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SECTION B: CONTINUATION OF ANY BLOCK FROM SF 1449 
 


B.1  Supplies and/or Services To Be Provided  
 


The Contractor shall perform Center Administrative and Technical Support Services functions to support 


the NASA AFRC activities in accordance with the attached Performance Work Statement dated January 


7, 2015.  


SECTION C: CONTRACT CLAUSES 


 


 52.212-4, Contract Terms and Conditions - Commercial Items  


 


C.1  Addendum to 52.212-4, Contract Terms and Conditions - Commercial Items  


  


(1) 52.203-17 Contractor Employee Whistleblower Rights And Requirement To Inform Employees Of 


Whistleblower Rights (Apr 2014)  


 


(2) 52.204-2 Security Requirements (Aug. 1996) 


 


(3) 52.204-4 Printed Or Copied Double-Sided On Postconsumer Fiber Content Paper. (May 2011) 
 


(4) 52.204-9 Personal Identity Verification of Contractor Personnel (Jan 2011) 


 


(5) 52.204-18 Commercial and Government Entity Code Maintenance (Nov 2014) 


 


(6) 52.219-11 Special 8(a) Contract Conditions (Feb 1990) 


* Fill-in:  NASA Armstrong Flight Research Center 


 


(7) 52.232-40 Providing Accelerated Payments to Small Business Subcontractors (Dec 2013)  


   


(8) 52.236-13 Accident Prevention (Nov 1991), Alternate I (Nov 1991) 
 


(9)   52.245-1 Government Property (Apr 2012) 


 


(10) 52.245-9 Use and Charges (Apr 2012) 


     


(11) 1852.203-71 Requirement to inform employees of whistleblower rights (Aug 2014)  


 


(12) 1852.204-75 Security Classification Requirements (Sep 1989) 
 


(13) 1852.216-80 Task Ordering Procedure. (OCTOBER 1996) 
*Fill-Ins 5 days; 2 days 


(14) 1852.216-80 Task Ordering Procedure. Alternate I (OCTOBER 1996) 
 


(15) 1852.219-76 NASA 8 Percent Goal (Jul 1997) 


 


(16) 1852.223-70 Safety and Health (Apr 2002) 


   


(17) 1852.223-75 Major Breach of Safety Or Security. (Feb 2002), Alternate I (Feb 2006) 


 


(18) 1852.237-72 Access to Sensitive Information (Jun 2005) 
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(19) 1852.237-73 Release of Sensitive Information (Jun 2005) 
 


(20) 1852.245-74 Identification and Marking of Government Property (Jan 2011) 


 


(21) 1852.245-75 Property Management Changes (Jan 2011) 


 


(22) 1852.245.82 Occupancy Management Requirements (Jan 2011) 


 


(23) 52.216-19 Order Limitations. (Oct 1995)  


 


(a) Minimum order. When the Government requires supplies or services covered by this contract in an 


amount of less than $5,000, the Government is not obligated to purchase, nor is the Contractor 


obligated to furnish, those supplies or services under the contract. 


(b) Maximum order. The Contractor is not obligated to honor- 


 


(1) Any order for a single item in excess of $600,000; 


 


(2) Any order for a combination of items in excess of $7,000,000; or 


 


(3) A series of orders from the same ordering office within 180 days that together call for 


quantities exceeding the limitation in subparagraph (b)(1) or (2) of this section. 


 


(c) If this is a requirements contract (i.e., includes the Requirements clause at subsection 52.216-21 of 


the Federal Acquisition Regulation (FAR)), the Government is not required to order a part of any one 


requirement from the Contractor if that requirement exceeds the maximum-order limitations in 


paragraph (b) of this section. 


 


(d) Notwithstanding paragraphs (b) and (c) of this section, the Contractor shall honor any order 


exceeding the maximum order limitations in paragraph (b), unless that order (or orders) is returned to 


the ordering office within 3 days after issuance, with written notice stating the Contractor's intent not 


to ship the item (or items) called for and the reasons. Upon receiving this notice, the Government may 


acquire the supplies or services from another source. 


 


(End of clause) 


 


(24) 52.216-22 Indefinite Quantity. (OCT 1995)  


 


(a) This is an indefinite-quantity contract for the supplies or services specified, and effective for the 


period stated, in the Schedule. The quantities of supplies and services specified in the Schedule are 


estimates only and are not purchased by this contract. 


 


(b) Delivery or performance shall be made only as authorized by orders issued in accordance with the 


Ordering clause. The Contractor shall furnish to the Government, when and if ordered, the supplies or 


services specified in the Schedule up to and including the quantity designated in the Schedule as the 


"maximum." The Government shall order at least the quantity of supplies or services designated in 


the Schedule as the "minimum." 


 


 (c) Except for any limitations on quantities in the Order Limitations clause or in the Schedule, there 


is no limit on the number of orders that may be issued. The Government may issue orders requiring 


delivery to multiple destinations or performance at multiple locations. 
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(d) Any order issued during the effective period of this contract and not completed within that period 


shall be completed by the Contractor within the time specified in the order. The contract shall govern 


the Contractor's and Government's rights and obligations with respect to that order to the same extent 


as if the order were completed during the contract's effective period; provided, that the Contractor 


shall not be required to make any deliveries under this contract after TBD. 


 


(End of clause) 


 


(25) 52.217-8 Option to Extend Services (Nov 1999) 


 


The Government may require continued performance of any services within the limits and at the rates 


specified in the contract. These rates may be adjusted only as a result of revisions to prevailing labor rates 


provided by the Secretary of Labor. The option provision may be exercised more than once, but the total 


extension of performance hereunder shall not exceed 6 months. The Contracting Officer may exercise the 


option by written notice to the Contractor within 30 days. 


 


(26) 52.217-9 Option to Extend the Term of the Contract (Mar 2000) 


(a) The Government may extend the term of this contract by written notice to the Contractor within 


30 days; provided that the Government gives the Contractor a preliminary written notice of its intent 


to extend at least 60 days before the contract expires. The preliminary notice does not commit the 


Government to an extension. 


(b) If the Government exercises this option, the extended contract shall be considered to include this 


option clause. 


(c) The total duration of this contract, including the exercise of any options under this clause, shall not 


exceed 5 years.  


 


(27) 52.219-12 Special 8(a) Subcontract Conditions. (FEB 1990)  


 


(a) The Small Business Administration (SBA) has entered into Contract No TBD with the NASA 


Armstrong Flight Research Center (AFRC) to furnish the supplies or services as described therein. A 


copy of the contract is attached hereto and made a part hereof. 


 


(b) The TBD, hereafter referred to as the subcontractor, agrees and acknowledges as follows: 


 


(1) That it will, for and on behalf of the SBA, fulfill and perform all of the requirements of 


Contract No. TBD for the consideration stated therein and that it has read and is familiar with 


each and every part of the contract. 


 


(2) That the SBA has delegated responsibility, except for novation agreements and advance 


payments, for the administration of this subcontract to the NASA AFRC with complete authority 


to take any action on behalf of the Government under the terms and conditions of this 


subcontract. 


 


(3) That it will not subcontract the performance of any of the requirements of this subcontract to 


any lower tier subcontractor without the prior written approval of the SBA and the designated 


Contracting Officer of the NASA AFRC. 


 


(4) That it will notify the NASA AFRC Contracting Officer in writing immediately upon entering 
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an agreement (either oral or written) to transfer all or part of its stock or other ownership interest 


to any other party. 


 


(c) Payments, including any progress payments under this subcontract, will be made directly to the 


subcontractor by the NASA AFRC. 


(End of clause) 


 


C.2 52.219-17 Section 8(a) Award (Dec 1996) 


(a) By execution of a contract, the Small Business Administration (SBA) agrees to the following: 


(1) To furnish the supplies or services set forth in the contract according to the specifications and 


the terms and conditions by subcontracting with the Offeror who has been determined an eligible 


concern pursuant to the provisions of section 8(a) of the Small Business Act, as amended (15 


U.S.C. 637(a)). 


(2) Except for novation agreements and advance payments, delegates to the NASA AFRC the 


responsibility for administering the contract with complete authority to take any action on behalf 


of the Government under the terms and conditions of the contract; provided, however that the 


contracting agency shall give advance notice to the SBA before it issues a final notice terminating 


the right of the subcontractor to proceed with further performance, either in whole or in part, 


under the contract. 


(3) That payments to be made under the contract will be made directly to the subcontractor by the 


contracting activity. 


(4) To notify the NASA AFRC Contracting Officer immediately upon notification by the 


subcontractor that the owner or owners upon whom 8(a) eligibility was based plan to relinquish 


ownership or control of the concern. 


(5) That the subcontractor awarded a subcontract hereunder shall have the right of appeal from 


decisions of the cognizant Contracting Officer under the “Disputes” clause of the subcontract. 


(b) The offeror/subcontractor agrees and acknowledges that it will, for and on behalf of the SBA, 


fulfill and perform all of the requirements of the contract. 


(c) The offeror/subcontractor agrees that it will not subcontract the performance of any of the 


requirements of this subcontract to any lower tier subcontractor without the prior written approval of 


the SBA and the cognizant Contracting Officer of the NASA AFRC.  


(End of Clause) 


C.3 52.219-18 Notification of Competition Limited to Eligible 8(a) Concerns (June 2003) 


(a) Offers are solicited only from small business concerns expressly certified by the Small Business 


Administration (SBA) for participation in the SBA’s 8(a) Program and which meet the following 


criteria at the time of submission of offer -- 


(1) The Offeror is in conformance with the 8(a) support limitation set forth in its approved 


business plan; and 


(2) The Offeror is in conformance with the Business Activity Targets set forth in its approved 


business plan or any remedial action directed by the SBA. 
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(b) By submission of its offer, the Offeror represents that it meets all of the criteria set forth in 


paragraph (a) of this clause. 


(c) Any award resulting from this solicitation will be made to the Small Business Administration, 


which will subcontract performance to the successful 8(a) offeror selected through the evaluation 


criteria set forth in this solicitation. 


(d) 


(1) Agreement. A small business concern submitting an offer in its own name shall furnish, in 


performing the contract, only end items manufactured or produced by small business concerns in 


the United States or its outlying areas. If this procurement is processed under simplified 


acquisition procedures and the total amount of this contract does not exceed $25,000, a small 


business concern may furnish the product of any domestic firm. This paragraph does not apply in 


connection with construction or service contracts. 


(2) The ____________ [insert name of SBA’s contractor] will notify the ___NASA AFRC 


Contracting Officer in writing immediately upon entering an agreement (either oral or written) to 


transfer all or part of its stock or other ownership interest to any other party. 


(End of Clause) 


 


C.4 1852.232-77 Limitation of Funds (Fixed- Price Contract). (MAR 1989)  
 


(a) Of the total price of items TBD through TBD, the sum of $TBD is presently available for 


payment and allotted to this contract. It is anticipated that from time to time additional funds will be 


allocated to the contract in accordance with the following schedule, until the total price of said items 


is allotted: 


 


SCHEDULE FOR ALLOTMENT OF FUNDS 
 


Date   Amounts 


TBD   TBD 


 


(b) The Contractor agrees to perform or have performed work on the items specified in paragraph (a) 


of this clause up to the point at which, if this contract is terminated pursuant to the Termination for 


Convenience of the Government clause of this contract, the total amount payable by the Government 


(including amounts payable for subcontracts and settlement costs) pursuant to paragraphs (f) and (g) 


of that clause would, in the exercise of reasonable judgment by the Contractor, approximate the total 


amount at the time allotted to the contract. The Contractor is not obligated to continue performance of 


the work beyond that point. The Government is not obligated in any event to pay or reimburse the 


Contractor more than the amount from time to time allotted to the contract, anything to the contrary in 


the Termination for Convenience of the Government clause notwithstanding. 


 


(c) (1) It is contemplated that funds presently allotted to this contract will cover the work to be 


performed until TBD. 


 


(2) If funds allotted are considered by the Contractor to be inadequate to cover the work to be 


performed until that date, or an agreed date substituted for it, the Contractor shall notify the 


Contracting Officer in writing when within the next 60 days the work will reach a point at which, 


if the contract is terminated pursuant to the Termination for Convenience of the Government 


clause of this contract, the total amount payable by the Government (including amounts payable 
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for subcontracts and settlement costs) pursuant to paragraphs (f) and (g) of that clause will 


approximate 75 percent of the total amount then allotted to the contract. 


 


(3) (i) The notice shall state the estimate when the point referred to in paragraph (c) (2) of this 


clause will be reached and the estimated amount of additional funds required to continue 


performance to the date specified in paragraph (c) (1) of this clause, or an agreed date substituted 


for it. 


 


(ii) The Contractor shall, 60 days in advance of the date specified in paragraph (c) (1) of this 


clause, or an agreed date substituted for it, advise the Contracting Officer in writing as to the 


estimated amount of additional funds required for the timely performance of the contract for a 


further period as may be specified in the contract or otherwise agreed to by the parties. 


 


(4) If, after the notification referred to in paragraph (c) (3) (ii) of this clause, additional funds are 


not allotted by the date specified in paragraph (c) (1) of this clause, or an agreed date substituted 


for it, the Contracting Officer shall, upon the Contractor's written request, terminate this contract 


on that date or on the date set forth in the request, whichever is later, pursuant to the Termination 


for Convenience of the Government clause. 


 


(d) When additional funds are allotted from time to time for continued performance of the work under 


this contract, the parties shall agree on the applicable period of contract performance to be covered by 


these funds. The provisions of paragraphs (b) and (c) of this clause shall apply to these additional 


allotted funds and the substituted date pertaining to them, and the contract shall be modified 


accordingly. 


 


(e) If, solely by reason of the Government's failure to allot additional funds in amounts sufficient for 


the timely performance of this contract, the Contractor incurs additional costs or is delayed in the 


performance of the work under this contract, and if additional funds are allotted, an equitable 


adjustment shall be made in the price or prices (including appropriate target, billing, and ceiling 


prices where applicable) of the items to be delivered, or in the time of delivery, or both. 


 


(f) The Government may at any time before termination, and, with the consent of the Contractor, after 


notice of termination, allot additional funds for this contract. 


 


(g) The provisions of this clause with respect to termination shall in no way be deemed to limit the 


rights of the Government under the default clause of this contract. The provisions of this Limitation of 


Funds clause are limited to the work on and allotment of funds for the items set forth in paragraph (a) 


of this clause. This clause shall become inoperative upon the allotment of funds for the total price of 


said work except for rights and obligations then existing under this clause. 


 


(h) Nothing in this clause shall affect the right of the Government to terminate this contract pursuant 


to the Termination for Convenience of the Government clause of this contract. 


(End of clause) 


C.5 1852.235-71 Key Personnel and Facilities.  (MARCH 1989) 


(a) The personnel and/or facilities listed below (or specified in the contract Schedule) are considered 


essential to the work being performed under this contract. Before removing, replacing, or diverting 


any of the listed or specified personnel or facilities, the Contractor shall (1) notify the Contracting 


Officer reasonably in advance and (2) submit justification (including proposed substitutions) in 


sufficient detail to permit evaluation of the impact on this contract.  
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(b) The Contractor shall make no diversion without the Contracting Officer's written consent; 


provided, that the Contracting Officer may ratify in writing the proposed change, and that ratification 


shall constitute the Contracting Officer's consent required by this clause.  


 


(c) The list of personnel and/or facilities (shown below or as specified in the contract Schedule) may, 


with the consent of the contracting parties, be amended from time to time during the course of the 


contract to add or delete personnel and/or facilities.  


