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1
SCOPE / Background

The Planning, Integration, and Control Office (PICO) provides overall guidance for the Mission Operations Directorate (MOD) project management processes, policies, and integration of MOD requirements.  PICO is responsible for tracking and administration of MOD contracts providing Contracting Officer’s Representatives (CORs)/technical representation to contracting officers, contractors, and customers related to all MOD project management activities and technical baseline requirements.  All project management activities are focused to achieve the qualities and standards stated within the Foundations of Mission Operations.
The contractor will be responsible for providing the following services to MOD:

1.1
Test, upgrade, and maintain MOD project information systems and databases and provide configuration management of data point checks on all data files.  
1.2
Configuration and Data Management (CDM) of all PICO project management processes, documentation, and MOD Control Board (CB) activities.

1.3
Information Technology (IT) planning and investment resource management (e.g. Exhibit 300, MOD IT budget planning support), and office automated systems (OAS) administrative support.
1.4
Design and development of technical baseline drawings and graphics visualization (computer-aided design and drafting (CADD) strategic floor space planning, configuration management of space utilization) support.
1.5
Mission Systems Division (MSD) facility integration and contract management support.

2
GENERAL REQUIREMENTS AND DELIVERABLES

2.1 
Project Support and Configuration Management (CM) of MOD Project Information System
The contractor shall establish and maintain a comprehensive working knowledge of all MOD project information systems and provide project support and integration with Center and Agency systems.  This may include, but is not limited to data management and administration, analysis, maintenance of all database tables, fields, and correlations, upload of contractor data files as needed, and configuration management of data point checks on all files as required.  All applicable computer software applications and databases shall contain budget and actuals.  The contractor shall provide the following services:

a. Athena – MOD’s primary project information system and database application.  Athena is a web-based data repository designed to integrate various complex data sources and support for existing manual workflow process using a central data repository for the analysis and reporting of MOD project information
· Operating Plan Revision Form (OPRF) – Web-based module in Athena used for configuration management of MOD’s project information system and database application.

· MOD baselines – technical, schedule, risk, IT, cost, budget, and workforce elements inclusive of historical elements.

· Project planning, integration and documentation of all MOD resources including contractor and NASA labor elements.

· Integration of all MOD resources with JSC and NASA systems
· Maintain a database and log of updates made to the application (Athena) that affect user community.  Send out notification of updates to primary users.
b. Test, upgrade, and maintain MOD’s primary project information system.


1)
Control of the naming convention for all applicable fields in the database applications.


2)
Update database application based on approved changes and program management decisions.


3)
Provide CM and system administration for MOD’s primary project information system.


4)
Provide CM for all OPRF data submitted within MOD’s primary project information system.


5)
Provide testing, installation, integration, and maintenance for unique automation scripts for MOD’s computer software applications and databases.  Document the steps for these processes and update the processes as modifications are made. 


6)
Document processes for reconciling system integration with MOD data within MOD’s primary project information system, and update the processes as modifications are made to MOD standard operating procedures (SOP).

7)
Examine systems and data entry processes to determine if additional automation can make these tasks quicker and/or more accurate.


8)
Provide user requirement and specifications to MOD’s primary project information system developer for modules being refined or implemented.
9)
Hardware acquisition required to complete server and testing environment objectives.
c. Collect, organize, input and process resources data.


1)
Validate the data contained in the database application to assure data accuracy and integrity.


2)
Maintain digital copies of approved changes and supporting documentation.

3)
Provide CM of official change paperwork (for example:  budget change document (BCD), basis of estimate (BOE), decision packages (DPs)).


4)
Populate and provide CM to the integration of MOD elements into Center financial systems.

d. Retrieve data, perform data searches and produce management reports.


1)
Generate standard and customized financial reports, and validate the reports for various management reviews.


2)
Create presentation charts and graphs from project information system data.

e. Provide Program and JSC monthly, quarterly, semi-annual, and annual reports for all cost and labor elements relevant to MOD, direct labor, this includes support to monthly business review (MBR), performance management review (PMR), technical cost schedule review (TCSR), Fiscal Year (FY) operating plan (OP) and rephrased OP.

