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STATEMENT OF WORK

VECOSS Contract

1.0
Introduction:

A. The National Aeronautics & Space Administration (NASA) Glenn Research Center (GRC) public outreach program includes the important elements of visitor education and community outreach. The objective of these elements is to educate on an informal basis, visitors, teachers, students, and the regional community about NASA accomplishments and activities regarding the aeronautics and space program in such a way that their benefits to humankind are evident.  Support for these elements is provided through facilities and services, including, a tour program, a Public Mail & Publications program, a Speakers Bureau program, Exhibits and Artifacts program, Parades, a Volunteer program, and conducting special events The anticipated support requirements for the Visitor Education and Community Outreach Support Services (VECOSS) contract shall include, but will not be limited to, management, operation, and maintenance of Outreach activities; which includes exhibits and all associated facilities, and the performance of education and public information programs required by the contract.

B. The Educational Programs Office (EPO) at the NASA Glenn Research Center (GRC) is chartered to participate in educational programs and activities to enhance the teaching and student learning of science, mathematics, and technology education.   This mission is accomplished through the utilization of NASA’s inspiring mission, the unique Glenn laboratories, and the diverse and highly specialized workforce of the Glenn Research Center.  Moreover, the office serves a broad-based community over a six-state mid-West region with these programs.  All activities further expand NASA’s ongoing commitment to contribute the national priorities for educational excellence.   

1. Objective:  EPO has a requirement for a highly integrated, highly skilled business support staff, and advanced web-based tools to enable a significant increase in quality of output, reduction in operational costs, and more highly facilitated coordination of multiple organizations and activities.  The support staff has the two-fold responsibilities of assisting individual Program Managers in the administration of the daily activities necessary to accomplish individual program objectives and in performing those functions required to keep general office functions smooth and cost-effective.

2.0
General Requirements:

A. The Contractor shall provide all required services during normal business operating hours, Monday – Friday.  The Contractor must be flexible to accommodate official request that will occur outside of the normal business operating hours.

B. The Contractor shall furnish labor, materials, equipment, other than those specified to be Government furnished Property (GFP), and management necessary to support functions essential to NASA Glenn Research Center’s (GRC) External Program’s Directorate as indicated in Task 1, Task 2, Task 3 and Task 4. 
C. The first level of supervision and staff for all activities associated with this contract shall be located on‑site at the NASA Glenn Research Center. The contractor shall be required to provide off‑site office space for administrative support.


D. Safety:  All Contractor personnel shall comply with Federal, State, local and GRC Safety and Health Laws and Regulations. The Contractor shall provide all personnel training and personal safety equipment used in the performance of the contract.  The contractor shall follow ALL established NASA and contractor safety rules guidelines.  In addition, the contractor shall support NASA Glenn’s Volunteer Protection Program (VPP) efforts by participating and supporting the Glenn Safety Office in achieving and maintaining VPP Star Certification.
E. Transportation:  The contractor shall furnish a service vehicle for the movement of personnel, equipment, materials, exhibits, and tools.  The Government will provide normal "gas​ station" type maintenance (e.g. fuels, oil, fluids, hoses, and belts) on the contractor‑owned vehicle to be used for the performance of this contract during normal working hours.  The Contractor shall acquire all other vehicle repairs incurred as a result of normal use.
F. Contract Acquired Storage Area: The Contractor shall acquire temperature controlled, fork lift accessible off-site storage space for large, frequently used outreach exhibits.   
G. Training:  The Contractor shall develop and implement a comprehensive training and development plan that includes, but is not limited to, a program that ensures the staff is adequately trained and capable of performing all functions of the Statement of Work in accordance with established GRC practices and procedures and applicable manufacturer specifications.
H. Ordering of Stock, Materials and Replacement Parts: The Contractor shall order office supplies through the Government using the appropriate requisition forms routed through the Government for approval.  Supplies not available from the Government shall be purchased by the Contractor with the consent of the Contracting Officer or the Contracting Officer’s Technical Representative and subject to clause 52.244‑2 Subcontracts (Cost‑Reimbursement). Only minimum supplies shall be stocked.
I. Operation and Work Schedule: The Contractor shall accommodate the weekly work and operational schedules that shall be specified by the Government. Schedules are subject to change to meet task needs; weekend coverage of the outreach operation and setup needs for the exhibits program or special projects.  Daily, weekend, and holiday overtime may be required to accommodate workload and outreach requirements.  However, a flexible work schedule shall be used where possible to avoid the use of overtime. 
3.0
TASK 1 Outreach (Base Operations)

