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STATEMENT OF WORK

1.0 SCOPE
The purpose of this contract is to support operational responsibilities of Headquarters Operations, Headquarters Facilities and Administrative Services Division. Headquarters Operations is responsible for providing a variety of administrative, technical, and labor support services to NASA Headquarters (HQ).  The contractor shall provide overall program management to ensure the requirements of this contract are met in an efficient and effective manner.

The areas of responsibility covered by this Statement of Work are: HQ Library, Archival Support, Mail Center, Mail List Services, Mail Screening Services, Information Center, Audio Visual/Electronic Presentation, Help Desk, Mover and Handyman Services, Driver/Courier Services, Custodial Services, Electrical Services, and Executive Driver Services.

The contractor shall provide the same uniform to all employees in the following functional areas: Audio Visual/Electronic Presentation, Custodial Services, Electrical Services, Mover and Handyman Services, and Mail Center.  Since the Headquarters Library, Archives, Information Center, Executive Drivers and Driver/Couriers are highly visible, contractor staff shall be dressed in a professional manner.  The Executive Driver uniform shall be a blazer, a collared shirt, a tie, dress pants, dress socks and dress shoes.  All telecommunication devices shall be provided to required staff members, as approved by the Contracting Officer Technical Representative (COTR).  
The Civil Space Employee Testing Act of 1991 required NASA to prescribe regulations for periodic testing of contractor employees for use of alcohol or controlled substances in violation of applicable law or Federal regulation.  Per this law, on March 28, 1996, NASA implemented a requirement for NASA contractors to institute and maintain a program for achieving a drug-free workforce by providing for pre-employment, reasonable suspicion, random, post accident, and follow up testing of contractor employees.  (48 CFR 1852.223 & NPR 3792.1B -- Chapter1)

Therefore, the contractor shall institute and maintain a program for achieving a drug-free workforce by providing for pre-employment, reasonable suspicion, random, post accident, and follow up testing of contractor employees. 
The contractor shall bear sole responsibility and cost to train employees to meet contract requirements including Health and Safety training, unless otherwise stated in this statement of work. Training records shall be maintained on-site and a copy of all training documentation shall be provided to the COTR included in the monthly reports and as requested by the COTR.
Contractor shall be responsible for ensuring the workforce has current licenses necessary to perform the job and copies of the licenses must be maintained on-site and a copy provided to the COTR.   
During the performance of the contract, the contractor shall comply with the Occupational Safety and Health Administration (OSHA) regulation 29 CFR 1910 and NASA Headquarters Health and Safety policies and requirements, including but not limited to, NPR 1800.1C, NPR 8621.1, NPR 8715.1, and NPR 8715.3C

The contractor shall respond to the requests for information from NASA officials and/or COTR as soon as possible but no later than two (2) business days. 

The contractor shall furnish all tools, supplies, materials and equipment necessary for the performance of all work under this contract unless otherwise specified herein, including all necessary motor trucks. The contractor shall provide a list of all products to be used on-site, the intended use of each of the products, and the material safety data sheets for each of the products. The contractor shall not use any materials that the COTR determines as unsuitable for use in this facility or harmful to any surfaces.

All equipment shall meet the applicable safety requirements from OSHA, or other appropriate standards and shall be rated for the specific use within an office building, e.g., UL rated electrical appliances. Equipment utilizing propane, gasoline or any other flammable substance is not allowed in this facility. All equipment including the electrical equipment must be in good working condition, maintained properly and routinely inspected to ensure safe operation.
The contractor shall comply with Executive Order 13423 “Strengthening Federal Environmental, Energy, and Transportation Management”, dated 24 January 2007 and Executive Order 13514, “Federal Leadership in Environmental, Energy, and Economic Performance”, dated 5 October 2009.  The contractor shall ensure sustainable acquisition for the supply of products and for the procurement of services, requiring that the products are energy efficient (Energy Star) or Federal Energy Management Program (FEMP)-designated.
The contractor shall provide the signs, barriers and barricades to be used by the employees to block off construction zones, wet floors, etc.
The contractor shall be responsible for developing written Standard Operating Procedures (SOPs) for all areas of the including emergency situations. 

All overtime hours must be properly documented with dates, times, project names, etc., approved by the COTR, and included in the monthly report.
Customer service is paramount.  Excellent customer service revolves around three basic concepts--friendliness, courtesy and respect.  The contractor shall maintain excellent customer service throughout contract performance.  The contractor shall provide support for special events as necessary. 

The contractor shall follow the Rehabilitation Act of 1973 (29 U.S.C. 794d) Electronic Information Technology (EIT) standards during the term of this contract.  Listed below are the following 508 standards with reference numbers (http://www.section508.gov/):

· Software applications and operating systems (1194.21)

· Web-based intranet and internet information and systems (1194.22

· Telecommunications Products (1194.23)

· Video and multimedia products (1194.24)

· Self contained, closed products (1194.25)

· Desktop and portable computers (1194.26)

1.1 MANAGERIAL FUNCTIONS
1.1.1 GENERAL PROGRAM MANAGEMENT
The Program Manager (PM) is responsible for overall program management, quality control (QC), training, supervision of the Support Services Team, and implementing the Health and Safety Plan.  The PM’s primary responsibility is ensuring organizational effectiveness by providing leadership for the organization's Support Services Team.  The PM’s primary responsibilities include (but is not limited to):  Overseeing, and responsibility of, the implementation of the contract scope of service, meeting Agency goals, standards, and ensuring program policies and procedures (such as Security Policies and Health and Safety Plans, Policies and Guidelines) are followed by all staff.  Develops, implements, and maintains continuous quality improvement, and emphasizes quality customer service skills among all staff.  Meets regularly with the Contracting Officer’s Technical Representative (COTR) to improve processes, policies, and procedures in support of the Agency’s overall mission--specifically, by supporting better management reporting, information flow and management, business processes, and organizational planning.  The PM ensures maximum effectiveness and efficiency of the Support Services Team through continuous improvements of each function, as well as coordination and communication between functions.  The PM works with other Management Team members to support program awareness across teams, collaborating whenever possible.  The program manager must be able to drive Management Team and Agency initiatives which contribute to long-term operational excellence.  Performs administrative tasks related to contract and Agency requirements, such as monthly and semi-annual reports, correspondence, and other contract responses and updates as required.  Oversees overall financial management, planning, systems, and controls as assigned. 
Key Performance Requirements of Services Provided
The contractor shall provide a written monthly performance report to the Contracting Officers Technical Representative (COTR) that includes the following:  
· Monthly performance reports from all support service functional areas 
· Monthly Health and Safety reports, including required Mishap and incidence reports
· Assess customer satisfaction for each service
· Develop and present budget metrics for individual service areas and overall contract performance
· Provide timely notification of issues or other items requiring Government action
· Develop and present metrics measuring the overall effectiveness of each individual performance area within the SOW.
·  Metric reports shall be provided to the COTR and Contracting Officer by the 5th workday of each month of contract performance.
·  Present an oral summary of each monthly performance report to the COTR and Contracting Officer approximately 15 calendar days after providing the written report. The purpose of this oral summary is to address potential problems which have been identified by the contractor in a forum conducive to resolving the problems. However, the contractor may is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 
1.1.2 ADDITIONAL MANAGEMENT FUNCTIONS
Other program management requirement specific to this contract include:

Information Resources Management:  
Library Functions
Monitors the operations of the circulation desk and staff.  Coordinates, schedules, trains, and coach’s staff and monitors work.  Plans, prioritizes, and assigns tasks and projects, performs librarian duties as necessary.  Resolves customer service issues, interprets and explains library policies, procedures, rules and regulations to staff and patrons.  Prepares and reviews statistical and analytical reports of library activities, operations and procedures, gathers and compiles data for reports.  Assures compliance with policies and procedures and meets regularly with the COTR or Technical Monitor to discuss operations and issue and recommend solutions.  Analyzes circulation operations and service delivery issues, and recommends solutions.  Evaluates existing programs for effectiveness, and recommends new programs or program changes.  Participates in the development of budget and manages expenditures and monitors budgets.  Participates in the maintenance of library collections including material processing, title selection, and weeding items from the library collection/database.  Participates in the meetings, projects and programs for the NASA Library Consortium and the NASA Digital Library.

Archive Functions
Monitors the operations of the Archive and History office staff.  Oversees the archival work in the appraisal, arrangement, description and referencing of historical records and documents.  Manage a staff of' professional archivists involved in the appraisal, arrangement, description and referencing of historical records.  Resolves customer service issues, interprets and explains archival and history office policies, procedures, rules and regulations to staff and patrons.  Prepares and reviews statistical and analytical reports of archival activities, operations and procedures, gathers and compiles data for reports.  Assures compliance with policies and procedures and meets regularly with the COTR or Technical Monitor to discuss operations and issue and recommend solutions.  Analyzes archival operations and service delivery issues, and recommends solutions.  Evaluates existing programs for effectiveness, and recommends new programs or program changes.  

Information Center Functions:

Monitors the operations of the Information Center and staff.  Oversees the collection of publications and material available for visitors and staff are appropriate and suitable for distribution.  Coordinates schedules, trains, and coach’s staff and monitors work.  Resolves customer service issues, interprets and explains information center policies, procedures, rules and regulations to staff and patrons.  Prepares and reviews statistical and analytical reports of information center activities, operations and procedures, gathers and compiles data for reports.  Assures compliance with policies and procedures and meets regularly with the COTR or Technical Monitor to discuss operations and issue and recommend solutions.  Analyzes information center operations and service delivery issues, and recommends solutions.  Evaluates existing programs for effectiveness, and recommends new programs or program changes.  

Key Performance Requirements of Services Provided:
Weekly:  
· Meet with COTR or Technical Monitors for the Library, Archives and History Office, or the Information Center to discuss projects, issues, and other related business as necessary.
Monthly: 
· Assess customer satisfaction for each service
· Provide budget updates
Provide timely notification of issues or other items requiring Government action
· Metric reports shall be provided to the COTR and Contracting Officer by the 5th workday of each month of contract performance.
·  Present an oral summary of each monthly performance report to the COTR and
          Contracting Officer approximately 15 calendar days after providing the written report.
 
The purpose of this oral summary is to address potential problems which have been

          identified by the contractor in a forum conducive to resolving the problems. However,

          the contractor is encouraged to bring potential problems to the attention of the

          COTR or technical monitor at the weekly status meetings or as soon as possible for

           urgent matters. 

2.0 HQ LIBRARY OPERATIONS 

The Headquarters Library mission statement incorporates the following: 
· Enabling HQ staff to increase productivity by offering expert research services of professional librarians, desktop and remote access to electronic information, and a consolidated collection of Headquarters-focused information resources.

· Providing immediate, high-quality information and full service research for senior management and high level agency-wide missions and projects.

· Specializing in the collection, preservation, and dissemination of space policy and management information.

· Fostering learning, information awareness and knowledge management in the area of space and aeronautics, specifically as it relates to policy and management. 

· Creating information products that anticipate Headquarters' staff needs. 

· Enhancing the public's appreciation of the space program through access to the Library's collection of resources. 

About the Headquarters Library

The Library collects materials in a wide variety of formats and on a wide variety of subjects, though our focus is on space policy, business & management, and science & technology.  The Library lends books, documents, videos, and audio recordings to registered library patrons and to other libraries through interlibrary loan.  The Library participates in interlibrary loan programs. The Library can purchase documents from document delivery vendors, retrieve documents from our print and online collections.  The Library offers weekly alert services on select topics, a table-of-contents service, research updates, bibliographies, and a new books announcement service. Full service reference and research for NASA Headquarters employees and limited services for the public are available. Library staff is available for consultation to NASA Headquarters employees on the organization & availability of information, conducting research, evaluating databases, and establishing resource centers or reference collections.  Tours of the library and training on the library's resources are provided by the library staff.  The Library has meeting tables, study carrels, and computers in a quiet and comfortable environment.  In addition, the Library is occasionally available for special events.  
The Government will provide training to support specialized systems and equipment in Government-equipped facilities. The contractor shall provide training required for professional employee development or for maintaining existing skills of contractor personnel. The contractor shall provide a turnkey operation and, as such, shall be responsible for all operations within the NASA HQ Library. Support includes (but is not limited to) the following general functional areas:
· Acquisitions - Books, Journals, Documents, Databases and other Library Materials
· Cataloging
· Equipment and Facilities Maintenance
· Materials Processing and Maintenance
· Classified Materials 

· Dissemination of Information 
· Circulation
· Interlibrary Loan and Document Delivery
· Reference and Research Services
· Marketing and Internet Presence
· Program/Project Management Support
2.1 GENERAL INFORMATION

The NASA HQ Library serves the HQ staff and also provides limited services to NASA Centers, Government agencies, and the general public. The collection includes books, journals, audiovisual materials, selected NASA documents, legislative documents, materials management policies, and Internet access.   

The operating hours at the NASA HQ Library are 7:30 a.m. to 5:00 p.m. Monday through Friday.

The library utilizes the Workflows integrated library system produced by the SIRSI Corporation. The Workflows system resides on a server at NASA Langley Research Center and is shared by all the NASA Center libraries. It contains modules for cataloging, acquisitions, circulation, serial control, statistical reports, public access catalog, and requests, in addition to World Wide Web catalog access. The name of the public access catalog for this system is NASA GALAXIE.

The contractor shall support the library in establishing and updating Workflows system parameters that reflect the library's policies. The contractor shall possess detailed knowledge of Workflows features, modules and capabilities and will implement them when they will enhance library services. The contractor will work in cooperation with the other NASA Center libraries to ensure the integrity and quality of the system.

The NASA HQ Library has access to the NASA Aeronautics and Space database. The database provides bibliographic and full-image data on NASA reports and related publications archived by the Center for Aerospace Information. The contractor shall maintain access to unrestricted the databases files on public terminals and access to the complete database on library staff computers.

The NASA HQ Library maintains access to various vendors of online databases and systems. Currently the databases include OCLC, Dialog, Factiva, Lexis/Nexis, and the NASA Aeronautics and Space database.  The contractor shall support the NASA HQ Library in its effort to stay abreast of current information technology and exploit new innovations to improve electronic access to library resources and services.

The contractor shall process, catalog, circulate, and maintain all collections sponsored by various HQ offices to be held in NASA HQ Library as resources allow. Special collections currently include program/project management, legal materials, and legislative materials.
Performance Requirements:

The contractor shall provide administrative, professional, and technical support for the NASA HQ Library.  Librarians in the positions of Library Manager, Reference Librarian and Cataloger shall have master of library science/studies degrees from American Library Association (ALA) accredited schools.  The contractor shall use qualified and fully trained personnel to provide the services required.  The majority of the requirements encompassed by this contract will necessitate that personnel have prior relevant experience.  
Quality Requirements:

The contractor shall meet with the COTR or Technical Monitors for the Library, Archives and History Office, or the Information Center to discuss projects, issues, and other related business as necessary. The contractor shall ensure coverage of the circulation/reference desk and availability of courteous and professional reference services during all hours of operation.
The contractor shall strive to answer all directional, ready reference, and research questions to the satisfaction of the patrons; provide information that is complete, accurate, current, relevant, and in the format the patrons need; use the most cost effective means of obtaining information; provide complete citations of resources used; and, conduct perceptive reference interviews to determine what patrons need.
Questions from the Administrator, Associate Administrators (including their Deputies or Assistants), Directors of Program Offices, and congressmen will be given top priority. These questions may not be given referrals without a complete and thorough review of all available resources. In many cases the contractor shall pursue the referrals personally.

Report Requirements:
The contractor shall provide a two-part monthly performance report and an annual patron report.

Part 1 of the monthly performance report shall consist of statistical charts that reflect the following:
· A financial report which presents the acquisitions conducted for the NASA HQ Library (i.e. books, subscriptions, documents, CD​ROMs, databases)

· The encumbered and expended funds used in the acquisition process,

· The monthly activity and fiscal year to date activity of the acquisition process,

· The number of directional, ready reference, and research questions answered,

· The types of resources used in answering ready reference and research questions,

· The results of search evaluation forms submitted each month,

· Statistics on the number of patrons that visited the library,

· Statistics on the usage of copier equipment, statistics on cataloging activity for the month (i.e. the number and types of materials cataloged, original cataloging, copy cataloging, items withdrawn from the collection, rush requests),

· Statistics on interlibrary loan activity (i.e. items borrowed, items received, requests processed, rush requests, etc.),

· Statistics on circulation activity (i.e. number of items circulated, renewed, returned, lost, number of patrons added or removed),

· Statistics on collection maintenance (i.e. number of books, documents, journals, etc. shelved, amount of material covered in any large shifting or shelf-reading projects).

Part 2 of the monthly performance report shall be a narrative that contains highlights of the month's activities; descriptions of noteworthy accomplishments; identification of any problems, including health and safety, which impeded performance or may impede performance in the future; and, proposed corrective actions. This report shall be delivered to the COTR and Contracting Officer by the 5th workday of each month of contract performance.
The Annual Patron Report shall provide information on the library materials and services used by the library patrons, and the patrons’ satisfaction with those materials and services.  The basis for the report shall come from the library conducting an evaluation and/or survey of the patrons.  The contractor shall ensure that its patrons’ needs are being met by formulating ways to increase patron satisfaction based on any comments, suggestions, etc. from the patron survey and/or evaluation.  

The Annual Patron Report shall consist of the survey and/or evaluation, the tallies of the questions in the survey and/or evaluation, a written summary and analysis of the results, suggestions for improvements and a time table for implementation of ways to increase patron satisfaction if areas have been discovered to be lacking in patron satisfaction.  The Annual Patron Report is to cover the fiscal year, October 1 – September 30, and the Annual Patron is due by October 15 of each year of this contract term.
Meeting Requirements

The contractor shall present an oral summary of each monthly performance report to the COTR and Contracting Officer approximately 15 calendar days after providing the written report. The purpose of this oral summary is to address potential problems which have been identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters.  All records of library operations are property of NASA Headquarters and shall be filed, retained, and disposed of in accordance with NASA Policy Directive (NPD) 1440.6, NASA Records Management; NASA Procedural Requirements (NPR) 1441.1, NASA Records Retention Schedules.
The Library Manager will meet weekly with the Technical Monitor (TM) to provide weekly updates on the functions of the library including the status of staff, services, and any new or unusual issues for the library.  The meeting shall be held at the end of the week either in the TM’s office or via telecom initiated by the Library Manager.  It is at the TM’s discretion whether to hold in-person or telecom meetings.  If an in-person or telecom meeting is not possible, the Library Manager will provide a written report that can be sent via e-mail.

