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	1.  DRD Title
	2. Date of current version
	3. DRL Line Item No.
	RFP/Contract No. (Procurement completes)

	Management Operating Plan
	7-23-13
	1
	NNJ13473923R

	4.  Use (Define need for, intended use of, and/or anticipated results of data)
	5.  DRD Category:  (check one)

	The Management Operating Plan will be used to document the Contractor’s overall and detailed planning and operations for satisfying the contract requirements.  
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Technical

Administrative

SR&QA

	6.  References (Optional)
	7.  Interrelationships (e.g., with other DRDs) (Optional)

	SOW 2.0
	     


	8.  Preparation Information (Include complete instructions for document preparation)



	FIRST SUBMISSION DATE:  With submission of proposal; upon NASA approval, this document becomes a contractual requirement.
FREQUENCY: To be updated as required thereafter.
FORMAT:  The product shall be in a Microsoft Office compatible format.
COPIES/DISTRIBUTION:  


BR/Contracting Officer


AH8/Contracting Officer’s Representative (2)

INSTRUCTIONS:  

The Management Operating Plan shall describe the Contractor’s management approach including staffing and retention, organization, and processes.  It shall provide a comprehensive integration of all management systems of the prime and subcontractors.  The plan shall include those processes specifically required to accomplish the Statement of Work (SOW), as well as those systems and procedures that are to be set in place by the Contractor to adhere to regulations and requirements set forth in the solicitation and the resulting contract.  The JASS II Management Operating Plan shall include:

A.  The overall management approach and quality control system to satisfy the contract requirements, including at a minimum:


(1)
The program management functions and management approach for providing program management, 
          supervision and training for all staff, full-time, part-time and temporary.

(2)
The management policies and procedures;


(3)
The strategies and goals to provide effective and efficient implementation of the SOW requirements and 
          communication of activities related to these efforts.  Provide a flowchart and description of how the process will 
          flow from identification of requirements to evaluation of the Contractor’s performance;
  (4)    A performance evaluation summary to include a discussion of performance management approach including any   

          metrics the Contractor will use to ensure high quality services are provided for each SOW element.  The purpose   

          of the performance evaluation summary is to ensure very minor, if any, deficiencies with no adverse effect on  

          overall performance of the SOW;


(5)
Innovations and efficiencies to be gained through the proposed approach to manage the contract, including 
          rationale to substantiate these innovations and efficiencies;


(6)
Methods and techniques to be used in planning, scheduling, integrating, processing, controlling, and completing  

          all elements of the SOW requirements.  Include any other methods and techniques the Contractor feels is critical  

          to successful performance of contract requirements;

  (7)   The methods to ensure timely delivery of quality services;

  (8)   The procedures, techniques, and tracking for early identification of potential problems, implementation of 
          preventive action, and proactive and timely resolution.

(9)  The methods to supervise, support, mentor, and verify the successful performance of employees who are 
        geographically distributed in various locations at the Johnson Space Center (JSC), Government-maintained  

        facilities in the immediate JSC area (including the Sonny Carter Training Facility and Ellington Field), the White 
        Sands Test Facility located in Las Cruces, New Mexico, and other NASA operating locations or other alternate 
        work spaces that may be determined subsequent to contract award.
B.  A description of the organization including:


(1)
Description of proposed organizational structure;


(2)
An organization chart identifying roles of all organizational elements and reporting relationships; 

(3)
Outline procedures to ensure effective communication and collaboration across the organization;


(4)
The relationship of the local contract management to the parent company, as well as the management of any 
           proposed subcontractors, team members, or joint venture partners;


(5)
Associations with other companies or organizations utilized to provide effective and efficient implementation of 
          the SOW; 


(6)
Description, if applicable, of the components of the SOW that will be performed by the prime and 
          subcontractor(s).

(7)
The management functions, roles, and responsibilities, and the method for integrating operation plans for all 
          primary functional work areas;


(8)
The Contractor's management interface with NASA.

