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BACKGROUND

The scope of NASA’s science and technological research program encompasses a broad spectrum of activities beginning with establishing research priorities as the basis for developing discrete research solicitations and proceeding through publishing broad agency research and education announcements, receiving, tracking and evaluating and selecting education and research proposals. This process includes publicizing the goals and products of NASA’s research to the science/technical community and the general public, and creating opportunities for minority educational institutions to participate in NASA’s science and technological research program.   

NASA funds intramural and extramural research primarily through solicited proposals that may result in grants, cooperative agreements, contracts and arrangements with other agencies, non-profit organizations, industry and academia.  Solicitation mechanisms primarily used are NASA Research Announcements (NRAs), Announcements of Opportunity (AOs), and Cooperative Agreement Notices (CANs) though a few unsolicited proposals are also received. For more information on solicitation mechanisms see Chapter 3 of Requirements for the Conduct of NASA Research and Technology(R&T) (NPR) 1080.1A "3.1.2 Solicitation Mechanisms" in the Bidders Library. 
This is a Statement of Work (SOW) describing how a contractor will facilitate those solicitations, including support for planning peer reviews, meetings, publishing the solicitation, receiving and processing proposals, supporting the selection process, informing the proposers of the results of their proposals in response to the solicitation, and providing required information to NASA procurement to facilitate the disbursement of funds. In addition, this SOW includes support to information technology, the government’s e-government initiatives, generation of required and ad hoc reports, and outreach meetings, conferences, exhibits and website development and maintenance. 
An important component of this process is evaluation of proposals through peer review. Peer reviews evaluate relevance to NASA's objectives, intrinsic merit (which includes scientific or technical merit), the researcher's capabilities and qualifications, and cost.  NASA Federal Acquisition Regulation Supplement 1835.016 and 1872.403 requires that peer review will be the method used to evaluate and select research for funding.  More information on policies for peer review can also be found in NPR 1080.1A.
Specific peer review methods differ among NASA program offices, and even among disciplines within a given program office, depending on, for example, cost, resources brought to bear, experience, or the number and type of proposals received.  Some offices use standing review committees, some ad hoc committees, and some a combination of these for individual announcements.  However, the involvement of discipline experts to evaluate and document findings of proposal reviews is universal across NASA.


Peer reviewers include scientists, engineers, educators and other discipline related experts. Criteria for selection as a peer reviewer include the research they have conducted, publications, knowledge and experience, and ability to conduct an impartial review.  NASA and the contractor supporting research proposal processing maintain databases of discipline experts to identify appropriate reviewers. Acknowledged experts in a discipline and proposal authors themselves may also suggest other qualified reviewers.  Use of external peers ensures fresh viewpoints, alternative perspectives, and understanding of the state of the art. 

In practice, reviews are conducted by panel meetings (either in person or via video or telecon) and or using written evaluations (e.g., provided via the NSPIRES web interface), depending on the logistics specific to the review. These panels consist typically of 7 to 10 members, although sometimes larger panels of as many as 40 may be employed. It is possible that several sub-panels may be utilized. Panel members and written evaluations are solicited by phone, email etc., at the behest of NASA and all proceedings must be conducted in a confidential manner; the authors of a proposal are never involved in its review or that of directly competing proposals, and all reviewers are screened to ensure that they have no conflict of interest with the proposals they review.  This contract will cover all of the arrangements associated with the invitations, physical and electronic input, and panel meeting support for these reviews, in addition to reservations and travel for panel meetings.

INTRODUCTION

The contractor will manage and support specified aspects of soliciting and receiving, processing, and evaluating responses to the solicitations (e.g., proposals).  The contractor may also be required to take part in informing proposers of the status of their proposals, and preparing documentation that must be done to permit the disbursement of funds.  The contractor may also be called on to organize and support conferences or meetings.  

This support includes operating, maintaining and continuing to improve a Government-owned electronic system for submission, review and evaluation of proposals, announcements of awards, and conveying technical requirements packages and other materials to procurement officers (e.g., the NSPIRES system, see http://nspires.nasaprs.com). 

NASA is committed to accomplishing timely peer reviews consistent with NASA’s goal of 240 days or less for the entire solicitation to award process.  The contractor shall institute and maintain an effective organization that is responsible for the efficient accomplishment of NASA’s Peer Review activities and to meet or exceed the NASA overall performance goal.  Further, the contractor will support NASA’s efforts to achieve diversity in the selection of peer reviewer participants.  It is vitally important for the contractor to understand and be able to respond to somewhat different practices and requirements of the NASA customer organizations discussed below.  Instructions will be issued to the contractor in individual task orders that detail the specific actions to be performed (see the SRESS Work Breakdown Structure).  It is in these task orders that NASA will specify various activities identified in the Statement of Work.