2.2
PICO Configuration and Data Management (CDM) Support

The contractor shall continue maintenance of MOD PICO CDM plan, policies, procedures, and requirements, maintaining an infrastructure for the continued development and baselining of products, services, and documentation under MOD PICO control.  (For example, collecting, organizing, data entry and control of the database applications and files; validation of the data contained in the database applications to ensure data accuracy and integrity; quality assurance and CDM on all documentation and correspondence transmitted between NASA and contractors).  The contractor shall provide the following services:

a. Maintain computer software applications and databases, logs, electronic and hardcopy files for all MOD major contracts and small projects contracts; for example, Transmittal Information Request Forms (TIRFs), contractor CRs, contractor-submitted DPs, Data Requirements Document (DRD), and any other documentation or correspondence transmitted between NASA and contractors.


1)
Develop and maintain TIRF Sharepoint sites for contracts on the appropriate websites.


2)
Control and maintain unique identification numbering (UIN) database applications and logs of MOD contract TIRFs.


3)
Store and maintain contractor DRDs, plus providing CDM support for all contractor-submitted DRDs.

b. Distribution, tracking, logging, receiving, archiving, and processing of documentation.


1)
Service Request (SR) – database tracking.


2)
Examine computer software applications and database systems and data entry processes to determine if additional automation can make these tasks quicker and/or more accurate and effective.

c. Retrieve data, perform data searches and produce management reports.


1)
Archive prior fiscal year data.


2)
Coordination and integration of associated documents with MOD baseline elements within MOD’s primary project information system.  This consists of all MOD programs, projects and contracts.


3)
Maintenance of PICO data file share drive. 

d. Provide CM support to MOD business processes and MOD CB.

1)
Control and maintain all UIN database applications and logs of MOD CRs

2)
Provide CM support of change package documentation preparation of CRs in Integrated Collaborative Environment (ICE), Sharepoint, MOD’s primary project information system

3)
Store and maintain all CR and closure paperwork.

4)
Meeting preparation consisting of:

· ICE Project maintenance

· MOD Sharepoint CB site maintenance

· Agenda preparation

· Meeting package preparation (e.g., CR packages, presentation materials)

· Minutes

· Action tracking
e. Maintain Quality Management System (QMS) PICO Master List.

f. PICO calendar and conference room schedule alternate.

2.2.1
MOD PICO Business Library

The contractor shall develop, implement, and administer a process or plan for continued maintenance of MOD PICO Business Library policies, procedures, and requirements, plus maintaining an infrastructure for products, services, and documentation under MOD PICO control.  This consists of all document filing, retrieving (check-in or check-out), labeling, archiving, and distribution of MOD business files, records and contractual files.  Preserve, maintain, and dispose of NASA records in accordance with NASA Policy Directives.  The contractor shall provide the following services:

a. Support for archiving documentation, contracts, and files.

b. Remove excess or non-library contents from the library per DA32-WI-02. 

c. Label and organize the library contents to allow ease of operation and access.

d. Review the existing library tools to determine the best automated tools to use within the library and provide recommended enhancements and or modifications to the tools to best serve the MOD PICO.

e. Provide monthly and annual reports, including, but not limited to monthly TIRF status and yearly library index reference.

2.3
Information Technology Resource Management (ITRM)
The contractor shall provide ITRM, analysis, and research of products and services within each of the IT related functional areas of MOD.  This consists of integration, maintenance, and submit of delivered reports and plans in the prescribed formats to the requesting official (JSC Chief Information Officer (CIO), Chief Financial Officer (CFO), and MOD CIO) inclusive of specifications in the MOD IT Management Plan (JSC-62818).  The contractor shall provide the following services:
a. Interface between the divisions, contractors, the MOD CIO, and the JSC CIO for IT planning.

b. Input and maintain the MOD IT and database applications associated with IT-related items. 

c. Review and provide approval of SRs and verify appropriate IT data is specified on the SR.  This consists of verifying that SRs meet all IT purchase request requirements and that SRs for IT purchases are in the annual IT operating plan.

d. Assist personnel in the development of IT planning and budgeting.

e. Prepare and conduct IT planning and management training for MOD project managers and personnel.

f. Attend one NASA-sponsored Exhibit 300 workshop, class, or training per FY as directed by MOD Management via the COR.

g. Attend one NASA Headquarters CIO workshop or conference per FY or as directed by MOD Management via the COR.

