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ATTACHMENT 1

Performance Work Statement

Introduction
This Performance Work Statement (PWS) describes the Center-wide Administrative Support Services to be provided at the George C. Marshall Space Flight Center (MSFC) and other Government-provided facilities specified elsewhere in the contract.  The Contractor shall provide all personnel and materials, except as stated otherwise, required to deliver the services described herein.

Objective
The objective of this contract is to provide professional administrative support services to MSFC as described in the Work Breakdown Structure (WBS) tree, below.  These WBS reference numbers shall be specified in task orders issued in accordance with the  Task Order Procedures clause of the basic contract.  


1.0  
Program Management



1.1  
Contractor Quality Control



1.2  
Contractor Licensing and Certification

1.3  
Management and Administration

1.4 
Resources Management

1.5  
Safety, Health, and Environmental

1.6  
Security Requirements

2.0 Core Administrative Services

2.1 Secretary I
2.2 Secretary II

2.3 Secretary III

2.4 Office Files/Records Maintenance

2.5 Back-up Office Support

2.6 Desktop Processing

2.7 Human Resources Transactional Processing

2.8 Human Resources Technical Support

2.9 Temporary Management Support Assistance

3.0 NASA STARS Resume Operations Center Support

3.1  
Resume Processing
1.0 
Program Management
1.1
 Contractor Quality Control
The Contractor shall ensure quality of the work associated with the performance of this contract.  The Contractor shall evaluate the entire scope of operations, assign a level of importance, and implement an effective quality control program.  

1.2 
Contractor Licensing and Certification

The Contractor shall obtain licenses required to conduct business (i.e. local, or state business licenses) prior to beginning work on this contract.  The Contractor shall submit verification of all licensing and certifications to the Contracting Officer and Contracting Officer Technical Representative (COTR) within 30 days after contract award.  

1.3 
Management and Administration
The Contractor shall provide program management and on-site supervision of services performed to satisfy the requirements of this contract.  Program management functions shall include, but not be limited to, handling all employment matters relating to contractor employees and ensuring that the Contractor employee relationship with NASA Government Employees is not characterized as an employer-employee relationship, and that all delivered services meet the performance standards identified in the contract and task order.  A work progress system shall be established and maintained by the Contractor in such depth and sufficient detail to provide status of tasks.  A monthly status report shall be prepared in accordance with DRD XXXXX-XXX.  The contractor shall prepare a Management Plan in accordance with DRD XXXXX-XX.

The Contractor shall prepare and make available for work Badged Employees in accordance with DRD XXXXX-XXX.

The Contractor shall prepare and deliver Contractor Employee Clearance Documents in accordance with DRD XXXXX-XXX.

The Contractor shall prepare and deliver Position Risk Designation for Non-NASA Employee Forms in accordance with DRD XXXXX-XXX.

1.4 
Resources Management
The Contractor shall manage the labor, material, and other resources necessary to perform the work required by this contract.  Because of the nature of NASA work and organizational structure, the Contractor shall maintain working shifts to support programs and/or organizations as required.  Additionally, the Contractor shall provide continuity of administrative support service when there is an absence of its employees for any reason. The Contractor shall determine the workload of Contractor employees based on needs of the requiring organization.  In the event of a conflict between the Contractor and its customer, the COTR will bring the conflict to resolution.  

1.5 
Safety, Health, and Environmental

The contractor shall establish and implement an industrial safety, health, and environmental program and provide a Safety, Health, and Environmental Plan in accordance with DRD XXXXX-XXX.  The contractor’s industrial safety, health, and environmental program shall incorporate the following Safety and Health Program Core Process Requirement (CPR) elements:
a.
Management leadership and employee involvement in the Safety, Health, and Environmental program.

b.
System and worksite hazard analysis.

c.
Hazard prevention and control.

d.
Safety, Health, and Environmental  training.

e.
Environmental compliance.


Mishaps shall be reported to the MSFC S&MA Office in accordance with DRD XXXXX-XXX.

1.6 
Security Requirements
The Contractor shall comply with all NASA and local security requirements.  

The Contractor shall prepare an information technology security plan for each Federal general support computer system and major software application managed by contractor and subcontractor personnel in performance of this contract.  In addition, the Contractor shall prepare an information technology security plan that documents how the Contractor and subcontractor personnel securely utilize Federal computer systems and software applications managed by others.  Each security plan shall be based on an assessment of risks and document the safeguards necessary to ensure sufficient electronic information availability, integrity, and confidentiality as required by NPR 2810.1.  The contractor shall prepare the information technology security plan(s) in accordance with DRD XXXXX-XXX.

Neither the Contractor nor any of their employees shall disclose or cause to be disseminated any information concerning Government operations, including those performed by contractors for the Government, which could result in or increase the likelihood of the possibility of a breach of security or interrupt the continuity of operations.  Disclosure of information relating to the services hereunder to entities not entitled to receive it, or failure to safeguard any classified information that may come to the Contractor or any person under their control in connection with work under this contract, may subject the Contractor, their agents, or employees to criminal liabilities.  

All inquiries, comments, or complaints arising from any matter observed, experienced, or learned as a result or in connection with the performance of this contract, the resolution of which may require the dissemination of official information will be directed to the COTR.  

No Contractor employee will be admitted to the worksite unless they furnish satisfactory proof of U.S. citizenship or, if an alien, proof that their residence within the United States is legal.  

For Contractor personnel working in sensitive positions, with access to Government Employee Information, i.e., Personnel and/or Payroll Files, favorable personal background checks are required in compliance with DRD XXXX-XXX. 