 


AMO Lead 


Chief Historian 


Visual Information 


* Others as proposed 


 


* Specific position(s) as proposed by Offeror 


 


 (End of clause) 


 


C.6  1852.245-71 Installation-accountable Government property. (JAN 2011)  
 


(a) The Government property described in paragraph (c) of this clause may be made available to the 


Contractor on a no-charge basis for use in performance of this contract. This property shall be utilized 


only within the physical confines of the NASA installation that provided the property unless 


authorized by the Contracting Officer under (b)(1)(iv). Under this clause, the Government retains 


accountability for, and title to, the property, and the Contractor shall comply with the following: 


 


NASA Procedural Requirements (NPR) 4100.1, NASA Materials Inventory Management Manual; 


 


NASA Procedural Requirements (NPR) 4200.1, NASA Equipment Management Procedural 


Requirements;  


 


NASA Procedural Requirement (NPR) 4300.1, NASA Personal Property Disposal Procedural 


Requirements; 


 


Property not recorded in NASA property systems must be managed in accordance with the 


requirements of the clause at FAR 52.245-1, as incorporated in this contract. The Contractor shall 


establish and adhere to a system of written procedures to assure continued, effective management 


control and compliance with these user responsibilities. In accordance with FAR 52.245-1(h)(1) the 


contractor shall be liable for property lost, damaged, destroyed or stolen by the contractor or their 


employees when determined responsible by a NASA Property Survey Board, in accordance with the 


NASA guidance in this clause. 


 


(b)(1) The official accountable recordkeeping, financial control, and reporting of the property subject 


to this clause shall be retained by the Government and accomplished within NASA management 


information systems prescribed by the installation Supply and Equipment Management Officer 


(SEMO) and Financial Management Officer. If this contract provides for the Contractor to acquire 


property, title to which will vest in the Government, the following additional procedures apply: 


 


(i) The Contractor's purchase order shall require the vendor to deliver the property to the 


installation central receiving area. 
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(ii) The Contractor shall furnish a copy of each purchase order, prior to delivery by the 


vendor, to the installation central receiving area. 


 


(iii) The Contractor shall establish a record for Government titled property as required by 


FAR 52.245-1, as incorporated in this contract, and shall maintain that record until 


accountability is accepted by the Government. 


 


(iv) Contractor use of Government property at an off-site location and off-site subcontractor 


use requires advance approval of the Contracting Officer and notification of the Industrial 


Property Officer. The property shall be considered Government furnished and the Contractor 


shall assume accountability and financial reporting responsibility. The Contractor shall 


establish records and property control procedures and maintain the property in accordance 


with the requirements of FAR 52.245-1, Government Property (as incorporated in this 


contract), until its return to the installation. NASA Procedural Requirements related to 


property loans shall not apply to offsite use of property by contractors. 


 


(2) After transfer of accountability to the Government, the Contractor shall continue to maintain 


such internal records as are necessary to execute the user responsibilities identified in paragraph 


(a) of this clause and document the acquisition, billing, and disposition of the property. These 


records and supporting documentation shall be made available, upon request, to the SEMO and 


any other authorized representatives of the Contracting Officer. 


 


(c) The following property and services are provided if checked: 


 


X (1) Office space, work area space, and utilities. Government telephones are available for 


official purposes only. 


 


X (2) Office furniture. 


 


X (3) Property listed in Attachment B. 


 


(i) If the Contractor acquires property, title to which vests in the Government pursuant to 


other provisions of this contract, this property also shall become accountable to the 


Government upon its entry into Government records. 


 


(ii) The Contractor shall not bring to the installation for use under this contract any property 


owned or leased by the Contractor, or other property that the Contractor is accountable for 


under any other Government contract, without the Contracting Officer's prior written 


approval. 


 


(4) Supplies from stores stock. 


 


(5) Publications and blank forms stocked by the installation. 


 


(6) Safety and fire protection for Contractor personnel and facilities. 


 


(7) Installation service facilities: Armstrong Flight Research Center, Building 703 and Aero 


Institute. 


 


(8) Medical treatment of a first-aid nature for Contractor personnel injuries or illnesses sustained 


during on-site duty. 
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(9) Cafeteria privileges for Contractor employees during normal operating hours. 


 


(10) Building maintenance for facilities occupied by Contractor personnel. 


 


(11) Moving and hauling for office moves, movement of large equipment, and delivery of 


supplies. Moving services may be provided on-site, as approved by the Contracting Officer. 


 


(End of clause) 


 


(End of Addendum) 


 


C.7  52.212-5 Contract Terms and Conditions Required To Implement Statutes or Executive Orders - 


Commercial Items. (DEC 2014)  


 


(a) The Contractor shall comply with the following Federal Acquisition Regulation (FAR) clauses, which 


are incorporated in this contract by reference, to implement provisions of law or Executive orders 


applicable to acquisitions of commercial items: 


 


(1) 52.209-10, Prohibition on Contracting with Inverted Domestic Corporations (DEC 2014) 


 


(2) 52.222-50, Combating Trafficking in Persons (FEB 2009) (22 U.S.C. 7104(g)). 


 


(3) 52.233-3, Protest After Award (AUG 1996) (31 U.S.C. 3553). 


 


 (4) 52.233-4, Applicable Law for Breach of Contract Claim (OCT 2004) (Public Laws 108-77 and 108-


78 (19 U.S.C. 3805 note)). 


 


(b) The Contractor shall comply with the FAR clauses in this paragraph (b) that the Contracting Officer 


has indicated as being incorporated in this contract by reference to implement provisions of law or 


Executive orders applicable to acquisitions of commercial items: (Contracting Officer check as 


appropriate.) 


 


X (1) 52.203-6, Restrictions on Subcontractor Sales to the Government (SEP 2006), with Alternate I 


(OCT 1995) (41 U.S.C. 4704 and 10 U.S.C. 2402). 


 


X (2) 52.203-13, Contractor Code of Business Ethics and Conduct (APR 2010) (41 U.S.C. 3509). 


 


[] (3) 52.203-15, Whistleblower Protections under the American Recovery and Reinvestment Act of 2009 


(JUN 2010) (Section 1553 of Pub. L. 111-5). (Applies to contracts funded by the American Recovery and 


Reinvestment Act of 2009.) 


 


X (4) 52.204-10, Reporting Executive Compensation and First-Tier Subcontract Awards (JUL 2013) 


(Pub. L. 109-282) (31 U.S.C. 6101 note). 


 


(5) (Reserved) 


 


[] (6) 52.204-14, Service Contract Reporting Requirements (JAN 2014) (Pub. L. 111-117, section 743 of 


Div. C). 


 


X (7) 52.204-15, Service Contract Reporting Requirements for Indefinite-Delivery Contracts (JAN 2014) 
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(Pub. L. 111-117, section 743 of Div. C). 


 


X (8) 52.209-6, Protecting the Government's Interest When Subcontracting with Contractors Debarred, 


Suspended, or Proposed for Debarment. (AUG 2013) (31 U.S.C. 6101 note). 


 


X (9) 52.209-9, Updates of Publicly Available Information Regarding Responsibility Matters (JUL 2013) 


(41 U.S.C. 2313). 


 


[] (10) 52.209-10, Prohibition on Contracting with Inverted Domestic Corporations (MAY 2012) (section 


738 of Division C of Pub. L. 112-74, section 740 of Division C of Pub. L. 111-117, section 743 of 


Division D of Pub. L. 111-8, and section 745 of Division D of Pub. L. 110-161). 


 


[] (11) (i)52.219-3, Notice of HUBZone Set-Aside or Sole-Source Award (NOV 2011) (15 U.S.C. 657a). 


 


[] (ii) Alternate I (NOV 2011) of 52.219-3. 


 


[] (12) (i)52.219-4, Notice of Price Evaluation Preference for HUBZone Small Business Concerns (OCT 


2014) (if the offeror elects to waive the preference, it shall so indicate in its offer) (15 U.S.C. 657a). 


 


[] (ii) Alternate I (JAN 2011) of 52.219-4. 


 


[] (13) (Reserved) 


 


[] (14)(i) 52.219-6, Notice of Total Small Business Set-Aside (NOV 2011) (15 U.S.C. 644). 


 


[] (ii) Alternate I (NOV 2011). 


 


[] (iii) Alternate II (NOV 2011). 


 


[] (15)(i) 52.219-7, Notice of Partial Small Business Set-Aside (JUN 2003) (15 U.S.C. 644). 


 


[] (ii) Alternate I (OCT 1995) of 52.219-7. 


 


[] (iii) Alternate II (MAR 2004) of 52.219-7. 


 


[] (16) 52.219-8, Utilization of Small Business Concerns (OCT 2014) (15 U.S.C. 637(d)(2) and (3)). 


 


[] (17)(i) 52.219-9, Small Business Subcontracting Plan (OCT 2014) (15 U.S.C. 637(d)(4)). 


 


[] (ii) Alternate I (OCT 2001) of 52.219-9. 


 


[] (iii) Alternate II (OCT 2001) of 52.219-9. 


 


[] (iv) Alternate III (OCT 2014) of 52.219-9. 


 


[] (18) 52.219-13, Notice of Set-Aside of Orders (NOV 2011) (15 U.S.C. 644(r)). 


 


X (19) 52.219-14, Limitations on Subcontracting (NOV 2011) (15 U.S.C. 637(a)(14)). 


 


[] (20) 52.219-16, Liquidated Damages-Subcontracting Plan (JAN 1999) (15 U.S.C. 637(d)(4)(F)(i)). 
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[] (21) 52.219-27, Notice of Service-Disabled Veteran-Owned Small Business Set-Aside (NOV 2011) (15 


U.S.C. 657f). 


 


X (22) 52.219-28, Post Award Small Business Program Rerepresentation (JUL 2013) (15 U.S.C. 


632(a)(2)). 


 


[] (23) 52.219-29, Notice of Set-Aside for Economically Disadvantaged Women-Owned Small Business 


(EDWOSB) Concerns (JUL 2013) (15 U.S.C. 637(m)). 


 


[] (24) 52.219-30, Notice of Set-Aside for Women-Owned Small Business (WOSB) Concerns Eligible 


Under the WOSB Program (JUL 2013) (15 U.S.C. 637(m)). 


 


X (25) 52.222-3, Convict Labor (JUN 2003) (E.O. 11755). 


 


X (26) 52.222-19, Child Labor-Cooperation with Authorities and Remedies (JAN 2014) (E.O. 13126). 


 


X (27) 52.222-21, Prohibition of Segregated Facilities (FEB 1999). 


 


X (28) 52.222-26, Equal Opportunity (MAR 2007) (E.O. 11246). 


 


X (29) 52.222-35, Equal Opportunity for Veterans (JUL 2014) (38 U.S.C. 4212). 


 


X (30) 52.222-36, Equal Opportunity for Workers with Disabilities (JUL 2014) (29 U.S.C. 793). 


 


X (31) 52.222-37, Employment Reports on Veterans (JUL 2014) (38 U.S.C. 4212). 


 


X (32) 52.222-40, Notification of Employee Rights Under the National Labor Relations Act (DEC 2010) 


(E.O. 13496). 


 


[] (33) 52.222-54, Employment Eligibility Verification (AUG 2013). (Executive Order 12989). (Not 


applicable to the acquisition of commercially available off-the-shelf items or certain other types of 


commercial items as prescribed in 22.1803.) 


 


[] (34)(i) 52.223-9, Estimate of Percentage of Recovered Material Content for EPA-Designated Items 


(MAY 2008) (42 U.S.C. 6962(c)(3)(A)(ii)). (Not applicable to the acquisition of commercially available 


off-the-shelf items.) 


 


[] (ii) Alternate I (MAY 2008) of 52.223-9 (42 U.S.C. 6962(i)(2)(C)). (Not applicable to the acquisition 


of commercially available off-the-shelf items.) 


 


[] (35)(i) 52.223-13, Acquisition of EPEAT®-Registered Imaging Equipment (JUN 2014)+(E.O.s 13423 


and 13514). 


 


(ii) Alternate I (JUN 2014) of 52.223-13. 


 


[] (36)(i) 52.223-14, Acquisition of EPEAT®-Registered Televisions (JUN 2014) (E.O.s 13423 and 


13514). 


 


(ii) Alternate I (JUN 2014) of 52.223-14. 


 


X (37) 52.223-15, Energy Efficiency in Energy-Consuming Products (DEC 2007) (42 U.S.C. 8259b). 
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[] (38)(i) 52.223-16, Acquisition of EPEAT®-Registered Personal Computer Products (JUN 2014) (E.O.s 


13423 and 13514). 


 


[](ii) Alternate I (JUN 2014) of 52.223-16. 


 


[] (39) 52.223-18, Encouraging Contractor Policies to Ban Text Messaging While Driving (AUG 2011) 


 


[] (40) 52.225-1, Buy American-Supplies (MAY 2014) (41 U.S.C. chapter 83). 


 


[] (41)(i) 52.225-3, Buy American-Free Trade Agreements-Israeli Trade Act (MAY 2014) (41 U.S.C. 


chapter 83, 19 U.S.C. 3301 note, 19 U.S.C. 2112 note, 19 U.S.C. 3805 note, 19 U.S.C. 4001 note, Pub. L. 


103-182, 108-77, 108-78, 108-286, 108-302, 109-53, 109-169, 109-283, 110-138, 112-41, 112-42, and 


112-43. 


 


[] (ii) Alternate I (MAY 2014) of 52.225-3. 


 


[] (iii) Alternate II (MAY 2014) of 52.225-3. 


 


[] (iv) Alternate III (MAY 2014) of 52.225-3. 


 


[] (42) 52.225-5, Trade Agreements (NOV 2013) (19 U.S.C. 2501, et seq., 19 U.S.C. 3301 note). 


 


[] (43) 52.225-13, Restrictions on Certain Foreign Purchases (JUN 2008) (E.O.'s, proclamations, and 


statutes administered by the Office of Foreign Assets Control of the Department of the Treasury). 


 


[] (44) 52.225-26, Contractors Performing Private Security Functions Outside the United States (JUL 


2013) (Section 862, as amended, of the National Defense Authorization Act for Fiscal Year 2008; 10 


U.S.C. 2302 Note). 


 


[] (45) 52.226-4, Notice of Disaster or Emergency Area Set-Aside (NOV 2007) (42 U.S.C. 5150). 


 


X (46) 52.226-5, Restrictions on Subcontracting Outside Disaster or Emergency Area (NOV 2007) (42 


U.S.C. 5150). 


 


[] (47) 52.232-29, Terms for Financing of Purchases of Commercial Items (FEB 2002) (41 U.S.C. 4505, 


10 U.S.C. 2307(f)). 


 


[] (48) 52.232-30, Installment Payments for Commercial Items (OCT 1995) (41 U.S.C. 4505, 10 U.S.C. 


2307(f)). 


 


X0 (49) 52.232-33, Payment by Electronic Funds Transfer-System for Award Management (JUL 2013) 


(31 U.S.C. 3332). 


 


[] (50) 52.232-34, Payment by Electronic Funds Transfer - Other than System for Award Management 


(JUL 2013) (31 U.S.C. 3332). 


 


[] (51) 52.232-36, Payment by Third Party (MAY 2014) (31 U.S.C. 3332). 


 


X (52) 52.239-1, Privacy or Security Safeguards (AUG 1996) (5 U.S.C. 552a). 
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X (53)(i) 52.247-64, Preference for Privately Owned U.S.-Flag Commercial Vessels (FEB 2006) (46 


U.S.C. Appx. 1241(b) and 10 U.S.C. 2631). 


 


X (ii) Alternate I (APR 2003) of 52.247-64. 


 


(c) The Contractor shall comply with the FAR clauses in this paragraph (c), applicable to commercial 


services, that the Contracting Officer has indicated as being incorporated in this contract by reference to 


implement provisions of law or Executive orders applicable to acquisitions of commercial items: 


(Contracting Officer check as appropriate.) 


 


X (1) 52.222-41, Service Contract Labor Standards (MAY 2014) (41 U.S.C. chapter 67). 


 


[] (2) 52.222-42, Statement of Equivalent Rates for Federal Hires (MAY 2014) (29 U.S.C. 206 and 41 


U.S.C. chapter 67). 


 


[] (3) 52.222-43, Fair Labor Standards Act and Service Contract Labor Standards-Price Adjustment 


(Multiple Year and Option Contracts) (MAY 2014) (29 U.S.C. 206 and 41 U.S.C. chapter 67). 