C.  A description of how each task order will be filled, including:


(1)
Recruitment and employment methods and policies;


(2)
Staffing strategies;


(3)
The minimum qualification standards to satisfy the Standard Labor Category guidelines, Section 4, 
          Attachment 4.6;

(4)
Strategy to ensure personnel will maintain the minimum qualification standards described in the Standard Labor 
          Category guidelines;


(5)
Approach to providing flexible workforce planning given an indefinite delivery/indefinite quantity contract.  Include 
          discussion on recruiting; communication of promotion opportunities; retention of personnel; and the effects on 
          management, subcontractors, continuity and quality of services, and other factors resulting from changes in 
          staffing levels.


D.  The timekeeping process and procedures, including:

(1)
Management oversight of employee daily work hours, ensuring compliance with customer requirements;


(2)
How deviations of a position’s prescribed daily schedule are communicated to the Contracting Officer’s    

          Representative (COR);


(3)
How source data is captured;


(4)
Methods to validate timely and accurate recording;

(5)
Approval process for employee non-productive hours (sick leave, vacation leave, or other administrative leave).  
E.   Plan describing process for ensuring protection and control of Government property, Privacy Act data (including 
      records and documents), and Personally Identifiable Information should contractor employees have access to this   

      data to fulfill the contract requirements.  Ensure plan addresses compliance with Privacy Act of 1974, 5 U.S.C.    

      552a. 
I. F.    A description of risks anticipated in successful performance of the SOW requirements.  Include the decision to accept, mitigate, or other action for each risk and include the rationale for each.
II. G.   Strategy to provide high-level personnel training.  Include discussion on necessary orientation and training for employees to perform functions required by the SOW and other training to enhance these services.
III. H.   Description of the methods and procedures on how customer satisfaction will be measured and reported.  Describe the methods to develop, maintain, and continuously improve customer relationships.
I.   Description of prime Offeror and any subcontractors fringe benefit policies and practices for:
(1) Vacation, sick and personal leave; short and long term disability insurance; life insurance; retirement or 401K matching; health insurance; and vision and dental insurance.   For each fringe benefit, discuss the specific benefit offered, the company and employee share of premium costs, any co-payments and deductibles, the effective date of coverage or vesting.  For health insurance, discuss the company policy on assuming health insurance coverage for incumbent employees, including pre-existing medical conditions, and the offeror’s policy on spouse and family benefits.   
(2) Salary payment policies, such as cost-of-living adjustments, overtime pay, holiday pay, and any other premium pay anticipated.  Explain how wage and salary ranges were established.  Provide written support to demonstrate that the proposed compensation is reasonable to attract and retain employees.  Supporting information should include data such as recognized national and regional compensation surveys and studies of professional, public, and private organizations used in establishing the proposed Total Compensation Plan.   

(3) Incentives to motivate and reward performance and to encourage the retention of personnel. 

	


Instructions for Completing JSC Form 2341

General.  JSC Form 2341 will be prepared to describe the content and provide preparation information for data required to support of JSC programs.  For more detailed instructions, see JSC STD-123.

1.
DRD Title.  Enter the title of data or document required.  The title should include a principal noun which best establishes the basic concept of the data.

2.
Date of current DRD version.  If an existing DRD is revised, enter the revision date.  For a new DRD, enter origination date.

3.
DRL Line Item.  Enter the individual line item number from block 1 of JSC Form 2323, “JSC Data Requirements List,” as completed for a specific procurement.

RFP/Contract No.  The assigned procurement office enters the number of the specific procurement document to which the DRD is attached.

4.
Use.  Enter a synopsis of the intended use of the document.  Include the reason for the requirement and identify the using organization if necessary.

5.
DRD Category.  Check the type of information described.  SR&QA DRD’s must be approved by a representative of the JSC Safety, Reliability, and Quality Assurance Office.

6.
References (Optional).  List applicable documents (NASA or JSC manuals, military specifications, Federal standards, NASA procurement regulations, etc.) containing additional information concerning the data requirements.  If original DRD refers to obsolete documents, these should be deleted when the DRD is revised.

7.
Interrelationships (Optional).  Enter other data requirements or passages in the same SOW that will affect or be affected by this DRD.  References to paragraphs in the SOW may not be substituted for the information in block 8.

8.
Preparation Information.  Provide instructions for preparation of the data required.  JSC STD-123 contains suggestions for completing this section.  
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