2.2 ACQUISITIONS - LIBRARY MATERIALS

The contractor shall perform the complete acquisition function for materials contained in the NASA HQ Library, which includes: verification, ordering, claiming, receipt, records management, and reports.

The contractor shall use Workflows or a comparable automated system to record and track all acquisitions. The system must be able to sustain all Government audit requirements and permit the tracking of event sequences for individual items from ordering through verification of delivery and payment.
The contractor shall contract with vendors for journal and newspaper subscriptions.
The contractor shall purchase individual documents and articles for NASA employees as part of the Interlibrary Loan/Document Delivery function. All other materials will be purchased only for the library collection, though suggestions from patrons are encouraged.
Collection Development

The contractor shall form a Collection Development Team of HQ Library staff to select materials for purchase according to the following factors: 
· Guidelines of the Collection Development Policy which shall be reviewed every year and updated as necessary.  A current copy of the Policy shall be provided to the TM and an update on the annual Policy review (including any changes) shall be provided to the TM by the 1st of August. 

· Appropriateness for the Library collection; 
· Demand for the subject as determined by interlibrary loan, circulation, reference requests, and purchase suggestions by patrons; and

· Any cooperative agreements with other NASA Libraries.
Collection Weeding

The NASA HQ Library Collection Development Policy sets forth the guidelines for weeding materials from the collection.  The contractor shall delete all appropriate records from the Workflows database and OCLC, and properly disseminate the weeded items.

Missing, Destroyed, or Damaged Items

The contractor shall identify items missing from collection, update NASA GALAXIE, and conduct a search for missing items on a monthly basis. The contractor shall report lost and destroyed library items to the Government. The contractor shall identify items that are damaged and inform the Government to determine the need for repair and replacement.  
Quality Requirements

The contractor shall ensure the correct materials are ordered, received in good condition, and paid in full. The contractor shall use the most reasonable source for each order taking time and price into consideration.
Timeliness Requirements

· The contractor shall place rush orders immediately within one hour. 
· Regular orders for materials/documents should be placed within 2 workdays of receipt. 
· The Collection Development Team should place orders for books within 5 workdays of selection. 
· Follow-up for materials not yet received must be conducted every 2 weeks after the initial order.  The contractor shall update the patron every 2 weeks with a status of their order.
2.3 CATALOGING

The contractor shall perform the following general activities in supporting this function for the Headquarters Library and periodically, as needed, for the Office of the General Counsel Law Library: document searching; descriptive cataloging; subject cataloging and classification; copy and original cataloging; holdings, volume, item, and copy control; labeling, bar coding, and security tagging; item delivery and reporting. Books, series, journals, reports, and audio-visual items shall be cataloged.  Any new acquisitions to the Office of the General Counsel Law Library collection will also be added to the cataloging system, in accordance to the above cataloging perimeters, by the contractor.

The contractor shall catalog materials in OCLC and Workflows using the MARC format, OCLC Bibliographic Formats and Standards, the current edition of the Anglo-American Cataloging Rules (AACR2r), Library of Congress Classification (LCC) and Subject Headings (LCSH), the NASA Thesaurus, and Library of Congress Rule Interpretations (LORI). The contractor shall perform authority control research when necessary. The contractor shall conform to future changes in the above formats and guidelines and with recommendations of the NASA GALAXIE Cataloging Committee.

The contractor shall ensure that the system parameters of Workflows reflect the NASA HQ Library's cataloging policies.
Quality Requirements:

· Searching: The contractor shall perform efficient and cost-effective searches in OCLC and Workflows.
· Call Number: The contractor shall apply complete and accurate LC call numbers that reflect the item’s content. The contractor shall collate related materials within the library's collection.
· Subject Headings: The contractor shall use at least 3 LCSH and NASA Thesaurus terms on each item that appropriately describes its content.
· Description: The contractor shall catalog materials using second level description of AACR2r and input I level records in OCLC, upgrading level M and K records. All records must be clear of errors.
· Books: The contractor shall ensure correct shelving by LC call number within the correct collection. The contractor shall display new books in the new book display.
· Serials: The contractor shall ensure that no omissions are made in the tracking system, including indices and supplements. Serials shall be shelved alphabetically by title. Individual issues shall be kept in chronological and numerical order. New journals shall be kept in the new journal area.
· Documents: Cataloged documents shall be shelved as books. Un-cataloged documents shall be shelved in their numerical order.
· Special Collections: See Books. 
· Multimedia: See Books. 
· Newspapers: See Serials. Newspapers shall be weeded periodically.
Timeliness Requirements:

· Rush Items: The contractor shall catalog all rush items within 1 workday of receipt.
· Regular Items: The contractor shall catalog all regular items within 15 workdays of receipt.
· Foreign Language Titles: The contractor shall catalog all non-English titles within 20 workdays of receipt.
· Books, Documents, Special Collections, Multimedia: The contractor shall ensure that new receipts are shelved within 1 workday of being cataloged. Appropriate materials shall be put in the new book display.
· Serials and Newspapers: The contractor shall provide daily check-in and shelving with no backlog. The contractor shall ensure that newspaper claims are sent within 1 workday and journals claims are sent within 2 workdays. The contractor shall strive to obtain any missing issues as quickly as possible.
2.3.1 Special Cataloging Projects

Legislative Histories

Under the direction of the Headquarters Law Librarian, the contractor shall perform cataloging services to complete an inventory project of compiled legislative histories and single legislative materials kept in the library, Law Library, and other special library collections as required, in the cataloging system.  There are approximately 500 items. Cataloging perimeters stated above shall cover the project, as well as any location-specific attributes required.  

Timeliness of Legislative Histories
The contractor shall catalog 5 compiled legislative histories per month.  The contractor shall catalog 10 single legislative materials per month.

2.4 EQUIPMENT AND FACILITIES MAINTENANCE

The contractor shall be responsible for contacting the NASA HQ Help Desk for the routine maintenance of the NASA HQ Library's equipment.

The library's photocopier utilizes a feature that maintains usage statistics. All individuals must key in a unique code to use the copier. Use of the photocopier is limited to those patrons with a NASA badge. Members of the public must receive permission to use the photocopier from the library staff.

The library utilizes an automatic patron counter at the entrance to the library. The contractor shall track and report the daily usage of the facility in the monthly report.

The library utilizes a scanner for collection development and interlibrary loan services.  The contractor shall track and report daily usage of the scanner in the monthly report.

The contractor shall maintain property control in accordance with the NASA Equipment Management System.

Routine Maintenance:  The contractor shall keep equipment operative 95% of each workday.

Timeliness Requirements

· Routine Maintenance: The contractor shall replenish toner and paper within 15 minutes of discovery.  Scanner maintenance shall be called in to the NASA Help Desk as needed.
· Cleaning: The contractor shall clean equipment once per month. Cleaning shall consist of the removal of smudges from computer screens, scanner and copier glass using appropriate cleaners.
· Reporting of NASA GALAXIE problems: Telecommunication outages must be reported immediately, and Software problems must be reported within 2 work hours.
2.5 MATERIALS PROCESSING AND MAINTENANCE

The contractor shall process all materials acquired for the collection in accordance with established NASA policies and guidelines.

The contractor shall reshelf all items returned to the NASA HQ Library or used within the premises by the close of business each workday.

The contractor shall ensure that OCLC and Workflows records are continuously updated as materials are added, moved, weeded, or lost. The contractor shall repair damaged materials or send them to the bindery.

Serials

The contractor shall enter all serials into an automated system for tracking and claiming. The contractor shall enter local holdings records into NASA GALAXIE and OCLC. The contractor shall prepare current journals for the shelf by applying property stamps and theft detection tabs.  

Due to the importance of current issues, the contractor shall emphasize the prompt processing, shelving, and availability of all serial materials. The contractor shall ensure that newly received serials are processed and added to the collection within 1 day of receipt. All missing issues will be claimed with the journals vendor.

Newspapers

The contractor shall pick up newspapers from the NASA HQ Mail Center at the opening of the library each workday. The contractor shall prepare newspapers by applying a property stamp to each section of the paper. The contractor shall notify the vendor when papers are not received.

2.6 CLASSIFIED MATERIALS

The NASA HQ Library does not collect, receive or store classified or sensitive materials

Any classified documents found in the library collection during the course of normal business, or during review and weeding projects, shall not be loaned to any patrons and shall be given to the NASA Security Office.  Any sensitive documents found in the library collection during the course of normal business, or during review and weeding projects, shall not be loaned to any patrons and shall be given to the COTR.  The receiver of these documents shall follow NASA Guidelines for the handling of Classified and SBU materials.
Should any NASA civil servant, contractor or other person attempt to give or send (via e-mail or through U.S. mail) classified or sensitive documents to the library, the library staff shall, whenever possible, return the materials to the donor and inform the donor that the library does not accept classified or sensitive information.  If it is not possible to return the materials to the donor, then the library staff shall follow the instructions in the paragraph above.

2.7 LIBRARY MAIL

The contractor shall be responsible for all mail functions in the NASA HQ Library. This includes e-mail, voice-mail, fax, and U.S. mail.

The contractor shall receive and sort all incoming mail deliveries to the NASA HQ Library on the day of delivery. Any items arriving by overnight, commercial carrier, or hand delivery shall be promptly examined and forwarded or otherwise acted upon.
The contractor shall immediately report all suspicious packages received in or otherwise found in the NASA HQ Library to the NASA HQ Security Office. The contractor shall not attempt to open or move any such package. 

The contractor shall prepare all outgoing mail for both internal and external mailing. All outgoing mail shall include the NASA HQ Library's return address. The contractor shall exercise particular care with interlibrary loan materials. The contractor shall coordinate with the COTR for all certified, registered, or commercial mail service shipments to ensure cost efficiency.
Mail that turns out to be classified shall be handled in accordance with paragraph Section 2.6.  The contractor shall observe all NASA classified and SBU distribution restrictions.

2.8 CIRCULATION

The contractor shall perform all circulation functions in the NASA HQ Library in accordance with established library procedure and NASA policies and guidelines manual. This function includes: staffing the circulation/reference desk during operation hours; executing loans, renewals, holds, and returns; creating, updating and deleting Workflows patron records; mailing overdue notices and bills; calculating and collecting funds from patrons for lost items; ensuring system parameters reflect the Library's lending policies; and maintaining statistics and reporting.

The contractor shall create patron records in Workflows for NASA HQ employees, NASA HQ contractors, and NASA HQ retirees who have completed NHQ Form 191. The contractor shall maintain a file of all NHQ Form 191’s (NASA Headquarters Library Patron Form).  Each patron will be assigned a bar code kept on file in the library. The borrowing privileges of patrons who are contractors or detailees must expire with the expiration of their contract or period of detail. The contractor shall be responsible for updating expiration dates of contractor and detailee patrons.

The Workflows system is capable of automatically e-mailing overdue notices to users whose addresses are in their records. The contractor shall be responsible for monitoring the report generated, sending notices by regular mail to those users without e-mail accounts, and updating e-mail addresses.  The contractor shall calculate cost, collect funds or receive replacement items for lost materials from patrons, reporting status updates to the COTR. Patrons who do not return materials or replace lost materials will have their borrowing privileges revoked.
Timeliness Requirements

· The contractor shall complete all charges, renewals, and holds while the patron is present.
· Overdue Notices: The contractor shall ensure notices are sent weekly on the day of the report.
· Letters for Non-returned Items: The contractor shall ensure notices are sent weekly on the day of the report.
· Recalls: The contractor shall call current borrowers immediately to retrieve materials.
2.9 INTERLIBRARY LOAN AND DOCUMENT DELIVERY

The contractor shall be responsible for all aspects of the Interlibrary Loan function at NASA HQ Library. This function includes: borrowing materials from other libraries to fulfill requests by HQ patrons; photocopying, lending, and mailing/faxing HQ Library materials to other libraries; searching NASA GALAXIE and OCLC for requested materials; placing requests in OCLC when necessary; verifying citations; ascertaining availability through online databases or document vendors; maintaining statistics on requests and in accordance with copyright law; ensuring borrowed materials are returned in a timely manner by patrons and other libraries using this service.

The NASA Center Libraries have chosen not to implement the Interlibrary Loan function in NASA GALAXIE. The contractor shall use the most cost effective method or system to ensure integrity of the service.

The contractor shall, when initiating an interlibrary loan, follow ALA Procedures and Guidelines and the provision of the Copyright Law. The contractor shall use OCLC or ALA forms in all of its transactions with other libraries to ensure that there are records of the transactions. The contractor shall verify incomplete citations in order to correctly fill requests.

The contractor shall make every effort to have patrons return materials to the NASA HQ Library before they are due to the lending libraries and to comply with the policies of the lending libraries in order to ensure continued cooperation.

Certain items may require that they be returned either by certified or registered mail. The contractor shall coordinate with the NASA HQ Mail Center to determine the best method for processing these items, which guarantees their safe return.

The contractor shall adequately package all interlibrary loan materials to be mailed to ensure their safe delivery using the U.S. Postal Service standards and/or NASA’s pouch mail system as appropriate. 

Quality Requirements:
The contractor shall ensure that items lent and borrowed are the correct editions, complete copies, readable (in the case of photocopies and faxes), and returned in the same condition in which they were lent. 
Interactions with patrons and staff of other libraries must be professional and courteous.

Timeliness Requirements:

Requests from patrons: The contractor shall ensure requests for materials and documents are processed within 2 work days and strive to obtain materials within 2 weeks. Process rush requests for materials and documents within 1 hour and strive to obtain articles on the day of the request and books within 2 workdays. Take advantage of online services, document delivery vendors, cooperation between NASA libraries, and courier services to ensure quick delivery.  The contractor shall update the requestor on the status of their request weekly.
Overdue materials: The contractor shall notify borrowers of overdue materials at 3 and 5 workdays after items are due to NASA HQ Library. Patrons who do not return materials or lose them without paying for them will lose their borrowing privileges.
Requests from libraries: The contractor shall reply to requests within 3 workdays. Process rush requests immediately, faxing or mailing the items on the day of the request.
Overdue materials: The contractor shall notify borrowing libraries of overdue materials at 5 and 15 workdays after items are due. Libraries that do not return or replace materials will lose their borrowing privileges.

2.10 REFERENCE SERVICES

The contractor shall provide courteous, professional, and proactive reference services to all NASA HQ Library visitors and telephone callers according to their privileges as delineated in the established library procedures manual and NASA policies and guidelines. These services shall include, but are not limited to, coverage of the circulation/reference desk, ready reference service, document identification and retrieval, literature and online searching, research service, library instruction, referral to external sources, bibliography creation and updating, current awareness service, resource evaluation and library science consulting, and statistics reporting.

The contractor shall answer all directional questions concerning the location of materials in or services provided by the Library or at NASA.

The contractor shall answer all ready-reference questions involving looking up basic facts or locating books and articles. These questions are characterized as taking less than 15 minutes.

The contractor shall answer all research requests often involving in-depth work with print and online resources, finding extensive information or elusive facts, or requiring sophisticated literature searching.  These requests are characterized as taking more than 15 minutes and in some cases several hours.

The contractor shall only perform searches in commercial databases for NASA HQ civil service employees on work-related subjects.  

Records of ready reference and research questions answered will be kept for 1 year.  Data recorded includes status of requestor (e.g. NASA employee, public), subject of request, resources used, mode of request (e.g., mail, e-mail), staff providing the reference/research assistance, and date.

The contractor shall provide referral service when materials are not available in the Library and staff is not able to obtain them. This service includes providing address, phone numbers, e-mail addresses, and other essential contact information. The Library shall maintain a file of frequent referrals. 

The contractor shall provide “giveaway” materials on NASA, NASA-related or federal government subjects commonly asked for by patrons.  For example, brochures, pamphlets, posters and press kits are materials that might be collected for this purpose. The materials shall be organized for efficient distribution.

The contractor shall provide assistance and instruction to patrons in the use of the library and its resources. Instruction should be provided in the form of classes, user guides, casual assistance, and signs.  Areas of instruction should include, but is not limited to, layout of facilities, nature and organization of the collections and specific materials, use of library services, and use of print and electronic resources.

The contractor shall create, update and distribute bibliographies on topics frequently requested in response to individual requests or where an information need is perceived.

The contractor shall create, update, monitor, and distribute current awareness services on topics frequently requested, in response to individual requests or where an information need is perceived. Print or electronic sources may be used, and the contractor shall be responsible for supplying materials cited in the service when requested. Copyright laws must be complied with when supplying materials.

The contractor shall maintain expertise in library resources, library science, and the types of materials required by NASA HQ Library patrons. This expertise will be used in providing services and selecting library materials for purchase. NASA may also request it for consultation in designing databases and information services.

Timeliness Requirements:

Government action Phone Calls:  The contractor shall return all telephone calls within 2 work hours.
Directional Questions:  The contractor shall answer directional questions immediately.

Ready Reference Questions:  The contractor shall answer ready reference questions within 1 workday or the time limit set by the patron.
Research Questions:  The contractor shall answer research questions within 2 workdays or the time limit set by the patron.  If the time limit set by the patron is more than one week, the contractor shall update the patron weekly.
Rush Requests:  The contractor shall answer rush requests within 1 hour.
Requests from the Library@hq.nasa.gov mail box:  The contractor shall answer mail box requests within 3 workdays. 

2.11 MARKETING AND INTERNET PRESENCE

The contractor shall strive to inform all NASA HQ employees and interested members of the public of services and materials provided by NASA HQ Library. This shall be achieved, for example, by demonstrations, announcements in Heads Up, posters, e-mail notices and letters, special events, presentations, and the Library's web pages.

The contractor shall continually maintain the library's web pages by checking all links; collecting, organizing, and presenting quality Internet resources useful to patrons; maintaining only current information; complying with NASA policies and guidelines for creation and maintenance of web pages and the proper use of the NASA templates; responding to all requests received through the web pages (see above reference question section); and, maintaining expertise in HTML and web authoring tools used by NASA.

