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STATEMENT OF WORK FOR RESIDENTIAL TRAINING FACILITIES

The Office of Human Resources Training and Development Division Code FT is responsible for the development and delivery of agency-level residential training activities.  In order to meet the demand for residential training that cannot be accommodated at NASA’s primary residential training site at the Wallops Flight Facility, an alternate site(s) is necessary.  These residential facilities will be used for NASA’s Agency wide training and Center specific developmental programs.

A.
Site Requirements
The residential training facility site shall meet the following minimum requirements:

A.1.
Location of facility shall be within 200-mile radius from the United States Capitol.

A.2.
Contractor shall assign meeting/activity representative to assist the NASA’s activity lead. Contractor shall have registration capability and administrative support personnel for each meeting/activity.

A.3.
Facilities shall comply with State and /or Government fire and safety codes.  Every guestroom shall be equipped with a smoke detector permanently connected to AC power; and if the building is more than three stories high, it shall have a full automatic sprinkler system.  Facilities shall be on the GSA approved Fire Safety Safe Hotels List http://www.usfa.fema.gov/applications/hotel.

A.4.
Facility shall comply with Federal, State and/or local Government physically challenged regulations/requirements.

A.5.
Sleeping accommodations, classrooms, restaurant and other facilities shall be accessible to all NASA employee participants.  Any required facility accommodations shall be effected prior to contract award at no cost to the government.

A.6.
On-site restaurant/catering facility that shall be able to smoothly accommodate the program schedule and ensure that participants will routinely be able to be seated, order and comfortably complete the morning, mid-day and evening meals within one hour.

A dine around restaurant is required once a week for courses longer than one week. The contractor shall be responsible for the transportation to and from the chosen restaurant. (Example:  A 3-week course requires 3 dine-around off of location).

A.7.
In/out of house restaurant/catering menus shall provide balanced and healthful menu selections, and shall be flexible enough to accommodate special dietary requirements of NASA employees (e.g. meatless meals, low salt diets, strict vegetarian, kosher, etc.) upon advance notice of 72 hours.

A.8.
Training classrooms shall be able to accommodate groups of various sizes (ranging from a minimum of 15 to a maximum of 100), and have the acoustics to conduct multi-training activities without “Noise Interference”.

A.9.
The contractor shall provide training facilities that have audio/video capability; ergonomic chairs (cushion, armed, adjustable, with rollers); and tables of various sizes (width and length) and shapes (oblong, circular, etc.).

A.10.
The contractor shall provide a secure storage area, which is “climate controlled,” at least 10.5 x 10.5 ft in size, and at least have 8 ft. ceiling.  This space will be used to store audiovisual and computer equipment, classroom materials, easels, books, handout boxes for mailing, etc.

A.11.
The contractor shall have office space available to accommodate at least two instructors, have at least four telephone lines, two speaker/data port telephones, internet connections, chairs, and working surfaces for the instructors to perform computer/course activities and conduct small group meetings.

A.12.
Hospitality room to be used as an office by the program support staff; which may also serve as a central gathering place for course participants to pick up information, discuss class activities, etc.  The hospitality room shall be able to accommodate the course participants, instructors and guests.  Room shall accomodate at least 40 participants at one time.

A.13.
Facility shall be capable of receiving or posting participants’ messages or have on-site voice mail capability for each participant.  Facility shall have a nationally known long distance carrier (e.g. MCI WorldCom, AT&T, etc.) that has extensive outbound calling features that connect calls to locations across the country and around the world, and where card usage can be easily converted from another carrier.  Calling charges should be minimized.

A.14.
On-site fitness center/health club facilities or other recreational amenities on site or near by within 3 miles of the facility for all participants at no charge.

A.15.
Hospital or emergency facilities shall be located within 30 minutes driving distance via available transportation.

A.16.
The contractor shall have security measures in place, for the safety and security of the training participants and their possessions.  At a minimum, the measures shall include 24-hour security personnel on the premises.