 


X (4) 52.222-44, Fair Labor Standards Act and Service Contract Labor Standards-Price Adjustment 


(MAY 2014) (29 U.S.C 206 and 41 U.S.C. chapter 67). 


 


[] (5) 52.222-51, Exemption from Application of the Service Contract Labor Standards to Contracts for 


Maintenance, Calibration, or Repair of Certain Equipment-Requirements (MAY 2014) (41 U.S.C. chapter 


67). 


 


[] (6) 52.222-53, Exemption from Application of the Service Contract Labor Standards to Contracts for 


Certain Services-Requirements (MAY 2014) (41 U.S.C. chapter 67). 


 


[] (7) 52.222-17, Nondisplacement of Qualified Workers (MAY 2014) (E.O. 13495). 


 


[] (8) 52.226-6, Promoting Excess Food Donation to Nonprofit Organizations (MAY 2014) (42 U.S.C. 


1792). 


 


[] (9) 52.237-11, Accepting and Dispensing of $1 Coin (SEP 2008) (31 U.S.C. 5112(p)(1)). 


 


[] (10) 52.222-55, Minimum Wages Under Executive Order 13658 (DEC 2014) (Executive Order 13658). 


 


(d) Comptroller General Examination of Record. The Contractor shall comply with the provisions of this 


paragraph (d) if this contract was awarded using other than sealed bid, is in excess of the simplified 


acquisition threshold, and does not contain the clause at 52.215-2, Audit and Records - Negotiation. 


 


(1) The Comptroller General of the United States, or an authorized representative of the Comptroller 


General, shall have access to and right to examine any of the Contractor's directly pertinent records 


involving transactions related to this contract. 


 


(2) The Contractor shall make available at its offices at all reasonable times the records, materials, and 


other evidence for examination, audit, or reproduction, until 3 years after final payment under this 


contract or for any shorter period specified in FAR Subpart 4.7, Contractor Records Retention, of the 


other clauses of this contract. If this contract is completely or partially terminated, the records relating to 


the work terminated shall be made available for 3 years after any resulting final termination settlement. 


Records relating to appeals under the disputes clause or to litigation or the settlement of claims arising 
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under or relating to this contract shall be made available until such appeals, litigation, or claims are finally 


resolved. 


 


(3) As used in this clause, records include books, documents, accounting procedures and practices, and 


other data, regardless of type and regardless of form. This does not require the Contractor to create or 


maintain any record that the Contractor does not maintain in the ordinary course of business or pursuant 


to a provision of law. 


 


(e)(1) Notwithstanding the requirements of the clauses in paragraphs (a), (b), (c), and (d) of this clause, 


the Contractor is not required to flow down any FAR clause, other than those in this paragraph (e)(1) of 


this paragraph in a subcontract for commercial items. Unless otherwise indicated below, the extent of the 


flow down shall be as required by the clause- 


 


(i) 52.203-13, Contractor Code of Business Ethics and Conduct (APR 2010) (41 U.S.C. 3509). 


 


(ii) 52.219-8, Utilization of Small Business Concerns (OCT 2014) (15 U.S.C. 637(d)(2) and (3)), in all 


subcontracts that offer further subcontracting opportunities. If the subcontract (except subcontracts to 


small business concerns) exceeds $650,000 ($1.5 million for construction of any public facility), the 


subcontractor must include 52.219-8 in lower tier subcontracts that offer subcontracting opportunities. 


 


(iii) 52.222-17, Nondisplacement of Qualified Workers (MAY 2014) (E.O. 13495). Flow down required 


in accordance with paragraph (l) of FAR clause 52.222-17. 


 


(iv) 52.222-26, Equal Opportunity (MAR 2007) (E.O. 11246). 


 


(v) 52.222-35, Equal Opportunity for Veterans (JUL 2014) (38 U.S.C. 4212). 


 


(vi) 52.222-36, Equal Opportunity for Workers with Disabilities (JUL 2014) (29 U.S.C. 793). 


 


(vii) 52.222-37, Employment Reports on Veterans (JUL 2014) (38 U.S.C. 4212). 


 


(viii) 52.222-40, Notification of Employee Rights Under the National Labor Relations Act (DEC 2010) 


(E.O. 13496). Flow down required in accordance with paragraph (f) of FAR clause 52.222-40. 


 


(ix) 52.222-41, Service Contract Labor Standards (MAY 2014) (41 U.S.C. chapter 67). 


 


(x) 52.222-50, Combating Trafficking in Persons (FEB 2009) (22 U.S.C. 7104(g)). 


 


___Alternate I (AUG 2007) of 52.222-50 (22 U.S.C. 7104(g)). 


 


(xi) 52.222-51, Exemption from Application of the Service Contract Labor Standards to Contracts for 


Maintenance, Calibration, or Repair of Certain Equipment-Requirements (MAY 2014) (41 U.S.C. chapter 


67). 


 


(xii) 52.222-53, Exemption from Application of the Service Contract Labor Standards to Contracts for 


Certain Services-Requirements (MAY 2014) (41 U.S.C. chapter 67). 


 


(xiii) 52.222-54, Employment Eligibility Verification (AUG 2013). 


 


(xiv) 52.225-26, Contractors Performing Private Security Functions Outside the United States (JUL 2013) 


(Section 862, as amended, of the National Defense Authorization Act for Fiscal Year 2008; 10 U.S.C. 
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2302 Note). 


(xv) 52.226-6, Promoting Excess Food Donation to Nonprofit Organizations (MAY 2014) (42 U.S.C. 


1792). Flow down required in accordance with paragraph (e) of FAR clause 52.226-6. 


 


(xvi) 52.247-64, Preference for Privately Owned U.S.-Flag Commercial Vessels (FEB 2006) (46 U.S.C. 


Appx. 1241(b) and 10 U.S.C. 2631). Flow down required in accordance with paragraph (d) of FAR clause 


52.247-64. 


 


(xvii) 52.222-55, Minimum Wages Under Executive Order 13658 (DEC 2014) (Executive Order 13658). 


 


(2) While not required, the contractor May include in its subcontracts for commercial items a minimal 


number of additional clauses necessary to satisfy its contractual obligations. 


 


(End of Clause) 


 


C.8 52.252-2 CLAUSES INCORPORATED BY REFERENCE (FEB 1998)  


This contract incorporates one or more clauses by reference, with the same force and effect as if they 


were given in full text. Upon request, the Contracting Officer will make their full text available. Also, the 


full text of a clause may be accessed electronically at this/these address(es):  


 


Federal Acquisition Regulation (FAR) clauses: http://www.acqnet.gov/far/ 


 


NASA FAR Supplement (NFS) clauses: http:www.hq.nasa.gov/office/procurement/regs/nfstoc.htm 


 


(End of clause) 


 


SECTION D: - CONTRACT DOCUMENTS, EXHIBITS OR ATTACHMENTS  
 


D.1 LIST OF ATTACHMENTS  
 


Item Letter Title Date Number of 


Pages 


A Performance Work Statement 01/07/2015 71 


B Performance Work Statement  (Initial Task Order) 01/23/2015 64 


C Property Listing 11/12/2014 1 


D Department of Labor Wage Determination Number 


2005-2043 (Kern County) 


12/22/2014 12 


E Department of Labor Wage Determination Number 


2005-2047 (Los Angeles County) 


12/22/2014 13 


F DD Form 254, Department of Defense Contract 


Security Classification Specification 
TBD 2 


G Data Requirements List Instructions 01/23/2015 3 


H Data Requirements List   01/23/2015 2 


I Data Requirements Descriptions 01/23/2015 29 


J Applicable Document List 12/01/2014 1 


K Safety, Health, and Environmental Plan After Contract Award 


and Prior To 


Commencement of 


Work 


TBD 
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The following attachments are for information or proposal preparation only and will be deleted at time of 


contract award. 


Item Letter Title Date Number of 


Pages 


1 Staffing Information 01/14/2015 1 


2 Past Performance Questionnaire 10/28/2014 6 


3 Quality Assurance Surveillance Plan (QASP) 01/07/2015 15 


4 Phase-In Plan Date of Proposal  TBD 


5 Management Operating Plan Date of Proposal TBD 


 


SECTION E – SOLICITATION PROVISIONS 


 


E.1 52.204-16 Commercial and Government Entity Code Reporting (Nov 2014) 


 


E.2 52.216-27 Single or Multiple Awards (Oct 1995) 


 


E.3 52.217-5 Evaluation of Options (Jul 1990) 
 


E.4        52.209-2 Prohibition on Contracting With Inverted Domestic Corporations-Representation. 


(DEC 2014)  
 


E.5 52.209-7 Information Regarding Responsibility Matters (Jul 2013) 
(a) Definitions. As used in this provision- 


 


"Administrative proceeding" means a non-judicial process that is adjudicatory in nature in order to make a 


determination of fault or liability (e.g., Securities and Exchange Commission Administrative Proceedings, 


Civilian Board of Contract Appeals Proceedings, and Armed Services Board of Contract Appeals 


Proceedings). This includes administrative proceedings at the Federal and State level but only in connection 


with performance of a Federal contract or grant. It does not include agency actions such as contract audits, 


site visits, corrective plans, or inspection of deliverables. 


 


"Federal contracts and grants with total value greater than $10,000,000" means- 


 


 (1) The total value of all current, active contracts and grants, including all priced options; and 


 


(2) The total value of all current, active orders including all priced options under indefinite-


delivery, indefinite-quantity, 8(a), or requirements contracts (including task and delivery and 


multiple-award Schedules). 


 


"Principal" means an officer, director, owner, partner, or a person having primary management or 


supervisory responsibilities within a business entity (e.g., general manager; plant manager; head of a 


division or business segment; and similar positions). 


 


(b) The offeror [] has [] does not have current active Federal contracts and grants with total value greater 


than $10,000,000. 


 


(c) If the offeror checked "has" in paragraph (b) of this provision, the offeror represents, by submission of 


this offer, that the information it has entered in the Federal Awardee Performance and Integrity Information 


System (FAPIIS) is current, accurate, and complete as of the date of submission of this offer with regard to 


the following information: 


 


(1) Whether the offeror, and/or any of its principals, has or has not, within the last five years, in 
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connection with the award to or performance by the offeror of a Federal contract or grant, been the 


subject of a proceeding, at the Federal or State level that resulted in any of the following 


dispositions: 


 


(i) In a criminal proceeding, a conviction. 


 


(ii) In a civil proceeding, a finding of fault and liability that results in the payment of a 


monetary fine, penalty, reimbursement, restitution, or damages of $5,000 or more. 


 


(iii) In an administrative proceeding, a finding of fault and liability that results in- 


 


(A) The payment of a monetary fine or penalty of $5,000 or more; or 


 


(B) The payment of a reimbursement, restitution, or damages in excess of 


$100,000. 


 


(iv) In a criminal, civil, or administrative proceeding, a disposition of the matter by 


consent or compromise with an acknowledgment of fault by the Contractor if the 


proceeding could have led to any of the outcomes specified in paragraphs (c)(1)(i), 


(c)(1)(ii), or (c)(1)(iii) of this provision. 


 


(2) If the offeror has been involved in the last five years in any of the occurrences listed in (c)(1) 


of this provision, whether the offeror has provided the requested information with regard to each 


occurrence. 


 


(d) The offeror shall post the information in paragraphs (c)(1)(i) through (c)(1)(iv) of this provision in 


FAPIIS as required through maintaining an active registration in the System for Award Management 


database via https://www.acquisition.gov (see 52.204-7). 


 


(End of provision) 


 


(End of Addendum) 


 


E.6 ADDENDUM TO 52.212-1, Instructions To Offerors - Commercial Items    


   


To assure timely and equitable evaluation of proposals, offerors must follow the instructions contained 


herein.  Offerors are required to meet all solicitation requirements, including terms and conditions, 


representations and certifications, and technical requirements, in addition to those identified as evaluation 


factors.  Failure to meet a requirement may result in an offer being ineligible for award.  Offerors must 


clearly identify any exception to the solicitation terms and conditions and provide complete 


accompanying rationale.   


 


The response shall consist of three (3) separate volume; Volume I – Technical Proposal, Volume II - Past 


Performance Information, and Volume III Pricing. 
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(a) The following page limitations and copies are established for each volume of the proposal submitted 


in response to this solicitation. 
 


Proposal Section Page Limit Copies 


Technical 75 2 CDs and 5 Hard Copies 


Past Performance 75 2 CD and 5 Hard Copies 


Price No Limit 2 CDs and 2 Hard Copies 


 


 (b) A page is defined as one side of a sheet, 8 1/2" x 11", with at least one inch margins on all sides, 


using not smaller than 12 point type. Foldouts count as an equivalent number of 8 1/2" x 11" pages. The 


metric standard format most closely approximating the described standard 8 1/2" x 11" size may also be 


used. 


 


(c) Title pages, Table of Contents, and responses to the Past Performance Questionnaire, Appendix and 


List of Acronyms are excluded from the page counts specified in paragraph (a) of this provision. In 


addition, the price section of your proposal is not page limited. However, this section is to be strictly 


limited to price information. Information that can be construed as belonging in one of the other sections of 


the proposal will be so construed and counted against that section's page limitation. 


 


(d) If final revisions are requested, separate page limitations will be specified in the Government's request 


for that submission. 


 


(e) Pages submitted in excess of the limitations specified in this provision will not be evaluated by the 


Government and will be returned to the offeror. 
 


Technical Acceptable: The Offeror shall provide a written technical proposal describing their approach 


and their existing capability to meet or exceed the various requirements identified within the Performance 


Work Statement (PWS) and the solicitation.   


 


a. Technical Approach: 


Provide a written technical approach describing existing capability to meet various tasks and requirements 


identified within the PWS to include a detailed description of how your organization plan to implement, 


accomplish and manage effectively the various tasks required in a sound, practical and feasible method.  


The offeror’s technical approach must also present sufficient information to reflect a thorough 


understanding of the PWS requirements and acceptable methods for ensuring the quality of deliverables 


with minimal risk to the Government.   


 


b. Management/Staffing Approach:  


The offeror shall provide a written Management/Staffing Approach describing the management and 


staffing approach, organization, and processes to include a comprehensive integration of all management 


systems of the prime and subcontractors, if applicable.  Identify processes specifically required to 


accomplish the PWS requirements as well as those systems and procedures that are to be set in place to 


adhere to regulations and requirements set forth in the solicitation.  Management/Staffing approach 


should describe how the staffing required under the PWS will be maintained and include the timeline to 


fill position at start of contract and to refill vacant positions.  The contractor shall provide the resumes of 


the Key Personnel.  The resumes should reflect the ability to perform the complexity of the work required 


in the PWS. All personnel working on the contract must be U.S. citizens.  The contractor shall submit a 
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preliminary analysis of possible organizational conflicts of interest that might flow from the award of a 


contract. 
 


Ostensible Subcontractor Rule 
 


If the Offeror proposes using teammates/major subcontractors, the Offeror shall describe and explain their 


approach to teaming and subcontracting and for compliance with the Small Business Administration’s 


(SBA) Ostensible Subcontractor Rule. Include specific details so that the Government can determine that 


the prime Contractor making the offer will be performing the primary and vital requirements for the 


contract. The description and explanation shall include the following: 


 


 Rationale for each of the arrangements  


 Identification of points of contact  


 Business size of each teammate or major subcontractor  


 Identification of which party will be managing the contract  


 Which teammate led pursuit of the Contract  


 The degree of collaboration in preparing and submitting the proposal  


 How management and control policies will be implemented  


 How work will be controlled, reported, and reviewed  


 Accessibility and flow of relevant support from internal and external sources, such as parent 


organizations, teaming arrangements, major subcontractors  


 Any integration of teammate/major subcontractors into the management and supervisory 


hierarchy  


 Which party possesses the background and expertise necessary for contract performance  


 Identification of teammate that will perform the more complex and costly contract functions 


 Description and amount of the work to be performed by each party (Contractor, teammate, and 


subcontractor), including the associated SOW paragraphs, percentage of the total work to be 


performed by each party, and whether each party will perform discreet tasks or a commingling of 


personnel from each party will perform each task  


 Distribution of award fee between Prime Contractor and teammates/major subcontractors 


 


Past Performance:  Past performance refers to the Offeror’s, major subcontractors and/or team members 


demonstrated record of quality of work and contract compliance in supplying services relevant 


quantitative and qualitative aspects of each Offeror's record of performing services or delivering products 


similar in size, content, and complexity of the Center Administrative and Technical Support Services 


requirements of the PWS and solicitation.   