Marketing to the NASA HQ community should be done as necessary (e.g., special events, introduction of new services, periodic reminders of services available, etc). Special events (e.g., book signings, open house, National Library Week) shall be held at the discretion of the COTR.
Table 2 Applicable Laws, Regulations, Standards, and Directives for Headquarters Library Services (SOW 2)

	Applicable Laws, Regulations, Standards, and Directives
	SOW Section

	Laws
	

	Rehabilitation Act of 1973 (29 U.S.C. 794d)
	1.0

	Copyright Act 1976
	2.9 & 2.10

	Federal Regulations, Executive Orders, and Guidance
	

	Library Of Congress Classification Outline
	2.3

	Machine Readable Cataloging (MARC) standard revised
	2.3

	Other
	

	Online Computer Library Center (OCLC)
	2.3

	American Library Association (ALA) standards
	2.3

	Anglo-American Cataloging Rules II (AACR II)
	2.3

	NASA Thesaurus
	2.3

	NASA Directives : NPD 1440.6, NASA Records Management; NPR 1441.1, NASA Records Retention Schedules
	2.1


3.0 ARCHIVAL SUPPORT

The NASA History Program was started shortly after the Agency itself was established nearly fifty years ago. It serves two key functions: widely disseminating aerospace information and helping NASA managers to understand and learn from past successes and failures. Thus, we have both internal and external audiences.  The maintenance of the Historical Reference Collection is one component of the History Program Office, hereinafter referred to as the History Office.
General Requirements
Archival Support is needed in the following areas:  acquisitions, appraisal, arrangement, description, reference, access, digitization and preservation.  The contractor shall ensure that the History Office is staffed between the hours of 8:00 a.m. and 4:30 p.m., each business day.  The contractor shall be able to correctly lift 30 pound boxes of archival material.  The contractor shall have a Master’s degrees in History and/or Library Science and relevant professional archival experience.  The contractor shall discuss with the Chief Archivist whether to contact NASA staff beyond the History Office and Center History Points-of-Contacts when considering broadening an archival project.  Any written correspondence/emails with Officials in Charge must go out under the signature of the Chief Historian or Chief Archivist.

Acquisitions
When called upon, the contractor shall provide support to the Chief Archivist with acquisitions of historical materials.

In the absence of the Chief Archivist, the contractor shall, if possible, defer acquisitions decisions until that person’s return.

Appraisal
The contractor shall be knowledgeable of NASA history in order to assist the Chief Archivist in making informed appraisal decisions. The Chief Archivist makes the final appraisal decision.

Duplicates, extraneous and non-historical materials shall be discarded during the review process.

The contractor shall use the NASA Records Retention Schedules, NPR 1441.1D to determine if historical materials are official records and thus mandated by law to be transferred to the National Archives and Records Administration.

If historical materials are indeed determined to be record material, the contractor shall prepare a Standard Form 135, “Records Transmittal and Receipt,” and work with the Records Management staff to ensure their transfer to National Archives.

Arrangement and Description
Original order and provenance should be respected.  Short of that, historical materials must be ordered by subject or by name of individual for biographical files.

Within each folder contractors must organize materials in reverse chronological order.

The contractor shall inventory and prepare a descriptive bibliographic record for file folders and/or boxes of historical material contained in the Historical Reference Collection.

The contractor shall maintain the bibliographic records in the Agency​ standard database located in the History Office.

Library contractors shall continue to support the History Office by cataloging additional titles added to the publications section of the Historical Reference Collection.

The contractor shall electronically scan selected documents, prepare a bibliographic record for those documents, and store the documents and cataloging records in the History Office database.

To facilitate use of the database, the contractor shall maintain an existing authority list of terms used as access points to the database. The contractor shall maintain a manual of data entry procedures.

The contractor shall provide support in evaluating new hardware and software for the History Office as the need arises.

Reference and Access

The contractor shall support the reference activity function by responding to inquiries made by letter, e-mail, and telephone.  See “NASA History Office, “Procedures for Handling Reference Requests” for additional information.

The contractor shall answer reference requests within 2 business days of the date received.

The contractor shall spend no more than 30 minutes of research time per individual reference request.  Beyond that, the contractor shall invite researchers to the History Office to conduct their own research.

The contractor shall have those who schedule to come in person to conduct research, fill out and sign a “Rules for the Use of the NASA History Office Historical Reference Collection” form before serving them historical material.

The contractor shall provide support to onsite researchers by helping them locate hardcopy files, electronic documents, audio visual materials, and publications in the Historical Reference Collection likely to contain responsive information.

The contractor shall be prepared to provide extensive reference services periodically to satisfy high level special research projects with short deadlines.  The contractor shall consult with the Chief Archivist or Chief Historian to determine which reference requests rise to this level.
The contractor shall maintain a log of reference inquiries detailing whether the inquiries were by telephone, in writing, or in person and whether they were made by NASA or non-NASA personnel.

For historical reference requests involving material stored at the Federal Records Center, the contractor shall be prepared to search the records transmittal forms for requested materials then fill out an Optional Form 11, “Reference Request - Federal Records Centers,” in order to retrieve the materials.  The contractor shall also be expected to work with the Records Management staff to locate the pertinent information.
Preservation
The contractor shall provide the minimum in preservation standards.

As collections are processed, the contractor shall re-box the materials using acid free boxes.

The contractor shall re-folder materials housed in deteriorating file folders into new file folders.

The contractor shall subdivide overstuffed file folders and describe the newly created folder(s) in the database.

Whenever appropriate metal paper clips, binder clips, and rubber bands shall be replaced with archival approved fasteners.

Whenever appropriate the contractor shall place photographs and negatives in protective sleeves.

All documents repaired or attached with adhesive tape, all faxed documents in danger of fading, and all acidic newspaper clippings shall be photocopied, replacing the damaged original from the folder with the photocopy and discarding the original.

The Government will provide the archival supplies required.

The contractor shall file all archival material in the Historical Reference Collection, and when necessary, create new subject folders, re-label folders, physically shift folders to make room for additional material, and update the History Office database to reflect these changes.

Training
The contractor shall allow its employees to participate in task appropriate training in the latest archival and records management principles and practices as well as training on various IT systems used to manage archival collections. Appropriate Health and Safety training shall be provided by the contractor for its employees and training records shall be maintained on-site and a copy provided to the COTR. 
Special Projects

The contractor shall assist the Chief Archivist with the review of boxes of material stored by the History Office at the Federal Records Center (FRC).  During the process a determination will be made regarding whether each collection is suitable for transfer to National Archives based on the records schedules.  Additionally, the contractor shall photocopy historically valuable items from the boxes on loan from FRC and will add the copies to subject files in the Historical Reference Collection.
The contractor shall provide support to the Chief Archivist in devising and populating a new database called “Reference Desk.”  The contractor shall populate a number of fields for each record, with the two key pieces of information being answers to frequently asked questions and answers to difficult questions.  This system will increase efficiency when responding to future reference requests.

The contractors shall be called upon on an as needed basis, totaling no more than 15% of their time, to assist in historical fact –checking for History Office publications and other NASA products; to write/edit historical content on the history web page; and to assist History Office staff with book marketing and distribution.

Customer Service and Survey Requirement:
The contractor shall provide quality reference services to all – NASA staff, historians and scholars, students, and the general public.

The contractor shall offer every researcher at the conclusion of his/her visit to the History Office a customer evaluation form.  The form shall be placed in a secure box in the History Office to be retrieved by the Chief Archivist.

Performance Requirements:
The contractor shall maintain a log of reference requests detailing whether the inquiries were by telephone, in writing, or in person and whether they were made by NASA or non-NASA personnel.

The contractor shall keep statistics on database activity (i.e. data entry abbreviated and full, cubic feet of records cataloged, database records modified, terms added to database, and number of database searches conducted).

The contractor shall keep statistics on scanning activity (i.e. number of items scanned, abbreviated data entry completed).

The contractor shall keep statistics on reference activity (i.e. how many requests received by telephone, email, mail, and from walk ins; number of requests for copies of books; and number of NASA/non-NASA customers who were assisted with research).

The contractor shall keep statistics on appraisal activity (i.e. total volume appraised, volume arranged and disposed of).

The contractor shall keep statistics on preservation activity (i.e. volume photocopied).
Timeliness Requirements:

The contractor shall answer reference requests within 2 business days of date received.

The contractor shall spend no more than 30 minutes of research time per individual reference request.  Beyond that, the contractor shall invite researchers to the History Office to conduct their own research.  The contractor shall coordinate research projects with the History Office for approval of the customer’s requested due date.
Meeting and Report Requirements:
The contractor shall provide a written monthly performance report to the Chief Archivist that includes the following: monthly calculations of database, scanning, reference, appraisal, and preservation activities.  Each monthly report shall include calendar year and contract year totals.  The monthly report shall also include a narrative section describing ongoing work on archival projects.

This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 

4.0 HEADQUARTERS INFORMATION SERVICES

The NASA Headquarters (HQ) Information Center serves NASA HQ, other NASA employees, and other Government contractors, educators, Government officials, National and International visitors. Visitors and telephone calls are received from all over the world. It is of the utmost importance that the contractor provides accurate information, maintain a viable inventory of publications, and consistently convey a positive image of the Agency. The contractor shall provide support for the HQ Information Center from 7:30 a.m. to 4:30 p.m. each workday.

The contractor shall receive and direct persons who call or visit NASA HQ, and provide information concerning the HQ organizations, functions, activities, and personnel.  When questions arise from the public requiring special attention, or are of a nature that the contractor is unable to answer from readily available sources, the contractor shall refer the question(s) to the COTR. The contractor shall also respond to requests for publications and reports produced by NASA.   

The contractor shall ensure that the HQ Information Center locator database is kept current. The personnel directory shall be updated daily to reflect the most recent updates to the NASA Enterprise Directory. The subject directory shall be updated by daily feedback from the customers and using the results of periodic calls to the organizations.

The contractor shall maintain an updated list of the HQ Information Center contacts/telephone numbers for each NASA Center and component facility.

The contractor shall ensure that the HQ Information Center Home Page content is up-to-date.  

The contractor shall manage and organize the inventory of publications and other sale items available in the HQ Information Center. The management of the inventory shall include, but is not limited to, the maintenance of a listing of all publications and other sale items available for distribution. The contractor shall coordinate the addition/deletion of publications and other sale items to/from the Information Center inventory. The contractor shall distribute cash refunds to NASA customers that lose money in vending machines in the HQ building. The contractor shall ensure that proper documentation is provided to vending company for deposits.

The contractor shall ensure that payment, if required, is received prior to the distribution of materials.
Timeliness Requirements:
The contractor shall manage mail order requests for publications and reports.  The contractor shall prepare and ship publications and reports within two business days.  The contractor shall also order and receive publications and reports from the Goddard warehouse within three business days.
Meeting and Report Requirements

The contractor shall prepare and maintain financial collection voucher reports associated with the sale of publications and other items in the Information Center - balancing cash, checks and money orders against receipts. These reports and all monies collected shall be available for pick-up by the COTR by start of business each Monday.

Knowledge
 The contractor shall ensure that the HQ Information Center staff is continuously trained to keep abreast to general knowledge on NASA HQ programs and functions (via each organization's Home Page), and, as necessary, research information. The contractor shall also ensure that the HQ Information Center staff is apprised of any activities that NASA HQ supports or participates in so that appropriate related​ information is advertised and/or displayed within the HQ Information Center. The contractor shall be responsible for ensuring that the HQ Information Center staff is proficiently trained to use Information Technology (IT) hardware/software to perform assigned tasks in the HQ Information Center.

The HQ Information Center staff shall support HQ Organizations contingent on availability, for special events or activities. 
Quality/Customer Service:

The contractor shall use a standard script (modified as needed) when answering the telephone.
The contractor shall not answer any questions using the phrase, "I don't know."
The contractor shall answer telephone calls within 3 rings.
The contractor shall report any current problems which may impede performance and proposed corrective action.
Monthly Reports:

The contactor shall provide a monthly performance report to the COTR that includes the following:

· Number of visitors assisted
· Number of calls received
· Number of courier packages handled
· Number of publications sold and money received
· All incoming wrong numbers
· Indication of any current problems which may impede performance and proposed corrective actions
The monthly report shall also include the following: monthly calculations of data points above.  Each monthly report shall include calendar year and contract year totals.  This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 

5.0 HQ MAIL CENTER OPERATIONS AND SERVICES

The contractor shall be responsible for mail operations and services. Mail operations and services include, but is not limited to, the receipt, x-raying, processing, and delivery of incoming mail, such as:  U.S. Postal Service (USPS) mail including accountable mail (express, insured, certified, and registered), interoffice mail, and mail delivered by commercial vendors, such as Federal Express (FedEx) and United Parcel Service (UPS).  The contractor shall be responsible for preparing, processing, and managing outgoing mail via the USPS and shipments via commercial vendors at NASA HQ.  The contractor shall provide support for special events as necessary. 
The contractor shall provide staff and supervisors to support the mail function and the full range of mail services and operations, including telephone coverage, in the NASA HQ Mail Center from 6:30 a.m. to 5:00 p.m. each workday.
The contractor shall be knowledgeable of USPS regulations, specifically those governing Federal Government mailing, penalty metered mail, penalty metered mail systems, and software applications and equipment, and shall maintain the USPS Domestic and International Mail Manuals.
The contractor shall provide appropriate training for new employees including Health and Safety training. Contractor shall maintain records of the training on-site and provided a copy to the COTR.
The contractor shall be knowledgeable of commercial shipping services, software applications, and equipment. The contractor shall be knowledgeable in the handling of suspicious packages and skilled in the use of x-ray and magnetometer equipment for processing all incoming mail delivered by the USPS. The contractor shall screen and segregate suspicious letters and packages in accordance with established NASA policies and guidelines.

The contractor shall accomplish all mail operations and services in accordance with established NASA policies and guidelines and USPS and Department of Transportation (DOT) regulations.

The contractor shall provide ongoing training to ensure personnel are conversant of USPS and DOT regulations, software applications and equipment related to mailing and shipping systems, and technological changes affecting the mailing and shipping industries.

The contractor shall provide training to ensure personnel are articulate in communicating the Government's views and positions to the Government's internal and external customers, carrying out the Government's internal and external outreach initiatives, and participating in internal meetings and conferences. The contractor shall provide personnel to participate in NASA and interagency meetings, conferences, and industry trade shows. (Participation in external conferences and trade shows that require travel and training expenses shall not be more than twice per fiscal year.)

The contractor shall pick up and deliver mail to all delivery points at NASA HQ and offsite locations not less than twice daily. Incoming mail shall be presorted and packaged in the NASA HQ Mail Center in accordance with established organizational breakdowns. As mail is delivered to the individual pickup points, the contractor shall pick up outgoing mail and sort it into two categories -- internal and external, before returning to the NASA HQ Mail Center. All other sorting shall be performed in the NASA HQ Mail Center.

Mail carts shall not be left unattended in the main corridors during mail runs.

The contractor shall provide special pickup and delivery services for items such as newspaper subscriptions and incoming articles for the Offices of the Administrator, Legislative Affairs, and Public Affairs.

The contractor shall sign the appropriate paperwork provided by the USPS to signify receipt of the accountable mail.

The contractor shall contact the NASA HQ Security Office prior to opening any USPS bag containing accountable mail. The NASA HQ Security Office will open the USPS and determine whether the USPS bag contains classified documents. The NASA HQ Security Office shall remove any mail pieces determined to contain classified documents and will return the USPS bag to the contractor for processing the other mail pieces.

The contractor shall contact (by telephone) the addressee(s) for pickup and acceptance of the remaining accountable mail.

The contractor shall obtain the appropriate signature on the USPS Form 3811, "Domestic Return Receipt," from the addressee and shall make a photocopy of the form and file the photocopy with a log.  

The contractor shall maintain a log to record each piece of accountable mail received in accordance with established NASA policies and guidelines. The log shall include, but not limited to, items such as the control number of the mail piece, addressee name, suite number, cost center, date received, and date signed for by the addressee.

The contractor shall be responsible for processing all outgoing accountable mail.

The contractor shall extract pertinent information from the USPS Form 3811 and maintain a log for the recording of each piece of outgoing accountable mail. The log shall include items such as the control number of the mail piece, addressee name, suite number, cost center, date received and date delivered to the addressee.

The contractor shall meter and prepare all outgoing accountable mail and shall place mail pieces in the appropriate USPS bags for pickup by the USPS.

The contractor shall mark, with the proper suite number mail that is improperly marked in accordance with the NASA Enterprise Directory, approved organizational breakdowns, and delivery points.

The contractor shall meter all outgoing mail to be collected by the USPS by 4:00 p.m. each workday. The contractor shall ensure that information collected in the metering process is electronically backed up by the close of business each workday. All outgoing letters and flats for USPS pickup shall be placed in trays/bins provided by the Government.

The Mail Center supervisor must call the USPS to inquire as to the collection of the afternoon outgoing daily mail when the USPS does not arrive to collect the mail by 4:20 p.m. and to inquire as to whether collection is expected to be made by the USPS by 5:00 p.m. The contractor shall immediately notify the COTR if the USPS indicates that collection cannot be made by 5:00 p.m.

The contractor shall lower the rollup door and close the Mail Center if the USPS does not arrive by 5:00 p.m. The contractor shall leave a note on the Mail Center supervisor's desk advising that the USPS did not collect the mail. The Mail Center supervisor shall advise the COTR immediately the next business day.

The contractor shall be responsible for processing shipments via GSA approved commercial vendors Federal Express (FedEx) and United Parcel Services (UPS). 

The contractor shall maintain a database of accountability along with appropriate file documentation and records for all outgoing Federal Express (FedEx) and United Parcel Services (UPS) mail processed through the FedEx Powership system and the UPS Worldship system mail.

The contractor shall trace, as necessary, FedEx deliveries using the Powership system and UPS deliveries using the UPS Worldship system.

The contractor shall be responsible for reconciling the expenditures for all items processed through the FedEx Powership System and the UPS Worldship system in accordance with established NASA policies and procedures.
The contractor shall be responsible for delivering letters and packages received via FedEx, UPS, or other carriers up to 50 lbs.  
The contractor shall sort all outgoing international mail for processing Federal Express International Consolidated Mail in accordance with NASA policies and guidelines.

The contractor shall pickup sealed Sensitive But Unclassified (SBU) "burn bags" containing Privacy Act, proprietary, and sensitive materials from designated pickup and delivery points on regularly scheduled mail runs and shall secure these materials in the NASA HQ Mail Center. (Approximately 5,000 pickups, varying in weight from 10-40 pounds each, are estimated per year.)  