B. Classroom/Meeting Room Elements


Meeting rooms shall meet the following minimum requirements:

B.1.
The facility shall provide classrooms/meeting rooms able to accommodate the following group sizes:

· Large Meeting Room

-46 to 100 people

· Medium Meeting Room

-16 to 45 people

· Small Meeting Room

-15 people or less
B.2.
Wall space shall be available to hang easel sheets.

B.3.
Each room shall have individually controlled heating, ventilation, and air-conditioning systems to maintain comfortable room temperature.

B.4.
Columns shall not obstruct visibility.  (If columns exist, room capacity must be determined considering non-obstructed area).

B.5.
Modern, diffused, lighting, which provides “office” level brightness, shall be present in all meeting rooms.

B.6.
Rooms shall have the capability to be darkened for use of projectors and monitors.

B.7.
Classroom chairs shall be ergonomically designed and are of premium quality (e.g. cloth-covered, rocker-style, swivel, caster-based) for comfort and safety.

B.8.
Restrooms and public telephones shall be conveniently located near meeting rooms.

B.9.
Classroom facilities shall be equipped with a telephone line to enable computer modem communication with off-site locations.

B.10.
Rooms shall be free of noises of a kind and level that would interfere with normal conduct of meetings during the period of 7:30 a.m. to 10:00 p.m.

B.11.
Rooms shall be cleaned daily and shall be free from odors.

B.12.
Training rooms shall be dedicated for NASA’s use between 7:30 a.m. to 10:00 p.m. daily and have the capability to be secured by key combination lock.

B.13.
All meeting rooms shall be able to accommodate a variety of set-ups, including classroom, u-shape, etc.

B.14.
Classroom facilities shall include 3-6 small size-meeting rooms to be used for “breakout sessions”.

B.15.
Classroom/meeting rooms shall be non-smoking.

C.
Audio-Visual Requirements
Audio-Visual equipment shall meet the following minimum requirements:

C.1.
The contractor shall be able to provide a Standard Audio-Video Package.  This package shall include:

· Overhead projector with screen

· VCR with monitor

· One microphone (podium, cord, or lavaliere) with speakers

· Four flipcharts with easel, and markers (3 different colors min)

· 2 blank flipchart pads with a minimum of 25 pages each

· Infocus machine/LCD Projector

C.2.
Additional audiovisual equipment shall be provided if requested.

C.3
Each meeting room shall have the capability to conduct multi-media presentations.

D.
Computer Equipment Requirements

Computer equipment shall meet the following minimum requirements:

D.1.
The contractor shall provide at least two (2) personal computers for use by training participants while at that facility.

D.2.
The computers shall allow students to have Internet access (e.g. Netscape, Explorer, etc.), to perform word processing, spreadsheets and desktop presentations (e.g. MS Office Package – MS Word, Excel, PowerPoint); and to perform virus detection and cleaning.  There shall also be an available printer for use by training participants.   These services shall be at no extra charge.

D.3.
The computers shall have at least a Windows 2000 operating system and a disk drive to allow students to save documents created on the computer.

D.4.
The contractor shall be responsible for performing necessary upgrades and maintenance to computers.

E.
Food and Service Element
Food and service shall meet the following minimum requirements:

E.1.
The contractor shall provide a variety of entrees for Breakfast, Lunch, and Dinner meals, as well as, coffee and soft drinks.  Meals can be plated, buffet, off the menu or chef choice.  Contractor shall be flexible enough to accommodate special dietary requirement.

E.1.1.
Breakfast meals shall, at a minimum, include eggs, meat (bacon/sausage), breads (i.e. pancakes, bagels, toasts, pastries), fruit, cereal, and beverages.

E.1.2.
Luncheon meals shall, at a minimum, include choice of at least two entrees, two vegetables, salad, bread, beverages, and dessert.

E.1.3.
Dinner meals shall, at a minimum, include soup, choice of at least two hot entrees, two vegetables, salad, bread, beverages and dessert.

