SECTION L

ATTACHMENT L-3

HUMAN RESOURCES AND PROCUREMENT OFFICES 

(HRPO) SUPPORT SERVICES

NNJ05JA01B



 SAMPLE TASK ORDER 

	National Aeronautics and Space Administration

Lyndon B. Johnson Space Center

Houston, TX  77058
	    ORDER FOR SUPPLIES OR SERVICES
	
	

	1.  PURCHASE ORDER NO.


	2.  DATE OF ORDER
	

	NNJ05JA01B
	
	

	3.
ISSUING OFFICE
	4.  SHIP TO:
	Transportation Officer

	
NASA Johnson Space Center, Houston, TX  77058
	
	NASA Johnson Space Center

	
Attn:
	Ester F. Holloway
	
	Houston, TX  77058-3696

	
Org./Buyer:
	BJ2
	
	Mark For:  Accountable Property

	Tel. No.:
	281-244-7532
	Fax:
	281-483-4173
	
	Purchase Order No:
	NNJ05JA01B

	5.  CONTRACTOR
	TN:
	
	6.  DELIVER ON OR BEFORE:

	HRPO Contract
	Period of Performance: June 1, 2005 – May 31, 2008



	PHONE:
	
	F.O.B. POINT:
	Destination

	7.  CONFIRMING ORDER:
	8.  BILLING ADDRESS:

	
FROM:
	
	
	     NASA Johnson Space Center

	
TO:
	
	
	     Attn: BJ2/Ester Holloway
Procurement Group

	
DATE:
	
	
	     2101 NASA Parkway, Houston, TX  77058-3696

	
	                   Contract No.:
	NNJ05JA01B
	

	
	
	

	9.  TYPE OF ORDER:



	
	
	PURCHASE:  REFERENCE
	
	
	X
	DELIVERY:  Except for the Terms and Conditions of Purchase

	
	
	
Order listed on the following page, this delivery order is subject to

	
Please furnish the following on the terms and conditions specified 
	
instructions contained on this form and is issued subject to the

	
on this order.
	
terms and conditions of contract number:
	NNJ05JA01B
	

	
	
	

	10.  DISCOUNT TERMS:
	11.

	
	BY
	
	
	
	

	
	
	CONTRACTING OFFICER
	
	DATE
	

	12.  SCHEDULE

	
	DESCRIPTION
	QUANTITY 
ORDERED
	UNIT
	UNIT
PRICE
	AMOUNT
	QUANTITY
ACCEPTED

	
	The Contractor shall provide the services necessary to fulfill the requirements identified in the attached Statement of Work for the HRPO IDIQ Task Order HRPO-HR-02.
	
	
	
	
	

	13.  FOR JSC INTERNAL USE ONLY:
	14.  Total

	PURCHASE REQUEST NO.:


	NNJ05JA01B
	x
	COMP.
	
	PART.
	PPC:
	
	      $

	
	
	

	
	
	

	REISSUE TO:
	
	

	15.  QUANTITIES IN “QUANTITY ACCEPTED” COLUMN HAVE BEEN:

	
	
	INSPECTED
	
	ACCEPTED
	
	RECEIVED

	TO CONFORM TO THE CONTRACT.
	BY
	
	
	
	

	ACCEPTANCE WILL BE AT JSC UNLESS OTHERWISE NOTED.
	
	Authorized U.S. Government Representative
	
	Date
	

	JSC Form 1429 (Rev June 26, 2000) (MS Word August 1995)
	


Approvals

Task Order:
Human Resources Operations Activities

Performance Period:
June 1, 2005 through May 31, 2006
Funding Organization:
BA and AH

Approved By:___________________________________
____________




HRPO Project Manager


         Date

Approved By:____________________________________
____________




JSC HRPO Budget Analyst


Date

Approved By:____________________________________
____________




JSC HRPO COTR




Date

Approved By:___________________________________
____________




JSC HRPO Contracting Officer


Date

1. Task Order Number/Title

HRPO-HR-02 – Human Resources Office Operations Activities

2. Technical Monitor

AH8/TBD

3. Narrative Task Description

The Contractor shall perform administrative work to the JSC Human Resources Office in accordance with Sections 4.0 through 4.7 of the HRPO Statement of Work.

The support of the Human Resources operations activities shall include administrative duties associated with the Human Resources Training and Development Branch, Human Resources Management Branch, and the Human Resources Operations Branch.  The scope of these responsibilities is outlined in the Statement of Work under Sections 4.0 through 4.7.

Specifically, the Contractor shall perform the following administrative duties: 

· The Contractor shall receive visitors and respond to telephone inquiries for the Human Resources Office, and provide timely and accurate information when answers are required.  Interactions shall be conducted in a professional and courteous manner.