The contractor shall be required to deliver mail to offsite locations housing NASA employees (a Government vehicle will be furnished in these instances). A valid driver's license shall be required for all personnel designated to operate a government vehicle. The contractor will be required to know all MD/VA/DC vehicular laws, regulations and perform government actions in a safe, respectful professional manner. The contractor shall report any parking tickets, accidents, or damages to government vehicles to the COTR immediately (see FAR Part 31 for the allowability of fines and penalties).
The contractor will have access to a Government credit card for the purchase of gasoline, as required, and shall be responsible for returning all receipts for purchases to COTR. These receipts will be used to track and account for expenditures with standard operating procedures.  The contractor shall conduct an annual user survey to ensure that mail is being delivered correctly and in a timely manner and to obtain and measure customer satisfaction.

The contractor shall respond to all routine inquires from customers regarding mail service. Routine inquiries include, but are not limited to, advice on proper mailing procedures, mailing classifications, mail pickup and delivery times and location points, and information about the least expensive mail costs. Extraordinary inquiries shall be directed to the COTR for resolution if the contractor is unable to provide an adequate response. Extraordinary inquiries include, but are not limited to, those situations of a non-routine nature, or where the customer is not satisfied, or in agreement, with a response or policy. The contractor shall respond to typical customer mail issues in accordance with established NASA policies and guidelines, the HQ Postal Dollars and Sense Guide, NASA Mail Guide, and USPS regulations as defined in the USPS Domestic Mail Manual and, the USPS International Mail Manual.

The contractor shall notify the COTR, when incremental postage funds are required on either or both of the metering machines in the NASA HQ Mail Center (when the amount reaches $1,000).

The contractor shall transport the NASA HQ Mail Center metering machines to the USPS (Washington Metro area) for an annual inspection and maintain files and records in accordance with NASA Records Retention, NPG 1441.

The contractor shall maintain sufficient stock of Government-furnished mailing supplies, including metering supplies, in the NASA HQ Mail Center.

The contractor shall provide personnel that understand the basic functions of Mail Center equipment such as copier machines, staple machines, typing machines, personal computers, and metering equipment. These personnel shall be capable of identifying and troubleshooting malfunctions in accordance with equipment standards and warranties. The contractor shall take immediate action to correct most operative problems, notifying the COTR when the scope of repair requires outside expertise, parts, or equipment, that are generally not available.

The contractor shall support the COTR in efforts related to the continual improvement of the NASA HQ Mail System and services provided by the HQ Mail Center.

The contractor (Mail Center Supervisor) shall contact the originating organization/office to determine the appropriate mailing or shipping of large parcels or boxes regardless of mailing address destination.

Meeting and Report Requirements:
Prepare a Daily Status Report (by 9:00 a.m. each workday) and maintain files and records of each Daily Status Report. Daily Status Report must include the following:

· The time the USPS delivered the morning mail, 
· The number of flats/letter trays received,
· The number of mail pieces received,
· The time the USPS delivered the previous day's afternoon mail, the time of Federal Express and United Parcel Service pickup for the previous day, and 
· Non-routine (rush or emergency) requirements/requests which must be scheduled on an ad-hoc basis in order to meet those requirements/requests.
The contractor shall file completed Request for Special Mail Services, NHQ Form 203s and FedEx Powership and United Parcel Service reports by 12:00 p.m. each workday to ensure proper invoice reconciliation of the actions that were processed for shipping on the previous work day.
Monthly Reports:

The contactor shall provide a monthly performance report to the COTR that includes the following:

· Number of mail pieces received

· Amount of postage spent
· Number of pieces mailed
· Monthly pouch mail to Center statistics, including number of pieces  and costs
· Number of outgoing United Parcel Post & Federal Express airbills processed, including domestic expedited, international expedited, and consolidated international pouch, number of pieces and costs for each 
· Indications of current problems which may impede performance and proposed corrective actions or problems which may impede performance and proposed corrective actions
The monthly report shall also include the following: monthly calculations of data points above.  Each monthly report shall include calendar year and contract year totals.  This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 

Quality Requirements:

The NASA HQ Mail Center is a controlled access facility.  The front area of the NASA HQ Mail Center shall be monitored at all times to ensure customers do not enter the mail center beyond the counter.  No customers are admitted to the main mail center.
The contractor shall provide prompt and courteous services at all times and ensure that customers at the mail center counter are greeted and assisted promptly.
The contractor shall establish and maintain the highest standard of quality in providing the services required in this functional area.  

The contractor shall not answer any questions using the phrase, "I don't know.”  

Skill Requirement:

The contractor shall be able to lift up to 50 lbs.
Survey Requirement:

The contractor shall conduct an annual user survey to ensure that mail is being delivered correctly and in a timely manner and to obtain and measure customer satisfaction.  The survey shall be conducted each September of each year of the contract.  
Timeliness Requirements:
The contractor shall process and deliver all Express mail including USPS, UPS, and FedEx within one business day from receipt.

The contractor shall process and deliver all regular mail and packages within two business days from receipt.

The contractor shall reconcile and finalize Express mail (UPS and FedEx invoices) within two business days.

The contractor shall process mail list services per the customer’s requirement.
6.0 MAIL LIST SERVICES, POSTAL DESIGNS, AND CLASSIFICATIONS

The contractor shall be knowledgeable of the full range of USPS regulations, including those specifically governing Federal Government penalty metered mail, penalty metered mail systems, and software applications and equipment for developing, maintaining, and producing address mailing lists, e-mail mailing lists, and databases. This function includes, but is not limited to, the full range of elements associated with mail piece design for optimum mail communications and mailing classifications for mass mailings, one-time and repeat mass mailings, and targeted mailings that are used to support HQ outreach initiatives. Typical mailings contain domestic and international mail address composition.  
The contractor shall interface with the COTR, NASA HQ Mail Center Manager, NASA HQ Printing Officer, NASA HQ Communications Services Support Center (CSSC), NASA HQ employees and contractors, USPS representatives, and software/hardware vendors as appropriate in accomplishing assignments for mail list services, postal designs, and postage classifications.

The contractor shall be knowledgeable of the full range of USPS regulations, including those specifically governing postal discounts for mass mailings.

The contractor shall be responsible for the development, maintenance, and production of address mailing and e-mail databases and lists for NASA HQ. Databases shall consist of internal (NASA) and external mailing and e-mail address information (domestic and international). The contractor shall provide targeted mailing address information to support specific audiences when required.

The contractor shall create, update, merge, delete, and sort mailing lists in sizes ranging from 50 to 200,000 addresses.

The contractor shall develop and upgrade mailing lists to incorporate ZIP+4(+2), bar-coding and presorting, and eliminate duplicate addresses. Mailing lists must comply with standardized address formats to meet USPS machine-readable requirements and acceptability.

The contractor shall import data from D-base, ASCII, or manually enter addresses information including transferring data to a track or disk as required.

The contractor shall provide mailing list data on a disk for jet-ink printing the address information directly on the mail pieces. The contractor shall also, when required, print mailing lists using Cheshire labels and/or pressure sensitive labels.

The contractor shall maintain an inventory of mailing list supplies sufficient to ensure timely response to customer requirements.

The contractor shall maintain a system of recordkeeping and accountability of all mail list management control records and work products to include, but is not limited to, service request date, originating HQ office, list size, frequency of use, address composition, printed format, and potential cost savings projection/analysis by mail list.
The contractor shall maintain the mail stop list for NASA HQ.  The contractor shall update the mail stop list as offices move, such as during the building renovation and general restacking.  
The contractor shall perform mail services to support HQ customer distribution and mailing as required. Typical mail services shall include, but is not limited to, preparing printed and paper materials for mailings; e.g. inserting material in envelopes, addressing envelopes by affixing preprinted mailing address labels and using automated addressing methods.

The contractor shall provide staff knowledgeable of operating equipment for jet-inking address information directly on mail pieces and operating folding, inserting, and tabbing equipment to fold, insert, tab, and prepare mail pieces in compliance with Agency policy and USPS regulations.

The contractor shall be knowledgeable of the full range of USPS regulations, including those specifically governing mail piece design and postal classifications for penalty metered and permit mail and for business and courtesy reply mail. The contractor shall provide support for mass mailings, repeat mass mailings, and one-time mailings that include domestic and international mail address information composition that result in postal discounts.

The contractor shall provide expertise in mail piece design for supporting NASA HQ mass mailings and permit mailings to domestic and international address destinations. The contractor shall provide expertise to design visually appealing and cost-effective mail communications. Mail piece design includes all aspects of the layout of the mail piece, including size, weight, postage classification, and postal markings and endorsements to meet printing specifications and requirements and USPS acceptance.

The contractor shall provide support in the review of proposed mail communications; e.g., publications, brochures, post cards, conference materials, report proceedings to determine the mail piece design and layout for the mail piece communications and the most economical postal classification.

The contractor shall ensure that the proposed mail piece designs comply with Agency policies and standards and USPS regulations.

The contractor shall interface with NASA HQ customers and shall provide support in determining the most marketable mail communications design at the most economical mail classification. The USPS mail classification shall be based on the following criteria: a) number of pages of the document, b) time-sensitivity, c) number of addresses and copies per address, d) composition of the mailing address information (Non-NASA domestic, domestic, international).

The contractor shall support the COTR and HQ Mail Program Manager in efforts related to the continual improvement of the NASA HQ use of the USPS to accomplish its mail communications.

The contractor shall provide ongoing training to ensure personnel are articulate in USPS regulations, software applications, and equipment related to mailing systems, postal discounts, GPO printing requirements, and technological changes affecting the mailing and printing industries.

The contractor shall provide training to ensure personnel are articulate in communicating the Government's views and positions to the Government's internal and external customers, carrying out the Government's internal and external mail communications outreach initiatives, and participating in internal meetings and conferences. The contractor shall provide personnel at the request of the HQ Mail Program Manager and COTR to participate in NASA and interagency meetings, conferences, and industry trade shows. (Participation in external conferences and trade shows that require travel and training expenses shall not be more than twice per fiscal year).

Survey Requirement:

The contractor shall conduct an annual user survey to ensure that mail list services are being delivered correctly and in a timely manner and to obtain and measure customer satisfaction.  The survey shall be conducted each September of each year of the contract.  
Meeting and Report Requirements

Monthly Reports:

The contactor shall provide a monthly performance report to the COTR that includes the following:

· Number of lists maintained and size
· Number of requests for mail list services
· Number of labels printed
· Number of requests and description of document design, postal classification, and costs 
· Projected cost savings to be realized by utilizing USPS discount plans
· Number of requests for mailing services by Headquarters organizations
· Number of mailings performed
· Number of domestic, international, and NASA addresses for each mailing request
· Number of labels affixed for each mailing request
· Document design, postal classification, and costs for each mailing
· Indication of any current problems which may impede performance and proposed corrective action
The monthly report shall also include the following: monthly calculations of data points above.  Each monthly report shall include calendar year and contract year totals.  This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters.
7.0 MAIL SCREENING SERVICES
The contractor shall provide the skilled personnel and specialized materials and equipment necessary to perform the work as specified below.  
The contractor shall receive all incoming USPS mail, after the mail has been x-ray screened and processed through the onsite magnetometer equipment by the Headquarters Mail Center staff.

The contractor shall separate all USPS mail that does not bear an imprinted corporate, business, U.S. Government department or agency, or association logo return address on the mailer or envelope (unconfirmed source mail) from mail pieces which bear the acceptable printed identification.

Following completion of the x-ray screening process, the contractor shall batch and place the unconfirmed source mail in a sealed bin and shall move the bin to a designated storage area. The Headquarters Mail staff shall remove the remaining mail for sorting and delivery.

No later than the next business day, the contractor shall review, examine, screen, and open all of the unconfirmed source mail pieces, specifically to determine the presence of any visible powder, dust, granular or similar substance which may indicate the presence of potentially hazardous and chemical materials or biological agents. The contractor shall open all unconfirmed source mail inside a COTR-approved, sealed glove box, to be provided by the contractor under this task. The mail opening operation will be conducted in Government-provided space at NASA Headquarters.

The contractor shall perform routine testing twice each week, self-administered tests of the bins and areas where unconfirmed source mail pieces are processed and stored to determine the presence of Anthrax spores and other biological agents. The contractor shall keep all the maintenance records on-site and provide them to NASA and/or COTR upon request. In addition to the self-administered testing, upon recommendation of the contractor and approval by the Government, the contractor may also be required to hire an appropriate company to conduct periodic testing for Anthrax spores and other biological agents. Contractor may also be required to hire an appropriate company to conduct non-routine testing, including but not limited to, post-incidence testing. 
The contractor shall process potentially contaminated mail items in accordance with prescribed NASA procedures and guidelines. The contractor shall immediately place a potentially contaminated mail piece in a double-sealed plastic bag and call the NASA HQ Security Emergency number. As soon as practicable, the contractor shall notify the COTR of the identification of the potentially contaminated mail piece. The contractor shall have written SOPs for routine procedures and emergency situations so that appropriate procedures are followed, e.g., proper clean-up of the equipment.
The contractor shall reassemble those mail items not suspect to contamination in accordance with prescribed NASA procedures and guidelines.

The contractor shall enter the reassembled mail items back into the Headquarters mail system for delivery.  Mail for the Office of the Administrator, Legislative Affairs, and Public Affairs must be processed and delivered within 24 hours of receipt.  Mail for all other offices must be processed and delivered within 48 hours of receipt.
Deliverables:
The contractor shall establish systems of accountability and record keeping to daily record and document the number of pieces suspected of contamination and the number of suspect pieces retained by the HQ Security Office.  The COTR shall approve the tool for documentation and the specific pertinent information regarding the suspect mail piece.  The contractor shall maintain a log of the specific pertinent information regarding the suspect mail piece.
Monthly Reports:

The contactor shall submit a monthly performance report to the COTR that includes the following:

· Number of isolated mail pieces screened and opened, number of pieces suspect to contamination
· Number of suspect pieces retained by the HQ Security Office
· Include log of the specific pertinent information regarding the suspect mail piece.
· Indication of any current problems which may impede performance and proposed corrective action 
The monthly report shall also include the following: monthly calculations of data points above.  Each monthly report shall include calendar year and contract year totals.  This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 
8.0 FACILITY HELP DESK REQUIREMENT

The contractor shall maintain a centralized help desk to provide a variety of services for Headquarters employees.  The help desk will serve as a place to register and submit service requests for the following contract areas: audio visual support, building services, conference scheduling, custodial services, electrical services, and mover services via the Facilities Help Desk System (FHDS).  
The contractor shall provide personnel to receive and process information between the hours of 6:30 a.m. and 5:30 p.m. each workday.

The contractor shall maintain the FHDS database of all requests and compile, categorize, and analyze data collected.

The contractor shall receive customer complaints, inquiries, requests for status of repair and emergency requests via walk-ins, telephone calls, e-mails and the Facilities Help Desk System.
Quality Customer Service:
The contractor shall develop a standard operating procedure (modified as needed) for handling Trouble Call tickets.

The contractor shall not answer any questions using the phrase, "I don't know."
All Help Desk telephone calls/request shall be processed within 3 minutes of receipt and shall gather the appropriate information, including but not limited to name, phone number, type of issue, etc.  Upon receipt, the contractor shall process as indicated in the Help Desk Business Process
All nonemergency requests shall be processed and forwarded within 15 minutes of receipt 

The Help Desk staff must contact the appropriate floor manager of all repeat requests.  The contractor shall maintain a log of repeat requests with specific pertinent information, in a format approved by the COTR.
Closing of Trouble Calls and Facilities Requests:  Trouble calls and facilities requests are reactive maintenance work as well as scheduled facilities requests and are important to keep both the facilities operating and the customers satisfied and able to complete their missions.  

	Priority
	Maximum Time to Close the 
Work Order

	Priority 1
	24 hours

	Priority 2
	48 hours

	Priority 3
	5 business days


Meeting and Report Requirements:
The contractor shall follow up on open Trouble Call tickets from previous business day to verify these tickets were assigned and action officers are working on the tickets.
Monthly Reports:

The contactor shall provide a monthly performance report to the COTR that includes the following:

· Number of  Trouble Call/Facilities requests received in their various categories
· Number of closed Trouble Call/Facilities requests received in their various categories.
· Indication of any current problems which may impede performance and proposed corrective action problems which may impede performance and proposed corrective action
The monthly report shall also include the following: monthly calculations of data points above.  Each monthly report shall include calendar year and contract year totals.  This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report.  The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 

8.1 CONFERENCE SCHEDULING

The contractor shall provide support for scheduling on and off site conference facilities using the Facilities Help Desk System.  All conferences scheduled shall be entered onto an AVSS master calendar.  The contractor shall provide support to ensure that last-minute requirements for conference support are met with a minimum of disruption to the conference or participants.  The COTR must be notified of any customer issues or complaints.

If a client needs to be moved from their meeting site, it is the responsibility of the contractor to notify and explain why they are being relocated.  The contractor shall make an attempt to relocate and satisfy the needs of the client.  The COTR shall be notified if their support is needed to complete this process.  The contractor shall maintain a list of NASA HQ approved alternative conference facilities to be used in instances where on-site facilities are not available or do not meet the requirements of the customer.

The contractor shall be responsible for providing conference scheduling services for the following conference rooms:

Auditorium (west lobby)
MIC 3 (3H46)

Glennan Assembly Room (1O35)
MIC 5 (5H46)

Glennan Conference Room  (1Q39)
MIC 6 (6H46)
Multi-Purpose Room (CG46)
MIC 7 (7H46)
Conference Pods (11)
PRC (9H40)


         Executive Conference Center (8R40)
In the event other conference rooms are added/deleted, the standard operating procedures (SOP) will be modified.
The conference scheduler must notify the HQ Security office for all events scheduled in the auditorium.

As a general rule, food is not allowed in the conference rooms. Requests to reserve any controlled conference room for luncheons, parties, must be forwarded to the COTR, for approval. The requestor should be instructed to submit a written request to the COTR.

The same procedure applies to special furniture set-ups: beverages (coffee, juice, tea, and water) are acceptable provided the requestor assumes full responsibility/guarantees the room will be cleaned up after the meeting.

