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NASA ARC TASK ORDER 

PART I – STATEMENT OF REQUIREMENTS/TASK DESCRIPTION 

Task Order Number 0007 
Mod Number 0 Date TBD 

 
SECTION 508, ELECTRONIC AND INFORMATION TECHNOLOGY ACCESSIBILITY 

COMPLIANCE (EITAC) 
Yes___   No ___   This task includes EIT items and the EITAC documentation is attached.  (See 
http://section508.arc.nasa.gov) 
 
 

Task Title  Fleet Management Support (SOW 4.7) 
Task Requester  
Org Code JSL Extension  
 
Task requires contractor access to Government database(s)  Yes __ No __  

 
 AFFIRMATIVE PROCUREMENT 

___  The item(s) being purchased are NOT on any of the EPA’s Comprehensive Procurement 
Guideline lists,  OR 
___  The item(s) are on the EPA’s Comprehensive Procurement Guideline lists, AND 
          ____  They meet the minimum recycled/recovered content,  OR 
          ____   A waiver signed by the designated Environmental Program Manager is attached.  
See http://www.epa.gov/cpg/products.htm) 
 
Authorization to proceed required?    ______ Yes                 _____ No 
Start work:  ____  Yes ____ No                    NTE:  _______________________________(30 
day estimated) until task order plan is approved. 
 
                                           
Signature/Date 
COTR: 

                                          Signature/Date 
Contracting Officer: 

 
Task Background 
The Transportation Office manages the fleet operations and maintenance in accordance with 
(IAW) the fleet management standards, Executive Orders (EOs), NASA Procedural 
Requirements (NPRs), NASA Policy Directives (NPDs), 41 Code of Federal Regulations 
(CFRs), instructions, policies, notices, and other federal and state regulations.   
 
Requirements include roadside services; dispatching; equipment lease/rental services; fuel 
distribution and database maintenance; bicycle repair; shuttle bus services; pick-up delivery and 
service of vehicles requiring exchange, termination, preventive maintenance, repair, and 
inspections on Government-owned vehicles and equipment in accordance with industry, 
manufacturers and OSHA Voluntary Protection Programs (VPP) requirements; and other 
actions in support of General Services Administration (GSA).  Repairs are generally made on-

http://section508.arc.nasa.gov/�
http://www.epa.gov/cpg/products.htm�
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site; requests for off-site service require a written justification and COTR’s approval.   Required 
certifications and licenses must be current and appropriate to the equipment or vehicle used in 
operation and shall be IAW federal, state, and local regulations.  Fleet management also 
requires a 5-year phased plan for replacement of various vehicles.  
 
In addition, ARC supports trip reduction through the Ames Commute Alternatives Program 
(ACAP).  Rideshare information, Santa Clara Valley Transportation Authority (VTA) bus and 
light rail schedules, and CalTrain timetables are available to all employees. Current shuttle 
service hours are Monday through Friday,(6:35 – 9:16 a.m. and 3:40 – 6:06 p.m.), between “the 
Mountain View, CalTrain station, Ellis Street Light Rail, and ARC.” 
 
ARC’s Fleet is managed IAW with the Executive Order 13423 (Strengthening Federal 
Environmental, Energy, and Transportation Management); NPD 6000.1B (Transportation 
Management);  Energy Policy Act; NPR 6200.1C (Transportation and General Traffic 
Management); APD 6711 (Bicycle Program); APR 1700.1 (Health and Safety Manual) Vehicle 
Safety, Fleet Management Handbook; 41 Code of Federal Regulations (CFR) sections 101-39, 
102-34; Federal Acquisition Regulations (FAR) Part 51; State and Federal Regulations; and 
GSA directives. 
 
See Fleet Management historical data in Attachment J.1(b)7 and the Virtual Tour presentation 
 
Task Description 
 
All work shall be performed in accordance with the appropriate regulations and Statement of 
Work (Attachment J.1(a)1) section 4.7. Specific task actions to support this functional area are 
as follows: 

4.7.1 Vehicle/Equipment Maintenance Support 
• Provide repair and preventive maintenance services, including for equipment which has 

exceeded its life expectancy, as if it were in its last year of expectancy. (See Historical 
Data) 

• Conduct safety inspections every six (6) months, calibrations every twelve (12) months, 
load tests every twelve (12) months, and other related services appropriate for 
vehicles/equipment listed in Section J at least once every six (6) months   

• Perform diagnostic inspection on each vehicle maintained in the fleet.  
• Provide off-site repair services for Special-Purpose Mobile Equipment (SPME) that may 

not physically fit into the ARC service bays. The Contractor shall be responsible and 
accountable for security and conveying such vehicles to an off-base facility and their 
return when repairs are complete.   