· The Contractor shall maintain the Official Personnel Files by filing, retrieving, and copying information for HRO personnel and employees as requested.  The Contractor shall ensure and protect the privacy of all individuals’ confidential information contained in these files.

· The Contractor shall create correspondence, reports, presentation charts, memoranda, and other documentation as required.  The final product shall meet the requirement of the current editions of the NHB 1450.10, “NASA Correspondence Standards Handbook,” the Business English Worktext, and the Gregg Reference Manual. The Contractor shall prepare the appropriate data packages and obtain requisite signatures. The Contractor shall be knowledgeable of and remain proficient in the current JSC versions of MicroSoft Office.

· The Contractor shall develop, update, and process JSC forms and directives initiated by the HR Office.  Forms and directives shall follow the established documentation guidelines established in the JSC Directives system.  After processing, the Contractor shall update and maintain pertinent JSC databases, listing, and/or charts.  The Contractor shall distribute copies of the completed forms to the designated points of contact and maintain the respective records for the HR Office.  The Contractor shall file, track, maintain, and archive these forms and associated documentation, communicating with JSC employees as needed. 

· The Contractor shall process JSC Organizational Change Request Forms (JF711) when initiated by the Human Resources Management Branch. The Contractor shall use the information gained from the completed JF711 to update and maintain the JSC Organization Database, JSC Performing Organization Codes List, and the JPG 1107, the JSC Organization History Chart.  The Contractor shall distribute copies of the completed JF711 to the designated points of contact, and retain the original FH711 for the Human Resources office records.

· The Contractor shall be responsible for filing, maintaining, and properly archiving the Training files/folders and the completed JSC Form 75’s. The Contractor shall weekly e-mail and track course evaluations to employees who have recently attended off-site training courses.  Completed evaluations shall be printed and attached to the completed JF75 and filed appropriately.

· The Contractor shall develop reports and provide data entry to the HR Office spreadsheets and databases.  The Contractor shall work with JSC personnel to determine the product requirements and timeline, and shall provide quality deliverables using the current JSC versions included in MicroSoft Office and any pertaining documentation guidelines.

· The Contractor shall order supplies for the HR Office.  The Contractor shall continually assess and review supply needs of JSC personnel and shall initiate supply order forms, obtaining the requisite approval.  The Contractor shall order and coordinate with representatives of the Center Operations Directorate to appropriately order supplies, keeping an itemized list of supplies ordered and associated costs.

· The Contractor shall schedule and coordinate meetings for the HR Office.  The Contractor shall also perform meeting duties which will include telecommunications services and conference room services.  The Contractor shall work with the requestor to determine meeting requirements, identifying the number of meeting attendees, audio/visual requirements, and administrative support needs.  The Contractor shall confirm with the requestor on identification of the room location, notifying meeting attendees, and following up with any other administrative support.  When requested, the Contractor shall prepare agendas and minutes, provide copies, and fax materials as appropriate in support of the meetings.

· The Contractor shall be responsible for move coordination for the HR Office, which shall include the physical move of furniture, computers and phones.  Duties shall include meeting with JSC personnel to assess and document their move requirements, planning/coordinating the modification of room configurations and possible furniture repair.  The Contractor shall work with the appropriate personnel in the JSC Center Operation Director and the Information Resources Directorate to ensure that moves are conducted accurately and in a timely manner.  The Contractor shall follow all JSC safety, space utilization, and move logistics rules and procedures associated with move coordination activities.

· The Contractor shall make travel reservations for HR personnel.  The Contractor shall work with the employee to identify travel requirements, work with the travel contracting organization to determine travel options for the employee, and then develop and process travel orders with the travel contracting organization.  The Contractor shall develop the travel vouchers when the traveler returns, and shall track costs for a monthly report.

· The Contractor shall gather inputs from all HR branch representatives for the HRO Monthly Activity Report, create the report using the identified format with appropriate grammar, and submit it electronically to the HR Director’s Office by the identified deadline.

· The Contractor shall develop final written packages of Senior Executive Service (SES) Qualification and Evaluation Statement and SES Rank Awards as required. The packages document a selectee’s qualifications for entry into the SES in the format required by the Office of Personnel Management (OPM).  The Contractor shall be furnished with OPM requirements, sample packages, background data, and specific examples for each SES candidate.  For each candidate, the Contractor shall be expected to expand and develop this material into a final product, which meets JSC, NASA Headquarters, and OPM requirements.

· The Contractor shall develop final written packages of Senior Executive Service (SES) Qualification and Evaluation Statements as required.  The qualifications packages document a selectee’s qualifications for entry into the SES and will encompass a selectee’s lifetime career achievements.  The Contractor must possess a working knowledge and in-depth understanding of OPM requirements and the SES program and be able to work independently.  The Contractor shall gather and consolidate the necessary information from available background data and interviews with the Human Resources Management Branch and the candidates.  For each candidate, the Contractor shall independently review, expand, and develop this material into a final product capable of meeting the highest quality standards of JSC, NASA Headquarters, and OPM.  