Customer organizations for this contract are NASA organizational units that sponsor research solicitations, but some NASA Field Centers also receive contract support.  The organizations and programs that are most dependent on these contract services are:

(NASA’s Office of Education, see http://education.nasa.gov/home/index.html
(NASA’s Science Mission Directorate (SMD), see http://nasascience.nasa.gov/


(NASA’s Space Operations Mission Directorate (SOMD) see http://spaceflight.nasa.gov/home/index.html
(NASA’s Aeronautics Research Mission Directorate (ARMD) see http://www.aeronautics.nasa.gov/
(NASA’s Exploration Systems Mission Directorate (ESMD)see http://www.nasa.gov/directorates/esmd/home/index.html
SPONSORED RESEARCH EDUCATION AND SUPPORT SERVICES WORK BREAKDOWN STRUCTURE (WBS)

1.0  
PREPARATION OF PROGRAM ANNOUNCEMENT DOCUMENTATION AND SOLICITATION

2.0 NOTICES OF INTENT TO PROPOSE

3.0
PROPOSAL RECEIPT/PEER REVIEW PROCESSING/LOGISTICS

4.0  
ADMINISTRATION

5.0  
INFORMATION TECHNOLOGY 

6.0  
ELECTRONIC COMMERCE

7.0 REPORT GENERATION

   8.0    OUTREACH, MEETINGS, CONFERENCES, EXHIBIT, AND WEBSITE     

          SUPPORT

   9.0    Post-selection support for award tracking. 

  10.0
Electronic and Information Technology Accessibility Standards (Section 508)

APPENDIX A GLOSSARY OF TERMS

APPENDIX B Reimbursement Matrix
1.0
PREPARATION OF PROGRAM ANNOUNCEMENT DOCUMENTATION AND SOLICITATION

The Contractor is responsible for the efficient handling of all pre-solicitation and solicitation documentation, as well as documenting the process of handling the documentation.  The task order shall direct the contractor’s activities in regard to:

1.1  Assisting in preparation of solicitation schedule and milestone charts and provide reporting tools to track progress against such schedules/charts.

1.2  Performing logistics and notifications for workshops, conferences, on-site visits, and pre-solicitation meetings that may precede the development of Program Announcements as well as pre-proposal meetings; assist in the preparation of reports or minutes resulting from these activities.

1.3 
Assisting in preparation of solicitations and Federal Business Opportunities Announcements. 
1.4 Posting approved synopses and solicitations, via web (e.g., NSPIRES, grants.gov) and other announcements as required (e.g. email, web). Solicitations will be posted on date of release.

2.0 NOTICES OF INTENT

Solicitations issued will generally request that potential offerors submit a “Notice of Intent” to propose to be sent to a central location.  As directed by NASA the contractor shall:

2.1 Receive and log in Notices of Intent, including any specialized information specified by the Program Announcement.

2.2 Create/maintain an electronic database for Notices of Intent received in a manner that allows the ability to sort and provide subsets of data. (e.g. NSPIRES)

2.3 Within three working days after the Notices of Intent are due, prepare and deliver summary reports of information from the Notices of Intent (e.g. names of institutions, Principal Investigators, titles, sub-disciplines, or other information as may have been specified in the instructions in the Program Announcement.

3.0  PROPOSAL RECEIPT/PROCESSING/LOGISTICS

Each NASA Research or Education solicitation specifies proposal preparation instructions and the submission date and time, and other information (see http://nspires.nasaprs.com/ for examples). The contractor will, as directed by the task order,  receive, maintain, record information on, and process these proposals as follows: 

3.1 Maintain an interactive internet site, (e.g. NSPIRES), that allows for the submission of responses to Requests for Information (RFI), Notices of Intent (NOI), and proposals (e.g., including cover pages, proposal summaries, and other documents).

3.2  As received, login and assign with a unique identification code, proposals and maintain proposals in an electronic repository (e.g.NSPIRES) or a secure facility pending review.

3.3  Prepare and distribute acknowledgements of receipt for each proposal received.

3.4 
Receive proposals electronically and sort proposals received into categories (sub-disciplines) when requested.

3.5 
Assist NASA in screening each incoming proposal to determine compliance with eligibility criteria and consistency with general program solicitation requirements.

3.6  Provide to NASA a log of all proposal cover information, sorted by requested data fields, within three working days after the proposal due date if less than 250 proposals are received, or within five working days if the number of proposals received exceeds 250.

3.7 
Provide each proposal received to the appropriate NASA office electronically (currently via NSPIRES) and/or via CD within 24 hours after the proposal due date. 

3.8  In order to maintain data integrity, the contractor should

ensure that errors or distortions are not inserted during any step in processing the transmission of proposals or other related information.
3.9  The contractor will maintain a database of previous peer reviewers that may be used by the NASA solicitation manager/project officer to select prospective reviewers. The contractor will create a registration profile for new prospective reviewers to be added to the database.  The profile will be completed by interested researchers, engineers, educators and civil servants across academic disciplines.

The contractor will contact each reviewer to obtain their agreement to review the proposal; check the electronic submission/review/selection system (currently NSPIRES) to ensure each reviewer is registered; obtain conflict of interest and non-disclosure agreements electronically from all reviewers (performed within NSPIRES); maintain a record of all conflict of interest and non-disclosure certification forms for all peer reviewers, and ensure that all conflict of interest and non-disclosure agreements are valid and current.  In the event of receiving information that a potential conflict of interest may exist, the contractor must notify the appropriate NASA Official.  NASA will make any and all decisions related to conflicts of interest.

Additionally, as required, in order to ensure an independent peer review process, provide a respected and technically qualified non-civil service peer review administrator who will be responsible for: (1) selecting an effective panel chair; (2) together with the chair, selecting the panel members; and (3) facilitating the overall peer review process, including assignment of proposals to reviewers and the preparation of accurate and detailed critiques.

3.10  Produce and issue request letters to reviewers and, under NASA’s direction, develop review instructions and evaluation forms that are consistent with the evaluation criteria in the Program Announcement. (Currently done in NSPIRES)

3.11
 Produce for each panel reviewer all necessary review information to include, but not be limited to, pertinent forms, instructions, list of primary and secondary reviewer assignments, summary pages of proposals. (Currently done in NSPIRES) This may also include the confirmation date and location of review, and pertinent logistical information or this information may be provided separately.