 


The Government is seeking to determine whether the Offeror has relevant experience that will ensure its 


successful performance of the PWS and solicitation requirements.  The Offeror’s proposal shall include 


an itemized listing and summary of five (5) current or past contracts performing similar tasks to the PWS 


and solicitation requirements within the last three (3) years.  The summary should detail how the current 


or past contract task requirements relate in relevancy and similarity to each task required by the PWS and 


solicitation. This information should focus on work performed, progress, and projects of a similar size, 


content, and complexity as this PWS and solicitation requirement.  The Offeror should provide 


information on problems encountered during the performance of previous contracts, identification and 


explanation of any cost overruns or underruns, completion delays, terminations and the Offeror’s 


corrective actions. The Offeror should also provide any awards or quality demonstrators of performance 


achieved during performance of previous contracts.   


 


Current or past contracts from Federal, State, and local governments and private contracts will be 
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considered relevant and or similar to this procurement if they are similar in size, content, and complexity.  


Contracts listed do not have to meet all of the criteria; however, contracts listed that meet all of the 


criteria may be more highly rated.    The relevant similar contracts shall contain the following 


information:  


  


 Contract number  


 Type of contract 


 Start and end dates  


 Contract value 


 Respective primary Point of Contact for the customer (name, agency or firm affiliation, city and 


state, phone number and e-mail) 


 Summary of the work performed  


 


Subcontractor Consent:  Past performance information pertaining to a subcontractor cannot be disclosed 


to the prime offeror without the subcontractor’s consent.  Provide with the proposal a letter from all 


subcontractors that will perform major or critical aspects of the requirement, consenting to the release of 


their past performance information to the prime offeror. 
 


NASA has provided a “Past Performance Questionnaire” that the Offerors will submit to the cited Client 


POC(s) for completion.  Offeror shall submit the questionnaire to the POC(s) via email and include the 


NASA POCs cited in the solicitation. 


 


The completed survey form must be returned directly to Lisa Jackson. Client can email them to 


lisa.a.jackson@nasa.gov or fax 661-276-2373.  The completed questionnaire must come from the Client 


and be submitted no later than TBD.  The Offeror is responsible for ensuring timely submission.   


 


Price:  Offeror’s shall propose a Firm-Fixed-Price (FFP) for the one month Phase-in period, the base 


effort and option years for the initial task order requirement, and the full burdened monthly rates (FBMR) 


for each labor category used to propose the base effort and all option years.    The Offeror shall provide 


the FBMR using the below template. 


 


Offeror’s Category SCA Labor Category Exempt Labor Category Fully Burdened 


MMoMonthlyMonthly 


Rate 
    


    


Offerors are required to propose schedule and pricing in accordance with the below period of 


performances for the Phase-In and Initial Task Order.  Offerors shall provide the monthly price and the 


extended price for each period.  The Other Direct Cost (ODC) CLIN will be funded as not to exceed line 


items and do not require a proposed price.  


 


 Number of 


Month(s) 


Start Date Ending Date 


Phase-In 1 18 Ju1 2015 17 Aug 2015 


Base  13.5 18 Aug 2015 30 Sep 2016 


Option Year 1 12 01 Oct 2016 30 Sep 2017 


Option Year 2 12 01 Oct 2017 30 Sep 2018 


Option Year 3 12 01 Oct 2018 30 Sep 2019 


Option Year 4 9 01 Oct 2019 17 Jul 2020 


 


Offerors that do not propose pricing in accordance with the solicitation guidance may be considered 



mailto:lisa.a.jackson@nasa.gov
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unacceptable and thus precluded from receiving an award.  The maximum total contract value of work 


that can be ordered under this contract is not to exceed $34M. 
 


(End of provision) 


 


E.7  52.212-2 Evaluation - Commercial Items (Oct 2014)  
 


ADDENDUM TO 52.212-2, Evaluation -- Commercial Items 


 


This is a competitive Price Performance Trade-off best value source selection where all evaluation factors 


other than price, when combined, are significantly more important than price.  The evaluation factors are: 


 


1. Technical Acceptable 


2. Past Performance 


3. Price 


The evaluation process shall proceed as follows: 


 


An initial review of proposals will be conducted to determine acceptability of the proposals in accordance 


with NFS 1815.305-70, Identification of Unacceptable Proposals.  All unacceptable proposals will be 


eliminated from further evaluation. 


 


Technical Acceptable:  The Technical Acceptable rating will consist of evaluation of the Technical 


Approach, Management/Staffing Approach, and Phase-In Plan. The government technical evaluation 


team shall evaluate the technical proposals on a pass/fail basis, assigning a rating of Acceptable or 


Unacceptable using the descriptions in the below table “Technical Acceptable/Unacceptable Ratings”.  


The Offeror’s technical proposal shall be evaluated to determine if the proposed approach and existing 


capability meet or exceed the various requirements identified within the PWS and the solicitation.   


 


Technical Acceptable/Unacceptable Ratings 


Rating  Description 


Acceptable  Proposal meets the minimum requirements of the solicitation. 


Unacceptable  Proposal does not meet the minimum requirements of the solicitation. 


 


All technically acceptable offers shall be treated equally except for their past performance records and 


prices.  Failure to meet a requirement may result in an offer being determined technically unacceptable.  


Offerors must clearly identify any exception to the solicitation terms and conditions and provide complete 


accompanying rationale. 


 


The Government will perform an analysis to ensure that no apparent ostensible subcontract relationship 


has been proposed. The Small Business Administration (SBA) Ostensible Subcontracting Rule 


Information will be assessed to verify that the Offeror is eligible for award as a Small Business.  If it 


appears that an ostensible subcontract may have been proposed, the proposal evaluation may proceed 


until a final determination is made by the SBA. Offerors are advised that evidence of non-compliance 


with this clause and FAR 52.219-14 may result in elimination of the Offeror from award.  


 


The Offeror is cautioned to ensure that their teaming/major subcontracting arrangement does not violate 


the ostensible subcontracting rules set forth by the Small Business Administration. In the event an 


Offeror’s proposal is determined to be unacceptable based on the SBA Ostensible Subcontractor 


Evaluation, the matter may be referred to the Small Business Administration (SBA) for a Certificate of 
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Competency in accordance with the procedures outlined in FAR 19.6. 


 


All Joint Ventures proposed by the Offeror must be officially approved by the SBA at the time of 


contract award. 


 


NOTE: The Government is collecting this information in anticipation of the Small Business 


Administration’s (SBA) size determination regarding any proposed final contract award. The information 


provided by Offerors regarding this topic is excluded from the page count limitations for the appropriate 


sections of the Offeror proposals.  This information shall be provided as an appendix to the proposal. 


 


Past Performance: The past performance evaluation is an assessment of the Government’s confidence in 


the Offeror’s ability to perform the solicitation requirements. This factor indicates the relevant 


quantitative and qualitative aspects of each Offeror's record of performing services or delivering products 


similar in size, content, and complexity as the requirements of the PWS and solicitation.  The past 


performance evaluation shall be in accordance with FAR 15.305(a)(2), NFS 1815.305(a)(2), and this 


section.   


 


There are two aspects to the past performance evaluation. The first is to evaluate the relevancy of the 


Offeror’s present/past performance.  Relevant performance includes performance of Center 


Administrative Technical Support Services similar or greater in size, content, and complexity of the effort 


described in the PWS and solicitation.  The evaluation team will review the Offeror’s Past Performance 


and identify the significant strengths, strengths, deficiencies, weaknesses, and/or significant weaknesses 


of the Offeror’s proposal in determining the relevancy of the present/ past performance to the task 


requirements of the PWS and solicitation and assign a Past Performance Relevancy Rating based on the 


following ratings and definitions:  


 


 Past Performance Relevancy Ratings 


Rating Definition 


Very Relevant  Present/past performance effort involved essentially the same 


size, content, and complexities this solicitation requires. 


Relevant  Present/past performance effort involved similar size, content, and 


complexities this solicitation requires. 


Somewhat Relevant  Present/past performance effort involved some of the size, 


content, and complexities this solicitation requires. 


Not Relevant  Present/past performance effort involved little or none of the size, 


content, and complexities this solicitation requires. 


 


The second aspect of the past performance evaluation is to determine how well the contractor performed 


on previous contracts.  Past performance information will be obtained on the relevant, similar current or 


past contracts listed by the Offeror listed in the Volume II Past Performance to assist in determining the 


quality level of past performance.  The Government’s evaluation is not limited to past performance 


information on the listed contracts.  Past performance information on work for commercial customers, 


local, state and federal Government that are relevant and similar to this procurement may be evaluated 


also.  The Government can use past performance information obtained from the Government wide Past 


Performance Information Retrieval System (PPIRS), other agencies, questionnaires or personal 


knowledge.  The Offeror's past performance in occupational health, security, safety, and mission success 


will be evaluated as a part of this aspect of past performance.   
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Past Performance shall be evaluated using the following Quality Assessment Ratings: 


 


Quality Assessment Ratings for Evaluating Past Performance 


Rating  Definition  


Exceptional  Contractor's performance meets contractual requirements and consistently exceed 


(or exceeded) many of them.  The contractual performance of requirements being 


assessed was accomplished with no more than a few minor problems for which 


corrective actions taken by the contractor were highly effective. 


Very Good  Contractor's performance meets contractual requirements and consistently exceed 


(or exceeded) some of them.  The contractual performance of requirements being 


assessed was accomplished with no more than some minor problems for which 


corrective actions taken by the contractor were effective. 


Satisfactory  Contractor's performance meets (or met) contractual requirements.  The contractual 


performance of the requirements contains some minor problems for which 


corrective actions taken by the contractor were satisfactory. 


Marginal  Contractor's performance is not meeting (or did not meet) some contractual 


requirements.  The contractual performance of the requirements being assessed 


reflects a serious problem for which the contractor has not yet identified corrective 


actions or the contractor’s proposed actions appear only marginally effective or 


were not fully implemented. Customer involvement was required. 


Unsatisfactory  Contractor's performance is failing (or failed) to meet most contractual 


requirements.  The contractual performance of the requirements contains a serious 


problem(s) for which the contractor’s corrective actions appear or were ineffective.  


Extensive customer oversight and involvement was required. 


Neutral Contractor performance was not observed or not applicable to the current effort 


being reported against.  


 


The purpose of the past performance evaluation is to allow the government to assess the Offeror’s ability 


to perform the effort described in this RFP, based on the Offeror’s demonstrated present and past 


performance.  The assessment process of the two aspects of past performance will result in an overall 


performance confidence assessment as defined in NFS 1815.305(a)(2).  The evaluation team shall 


consider and clearly document each Offeror’s relevant quantitative and qualitative aspects of past 


performance data and assign an overall confidence rating.  


 


Past performance regarding predecessor companies, key personnel who have relevant experience, or sub-


contractors that will perform major or critical aspects of the requirement will not be rated as highly as past 


performance information for the principal Offeror.  Offerors with no relevant past or present performance 


history or the Offeror’s performance record is so limited that no confidence assessment rating can be 


reasonably assigned shall receive the rating "Neutral," meaning the rating is treated neither favorably nor 


unfavorably.   
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Past Performance shall be rated using the following levels of confidence ratings: 


 


PERFORMANCE CONFIDENCE ASSESSMENTS 


Rating Description 


Very High Level of Confidence  The Offeror’s relevant past performance is of exceptional merit and is 


very highly pertinent to this acquisition, indicates exemplary performance 


in a timely, efficient, and economical manner and very minor (if any) 


problems with no adverse effect on overall performance.  Based on the 


Offeror’s performance record, there is a very high level of confidence that 


the Offeror will successfully perform the required effort.  (One or more 


significant strengths exist.  No significant weaknesses exist.) 


High Level of Confidence  The Offeror’s relevant past performance is highly pertinent to this 


acquisition; demonstrating very effective performance that would be fully 


responsive to contract requirements.  Offeror’s past performance indicates 


that contract requirements were accomplished in a timely, efficient, and 


economical manner for the most part, with only minor problems that had 


little identifiable effect on overall performance.  Based on the Offeror’s 


performance record, there is a high level of confidence that the Offeror 


will successfully perform the required effort.  (One or more significant 


strengths exist.  Strengths outbalance any weakness.) 


Moderate Level of Confidence  The Offeror’s relevant past performance is pertinent to this acquisition, 


and it demonstrates effective performance.  Performance was fully 


responsive to contract requirements; there may have been reportable 


problems, but with little identifiable effect on overall performance.  


Based on the Offeror’s performance record, there is a moderate level of 


confidence that the Offeror will successfully perform the required effort.  


(There may be strengths or weaknesses, or both.) 


Low Level of Confidence   The Offeror’s relevant past performance is at least somewhat pertinent to 


this acquisition, and it meets or slightly exceeds minimum acceptable 


standards.  Offeror achieved adequate results; there may have been 


reportable problems with identifiable, but not substantial, effects on 


overall performance.  Based on the Offeror’s performance record, there is 


a low level of confidence that the Offeror will successfully perform the 


required effort.  Changes to the Offeror’s existing processes may be 


necessary in order to achieve contract requirements.  (One or more 


weaknesses exist.  Weaknesses outbalance strengths.)  


Very Low Level of Confidence  The Offeror’s relevant past performance does not meet minimum 


acceptable standards in one or more areas; remedial action was required 


in one or more areas.  Performance problems occurred in one or more 


areas which adversely affected overall performance.  Based on the 


Offeror’s performance record, there is a very low level of confidence that 


the Offeror will successfully perform the required effort.  (One or more 


deficiencies or significant weaknesses exist.) 


Neutral   In the case of an Offeror without a record of relevant past performance or 


for whom information on past performance is not available, the Offeror 


may not be evaluated favorably or unfavorably on past performance [see 


FAR 15.305(a) (2) (ii) and (iv)]. 
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Price:   
 


Offerors that do not propose pricing in accordance with the solicitation guidance may be considered 


unacceptable and thus precluded from receiving an award.  The government may determine that an offer 


is unacceptable if the option prices or the fully burden monthly rates are significantly unbalanced.  


Evaluation of options shall not obligate the Government to exercise the option(s).   


 


FAR Clause 52.217-8 “Option to Extend Services” is applicable to the task order requirement and may be 


exercised within the limits and at the rates specified in the awarded task order.  For evaluation of this 


option, the Government will multiply the monthly proposed rate of Option Year 4 of the task order by six 


(6) to determine the option’s evaluated price.   


 


The evaluated price for the phase-in and the initial task order will be determined by multiplying the 


proposed monthly price for the CLIN by the Government quantity identified in the CLIN.  The total 


evaluated price will be determined by adding the evaluated price of the phase-in, base effort and all 


options to include the “Option to Extend Services”.  The IDIQ pricing model (FMBR) will be evaluated 


in terms of reasonableness for selection purposes and will not be included in the total price.  


 


The CO may send relevant requests for clarification, in writing, to the Offeror(s).  The CO may also 


request clarification of information contained in the pricing proposal(s) or any other aspect of the 


proposal(s).  All clarification requests will require a written response from the Offeror within the time 


frames established by the CO.  Responses to clarification questions will not be considered “discussions”. 


 


BASIS OF AWARD: 


 


The Government will award a contract resulting from this solicitation to the responsible Offeror using the 


best value continuum where all evaluation factors other than price, when combined, are significantly more 


important than price.  By submission of its offer, the offeror accedes to all solicitation requirements, 


including terms and conditions, representations and certifications, in addition to those identified as 


evaluation factors.  The Government will award the phase-in and initial task order to the contract awardee 


as firm fixed price task orders. The phase-in task order will have a one month period of performance and 


the initial task order will have a 13.5 month period of performance with options and pricing will be based 


on the proposed pricing submitted and used for the initial task order evaluation.  