E.2.
Continuous Break Service: Morning service shall include coffee (regular/decaf), tea, soft drinks (regular and diet), juices, bottled water, pastries, bagels. Afternoon service shall include coffee (regular/decaf), tea, soft drinks (regular and diet), bottled water, and light snack (e.g. cookies, ice cream, popcorn, fruit, hard candies).  Evening service shall include coffee (regular/decaf), tea, soft drinks (regular and diet), and bottled water.  Service setup shall be either inside or nearby meeting room.

E.3.
All dining and food preparation areas shall be clean and shall comply with State and local Health requirements and may be subject to an inspection by NASA personnel or representatives of the Food and Drug Administration.

E.4.
Participants shall be provided meals on the days of arrival and departure.  On the evening of arrival, the contractor shall provide each participant with dinner as described above in paragraph E.1.3.  On the day of departure, each participant shall be provided with breakfast and lunch as described in paragraphs E.1.1 and E.1.2 respectively.

E.5
Contractor shall provide meals for day participants when ordered under task orders.  Day participants are defined as individuals participating in training at contractor's site but who do not require lodging.

F. 
Lodging Room Elements


Lodging rooms shall meet the following minimum requirements:

F.1.
All lodging rooms shall have private baths, should present an attractive, clean appearance.

F.2.
Lodging rooms shall comply with an established industry or published corporate franchise standard relative to room dimensions, furnishings, cleanliness, environmental comfort, housekeeping and personal security.

F.3.
All lodging rooms shall have Internet access at no cost.

G.
Transportation Elements
Transportation shall meet the following minimum requirements:

G.1.
Taxi or shuttle service shall be available between facility and public transportation (to be paid for by the participant (s), if not a gratuitous hotel service).

G.2.
There shall be adequate, safe, on-site or adjacent parking at no cost to the attendees and support staff.

G.3.
Public transportation shall be within a 40-mile radius of an international, national or regional airport; an Amtrak train station; and/or a bus station, etc. 

H.
General Requirements
H.1.
The facility shall maintain a separate account for each guest by name, according to a roster to be furnished by the Contracting Officer Technical Representative.  Those services (telephone calls, room service, etc.) not specifically authorized for payment by the Government will be entered on separate accounts and paid for by guest upon checking out.

H.2.
The facility shall be consistently available to accommodate all NASA requirements that are identified with at least 60-day advance notice.

H.3.
The Government shall reserve training dates with the contractor in advance, for scheduling purposes.  However, confirmation of such classes shall be performed through issuance of a signed task order from the NASA HQ Contracting Officer.  The Government is in no way obligated to issue task orders for the reserved dates.

H.4.
NASA must also retain the right to cancel or postpone any scheduled activity up to 7 days prior to scheduled commencement.  No changes in the scope of the services shall be undertaken without the explicit authorization of the NASA HQ Contracting Officer.

H.5
A variation in quantities performed by the government after issuance of a task order, shall be accepted by the contractor, when the following conditions exist:

(a) 48-hour notification of the variation is provided to the contractor.

(b) For CLIN 0001, where the quantity on a task order is less than 980 room nights, the variation shall not exceed + 5%.  For quantities greater than 980 room nights, the variation shall not exceed + 10%.

H.6.
For purposes of this requirement, a Room/Night is defined as a period in which a training participant requires overnight lodging and meals.

H.7.
The contractor shall make available to training participants access to a plain paper copier.  The contractor shall provide a minimum of 100 complimentary copies per course to training participants.  The contractor shall supply all paper for copies.

H.8.
The contractor shall make available to training participants access to a plain paper facsimile machine.  The contractor shall provide a minimum of 100 complimentary pages per course to training participants.  A page refers to incoming and outgoing faxes.  The contractor shall supply all paper for incoming faxes.

H.9.
Minimum training program length is one day; maximum training program length is 30 days.
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