3.12  Assemble and convey proposal review packages to panel and/or external peer reviewers and track responses. (Currently done in NSPIRES).  Maintain records of the review history consistent with NASA record management policy (e.g. which proposals were sent to whom, which reviews were submitted, and which requests for reviews were declined or ignored).  Ensure the confidentiality and integrity of the distributed review packages and the responses received.

3.13  Compile and distribute all reviews as directed by the cognizant NASA Office as well as assure panel ratings are entered into the database. (Currently done in NSPIRES)

3.14
 Ensure the original reviews along with the relevant proposal are electronically stored in a secured system. (Currently done in NSPIRES)

3.15  Contact panel members and make arrangements for their travel, per diem and honorarium, as appropriate.  All travel arrangements must be made by the contractor and be under rate and fee limits authorized by the contract (Federal Travel Regulations (FTR); the Joint Travel Regulation (JTR), Volume 2, DOD Civilian Personnel, Appendix A; or the Standard Regulations (Government Civilians, Foreign Areas), Section 925).  Guidance to the contractor regarding reimbursement of travel & lodging costs to peer review panelists is summarized in Appendix B.

3.16 Conduct/support peer review panel meetings and site visits by providing all logistical/administrative support (panel meetings are often outside of the Washington, D.C. area).  

3.17  Provide qualified computer support, presentation equipment and audio and video conferencing capabilities (as requested) to support external reviewers and panel members.

3.18  As necessary, coordinate the activities of the reviewers/panel members throughout the peer review process.

3.19  Provide qualified Executive Secretaries to support panel

meetings, and provide for minutes of the peer review process.

3.20  Summarize panel results in formats specified by the NASA Program Manager; enter the results into database. (Currently NSPIRES)  

3.21  Provide copies of reviews and summaries, that have been edited to remove reviewers’ names and other Personnel Identifying Information (PII), to appropriate NASA officials for feedback to the Authorized Organization Representative (AOR) and Principal Investigators.

3.22  Prepare and distribute packages containing proposal summaries, proposal review scores and statistical summaries, reviewers comments, and outcomes from review panel meetings to appropriate NASA officials within two working days after the conclusion of the panel meeting unless directed otherwise by NASA.

3.23  Receive NASA’s selection decisions and related information (e.g., funding levels, requests etc.,) via the electronic system. (Currently done in NSPIRES)

3.24  Within three working days after NASA provides the selection decisions, prepare "PI packages" (e.g., including acceptance and rejection letters proposal evaluations, debriefing letters, and requests for further information) as directed for release by the selection official; proof and provide quality control of these "PI packages"; distribute letters/packages as specified (e.g., to Principal Investigators and AORs who have submitted proposals and others).  

3.25  Support the preparation of procurement request (PR) and or "technical requirements " (TR) packages (including: the proposal, selection statement, summaries of the review process, justifications for awards, etc.) and forward to cognizant NASA office for review and signature.

3.26  Provide packages to the cognizant NASA official and, upon request, convey these TR and/or PR packages and additional documentation added by HQ personnel to the appropriate NASA procurement office (Currently done in NSPIRES)

3.27  All records, electronic or hardcopy shall be stored and disposed of in accordance with NASA Records Management (NPD 1440.6H) and NASA Records Retention Schedules (NPR 1441.1D). 

3.28  As directed by NASA, after the completion of the selection of proposals from a particular research announcement, schedule and support a meeting to debrief the panel chairs on the selection results and receive feedback on how to improve the peer review process.

3.29  After completion of the peer review activity, and in addition to WBS 3.28 if required, the contractor is required to conduct and receive customer surveys from: (1) the NASA Program Manager responsible for the NRA/AO and the associated peer review process (after WBS 3.26); and (2) from the peer reviewers by the end of the peer review.  The Program Manager’s survey shall evaluate the contractor’s performance relative to peer review support in terms of quality, timeliness and overall support to the process.  The peer reviewer survey shall evaluate the contractor’s performance relative to the logistics support given to each peer reviewer (travel, accommodation, meeting support, etc,) and will offer the opportunity for suggestions for process improvement.  After completion of a conference, workshop, meeting, or site visit, the contractor is required to conduct and receive customer surveys from: (3) the NASA official(s) responsible for the event; and (4) the event attendees. The NASA Official’s survey shall evaluate the contractor’s performance relative to scheduling the event, pre-event support, logistics support, event management, event documentation, and post-event support.  The attendee’s survey shall evaluate the contractor’s performance in terms of quality of accommodations, timeliness of disseminating information and written materials, and overall services provided to the attendee. The surveys may be hard copy or electronic.  A copy of the evaluations must be sent to the Customer Performance Monitor. The contractor will report the results (see WBS 7.8) semi-annually.  A customer survey is required from all participants described above. The contractor must maintain the records, including the survey responses, for each six-month period in a form and manner that is available for Government verification.

3.30  Occasionally, conduct an expedited peer review process for a limited number of proposals as directed by NASA.

4.0  
ADMINISTRATION

During the course of the contract other work items will be required to support the peer review process. These activities are anticipated to include some or all of the items below:

4.1  Assist in gathering information for and preparing reports and responses to Government reporting requirements and inquiries as well as private sector inquiries (urgent and routine), in a timely manner as directed by NASA.

4.2  Support the maintenance of a publicly accessible internet web site that contains NASA’s program plans, requirements documents and other information useful to potential proposers.