 


(End of provision) 


 


E.8 COMMUNICATIONS REGARDING THIS SOLICITATION  


 


(a)  Questions or comments regarding this solicitation must be submitted in writing, cite the solicitation 


number, and be directed to the following Government representative: 


 


Name:      Lisa A. Jackson, Contracting Officer 


 


FAX:        661-276-2904 


 


Email:      lisa.a.jackson@nasa.gov 


 


Address:  P.O. Box 273, Mail Stop 4811/140, Edwards, CA  93523 


 


Oral questions will not be answered due to the possibility of misunderstanding or misinterpretation. 
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(b)  Questions or comments should be submitted by the response date to allow for analysis and 


dissemination of responses in advance of the proposal due date.  Late questions or comments are not 


guaranteed a response prior to the proposal due date.  


 


(c)  Questions or comments shall not be directed to the technical activity personnel.  


 


(End of provision) 


 
E.9   52.212-3 Offeror Representations and Certifications-Commercial Items.  (DEC 2014) - Alternate I (OCT 


2014)  
 


The Offeror shall complete only paragraph (b) of this provision if the Offeror has completed the annual 


representations and certification electronically via the System for Award Management (SAM) Web site accessed 


through http://www.acquisition.gov. If the Offeror has not completed the annual representations and certifications 


electronically, the Offeror shall complete only paragraphs (c) through (p) of this provision. 


 


(a) Definitions. As used in this provision- 


 


Economically disadvantaged women-owned small business (EDWOSB) concern means a small business 


concern that is at least 51 percent directly and unconditionally owned by, and the management and daily 


business operations of which are controlled by, one or more women who are citizens of the United States 


and who are economically disadvantaged in accordance with 13 CFR part 127. It automatically qualifies as 


a women-owned small business eligible under the WOSB Program. 


 


 Forced or indentured child labor means all work or service- 


 


(1) Exacted from any person under the age of 18 under the menace of any penalty for its 


nonperformance and for which the worker does not offer himself voluntarily; or 


 


(2) Performed by any person under the age of 18 pursuant to a contract the enforcement of which 


can be accomplished by process or penalties. 


 


Highest-level owner means the entity that owns or controls an immediate owner of the offeror, or that owns 


or controls one or more entities that control an immediate owner of the offeror. No entity owns or exercises 


control of the highest level owner. 


 


Immediate owner means an entity, other than the offeror, that has direct control of the offeror. Indicators of 


control include, but are not limited to, one or more of the following: Ownership or interlocking 


management, identity of interests among family members, shared facilities and equipment, and the 


common use of employees. 


 


Inverted domestic corporation means a foreign incorporated entity that meets the definition of an inverted 


domestic corporation under 6 U.S.C. 395(b), applied in accordance with the rules and definitions of 6 


U.S.C. 395(c). 


 


Manufactured end product means any end product in Federal Supply Classes (FSC) 1000-9999, except- 


 


(1) FSC 5510, Lumber and Related Basic Wood Materials; 


 


(2) Federal Supply Group (FSG) 87, Agricultural Supplies; 


 


(3) FSG 88, Live Animals; 


 


(4) FSG 89, Food and Related Consumables; 
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(5) FSC 9410, Crude Grades of Plant Materials; 


 


(6) FSC 9430, Miscellaneous Crude Animal Products, Inedible; 


 


(7) FSC 9440, Miscellaneous Crude Agricultural and Forestry Products; 


 


(8) FSC 9610, Ores; 


 


(9) FSC 9620, Minerals, Natural and Synthetic; and 


 


(10) FSC 9630, Additive Metal Materials. 


 


Place of manufacture means the place where an end product is assembled out of components, or otherwise 


made or processed from raw materials into the finished product that is to be provided to the Government. If 


a product is disassembled and reassembled, the place of reassembly is not the place of manufacture. 


 


Restricted business operations means business operations in Sudan that include power production 


activities, mineral extraction activities, oil-related activities, or the production of military equipment, as 


those terms are defined in the Sudan Accountability and Divestment Act of 2007 (Pub. L. 110-174). 


Restricted business operations do not include business operations that the person (as that term is defined in 


Section 2 of the Sudan Accountability and Divestment Act of 2007) conducting the business can 


demonstrate- 


 


(1) Are conducted under contract directly and exclusively with the regional government of 


southern Sudan; 


 


(2) Are conducted pursuant to specific authorization from the Office of Foreign Assets Control in 


the Department of the Treasury, or are expressly exempted under Federal law from the 


requirement to be conducted under such authorization; 


 


(3) Consist of providing goods or services to marginalized populations of Sudan; 


 


(4) Consist of providing goods or services to an internationally recognized peacekeeping force or 


humanitarian organization; 


 


(5) Consist of providing goods or services that are used only to promote health or education; or 


 


(6) Have been voluntarily suspended. 


 


Sensitive technology- 


 


(1) Means hardware, software, telecommunications equipment, or any other technology that is to 


be used specifically- 


 


(i) To restrict the free flow of unbiased information in Iran; or 


 


(ii) To disrupt, monitor, or otherwise restrict speech of the people of Iran; and 


 


(2) Does not include information or informational materials the export of which the President does 


not have the authority to regulate or prohibit pursuant to section 203(b)(3) of the International 


Emergency Economic Powers Act (50 U.S.C. 1702(b)(3)). 


 


Service-disabled veteran-owned small business concern- 


 


(1) Means a small business concern- 
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(i) Not less than 51 percent of which is owned by one or more service-disabled veterans 


or, in the case of any publicly owned business, not less than 51 percent of the stock of 


which is owned by one or more service-disabled veterans; and 


 


(ii) The management and daily business operations of which are controlled by one or 


more service-disabled veterans or, in the case of a service-disabled veteran with 


permanent and severe disability, the spouse or permanent caregiver of such veteran.  


 


(2) Service-disabled veteran means a veteran, as defined in 38 U.S.C. 101(2), with a disability that 


is service-connected, as defined in 38 U.S.C. 101(16). 


 


Small business concern means a concern, including its affiliates, that is independently owned and operated, 


not dominant in the field of operation in which it is bidding on Government contracts, and qualified as a 


small business under the criteria in 13 CFR Part 121 and size standards in this solicitation. 


 


Small disadvantaged business concern, consistent with 13 CFR 124.1002, means a small business concern 


under the size standard applicable to the acquisition, that- 


(1) Is at least 51 percent unconditionally and directly owned (as defined at 13 CFR 124.105) by- 


(i) One or more socially disadvantaged (as defined at 13 CFR 124.103) and economically 


disadvantaged (as defined at 13 CFR 124.104) individuals who are citizens of the United 


States; and 


(ii) Each individual claiming economic disadvantage has a net worth not exceeding 


$750,000 after taking into account the applicable exclusions set forth at 13 CFR 


124.104(c)(2); and 


(2) The management and daily business operations of which are controlled (as defined at 13.CFR 


124.106) by individuals, who meet the criteria in paragraphs (1)(i) and (ii) of this definition. 


 


Subsidiary means an entity in which more than 50 percent of the entity is owned- 


 


(1) Directly by a parent corporation; or 


 


(2) Through another subsidiary of a parent corporation. 


 


Veteran-owned small business concern means a small business concern- 


 


(1) Not less than 51 percent of which is owned by one or more veterans (as defined at 38 U.S.C. 


101(2)) or, in the case of any publicly owned business, not less than 51 percent of the stock of 


which is owned by one or more veterans; and 


 


(2) The management and daily business operations of which are controlled by one or more 


veterans. 


 


Women-owned business concern means a concern which is at least 51 percent owned by one or more 


women; or in the case of any publicly owned business, at least 51 percent of its stock is owned by one or 


more women; and whose management and daily business operations are controlled by one or more women. 


 


Women-owned small business concern means a small business concern- 


 


(1) That is at least 51 percent owned by one or more women; or, in the case of any publicly owned 


business, at least 51 percent of the stock of which is owned by one or more women; and 


 


(2) Whose management and daily business operations are controlled by one or more women. 


 


Women-owned small business (WOSB) concern eligible under the WOSB Program (in accordance with 13 


CFR part 127), means a small business concern that is at least 51 percent directly and unconditionally 


owned by, and the management and daily business operations of which are controlled by, one or more 
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women who are citizens of the United States. 


 


(b)(1) Annual Representations and Certifications. Any changes provided by the offeror in paragraph (b)(2) 


of this provision do not automatically change the representations and certifications posted on the SAM 


website. 


 


(2) The offeror has completed the annual representations and certifications electronically via the 


SAM website accessed through http://www.acquisition.gov. After reviewing the SAM database 


information, the offeror verifies by submission of this offer that the representations and 


certifications currently posted electronically at FAR 52.212-3, Offeror Representations and 


Certifications-Commercial Items, have been entered or updated in the last 12 months, are current, 


accurate, complete, and applicable to this solicitation (including the business size standard 


applicable to the NAICS code referenced for this solicitation), as of the date of this offer and are 


incorporated in this offer by reference (see FAR 4.1201), except for paragraphs _____. 


(Offeror to identify the applicable paragraphs at (c) through (p) of this provision that the offeror 


has completed for the purposes of this solicitation only, if any. 


  These amended representation(s) and/or certification(s) are also incorporated in this offer and 


are current, accurate, and complete as of the date of this offer. 


 Any changes provided by the offeror are applicable to this solicitation only, and do not result in 


an update to the representations and certifications posted electronically on SAM.) 


 


(c) Offerors must complete the following representations when the resulting contract will be performed in 


the United States or its outlying areas. Check all that apply. 


 


(1) Small business concern. The offeror represents as part of its offer that it ___ is, ___ is not a 


small business concern. 


 


(2) Veteran-owned small business concern. (Complete only if the offeror represented itself as a 


small business concern in paragraph (c)(1) of this provision.) The offeror represents as part of its 


offer that it ___ is, ___ is not a veteran-owned small business concern. 


 


(3) Service-disabled veteran-owned small business concern. (Complete only if the offeror 


represented itself as a veteran-owned small business concern in paragraph (c)(2) of this provision.) 


The offeror represents as part of its offer that it ___ is, ___ is not a service-disabled veteran-owned 


small business concern. 


 


(4) Small disadvantaged business concern. (Complete only if the offeror represented itself as a 


small business concern in paragraph (c)(1) of this provision.) The offeror represents that it ___ is, 


___ is not a small disadvantaged business concern as defined in 13 CFR 124.1002. 


 


(5) Women-owned small business concern. (Complete only if the offeror represented itself as a 


small business concern in paragraph (c)(1) of this provision.) The offeror represents that it ___ is, 


___ is not a women-owned small business concern. 


 


(6) WOSB concern eligible under the WOSB Program. (Complete only if the offeror represented 


itself as a women-owned small business concern in paragraph (c)(5) of this provision.) The offeror 


represents that- 


 


(i) It [] is, [] is not a WOSB concern eligible under the WOSB Program, has provided all 


the required documents to the WOSB Repository, and no change in circumstances or 


adverse decisions have been issued that affects its eligibility; and 


 


(ii) It [] is, [] is not a joint venture that complies with the requirements of 13 CFR part 


127, and the representation in paragraph (c)(6)(i) of this provision is accurate for each 


WOSB concern eligible under the WOSB Program participating in the joint venture. (The 


offeror shall enter the name or names of the WOSB concern eligible under the WOSB 
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Program and other small businesses that are participating in the joint venture: 


_____________________________________.) Each WOSB concern eligible under the 


WOSB Program participating in the joint venture shall submit a separate signed copy of 


the WOSB representation. 


 


(7) Economically disadvantaged women-owned small business (EDWOSB) concern. (Complete 


only if the offeror represented itself as a WOSB concern eligible under the WOSB Program in 


(c)(6) of this provision.) The offeror represents that- 


 


(i) It [] is, [] is not an EDWOSB concern, has provided all the required documents to the 


WOSB Repository, and no change in circumstances or adverse decisions have been 


issued that affects its eligibility; and 


 


(ii) It [] is, [] is not a joint venture that complies with the requirements of 13 CFR part 


127, and the representation in paragraph (c)(7)(i) of this provision is accurate for each 


EDWOSB concern participating in the joint venture. (The offeror shall enter the name or 


names of the EDWOSB concern and other small businesses that are participating in the 


joint venture: _____________________.) Each EDWOSB concern participating in the 


joint venture shall submit a separate signed copy of the EDWOSB representation. 


 


Note to paragraphs (c)(8) and (9): Complete paragraphs (c)(8) and (9) only if this solicitation is expected 


to exceed the simplified acquisition threshold. 


 


(8) Women-owned business concern (other than small business concern). (Complete only if the 


offeror is a women-owned business concern and did not represent itself as a small business 


concern in paragraph (c)(1) of this provision.) The offeror represents that it ___ is, a women-


owned business concern. 


 


(9) Tie bid priority for labor surplus area concerns. If this is an invitation for bid, small business 


offerors may identify the labor surplus areas in which costs to be incurred on account of 


manufacturing or production (by offeror or first-tier subcontractors) amount to more than 50 


percent of the contract price: ____________________. 


 


(10) HUBZone small business concern. (Complete only if the offeror represented itself as a small 


business concern in paragraph (c)(1) of this provision.) The offeror represents, as part of its offer, 


that- 


 


(i) It ____ is, ____ is not a HUBZone small business concern listed, on the date of this 


representation, on the List of Qualified HUBZone Small Business Concerns maintained 


by the Small Business Administration, and no material changes in ownership and control, 


principal office, or HUBZone employee percentage have occurred since it was certified 


in accordance with 13 CFR Part 126; and 


 


(ii) It ____ is, ____ is not a HUBZone joint venture that complies with the requirements 


of 13 CFR Part 126, and the representation in paragraph (c)(10)(i) of this provision is 


accurate for each HUBZone small business concern participating in the HUBZone joint 


venture. [The offeror shall enter the names of each of the HUBZone small business 


concerns participating in the HUBZone joint venture: __________________.] Each 


HUBZone small business concern participating in the HUBZone joint venture shall 


submit a separate signed copy of the HUBZone representation. 


 


(11) (Complete if the offeror has represented itself as disadvantaged in paragraph (c)(4) of this 


provision.) 


 


____ Black American. 
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____ Hispanic American. 


 


____ Native American (American Indians, Eskimos, Aleuts, or Native Hawaiians). 


 


____ Asian-Pacific American (persons with origins from Burma, Thailand, Malaysia, Indonesia, 


Singapore, Brunei, Japan, China, Taiwan, Laos, Cambodia (Kampuchea), Vietnam, Korea, The 


Philippines, Republic of Palau, Republic of the Marshall Islands, Federated States of Micronesia, 


the Commonwealth of the Northern Mariana Islands, Guam, Samoa, Macao, Hong Kong, Fiji, 


Tonga, Kiribati, Tuvalu, or Nauru). 


 


____ Subcontinent Asian (Asian-Indian) American (persons with origins from India, Pakistan, 


Bangladesh, Sri Lanka, Bhutan, the Maldives Islands, or Nepal). 


 


 ____ Individual/concern, other than one of the preceding. 


 


(d) Representations required to implement provisions of Executive Order 11246- 


 


(1) Previous contracts and compliance. The offeror represents that- 


 


(i) It ___ has, ___ has not participated in a previous contract or subcontract subject to the 


Equal Opportunity clause of this solicitation; and 


 


(ii) It ___ has, ___ has not filed all required compliance reports. 


 


(2) Affirmative Action Compliance. The offeror represents that- 


 


(i) It ___ has developed and has on file, ___ has not developed and does not have on file, 


at each establishment, affirmative action programs required by rules and regulations of 


the Secretary of Labor (41 CFR parts 60-1 and 60-2), or 


 


(ii) It ___ has not previously had contracts subject to the written affirmative action 


programs requirement of the rules and regulations of the Secretary of Labor. 