Other Government agencies can reserve NASA conference rooms with the COTR's approval and under the following conditions:

· No special furniture arrangements. (NOTE: Without approval from the COTR).
· They must be instructed that they can be bumped for NASA requirements, and will be encouraged by the scheduler to make contingency plans. (NOTE: "Bumping" can occur due to press conferences or other mission critical events.)
· The auditorium cannot be reserved for other agencies because of the high possibility that they could be bumped for press conferences or other NASA activities.
Advanced scheduling is limited to 6 months.

Exception is made with approval from the COTR for certain meetings that may require publication announcing several months prior to the actual meeting date. The COTR will approve all requests beyond 6 months.
Quality and Customer Service:

The contractor shall develop a standard operating procedure (modified as needed) for handling Conference Room requests.

The contractor shall not answer any questions using the phrase, "I don't know."
Emergency telephone calls/request shall be processed within 3 minutes of receipt. Upon receipt, the contractor shall process as indicated in the Help Desk SOP.

All nonemergency requests shall be processed and forwarded within 15 minutes of receipt.
Monthly Reports:

The contactor shall provide a monthly performance report to the COTR that includes the following:

· Number of Conference requests received for each of the conference rooms.
· Number of Conference requests received requiring special services (such as Audio Visual Equipment and Services).
· Indication of any current problems which may impede performance and proposed corrective action which may impede performance and proposed corrective action
The monthly report shall also include the following: monthly calculations of data points above.  Each monthly report shall include calendar year and contract year totals.  This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 
9.0 CUSTODIAL SERVICES

The contractor shall perform custodial services at NASA HQ.  All custodial services shall be performed in accordance with the requirements specified below and as detailed in the contractor’s schedule of work. The custodial staff is the first-line inspectors and are responsible for reporting inadequacies, concerns, problems or repairs to the Help Desk or Facilities and Administrative Services Division.  All custodial services are to be performed during evening hours (5:00 p.m. through 11:00 p.m. unless otherwise modified) with exception to the cleaning tasks specified below.  The contractor shall coordinate the service for cleaning linens, cloth shower curtains, and towels.
9.1 Areas Requiring Cleaning During Daytime Hours

Cleaning service is required for areas containing classified materials and sensitive information between the hours of 7:00 am - 5:00 pm each workday. Areas requiring daytime cleaning are as follows:

The Administrator's Suite

With the exception of the Administrator’s suite, cleaning services are required for this suite of offices prior to 7:00a.m. each workday.  Cleaning services may also be required after 5:00p.m. when special events in the Administrator’s suite have concluded.  In such cases, the night time custodial services will be required.  
Daily

· HEPA vacuum all floor areas and baseboard area
· Empty all waste containers and install new liners as required
· Dust all furniture surfaces
· Damp wipe all glass doors, sidelights, and furniture glass surfaces to eliminate fingerprints and smudges
· Supply bathrooms
· Complete and thorough bathroom cleaning
· HEPA vacuum Program Review Center (PRC) and dust all furniture surfaces
· Empty all waste containers, install new liners, and remove trash from tables as required for balcony areas accessible from Administrator’s suites

Weekly

· Dust and/or damp wipe window sills and frames, wood doors and frames, heat pumps louvers, and wall trim 
· Change and launder towels in executive offices 
· Spot clean soiled carpet 
· Complete edging of all areas 
· Wash chalkboards/whiteboards and trays
· Spot clean carpet in the PRC as required
· HEPA vacuum all general office, executive and reception area seating, this includes the PRC
Health Unit

Cleaning service is required for the NASA HQ Health Unit between the hours of 7:00 am. and 4:30 p.m. each workday or during evening hours if scheduled with authorized personnel.  In providing service to this area the contractor shall:

Daily

· Empty all waste containers and install new liners 
· HEPA vacuum carpets and rugs
· Damp mop all floors with disinfectant and detergent
· Dust furniture, equipment, and window sills
· Complete toilet room washing and bright metal polishing 
· Wash all interior glass
· Supply toilet rooms
· Wipe door handles and knobs with disinfectant
Weekly

· Remove all cardboard, debris, recyclable paper, glass, aluminum, newspapers (recyclable bins shall be monitored on a daily basis and emptied at the 3/4 to full level)
· Clean furniture glass
· Clean chalkboards/whiteboards and trays 
· Wet mop all floors with disinfectant
· Wash with disinfectant all trash receptacles and fixtures
· Clean shower stall with disinfectant (more frequently as it is used)

Monthly

· Dust and damp wipe baseboards and ledges, doors, furniture, piping, radiators, heat pumps, shelving, trim, walls, frames, and window sills
· Dust diffusers, louvers, and grills
· Complete edging of all areas
As Needed

· Strip and refinish tile floor
· Steam clean carpets
Aerobic/Fitness Center 

A detailed and thorough cleaning services for the NASA HQ Aerobic/Fitness Center facility is required to maintain maximum healthful and sanitary conditions.  Appropriate hours for such service are between 9:00 a.m. through 10:00 a.m. and from 7:00 p.m. to 11:00 p.m. each workday. In providing service to this area, the contractor shall:

Daily

· Clean and scrub all tile surfaces, including floors and showers with disinfectant

· Dust furniture, equipment racks and shelving areas 
· HEPA vacuum around all large equipment with hose extensions and dust nozzles
· Clean mirrors
· Empty waste containers and install new liners as required 
· Supply toilet rooms
· Use a disinfectant/cleaner to wipe down all surfaces and console on the Stairmaster machine, on treadmill console, tracks and around tread engine cover
· Clean sauna area with disinfectant to include seating; leave doors open in shower, restroom and sauna areas to allow surfaces to air dry
Bi-Weekly

· HEPA vacuum carpet
· Clean all chrome surfaces on exercise equipment
· Dust mop aerobics room floor using manufacturer specified cleaning products

· Clean all glass surfaces
· Wipe down all vinyl covering on strength machines and free-weight furniture using manufacturer specified cleaning products

· Clean bike and rower seats, and exercise mats with soap and water
· Wipe down all painted and chrome surfaces on strength machines
· Change and launder cloth shower curtains 

· Clean Tuflex flooring according to manufacturers specifications
· Wipe down all handles and controls on strength machines

· Remove all cardboard, debris, recyclable paper, glass, aluminum, newspapers (recyclable bins shall be monitored on a daily basis and emptied at the 3/4 to full level)
Monthly

· Wipe down lockers
· Deep clean all grout areas
· High dusting, including all TV’s, fans, and tops of lockers
· Dust diffusers, louvers, and grills
· Wipe vinyl covered walls

Secured Office Areas

Daily

· Empty all waste containers and install new liners as required
· Remove all cardboard and debris
· HEPA vacuum carpet and rugs
· Dust work surfaces, furniture tops, and equipment
Weekly

· Wash chalkboards/whiteboards trays and dust erasers

· Collect and remove all recyclable paper, aluminum, glass, and newspapers (recyclable bins shall be monitored on a daily basis and emptied at the 3/4 to full level)
· Use appropriate HEPA vacuum attachment to clean the edging of all areas
Monthly

· Dust and damp wipe baseboards; doors, furniture, piping,
· Radiators, converters, shelving, trim, walls, frames, and windowsills
· Dust diffusers, louvers, and grills
· Spray clean and polish floors where applicable
· HEPA vacuum all general office and executive/reception office seating
· Wipe glass film on office walls with a damp cloth

As Needed

· Steam clean the carpets 

Restrooms

During the hours of 8:00 a.m. and 3:00 p.m. daily, the paper supplies in all restrooms must be maintained to the full level and areas picked-up. However, paper products are not to be discarded until completely used.  Thorough cleaning service is required between the hours of 5:00 p.m. and 11:00 p.m. each workday. In providing service to these areas, the contractor shall:

Daily

· Empty all waste containers and install new liners as required
· Remove all cardboard, and debris
· Complete all bright metal polishing where applicable
· Wash mirrors
· Clean and disinfect sinks and counters

· Supply toilet rooms
· Wet mop floors with disinfectant

· Toilet washing with disinfectant
Weekly

· Spray clean and polish all resilient tile floors and walls
· Disinfect toilet walls, stall partitions, sinks and counter tops
Monthly

· Machine scrub floors
· Complete edging of all areas
· Dust and damp wipe doors, piping, shelving, trim, walls, and frames
· Dust diffusers, louvers, and grills
Computer and Information Technology, Operational Areas

This service is required for the NASA Headquarters Computer Center (NHCC), Public Service Communications Network (PSCN) and related IT operational support areas between the hours of 7:00 a.m. and 5:00 p.m. (or as designated for each area) each workday.  In providing service to these areas the contractor shall:

Daily

· Empty all waste containers and install new liners as required
· Remove all cardboard, debris, and recyclable paper (recyclable bins shall be monitored on a daily basis and emptied at the 3/4 to full level)
Weekly

· Dust special equipment and furniture
· HEPA vacuum floors and floor mats
· Complete edging of all areas
· Wash chalkboard/whiteboard trays
Monthly

· Dust and damp-wipe baseboards, doors, furniture, shelving, trim, wall, frames, and window sills
· Damp mop computer floors
Annually

· Vacuum and spot clean under raised floor tile and damp mop floor tile surfaces.
Rooftop Balconies and Second Floor Patio

Daily

· Empty all waste containers and install new liners as required
· Remove all trash and debris from tables and surfaces

· Empty all ash trays, wipe clean

Twice Weekly

· Check cigarette genie and remove cigarette debris

9.2 Areas Requiring Cleaning During Evening Hours

Auditorium, Glennan Conference and Assembly Rooms, Management Information Centers (MIC Rooms), Video Teleconference System Room (VITS Rooms), and Television Studio and Network Control Rooms

This service is required for conference and training facilities during the hours of 5:00 p.m. through 11:00 p.m. each workday. The contractor shall not clean any rear video projection screens. In providing service to these areas, the contractor shall:

Daily

· Empty all waste containers and install new liners as required
· Remove all cardboard and debris
· Dust all furniture 
· Visually inspect the area for left over meeting items, food, paper, litter, etc.

· Reposition conference room chairs under tables
Weekly

· Spot clean carpet
· Damp mop floors 

· Wipe down table and chair legs
· Wash chalkboards/whiteboards and trays 
· HEPA vacuum carpet and rugs
· Complete edging of all areas
Monthly

· HEPA vacuum all general office seating and executive/reception seating
Columbia Café

The Columbia Café is not a full service café.  There are tables in the dining room and the balcony area for employees to use for eating or small gatherings.  The employees must bring their own food and beverages to the café.  The kitchen is not used by general staff, it is for special purpose use only.

Daily

· HEPA vacuum all floor areas and baseboard area
· Empty all waste containers and install new liners as required
· Dust all furniture surfaces
· Damp wipe all glass doors to eliminate fingerprints and smudges
· Empty all waste containers, install new liners, and remove trash from tables as required for balcony areas 

· Clean and disinfect dining area sinks and counters

· Remove empty coffee single serving containers from coffee machines and wipe clean the coffee machines

· Wipe clean the ice machine

Weekly

· Dust and/or damp wipe window sills and frames, wood doors and frames, heat pumps louvers, and wall trim 
· Spot clean soiled carpet 
· Complete edging of all areas 
· Wet mop kitchen and storage room floors with disinfectant or as needed

· Clean and disinfect kitchen sinks and counters

Monthly

· Complete all bright metal polishing where applicable in kitchen

· Machine scrub kitchen and storage room floors
· Complete edging of all kitchen and storage areas
· Dust and damp wipe kitchen and storage room doors, piping, shelving, trim, walls, and frames
· Dust diffusers, louvers, and grills (does not include exhaust hood over cooking areas) in kitchen and storage room

· Wipe clean refrigerators and freezers

Corridors, Lobbies, Elevators, Conference Rooms, Training Rooms, and Pay Telephone Areas

Cleaning service is required for corridors, lobbies, elevators, conference rooms, training rooms, and pay telephone areas between the hours of 5:00 p.m. and 11:00 p.m. each workday. In providing service to these areas the contractor shall:

Daily

· Empty all waste containers and install new liners as required
· Remove spills and damp mop floors where applicable 
· HEPA vacuum carpet where applicable
· Polish drinking fountains
· During inclement weather, remove all dirt, mud, chemical salt residue, and water from floors and walk off mat carpet runners of building entrances and lobbies
· Wash all interior lobby glass surfaces including glass doors and fixed glass lights to eliminate dust, debris, spots and fingerprints
Weekly

· Dust diffusers, louvers, and grills
· Complete edging of all areas
· Remove all cardboard, debris, recyclable paper, aluminum, Glass and newspaper (recyclable bins shall be monitored on a daily basis and emptied at the 3/4 to full level)
· Wash all interior and exterior glass surfaces containing etched glass
· Dust window sills
· Damp mop lobby floors east lobby, from the guard's desk to the elevator lobby
· Clean entire west lobby thoroughly
As-Needed

· Waxing, stripping, and buffing shall be done on all hard surface flooring in the corridors, lobbies, elevators and pay telephone areas.  Care shall be taken that materials and methods used in this process preserve the integrity of the surfaces.  
· Steam clean carpets

Vending Room and Galley Areas

Cleaning service is required for the galley and vending room areas between the hours of 5:00 p.m. and 11:00 p.m. each workday. In providing service to these areas the contractor shall:

Daily

· Empty all waste containers and install new liners as required
· Remove all cardboard, debris, and recyclable paper, aluminum, glass and newspapers (recyclable bins shall be monitored on a daily basis and emptied at the 3/4 to full level)
· Damp mop tile floors and HEPA vacuum carpet
· Clean and polish all sinks
· Wash and disinfect all counters 

· Visually inspect galley and vending room areas
Weekly

· Spot clean all carpet tiles
· Wet mop all tiled floor areas
· Remove all contents from the refrigerators after 3pm on Fridays with the exception of frozen foods which can remain in the freezers.
Library

Cleaning service is required in the NASA HQ Library, between the hours of 5:00 p.m.11:00 p.m. each workday. In providing service to this area the contractor shall:

Daily

· Empty all waste containers and install new liners as required
· Remove all cardboard, debris, and recyclable materials (recyclable bins shall be monitored on a daily basis and emptied at the ¾ to full level)
· HEPA vacuum carpets
· Dust furniture, window sills and all exposed book shelves
· Re-align chairs in reading room
Weekly

· Wash furniture glass
· Dust all exposed book shelves
· Wash chalkboard/whiteboard trays and dust erasers
Monthly

· HEPA vacuum exposed area of all book shelves not occupied by books and tops of all books in open shelves
· Dust and damp wipe baseboards, doors-furniture, piping, radiators, heat pumps, shelving, trim, walls, frames, and windowsills
· Dust diffusers, louvers, and grills
· Complete edging of all areas
· HEPA vacuum all general office and executive/reception seating
General Office Areas (Workstations, Open Areas and Private Offices)

Cleaning service is required for offices between the hours of 5:00 p.m. and 11:00 p.m. each workday. In providing service to these, areas, the contractor shall:

Daily

· Empty all waste containers and install new liners as required
· Remove all cardboard, debris, and recyclable materials (recyclable bins shall be monitored on a daily basis and emptied at the 3/4 to full level)
· Visually inspect floors
Weekly

· Dust all furniture surfaces, tops and window sills
· Spot clean carpet
· Damp wipe all furniture glass
· Wash chalkboards/whiteboard and trays
Twice Weekly

· HEPA vacuum carpeted floors
Monthly

· Dust and damp wipe baseboards, doors, piping, radiators, heat pumps, shelving, trim, walls, and frames
· Dust diffusers, louvers, and grills
· Complete edging of all areas
As Needed

· Steam Clean Carpets

Newly-Configured or Re-Configured Space
Cleaning service is required for newly-configured or re-configured space on an as-needed basis.  With proactive planning, this may be done during the evening but occasionally, it may have to be done during the daytime.  In providing services to these areas the contractor shall:

· Remove trash
· Dust and damp wipe all furniture surfaces including baseboards, doors, piping, chairs, cabinets, radiators, heat pumps, shelving, trim, and frames
· Dust diffusers, louvers, and grills
· Complete edging of all areas
· HEPA vacuum 
· The contractor shall spot clean fabric covered partitions, demountable wall partitions (fabric covered) and damp wipe systems furniture components i.e., work surfaces, office entrance doors composed of modular systems, keyboard trays etc. The contractor shall clean new glass walls with film to remove dirt, fingerprints, and smudges.

The contractor shall clean these items as requested or as noted during quality inspections.  
Stairwells and Landings

Cleaning service is required for stairwells and landings between the hours of 5:00 p.m. and 11:00 p.m. each workday. In providing service to these areas the contractor shall:
Daily

· Visually inspect all stairwells, spot clean and remove debris

Weekly

· Sweep stair steps, stringers, and landings 
· Damp wipe handrails
Monthly

· Wet mop stair steps and landings
· Dust and damp wipe stringers, doors, piping, and walls
· Complete edging of all areas
Shipping and Receiving Areas

Cleaning service is required for concrete floor areas between the hours of 5:00 p.m. and 11:00 p.m. each workday. In providing service to these areas, the contractor shall:

Daily

· Empty all waste containers and install new liners as required
· Remove all cardboard, debris and recyclable paper (recyclable bins shall be monitored on a daily basis and emptied at the 3/4 to full level)
· Dust mop floors (in areas where spills or other accidents have occurred, the contractor shall also wet mop the area)
Weekly

· Wet mop all floors
Monthly

· Dust and damp wipe baseboards and ledges, doors, furniture, piping, radiators, converters, shelving, trim, walls, frames, and window sills
· Dust diffusers, louvers, and grills
Loading Areas (Includes platforms, recycle storage area and docks)

Cleaning service is required for loading dock and platform areas between the hours of 5:00 p.m. and 11:00 p.m. each workday. In providing service, the contractor shall:

Daily

· Visually inspect loading dock areas to ensure the area is free of trash, cigarette butts and debris, including comers and crevices
· Stack Pallets and cardboard in designated areas
· Ensure that large disposal materials (i.e. boards, wire, packing boxes, non-wood string) are placed in open disposal container
Weekly

· Ensure the area is free of grease, tar, oil spots
· Sweep and damp mop floors 
Annually 

· Remove old finish or wax from floors
· Recoat concrete floors with an approved sealant 

· Remove marks and finish residue from all walls, baseboards and other surfaces
· Remove all streaks, mop strands and marks from floor

NASA Guard Booths (at the Parking garage entrance and the loading dock enterance)

Daily:

· Remove trash
Monthly:

· Dust and wipe all hard surfaces, inside and out
9.3 Trash Removal and Containers

Trash containers

The Government will provide two types of trash containers: a trash compactor and an open top container for bulk debris.  