4.3  Produce Annual Program Task Books and Bibliography as directed that will contain contract histories and technical information, NRA/AO information with respect to the proposal submitted, PI affiliation and address data, research description abstracts, etc., and which may be made available in hard copy or a standard electronic format and must be available in a searchable database available on the World Wide Web.

4.4
As required, support activities that facilitate and promote availability of space life sciences scientific and technical knowledge and expertise by collecting, creating, and disseminating space life sciences bibliographic data issuing from NASA and non-NASA sponsored research, and that augment and validate bibliographic material captured in the appropriate enterprise Task Book and bibliography. 

4.5  As required, coordinate international peer review proposals for NASA and its international partners.

4.6  As directed by NASA, meet with NASA discipline scientists, engineers, and education specialists to investigate ways to continuously improve the peer review process.

4.7
As required, maintain an inclusive, up to date log, selectable by data fields, of all projects selected through  NRA's, CAN’s and AO's and other similar processes for obtaining proposals; showing, at a minimum, name of PI, institution, identification of selection announcement, name of task, funding by year, period of performance, and related science discipline and Program Theme (as appropriate).

4.8  Support workshops, conferences, and pre-solicitation meetings that lead to the development of NASA Research Announcements, Announcements of Opportunity, Cooperative Agreement Notices and outreach activities. Ensure the security of NASA data on contract provided systems and during the transmission of data during these meetings.

4.9 Support site visits to evaluate progress of NASA-sponsored research and assess capability of research facilities to accomplish work that is described in the proposals.

4.10  Support maintenance of public and internal web sites to facilitate access to NASA program plans, requirements, documents, and other information required to effectively participating in workshops, conferences, and site visits.

4.11  The contractor may be responsible for certain post-award activities, such as proposers uploading revised documents to the electronic peer review system. (Currently done in NSPIRES)
5.0  
INFORMATION TECHNOLOGY SUPPORT

This contract includes the provision of a government-furnished web-based electronic information management system that is designed to assist in the submission, evaluation, and selection of research proposals. (e.g. via NSPIRES). The contractor will assume responsibility for the management, operation, security, enhancement, maintenance, and documentation of NSPIRES.   The system will continue to be accessible to NASA users and other end users authorized by NASA, and the data may only be used for purposes authorized by NASA.  The contractor will be responsible for the following tasks and procedures:

5.1  Management and Operation of the System – The contractor shall manage and operate the system in an efficient and responsible manner.  The contractor shall maintain the government furnished system source code.  The contractor shall be fully responsible for system data, availability, reliability, security, data transfer and backup, contingency planning/disaster recovery and system risk management (e.g., a functional off-site back-up facility. This includes technical assistance to NASA and other authorized users. 

5.1.1  Change Management -  Any changes or enhancements to the system shall be made by the contractor, who shall be fully responsible for life cycle management of the software.  It shall be processed under disciplined configuration management and generally accepted life cycle management processes.  Critical to these processes is accurate and timely documentation that is filed properly and readily available during the life of the system.  It is expected that the contractor shall provide enhancements to the system to respond to changing requirements of NASA’s business processes as they evolve.  

5.1.2  Requirements – All requirements for software change, including problem corrections, shall be documented.  A NASA designated change control official and the NASA COTR shall approve enhancements.  Signatures authorizing completion of this phase shall be obtained and maintained.  

5.1.3  Design – As enhancements to the system are developed a design review shall be conducted for each release and the overall system design documentation amended to reflect the changes.  Signatures authorizing completion of this phase shall be obtained and maintained.  Design documentation includes items such as screen images, report formats, processing logic rules, legal data values, etc.    

5.1.4  Development and Test – The code shall be developed using generally accepted, commercially available tools.  Formal test scripts and user scenarios, including expected results, shall be developed and maintained. Signatures for Test Readiness and Test Acceptance shall be obtained and maintained.  

5.1.5  Operational Readiness Review -  The system shall pass an Operational Readiness Review for each release.  Signatures approving the new software for production release shall be obtained from the COTR prior to implementation.  

5.1.6  Version Control – Each software release shall contain a version control number that was approved at the Operational Readiness Review.  

5.1.7  Other Documentation – User guides and data models shall be developed as necessary.  

5.1.8  Problem tracking – Problems with the software shall be formally tracked until resolution and the problem analyzed for any required system changes.

5.2   The system will be maintained in strict conformity to NASA Procedures and Guidelines (NPD)2810.1C – NASA Information Security Policy and NPR 2810.1A, Security of Information Technology. The system will conform to NPD 2800.1B, Managing Information Technology and NPR 2800.1, Managing Information Technology w/changes 1, 9/17/04 and Standard for Integrating Applications into the NASA Access Management, Authentication, and Authorization Infrastructure EA-STD-0001. This includes NASA provided background checks for personnel with the privileged or limited privileged access to contract systems.

