TA SoW


STATEMENT OF WORK
Center Operations Support Services (TA)
Task 1- Clerical Support

1.0
Introduction

The Contractor shall provide all necessary personnel required for delivery of the services described here.

1.1
Services Descriptions

The services are described in the below summary: 

3.0
General Office Services



3.1 
Telephone Services


3.2
Visitor Services


3.3
Meeting Services, Telecommunication Services, and

Scheduling Conference Room
3.4
Information Dissemination



3.5
Ordering Supplies



3.6
Copying/Faxing/Graphics/Photo Services



3.7
Records Management



3.8 Data Management Services



A.  Desktop Processing




B.  Travel Coordination




C.  Correspondence Tracking


 
4.0 Property Coordination

   
5.0 Key Control


6.0 Badging and Area Access

2.0
Management and Administration

The Contractor shall provide the project management (on-site) supervisor(s) to satisfy the requirements of this contract.  
Project management includes personnel matters relating to contractor employees, ensuring that the contractor employee relationship with the assigned NASA organization is followed in accordance with the Contractor’s Management Operating Plan, and ensuring that delivered services meet the performance standards identified in this contract. 
2.1
Resources Management
The Contractor shall manage the labor, material, and other resources to perform the work described.  This shall include providing a backfill for personnel absences greater than 5 workdays.  The Contractor is expected to take all steps to ensure a seamless transition between employees.  The Contractor shall provide services outside normal business hours (nights, weekends, and holidays) on an as-needed basis.  The Contractor may be required to provide priority services that may also require reprioritization of an organization’s Clerical Service Requests.  In the event of a conflict, prioritization of Clerical Service Requests shall be resolved by the designated Technical Management Representative (TMR) and the initiating customer.

3.0
General Office Services
3.1 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.


3.2 Visitor Services


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 will be escorted from initial greeting place to their end destination.  The Contractor shall be familiar with the KSC badging process.  
3.3 Meeting Services, Telecommunication Services, and Scheduling 
    Conference Rooms


The Contractor shall coordinate the logistics for on and off-site meetings.  Meeting services will 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.  

3.4
Information Dissemination


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 may 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.

3.5
Ordering 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.  

3.6
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.

3.7 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).

3.8
Data Management Services
3.8A. Desktop Processing

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 NPR 1450.10D, “NASA Correspondence Management and Communication Standards and  Style,” at URL: http://nodis3.gsfc.nasa.gov/displayDir.cfm?+=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
The Contractor shall obtain signatures for documents, route documents, and prepare routing documents as required. The Contractor shall create, input data into, and maintain authorized office tracking systems and/or action logs, electronic spreadsheets, and other office electronic systems, including web-based documents.  The Contractor shall be knowledgeable of and remain proficient in Microsoft Office Products, Word, Excel and Power Point. Accurate correspondence, charts, and presentations shall be completed to meet the requirements of the office.  
3.8B. Travel Coordination


The Contractor shall prepare official domestic and international travel documentation for supervisors 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.

3.8C. 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.
4.0
Property Coordination

The Contractor shall inform the organization’s property custodian of any property or equipment, including furniture that needs to be moved, obtained, replaced, repaired, or excessed.  The Contractor shall follow-up on requests with to ensure all required information has been furnished. 
5.0
Key Control

The Contractor shall attend Key Custodian training and provide Key Control Custodian services for individuals in the office.  The Contractor shall prepare the proper paperwork for issuance, return, and lost keys.  The contractor shall maintain Key Control records for the office and verify accuracy.  
6.0  Badging and Area Access Permits


The Contractor shall coordinate area permit badging (both temporary and permanent) for employees in the office and associated contractors.  The Contractor shall make arrangements for visitor badging on the Center as required by the office.  The contractor shall attend all necessary training for approving temporary access onto the Center, arranging for area access permits and to follow HSPD12 requirements.  

Task 2- Program Management Support
Purpose – The contractor shall perform professional support services for the Center Operations Directorate that comply with Agency strategic initiatives.  The contractor shall provide support service staffing of appropriately qualified personnel, as approved by the Government, and such other required resources (except as may be expressly stated herein as Government-furnished) necessary to perform duties required for the efficient day-to-day operational functions prescribed by SAP requirements, that include development , design and overall implementation of follow-on IEMP modules and E-Gov initiatives.  These duties are specified in the tasks described below.  Contractor shall provide training in the SAP processes that include creation of job aids, all testing of SAP software, upgrades, and patches and producing requested data for all financial statement audits.