The Government will provide to the contractor a point of contact from the disposal company who is responsible for removal and disposal of trash.  The contractor shall contact the disposal company to schedule regular trash pick-up with the trash compactor and/or to schedule bulk trash disposal using the open-top container.

Inspection of Compactor

The compactor system shall meet all OSHA safety requirements and local safety ordinances. A qualified mechanic shall inspect the compactor for proper operation and safety on a semi-annual basis.  The Government’s trash disposal company shall provide to the contractor a semi-annual inspection report.  Copies of the semi-annual inspection report shall be provided to the COTR from the contractor.

The contractor shall provide on-site, self-contained trash containers, (ten each in different sizes, ranging from 2 - 8 cubic yards) with lids and castors.

Maintenance of Equipment

The contractor shall make sure the area around the trash compactor is clean and the equipment is in good physical and mechanical condition without rust, damaged seams, tops, rollers, or leaking hydraulics from the daily inspection.

If equipment is damaged or determined to be unacceptable by the COTR due to mechanical failure, sanitary, or aesthetic reasons, the contractor shall contact the trash removal company to correct the deficiencies or replace the equipment within 24 hours after written notification.

If a compactor becomes inoperative, the contractor shall contact the trash removal company to set up a daily schedule to remove the trash from the premises until the necessary repairs have been completed.

Rodent Minimization In Trash Equipment Area

The contractor shall ensure that all trash or garbage containers shall have tight fitting seams, lids and/or doors.

The contractor shall take all necessary steps to ensure that conditions which may contribute to rodent infestation (such as the accumulation of debris around and under trash equipment and unsanitary conditions) are corrected as soon as they are observed or reported. The contractor shall correct reported deficiencies within 24 hours after notification.

Schedule of Container Removals

The contractor shall be required to provide trash removal services between 7:00 a.m. and 5:00 p.m. each workday.

The contractor shall schedule the removal of containers so the facility is not without a container for more than 3 hours. 
The trash containers shall be emptied twice weekly or more frequent as necessary to ensure there is no overflow of debris. The contractor shall remove debris and return containers within 3 hours after notification. The container for the compactor shall be returned to the same location and position from which it was originally loaded.

If the trash and debris is not removed within 24 hours of placing a request for trash removal services (oral followed by written request) or the container is not returned to its original location or position, the contractor shall contact the Government disposal trash company to correct the problem.
The contractor shall not place disposable pallets, cardboard boxes, metal, or recyclable material in the compactor.  The contractor shall schedule the removal of any trash which cannot be handled by the compactor (i.e. disposable pallets and metal).  The contractor shall place any cardboard boxes and recyclable materials in the recycling container area.
Trash Removal Pick-up Tickets

The contractor shall issue pick-up tickets for conventional, compactor, and debris removal services. It shall be the responsibility of the contractor to have all tickets dated the day of the pick-up.

The location of the pick-up and the permit/license number of the container shall be listed on all pick-up tickets.
9.4 Disposal Facility

It is the requirement of the Government that all trash and debris collected under this contract be removed from the premises and transported to a processing facility for the purpose of manufacturing or recycling to the extent available. Trash and debris not transported to facility for manufacture or recycling shall be disposed of only through waste disposal facility that has been certified by the appropriate State local agency for waste management, or by the Environmental Protection Agency.

9.5 Environmental Quality Assurances

The contractor shall fully comply with all State, county, and city laws and regulations regarding sanitation and solid waste disposal.

The contractor shall turn off the motor of all vehicles that do not require the motor to run for the purpose of loading the vehicle.

The contractor shall not create any litter at loading locations, during transportation, or at the disposal locations.

The contractor shall comply with Executive Order 13423: “Strengthening Federal Environmental, Energy, and Transportation Management” dated January 27, 2007 during the performance of disposal functions related to this contract. The contractor shall comply with the Environmental Protection Agency's Comprehensive Procurement Guidelines.  The contractor shall also comply with Executive Order 13514:  “Leadership in Environmental, Energy, and Economic Performance” dated 5 October 2009 during the performance of this contract.
9.6 Training
The contractor shall provide employees job specific safety training per OSHA requirements including but not limited to the annual training in the following areas: Manual materials handling training, HAZCOM training, Bloodborne pathogens training, etc.  
9.7 Emergency and Unscheduled Assistance

In case of an emergency, including fire, broken water lines, toilet room overflow, roof leaks, litter debris, and other situations which would damage Government property or create hazardous conditions, the contractor shall assemble one or more cleaners (at one or more places) to protect Government property or render assistance to others. The contractor shall respond to emergency assistance requests within 15 minutes of a pager request and shall initiate immediate corrective action to provide the assistance requested.

Although the work under this contract does not involve the use of hazardous materials or hazardous operations, as defined in 47 CFR 172-101, the contractor shall provide training to all staff in the proper handling of hazardous and toxic materials as well as the safe handling of bio-hazardous waste. The service and training shall be in compliance with OSHA, EPA and NASA Policy Directives procedures and requirements.

Unscheduled assistance shall be required from time-to-time, including but not limited to, during a NASA mission or whenever a special conference or presentation is held. This service shall include emptying waste containers, dust/damp mopping floors, and HEPA vacuuming carpets. The contractor shall respond to unscheduled assistance requests within 15 minutes of a pager request and shall initiate immediate corrective action to provide the assistance requested.

9.8 Technical Standards for Custodial Services

The contractor shall damp wipe or sponge to remove all dirt, spots, streaks, and smudges from the entire surface of walls, glass and other specified surfaces and then dry to provide a polished appearance. The wetting solution shall contain an appropriate cleaning agent. When wiping in toilet areas, EPA registered multipurpose (disinfectant-deodorizer) cleaner shall be used.

Dust shall be removed directly from the areas in which it lies by the most effective means, appropriately treated dusting cloths/HEPA vacuum tools, etc. Dust shall not be removed from spot to spot. When doing high cleaning, dust shall not be allowed to fall from high areas and remain on furniture and equipment below. Streaks shall not be left in dusted areas. Corners, crevice moldings, and edges shall be free of all dust. There shall be no oils, spots or smudges on dusted surfaces caused by dusting tools. Treated cloths shall not be used on glass surfaces.

Interior window glass surfaces shall be washed annually. After each washing operation, all glass shall be free of dirt, grime, streaks, and excessive moisture and shall not be cloudy. Window sashes, sills, woodwork or metal work above interior glass and other such surroundings shall be thoroughly wiped free of dripping and other watermarks.

All lights shall be turned off before cleaning lamps. All globes shall be removed and cleaned inside and outside. The contractor shall not walk or stand on furniture when removing and installing globes.

Special equipment such as computers, consoles, tape machines, tape racks and other equipment used in a computer room or computer operational area and other authorized equipment at NASA HQ shall be dusted by use of a HEPA vacuum tool as required. Care shall be exercised neither to tamper with the equipment nor to allow the cleaning equipment to dislodge electrical connections or activate push buttons or switches. Electrical convenience outlets on the machines shall not be used to plug in any cleaning equipment such as HEPA vacuum cleaners, buffers.

Commodes, urinals, slop sinks, and lavatories shall be thoroughly washed by using detergents and EPA registered chemicals to keep them free from discoloration, incrustation, dirt, scum and objectionable odors. Strainers at the bottom of lavatories, bowls, slop sinks, and urinals shall be thoroughly washed. All hardware and commode seats shall be washed. The entire surface of doors, partitions, tile, and woodwork shall be washed. After being washed, all water closets, urinals, slop sinks and containers for used sanitary napkins shall be disinfected, using a disinfectant.  Soap dispenser valves and spouts shall be checked weekly to prevent clogging.

The contractor shall remove loose dirt, cobwebs and dust from walls and ceiling with commercial type HEPA vacuum cleaner with attachments. All dust and cobwebs shall be thoroughly removed from all trim, shelves, doors, radiators, electrical heaters, exposed piping, and other mechanical and electrical equipment.

The contractor shall dust walls, millwork, ceilings, shelving, and heat pumps with a damp cloth. The contractor shall spot-clean walls and other painted areas to remove pencil marks, hand smudges, and spots by using a mild detergent solution and clean cloths. Spot-cleaning resulting in shaded areas shall be corrected by cleaning the entire area.
The contractor shall clean Reform modular offices according to Reform manufacturer standards.
9.9 Interior Window Cleaning Venetian Blind Cleaning

The contractor shall develop a program to clean interior window glass and Venetian blinds in place (unless otherwise specified) and dried, annually.

9.10 Floor Cleaning/Carpet

Annually

Carpet shall be HEPA vacuumed after desks and other articles in the room have been dusted, so that any materials such as paper clips, shavings that may have fallen on the carpet during the dusting operation will be picked up. Runners or mats shall be cleaned and moved prior to HEPA vacuuming the carpet. The contractor shall avoid marring furniture or baseboards when operating with floor or rug tool or with HEPA vacuum hose. The contractor shall avoid letting doors strike machine when moving machine into room (use a doorstop). An anti-static solution shall be sprayed on the carpets. The contractor shall use HEPA vacuum and steam clean the carpets.
The contractor shall follow the specific manufacturer's recommendations on the proper method of cleaning carpets. Manufacturer’s recommendations shall be provided to the contractor by the COTR. The specified method of carpet cleaning shall be incorporated into a schedule, which outlines the frequencies for cleaning.  For any carpets that require steam cleaning, the government will provide a large fan to aid in the drying process.
The carpeting of the facility is over raised floor tiles. Beneath the raised flooring, wiring is used to provide electrical, IT communications and telephone connections. Due to the design, the carpet cleaning/spot removal process must not use large amounts of soluble substances for cleaning, to preclude saturation and discoloring. The carpet cleaning/spot removal system used shall not compromise the integrity of the raised flooring and wiring.

Dust mopping using a mild detergent and water shall be performed on concrete and ceramic tile floors where lightly imbedded dirt is not adequately removed by the dust mop and where a cleaning solution is not required. After dust mopping, remove all water, soda, coffee, etc from the floor with a damp mop or sponge mop.

Computer Room floors shall be cleaned and all foreign substances, such as gum, tape, shall be removed prior to damp mopping. The floors shall be damp mopped with an approved cleaning solution, which will be capable of removing all imbedded dust and dirt. Caution shall be exercised to use only the amount of cleaning solution necessary to remove the spots and under no circumstances shall the solution be allowed to seep between the floor panels. The cleaning solution shall be changed as required and the floors shall be dry and free from film and streaks when completed.

Floors shall be swept with a clean, treated dust mop.  Kexcloths shall not be used.  The accumulated debris from dust mopping shall be disposed of outside of the building and shall not be placed among the recyclable materials. Floors shall not show any dust or dirt streaks after cleaning has been completed. Dust or dirt shall not be left in corners behind or under furniture, pipes, benches, worktables, doors, or any object permanently installed. Baseboards, furniture and equipment shall not be disfigured by cleaning equipment.

A putty knife shall be used to remove wads of gum,' tar and similar foreign substances from the floor surface. Only synthetic non-abrasive detergents shall be used. The contractor shall not splash baseboards or walls with cleaning solution, strike or scar the furnishing during the cleaning operation. Rinse and dry the floor as thoroughly as possible.

A floor-polishing machine shall be used to remove all scuffmarks from the ceramic tile floor. The contractor shall polish residual synthetic finish.

9.11 Miscellaneous Services

All diffusers, louvers, piping, radiators, heat pumps, frames, windowsills, walls, ceilings, and other equipment shall be cleaned using a HEPA vacuum cleaner. After the completion of HEPA vacuuming, the contractor shall damp wipe the equipment.

Chalkboards, chalkboard trays and whiteboards shall be washed only when there is no writing on them or when the writer indicates the boards shall be washed.

Room corners, edges of floors and around floor electrical outlets, baseboards, underneath desks and other similar objects, shall be thoroughly HEPA vacuumed and all of foreign substances removed.

The contractor shall identify problem areas related to pest infestations. This duty shall be performed during the completion of regular cleaning assignments. The contractor shall advise the COTR of all areas identified and monitor areas identified to assist the COTR in the tracking of histories of such areas.
All toilet room supplies (such as toilet tissue, hand towels, hand soaps) shall be replenished on a continuing basis and placed in the appropriate receptacles. However, paper products are not to be discarded until completely used.  A small stock of toilet room supplies shall be maintained in each janitor closet. Extra supplies shall not be left in the toilet rooms or in unsecured areas.

The contractor shall remove furniture and raised floor panels as necessary to clean under the raised floor in the Computer Room. The contractor shall remove all debris and trash. The contractor shall then HEPA vacuum and spot clean underneath the raised flooring where panels were removed. No wiring shall be moved. The contractor shall replace equipment and raised floor panels after completion of the required cleaning.

9.12 Trash Removal

All cardboard cartons shall be removed from the building, shall be broken down flat, stacked and placed on the loading dock for removal. Care shall be used to remove only cartons that are empty or clearly marked as trash. Precautions shall be exercised to prevent the cardboard from being blown from the loading dock or causing a litter problem.

All debris, such as empty cardboard boxes, (non-recyclable) packing materials, used tape reels and other disposable items, shall be removed and compacted. Wooden crates or other large objects shall be placed outside the building at designated areas in such a manner as not to interfere with the normal operation of the loading dock area. The area around the loading dock shall be monitored and swept between 5:00 p.m. and 11:00 p.m. or as frequently as necessary to maintain a safe work environment.

The contents of all wastebaskets, pencil sharpeners, paper towel disposal containers and trashcans shall be emptied and removed. Canvas rubber carts may be used for removing trash from the building, but under no circumstances shall uncovered trash be left in the carts. Carts shall not be bumped against walls or equipment along the way and particular care shall be used when going through the doors.

Recyclable paper, aluminum, glass, and newspapers shall be separated and collected in approved containers, marked for each material. The containers shall be placed at a designated area for removal.

9.13 Recycling Program-Schedule Pick-up, Timeframe, Disposal Sights

The contractor shall operate a facility-wide program to recycle high-grade waste paper, low-grade waste paper, aluminum, glass, plastic, cardboard, and newspapers. Recycling services shall be provided between the hours of 5:00 p.m. through 11:00 p.m. each workday.  The Government Recycling Coordinator shall give the contractor a point of contact to coordinate the scheduled pick-up of recycling materials.

The recycling program will be designed by the Government and operated by the contractor. Input and recommended changes to the design of the recycling program may be made by the contractor and submitted to the COTR.

The contractor shall be responsible for emptying the contents of centrally located recycling container. The location of these containers will be provided by the Government on marked floor plans or on printed lists for each floor of the NASA HQ building. The schedule for emptying these containers will be at least twice each week and may be as often as daily depending on the volume of materials collected.

The contractor shall record by type the various recycled products collected each month. Reports will be provided to the COTR upon request. The contractor shall provide a report listing the paper products expenses annually (end of each fiscal year).

The contractor shall be responsible for delivering the recycled materials to a central holding area designated at the loading dock. The contractor shall ensure that materials are separated by type: high grade waste paper, low grade waste paper, newspaper, glass, plastic, cardboard, and aluminum.

The contractor shall provide monthly copies of removal/pick-up tickets to the COTR.

The contractor shall call the GSA recycling contractor for pick up and establish regular pick up schedule.

9.14 Technical Specifications for Cleaning Products and Materials

The contractor shall furnish all supplies, materials and equipment necessary for the performance of all work under this contract unless otherwise specified herein. The contractor shall provide a cleaning product list to include material safety data sheets, and intended use of each of the materials. The contractor shall not use any materials that the COTR determines as unsuitable for use in this facility or harmful to any surfaces.

All necessary cleaning equipment, including power-driven floor scrubbing machines, waxing and polishing machines, commercial type HEPA vacuum cleaners required to perform the work under this contract shall be furnished by the contractor. All equipment shall be of the size and type customarily used to accommodate this level of service. 

All electrical equipment shall be equipped with grounded three prong molded plug and shall not be plugged into receptacles which identified by international orange or part of any computer or other piece of electrical equipment. The Government at the expense of the contractor shall repair any receptacle or receptacle plate damaged by improper use.
All supplies and materials shall be of a type and quality that conform to applicable Federal specifications and standards and, to the extent feasible and reasonable, include the exclusive use of biobased products. All supplies, materials, and equipment to be used in the performance of work described herein are subject to the approval of the COTR. The Contractor must submit to the COTR a list indicating the name of the manufacturer, the brand name, and the intended use of each of the materials, proposed for use in the performance of its work. The Contractor shall not use any materials, chemicals, or compounds which the COTR determines would be unsuitable for the intended purpose or harmful to the surfaces to which applied or, as might be the case for such items as paper or soap products, unsatisfactory for use by occupants. The Contractor shall utilize products and material made from biobased materials (e.g., biobased cleaners, biobased degreasers, biobased laundry detergent) to the maximum extent possible without jeopardizing the intended end use or detracting from the overall quality delivered to the end user. For the biobased content products evaluation, all non-chemical products proposed for use under this contract must conform to the Department of Agriculture (USDA) Designated Biobased Products List (DBPL) whenever practicable. Contractors should provide data for their biobased solvents and cleaners to document biobased content, and source of biobased material (i.e. particular crop or livestock).  Trash bags must contain at least 25% recycled postconsumer content and also consist of biodegradable material.
9.15 Limitations and Restrictions

Floor stripping tasks shall only be performed in the building during non-business hours which are between 7:00 p.m. to 5:00 a.m.
Steel wool shall be used only with the approval of the COTR for a specific task or areas.

The contractor shall not disturb papers on desks or tables, open desk drawers or cabinets, write or mark on blackboards or use telephones provided for official Government use.

The contractor shall ensure that all articles found by cleaning personnel are turned into the NASA HQ Security Office immediately. The contractor shall obtain a written receipt for all articles turned in to the NASA HQ Security Office.

The contractor shall not place chairs or trash baskets, etc., on desks, tables, and workbenches.

The contractor shall not hold doors open with coat hangers, broom or mop handles, dust brushes, or similar objects. When necessary, doors shall be held open with wedges under the bottom edge of the door.

Meeting and Report Requirements
The contractor shall provide the COTR with a schedule of planned custodial activities prior to the start of the contract.  Schedules shall not be changed without prior approval of the COTR. 