5.3   Minimum Documentation – The contractor should prepare and/or maintain the appropriate amount of documentation to assure system integrity but as a minimum the following:


Requirements Document


Design Documents


Data Dictionary


User and Operations Guide


Test Plan and Procedures


Configuration Management Items


System Security Plan as required by NPD 2810.1C and 

       
NPR 2810.A

5.4   The following systems elements have these performance metrics: External NSPIRES availability=7x24x52, 98% of time;

Internal NSPIRES availability=7x24x52, 98% of time; SYS-EYFUS Web availability=7x24x52, 75% of time; SYS-EYFUS client availability=5x10x52, 75% of time (7am to 5pm); Web response time=3 seconds 98% of the time (Defined as the time from when the link is selected to when the full form is displayed (excludes Task Book reports); Client response time= 3 seconds 98% of the time (Defined as the time from when the enter key is pressed to when the system responds with the requested data); Secure remote access=7x24x52,100% of the time.
[image: image1.wmf]6.0 ELECTRONIC COMMERCE

NASA is committed to the automation of manual processes to eliminate redundancy, and improve information and technology sharing among the NASA research community.  As directed by NASA, the contractor will coordinate and implement the effective use of the Internet in support of electronic commerce as follows:  

6.1  Apply the appropriate technologies to provide a standard “common face” for NASA Research Announcement posting to the Internet. (Currently done in NSPIRES)

6.2  Support automated E-mail notification to institutions, through a voluntary subscription service, regarding announcement postings. (Currently done in NSPIRES)

6.3  Enable proposal and electronic certification receipt to include electronic submission of all proposal documents to a secure, private, managed central repository; provide a quality control process to ensure that all electronic information received is correct and complete. (Currently done in NSPIRES)

6.4  Support NASA in its integration with all research and related e-gov initiatives (e.g., Grants.Gov and the Government Management Line of Business) (Grants.gov integration is currently done in NSPIRES) 

6.5  Support electronic processing of proposals for distribution to internal and external review teams. (Currently done in NSPIRES)

6.6  Provide electronic notification of selection for award and a process for assuring the quality of the content.

(Currently done in NSPIRES)
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6.7  Provide electronic transfer of financial data for each award (e.g., the dollars to each institution) in a standard format (currently done with XML) so that it can be incorporated into a funds tracking system. 
7.0 
REPORT GENERATION  

As directed, prepare reports from database (NSPIRES in some cases) for NASA as follows: 

7.1  Provide post-award statistics (e.g., awards by state; awards to minority businesses; to minority universities, faculty, and students).

7.2  Summary reports for Notices of Intent that shall include, at a minimum, data on Institution, Principal Investigator, and Discipline.

7.3  Prepare summary reports listing all proposals received and summarizing the status and findings for each criterion on each proposal, as well as any overall summary ratings as may have been determined. 

7.4  Prepare interim reports e.g., during the panel review to assess conflicts of interest and the need for additional external reviewers.

7.5  Prepare summary reports on all external reviews and panel meetings for appropriate NASA review  (e.g., of panel composition). 

7.6  For each solicitation, provide a summary report showing the proposals accepted and rejected.

7.7  Prepare, post and distribute announcements of selections on web sites and other information systems.

7.8  Prepare, semi-annually, a report on the peer reviewers and education workshops/meetings attendees; as well as a report of the Program Manager’s satisfaction of services provided for activities completed during the six-month period. For each of the surveys described in WBS 3.29, an overall rating for selected performance factors will be reported.  The report should also identify non-respondents and calculate the response rate.  A list of non-respondents must be provided with a detailed history of the contractor’s effort to acquire the completed survey response.  There should be at least 

three attempts to obtain the completed and signed form.

7.9 After each selection, prepare a report for the Office of Legislative and Intergovernmental Affairs, including: a brief description of the solicitation, number of proposals received and number selected, total potential value of the selected proposals, period of performance covered by the grant, and a list of AORs and PIs.
7.10
Prepare on a quarterly basis two reports on the status of competitive sourcing activities as demonstrated through NASA Research Announcement (NRA) and Announcement of Opportunity (AO) solicitations.  One report shall be on Announced Competitions; the other shall be regarding the Selected Proposals.  For each NRA and AO, the Announced Competitions report shall list: the NASA Center originating the requirement, a description of the research to be competed, type of competition (NRA or AO), solicitation number, and announcement date (day/month/year).  The Selected Proposals report shall include: the solicitation number, Selection Date (day/month/year), calculation of calendar days from the announcement date to the selection date, total number of proposals, number of proposals containing NASA civil servant Full Time Equivalent (FTE) positions, and the number of civil servant FTEs included in each proposal.  For each selected proposal, the report shall provide: the proposed cost, the period of performance, and the number of civil servant FTEs broken out into the following categories:  scientists, engineers, medical personnel, and support personnel.  
8.0  
OUTREACH MEETINGS, CONFERENCES, EXHIBIT, AND WEBSITE SUPPORT

The contractor is responsible for efficient management and delivery of conference and meeting planning, exhibit management, development and procurement of outreach materials, website development and maintenance and support services.

8.1   For each scheduled conference or meeting, develop a detailed conference or meeting plan and milestone chart.

8.2   Provide services which may include pre-event communications, planning meetings, note taking, site recommendation, transportation and lodging accommodations for conference participants, audio visual services, speakers, speech writing, presentations, graphics, event websites, remote conferencing capabilities(e.g., web casting, webX etc.), online registration, banquet event orders, name badges, printed materials, onsite management, and posting communications.

8.3   For each scheduled exhibit event, develop a detailed exhibit project plan and milestone chart.

8.4   Provide exhibit space planning and selection recommendations, logistics support, exhibit planning and design, coordination with official exhibition service contractor exhibit set-up, staffing support and scheduling, ordering and distributing exhibit outreach materials.

8.5   Develop outreach materials, such as brochures, publications, and newsletters, and feature articles to support public awareness of NASA programs and educational opportunities to be distributed via hardcopy or web.

8.6   Develop, procure, and distribute educational and outreach materials for use at conferences and other venues as determined by NASA.

