OP SOW


Statement of Work 

Office of Procurement Support Services (OP)
Task - Clerical Support

(1) The Contractor shall provide all necessary personnel required for General Office Services in the Central Industry Assistance Office OP-AM and OP-CS Offices.
(2) Telephone Service:  The Contractor shall answer incoming phone calls in a courteous and professional manner, determine the nature of the call, and transfer calls to the appropriate individual.  The Contractor shall take messages (including the name, phone number, and any other information pertinent to the phone call) when the intended call recipients are unavailable or out of the office.  The Contractor shall place phone calls or look up phone numbers, when appropriate.

(3) Visitor Service:  The Contractor shall receive, greet, and screen visitors in a courteous and professional manner.  The Contractor shall determine the nature and purpose of the visit and refer the visitor to the appropriate personnel in a courteous and professional manner.  Visitors shall be escorted from initial greeting place to their end destination.  The Contractor shall be familiar with the KSC badging process.  

(4) Scheduling:  The Contractor shall coordinate the logistics for on and off-site meetings.  Meeting services shall include scheduling, coordinating with all parties invited to the meeting and arranging telecommunications services and conference room services if needed.  The Contractor shall provide follow-up reminders to the invited parties the day of the meeting as needed.  If required, the Contractor shall keep current and accurate conference logs and minutes of the meetings.  Additionally, the Contractor shall schedule and maintain assigned conference room(s), ensuring that all necessary equipment (overhead projectors, multimedia PC’s, VCR,and other equipment) is available, in working condition, and set up for each meeting or conference as required.  

(5) Distribution:  The Contractor shall pickup, receive, open, and distribute original or copies of mail (Center, U.S. Postal, express services, and other mail deliveries), packaged material, announcements, directives, facsimiles, letters, correspondence (hardcopy and electronic), and packages to the appropriate personnel or organization in a specified timeframe.  Distribution service shall include delivery to any building at the Kennedy Space Center.  The Contractor shall disseminate additional information such as flyers, weather information, staff-meeting notices, announcements, safety notices, and other correspondence received for general distribution to office workers daily via bulletin boards or e-mail, in a specified timeframe.  In accordance with office protocol, the Contractor shall maintain an electronic or hardcopy log that includes incoming/outgoing correspondence and disseminated information.

(6) Office Supplies:  The Contractor shall survey and gather requirements for supplies to ensure the office has sufficient stock to avoid work interruption.  These lists shall be provided to the appropriate NASA employee to order.  All orders and expenditures for additional supplies shall be in accordance with current KSC policy, the General Services Administration authorized Boise Cascade Office Products Catalog, the Boise-I97 on-line catalog, or other authorized catalogs.

(7) Copying/Faxing/Graphics/Photo Services:  The Contractor shall photocopy, fax copies of materials, and prepare the documentation for graphic and photographic requests as requested.  This service includes finding fax numbers and assembling data packages.  When large volumes of copies are needed, or special graphic services are required, the Contractor shall prepare and obtain appropriate approvals as needed.  When Photographic services are required, the Contractor shall prepare and route any required approval documentation.

(8) Records Management:  The Contractor shall establish, review, maintain, and archive office files/records in accordance with KSC policy and NASA procedures.  In those instances where no filing/record system exists, the Contractor shall determine, implement and maintain a records system most conducive for the prompt retrieval of records, considering the type of materials, flow/processes; and extent of use. Where applicable, the Contractor shall follow procedures in accordance with NPR 1441.1D, NASA Records Retention Schedules (w/Change 3, 1/31/06).

(9) Data Management Services:  The Contractor shall provide word processing services by preparing or creating letters, presentation charts, memoranda, and other documentation.  Documents shall align with the following references:

· Gregg Reference Manual (Ninth Edition)

· Current edition of NHB 1450.10D, “NASA Correspondence Management and Communication Standards and  Style,” at URL: http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=1450&s=10D 
· Additional guidance for document/correspondence preparation can be found on the KSC Senior Secretary Team home page at URL: http://www.ksc.nasa.gov/nasa-only/groups/sst/toc.htm 
(10) Travel Coordination: The Contractor shall prepare official domestic and international travel documentation using the Travel Manager System.  This shall include making travel arrangements (e.g. aircraft, lodging, car rental reservations), preparation and processing travel requests, orders, vouchers, itineraries, schedules, and summaries. The contractor shall route travel orders and vouchers through the administrative approval process, coordinate and notify companies, organizations, or officials to be visited, and update travelers on the status of travel arrangements.  Travel orders shall be completed within 2 working days of notification of intent to travel.  Travel vouchers shall be completed within 2 days of receipt.  As requested, the Contractor shall maintain a database of the office’s travel budget, and track the budget allocation, expenditures, and projected expenditures.  The Contractor shall provide a monthly status of the remaining budget for the office.

(11) Correspondence Tracking:  In accordance with office procedures, the Contractor shall maintain an electronic or hardcopy action log that includes incoming/outgoing correspondence and actions assigned to the office. The Contractor shall notify the NASA supervisor concerning pending or late actions assigned to the office and disseminate pending action status to office workers.  The Contractor shall make the action item database electronically accessible for the office.

