYZ Corp

1200 Industry Street

Anywhere,  USA  00000


Dear Mr./MS. POC:

Enclosed, per the NASA RFP 8-OSP “Government Installation Support” commitment documentation requirements, are the requested estimates we believe are needed to adequately support your proposed effort.  This letter, along with the enclosure, is the result of preliminary discussions between XYZ Corp_____ and our supporting organization. This conveys our initial commitment for support to the proposed effort.  
This commitment is subject to availability of appropriated funds and personnel.

Sincerely,

Center Director’s Signature___________


CONCURRENCE:

Direct Report’s Signature___________


Relevant Directorate or Office
X Enclosures

1.

2.

cc (w/ enclosures)
Orbital Space Plane (OSP) Government Task Agreement Form Definitions

IMPORTANT NOTE:  Only ONE Task per GTA form.
This Orbital Space Plane (OSP) Government Task Agreement (GTA) form shall be submitted during the RFP activity to document approval of government participation. 

Blk #

Block Title




Instruction

	1. 
	GTA Number
	Number assigned by the government organization.  Revisions to the GTA should be indicated by using a letter following the number (i.e. GTA-ED15-014A)

	2. 
	Date
	Date the GTA was originated or revised



	3. 
	Attachments
	Indicate the number of attachments that will be provided through ProjectLink.

	4. 
	GTA Title
	Provide a brief title for the GTA

	5. 
	WBS Title & Number
	Select from the drop-down box the appropriate WBS number and title.

	6. 
	Points of Contact
	• Name of the government and contractor/industry point of contact for this task 

• Location government and contractor/industry point of contact is assigned to (i.e., MSFC, JSC, KSC, etc.)

• Internal organization code (i.e., UP01) or address of the Government point of contact

• Area code plus 7 digit phone number of point of contacts

•  Fax number of the point of contacts

•  E-mail address of the point of contacts

	7. 
	Task Description
	Describe the task that is to be performed by the government organization.  If task description is contained in an external document, that document may be uploaded into ProjectLink as a reference object to the GTA Form.  Please note in the Task Description field that a file has been attached.

	8. 
	Schedule and Key Milestones
	Provide schedule and key milestones that will directly affect this task ( add attachment if needed ).  Please notate in Key Milesone area that attachment as been uploaded.

	9. 
	Government Deliverables/ Data
	The Government Furnished Data that will be provided as a results of this activity( i.e., reports,etc) 

	10. 
	Government Deliverables/ Hardware/Software Products
	The Government Furnished Equipment that will be developed as a part of this task 

	
	
	

	11. 
	Total Costs
	Total of all Direct and Indirect Costs.

Show by FY$ amounts  and Grand Total amount

	12. 
	Direct Costs $

( CIVIL SERVANTS )
	Provide civil service workforce levels and civil service travel.  Provide full cost rates required by this task



	13. 
	Other Direct Cost  $

( SUPPORT CONTRACTORS )
	Provide cost of all support contractors salary & travel, material, consumables, … required by this task

	14. 
	Facility Utilization
	Provide facility name and/or description to be used.  Provide the location of the facility (bldg name , no. …) requested and the planned number of days, hrs.  the facility will be utilized

	15. 
	Comments/Notes
	Provide comments or note that would be beneficial or it can be used as a continuation 


INSTALLATION LEADS FOR POTENTIAL USE OF GOVERNMENT INSTALLATION RESOURCES

Installation/Name 

 
Telephone  


email

Ames Research Center

(ARC) /Dr. Stanley R. Farkas

650-604-6621

Stanley.R.Farkas@nasa.gov

*Marilyn Murakami                        
   650-604-5371                Marilyn.k.Murakami@nasa.gov

Dryden Flight Research Center

(DFRC) / Gerald Malcolm
   661-276-7402
    gerald.malcolm@dfrc.nasa.gov

*Norma Quinn                       
   661-276-2977              Norma.Quinn@dfrc.nasa.gov

Glenn Research Center 

(GRC) / Loretta Shaw
   216-433-3931
     loretta.m.shaw@nasa.gov

*Carol Tolbert                                          216-433-6167
     Ctolbert@grc.nasa.gov
Jet Propulsion Laboratory 

(JPL) / Edmund C. Baroth
   818-354-8339
    edmund.c.baroth@jpl.nasa.gov

*Julie Selders                                           818-354-4740
    julie.G.Selders@jpl.nasa.gov

Johnson Space Center

(JSC)/TBD
   281-483-xxxx
     TBD@jsc.nasa.gov

*Lyn Gordon-Winkler                             281-244-7095               lyn.gordon-winkler@jsc.nasa.gov

Kennedy Space Center 

(KSC) / Mark Woloshin


321-867-6480
           mark.j.woloshin@nasa.gov

*Connie Milton           
   321-867-3179
     Constance.F.Milton@nasa.gov

Langley Research Center 

    
(LaRC) / Paresh Parikh
    757 864-2244
    paresh.c.parikh@nasa.gov
*Effie Nicosia                                           757-864-2394
    effie.l.Nicosia@nasa.gov
Marshall Space Flight Center 

     

 (MSFC) / Tim Crabb
    256-544-0365
    timothy.p.crabb@msfc.nasa.gov

*Mary Traweek
    256-544-7397
     Mary.S.Traweek@nasa.gov

Stennis Space Center 

(SSC) / Gary Taylor


228-688-7244
          Gary.O.Taylor@nasa.gov
* Rena Perwien                        

228-688-2348
          Rena.Perwien@ssc.nasa.gov

NASA Headquarters (Launch Vehicles)

HQ) /Karen Poniatowski
    202-358-2331
     kponiato@mail.hq.nasa.gov
* Designates Center Business Office PO
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