 


(e) Certification Regarding Payments to Influence Federal Transactions (31 U.S.C. 1352). (Applies only if 


the contract is expected to exceed $150,000.) By submission of its offer, the offeror certifies to the best of 


its knowledge and belief that no Federal appropriated funds have been paid or will be paid to any person for 


influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an 


officer or employee of Congress or an employee of a Member of Congress on his or her behalf in 


connection with the award of any resultant contract. If any registrants under the Lobbying Disclosure Act 


of 1995 have made a lobbying contact on behalf of the offeror with respect to this contract, the offeror shall 


complete and submit, with its offer, OMB Standard Form LLL, Disclosure of Lobbying Activities, to 


provide the name of the registrants. The offeror need not report regularly employed officers or employees 


of the offeror to whom payments of reasonable compensation were made. 


 


(f) Buy American Certificate. (Applies only if the clause at Federal Acquisition Regulation (FAR) 52.225-


1, Buy American-Supplies, is included in this solicitation.) 


 


(1) The offeror certifies that each end product, except those listed in paragraph (f)(2) of this 


provision, is a domestic end product and that for other than COTS items, the offeror has 


considered components of unknown origin to have been mined, produced, or manufactured 


outside the United States. The offeror shall list as foreign end products those end products 


manufactured in the United States that do not qualify as domestic end products, i.e., an end 


product that is not a COTS item and does not meet the component test in paragraph (2) of the 


definition of "domestic end product." The terms "commercially available off-the-shelf (COTS) 


item," "component," "domestic end product," "end product," "foreign end product," and "United 


States" are defined in the clause of this solicitation entitled "Buy American-Supplies." 
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(2) Foreign End Products: 


 


Line Item No. _____________________________________________ 


 


Country of Origin:_________________________________________ 


 


(List as necessary) 


 


(3) The Government will evaluate offers in accordance with the policies and procedures of FAR 


Part 25. 


 


(g)(1) Buy American-Free Trade Agreements-Israeli Trade Act Certificate. (Applies only if the clause at 


FAR 52.225-3, Buy American-Free Trade Agreements-Israeli Trade Act, is included in this solicitation.) 


 


(i) The offeror certifies that each end product, except those listed in paragraph (g)(1)(ii) 


or (g)(1)(iii) of this provision, is a domestic end product and that for other than COTS 


items, the offeror has considered components of unknown origin to have been mined, 


produced, or manufactured outside the United States. The terms "Bahrainian, Moroccan, 


Omani, Panamanian, or Peruvian end product," "commercially available off-the-shelf 


(COTS) item," "component," "domestic end product," "end product," "foreign end 


product," "Free Trade Agreement country," "Free Trade Agreement country end 


product," "Israeli end product," and "United States" are defined in the clause of this 


solicitation entitled "Buy American-Free Trade Agreements-Israeli Trade Act." 


 


(ii) The offeror certifies that the following supplies are Free Trade Agreement country 


end products (other than Bahrainian, Moroccan, Omani, Panamanian, or Peruvian end 


products) or Israeli end products as defined in the clause of this solicitation entitled "Buy 


American-Free Trade Agreements-Israeli Trade Act": 


 


Free Trade Agreement Country End Products (Other than Bahrainian, Moroccan, Omani, 


Panamanian, or Peruvian End Products) or Israeli End Products: 


 


Line Item No.    Country of Origin 


____________        _________________ 


(List as necessary) 


 


 


(iii) The offeror shall list those supplies that are foreign end products (other than those 


listed in paragraph (g)(1)(ii) of this provision) as defined in the clause of this solicitation 


entitled "Buy American-Free Trade Agreements-Israeli Trade Act." The offeror shall list 


as other foreign end products those end products manufactured in the United States that 


do not qualify as domestic end products, i.e., an end product that is not a COTS item and 


does not meet the component test in paragraph (2) of the definition of "domestic end 


product." 


 


Other Foreign End Products 


Line Item No. ______________________________ 


Country of Origin:__________________________ 


(List as necessary) 


 


(iv) The Government will evaluate offers in accordance with the policies and procedures 


of FAR Part 25.  


 


(2) Buy American-Free Trade Agreements-Israeli Trade Act Certificate, Alternate I. If Alternate I 


to the clause at FAR 52.225-3 is included in this solicitation, substitute the following paragraph 
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(g)(1)(ii) for paragraph (g)(1)(ii) of the basic provision: 


 


(g)(1)(ii) The offeror certifies that the following supplies are Canadian end products as 


defined in the clause of this solicitation entitled "Buy American-Free Trade Agreements-


Israeli Trade Act": 


 


Canadian End Products: 


Line Item No.____________________________ 


_________________________________________ 


_________________________________________ 


$(List as necessary) 


 


(3) Buy American-Free Trade Agreements-Israeli Trade Act Certificate, Alternate II. If Alternate 


II to the clause at FAR 52.225-3 is included in this solicitation, substitute the following paragraph 


(g)(1)(ii) for paragraph (g)(1)(ii) of the basic provision: 


 


(g)(1)(ii) The offeror certifies that the following supplies are Canadian end products or 


Israeli end products as defined in the clause of this solicitation entitled "Buy American-


Free Trade Agreements-Israeli Trade Act": 


 


Canadian or Israeli End Products: 


Line Item No. 


_________________ 


_________________ 


_________________ 


Country of Origin 


_________________ 


_________________ 


_________________ 


$(List as necessary) 


 


(g)(4) Buy American-Free Trade Agreements-Israeli Trade Act Certificate, Alternate III. If 


Alternate III to the clause at FAR 52.225-3 is included in this solicitation, substitute the following 


paragraph (g)(1)(ii) for paragraph (g)(1)(ii) of the basic provision: 


(g)(1)(ii) The offeror certifies that the following supplies are Free Trade Agreement 


country end products (other than Bahrainian, Korean, Moroccan, Omani, Panamanian, or 


Peruvian end products) or Israeli end products as defined in the clause of this solicitation 


entitled "Buy American-Free Trade Agreements-Israeli Trade Act": 


Free Trade Agreement Country End Products (Other than Bahrainian, Korean, Moroccan, 


Omani, Panamanian, or Peruvian End Products) or Israeli End Products: 


 


Line Item No.     Country of Origin 


____________          _________________ 


(List as necessary) 


 


 


(5) Trade Agreements Certificate. (Applies only if the clause at FAR 52.225-5, Trade Agreements, 


is included in this solicitation.) 


 


(i) The offeror certifies that each end product, except those listed in paragraph (g)(5)(ii) 


of this provision, is a U.S.-made or designated country end product, as defined in the 


clause of this solicitation entitled "Trade Agreements". 


 


(ii) The offeror shall list as other end products those end products that are not U.S.-made 


or designated country end products. 
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Other End Products: 


 


Line item No.: _________________________________ 


 


Country of origin: _____________________________ 


 


(List as necessary) 


 


(iii) The Government will evaluate offers in accordance with the policies and procedures 


of FAR Part 25. For line items covered by the WTO GPA, the Government will evaluate 


offers of U.S.-made or designated country end products without regard to the restrictions 


of the Buy American statute. The Government will consider for award only offers of 


U.S.-made or designated country end products unless the Contracting Officer determines 


that there are no offers for such products or that the offers for such products are 


insufficient to fulfill the requirements of the solicitation. 


 


(h) Certification Regarding Responsibility Matters (Executive Order 12689). (Applies only if the contract 


value is expected to exceed the simplified acquisition threshold.) The offeror certifies, to the best of its 


knowledge and belief, that the offeror and/or any of its principals- 


 


(1) ___ Are, ___ are not presently debarred, suspended, proposed for debarment, or declared 


ineligible for the award of contracts by any Federal agency; 


 


(2) ___ Have, ___ have not, within a three-year period preceding this offer, been convicted of or 


had a civil judgment rendered against them for: Commission of fraud or a criminal offense in 


connection with obtaining, attempting to obtain, or performing a Federal, state or local 


government contract or subcontract; violation of Federal or state antitrust statutes relating to the 


submission of offers; or Commission of embezzlement, theft, forgery, bribery, falsification or 


destruction of records, making false statements, tax evasion, violating Federal criminal tax laws, 


or receiving stolen property, 


 


(3) ___ Are, ___ are not presently indicted for, or otherwise criminally or civilly charged by a 


Government entity with, commission of any of these offenses enumerated in paragraph (h)(2) of 


this clause; and 


 


(i) Certification Regarding Knowledge of Child Labor for Listed End Products 


(Executive Order 13126). (The Contracting Officer must list in paragraph (i)(1) any end 


products being acquired under this solicitation that are included in the List of Products 


Requiring Contractor Certification as to Forced or Indentured Child Labor, unless 


excluded at 22.1503(b).) 


 


(1) Listed end products. 


 


Listed End Product: _______________ 


 


Listed Countries of Origin: _______________ 


 


(2) Certification. (If the Contracting Officer has identified end products and 


countries of origin in paragraph (i)(1) of this provision, then the offeror must 


certify to either (i)(2)(i) or (i)(2)(ii) by checking the appropriate block.) 


 


__ (i) The offeror will not supply any end product listed in paragraph 


(i)(1) of this provision that was mined, produced, or manufactured in 


the corresponding country as listed for that product. 


 


__ (ii) The offeror may supply an end product listed in paragraph (i)(1) 







NND15520845R                                                                                                    


 Page 37 of 42 


 


of this provision that was mined, produced, or manufactured in the 


corresponding country as listed for that product. The offeror certifies 


that it has made a good faith effort to determine whether forced or 


indentured child labor was used to mine, produce, or manufacture any 


such end product furnished under this contract. On the basis of those 


efforts, the offeror certifies that it is not aware of any such use of child 


labor. 


 


(4) ___ Have, ___ have not, within a three-year period preceding this offer, been notified of any 


delinquent Federal taxes in an amount that exceeds $3,000 for which the liability remains 


unsatisfied. 


 


(i) Taxes are considered delinquent if both of the following criteria apply: 


 


(A) The tax liability is finally determined. The liability is finally determined if it 


has been assessed. A liability is not finally determined if there is a pending 


administrative or judicial challenge. In the case of a judicial challenge to the 


liability, the liability is not finally determined until all judicial appeal rights have 


been exhausted. 


 


(B) The taxpayer is delinquent in making payment. A taxpayer is delinquent if 


the taxpayer has failed to pay the tax liability when full payment was due and 


required. A taxpayer is not delinquent in cases where enforced collection action 


is precluded.  


 


(ii) Examples. (A) The taxpayer has received a statutory notice of deficiency, under 


I.R.C.  6212, which entitles the taxpayer to seek Tax Court review of a proposed tax 


deficiency. This is not a delinquent tax because it is not a final tax liability. Should the 


taxpayer seek Tax Court review, this will not be a final tax liability until the taxpayer has 


exercised all judicial appeal rights. 


 


(B) The IRS has filed a notice of Federal tax lien with respect to an assessed tax 


liability, and the taxpayer has been issued a notice under I.R.C.  6320 entitling 


the taxpayer to request a hearing with the IRS Office of Appeals contesting the 


lien filing, and to further appeal to the Tax Court if the IRS determines to sustain 


the lien filing. In the course of the hearing, the taxpayer is entitled to contest the 


underlying tax liability because the taxpayer has had no prior opportunity to 


contest the liability. This is not a delinquent tax because it is not a final tax 


liability. Should the taxpayer seek tax court review, this will not be a final tax 


liability until the taxpayer has exercised all judicial appeal rights. 


 


(C) The taxpayer has entered into an installment agreement pursuant to I.R.C.  


6159. The taxpayer is making timely payments and is in full compliance with 


the agreement terms. The taxpayer is not delinquent because the taxpayer is not 


currently required to make full payment. 


 


(D) The taxpayer has filed for bankruptcy protection. The taxpayer is not 


delinquent because enforced collection action is stayed under 11 U.S.C. 362 (the 


Bankruptcy Code). 


 


(i) Certification Regarding Knowledge of Child Labor for Listed End Products (Executive Order 13126). 


(The Contracting Officer must list in paragraph (i)(1) any end products being acquired under this 


solicitation that are included in the List of Products Requiring Contractor Certification as to Forced or 


Indentured Child Labor, unless excluded at 22.1503(b).) 


 


(1) Listed end products. 
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Listed End Product  


 


[] 


 


[] 


 


 Listed Countries of Origin 


 


[] 


 


[] 


 


(2) Certification. (If the Contracting Officer has identified end products and countries of origin in 


paragraph (i)(1) of this provision, then the offeror must certify to either (i)(2)(i) or (i)(2)(ii) by 


checking the appropriate block.) 


 


___ (i) The offeror will not supply any end product listed in paragraph (i)(1) of this 


provision that was mined, produced, or manufactured in the corresponding country as 


listed for that product. 


 


___ (ii) The offeror may supply an end product listed in paragraph (i)(1) of this provision 


that was mined, produced, or manufactured in the corresponding country as listed for that 


product. The offeror certifies that it has made a good faith effort to determine whether 


forced or indentured child labor was used to mine, produce, or manufacture any such end 


product furnished under this contract. On the basis of those efforts, the offeror certifies 


that it is not aware of any such use of child labor. 


 


(j) Place of manufacture. (Does not apply unless the solicitation is predominantly for the acquisition of 


manufactured end products.) For statistical purposes only, the offeror shall indicate whether the place of 


manufacture of the end products it expects to provide in response to this solicitation is predominantly- 


 


(1) ___ In the United States (Check this box if the total anticipated price of offered end products 


manufactured in the United States exceeds the total anticipated price of offered end products 


manufactured outside the United States); or 


 


(2) ___ Outside the United States. 


 


(k) Certificates regarding exemptions from the application of the Service Contract Labor Standards. 


(Certification by the offeror as to its compliance with respect to the contract also constitutes its certification 


as to compliance by its subcontractor if it subcontracts out the exempt services.) (The contracting officer is 


to check a box to indicate if paragraph (k)(1) or (k)(2) applies.) 


 


(1) []  Maintenance, calibration, or repair of certain equipment as described in FAR 22.1003-


4(c)(1). The offeror ___ does ___ does not certify that- 


 


(i) The items of equipment to be serviced under this contract are used regularly for other 


than Governmental purposes and are sold or traded by the offeror (or subcontractor in the 


case of an exempt subcontract) in substantial quantities to the general public in the course 


of normal business operations; 


 


(ii) The services will be furnished at prices which are, or are based on, established catalog 


or market prices (see FAR 22.1003-4(c)(2)(ii)) for the maintenance, calibration, or repair 


of such equipment; and 


 


(iii) The compensation (wage and fringe benefits) plan for all service employees 
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performing work under the contract will be the same as that used for these employees and 


equivalent employees servicing the same equipment of commercial customers. 


 


(2) ,,  ,  Certain services as described in FAR 22.1003-4(d)(1). The offeror ___ does ___ does not 


certify that- 


 


(i) The services under the contract are offered and sold regularly to non-Governmental 


customers, and are provided by the offeror (or subcontractor in the case of an exempt 


subcontract) to the general public in substantial quantities in the course of normal 


business operations; 


 


(ii) The contract services will be furnished at prices that are, or are based on, established 


catalog or market prices (see FAR 22.1003-4(d)(2)(iii)); 


 


(iii) Each service employee who will perform the services under the contract will spend 


only a small portion of his or her time (a monthly average of less than 20 percent of the 


available hours on an annualized basis, or less than 20 percent of available hours during 


the contract period if the contract period is less than a month) servicing the Government 


contract; and 


 


(iv) The compensation (wage and fringe benefits) plan for all service employees 


performing work under the contract is the same as that used for these employees and 


equivalent employees servicing commercial customers. 


 


(3) If paragraph (k)(1) or (k)(2) of this clause applies- 


 


(i) If the offeror does not certify to the conditions in paragraph (k)(1) or (k)(2) and the 


Contracting Officer did not attach a Service Contract Labor Standards wage 


determination to the solicitation, the offeror shall notify the Contracting Officer as soon 


as possible; and 


 


(ii) The Contracting Officer may not make an award to the offeror if the offeror fails to 


execute the certification in paragraph (k)(1) or (k)(2) of this clause or to contact the 


Contracting Officer as required in paragraph (k)(3)(i) of this clause.  