A. GENERAL REQUIREMENTS

1. Manage and Operate the Outreach Program:

a.  Maintain inventory records on all equipment, exhibits, and artifacts in accordance with GRC property management procedures and assure that all government property is maintained and used in accordance with operating instructions and accepted procedures.

b. Translate technical concepts into detailed plans for displays that are understandable, informative, educational, interesting, user friendly, and entertaining for the entire viewing public.

c. Update traveling exhibits emphasizing both historical and state-of-the-art technologies.
d. Design and implement a feedback mechanism to determine customer satisfaction for all customer-focused programs. e.g., tours, speaker’s bureau, public mail, exhibits, volunteer program, and Parades.  Submit all raw data to the Community Relations Office.
e. Maintain a detailed job description (to be updated quarterly) of all on-site Paragon Tec, Inc. employees, this shall include: name, title, job description, core competence and shift assignment.

B. SPECIFIC REQUIREMENTS
1. Tour Program: Tours will be classified as Academic, Professional, Technical, and VIP and shall consist of NASA’s Plumbrook Station Facility, and other designated facilities, and shall include briefings and demonstrations for groups and individuals.  The Contractor shall:

a.     Promptly respond to all requests for tours.

b.     In collaboration with the Facility Managers, develop a schedule, for government approval, to conduct at a minimum five (5) tours per year.

c. Present a tour program tailored to the needs of the requestor(s) in collaboration with the facility managers.

d. Establish and maintain approved visitation procedures to accommodate whatever “security threat level” that has been imposed by Homeland Security.

e.    Coordinate and notify required officials regarding all tour activities. 
2. Public Mail and Publications: A method of processing all public mail and publications shall be maintained. All public inquires and requests for materials shall be responded to by phone, fax, email, and/or by paper mail. The Contractor shall:

a. Receive all public mail and information requests; assemble and prepare responses with five (5) business days.

b. Serve as the distribution site for GRC and NASA publications.

c. Maintain an up-to-date inventory of all publications in storage at GRC, in       off-site storage locations, and on loan to outside organizations.   

3. Speakers Bureau: The Speakers Bureau consists of volunteers from the GRC work force who speak to the public on a variety of topics relating to the Center's efforts and those of NASA in general.  In addition to a set of standard presentation programs with scripts, speakers frequently develop their own presentations based on the specific needs of the requestor using materials provided through the Speakers Bureau, and the speaker’s own resources.  For local speaking engagements, the speakers are responsible for requesting materials, travel arrangements, and other support from the contractor in sufficient time prior to the presentation.  For venues that require “reimbursable travel”, the requestor reimburses the speaker’s travel/per diem costs.  
The Contractor shall:

a. Identify and support a minimum of twenty new venues per year within the GRC’s 6-state region in both the general population and under-served communities. 

b. Develop a means to proactively recruit and retain diverse speakers to fulfill requests for diverse speaking engagements.

c. The Speaker’s Bureau coordinator shall publicize the Speaker’s Bureau program within GRC, for the purpose of recruiting and maintaining a diverse pool of speakers; utilizing various mediums.

d. Train new speakers on the procedures, equipment, facilities, and services that are available at GRC and conduct annual training for all.
e. Develop and maintain a Speakers Bureau directory for dissemination to the general public and within NASA GRC: specifically to key organizations; such as the chamber of commerce, tourism boards, Convention bureaus, etc. This directory shall be updated annually. 
f. Ensure the Speaker’s Bureau Database is current, with no less than one (1) week lag time.  Respond to all requests for presentations within four (4) business days.
g. Utilizing a diverse pool of speakers and other mediums, identify appropriate speakers for requested speaking engagements.   

h. Provide available audiovisual equipment and materials as required by the speakers and recommended by the contractor.

i. Evaluate the appropriateness of offered topics and scripted presentations on a continuous basis.

j. At a minimum, conduct at least two (2) meetings a year of the Speakers Bureau to facilitate information exchange and recommend changes to the program.