• Develop an annual schedule (subject to approval by COTR/designee) for required 
vehicle smog and smoke tests. Ensure vehicles are smoke and smog certified, maintain 
copies of certificates, and make these records available for data calls.  

• Develop an annual schedule for motor vehicle preventive maintenance, and perform 
accordingly 

• Maintain records of all repairs, including road side services, and maintenance services, 
safety inspections, calibrations, load tests, and other related appropriate inspections.  

•  Maintain current certifications and licenses, repairs and preventive maintenance 
services, calibrations, inspections (safety, vehicle, etc.), and all other related fleet  
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management records, and make them readily available for data calls, reports and/or 
COTR/designee review   

• Arrange for off-site repair of large SPME vehicles that cannot be serviced on-site or for 
smog and smoke inspection services, which are not available on-site.  The Contractor 
shall be responsible and accountable for vehicle security, delivery, and pick up when 
repairs or inspections are complete 

• Deliver and pick up GSA vehicles requiring exchange, termination, preventive 
maintenance, repair, and/or other action.  Maintain current GSA vehicle information, and 
make the information readily available for data calls and/or COTR/designee review 

• Provide vehicle mileage and Preventive Maintenance completion date to GSA via 
7FFMileagePMDue@gsa.gov, and provide a copy to the COTR/designee 

4.7.2 Tow Truck (Wrecker)/Road Side Services 
• As required tow or transport disabled vehicles and remove improperly parked vehicles 

(including non-Government vehicles) when requested by police or authorized 
Government representative  

• As required respond to phoned-in service calls, performing the required services.  
Service Calls are limited to Government vehicles and SPME 

• Perform roadside services, including jump starting and/or replacing batteries, 
repairing/changing tires, and other minor repairs and adjustments necessary to return 
the equipment to an operational status 

4.7.3 Equipment under Manufacturer’s or Installer’s Warranty   
• Maintain and track equipment/vehicle warranties, including components warranty and 

replacement provisions 
• Report defects in material or workmanship, defective parts, or improper installation and 

adjustments  
• Make timely and appropriate corrective actions 

4.7.4  Fuel Distribution Support    
• Control and issue fuel at the existing Government self-service operated dispensing 

stations IAW the Bay Air Quality Management District (BAQMD) 
• Conduct inspections of fuel stations daily IAW BAAQMD Regulation 8-7-301.13, 

BAAQMD Regulation 8-7-301.14,  California Air Resources Board VR-201H and VR-
202H and Santa Clara County regulatory citations at 
http://www.sccgov.org/sccsearch/ui.jsp 

• Conduct monthly inspections and annual testing of EVR equipment.  Maintain inspection 
log and make the information readily available to the COTR   

• Maintain the EVR equipment, including repair, replacement or retrofitting   
• Ensure vehicles and equipment are safety inspected, maintained, repaired and 

overhauled IAW applicable guidance, regulations, and VPP requirements 
• Maintain current records of all fuel (propane, unleaded, diesel, etc.) usage, inventory, 

inspections, and test results of fuel stations  
• Maintain inspections, testing, results, replacement, repair, latest vapor recovery test 

results, forms, and maintenance log of EVR equipment.  Make this information available 
for data calls, monthly reports and COTR/designee’s review 

mailto:7FFMileagePMDue@gsa.gov�
http://www.sccgov.org/sccsearch/ui.jsp�
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4.7.5 Database Maintenance 
• Maintain ExtraFLEET® used in tracking quantities of diesel, unleaded, and other fuels 

dispensed to each vehicle or piece of equipment.  Integrate information provided by the 
government from FuelMASTER® Rule Management System data into the CMMS 
database (ExtraFLEET® system).  No data, except data entered in error by the 
Contractor, shall be deleted from the database without the written consent of the COTR 

• Back up the database system daily, using external media.  All other modules available in 
ExtraFLEET® are available for the Contractor’s use at its discretion  

• Manage FuelMASTER®  Rule Management System 
• Provide suggestions to improve or modify the configuration of the databases to the 

COTR for approval and take action as appropriate 
• Maintain current records, and make this information available for data calls, reports, and 