h. Monthly, quarterly, semi-annual, and annual reports, including, but not limited to MOD Internal FY IT plan, Execution Year Spending Plan (EYSP), IT project planning, integration and documentation of all MOD IT resources, Phase I:  Summary Investment Business Cases (Major and Non-Major IT Investments), IT Management Plan update, MOD IT Planning and Management Workshop presentation, Earned Value Management Report, Office of Management and Budget (OMB) Dashboard and IT planning database updates – All Exhibit 300 IT Investments, DA JSC IT Support Contracts Infrastructure Business Case Update and Report, and Software Capitalization Report.
2.3.1
MOD Office Automated Systems (OAS) Administrative Support
The contractor shall provide IT support (for example:  enhanced desktop or workstation support not provided by JSC’s Information Resources Directorate (IRD) IT services) to all MOD’s OAS and provide a comprehensive working knowledge of these systems.  In order to perform this service, the contractor shall obtain required systems administration access for the desktop or workstation from the IRD contractor (which also has systems administration access for standard software support).

The contractor shall install and administer any additional required software and hardware procured via SR and not provided by the IRD contracts.  The contractor shall coordinate any depot maintenance of the hardware with the IRD contractor. NASA, through an IRD contractor, is responsible for support and asset management of the government-provided hardware and all standard software.  The contractor shall provide the following services:

a. Smart card personal identification number (PIN) reset coordinator.  

b. Primary property custodian for the MOD loaner pool for laptop and projection equipment.  Maintain loaner pool hardware check-in and check-out records and equipment.  Maintain all loaner pool hardware and software.  Maintenance consists of refresh and re-load after each check-in and check-out of equipment, set of e-mail, wireless, virtual private network (VPN), password, and group administration.

c. Process SRs utilizing the Customer Service System (CSS) process; for take home software, for user-related requirements, and close all SRs when completed.

d. As alternate service resource manager (SRM), assist users with setup, configuration management of shared drive resources, maintenance and software reloads, hardware installation, and user questions.  Acts as an interface to the support personnel associated with the JSC IT support contract.

e. Provide monthly loaner pool report.
2.4
MOD Floor Space Planning and Integration Support 
The contractor shall design and develop strategic technical floor space and investment planning in the form of baseline drawings (Computer-Aided Design and Drafting (CADD)) and engineering processes for MOD.  This consists of strategic floor space planning and CM of space utilization of MOD offices, laboratories, and other facilities.  This may include, but is not limited to allocation, move coordination, repair, restoration, rehabilitation, and modification of MOD space.  The contractor shall provide the following services:

a. Planning and coordination of MOD personnel and facilities moves.  
b. Evaluate and recommend appropriate configuration, furnishings and treatments.  

c. Provide and coordinate MOD/Center move schedules.  
d. Support MOD with annual space utilization reporting, JSC Form 1400, major facilities report, JSC Form 1400A.  Include the development of an internal MOD call for minor construction projects, those modifications under $500K.  
e. Coordinate, collect and present MOD requests to the Center Operations Directorate (COD), Information Resources Directorate (IRD), and NASA facility management. 
f.  Administer MOD approved annual modification, construction, rehabilitation, and repair (MCRR) Project List and associated budget.

g. Maintain baseline drawing database of existing floor space, documenting furnishings, equipment, and use.  Rectify any variances in MOD Space Utilization Reports with COD.  Continue regular meetings with appropriate personnel to manage future floor space issues.

h. Maintain ACCESS database and EXCEL spreadsheets for tracking and reporting construction and maintenance projects and associated budget.

i. Collect MCRR project requirements; initiate all Work Authorization Documents (WADs), interface with COD and their design engineering contractor.  Continue to evaluate priority and review projected needs for facility construction or repair projects with appropriate directorate-level personnel.  Represent MOD at COD and their contractor project status meetings.  Prepare estimates for MCRR and Construction of Facilities (CoF) projects.
2.5
MSD Facility Integration & Contract Management Support
The Facility Integration & Contract Management Office (FICMO) provides overall guidance for the MSD facility integration and contract management.  FICMO is responsible for tracking and administration of MSD contracts and technical baseline requirements.  The contractor shall provide the following services:
a. Coordinate with the MOD PICO and financial organization that will provide input and ancillary data for the deliverables.

b. Attend meetings associated with collection, analysis, and understanding of pertinent impacts to deliverables.

c. Provide analysis, verification, and validation of collected financial data and normalize as necessary for the reporting.

d. Collect and enter rationale information for variances reported.

e. Participate in annual project integration activities and provide projection analysis and reporting.

f. Participate in annual technical planning and allocation activities.

g. Provide monthly, quarterly, and annual reports, including, but not limited to monthly variance analysis report and rational, estimates to completion (ETC) variance analysis, out-year budget and cost projections, and technical plan guidelines and proposed program allocation formulation.