8.7   Develop and manage websites to be part of the NASA portal for disseminating programmatic information, program plans, reports, announcements and other information useful to potential offerors.

9.0  Post-selection support for award tracking.  

The contractor will require administrative skills, an understanding of the proposal and grant award process, significant communications and management skills, attention to details, and an ability to perform tedious and time-consuming work accurately and on a regular schedule. 

9.1  Assemble technical requirements packages for new awards and review the packages for completeness, correctness of data against proposal and selection statement, and currency of certifications. 

9.2  Review financial systems, such as RAPTOR, entries for new awards to assure that entries are correct and that funds have been requested.
9.3  Track status of new awards, correct problems when appropriate, and otherwise bring problems to the attention of appropriate civil servants. 

9.4  Assemble technical requirements packages for PI transfers including requesting necessary documents from appropriate organizations.

9.5  Track the status of award continuations, request early progress reports from PIs when appropriate, and correct problems when appropriate.

9.6  Reconcile SAP and other financial systems, such as RAPTOR, data by running regular Business Warehouse reports and checking reports against those systems, ie. RAPTOR, entries; when discrepancies are identified, inform appropriate civil servants and ensure discrepancies are reconciled.
9.7  Update other financial systems, such as RAPTOR, database as necessary including entering award dates, PR numbers, and award numbers.

9.8  As appropriate, provide feedback on processes and tools to drive continuous improvement.
10.0  Electronic and Information Technology Accessibility               Standards (Section 508)
10.1  1194.21   Software applications and operating systems.

(a) When software is designed to run on a system that has a keyboard, product functions shall be executable from a keyboard where the function itself or the result of performing a function can be discerned textually.

(b) Applications shall not disrupt or disable activated features of other products that are identified as accessibility features, where those features are developed and documented according to industry standards.  Applications also shall not disrupt or disable activated features of any operating system that are identified as accessibility features where the application programming interface for those accessibility features has been documented by the manufacturer of the operating system and is available to the product developer.

(c) A well-defined on-screen indication of the current focus shall be provided that moves among interactive interface elements as the input focus changes.  The focus shall be programmatically exposed so that assistive technology can track focus and focus changes.

(d) Sufficient information about a user interface element including the identity, operation and state of the element shall be available to assistive technology.  When an image represents a program element, the information conveyed by the image must also be available in text.

(e) When bitmap images are used to identify controls, status indicators, or other programmatic elements, the meaning assigned to those images shall be consistent throughout an application’s performance.

(f) Textual information shall be provided through operating system functions for displaying text.  The minimum information that shall be made available is text content, text input caret location, and text attributes.

(g) Applications shall not override user selected contrast and color selections and other individual display attributes.

(h) When animation is displayed, the information shall be displayable in at least one non-animated presentation mode at the option of the user.

(i) Color coding shall not be used as the only means of conveying information, indicating an action, prompting a response, or distinguishing a visual element.

(j) When a product permits a user to adjust color and contrast settings, a variety of color selections capable of producing a range of contrast levels shall be provided.

(k) Software shall not use flashing or blinking text, objects, or other elements having a flash or blink frequency greater than 2 Hz and lower than 55 Hz.

(l) When electronic forms are used, the form shall allow people using assistive technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues.

10.2  1194.22   Web-based intranet and internet information and applications.

(a) A text equivalent for every non-text element shall be provided (e.g., via “alt”, “longdesc”, or in element content).

(b) Equivalent alternatives for any multimedia presentation shall be synchronized with the presentation.

(c) Web pages shall be designed so that all information conveyed with color is also available without color, for example from context or markup.

(d) Documents shall be organized so they are readable without requiring an associated style sheet.

(e) Redundant text links shall be provided for each active region of a server-side image map.

(f) Client-side image maps shall be provided instead of server-side image maps except where the regions cannot be defined with an available geometric shape.

(g) Row and column headers shall be identified for data tables.

(h) Markup shall be used to associate data cells and header cells for data tables that have two or more logical levels of row or column headers.

(i) Frames shall be titled with text that facilitates frame identification and navigation.

(j) Pages shall be designed to avoid causing the screen to flicker with a frequency greater than 2 Hz and lower than 55 Hz.

(k) A text-only page, with equivalent information or functionality, shall be provided to make a web site comply with the provisions of this part, when compliance cannot be accomplished in any other way.  The content of the text-only page shall be updated whenever the primary page changes.

(l) When pages utilize scripting languages to display content, or to create interface elements, the information provided by the script shall be identified with functional text that can be read by assistive technology.

(m) When a web page requires that an applet, plug-in or other application be present on the client system to interpret page content, the page must provide a link to a plug-in or applet that complies with §1194.21(a) through (l).

(n) When electronic forms are designed to be completed on-line, the form shall allow people using assistive technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues.

(o) A method shall be provided that permits users to skip repetitive navigation links.

(p) When a timed response is required, the user shall be alerted and given sufficient time to indicate more time is required.

Note to 1194.22:  1. The Board interprets paragraphs (a) through (k) of this section as consistent with the following priority 1 Checkpoints of the Web Content Accessibility Guidelines 1.0 (WCAG 1.0) (May 5, 1999) published by the Web Accessibility Initiative of the World Wide Web Consortium: 

	Section 1194.22 Paragraph
	WCAG 1.0 Checkpoint

	(a)
	1.1

	(b)
	1.4

	(c)
	2.1

	(d)
	6.1

	(e)
	1.2

	(f)
	9.1

	(g)
	5.1

	(h)
	5.2

	(i)
	12.1

	(j)
	7.1

	(k)
	11.4


2. Paragraphs (l), (m), (n), (o), and (p) of this section are different from WCAG 1.0.  Web pages that conform to WCAG 1.0, level A (i.e., all priority 1 checkpoints) must also meet paragraphs (l), (m), (n), (o), and (p) of this section to comply with this section.  WCAG 1.0 is available at http://www.w3.org/TR/1999/WAI-WEBCONTENT-19990505. 