(12) Work Tracking Database and Spreadsheet maintenance:  The Contractor shall update and maintain those databases and spreadsheets that are used for internal work tracking.  The Contractor shall obtain data from NASA and other Government databases for incorporation in reports and metrics. 
Task - Procurement Analyst Support 

The contractor shall perform all specific tasks below to support the Joint Base Operations Support Contract (JBOSC) and to the Launch Service (OP-LS) Office within the KSC Procurement Office.

Specific tasks to be performed include:

(1) Maintain data that feeds into internal metrics and update metrics monthly.

(2) Maintain electronic conformed contract, including contract cost schedules.

(3) Log, route, and file audit reports.

(4) File contract data deliverables and documentation.

(5) Maintain contract modification log, maintain hard copy conformed contracts, and 

distribute modifications

(6) Track action items weekly

(7) Prepare Microsoft Power-Point presentations and Excel spreadsheets.

(8) File changes to procurement regulations.

(9) Log, route, and file contractor invoices and other contract submissions.

Task - IEMP Contract Management Module (CMM) Support (Procurement Specialist) 

The contractor shall perform all specific tasks listed below to support CMM functions and Procurement Policy and Review Business Systems Team.

Specific tasks to be performed include: 

(1) Perform data validation and verification of KSC contracts, purchase orders, and outline agreements (i.e. IDIQ’s, BOA’s, and BPA’s) within CMM and SAP, and Federal Procurement Data System – Next Generation (FPDS-NG). 

(2) Prepare reports from SAP and BW, and merge and structure data in a format suitable for use by OP management.
(3) Perform on-going reconciliation activities to ensure that data is consistent between the KSC SAP and CMM Purchasing Vendor Database and the Central Contractor Registration (CCR).

(4) Verify the accuracy of vendor data required to establish a new purchasing master vendor record or to affect changes to an existing record.

(5) Maintain file of record for all System Access Request forms (NASA Forms 1700) for KSC Procurement Office employees. 

(6) Prepare, submit; and track Service Requests (SR’s) that are required to create new SAP purchasing vendor master records and to affect changes to existing SAP purchasing vendor master records.

(7) Respond to data calls for correction of FPDS-NG records and for necessary reports. 

(8) Provide technical interface and support for the manual reconciliation of active procurement documents in any government systems.

(9) Provide technical interface and support for data verification and validation of procurement documents.

(10) Provide technical interface and support for training events sponsored by the Agency IEMP.

Task - Procurement Business System Support I

The contractor shall provide a resource that is skilled in the configuration and use of SAP software (i.e., Materials Management Module), CMM software including the interfaces with SAP and FPDS-NG, SAP and CMM Business Warehouse reporting tool, and NASA business processes/systems.  This position shall be responsible for tasks associated with the day to day maintenance of KSC specific utilization of the software and providing help desk assistance to all users on site.  This support may require periodic trips to the Core Financial Competency Center in Huntsville, AL or other NASA designated locations to participate in meetings, training development, testing and workshops.

Specific tasks to be performed shall include, but are not limited to the following:

(1) Recommend solutions to resolve end-users’ procurement related issues and problems relative to the Agency’s Core Financial System.

(2) Prepare and conduct new user training and continuing education for new and existing end-users and expert users in the Procurement Office.

(3) Trouble shoot error messages from CMM on specific documents and situations working with the end user and competency center.

(4) Work with OP and finance personnel to resolve discrepancies between the systems (CMM and SAP).

(5) Review and analyze IEMP CMM configuration and integration to SAP and provide guidance to the KSC CMM Team regarding any impacts to existing SAP business processes.

(6) Support training events sponsored by the Agency IEMP.

Task – Procurement Business Systems Support II

The contractor shall perform tasks listed below to support the CMM Project that includes being responsible for tasks associated with the day-to-day maintenance of KSC-specific configuration of the SAP software which shall include knowledge of configuration and use of SAP software (i.e. Materials Management Module), SAP Business Warehouse (BW) reporting tool, and NASA/KSC business processes/systems.  This support shall be provided on-site, remotely, or a combination of the two.

CMM and Materials Management Module Support

Specific tasks to be performed shall include, but are not limited to the following:

(1) Maintain the KSC SAP system configuration for the center’s Procurement Office Groups (i.e. PGrps).

(2) Develop, generate, and maintain procurement-related reports using CMM, SAP, and BW including, but not limited to the monthly, quarterly, and bi-annual metric reports for the KSC Procurement Office.

(3) Prepare and maintain procurement-related job aids and training materials.

(4) Recommend solutions to resolve end-users’ procurement-related issues and problems relative to the Agency’s Core Financial System.

(5) Prepare and conduct new user training and continuing education for existing end-users and super users in the Procurement Office.

(6) Review and analyze IEMP CMM configuration and integration to SAP and provide guidance to the KSC CMM Team regarding any impacts to existing SAP business processes.

(7) Support training events sponsored by the Agency IEMP.
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