COTR/designee review 

4.7.6 Dispatching Support 
• Conduct vehicle check-out and check-in inspections prior to pickup or turn-in with the 

driver 
• Verify the driver has current NASA badge, driver’s license, and certifications appropriate 

to operate the vehicle/equipment 
• Issue a trip card (ARC 323) for any dispatched vehicle to be used off-site 
• Provide to the driver with a credit card for purchasing fuel 
• Obtain, from the user, a written memorandum authorizing overnight use of vehicle, and 

submit to the Transportation Officer for approval  
• Monitor, track, and record motor vehicle utilization record and dispatch log for 

dispatched vehicles and equipment (See Historical Data) 
• Obtain a copy of travel order and written memorandum authorizing user to keep vehicle 

at residence 
• Maintain current dispatching log, and make information available for data calls, reports 

and COTR/designee’s review 
 

4.7.7.1 Shuttle Services 
• Maintain records of daily usage activities, with arrival and departure time, and head 

count for monthly reporting, data calls and make the information available for 
COTR/designee’s review  

• Maintain and follow a schedule for ACAP shuttle bus services according to established 
route 

• Maintain the ARC ACAP website, updating as changes occur  
• Obtain recommendations or suggestions from riders or customers for ACAP process 

improvement  

4.7.7.2 Bicycle Repair and Lockers 
• Institute and maintain an effective and efficient program for issuing bicycle lockers to 

personnel commuting by bike 
• Provide bicycle lockers and repair services for government-owned bicycle as necessary 
• Maintain current inventory of bicycles and lockers and repair log and other related 

records  
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Period of Performance 
Begin Date TBD End Date TBD 
 
Performance Requirements Summary 
 

Required Service Summary of Service 
Performance 

Threshold 
Method of 

Surveillance 
4.7.1- 
Vehicle/Equipment 
Maintenance 
Support  
 

• Perform repair and support 
preventive maintenance 
services to all 
vehicles/equipment 

• Provide safety inspections and 
other related services 

• Complete diagnostic 
inspections 

• Schedule and maintain annual 
schedules (Vehicle Smog test, 
Preventive Maintenance, GSA 
vehicles) 

• Provide GSA support as 
described in SOW 

 
 
 
• 95% Overall 

performance 
(timeliness and 
accuracy) 
 

• 100% compliance 
IAW safety 
regulations 

 

 
• Customer 

complaint 
• Review of site 

and records 
(documentatio
n and logs 
books) 

 

4.7.2  – Tow Truck 
(Wrecker)/Road 
Side Services 
 
 

• Support  towing/transport 
services of disabled and 
improperly parked vehicles 

• Perform road side services  
 

 
95% Overall 
performance 
(timeliness and 
quality) 
 

 
Customer 
complaint 

4.7.3 - 
Equipment 
under 
Manufacturer’s 
or Installer’s 
Warranty  

• Maintain and track all 
warranties 

• Report defects of materials, 
parts, improper installations and 
adjustments. Provide timely 
corrective actions 

 
95% Overall 
performance 
(timeliness and 
quality) 
 

• Customer 
complaint 

Review of site 
and records 
(documentation 
and logs books) 
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4.7.4  Fuel 
Distribution 
Support    
 

• Maintain self-service 
operated stations IAW 
BAQMD and perform daily 
inspections 

• Perform monthly 
inspections and schedule 
annual EVR testing  

• Conduct vehicle and 
equipment  safety 
inspections, maintained, 
repaired and overhauled 
according to applicable 
guidance, regulations and 
requirements 

• Retain all 
records/inspections  

• 95% Overall 
performance 
(timeliness and 
accuracy) 
 
 
 

• 100% compliance 
IAW safety 
regulations 

 

• Review of site 
and records 
(documentatio
n and logs 
books) 
 
 

• 100% review 

4.7.5 - Database 
Maintenance 

 

• Maintain and enter fuel 
usage by type 

• Perform back up to the 
data system daily 

• Manage FuelMASTER®  
Rule Management System 

• Maintain all records 

 
 
95% Overall 
performance 
(timeliness and data 
accuracy) 
 

 
• Review of site 

and records 
(documentatio
n and logs 
books) 

4.7.6 - Dispatching 
Support 

 

• Perform check in/out 
vehicle inspections 

• Validate licenses and 
certifications  

• Provide trip cards and 
credit cards 

• Request for a written 
memorandum of overnight 
use for approval 

• Maintain and record 
utilization records and logs 
of  dispatching services 

• Retain a copy of travel 
order and written 
memorandum 
authorizations 

 
 