2.6
The Contractor shall generate and deliver Monthly Status Reports (MSR) per DRD-ATIC-05.
2.7
The Contractor shall generate and deliver a Monthly Performance Report (MPR) per DRD-ATIC-06.
2.8
The Contractor shall participate in various monthly, quarterly, semi-annual, and annual meetings that could result from requirements listed in sections 2.1, 2.2, 2.3, and 2.4.  
2.9
The Contractor shall provide the following travel and deliver a trip report electronically within 2 weeks of completing each trip to COR and the TM.

See section 2.3, f and g 
One 3-day trip for 1 person from Houston, TX (JSC) to Washington, DC (HQ) in late March or early April 2014, for System Admin Training for the Electronic Capital Planning and Investment Control (eCPIC) System.
One 3-day trip for 1 person from Houston, TX (JSC) to Washington, DC (HQ) in late October or early November 2014, for annual CIO workshop.
2.10
The Contractor shall provide the following training and deliver a training report electronically within 2 weeks of completing training to COR and the TM.
N/A

2.11 
Specific Requirements 

In addition to satisfying the general requirements enumerated above, this statement of work specifies the work to include the following specific tasks.

2.11.1
The contractor shall deliver the following:  

a. Monthly Business Review (MBR) package is designed to ensure the efficient performance of the organization’s strategic and operating plan correlated with cost, schedule and technical performance, make adjustments to align MOD resources, capitalize on new opportunities, and help the MOD leadership create a culture of commitment and high performance.

b. Mission Operations Directorate Control Board (MODCB) summary list of all CB items disposition
c. Business Library reference summarizing documentation located in the library and references the file cabinet the documentation can be found
d. MOD Internal FY IT plan
e. MOD Loaner Pool report

2.11.2
The deliverables for the above shall consist of, but are not limited to the following elements.
a. FY Cost Status (MBR package)
1 – MOD Total Summary – Procurement $

2 – Costs by Program 

· Variance Explanations
· Program Threats by Control Account Manager (CAM)

3 – MOD Mission Operations Total Threats and End of Year Projections
· Full Time Equivalent (FTE) Summary

· FY Directorate Reserves

4 – Other Center Procurement & Travel summary
5 – Forward Work

6 - Status A Summary by Program
b. FY Status disposition of items at MODCB summary
1 – Date
2 – Title

3 – Disposition
4 – OPRF
5 – Program
6 – Notes
c. FY Business Library Reference
1 – Date

2 - Title
3 – Location 

· File cabinet
· File drawer
4 – Notes
d. FY IT Plan for MOD
1 – Date
2 – Division 

· Item
· Budget
3 – Approval
4 – Other 
e. FY Loaner Pool Report

1 – Date

2 – User

3 – Item

4 - Return

5 – Other 
f. Annual MOD Space Utilization Report, JSC Form 1400

g. Major Facilities Report, JSC Form 1400A.
h. FICMO reports

1 – Monthly variance analysis reports (including rational)

2 – Estimate at Complete (EAC) variance analysis spreadsheets and reports

· Variance explanations

· Overage and underage profiles by facility and program

· End of year projections

3 – Out-year budget/cost projections 

4 – Technical plan formulation and guideline support

5 – Other reports and summary analysis products or presentations as required 

6 – Present at the MSD CCB or other forums as required
2.11.3
The Contractor shall generate and deliver an Implementation Plan per DRD-ATIC-04.  (The Implementation Plan is updated each time the task is revised). 