4. Exhibit and Artifacts: Exhibits are designed to support and depict NASA and GRC activities and accomplishments in such a way that the public gains a clear understanding of the Space Exploration Program and other missions of the agency.  The Contractor shall:

a.    Maintain all exhibits and related equipment.     
b.    Maintain any National Air & Space Museum (NASM) or other loaned artifacts in accordance with their policies and regulations. 

c.    Design, construct, update and install all indoor, outdoor, and traveling exhibits as required.

d.    Promptly respond to all requests for exhibits.

e.    Maintain an up-to-date inventory of all exhibit items in storage at GRC, in off-site storage locations, and on loan to outside organizations. 

f.    Develop operating procedures for exhibit maintenance, repair, refurbishment and how to access the inventory.

5. Volunteer Program: The Volunteer program complements the outreach staff in educating the general public, on an informal basis, and supporting outreach operation.  The Contractor shall:

a. Recruit, train, and supervise volunteers selected from a demographically diverse pool. 

b. Recruit and train volunteers to perform the following: model repair, carpentry, exhibit maintenance, and clerical support, tours of the GRC facilities.
c. Maintain a volunteer handbook that details volunteer responsibilities.

6. Parades:  As part of GRC’s Community Outreach, various communities are supported by Glenn’s participation in their perspective parades.  Glenn will continue to support Communities and Special Events providing the event does not compromise NASA Glenn’s established Policy regarding parades. The contractor shall:
a. Support all scheduled parades
b. Provide support for all venues identified by the Government that utilize parade floats, and similar vehicles, and provide recommendations as to the feasibility of their use.  

c. Make appropriate recommendation of the use of each parade float based on the venue.
7. Briefing Center Coordinator: The Briefing Center will serve as an integral part of NASA Glenn in its efforts to concisely express to the employees and invited guest the Core Competencies of the Center.  
a. Ensure that the Briefing Center desk is staffed, or staff is available during normal business operating hours, Monday – Friday, 8am – 4pm.
b. Provide general staff to support events and programs.
c. Ensure that staff members are adequately trained to conduct guided tours of the Briefing Center.

d. Assure that all government provided facilities are clean and orderly.  Janitorial services will be supplied Monday through Friday by the appropriate Center support service contractor.  The VECOSS Contractor shall provide weekend janitorial services, which will consist of minimal clean up as required.

4.0 
TASK 2-Outreach Program (Special Projects)
A.
    General Requirements

1.
To include all outreach services performed, internally or externally to GRC, as a result of a request from a sponsoring organization. Examples of these outreach services are, but not limited to: Air shows, Exhibits, Conferences.  The Contractor shall:   

a. Provide additional visitor, education, and community outreach support services to the Center at large on an as-needed and as-funded basis by means of task orders.

b. Design, fabricate, install, and provide maintenance for requirements as stated within issued task orders.

c. While providing, scheduling, shipping, set-up, and tear down exhibits at temporary outreach venues; staffing exhibits as needed.

d. Make provisions for cranes, forklifts or other specialized equipment when required to install, dismantle, or maneuver exhibits.

e. In consultation with GRC personnel, plan and develop new and innovative ideas for presentation, static and traveling exhibits; incorporating broad and specific themes.

B. Specific Requirements

1.    Each task will be initiated with the issuance of a SOW relating specifically to that task.  All Task 2 activities will be Fixed Price task orders. 
5.0 TASK 3-Office of Educational Programs (OEP) Base Requirements

          The Office of Educational Programs requires administrative and program support in the following 

areas: 
VECOSS Support for Implementation of Agency STEM Projects

A. General Requirements - The Contractor shall provide program and project support for the Educational Programs Office (EPO) in accordance with all Agency and Center policies and directives.