APPENDIX A

Glossary of Terms

Generally speaking, these terms cover the scope of Government activities described herein:

Announcement of Opportunity (AO).  A broad Agency announcement that solicits proposals that encourage the participation of investigators and the selection of investigations which contribute most effectively to the advancement of NASA’s scientific and technological objectives.  The solicitation states broad areas of scientific interest and generally is for large, one of-a-kind programs.

Business Warehouse. NASA’s financial reporting tool, providing pre-defined queries in the following areas: Labor, Accounts Payable, Accounts Receivable, Budget, Cost, Purchasing, Standard General Ledger and Travel.  BW data is extracted from SAP on a nightly basis allowing the queries to provide near real-time data.
Customer Performance Monitor (CPM).  A NASA employee who serves as point of contact for a NASA Directorate for processing task orders and monitoring the contractor’s performance.

Cooperative Agreement.  A legal instrument which is used to enter into the same kind of relationship as a grant (see definition “grant”), except that substantial involvement is expected between NASA and the recipient when carrying out the activity contemplated by the cooperative agreement. 

Cooperative Agreement Notice (CAN).  A broad Agency announcement that solicits proposals that will partner with NASA (share in costs) in a research and development activity.

Electronic Commerce. The conduct of business through the use of electronic media, in lieu of paper transactions, direct personal contact, telephone, or other means.  For grants and cooperative agreements, electronic commerce can include the use of electronic data interchange; electronic mail; Internet sites; electronic proposal, review and selection system; award documents.

E/PO.  Education/Public Outreach 

Grant. A legal instrument that is used to enter into a relationship: (1) The principal purpose of which is to carry out a public purpose of support or stimulation for the conduct of scientific research, rather than to acquire property or services for NASA’s direct benefit or use; and  (2) In which substantial involvement is not expected between NASA and the recipient when carrying out the activity contemplated by the grant.

Grants.Gov – A federal Government sponsored E-Gov site, which allows organizations to electronically find and apply for competitive grant opportunities from all Federal Grant making agencies.

Government Management Line of Business(GMLOB) - GMLoB is a government-wide solution to support end-to-end grants management activities that promote citizen access, customer service, and agency financial and technical stewardship
NASA Research Announcement (NRA).  A broad Agency announcement that solicits proposals  in broad areas of NASA’s scientific interest.   The NRA provides for submission of competitive project ideas, conceived by offerors, in one or more program areas of interest and generally for programs of a sustaining or on-going nature.

Notice of Intent (to propose).  Advance notification from an offeror to NASA that they plan to submit a proposal on a specific research topic. 

NSPIRES.  The NASA Solicitation and Proposal Integrated Review and Evaluation System. This web-based system supports the entire lifecycle of NASA research solicitation process, from posting the solicitation through selection. See http://nspires.nasaprs.com
Raptor. Research and Analysis Program Tracking of Resources

RAPTOR is used to help manage selected proposals and research awards. RAPTOR is an SMD web-based tool for tracking

approved investigations and specifying the award funding vehicles and amounts. It is also used to approve multi-year budgets and release funds annually.

Peer Review.  The use of expert reviewers who are the scientific, technical, or educational peers of the proposers to evaluate proposals against the criteria stated in a broad Agency announcement.

Reverse Site Evaluation.  The process of performing an evaluation of grant performance by meeting with the grantee at a government facility rather than at the site at which the activity is performed.  

SAP.  An Enterprise Resource Planning (ERP) tool used by NASA to perform all budget execution activities, including budget distribution, commitments, obligations, costs and disbursements.  SAP is NASA’s financial system of record. 

Program Manager.  A NASA official sponsoring a research announcement.

Unsolicited Proposal.  A written offer to perform work that is submitted independent from any broad Agency announcement issued by NASA.  

	Reimbursement Matrix



	The table below summarizes which expenses, if authorized in the NASA-approved Task Plan for your program/solicitation, may be provided or reimbursed:
	

	 
	 
	Lodging
	Travel/Travel Expenses
	Food Expenses
	Event Expenses

	Category of Traveler
	Lodging
	Air/Train/ Bus/Rental Car Travel
	Local Incidental Travel - Taxi, Metro, etc
	Travel-related Misc Incidental Expenses - per diem
	Local Incidental Expenses - parking
	Light Refreshments - A.M./P.M. Breaks
	Meals- (Breakfast, Lunch, Dinner, or per diem) 2
	Meals- Working Lunches for training events 2
	Meals - Working Lunches for non-training events 2
	Event Registration Fee
	Honoraria

	For meetings in the Washington DC area (including NASA Headquarters and Goddard Space Flight Center): 

Travelers in any category (described below) whose residence or workplace is within 25 miles of the event. 

