IT SOW


Statement of Work
Information Technology Support Services (IT)
The KSC Records Manager is responsible for overseeing the KSC’s Records Management Program including eight contractors. The Center program is being revitalized and there is a large volume of records on Center that need to be prepared and sent to the Federal Records Center (FRC) and the National Archives and Records Administration (NARA).   

Records management support is needed in several areas including establishing a new program, transition of Shuttle and Exploration records, managing existing records on Center, sending records to FRC/NARA, and day to day support.  Specific records management functions are identified below.  It is anticipated that the work level will be consistent with 2 work year equivalents. 
The contractor shall provide support to the Records Management Program as required in the following areas:
· Prepare the appropriate forms for shipping documents to FRC and coordinating the shipping efforts
· Assist the Records Manager with records projects: inventory, audits, etc. 
· Retrieve and return files to/from the NASA Technical Records Center (NTRC)

· Attend meetings: Shuttle Closeout, Constellation Program, etc.
· Database entry: relocation of records from the NARA, FRC accession numbers  
· Pull reports from the database: records eligible for destruction, eligible to send to FRC, etc.
· Research dispositions for the Records Manager in the NASA Records Retention Schedule
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