The contractor shall meet weekly with the Technical Monitor to discuss projects and tasks.  The contractor shall provide copies of timesheets and schedules to the Technical Monitor weekly.

The contractor shall update information based on actual performance monthly and shall provide a modified schedule to the COTR when actual performance indicates that the schedule is not representative of activities being conducted. The schedule shall be presented in such a way as to visually show planned performance dates. The schedule shall show daily, weekly, monthly, quarterly and annual tasks.

The contractor shall notify the COTR with a list of deficiencies found in the building during the performance of custodial activities.  

The semi-annual inspection report for the trash compactor equipment shall be provided within 2 workdays after completion of the inspection.  

Monthly Reports:

The contactor shall provide a monthly performance report to the COTR that includes the following:

· Summary status of all scheduled work performed daily, weekly, monthly, quarterly, and annually.  Any scheduled work not completed must be reported with a status and comments.

· Indication of any current problems which may impede performance and proposed corrective action which may impede performance and proposed corrective action

This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 

Annual Report:

The contractor shall provide an annual report to the COTR that includes the following:

· Total costs of all paper products

· Total costs of all paper products containing recovered materials

· Total costs of all cleaning products

· Total costs of all green cleaning products

· Total tonnage of waste material

· Other information from the report may be required but unknown at this time 

This report is due in December.  The exact date will be coordinated in advance.

10.0 MOVE SERVICES

The contractor shall provide transportation, driving, courier, handyman and moving services in the Washington, DC Metropolitan area.  These services shall be provided from 7:00 am - 5:30 p.m. each workday, however, some projects may be performed outside of these hours. Therefore, the hours are to be adjusted to avoid additional costs to the government.  The contractor shall have a company certificate of insurance to be presented to the building property manager before performing moving services at off-site locations.  The contractor shall provide support for special events as necessary. 
The contractor shall receive work assignments through the Facility Help Desk System (FHDS). The FHDS will show required work, place of assignment, contact person, and the requested completion date.  The transportation of controlled equipment shall be documented by the appropriate property custodian and the final recipient.  The Government will also make assignments to the contractor for removal of excess items via the FHDS with an attachment of the NF 1602 for controlled items.

The contractor shall also provide move services for personnel and office moves, to include, but not limited to, boxes, chairs, furniture, and equipment, as listed on move sheets.  The contractor shall also provide move services for large furniture items such as lateral file cabinets, supply cabinets, tables, and refrigerators.  The contractor shall adhere to NASA policies and procedures for moving special items such as safes.  The contractor shall deliver freight packages greater than 40 lbs.
The contractor shall be required to provide support; such as:

· Packing and unpacking items for employees with a permanent or temporary disability and special moving projects (a Government Official will be present when the contractor is performing this task).
· Assisting the set-up of exhibits and displays at HQs and off-site locations. 
· The contractor shall be required to provide moving services in conference rooms, Management Information Room (MIC Rooms), HQs Library, Multipurpose Room, Vending Room, Training Rooms, East/West Lobby areas and the HQs Auditorium.
The contractor shall provide support in the assembly, disassembly and reconfiguration of furniture.  The contractor shall also load, transport, unload, uncrate and set-up furniture, equipment and material.  The contractor shall provide support in the removal of all debris after set up of new furniture and equipment.  The contractor team lead or supervisor shall be responsible for coordinating, supervising, and managing all moving support services at HQs and the off-site locations.

The contractor shall process all work order request through the FHDS. The customer must be contacted via e-mail with the scheduled completion date as well as notification of delays in services and rescheduling.

The contractor shall track, control, schedule, and maintain an automated log of all moving services; this includes pickup/delivery, furniture moves, general maintenance services, excess, courier, supply service center, special event items, display set-ups, receptions and moves incidental to the contractor's daily operation of this contract which employ the services of this functional area.

The contractor shall operate Government owned and/or leased vehicles on regular and special assignments to locations in and around the Washington, DC Metropolitan Area (these vehicles could have either manual or automatic transmissions and will normally be up to 24 feet in length, but could include a semi-tractor trailer). The contractor shall ensure that all drivers have the appropriate driver's license for the vehicle(s) to be operated.  The contractor shall be required to know all MD/VA/DC vehicular laws, regulations, and directives, and perform government actions in a safe, respectful professional manner. The contractor shall report any parking tickets, accidents, or damages to government vehicles to the COTR immediately (see FAR Part 31 for the allow ability of fines and penalties).  
The contractor shall provide appropriate moving equipment, supplies, materials, tools, personal protective equipment (PPE),etc., to perform/complete move services work at NASA HQ.  The contractor shall provide all material handling devices such as: padded dollies, stevedores, carts, moving pads, tie-downs, straps, blankets, johnson bars, pry bars, hand tools, and back-support braces for movers. The contractor shall be responsible for leasing all trucks, cars, vans, for special moving projects. It shall be the contractor’s responsibility to evaluate each project on what vehicle number/size and time period is required to complete the project.  
The contractor shall maintain an inventory of the government owned materials and supplies to include, but is not limited to, name/model number, serial number, stock number, and quantity of each item.  The storage rooms and areas shall be maintained in a neat and orderly fashion and properly secured at all times.  The contractor shall maintain control of tools and equipment, ensuring the walls, elevators, and surrounding areas are not damaged during transport and use.  The contractor shall not leave tools and equipment unattended while performing services within the building.  The contractor shall be responsible for delivering, picking up and storing empty move boxes, to include returning recently relocated personnel and offices to pick up empty move boxes as necessary until move is complete.
The contractor shall notify the COTR in writing within 2 hours of any damage or accidents that occur during the performance of this contract. The contractor shall be required to also meet all NASA and NASA Headquarters Health and Safety notification requirements.  
Performance Requirements:
The contractor shall comply with all MD/VA/DC vehicular laws, regulations, and directives.  The contractor shall comply with the federal seatbelt and cell phone usage laws.  The contractor shall maintain control of tools and equipment, ensuring the walls, elevators, and surrounding areas are not damaged during transport or use.
Timeliness Requirements:
· Priority 1 work orders shall be completed within 1 business day of notification.  

· Priority 2 work orders shall be completed within 2 business days of notification.

· All routine work orders shall be completed within 5 business days of notification or as scheduled by NASA Facilities Division

The contractor shall notify the COTR in writing within 2 hours of any traffic tickets, vehicle accidents, or damages to government vehicles or other government property, and any other accidents that occur during the performance of this contract.  The contractor shall be required to also meet all NASA and NASA Headquarters Health and Safety notification requirements.  
Meeting and Report Requirements
The contractor shall meet weekly with the Technical Monitor to discuss projects and tasks.  The contractor shall provide copies of timesheets and schedules to the Technical Monitor weekly.

The contactor shall provide a monthly performance report to the COTR that includes the following:

· Number of moves and other services assigned and the number of move and other services accomplished during the report period (both in functional area and incidental to the contractors daily operation (Receiving/Shipping Area, Audio Visual Electronic Area, Excess, Supply Services Center)

· The vehicle mileage accumulated in all moving services.

· Indication of any current problems which may impede performance and proposed corrective action which may impede performance and proposed corrective action

This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 

10.1 DRIVER/COURIER

The contractor shall operate Government-owned and/or leased vehicles to transport personnel to/from locations within the Washington DC Metropolitan Area. The contractor shall be required to know all MD/VA/DC vehicular laws, regulations and perform government actions in a safe, respectful professional manner. The contractor shall report any parking tickets, accidents, or damages to government vehicles to the COTR immediately (see FAR Part 31 for the allow ability of fines and penalties).  The contractor shall be required to provide a driving record and background check on all driver/courier personnel. The contractor shall also be required to perform random drug testing on all Driver/Courier personnel. The Contractor shall provide backup drivers in the event that the primary driver/courier personnel are not available.  The contractor shall monitor vehicle’s performance and transport cars to government approved garages for oil and fluid changes, preventative maintenance, and shall maintain cleanliness of interior and exterior surfaces.  The contractor shall comply with Executive Order 13148 “Greening the Government through Leadership in Environmental Management” to ensure that gas tanks are properly filled with the manufactured specified alternative fuels.  The contractor shall also comply with Executive Order 13514:  “Leadership in Environmental, Energy, and Economic Performance” dated 5 October 2009 during the performance of this contract.  The contractor shall accurately complete transportation logs for each trip.  The contractor shall provide support for special events as necessary. 
The contractor shall provide daily courier service to agencies located within the Washington, DC Metropolitan Area.

The contractor shall provide daily pick-up of publications and supplies from NASA HQ to/from other Government Agencies.

The contractor shall provide services for Federal Express/UPS deliveries to/from NASA HQ, and other Government Agencies.
The contractor shall provide daily pick up and drop off of mail (USPS, FedEx, UPS, etc) to the NASA HQ temporary space located at 1201 I Street NW, on the 3rd and 4th floors and at 1225 I Street, NW on the 12th floor by 12:00 pm each business day.
The contractor shall perform Embassy runs, VIP transportation, and shuttle services. On occasion, driver services may be required to transport personnel to official appointments. Services will be provided as approved by the Director, Headquarters Facilities Management and Administrative Services Division or the COTR. Request must be submitted via the FHDS to transport designated personnel.

The contractor team led or supervisor shall be responsible for coordinating, scheduling, supervising and managing all driving services for the driver/courier.

Performance Requirements:
The contractor shall comply with all MD/VA/DC vehicular laws, regulations, and directives.  The contractor shall comply with the federal seatbelt and cell phone usage laws.  The contractor shall maintain control of documents or packages to ensure privacy and security is maintained.  The contractor shall not leave documents or packages unattended at any time.  The contractor shall maintain control of vehicle, driving in a safe and courteous manner at all times.
Timeliness Requirements:

· All routine driving and courier shall be completed within the time frame as scheduled by NASA Facilities Division

· The contractor shall notify the COTR in writing within 2 hours of any traffic tickets, vehicle accidents, or damages to government vehicles or other government property, and any other accidents that occur during the performance of this contract.  The contractor shall be required to also meet all NASA and NASA Headquarters Health and Safety notification requirements.  
Meeting and Report Requirements
The contactor shall provide a monthly performance report to the COTR that includes the number of requests assigned and the number of requests completed that includes the following information:

· Number of personnel transport per month
· Number of Federal Express/United parcel Service Deliveries

· Number of embassy runs (Passports/VISAS)

· Trip Log driving (Administrator and regular driving)

· The vehicle mileage accumulated in all services.

· Indication of any current problems which may impede performance and proposed corrective action which may impede performance and proposed corrective action

This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 
10.2 HANDYMAN SERVICES

The contractor shall make minor repairs to standard office furniture (e.g., replacing casters and padded arms on chairs, gluing wood) and install bulletin boards, displays, signage, and posters, assemble furniture/furnishing.  The contractor shall be responsible for cutting and installing floor and carpet tile, as well as coordinating this work with the relocation of floor boxes for electricity and data.  The contractor shall make minor repairs to walls and painting as directed throughout the Headquarters building.  The contractor shall use paint with low VOC’s and provide MSDS sheets to the government for approval.  The contractor may be required to assist in setting up or the assembly of exhibits and displays, or other handyman services.  The contractor shall provide support for special events as necessary. 
All requests shall be submitted to the handyman using the FHDS. The contractor team lead or supervisor shall be responsible for coordinating, scheduling, supervising and managing handyman/moving services.  The scheduling of the work, such as painting, is to be coordinated with appropriate NASA personnel.  The contractor shall protect work area prior to painting with drop clothes, cones, and wet paint signs, etc.  The contractor shall clean-up work are after work period.  The contractor shall provide the necessary tools for the Handyman to perform his work assignments.  The contractor shall maintain an inventory of the government owned materials and supplies to include, but is not limited to, name/model number, serial number, stock number, and quantity of each item.  The storage rooms and areas shall be maintained in a neat and orderly fashion and properly secured at all times.  The contractor shall maintain control of tools and equipment, ensuring the walls, elevators, and surrounding areas are not damaged during transport and use.  The contractor shall report any damage to walls, elevators, and surrounding areas to the government as soon as possible.  The contractor shall not leave tools and equipment unattended while performing services within the building.
The Handyman may have to assist the electricians with minor tasks such as securing the ladder, carrying, loading, unloading floor/carpet tile or cabling runs.  The Handyman may have to assist with personnel and office moves if necessary to meet government schedule or project requirements.
Performance Requirements:
The contractor shall comply with all MD/VA/DC vehicular laws, regulations, and directives.  The contractor shall comply with the federal seatbelt and cell phone usage laws.  The contractor shall maintain control of vehicle, driving in a safe and courteous manner at all times.  The contractor shall maintain control of tools and equipment, ensuring the walls, elevators, and surrounding areas are not damaged during transport or use.  The contractor shall provide personnel skilled in handyman services for the performance of assigned duties. The contractor shall be trained in patching, painting, proper use of carpentry tools such as drills, hammers, screwdrivers, etc. The contractor shall be responsible for providing appropriate training necessary to perform the specific job. 
Timeliness Requirements:

· Priority 1 work orders shall be completed within 1 business day of notification.  

· Priority 2 work orders shall be completed within 2 business days of notification.

· All routine work orders shall be completed within 5 business days of notification or as scheduled by NASA Facilities Division

· The contractor shall notify the COTR in writing within 2 hours of any traffic tickets, vehicle accidents, or damages to government vehicles or other government property, and any other accidents that occur during the performance of this contract.  The contractor shall be required to also meet all NASA and NASA Headquarters Health and Safety notification requirements.  
Meeting and Report Requirements
The contractor shall meet weekly with the Technical Monitor to discuss projects and tasks.  The contractor shall provide copies of timesheets and schedules to the Technical Monitor weekly.

The contactor shall provide a monthly performance report to the COTR that includes the following:

· Number of handyman requests assigned during the report period in each category, such as patching, painting, furniture assembly, signage installation, etc.

· Number of handyman requests completed during the report period in each category, such as patching, painting, furniture assembly, signage installation, etc.

· Indication of any current problems which may impede performance and proposed corrective action which may impede performance and proposed corrective action

This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 
11.0 EXECUTIVE DRIVER
The contractor shall operate Government-owned and/or leased vehicles to provide driver services for the transportation of the Administrator, Deputy Administrator, Associate Administrator, and the Chief of Staff, to official appointments  during working and non-working hours within the Washington, D.C. metropolitan area.  Executive drivers may leave the Washington, DC metropolitan area to transport the executive staff listed above or as directed by the designated management official (DMO) during Emergency situations.  Executive driver services may be performed for other customers upon approval by the Administrator; or the Chief of Staff as the designated management official (DMO), for the purpose of conducting official agency business.  Executive drivers will not accept any driving requests from any customers other than the Administrator or DMO.  The contractor shall provide backup drivers in the event that the primary drivers are not available.  The primary and backup executive drivers must possess a Top Secret Clearance (Form DD254).  Portal to Portal services may be provided, as needed, for the Administrator only.  The contractor shall provide support for special events as necessary. 
The contractor shall be required to know all MD/VA/DC vehicular laws, regulations and perform government actions in a safe, respectful professional manner. The contractor shall report any parking tickets, accidents, or damages to government vehicles to the COTR immediately (see FAR Part 31 for allow ability of fines and penalties).  Contract management will be required to provide a driving record for all driver personnel. The contractor shall also be required to perform random drug testing on all driver personnel. 

The contractor shall monitor vehicle’s performance and transport cars to government or government-approved garages for oil and fluid changes, preventive maintenance, shall maintain cleanliness of interior and exterior surfaces.  The contractor shall comply with Executive Order 13148 “Greening the Government through Leadership in Environmental Management” to ensure that gas tanks are properly filled with required alternative fuels.  The contractor shall also comply with Executive Order 13514:  “Leadership in Environmental, Energy, and Economic Performance” dated 5 October 2009 during the performance of this contract.  The contractor shall accurately complete transportation logs, NHQ 837 for each trip.
When the driver has dropped off the Administrator, Deputy Administrator, Associate Administrator, Chief of Staff, Office of Legislative Affairs personnel, or other customer (s) approved by the DMO and there is more than one (1) hour before the scheduled pick up time and the driver is within five (5) miles of the NASA Headquarters building, the driver is to return to NASA, park and secure the car in the space designated for government vehicles.  When the driver is more than five (5) miles from NASA Headquarters, the driver must stay within one (1) mile of the drop-off spot.  The driver may go to a resting place such as a coffee shop or fast food establishment, but under no circumstances use the vehicle for personal use. 
Executive Drivers (primary and alternate) must:

· Pass an annual physical;
· Pass an approved (by the COTR) defensive driving courses every two (2) years;
· Pass a pre-employment drug test and physical;
· Have a minimum of five (5) years experience as an executive driver or chauffeur ;
· Be subject to an initial 30 day probationary evaluation period.
· Within the last three (3) years have maintained a clean driving record, which shall mean: no felony convictions for moving violations arising out of the operation of a motor vehicle; no misdemeanor convictions for moving violations arising out of the operation of a motor vehicle and  punishable by imprisonment; no conviction for Driving Under the Influence (DUI); no conviction for  reckless driving and no more than one conviction for a speeding violation for traveling ten miles or more in excess of the legal  speed limit;
· Never have been convicted of Driving While Intoxicated (DWI);  
· Within the last three (3) years, have had no more than one (1) driver’s license at the same time, nor had any driver’s license suspended, revoked or  canceled:  
· Never have been found liable by a court in a civil action for damages arising out of the negligent use of a motor vehicle which resulted in injury or death to another person).
The Executive Drivers (primary and alternate) shall comply with these standards for the duration of their employment. 
Operating Procedures:

The contractor shall not deviate from the Standard Operating procedures for Executive Driver incorporated in this statement of work without the written approval of the Contracting Officer or COTR.

Performance Requirements:
The contractor shall comply with all MD/VA/DC vehicular laws, regulations, and directives.  The contractor shall comply with the federal seatbelt and cell phone usage laws.  The contractor shall maintain top secret clearances on all executive drivers.  The contractor shall maintain control of vehicle, driving in a safe and courteous manner at all times.  The contractor shall maintain control of documents or packages to ensure privacy and security is maintained.  The contractor shall not leave documents or packages unattended at any time.
Timeliness Requirements:

· All routine driving requests shall be completed within the time frame as scheduled by the Designated Management Official.  The contractor shall arrive at the pick-up location at least 15 minutes prior to the scheduled pick-up time.  If the contractor arrives at the pick-up location 5 minutes or more beyond the scheduled pick-up time, then the contractor will be considered late.
· The contractor shall notify the COTR in writing within 2 hours of any traffic tickets, vehicle accidents, or damages to government vehicles or other government property, and any other accidents that occur during the performance of this contract.  The contractor shall be required to also meet all NASA and NASA Headquarters Health and Safety notification requirements.  
Meeting and Report Requirements
The contactor shall provide a monthly performance report to the COTR that includes the number of driving requests assigned and the number of driving requests completed that includes the following:

· Number of driving requests per month.