 


(l) Taxpayer Identification Number (TIN) (26 U.S.C. 6109, 31 U.S.C. 7701). (Not applicable if the offeror 


is required to provide this information to the SAM database to be eligible for award.) 


 


(1) All offerors must submit the information required in paragraphs (l)(3) through (l)(5) of this 


provision to comply with debt collection requirements of 31 U.S.C. 7701(c) and 3325(d), 


reporting requirements of 26 U.S.C. 6041, 6041A, and 6050M, and implementing regulations 


issued by the Internal Revenue Service (IRS).  


 


(2) The TIN may be used by the Government to collect and report on any delinquent amounts 


arising out of the offeror's relationship with the Government (31 U.S.C. 7701(c)(3)). If the 


resulting contract is subject to the payment reporting requirements described in FAR 4.904, the 


TIN provided hereunder may be matched with IRS records to verify the accuracy of the offeror's 


TIN. 


 


(3) Taxpayer Identification Number (TIN). 


 


[] TIN: ___________________. 


 


[] TIN has been applied for. 


 


[] TIN is not required because: 
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[] Offeror is a nonresident alien, foreign corporation, or foreign partnership that does not have 


income effectively connected with the conduct of a trade or business in the United States and does 


not have an office or place of business or a fiscal paying agent in the United States; 


 


[] Offeror is an agency or instrumentality of a foreign government; 


 


[] Offeror is an agency or instrumentality of the Federal Government. 


 


(4) Type of organization. 


 


[] Sole proprietorship; 


 


[] Partnership; 


 


[] Corporate entity (not tax-exempt); 


 


[] Corporate entity (tax-exempt); 


 


[] Government entity (Federal, State, or local); 


 


[] Foreign government; 


 


[] International organization per 26 CFR 1.6049-4; 


 


[] Other ___________. 


 


(5) Common parent. 


 


[] Offeror is not owned or controlled by a common parent; 


 


[] Name and TIN of common parent: 


 


Name ____________________. 


 


TIN _____________________. 


 


(m) Restricted business operations in Sudan. By submission of its offer, the offeror certifies that the offeror 


does not conduct any restricted business operations in Sudan. 


 


(n) Prohibition on Contracting with Inverted Domestic Corporations. (1) Government agencies are not 


permitted to use appropriated (or otherwise made available) funds for contracts with either an inverted 


domestic corporation, or a subsidiary of an inverted domestic corporation, unless the exception at 9.108-


2(b) applies or the requirement is waived in accordance with the procedures at 9.108-4. 


 


(2) Representation. By submission of its offer, the offeror represents that- 


 


(i) It is not an inverted domestic corporation; and 


 


(ii) It is not a subsidiary of an inverted domestic corporation. 


 


(o) Prohibition on contracting with entities engaging in certain activities or transactions relating to Iran. 


(1) The offeror shall email questions concerning sensitive technology to the Department of State at 


CISADA106@state.gov. 


 


(2) Representation and certifications. Unless a waiver is granted or an exception applies as 
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provided in paragraph (o)(3) of this provision, by submission of its offer, the offeror- 


 


(i) Represents, to the best of its knowledge and belief, that the offeror does not export any 


sensitive technology to the government of Iran or any entities or individuals owned or 


controlled by, or acting on behalf or at the direction of, the government of Iran; 


 


(ii) Certifies that the offeror, or any person owned or controlled by the offeror, does not 


engage in any activities for which sanctions may be imposed under section 5 of the Iran 


Sanctions Act; and 


 


(iii) Certifies that the offeror, and any person owned or controlled by the offeror, does not 


knowingly engage in any transaction that exceeds $3,000 with Iran's Revolutionary 


Guard Corps or any of its officials, agents, or affiliates, the property and interests in 


property of which are blocked pursuant to the International Emergency Economic Powers 


Act (50 U.S.C. 1701 et seq.) (see OFAC's Specially Designated Nationals and Blocked 


Persons List at http://www.treasury.gov/ofac/downloads/t11sdn.pdf). 


 


(3) The representation and certification requirements of paragraph (o)(2) of this provision do not 


apply if- 


 


(i) This solicitation includes a trade agreements certification (e.g., 52.212-3(g) or a 


comparable agency provision); and 


 


(ii) The offeror has certified that all the offered products to be supplied are designated 


country end products. 


 


 


(p) Ownership or Control of Offeror. (Applies in all solicitations when there is a requirement to be 


registered in SAM or a requirement to have a DUNS Number in the solicitation. 


 


(1) The Offeror represents that it [] has or [] does not have an immediate owner. If the Offeror has 


more than one immediate owner (such as a joint venture), then the Offeror shall respond to 


paragraph (2) and if applicable, paragraph (3) of this provision for each participant in the joint 


venture. 


 


(2) If the Offeror indicates "has" in paragraph (p)(1) of this provision, enter the following 


information: 


 


Immediate owner CAGE code:[] 


 


Immediate owner legal name:[ (Do not use a "doing business as" name)] 


 


Is the immediate owner owned or controlled by another entity: [] Yes or [] No. 


 


(3) If the Offeror indicates "yes" in paragraph (p)(2) of this provision, indicating that the 


immediate owner is owned or controlled by another entity, then enter the following information: 


 


Highest-level owner CAGE code:[] 


 


Highest-level owner legal name:[  (Do not use a "doing business as" name)] 


 


(End of provision) 
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E.10  52.252-1 Solicitation Provisions Incorporated By Reference (Feb 1998)  
 


This solicitation incorporates one or more solicitation provisions by reference, with the same force and 


effect as if they were given in full text. Upon request, the Contracting Officer will make their full text 


available. The offeror is cautioned that the listed provisions may include blocks that must be completed 


by the offeror and submitted with its quotation or offer. In lieu of submitting the full text of those 


provisions, the offeror may identify the provision by paragraph identifier and provide the appropriate 


information with its quotation or offer. Also, the full text of a solicitation provision may be accessed 


electronically at this/these address(es): 


 


Federal Acquisition Regulation (FAR) clauses: http://www.acqnet.gov/far/ 


 


NASA FAR Supplement (NFS) clauses: http:www.hq.nasa.gov/office/procurement/regs/nfstoc.htm 


(End of provision) 


 


E.11  1852.223-73 Safety and Health Plan (NOV 2004) - ALTERNATE I (NOV 2004)  
 


(a) The apparent low bidder, upon request by the Contracting Officer, shall submit a detailed safety and 


occupational health plan (see NPR 8715.3, NASA Safety Manual, Appendices). The plan shall be 


submitted within the time specified by the Contracting Officer. Failure to submit an acceptable plan shall 


make the bidder ineligible for the award of a contract. The plan shall include a detailed discussion of the 


policies, procedures, and techniques that will be used to ensure the safety and occupational health of 


Contractor employees and to ensure the safety of all working conditions throughout the performance of 


the contract. 


 


(b) When applicable, the plan shall address the policies, procedures, and techniques that will be used to 


ensure the safety and occupational health of the public, astronauts and pilots, the NASA workforce 


(including Contractor employees working on NASA contracts), and high-value equipment and property. 


 


(c) The plan shall similarly address subcontractor employee safety and occupational health for those 


proposed subcontracts that contain one or more of the following conditions:  


 


(1) The work will be conducted completely or partly on premises owned or controlled by the government. 


 


(2) The work includes construction, alteration, or repair of facilities in excess of the simplified acquisition 


threshold. 


 


(3) The work, regardless of place of performance, involves hazards that could endanger the public, 


astronauts and pilots, the NASA workforce (including Contractor employees working on NASA 


contracts), or high value equipment or property, and the hazards are not adequately addressed by 


Occupational Safety and Health Administration (OSHA) or Department of Transportation (DOT) 


regulations (if applicable). 


 


(4) When the assessed risk and consequences of a failure to properly manage and control the hazards 


warrants use of the clause. 


 


(d) This plan, as approved by the Contracting Officer, will be included in any resulting contract.  


 


(End of provision) 
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1.0 INTRODUCTION 


 


The Neil A. Armstrong Flight Research Center (AFRC) is the National Aeronautics and Space 


Administration’s (NASA) primary center for atmospheric flight research and operations. NASA 


Armstrong is critical in carrying out the agency’s missions of space exploration, space 


operations, scientific discovery, and aeronautical research and development (R&D).  


 


Located at Edwards, California, in the Western Mojave Desert, Armstrong Center is uniquely 


situated to take advantage of the excellent year-round flying weather, remote area, and visibility 


to test some of the nation’s most exciting air vehicles. Armstrong Flight Research Center plays a 


vital role in advancing technology and science through flight. Here, we demonstrate America’s 


leadership in aeronautics and space technology as we continue to push the envelope to 


revolutionize aviation and pioneer aerospace technology. 


 


NASA-AFRC employs a complement of civil service and contractor personnel to execute its 


mission of flight research operations. Along with a varied fleet of research and support aircraft, 


NASA-AFRC has facilities for high temperature and loads calibration, flight instrumentation, 


flight systems development, flight simulation, flow visualization, data analysis, and systems 


integration.  


 


This Performance Work Statement (PWS) provides the requirements for technical and 


administrative services in support of directorates, programs, offices, and other Government 


agencies located at or supported by NASA-AFRC. 


 


2.0 SCOPE OF WORK 


 


The contractor shall perform Center Administrative and Technical Support Services (CATSS) 


functions to support NASA-AFRC activities. The primary facility is located at Edwards Air 


Force Base. Two additional facilities are located in Palmdale, California – the AERO Institute 


and Building 703.  Some temporary work or support may be required at local communities or 


other locations. 


 


3.0 BACKGROUND INFORMATION 


 


The contractor shall perform high quality administrative and technical support services to assist 


NASA-AFRC to fulfill its missions.  These services include functions that support NASA-AFRC 


through ongoing requirements and special projects.  


 


The Government will issue Task Orders (TOs) to support the requirements under Sections 4.1 


through 4.10. The TOs issued against this contract will contain references to applicable sections 


of the PWS and describe in specific performance-based terms the work to be accomplished, cost, 


milestones, metrics, schedules, deliverables and completion dates. The specific performance-
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based standards will be included in each task description. TOs will be issued for authorized 


performance in accordance with Task Ordering Procedures to be described in the TO request for 


proposal.  


 


4.0 FUNCTIONAL REQUIREMENTS 


 


The contractor shall perform the functions described in the following sections. Performance 


standards are provided for each functional area (see PWS Section 12.0).  A written evaluation 


will be performed on a semi-annual basis. 


4.1 RESOURCES MANAGEMENT OFFICE     


 


The NASA-AFRC Resources Management Office (RMO) has oversight responsibilities for all 


budget activities.  Resources Management functions primarily assist in coordinating the 


development and submission of AFRC's full cost budget requirements, as well as the day-to-day 


oversight and management of Center funding including Center organizations, programs and 


projects. In some cases additional support may be required for fluctuations in the requirements 


that may be caused by changes in Center organizations, programs and projects being supported.  


 


It is anticipated the functions in this section of the PWS will not require a security clearance. 


 


4.1.1 Tasks 


 


Duties constituting support to the RMO are identified below; however, the Task Monitor (TM) 


may identify specific tasks to the contractor’s site manager or RMO group lead.  The nature of 


the work is continuous and is needed during normal AFRC operating hours.  Some tasks may 


require limited non-duty hour support on an as-needed basis. 


 


The contractor must support all budget activities to include: running queries using current 


NASA-AFRC or Agency software; preparing and updating reports, including end-of-month, ad-


hoc, and presentation charts required by the RMO civil servants; and tracking labor, 


procurement, and travel budgets from commitment to disbursement. 


 


The standard software currently used is Microsoft Office (including Word, Excel, Outlook, and 


PowerPoint), Systems Applications Products (SAP) (financial software), Business Objects 


(BOBJ), Project Management Tool (PMT), and Center mainframe systems.  Other Government 


directed and approved software may be introduced during the performance period. Specific tasks 


are as follows: 


 


 Provide assistance to the RMO civil servants in their preparation of Planning, 


Programming, Budgeting and Execution (PPBE) deliverables.  
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 Assist RMO civil servants in: tracking multiple documents and reports; loading databases 


with formulation data; and tracking of planned (budgets) vs. actual data (obligation and 


cost). 


 Process requisitions using SAP.  The contractor will create requisitions in accordance 


with NASA-AFRC guidelines.  Requisitions will be tracked to ensure commitment, 


obligation, costing and disbursement. 


 Coordinate pre-travel requests and track travel authorizations, vouchers, and the travel 


budget. Final products must be checked thoroughly.  


 Process end-of-month reports and charts using SAP and BOBJ.  Update budget 


worksheets to keep current with Center financial and procurement actions and data.   


 Monitor reports and identify variances and discrepancies to RMO civil servants. 


 Identify discrepancies and notify RMO civil servants.  Notification will include 


recommended changes, solutions, and possible fixes.  


 Perform routine administrative functions such as filing, photocopying, and faxing.  


Attend meetings and present information and reports as needed. 


 


4.1.2 Resource Assistant 


 


 Support the development of budgets, in accordance with the Agency Program Planning 


and Budget Execution (PPBE) process.  


 Gather, organize, consolidate, and maintain budget information and databases (including 


but not limited to historical costs, contracts, and workforce) in accordance with various 


Agency and Center requirements.  


 Research pertinent information to assist in projecting estimated costs of budget requests, 


requirements and revenues in support of the formulation of the budget levels.  


 Analyze trends, costs, and rates to identify problems or potential need for modifications 


and report findings to the Resources Analyst.  


 Support the preparation, monitoring, and posting of budget elements including travel, 


training, procurement, workforce plans and labor requirements.  


 Support preparation of budget submissions and responding to calls from Agency and 


Center organizations for various financial plans, such as monthly phasing plans and 


budget submissions. 


 Organize and coordinate budget information from programs and projects and/or 


performing organizations/cost centers.  


 Develop, analyze, and maintain real-time spreadsheets/databases of full-cost budgets 


including supporting documentation of budget adjustments and detailed records of 


budgets by mission, theme, programs and projects, organizations, cost centers, and/or 


work breakdown structure (WBS).  


 Perform review of budget data to assure consistency by detecting and recommend 


correcting budget errors.  







   


NND15520845R 
Attachment A 


Page | 9 
 


 


 


 Review and track monthly commitment, obligation and accrual information by center 


operations, programs, and projects for the corresponding NASA appropriations.  


 Monitor budgets to identify budget exceed errors, analyze cause and recommend the 


resolution to resolve errors.  


 Assist in the creation of cumulative and monthly spending plans for commitments, 


obligations and costs at appropriate levels applying budget-forecasting techniques.  


 Prepare routine and ad-hoc budgetary reports and presentations for AFRC managers as 


directed by the Resources Analyst.   


 Create monthly reports detailing budget status, identifying issues and potential solutions  


 Provide recommendations for improvements to data entry procedure.  


 Provide support in creating, populating and maintaining spreadsheets, databases or other 


forms of documentation necessary for efficient budget formulation, execution, and 


operation within the customer organizations.  


 Analyze actual commitments, obligations and costs versus the plan to report variances 


and recommend to the Resources Analyst corrective actions to meet financial metrics.  


 Assess the financial and budgetary status of operations and programs and assist in 


analyzing the impact of budget/guideline changes on programs, projects and 


organizational elements. 


 Support the preparation of budget analyses, including preparation of periodic activity 


reports and reviews.  


 Perform project planning and scheduling. 


4.2 FINANCIAL MANAGEMENT OFFICE   


 


The Financial Management Office operates the Armstrong Centralized Travel Office (ACTO) 


for NASA-AFRC.  All work performed by the contractor must be in compliance with 


Government financial rules and regulations.  The following are examples of the governing rules:  


 


 NASA Procedural Requirements (NPR) 


 Treasury Financial Manual (TFM)   


 Federal Travel Regulations (FTR) 


 Federal Acquisition Regulations (FAR) 


  


It is anticipated the positions in this section of the PWS will not require a security clearance. 