B. Description of work - This position is administratively located in the EPO; the worksite will be in the Educational Programs Office at NASA Glenn.  The position will require regular interfacing with EPO project managers and team leads.  It may require  interface with the EPO chief, deputy chief, Agency program managers, NASA Glenn scientists and engineers, students, parents, STEM collaborators and stakeholders, and various educational partner i.e., administrators, teachers and educators.
1. Agency STEM Project Coordination Support

In support of Agency STEM Projects, the Contractor shall provide Project Coordination       support. The Project Coordinator (PC) shall perform the following duties:

a. Interface with EPO project managers, team members, customers, stakeholders, partners and collaborators regarding project implementation and evaluation 

b. Respond to inquiries by EPO customers with information about the Agency projects

c. Support the development of program plans that include establishing and measuring milestones and metrics for determining the ongoing status of the project

d. Assist Project Manager(s) in the development of Project timelines

e. Produce reports in accordance with Center and Agency governance requirements 

f. Work with Project Manager in the development and implementation of any project messaging materials (talking points, presentations, reports) 

g. Advise Project Manager of any issues or concerns so they can be effectively handled in a timely manner

h. Submit internal weekly activity reports, bi-weekly status notes, and quarterly performance reports

Additional/specific PC responsibilities include:

i. Manage the planning, design, implementation and updating of Project Website. Ensure compliancy with NASA IT requirements and Privacy Act/Paperwork Reduction Act requirements 

j. Make recommendations for project enhancements 

k. Monitor project assessment and evaluation. Evaluate project impact and effectiveness and advise project manager of potential project requirements 

l. Support the planning and execution of kick-off/ planning meetings as well as recognition ceremonies and conferences 

m. Maintain project action log. Follow-up to ensure task are completed by established deadline dates

n. Use Center and Agency best-practices to track projects adherence to established annual performance goals

o. Attend site visits, teleconferences and other project related meetings
p. Develop and implement follow-up procedures to receive feedback from project participants’ coordinators to ensure that project goals have been achieved, and that projects are functioning at optimal levels

q. Coordinate progress reports for the administration of the project

r. At a minimum, use the Agency’s OEPM system to ensure that monthly, quarterly and annual reports capture the number of project participants 

In support of other EPO projects, the Contractor shall

a. Coordinate participation and collaborative efforts with all Agency projects managed and administered by the Educational Programs Office; these projects including but not limited to NASA Explorer Schools (NES), Summer of Innovation (SoI), Interdisciplinary National Science Project Incorporating Research and Education Experience (INSPIRE), Motivating Undergraduates in Science and Technology (MUST), Science, Engineering, Mathematics and Aerospace Academy (SEMAA) Informal Education Programs and Teaching from Space 

b. Serve a member of  the EPO Student Team or Teacher Team

c. Develop and maintain relationships with EPO and Agency customers

d. Generate EPO reports weekly, bi-weekly, monthly, quarterly, and annually as needed

2. Logistics Coordination Support

The Logistics Coordination function supports the EPO in three broadly applicable areas: logistics coordination, scheduling and record keeping.
A Logistics coordination and scheduling 

1. Arrange logistical support which includes but is not limited to, arranging speakers, seeking appropriate media support, managing conference arrangements, food selection, program agendas, entertainment, audio visual, and preparing handout materials

2. Work with outside vendors to coordinate catering, hotel accommodations, or meeting requirements to fulfill the needs of the event  

3. Work coordinated events that have been scheduled if there is a need for catering or logistics 

4. Serve as a back-up travel preparer. Prepare invitational travel arrangements

5. Prepare, maintain, and track budget expenses and work orders 

6. Maintain awareness of training needs and resources for logistics support

7. Prepare master event schedule. Utilizes Outlook to propose a meeting, schedule an activity, create a to-do item, respond to a meeting proposal, assign a proxy, and act as a proxy

8. Create and maintain the conference room calendar

9. Prepare and maintain clear, accurate, and concise records of EPO property in the EPO data base for property control 

10. Order stock, office furniture and/or supplies in the P-Card web Solution system as an alternate bankcard data entry 

11. Maintain appropriate levels of stock inventory along with the records of purchases and inventory usage  

12. Support building and lab tours as requested

13. Monitor the displays for bulletin boards in respective areas

14. Maintain printers, copiers, and fax machines

15. Serve as the building liaison notifying building manager of any building concerns as necessary, and submit work orders

16. Conduct equipment inventories and submit any changes/excesses (i.e., prepare paperwork to excess equipment and arrange for pickup)