 
 
 

• 95% Overall 
customer 
satisfaction  
 

• 95% Overall 
performance 
(timeliness and 
quality) 

 
 
 

 
 
 
 
• Customer 

complaint  
 
 
• Reviews of 

site and 
records 
(documentatio
n and logs 
books) 

 
4.7.7.1 - Shuttle 
Services 

 

• Maintain and record daily 
usage 

• Maintain and follow the 
required ACAP schedule 

• Update the website as 
necessary 
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• Inquire with customers of 
process improvements 

4.7.7.2 Bicycle 
Repair and Lockers 

 

• Maintain the issuance of 
bicycle lockers 

• Provide bicycle lockers 
and repair services for 
government owned 
bicycles 

• Develop an inventory 
listing of all bicycles, 
lockers and repairs and 
records 

CDRL - See 
specifics below. 
 

1.  Monthly Status Report:  Brief 
summary of work accomplished 
during the period, due no later 
than the 5th business day of the 
following month.  See Attachment 
J.1(a)3 

95 % Overall 
performance 

(timeliness and 
accuracy) 

Review of 
records 

2.  Motor Vehicle Cost Per Mile – 
Quarterly: See specifics below. 
 

3. Bureau of Automotive Repair 
(BAR) Form 79-19 and 79-21 - 
Report of California State 
Required Fuel Smog and Smoke 
Test  - Annually: See specifics 
below. 
 100% Overall 

Performance IAW 
regulations (timeliness 

and data accuracy) 

100% review of 
records 4.  Federal Automotive Statistical 

Tool (FAST) Report – Annually: 
See specifics below. 
 
5. OMB Transportation 
Management Scorecard – Semi-
Annually: See specifics below. 
 

CDRL - See 
specifics below. 
 

6. Vehicle Inspection Report – 
Weekly:  See specifics below. 
 

95 % Overall 
performance 

(timeliness and data 
accuracy) 

Review of 
records 
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Contract Data Requirements List (CDRL):  In addition to the Monthly Status Report 
Attachment J.1(a)3), provide the following reports: 
 
 
1.  Motor Vehicle Cost Per Mile - Quarterly 

Electronic Distribution:  
Task Manager, Code JSL, M/S 
255-3 COTR, Code JSL-M/S 255-
3 

Complete and submit a Quarterly Motor Vehicle Cost 
Per Mile Report no later than the twelfth (12)  day 
following each quarter in accordance with NPD 6000.1B.  
See sample report below. 
 

2.  Bureau of Automotive Repair (BAR) Form 79-19 and 79-21 - Report of California 
State Required Fuel Smog and Smoke Test  - Annually 
Electronic Distribution: 
Task Manager, Code JSL, M/S 
255-3 COTR, Code JSL-M/S 255-
3 

Complete and submit Form 79-19 (Letter of Response) 
and 79-21 (Annual Reporting Transmittal) or an 
equivalent form prescribed by the Bureau of Automotive 
Repair no later than the last business day of December 
each year.  See sample report below. 

3.  Federal Automotive Statistical Tool (FAST) Report - Annually 
 Electronic Distribution: 
Task Manager, Code JSL, M/S 
255-3 COTR, Code JSL-M/S 255-
3 

Complete and submit a report via the fastweb website 
(https://fastweb.inel.gov/), Department of Energy web-
based FAST report IAW NFS 1852.223-76 no later than 
October 15th of each year. See sample report below.   

4.  OMB Transportation Management Scorecard – Semi-Annually 
 
 
Electronic Distribution: 
Task Manager, Code JSL, M/S 
255-3 COTR, Code JSL-M/S 255-
3 

Complete and submit semi-annual reports to include 
fiscal data on ARC’s motor vehicle fleet.  The reports for 
January and July are due no later than the fifth business 
day of the month following the reporting period.  See 
sample report below. 

5.  Vehicle Inspection Report - Weekly 
 
Electronic Distribution:  
Task Manager, Code JSL, M/S 
255-3 COTR, Code JSL-M/S 255-
3 

Complete and submit a consolidated Vehicle Inspection 
Report of vehicle inspections performed during a week.  
This report is due no later than first business day 
following the reporting period. See sample report below. 