Program Management Support

The position described below shall provide Business Management support to the Budget Management Branch within the Center Operations Directorate to accomplish the required duties as outlined below:

Program Analyst

(1) Analyze and interpret financial and budget data for management and technical users

(2) Gather financial data in support of financial audits and other requests
(3) Develop and maintain integrated schedules for various projects
(4) Maintain data that feeds into internal metrics and update metrics quarterly

(5) File contract data deliverables, contract modifications and other office documentation  
(6) Prepare and integrate Microsoft Power Point presentations and Excel spreadsheets.
(7) Support the Planning, Programming, Budgeting and Execution (PPBE) and Operating Plan processes
(8) Perform on-going reconciliation activities, comparative analysis and traceability for PPBE and Operating Plan submissions

(9) Prepare monthly cost reporting, funding status, variance and trend analysis
(10) Prepare reports from DSS or similar contractor automated cost tracking system

(11) Provide database maintenance with emphasis on data input, query, and report generation capabilities used in the presentation of the projects’ budget, changes and funding
(12) Receive, evaluate, process and maintain a tracking log of customer work orders including cost, schedule and funding status 

Task 3- Logistics Support

A. BACKGROUND
This Statement of Work (SOW) describes the services to be provided by the support contractor to NASA- Kennedy Space Center (KSC).  The Contractor shall provide the necessary personnel required for delivery of the services described in this document.
NASA-KSC requires contractor support to augment the existing institutional logistics and services civil service workforce to support the Center and its customers. The required support shall be limited to surveillance, audits, observations, data collection, data analysis, coordination, technical and  schedule status, and providing recommendations to NASA.

B. OBJECTIVE

1. In order to appropriately manage the institutional logistics and services function, NASA-KSC plans to augment its civil service workforce by utilizing support contractor personnel.  Specific skills possessed by this support contractor shall include:

2. Ability to collect and analyze data and develop required reports.

3. Ability to integrate, coordinate, and communicate logistics information and data.

4. Ability to work in a team environment.

C. SCOPE OF WORK

This work effort shall support the Logistics and Services Branch, TA-E1, in accomplishing institutional logistics planning, implementation, and operations.  

1. The support contractor task definitions include:
a. Institutional contractor surveillance:

b. Audits of contractor deliverables

c. General observation

2. Document reviews – procedures and processes

a. Reports:

b. Schedule status

3. Technical progress and/or problems, and recommendations
4. Data analysis and metrics validation.

a. Logistics requirements and processes evaluation:

b. Analyze requirements 

c. Recommend improvements 

5. Recommend process enhancements

6. Assist in performing studies and project oversight.

a. Records Management
b. Retain records in accordance with NASA-KSC procedures and requirements.
D. DELIVERABLES AND SCHEDULE

1. The support contractor is required to document and provide the Contracting Officer Technical Representative (COTR) the following deliverables: 

2. Informal weekly reports to include status of assigned tasks.

3. Monthly summary report to include institutional contractor performance against contract requirements.

All deliverables shall be submitted in electronic form via email attachment, CD, or USB mass storage device (Microsoft Office Format).  The deliverables identified in this effort shall be clear, concise, accurate, and submitted in accordance with the established timeline.

E. APPROACH AND METHODOLOGY

The support contractor shall take general direction from the NASA representative to successfully execute this SOW.  The contractor shall interface with the COTR to address interface issues beyond the support contractor’s control.

F. DEPARTMENT RESPONSIBILITIES

1. COTR will provide the contractor:

2. Access to KSC as necessary.
3. Technical representative available to answer questions and assist in addressing interface issues.

G. CONTRACTOR RESPONSIBILITIES

The contractor will operate in a professional manner appropriate to the office environment and will submit all deliverables accurately and on time.

1. GENERAL INFORMATION

2. Majority of the work for this study will be performed on-site using contractor provided office equipment, including computer and any associated software.
a. Representative

b. COTR: Sandeep Wilkhu, TA-E1

3. Technical representative : Grady McCoy, TA-E1

4. Performance Standards and Quality Measurement
Work will be complete on time and within the parameters of the SOW.  A monthly report of the status of deliverables will be approved by COTR.

Task 4- Accounting Support

 A. BACKGROUND
NASA-KSC is responsible for evaluating freight and household goods invoices. This includes, but not limited to, review and pre-payment auditing activities related to invoices generated by Transportation Service Providers (TSP) for services provided to KSC. Required support includes:

1. Reviews to ensure adherence to NASA and other government processes and procedures.

2. Pre-payment audits to ensure accurate and timely disposition of freight invoices

3. Resolution of outstanding freight issues

This effort is being undertaken to assist NASA-KSC in delivering uninterrupted invoice review and audit services as they relate to freight and household goods.  

B. OBJECTIVE

The contractor will provide the specified services in support of NASA-KSC applicable freight operations.   The Contractor’s work will be performed in accordance with all applicable laws, regulations, and executive orders, as well as NASA and KSC policies and procedures. 
C. SCOPE OF WORK

1. The scope of this SOW includes freight and household goods (HHG). These activities related to KSC accountable services include the following:

· Invoice Support: 
· The contractor shall act as the primary point of contact and process the following: TSP invoices, KSC employee generated invoices, freight invoices destined for KSC from other NASA Centers, HHG invoices, and inbound vendor shipment invoices. 

· The contractor shall coordinate and communicate all KSC accountable freight contractor transmittals and invoices. 
2. Review and Audit: 

· In performing review and audit activities the contractor shall refer to rate tenders, tariffs, quotes, other TSP agreements for freight services, and Transportation Management Services Solutions (TMSS).