2.11.4
Any changes to any deliverable shall have concurrence from the NASA Technical Monitor (TM) and an electronic copy sent to COR.
3
MILESTONES
a. Implementation Plan
05/01/14
b. MBR package
Monthly 15th
c. MODCB Summary Status
Monthly 15th
d. Business Library Reference
12/31/14
e. MOD FY IT Plan as required by JSC CIO (annually)
12/31/14
f. MOD Loaner Pool Status
Monthly 15
g. MOD Space Utilization Report
Annual

h. MOD Major Facilities Report
Annual
i. Monthly variance analysis reports (including rational)
Monthly 15th

j. ETC variance analysis reports
Monthly 15th

k. Out-year budget/Cost projections
Annually 05/15


or as required

l. Technical plan formulation and guideline support
Annually 05/15


or as required

4
DEPENDENCIES 
The contractor shall assume the following:
· MOD requirements and schedules – some examples of the requirements and schedules include, but are not limited to project planning, integration and documentation of all MOD resources including contractor and NASA labor elements, information resources management (IRM) schedule, software capitalization schedule, IT management planning and updates, IT, and any other Agency, Center, JSC, and MOD IT resource management and schedules as required.

· MOD and JSC requirements and schedules

· JSC and NASA systems and databases

· NASA approved changes and program management decisions.

· JSC CSS (https://css.jsc.nasa.gov/v3/index.cfm)

· NASA/JSC/MOD PICO identification of required documentation 

· MOD’s primary project information system

· MOD Sharepoint

· ICE
· NPROP 
· Add QMS website and process/procedures

5
APPLICABLE DOCUMENTS 
· DA3-2012-01 - IT Work Instruction

· DA32-WI-01 - PICMO Management Plan

· DA32-WI-02 - Configuration, Data, and Record Management Process

· DA32-WI-04 - Operating Plan Revision Form (OPRF) Process

· DA32-WI-08 - TIRF Process

· DA32-WI-10 - SR User Guide

· JPR 1440.3C - JSC Records Management Procedural Requirements

· JSC-62818 - IT Management Plan 

· JSC CSS (https://css.jsc.nasa.gov/v3/index.cfm)

· JSC Financial Systems & Enterprise Applications Website (http://iemp.jsc.nasa.gov/)

· NPR 7150.2, NASA Software Engineering Requirements

· OMB Circular A-11, Part 7 – Planning, Budgeting, Acquisition, and Management of Capital Assets (http: /www.whitehouse.gov/omb/circulars_a11_current_year_a11_toc)

· QMS website and process/procedures

· SRM Responsibilities documented in (DA39-2006-02 - MODNet Standards, Policies, and Processes)
6
ACRONYMS  

	ATIC
	Advanced Technology & Integration Contract

	BCD
	Budget Change Document

	BOE
	Basis of Estimate

	CADD
	computer-aided design and drafting

	CAM
	Control Account Manager

	CB
	Control Board

	CDM
	Configuration and Data Management

	CFO
	Chief Financial Officer

	CIO
	Chief Information Officer

	CM
	Configuration Management

	COD
	Center Operations Directorate

	CoF
	Construction of Facilities

	COR
	Contracting Officer’s Representative

	CR
	Change Request

	CSS
	Customer Service System

	DP
	Decision Package

	DRD
	Data Requirements Document

	EAC
	Estimate at Complete

	ETC
	estimates to completion

	EYSP
	Execution Year Spending Plan

	FICMO
	Facility Integration & Contract Management Office

	FY
	Fiscal Year

	ICE
	Integrated Collaborative Environment

	IRD
	Information Resources Directorate

	IRM
	Information Resources Management

	IT
	Information Technology

	ITRM
	Information Technology Resource Management

	JSC
	Johnson Space Center

	MBR
	Monthly Business Review

	MCRR
	Modification, Construction, Rehabilitation, and Repair 

	MOD
	Mission Operations Directorate

	MPR
	Monthly Performance Report

	MPS
	MOD Project Support

	MSD
	Mission Support Division

	MSR
	Monthly Status Report

	NASA
	National Aeronautics and Space Administration

	OAS
	Office Automated Systems

	OMB
	Office of Management and Budget

	QMS
	Quality Management System

	OP
	Operating Plan

	OPRF
	Operating Plan Revision Form

	PICO
	Planning, Integration and Control Office

	PIN
	Personal Identification Number

	PMR
	Performance Management Review

	SOP
	Standard Operating Procedure

	SR
	Service request

	SRM
	Service Resource Manager

	TCSR
	Technical Cost Schedule Review

	TIRF
	Transmittal Information Request Form

	TM
	Technical Monitor

	UIN
	Unique Identification Number

	VPN
	Virtual Private Network

	WAD
	Work Authorization Database
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