Prior to operation of Government vehicles, the Contractor shall show proof of acceptable driving records of all operator personnel.  An acceptable driving record is one that contains not more than two moving violations during the current 3-year period, or no moving violations and not more than one at fault accident in the current 3-year period.  Two no-fault accidents in the current 3-year period are acceptable.  Driving while intoxicated, or driving under the influence, or a reckless driving violation within a 5-year period is considered an unacceptable driving record.

The Contractor shall establish, implement, and maintain an inventory control system to track and control all Government furnished, contractor operated property.  The Contractor shall comply with the Government property clauses specified elsewhere in the contract.  The Contractor shall prepare and maintain a report identifying and listing all equipment, tools, etc., provided by the Government for use by the contractor in the performance of contracted effort, and for which the contractor has been given physical custody.  This report shall be prepared and maintained in accordance with DRD XXXX-XXX.

2.0 
Core Administrative Services

2.1
Secretary I

The Contractor shall provide support to second line supervisors, managers, and branch offices. Duties include: telephone communications, recording time and attendance, receive visitors, maintain calendars, arrange for meetings and conference rooms, review documents for accuracy, maintain and order supply inventory, disseminate mail, assist with Safety (SSWP) program, travel, create/maintain office files, follow through with specific assignments, and follow other NASA/MSFC standard operating procedures.  
2.2
Secretary II
The Contractor shall provide support to first line supervisors, division, and lab offices.  At this level the Contractor handles differing situation, problems, and deviations in office work and is given general instructions, priorities, duties, and policies. Duties include: Secretary I level; screening telephone calls, visitors, and incoming correspondence; determine which requests should be handled by the appropriate staff; prepare routine correspondence; prioritize meetings for calendars; review outgoing material for consistency with established processes and procedures; collect/compile information; and explain supervisor requirements concerning office procedures to staff.
2.3
Secretary III
The Contractor shall provide support to the Center level offices. At this level the contractor uses greater judgment and initiative to determine the approach or action to take in non-routine situations, interprets, and adapts guidelines. Duties include: Secretary I and II levels; anticipate and prepare materials needed for conferences, correspondence, appointments, meetings; telephone calls; read publications, regulations, and directives and take action; reply to special inquires; prepare special one-time reports; and relay new procedure to staff.
2.4 
Office Files/Records Maintenance
The Contractor shall, in accordance with the Office of Personnel Management, Code of Federal Regulations, Title 5 U.S. Code, Part 293, NASA NPR 1441.1 Records Retention Schedule, Privacy Act, and/or other regulatory requirements, establish, review, and maintain office files/records on civil service personnel, action documents, employment verifications, correspondence, and provide copies upon request.  In those instances where no system exists, the Contractor shall determine and implement record/file systems most conducive for prompt retrieval, considering type of materials, flow/processes; and extent of use.

2.5 
Back-up Office Support

The Contractor will provide, on an as needed basis, out-of-office support in the absence of civil servant/CAS contractor.  Coordination of this support will be done in advance through the program manager.  This support will include part-time administrative assistance to the program office of the CAS contract.


2.6 
Desktop Processing

The Contractor shall provide desktop processing support such as, but not limited to, data entry and retrieval, word processing, presentation graphics, spreadsheets, viewgraphs, and reports.  The Contractor shall maintain and provide these services utilizing MSFC Window based applications such as, but not limited to, Microsoft Excel, Microsoft Word, File Maker Pro, Microsoft Project, Power Point, and Project.  Data may be received in any of the following forms – raw data, handwritten, typed, clip art, clipped publication, paper, and/or electronic.

2.7
Human Resources Automated Transactional Processing

The Contractor shall provide support in the automated processing of human resources transactions.  Work may include, but not limited to, general database management, workforce tracking support; processing Standard Form 52 actions; personnel records; recruiting support.  In order to effectively support this WBS, use/knowledge of Windows based computer applications such as, but not limited to, Microsoft Word, Microsoft Excel, Microsoft Project, Filemaker Pro, and Microsoft PowerPoint is required.  The Contractor shall input data into the training system, SATERN and the Federal Personnel and Payroll System (FPPS).  Instruction and pre-established guidelines to perform the SATERN and the FPPS functions are available to the Contractor.
2.8
Human Resources Technical Support

The Contractor shall provide technical support to perform work requiring knowledge of civilian personnel terminology, requirements, procedures, functions and processes such as employment, promotion, Federal benefits and service, training, and official personnel actions.  The Contractor shall prepare personnel reports and be familiar with personnel procedures. The Contractor shall possess knowledge of procedures for the maintenance and content of master personnel and organizational records.  In order to support this WBS, broad knowledge of Federal Personnel Systems and in-depth knowledge about personnel management concepts, principles, and techniques is required.  The Contractor shall collect and analyze data, make recommendations based on data analyses and comparison with appropriate regulations and guidelines, and assure appropriate documentation of actions.

2.9 
Temporary Management Support Assistance

The Contractor shall provide pre-approved management support assistance not to exceed 120 work days with a provision to extend said assistance for an additional 120 work days to cover positions that experience scheduled leave of absences for short-term durations. (i.e., maternity leave, medical leave, family leave, etc.).   The Contractor shall work independently, receiving a minimum of detailed instruction and guidance.  The Contractor shall perform varied clerical and administrative duties requiring knowledge of office routine and an understanding of the organization, programs, and procedures related to the work of the office.
3.0 
NASA STARS Resume Operations Center Support

3.1  
Resume Processing

The Contractor shall provide support to process NASA resumes into an automated system, NASA STARS.  The Contractor shall process “quick apply” forms as applicants apply for consideration for NASA vacancies.  The Contractor shall maintain electronic and manual files.  Duties shall include: data entry, telephone messaging, reports distribution, general administrative and automated support.  
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