For all other meetings: 

Travelers in any category whose residence or workplace is within 50 miles of the event. 1
	 
	
	 
	 
	
	 
	 
	 
	
	 
	

	
	NO
	NO
	YES 
	NO
	YES
	YES
	NO
	YES
	NO
	NO
	Refer to

appropriate

category below

	
	 
	 
	
	 
	
	 
	 
	 
	
	 
	 

	Federal Employees (includes military personnel)3
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	on official duty
	 
	NO
	NO
	NO
	NO
	NO
	YES
	YES
	YES
	YES
	YES
	NO

	                                                               not on official duty4 
	
	YES
	YES
	YES
	YES
	YES
	YES
	YES
	YES
	YES
	YES
	NO

	Non-Federal Employees
	 
	YES
	YES
	YES
	YES
	YES
	YES
	YES
	YES
	YES
	YES
	YES

	Government Contractor Personnel (including JPL)

	 
	YES6

	YES6
	YES6
	YES6
	YES6
	YES

	      YES
	YES
	    YES


	       YES
	YES



	Intergovernmental Personnel Act (IPA) Employees7
	6
	6
	6
	6
	6
	6
	6
	6
	6
	6
	6

	
	
	
	
	
	
	
	
	
	
	
	

	1 __ Section 301-11 of the NASA Financial Management Manual (Volume 9700: NASA Federal Travel Regulation Supplement) dated February 2001.
	
	
	
	

	2 __   Per 41 CFR 301-11.18: (1) when meals are provided at meetings the per diem reimbursement is reduced by the value of the meal as shown on page 2;   (2) when meals are not provided at meetings, Federal employees on travel orders are reimbursed by claiming meal expenses on a voucher submitted against the travel authorization.

	
	

	3 __ The NASA Office of the General Counsel has ruled that, per 41 CFR 301-2.1, Federal employees must receive authorization (in the form of travel orders) in order to incur travel expenses while on official travel.  Federal employees serving as peer review panelists while on official duty are performing official NASA business; their travel is, therefore, subject to these rules.  Travel can be authorized either by travel orders issued by the panelist’s employing organization or by invitational travel orders issued by the NASA office sponsoring the research solicitation.  NASA’s FY 2003 appropriation permits transfer of program funds to the travel accounts, per guidance from the NASA Office of the Comptroller in a memorandum dated 5/15/03.

	4 __  Participation in a panel review is considered an “outside activity”, per 5 CFR 2635, and may require prior approval of the employee’s Agency or Installation Ethics Counselor.  Consultation with the Agency/Installation Ethics Counselor is recommended.  Reimbursement of travel expenses is allowed by the NRESS contractor if you are attending the panel review on annual leave (ie. not on official duty).  However, you will be required to submit an approved leave request or some form of verification from your agency.

	6 __ Provided that the invitation to participate in the panel review is based on the panelist’s expertise in the particular subject matter and not on his/her official position.  Time spent on a panel review 
should not be charged to an unrelated task on the panelist’s primary Government contract.

6 __ Personnel detailed to NASA under an Intergovernmental Personnel Act (IPA) agreement continue to be employees of the organizations from which they are detailed.  Refer to the appropriate category representing the IPA detailee’s permanent duty station.

(Some terms used on the previous page may are defined on this page.)


	


	Federal Travel Regulation (Paragraph 301-11.18)

	
	
	
	
	
	
	
	
	
	
	
	
	

	QUESTION:  What M&IE* rate will I receive if a meal(s) is furnished at nominal or no                ANSWER:  Your M&IE rate must be adjusted for a meal(s) furnished to you

	                              cost by the Government or is included in the registration fee?                                                   (except as provided in 301-11.18), with or without cost, by deducting the 

                                                                                                                                                                                  appropriate amount shown in the table below for CONUS travel.


                                          

	
	
	
	
	
	
	
	
	

	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	        
	
	
	
	
	
	
	
	
	
	
	
	

	Glossary:
 
 
 
 
 
 
 
 
 
 
 
 
Training:  The process of providing for and making available to an employee, and placing or enrolling the employee in, a planned, prepared, and coordinated program, course, curriculum, subject, system, or 
routine of instruction or education, in scientific, professional, technical, administrative, or other fields which will improve individual and organizational performance and assist in achieving the agency's mission and performance goals. (5 CFR 4101)
Ethics Counselor:  The designated ethics official of a Federal agency installation or bureau to whom authority to issue advisory opinions under the Ethics in Government Act of 1978 has been delegated by the designated agency ethics official.  This function usually resides in the legal office.
Outside Activity:  For Federal Government employees, any form of compensated or uncompensated non-Federal employment or business relationship involving the provision of personal services by the employee.  (5 CFR 2635)
Official Duty:  Travel by an employee of the Federal Government that is performed in support of NASA’s mission and is authorized by an official to whom such authority has been delegated. 
(NASA FMM §301-71.104)
Invitational Travel:  Relative to service performed on a NASA peer review panel: travel that is authorized and costs reimbursed by the NASA organization sponsoring the research solicitation.
IPA: Title 5 Chapter 33 of the United States Code (5 USC 3371) authorizes time-limited assignments of employees of a State or local government (including an institution of higher education) to a Federal agency

and assignments of employees of a Federal agency to a State or local government.  Personnel detailed to NASA under an IPA agreement are not NASA employees; they continue to be employees of the organizations from which they are detailed. 
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		M&IE

		 

		$31 

		$35 

		$39 

		$43 

		$46 

		$51 



		Breakfast

		 

		6

		7

		8

		9

		9

		10



		Lunch

		 

		6

		7

		8

		9

		11

		12



		Dinner

		 

		16

		18

		20

		22

		24

		26



		Incidentals

		 

		 

		3

		3

		3

		3

		3

		3



		*meal and incidental expense (M&IE). 

		

		

		

		