· The Contractor shall develop final written packages of Senior Executive Service (SES) Rank Award nominations as required.  Rank Award packages document sustained management success that warrants recognition government-wide and may encompass three years of achievements.  The Contractor will be furnished with OPM requirements, sample packages, background data and specific examples for each SES candidate.  For each candidate, the Contractor shall expand and develop this material into a final product, which meets JSC, NASA Headquarters, and OPM requirements. The Human Resources Management Branch and candidates will be available for interview, if required. 

· The Contractor shall develop documentation associated with hiring for superior qualification and bonuses.  Background information on the hire, along with specific examples will be provided on each candidate.  The Contractor shall produce these documents in a timely manner based on the format of the samples provided.
· The Contractor shall develop documentation related to the JSC hiring process as required.  Documents may include superior qualifications and bonus write-ups.  The Contractor shall be furnished with samples of this documentation in order to complete the work products, along with any background data or documentation requirements. The Contractor shall be expected to expand and develop this material into a final product, which meets JSC, NASA Headquarters, and OPM requirements.

· The Contractor shall forward paper copies of applications to Marshall Space Flight Center (MSFC).  The Contractor shall visit Building 111 and the Gilruth Recreation Center building on a bi-weekly basis to ensure that the kiosks are in good working order.  The Contractor shall enter all Information Technology (IT) related problems with the kiosks into the HR IRSR System and follow up until the kiosks are in working order.  The Contractor shall contact new hires as needed to obtain supplemental information.  The Contractor shall address response and commitment letters, obtain approval signatures, and send them to applicants.  The Contractor shall receive resumes through notice postings and send notifications to potential applicants as vacancies occur.  The Contractor shall prepare and send responses to requests from OPM for application information for potential applicants.  The Contractor shall type requests to OPM (SF39) to announcement vacancies and prepare all accompanying paperwork.

· The Contractor shall send notices to individuals who send unsolicited applications.  The Contractor shall draft personalized application responses in form letter format to be finalized and signed by a staffing specialist.  The Contractor shall answer inquiries, maintain forms, and prepare information packages for newly hired civil service employees.  The Contractor shall mail out any correspondence relating to staffing.  The Contractor shall create and maintain staffing files as needed.  The Contractor shall send out security forms (SF86) for completion and track them.

· The Contractor shall support HRO Staffing and Benefits Specialists by electronically documenting position descriptions, duty statements, and job announcement for JSC vacancies.  The Contractor shall develop spreadsheets/databases as needed and input data into HRO automated systems and databases.

· The contractor shall answer inquiries, maintain forms, and prepare information packages for newly hired civil service employees.  The Contractor shall mail out any correspondence relating to staffing and benefits for newly hired civil service employees.  The Contractor shall answer benefits inquiries form current employees.  The contractor shall mail out any correspondence relating to staffing and benefits for newly hired civil service employees.  The Contractor shall create and maintain staffing and benefits files as needed.  The Contractor shall send out security forms (SF86) for completion and track them.

· The contractor shall perform all the program management functions, necessary to plan, implement, track, report and deliver the required services described in this Task Order.  In addition, to effectively perform and manage the work detailed in this Task Order, the contractor shall perform all the Contract Management functions detailed in Statement of Work area 3.0 Contract Management.
4. Period of Performance

The services in this task order shall be performed from 6/1/05 through 5/31/06.

5. Deliverables Required

The accomplishment of the above tasks shall require the delivery of certain products.  The Contractor shall provide deliverables within mutually agreed upon timeframes and all deliverables shall be consistent with industry standards, technological capabilities, and applicable Federal, NASA, JSC, and HRO policies and guidelines.  They shall include: 


Presentation/Briefing Charts
Monthly Activity Report

Databases: Details and Inter Governmental Personnel Agreements, Manpower and Staffing

NASA College Scholarship Fund Combined Federal Campaign  Applications- National

NASA College Scholarship Fund Combined Federal Campaign Applications- Local

NASA College Scholarship Fund promotional materials

SES Qualification & Evaluation Statements

SES and Center Management Performance Appraisals/Rank Awards

Supplemental Paperwork for Hiring: Superior Qualifications, Bonuses

Log of applications forwarded to Marshall Space Flight Center (for NASA Stars)

File Copies of commitment letters sent to hew hires

Report with names/dates/types of correspondence sent

Log of SF30’s sent to Office of Personnel Management

Tracking log for security forms
6. Special Requirements

None

7. Metrics

N/A

8.
Firm Fixed 

Summary of Task Order
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