 
 

https://fastweb.inel.gov/�
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PART II – TASK ORDER PLAN PROPOSAL AND APPROVAL SUMMARY 
Period of Performance: Contractor Task Leader: 

This Request: 
___ Original     

___ Modification 

Categories This Request 
Task Estimate 

Cumulative Total Task 
Estimate 

Labor Hours   
Labor 

(Burdened) 
  

Site/Program Manager Direct Labor   
ODC’s    

COTR    
Total   

Comments: 
 
 
 
 

Task Requester 
 
 

COTR Site/Program 
Manager 

Contracting 
Officer 

 

Definitions 
 
Hazardous Wastes: Waste materials that are toxic/poisonous, corrosive, irritating/sensitizing, 
radioactive, biologically infectious, explosive, flammable, or that present a significant hazard to 
human health and the environment as determined by Federal, State or Local regulatory 
authorities/regulations. Special handling procedures and facilities are required in their disposal.                                                  
 
Preventive Maintenance (PM): The planned, scheduled periodic inspection, adjustment, 
cleaning, lubrication, parts replacement, and routine repair of equipment and systems for which 
a specific operator is not assigned. PM consists of many checkpoint activities on items that, if 
disabled, would interfere with an essential operation, endanger life or property, or involve high 
cost or long lead time for replacement.  
 
Repair: Repair is the restoration of a piece of equipment, a system, or a real property facility to 
such a condition that it may be effectively utilized for its designated purpose(s).  Repair may 
entail overhaul, reprocessing, or replacement of constituent parts or materials that have 
deteriorated; or replacement of the entire unit or system if beyond economical repair.  
 
Special Purpose Mobile Equipment (SPME): Defined as commercially available, equipment that 
incorporates internal combustion or electric engine power designed for special-purpose use, but 
not limited to e. g., forklifts, bulldozers, cranes, fire trucks, tractors, air-compressors, electric 
generators (Mobile), and certain aircraft ground support equipment. In undefined areas the 
COTR/designee will make the final determination as to whether equipment will be treated as 
SPME. 
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6.2   List of Acronyms 
 

ACAP  Ames Commute Alternatives Program 
AFV  Alternate Fuel Vehicles 
BAAQMD  Bay Area Air Quality Management District 
DMV  Department of Motor Vehicles 
EO  Executive Order 
EPA  Environmental Protection Agency 
EVR Enhanced Vapor Recovery 
FPMR  Federal Property Management Regulation 
GSA  General Services Administration 
LIMS  Logistics Information Management System 
MSDS  Material Safety Data Sheets 
OSHA  Occupational Safety and Health Administration 
PM  Preventive Maintenance 
RCRA  Resource Conservation and Recovery Act 
SPME  Special Purpose Mobile Equipment 
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SAMPLE REPORTS 
 

CDRL #1 -  Motor Vehicle Cost Per Mile – Quarterly 
 

 



Attachment J.1(b)6 – Contract Task Order #0007 
Logistics Management Services (LMS)  

RFP Number NNA09281196R  
 

CTO #0007  
Page 12 of 16 

 

 
CDRL #2 -  Bureau of Automotive Repair (BAR) Form 79-19 and 79-21 - Report of California 
                   State Required Fuel Smog and Smoke Test  - Annually 
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CDRL #3 - Federal Automotive Statistical Tool (FAST) Report – Annually 
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CDRL #4 - OMB Transportation Management Scorecard – Semi-
Annually
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CDRL #5 - Vehicle Inspection Report - Weekly 
 
 

 
      

 

Daily/Weekly Inspection Log 

  Reporting Period:  
 
  

        

Work Area / Vehicle 
Wk 1 Wk 2 Wk 3 Wk 4 Wk 5 Daily 

Inspection 
Checklist 

Notes / 
Comments 

Date Date Date Date Date 

                

Shipping / Receiving               

NA-0013, Cat Forklift               

NA-0102, Prime Mover 
Lift               

                

Moving Services               

NA-0086, Hyster Forklift               

NA-0570, Mack Trk               

NA-0578, Mack Trk               

                

Property Disposal               

G42-53581, Ford F-150               

NA-0103, Prime Mover 
Lift               

                

Mail Service Center               

NA-0077, Daihatsu               

NA-0080, Daihatsu               

NA-0081, Daihatsu               
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Motorpool               

NA-0517, Lil Bird 
Shuttle               

NA-0518, Lil Bird 
Shuttle               

NA-0589, Thomas Bus               

G43-1163G, Svc Trk               

NA-0618, Intl Tow Trk               
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