17. Coordinate office moves

B. Records management

1. Serve as focal point for all records management matters

2. Implement and maintain Branch records program in accordance with NASA policy

3. Serve as BMS Document Administrator 

4. Process and track all changes against assigned documents using a Change Request (CR) form 

5. Assign and track document numbers and CR numbers

6. Ensure the change request logs are completed and reconciled against the CR forms

7. Submit CRs to the appropriate Points of Contact (POCs)/Approving Authority’s for approval and signature

8. Upload all necessary and approved documents into the BMS Library for official use

9. Maintain the approved documents in native and .pdf format in the BMS Library

10. Notify any and all affected users of document changes

11. Ensure that invalid or obsolete copies of controlled documents are disposed of or     appropriately marked if used

12. Maintain records for each CR

13. Maintain current document contingency files

14. Ensure that all records associated with document administrator duties are  archived in accordance with Records Management

3.   Educator Resource Center Coordinator Support:  

The Educator Resource Center Network (ERCN) provides professional educators and others the opportunity to obtain current classroom information and materials regarding the aeronautics and space program of our Nation.  The ERCN is customer-focused. It responds to the needs of the formal and informal education community. The ERCN makes direct use of NASA content, people, or facilities to involve educators in NASA science, technology, engineering, and mathematics (STEM). The ERC coordination function provides educational expertise to help educators access and utilize science, mathematics, geography, and technology instructional products aligned with national standards and appropriate state frameworks based on NASA’s unique mission and results.  Responsibilities also include demonstration and facilitation of the use of educational technologies (e.g., NASA Education Home Page, NASA educational websites, DVDs, CD-ROMs) and providing regularly scheduled in-service and pre-service training in coordination with the EPO staff utilizing NASA curriculum support products.  Additional responsibilities are to catalog and maintain records for all ERC activities, conduct special programs related to the EPO, coordinate ERC operations and inventory, and maintain the security of a loan program for the Lunar and Meteorite Sample Disks.  
A Roles and responsibilities of the ERC Coordinator:

1. Provide professional development workshops both on and off-site utilizing distance learning where appropriate

2. Perform eEducation awareness/Academic Affairs program presentations

3. Respond to educator mail and walk-in visitors to the ERC

4. Develop partnerships and collaborations -- internal and external

5. Support Regional ERC’s (RERC)

6. Provide Lunar/Meteorite Certification (security briefing and program facilitation)

7. Disseminate NASA educational materials

8. Provide information/reference for client questions

9. Organize/store/access/retrieve/catalogue various types of resources and media

10. Manage the operation of the ERC site

11. Market ERC offerings and other NASA opportunities

12. Video/CD-ROM/DVD duplication

13. Web training

14. Review educational materials

15. Attend professional meetings

16. Support educational conferences

· Presentations

· Exhibits

17. Support special events

18. Support student programs -- internal and external

19. Support media interviews and article writing

20. Collect and report data

· Reporting through the Weekly Activity Report (WAR) and OEPM system

· Bi-weekly Status Notes

· RERC, and contractor reporting

21. Duties may also include the following:

· Additional data collection and reports for host organization

· Rollups -- final and supplemental reports

B Additional/specific ERC responsibilities include:

1. Serves as Volunteer Coordinator

2. Supports publication management and distribution

    4. Informal Education Project Coordinator Support

As there is a rising need in support of Informal Education in the NASA Glenn Research Center Educational Programs Office (EPO), the Informal Education Project Coordinator will work directly with the Informal Education Program Manager as we build strategic partnerships and linkages between STEM formal and informal education providers.  Through hands-on interactive educational activities, the Informal Education Project Coordinator will assist the Informal Program Manager in engaging students, educators, families, and the general public in informal education activities to increase Americans’ science & technology literacy, while address the needs of the informal education community utilizing NASA Glenn’s unique tools and resources.