· Trip Log driving (Administrator and regular driving)

· The vehicle mileage accumulated in all services.

· Indication of any current problems which may impede performance and proposed corrective action which may impede performance and proposed corrective action

This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 

11.1 Executive Driver/Courier

The contractor shall operate Government owned and/or leased vehicles to provide driver services for the transportation of the Office of Legislative and Intergovernmental Affairs (OLIA) staff to official appointments during working and non-working hours within the Washington, D.C. metropolitan area. This executive driver/courier will not accept any driving requests from customers other than designated management official (DMO). The contractor shall provide a backup driver in the event the primary driver is not available.  Portal to Portal services are not authorized.  The contractor shall be required to know all MD/VA/DC vehicular laws and regulations and meet the same physical, driving, and drug test requirements required of executive drivers Section 11.0.  The contractor shall provide support for special events as necessary. 
In the event that there is more than one (1) hour before a scheduled pick up time and the drive is within five (5) miles of the NASA Headquarters building, the driver is to return to NASA and park and secure the vehicle in the appropriate space designated for government vehicles.  When the driver is more than five (5) miles from NASA headquarters, the driver must stay within one (1) mile of the drop off spot.  The driver may go to a resting place such as a coffee shop or fast food establishment but under no circumstance may the driver use the vehicle for personal use. 

In addition to transporting OLIA personnel the contractor shall provide the following courier services:

· Daily delivery of correspondence from the NASA Administrator and the Associate Administrator for Legislative and Intergovernmental Affairs to Committee leadership and other members of Congress
· Daily pickup of correspondence from Congressional leadership to NASA.
The contractor shall monitor vehicle’s performance and transport cars to government or government-approved garages for oil and fluid changes, preventive maintenance, shall maintain cleanliness of interior and exterior surfaces.  The contractor shall comply with Executive Order 13148 “Greening the Government through Leadership in Environmental Management” to ensure that gas tanks are properly filled with required alternative fuels.  The contractor shall also comply with Executive Order 13514:  “Leadership in Environmental, Energy, and Economic Performance” dated 5 October 2009 during the performance of this contract.  The contractor shall accurately complete transportation logs, NHQ 837, for each trip.

The executive drivers/couriers shall not deviate from the above operating procedures unless notified in writing from the Contracting Officer. 

Operating Procedures:

The Standard Operating procedures for Executive Driver/Courier is incorporated in the Statement of Work.  The Executive Driver/Courier will not deviate from the operating procedures without the written approval of the Contracting Officer or COTR.

Performance Requirements:
The contractor shall comply with all MD/VA/DC vehicular laws, regulations, and directives.  The contractor shall comply with the federal seatbelt and cell phone usage laws.  The contractor shall maintain control of documents or packages to ensure privacy and security is maintained.  The contractor shall not leave documents or packages unattended at any time.  The contractor shall maintain control of vehicle, driving in a safe and courteous manner at all times.
Timeliness Requirements:

· All routine driving and courier shall be completed within the time frame as scheduled by the Designated Management Official.  The contractor shall arrive at the pick-up location at least 15 minutes prior to the scheduled pick-up time.  If the contractor arrives at the pick-up location 5 minutes or more beyond the scheduled pick-up time, then the contractor will be considered late.
· The contractor shall notify the COTR in writing within 2 hours of any traffic tickets, vehicle accidents, or damages to government vehicles or other government property, and any other accidents that occur during the performance of this contract.  The contractor shall be required to also meet all NASA and NASA Headquarters Health and Safety notification requirements.  
Meeting and Report Requirements
The contactor shall provide a monthly performance report to the COTR that includes the number of driving requests assigned and the number of driving requests completed that includes the following additional information:

· Number of personnel driving requests per month.

· Number of package deliveries

· Number of embassy runs (Passports/VISAS)

· Trip Log driving (regular driving)

· The vehicle mileage accumulated in all services.

· Indication of any current problems which may impede performance and proposed corrective action which may impede performance and proposed corrective action

This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 

12.0 ELECTRICAL SUPPORT SERVICES

The contractor shall perform selected electrical repairs and installations (less than 550 volts) at NASA HQ and future leased space facilities from 7:00 a.m. to 5:00 p.m however, some projects may be performed outside of these hours.  Therefore, the hours are to be adjusted to avoid additional costs to the government.  . This support shall include, but is not limited to, installing/relocating lighting fixtures, disconnecting/reconnecting lighting fixtures and light switches, from private offices/workstations, relocating floor mounted outlet boxes, wall boxes (for individual offices), cutting floor/carpet tile to enable them to relocate or remove floor outlet boxes. The contractor team lead or supervisor shall be responsible for coordinating, scheduling, supervising and managing electrical support services.  
The contractor shall plan and layout work in accordance with blueprints, sketches, wiring diagrams, and additional oral, written instructions or information from our electronic system: Facility Help Desk System (FHDS).  The contractor shall provide support for special events as necessary. 
The contractor shall provide appropriate electrical equipment, supplies, materials, tools, personal protective equipment (PPE), etc., to perform/complete electrical work at NASA HQ.  The contractor shall ensure sustainable acquisition for the supply of products and for the procurement of services, requiring that the products are energy efficient (Energy Star) or Federal Energy Management Program (FEMP)-designated.
The contractor shall locate electrical shortages, diagnose trouble in office areas and repair a variety of electrical equipment, such as florescent, incandescent, direct and indirect lighting equipment; public address systems; emergency warning equipment; fans, motors, timing mechanisms, recording and monitoring devices; distribution panels/boxes; and connections for machines and office appliances.

The contractor shall maintain an inventory of the materials and supplies to include (but not limited to) name/model number, serial number, stock number, and quantity of each item.  The storage rooms and areas shall be maintained in a neat and orderly fashion and properly secured at all times.  The contractor shall maintain control of tools and equipment, ensuring the walls, elevators, and surrounding areas are not damaged during transport and use.  The contractor shall not leave tools and equipment unattended while performing services within the building.

The contractor shall maintain and conduct regular inspections of all electrical equipment to ensure safe operation. The contractor shall have a process in place and maintain written records of the inspections, and inspection and maintenance schedules.    
Performance Requirements:
The contractor shall comply with all federal, state, local, and NASA regulations and policies for electrical work.  The contractor shall comply with all Health, Safety, and Environmental regulations and directives.  The contractor shall be required to maintain Journeyman level licensed personnel for the performance of assigned duties. The contractor shall be trained in lock out/tag out procedures.  The current certification and licenses shall be maintained on-site. 
Timeliness Requirements:

· Priority 1 work orders shall be completed within 1 business day of notification.  

· Priority 2 work orders shall be completed within 2 business days of notification.

· All routine work orders shall be completed within 5 business days of notification or as scheduled by NASA Facilities Division

· The contractor shall notify the COTR in writing within 2 hours of any traffic tickets, vehicle accidents, or damages to government vehicles or other government property, and any other accidents that occur during the performance of this contract.  The contractor shall be required to also meet all NASA and NASA Headquarters Health and Safety notification requirements.  
Meeting and Report Requirements
The contractor shall meet weekly with the Technical Monitor to discuss projects and tasks.  The contractor shall provide copies of timesheets and schedules to the Technical Monitor weekly.

The contactor shall provide a monthly performance report to the COTR that includes the following:

· Number of personnel driving requests per month.

· Number of package deliveries

· Number of embassy runs (Passports/VISAS)

· Trip Log driving (regular driving)

· The vehicle mileage accumulated in all services.

· Indication of any current problems which may impede performance and proposed corrective action which may impede performance and proposed corrective action

This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 
13.0 AUDIO-VISUAL/ELECTRONIC PRESENTATION SUPPORT SERVICES

The contractor shall provide support for the audio-visual requirements of the NASA HQ controlled conference facilities (there are currently 27 conference rooms). All the major conference rooms within the NASA HQ are capable of three screen multiple image electronic presentations with sound reinforcement. These conference rooms utilize both PC's and Mac's and "rear projection" techniques. These rooms are: PRC, MIC 7, MIC 6, MIC 5, MIC 3

Executive Conference Center(ECC), Dr. T. Keith Glennan Conference & ViTS Center and the James E. Webb Auditorium, Administrator’s Conference Rooms: ACR1 and ACR2. All work performed in support of this mission shall be operated and performed by the contractor with schedules and specific requirements transmitted by the COTR. All Audio-Visual/Electronic Presentation (AVEP) personnel shall be provided cell phones (furnished by the Government) and uniforms (provided by the contractor).  The contractor shall be responsible for operating the divider wall of conference rooms to enlarge or reduce the size of the room as requested by the government.  The level of support varies, from setting up the room for the customer to operate or remaining in the room and operating the equipment for the customer. 
NOTE: The 27 conference rooms include the 17 public meeting rooms located throughout the building.

Operation of Equipment

The contractor shall ensure that all equipment is operational and all AVEP equipment is set-up properly. The equipment inventory currently includes: (but is not limited to) video/data projectors, computers, overhead projectors, slide projectors, LCD panels, video cameras, televisions, video cassette recorders, TV/VCR combos, audio/video control consoles, audio and video duplication equipment, flip charts, and easels. The contractor shall be required to set-up and operate equipment at off-site locations in the Washington Metro area. The Government will furnish the appropriate vehicles to transport equipment to the designated locations.
All equipment shall be tested for performance and be cleaned prior to use. All AVEP technicians shall be familiar with the operation of the basic software programs designated as core programs for NASA Headquarters. Electronic presentations given in the Headquarters conference rooms will be in PowerPoint for PC or PowerPoint for Macintosh format. Electronic presentations can be presented by using a memory drive, zip disks and CD/DVD disks. All presentation files will be transferred/loaded to the internal hard drives of the computers used for the presentation for faster access and projection. An AVEP technician shall be available to assist and/or instruct customers on the proper use of equipment in instances where a customer will operate the equipment.

Inspection and Preparation of Conference Rooms

The contractor shall perform a daily inspection of all conference facilities, including projection rooms at NASA HQ to ensure that these areas are neat, clean and in safe condition. Prior to scheduled meetings the contractor shall correct all furniture and equipment problems and report all conference facility problems to the NASA HQ Help Desk. A report detailing these inspections shall be prepared daily and submitted weekly to the COTR.
The contractor shall check conference rooms 15 minutes prior to each scheduled meeting to ensure that chairs are straight and properly placed around tables, tables are neat and properly aligned, and that all microphone cables are coiled and stored properly. Marker boards shall be clean and ready for use. Markers, erasers, flip chart pads, and other related supplies and equipment shall be placed in the room prior to meetings as required by the requestor. The COTR is responsible for approving the stocking of conference rooms with government-furnished supplies (e.g., video and audio tapes, flip chart pads, markers, light bulbs) provided through the NASA GSFC Supply Service Center.

When not engaged in conference room support activities, the contractor shall perform various administrative and technical evaluation and testing functions related to conference support. This shall include but not be limited to responding to telephone requests, duplicating video tapes, reviewing job orders, and advising the COTR of future schedules for conferencing activities.

The contractor shall understand the basic functions of AVEP equipment and have the ability to identify and troubleshoot the mechanical and electrical systems of such equipment. Technicians must be able to test electronic presentation systems at least 24 hours before a meeting. Technicians at this level shall be knowledgeable in the use and application of maintenance procedures and techniques necessary to correct most operative problems. They must be experienced with installation techniques, engineering drawings and data bases, system timing and calibration, hardware and software installations, pulling cable runs, acoustical systems and live auditorium operations. They must be able to interact with people on a professional, ethical and personal level and be available to work occasionally on weekends. 

The contractor shall notify the COTR when the scope of repair requires outside expertise.

The contractor shall have sufficient expertise in the AVEP conferencing field to assist the COTR in the identification of new equipment and services, which will meet the changing needs at NASA HQ during the term of this contract.  The contractor shall provide support for special events as necessary. 
The contractor shall verify the operation of all AVEP equipment on the attached equipment list. This inspection will only take place when the contractor is not performing support services for conference room activities to determine if the equipment is repairable or needs a certified electronic technician to further examine the equipment. The contractor is not responsible for the repair but only to determine the problem. The COTR will then be notified of the recommendation to determine the best procedure to follow.  The contractor shall maintain an inventory of the AVEP equipment to include but not limited to name/model number, serial number, stock number, and quantity of each item.  The storage rooms and areas shall be maintained in a neat and orderly fashion and properly secured at all times.  
13.1 VIDEO DUPLICATION

The contractor shall receive and process requests for videotape duplication/recording in accordance with requests submitted on the NHQ Form 221. The contractor shall maintain a spreadsheet of all requests received. The spreadsheet shall include, but is not limited to, a brief description of services requested, date of receipt from customer, date processed in-house (if applicable), date transmitted to outside vendor (if applicable) and date received from outside vendor. The contractor shall provide a weekly report on the duplication services they have provided Headquarters. Physical duplication/recording services provided by the. contractor shall be limited to the preparation of single or multiple copies in the VHS standard only. The contractor shall log in all other NHQ 221 requests as described above and forward the requests to the COTR for processing by the Government via blanket purchase agreements with outside vendors. Requests may include, but is not limited to, duplication in the following formats:

- VHS
S-VHS

- Standard Beta
CD


- Betacam
-Betacam SP


-Audio Cassette 
D2 - CD/DVD

-MP3  
 Thumb drive

The contractor shall provide routine duplication services (in-house) within 3 working days of each request. The contractor shall occasionally be asked to provide same-day or next-day rush service. The contractor shall coordinate such requests with existing requirements and provide customers with a confirmation that the request can or cannot be accommodated based on the existing schedule for duplication services. The COTR will be the final authority in the decision to provide same-day or next-day service to customers. Rush service will be the exception not the rule.

Event Videotaping

The contractor shall videotape official events at NASA HQ. The contractor shall review the site environment prior to taping and recommend improvements (lighting equipment, etc.) to the COTR. 

Temporary Equipment Issues

The contractor shall manage the temporary issue of AVEP equipment from their inventory. When a request for such equipment is made for use in office space or meeting rooms not controlled by the contractor, the contractor shall ensure a temporary equipment issue form, NHQ DIV Form 762A, and a NASA HQ property pass (if the equipment will be taken out of the building) has been completed. The contractor shall ensure that all equipment is in proper working order prior to delivery and set-up, familiarize the customer with its operation, and retrieve the equipment when the customer is finished.

The standard equipment loan period is from 1/2 hour to 10 business days. Requests for equipment loans beyond 10 days shall be approved by the COTR.

Audio-Visual Coordination

The contractor shall coordinate all audio-visual requirements to facilitate audio teleconferencing, which may involve coordination with the teleconference service contractor.

The contractor shall set up and test all equipment and perform orderwire confirmations or standby service as necessary.

Performance Requirements:
The contractor shall maintain control of audio-visual equipment, ensuring they are in functioning order or reporting to COTR when repairs are needed, maintaining inventory for each piece.
Timeliness Requirements:

The contractor shall check conference rooms 15 minutes prior to each scheduled meeting for proper equipment and room configuration.  The contractor shall perform daily inspection of all conference facilities, including projection rooms at NASA HQ to ensure that these areas are neat, clean and in safe condition.  Prior to scheduled meetings, the contractor shall correct all furniture and equipment problems and report all conference facility problems to the NASA HQ Facility Help Desk.

The contractor shall notify the COTR in writing within 2 hours of any traffic tickets, vehicle accidents, or damages to government vehicles or other government property, and any other accidents that occur during the performance of this contract.  The contractor shall be required to also meet all NASA and NASA Headquarters Health and Safety notification requirements.  
Meeting and Report Requirements
The contractor shall meet weekly with the Technical Monitor to discuss projects and tasks.  The contractor shall provide copies of timesheets and schedules to the Technical Monitor weekly.

The contactor shall provide a monthly performance report to the COTR that includes the following:

· Number of meetings supported.

· Number of equipment loans by type.

· Number of tapes duplicated in-house and the number sent to outside sources.

· Number of audio teleconferences (single-point and multi-point)

· Conference room usage by organization code and the number of special furniture set-ups required

· Indication of any current problems which may impede performance and proposed corrective action which may impede performance and proposed corrective action

This report shall be delivered by the 5th workday day of each month of contract performance.

Approximately 15 calendar days after providing the written report, an oral summary shall be provided to address potential problems and issues that have been identified by the contractor in the report. The purpose of this oral summary is to address potential problems which have been

 identified by the contractor in a forum conducive to resolving the problems. However, the contractor is encouraged to bring potential problems to the attention of the COTR or technical monitor at the weekly status meetings or as soon as possible for urgent matters. 

14.0 EMERGENCY PREPAREDNESS AND RESPONSE

The contractor’s obligation may include but is not limited to resolution of unusual or emergency situations.  The contractor may be required to assist NASA, within the general scope of work, but in currently unidentified ways, in preparation for, or in response to emergencies.  Obligations under this requirement shall only arise when one or more of the criteria at FAR 18.001, enabling NASA to utilize “Emergency Acquisition Flexibilities”, are met.  If the emergency preparedness and response requirements result in changes to the contract, all contract adjustments will be processed in accordance with the Changes clause of this contract.
Relevant Documents:
NPR 1800.1C, NASA Occupational Health Program Procedures w/Change 1 (12/31/2009)
NPR 8621.1, NASA Procedural Requirements for Mishap and Close Call Reporting, Investigating and Recordkeeping

NPR 8715.1, NASA Occupational Safety and Health Programs

NPR 8715.3C, NASA General Safety Program Requirements
15.0 HEADQUARTERS BUILDING RENOVATIONS 
The Headquarters building is currently undergoing a complete top to bottom renovation project.  The building will remain occupied during the renovation, and vacating one floor at a time for renovation work.  During the renovations, the contract shall not perform services on any floor under renovation.  When the specific floor is returned to the government, contractor services will resume on that floor.
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