· The contractor shall: analyze freight statements/vouchers for accuracy, ensure invoice is directed to responsible center/company/payee, assess any final charges that are 10% over estimate, ensure appropriation freight fund codes, submit vouchers for KSC certification, adhere to the 30-day Prompt Payment Act, and audit outstanding HHG invoices for payment IAW HGB Tariff 415G.

3. Resolve outstanding issues:

The contractor shall be responsible for resolving all outstanding discrepancies and ensuring invoice accuracy. The contractor shall work directly with freight carriers to evaluate and reconcile freight-related invoice discrepancies

D. DELIVERABLES AND SCHEDULE

The contractor is required to document and provide the Contracting Officer’s Technical Representative (COTR) and the KSC Transportation Officer the following deliverables: 

1. Monthly summary report, this report shall include:

2. Invoice status

3. Outstanding issues

4. Discrepancy status

5. Issues and concerns

All deliverables shall be submitted in electronic form via email attachment, CD, or USB mass storage device (Microsoft Office Format).  The deliverables identified in this effort shall be clear, concise, accurate, and submitted in accordance with the established timeline.  

1. The contractor shall provide expertise to execute processes and procedures in accordance with (delivered products shall comply with the following documents):
2. KNPR 6000 Transportation Support System Handbook 
3. FAR 42-12 and Part 47, FTR chapter 302
4. 41 CFR-102-117 and 118, HGB 415-G  
E. CONTRACTOR RESPONSIBILITIES
The contractor will operate in a professional manner appropriate to the office environment and will submit all deliverables accurately and on time.

5. F. GENERAL INFORMATION

6. Workspace for on-site contractor employees will be in an office environment.   

7. This position requires the contractor to interface with freight contractors, employees, and other entities to resolve invoice discrepancies and other freight related issues.

8.  This position is in accordance with Code of Federal Regulations (CFR), Title 41 – Public Contracts and Property Management; Chapter 102 – Part 102-116 Transportation and Audit

a. Representative

b. COTR: Grady McCoy, TA-E1
9. Transportation Officer: Leslie Carrol, TA-E1

10. Performance Standards and Quality Measurement
Work will be complete on time and within the parameters of the SOW.  A monthly report of the status of deliverables will be approved by COTR.

Task 4- Project and Change Management Support Services

The contractor shall perform all specific tasks listed below, as necessary, to support the successful implementation of IEMP and eGov project modules at Kennedy Space Center.
Included are the following specific tasks:

1. Change Management (CM) Support
2. Provide stakeholder analysis and management.

3. Provide communication planning and delivery support, tailored to specific stakeholder groups.

4. Develop training plans and delivery methods, including schedules, logistics, and reports.

5. Provide business process alignment support services, including process and role mapping.

6. Apply knowledge management principles in the capture, evaluation, and application of lessons-learned and best practices.

7. Catalogue and apply CM best practices and lessons-learned from prior IEMP and eGov module implementations.

8. Apply and facilitate the application of relevant CM tools, techniques, and methods.
9. As required, provide coaching to project team members and/or project stakeholders.

10. Design and deliver teambuilding activities for the implementation team.

 10. Apply group problem solving tools to help the project managers address and solve problems that might arise during module implementations.

1. Project Management (PM) Support
2. Help design and implement the project governance and administration work-streams and related work processes.

3. Develop ways to surface, organize and status implementation risks and issues.

4. Analyze information delivery processes to identify reports and key elements of information used in business management decisions.

5. Lead process re-engineering efforts as they relate to gap analysis and impact analysis between current and future (“to be”) work flows.

6. Apply Customer Relationship Management (CRM) methods to manage customer expectations and tailor module implementations where appropriate and feasible.

7. Design, apply and report the outcomes of a Benefits Realization process.

8. Assess the relationships among the People, Process, and Product components of the module’s implementation.

9. Apply process control and Six Sigma methods to evaluate process development, encourage process improvement and control process performance.

10. Participate in weekly or periodic CM and/or PM telecon, WebEx, or ViTS sessions with KSC and Agency representatives.

 10. Prepare periodic status reports and participate in status    

     briefings.

· Qualifications:
· Undergraduate degree and at least three years experience performing CM and related project management activities, such as those described herein, for NASA and in the context of IEMP and eGov implementations.
· Expert knowledge of CM, PM and process alignment fundamentals as demonstrated through third party assessment and/or certification.
· Skill Requirements:

· Demonstrated experience in the full range of CM disciplines including communications, training, stakeholder management and process alignment.

· Comprehensive knowledge of CM and PM tools, methods and their specific applications.

· Expert knowledge of process analysis and improvement methods as demonstrated by Six Sigma Black Belt certification.
· Expert knowledge of PM as demonstrated through certification criteria developed and applied by top tier consulting firms.
· Exhibit a full range of interpersonal skills to work effectively with and coach leaders at every level.

· Working knowledge of KSC’s business model and organization structure.

· Working knowledge of each phase of the IEMP and eGov module implementation approach, i.e. formulation, blueprinting, realization and go-live/stabilization.

· Excellent organizational and communication skills