A. Roles and Responsibilities of the Informal Education Project Coordinator:

      Informal Education

1. Support educational outreach events   

2. Provide educational content for students, teachers, and families based on type of event 

3. Maintain and update EPO Lego robotics kits 

4. Provide materials for presentations  

5. Provide support in relaying NASA educational opportunities to students participating in current EPO projects or other approved student events 

6. Assist with the development of EPO educational displays

      Educational Exhibits

1. Design and maintain new educational demonstrations based on current NASA and GRC-specific research and projects 

2. Modify current how-to documents, included in demo carts, to improve ease of use from set-up to tear-down

      

Additional responsibilities include:

1. Providing training on NASA educational resources to teachers participating in current EPO projects or other approved professional development workshops and through distance learning

2. Incorporating new technologies into current NASA/GRC/EPO education offerings

3. Assisting and training EPO Staff in the use of Educational Technologies for integration into projects

4. Informing/training users of educational products when required  

5. Review educational materials

6. Support educational conferences

a. Presentations

b. Exhibits

7. Support media interviews and article writing

8. Collect and report data

a. Reporting through the Weekly Activity Report (WAR) and OEPM

b. Bi-weekly Status Notes

c. Contractor reporting

C. Quality standards—the Contractor shall perform all work accurately.

D. Schedule(the Contractor shall meet the schedules agreed to with the TR.

E. Documentation(the Contractor shall maintain files and databases available for review by the TR.  

6.0         TASK 4- Office of Educational Programs (OEP) Special Projects

A.
    General Requirements

1.
To include all outreach services performed, internally or externally to GRC, as a result of a request from a sponsoring organization. The Contractor shall:

a. Provide additional education and community outreach support services to the Center at large on an as-needed and as-funded basis by means of task orders.

B. Specific Requirements

1.  Each task will be initiated with the issuance of a SOW relating specifically to that task.  All Task 4 activities will be Fixed Price task orders. 

7.0
Reporting Requirements – Tasks 1 thru 4
A.
Management Reports

1. Management Operations Plan: (ANNUALLY) The Contractor shall submit by October 10 of each year, a comprehensive management operations plan containing, as a minimum, the following: initial staffing plan, operations plan, company policies and procedures, and organizational structure.  

2. Contract Progress Reports: (QUARTERLY) The Contractor shall submit monthly contract progress reports by the 10th of each month, that detail the monthly program progress, problems, status, and a final technical report in accordance with Clause GRC 52.227‑97 (Technical Reports for Task Order Contracts).

3. Technical Task Reports: (MONTHLY) The Contractor shall submit specific technical task reports as required by the issued task order.  Reports are due by the 10th of each month.

4. Technical Task Report: (ANNUALLY) The Contractor shall submit a report by October 10 of each year.  The report shall summarize all element and tasks of the contract (TASKS 1-4) performed by contractor for the previous fiscal year.

5. Safety Reports:  (MONTHLY) The Contractor shall prepare a "Service Contract Injury Report. The report shall be submitted within seven (7) days after the end of each month.  In the event of an accident involving Contractor personnel in the performance of the contract, the Contractor shall prepare a "NASA Mishap Report (NASA Form 1627), which the report shall be submitted within one workday after the accident.

6. Task Activity Report: (WEEKLY) The Contractor shall prepare an Activity Report of all activities, i.e. parades, tours, speaker’s bureau, exhibit outreach.  The report shall be submitted to the Community Relations staff. The submittal time of the report will be dictated by the Community Relations Office.
B. Financial Reports

C. Equipment/Material Status Reports

1. Exhibit report: (MONTHLY) The Contractor shall prepare an Exhibit/Equipment Status Report that summarizes the operational functions of all exhibits and associated equipment.

2. Publication Report: (BI-ANNUALLY) The Contractor shall prepare a Publication Report summarizing the inventory of all publications; all publications shall be current and/or appropriate.  The Report shall also include number of requests per publication, date-in-place, and pertinence to the Outreach Program and Exhibits.

3. Property Report (QUARTERLY):  The Contractor shall submit the necessary reports required by the GRC Industrial Property Office as described within the Contract Clauses (i.e. 1018 reporting, DD1149)

8.0
Deliverables

The Contractor shall deliver the reports noted in paragraph 6.0 to the following distribution:   


TBA
9.0 
Government Furnished Property

The facilities will include office and shop space for all on-site personnel, and on-site storage areas.  Supplemental Government furnished facilities, property, and equipment available to perform the various tasks will be identified at contract award.
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