XA SOW


Statement of Work

External Relations Support Services (XA)
The Contractor shall monitor the work activity and provide such insight and supervision of its on-site personnel as shall be required to provide an acceptable level of administrative coordination support for the KSC Education Programs and University Research Division.  The Contractor shall be responsible for establishing and maintaining good communications with the KSC Education Programs and University Research Division. The Contractor employees shall provide support to the NASA Office of Education at Kennedy Space Center.  Tasks shall center on assisting in coordinating, planning, scheduling, and executing KSC activities and programs. The Government anticipates that the Contractor shall need three Contractor employees for the ESMD Space Grant Administrative support, one Contractor employee for the INSPIRE project support, and one Contractor employee for the general education program support described below: 

A.   ESMD SPACE GRANT ADMINISTRATIVE SUPPORT 

In these duties, the Contractor employees shall communicate and coordinate activities with the 10 NASA centers, 52 Space Grant Consortiums, and various university campuses year round.  The Education ESMD Space Grant program, which the employees shall support during this time, shall include several student projects  (internships, Systems Engineering Paper Competition, Senior Design Projects, etc.) and faculty projects (Senior Design Course Development, Summer Project at Centers, etc.).   The service the Contractor employees shall perform shall include but not be limited to:

· Assist in the posting, evaluation, and selection of participants in Space Grant programs

· Assist in logistics with student internships and faculty placement at Centers

· Coordinate NASA Senior Design Projects 

· Schedule ViTs/telecons 

· Maintain a database with relevant program information including student, NASA technical POCs, Space Grants, and Faculty Fellows contact information, subprogram information, etc.

· Assist in advertising the system engineering paper competition and coordinate technical reviews

· Assist in the coordination of events in support of Space Grant projects

· Travel to a Space Grant Conference

B.   INSPIRE ADMINISTRATIVE SUPPORT

In these duties, the Contractor employee shall communicate and coordinate INSPIRE activities with the 10 NASA centers, NASA Headquarters, the INSPIRE Support Contractor, and various university campuses, high schools and associated educational organizations year round. This service would include but not be limited to:

· Assist in the posting, obtaining evaluation, coordinating selection panel, and associated logistics of participants in the INSPIRE project

· Assist in coordinating Federal Regulation processes to obtain necessary approval for INSPIRE components/activities (Privacy Act, Paper Reduction Act, COPPA, etc.).  

· Schedule ViTs/telecons 

· Maintain a database with relevant project information and metrics including student information, NASA mentor and Education POCs, program participation, etc.

· Assist in the coordination of events and collection of NASA educational modules in support of INSPIRE project

· Assist INSPIRE project manager in responding to NASA HQ requests

· Travel may be required

C.   Education Office Program Support

To perform these duties, the Contractor employee shall communicate and coordinate activities with NASA Headquarters Office of Education support staff, the 10 NASA Centers, various universities, students, and other contractors and government agencies.  This service would include, but not be limited to:

· Support in the development of new Education programs

· Assist in maintaining the KSC education programs web site

· Assist in logistics with student internships and faculty placement at KSC

· Request and verify NASA Education and Evaluation Information System (NEEIS) information for all students and mentors participating in an education program is complete

· Develop and maintain a student and mentor database

· Maintain a quarterly newsletter highlighting KSC Education activities and programs

· Primary coordinator for Operation Success student visit

· Co-chair of the Minority University Outreach Working Group

· Respond to requests for education programs information

· Assist with requests from Headquarters Office of Education

· Travel for one trip will be required
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