 


4.2.1 Armstrong Centralized Travel Office (ACTO)  


 


The contractor shall manage and operate the ACTO.  The ACTO will perform travel related 


services to include domestic and international travel.  The office will be open throughout normal 


duty hours each day, including the lunch period.   
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The contractor shall create, monitor, and reconcile travel authorizations; uses traveler inputs to 


make reservations (e.g. airlines, rental cars, hotels, etc.); uses traveler inputs to prepare travel 


vouchers and route for approval; establish accounts receivable for cancelled travel; and assist 


travelers with Gain-sharing.  The contractor shall monitor the travel system batch process 


interface to the business system.  The contractor shall correct and document any discrepancies 


promptly.  


 


4.2.1.1 Centralized Travel Office Tasks  


 


a. Travel Authorizations: 


 


 Prepare correspondence. 


 Prepare Service Requests (SR) to Competency Center (CC) as required. 


 Review travel questionnaires provided by traveler to ensure all conference related 


travel has the appropriate approval as required by Agency and Center policy. 


 Submit data to a Government-wide, web-based, end-to-end travel management 


system, from questionnaire.  


 Make travel reservations through the Government-wide, web-based, end-to-end travel 


management system as appropriate.  Reservations may include airline, hotel, rental 


car, and shuttle pick-up/drop-off, etc.  


 Prepare travel authorization in accordance with regulations and Center policy. 


 Provide travelers with their travel itinerary. 


 ACTO will process cancelations as appropriate and will provide travelers with a 


cancellation confirmation number. 


 Monitor travel questionnaires for participation in Gain-sharing.  Input information 


utilizing AFRC Form D-WK 705-9 to ensure minimum savings are met.  Maintain 


NASA Form C-632 to calculate yearly savings for each traveler. 


 Collect data (travel metrics) e.g., number of calls required to complete/confirm 


reservation etc.  Provide reports and metrics as requested. 


 Generate and maintain a spreadsheet that tracks each travel request received from the 


time the traveler’s questionnaire is received in the ACTO until the traveler has been 


ticketed. 


 Generate and maintain a spreadsheet from the time the traveler’s voucher is submitted 


to ACTO until the time that the traveler is reimbursed. 


 


b. Travel Vouchers: 


 


 Prepare correspondence. 


 Prepare Service Requests (SR) to Competency Center (CC) as required. 


 Submit travel voucher information provided by the traveler into the Fed Traveler 


System.  
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 Process vouchers in a timely manner to NASA Shared Services Center (NSSC) for 


payment in the business system. 


 Check on status of vouchers until paid. 


 Resolve any and all disputes pertaining to disbursements. 


 Collect data (travel metrics) e.g., number of calls required to complete/confirm 


reservation etc.  Provide reports and metrics as requested. 


 Generate and maintain a spreadsheet that tracks each travel request received from the 


time the traveler’s questionnaire is received in the ACTO until the traveler has been 


ticketed. 


 Generate and maintain a spreadsheet from the time the traveler’s voucher is submitted 


to ACTO until the time that the traveler is reimbursed. 


 


c. Credit Card: 


 


 ACTO Team Lead will perform duties as “Alternate Center Agency Program 


Coordinator” (Alternate A/OPC). These duties include assisting the primary A/OPC 


in the maintenance of the government travel card program. Administering the new 


card application process to include monitoring required training is complete by each 


new card applicant.  Assisting in opening, closing, and updating credit card holder 


accounts using travel card program’s web based database. Running reports when 


necessary.  And providing customer service when holders or travel card program 


office has a question or requirement. 


 


The ACTO will be used for official business travel only. 


 


Of primary concern are final products that are sent out of the various offices and serve as source 


documents for other functions or offices. The goal is to have zero errors in completed work and 


to meet all deadlines.    


 


4.2.2 Accounts Payable 


 


The contractor shall provide voucher examination and payment services including assembling, 


reviewing, processing, recording, reporting, and reconciling commercial and government 


invoices. 


 


4.2.2.1 Accounts Payable Support Tasks 


 


a. Fee Invoices: 
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Submit fee invoices received from the NSSC to the contracting officer.  Submit the 


approved or rejected fee invoice to the NSSC Accounts Payable representative for 


NASA-AFRC. 


 


b. Other Invoices: 


 


The contractor must submit all other invoices received from the NSSC to the appropriate 


technical representative.  Upon return of the invoices, submit them to the NSSC.  


  


The contractor must generate reports, collect and enter data in Accounts Payable Work 


Management System (AWMS), Invoice Concurrence System (ICS) and Systems 


Applications Products (SAP).   The contractor shall monitor the status of invoices.   


 


4.2.3 References 


 


The following additional references are applicable to the Financial Management Office section 


of the Performance Work Statement: 


 DCP-C-001, Core Financial Property Accounting; 


 DCP-C-002, Vendor Invoice Approvals and Costing; 


 DCP-C-020, Travel:  Pre-Travel Process; 


 DCP-C-021, Travel:  Post-Travel Process; 


 DCP-C-023, Emergency Official Government Travel; 


 DCP-C-024, Local Travel; 


 DCP-C-025, Gain-Sharing Travel Savings Program; 


 DOP-C-0006, Core Financial Operation Manual; 


 NPR 9010.1, Financial Management Requirements Overview (Revalidated w/change 


1 - 7/10/12); 


 NPD 9010.2A, Financial Management; 


 NPR 9010.2A, The Continuous Monitoring Program and Financial Management 


Operating Procedures;  


 NPR 9010.3, Financial Management Internal Control;  


 NPR 9050.1A, Official Representational Fund w/Changes 1 - 5 (Revalidated 


05/10/2012); 


 NPD 9050.1B, Official Representational Fund w/Changes 1-2 (Revalidated 


05/10/12); 


 NPR 9050.2A, Advances and Prepayments;  


 NPR 9050.3, The Anti-Deficiency Act (Revalidated May 21, 2013 w/change 1); 


 NPD 9050.3F, Administrative Control of Appropriations and Funds (Revalidated 


with change 1 on 6/8/12);  


 NPR 9050.4, Cash Management and Improper Payments;  
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 NPD 9050.6J, NASA Exchange and Morale Support Activities; 


 NPR 9060.1, Cost Accruals;  


 NPD 9070.1A, Business Cards (Revalidated 11/09/11);  


 NPD 9070.2, Government Charge Cards; 


 NPD 9080.1G, Review, Approval, and Imposition of User Charges (Revalidated w/ 


admin changes 8/28/09);  


 NPR 9090.1A, Reimbursable Agreements; 


 NPR 9095.1, Working Capital Fund Policies and Requirements;  


 NPR 9130.1, NASA Financial Information Systems;  


 NPR 9200.1, Accounting General Overview (Revalidated 3/27/13 with Change 1); 


 NPR 9210.1A, Fund Balance with Treasury;  


 NPR 9220.1A, Journal Voucher Preparation and Approval and Intergovernmental 


Transactions; 


 NPD 9250.1A, Capital Asset Identification and Treatment; 


 NPR 9250.1B, Property, Plant, and Equipment and Operating Materials and Supplies; 


 NPR 9260.1, Revenue, Unfunded Liabilities and Other Liabilities; 


 NPR 9290.1A, Special Accounts;  


 NPR 9310.1A, Financial Management Reports - Accounting; 


 NPD 9310.1D, Delegation of Authority - To Submit the Agency Report on Fund 


Status and the Agency Certification of Obligations and Expenditures;  


 NPR 9311.1, External Reports – Budget;  


 NPR 9420.1, Budget Formulation;  


 NPR 9470.1, Budget Execution; 


 NPD 9501.1I, NASA Contractor Financial Management Reporting System; 


 NPR 9501.2E, NASA Contractor Financial Management Reporting;  


 NPR 9610.1, Accounts Receivable; 


 NPR 9615.1, Accounts Payable;  


 NPR 9620.1, Payroll;  


 NPD 9630.3F, Designation of Authority to Render Advice on Questions Involving 


the Propriety of Certain Payments (Revalidated 08/31/2011); 


 NPR 9631.1, Disbursements; 


 NPR 9635.1, Billings and Collections; 


 NPR 9640.1, Financial Management of Contractor Claims Against NASA; 


 NPR 9645.1, Claims for Erroneous Payment of Pay and Allowances, Travel and 


Transportation, Relocation Expenses and Allowances; 


 NPD 9645.2E, Delegation of Authority-To Waive Claims for Erroneous Payment of 


Pay and Allowances, Travel, Transportation, and Relocation Expenses and 


Allowances-Revalidated (3/27/2013) with Change 1; 


 NPR 9660.1A, Vital Financial Records for Emergency Operations;  
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 NPR 9680.1A, NASA’s Management of Grants and Cooperative Agreements;  


 NPR 9690.1, Investments (Revalidated, November 10, 2011);  


 NPR 9700.1, Travel (w/change 3); 


 NPD 9710.1W, Delegation of Authority - To Authorize or Approve Temporary Duty 


Travel on Official Business and Related Matters; 


 NPD 9741.1B, Delegation of Authority-To Grant Exemptions from the Mandatory 


Use of the Government Contractor-Issued Travel Card (Revalidated 11/2/10). 


4.3 ACQUISITION MANAGEMENT OFFICE  


 


The main function of the Acquisition Management Office (AMO) is to award and administer 


contractual instruments in support of the NASA-AFRC mission.  Contractual instruments include 


contracts, purchase orders, delivery orders, task orders, interagency purchase requests, grants, 


and cooperative agreements.  The contractor’s responsibilities include providing the following 


support: 


 


 Prepare and maintain contractual instrument files, in particular files for Interagency 


Purchase Requests, purchase orders and orders placed against other Government 


contracts (e.g. General Services Administration (GSA) schedules, NASA Scientific and 


Engineering Workstation Procurement (SEWP) contracts, unsolicited proposals and 


Blanket Purchase Agreements); 


 Collect and input data and prepare reports using NASA and NASA-AFRC Business 


Systems (e.g. Systems Applications Products (SAP), the Federal Procurement Data 


System-New Generation (FPDS-NG), Accounts Payable Work Management System 


(AWMS), Invoice Concurrence System (ICS) Contracting Management Module (CMM); 


Wide Area Work Flow (WAWF); and NASA Aircraft Management Information System 


(NAMIS) 


 Provide general administrative support to the AMO such as word processing, filing, 


reproducing, e-mailing, scanning and distributing documents;  


 Run reports as requested (e.g., comparing FPDS-NG and CMM data entry, BOBJ reports, 


etc.); 


 Prepare Service Requests (SR) to Competency Center (CC) as required; and 


 Submit reports to the NASA Competency Center on service requests (SR). 


 


4.3.1 Specific Tasks 


 


Specific tasks constituting acquisitions management office support are, in general, identified in 


the following paragraphs.  On occasion, the AMO will assign the contractor special one-time 


tasks that fall within the general scope of a specific task description but are not identified in the 


paragraphs below. 
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4.3.1.1 Bankcard, Data Processing, and Office Administration Support 


 


The contractor is responsible for performing the following functions: 


 


a. Word Processing: 


 


Prepare documents (forms, letters, envelopes, labels, etc.).  Final versions of all 


documents must comply with NASA and NASA-AFRC policies and procedures. 


 


b. Bankcard Support: 


 


The Contractor shall provide administrative support for the NASA-AFRC Bankcard 


program in accordance with NASA and NASA-AFRC policies and procedures to:   


 


 Assist in establishing Cardholders accounts with purchase-card contractor; 


 Assist cardholders with monthly reconciliation; 


 Import and Export Bank Transactions; 


 Provide Bankcard Manager, Cardholders, and Approving Officials with reconciliation 


status and reports; 


 Assist in maintaining records of cardholders and approving officials, training histories 


and closed accounts; 


 Assist with running reports;  


 Assist with Data Calls from NASA Headquarters and NASA Shared Services Center; 


 Submit reports to the NASA Competency Center on service requests (SR); and 


 Participate in working group activities. 


 


c. Data Processing: 


 


Enter data into Federal Government, NASA and NASA-AFRC Business Systems.  Data 


entry includes, but is not limited to, requisitions, contractual instruments, receiving 


reports, and invoices.  Any incomplete information must be coordinated with the 


originator for completion of required data.   


 


Verify the data provided has been entered as submitted.  If any errors are generated, 


resolve those errors with the data originator. 


 


The contractor shall perform FPDS-NG verification and validation in accordance with 


DPL-5000.1 entitled, “Dryden Plan Code A Procurement Data Quality Plan.” 
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Provide super user, testing, training, and report generation support and maintenance for 


bReady modules (e.g. CMM, SAP) and other related procurement business systems (e.g. 


Enhanced Procurement Data Warehouse (EPDW)) that are in production.  


 


d. Document Distribution: 


 


The contractor shall distribute documents generated in the AMO.  


 


4.3.1.2 Interagency Purchase Request 


 


The contractor must process requisitions designated as being for an interagency agreement, 


except for contracting officer signature, as delineated in Federal Acquisition Regulations 


(FAR) Part 17.5 and NASA FAR Supplement (NFS) Part 1817.5 and 1817.70. 


 


4.3.1.3 Simplified Acquisition Procedures (SAP) 


 


The Contractor shall accomplish simplified acquisition procedures, commonly referred to as 


“small purchases,” or “simplified procedures,” in accordance with applicable regulatory and 


statutory requirements.  The contractor shall have a thorough knowledge of Federal 


Acquisition Regulation (FAR), and other acquisition related guidance or familiarization with 


other agency supplemental procurement regulations (i.e. NASA FAR Supplement (NFS) or 


Defense FAR Supplement DFARS).  All procurement actions, files, documentation, and 


administration shall comply with the FAR, NFS, NASA-DFRC Dryden Organizational 


Procedures (DOP), and other guidance specific to each action.  Typically, purchases made 


using SAP do not exceed the Simplified Acquisition Threshold, as defined by FAR 2.101, in 


value and comply with FAR and NFS Parts 8, 12, and 13.  However, in accordance with FAR 


Part 13.5 using the Test Program for Certain Commercial Items, the threshold for this 


requirement may include commercial item purchases.  


 


In addition to purchase orders, the contractor will be required to prepare orders against 


existing Agency or Government-Wide Acquisition Contracts (GWACs) such as Solutions for 


Enterprise-Wide Procurement (SEWP), General Services Administration (GSA) and Blanket 


Purchase Agreements (BPAs). 


 


The contractor shall administer the resultant orders from award through physical completion.  


Administration includes: (1) document distribution; (2) ensuring on-time delivery of 


procured supplies in coordination with AFRC's Receiving Department; (3) preparing 


modifications as required to formally reflect procurement administration; and (4) transferring 


the physically complete folder to the closeout contractor.  The contractor will be provided 


access to AFRC's acquisition systems to facilitate performance of these tasks. 
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The contractor shall closely coordinate with the CO to ensure that the purchase will be 


prepared, executed, and administered in a manner which accurately represents the 


Government’s needs and is in the Government’s best interests.  The CO may require 


assistance in preparing communications with vendors, potential vendors, contractors and 


customers.   


 


The contractor shall maintain an aircraft parts order log that government personnel can 


access. 


 


4.3.1.4 Procurement Pre–Award Processing 


 


The contractor shall perform the following activities: 


 


 Review requisition package, (statements of work, information technology waivers, sole 


source justifications, etc.) to ensure the package is complete and recommend an 


appropriate course of action to acquire the product or service;   


 Prepare procurement file;  


 Conduct market research to identify potential sources and contract vehicles. Potential 


sources should include socio-economic program participants (i.e., small businesses, small 


and disadvantaged businesses, HUB Zone businesses); 


 Prepare Synopses of Proposed Contract Actions, Request for Quotes (RFQs), Request for 


Proposals (RFPs), Combined Synopsis/Solicitations and synopses of contract award;  


 Publicize contract actions on the NASA Acquisition Internet System (NAIS) Electronic 


Posting System (EPS) and upload documents from NAIS to the Federal Business 


Opportunities (FedBizOpps) website or display in a public place; 


 Document actions leading to instrument award in accordance with FAR and NFS; 


 Prepare award instrument for CO’s signature; 


 Ensure property quality assurance requirements are obtained and issued with solicitation 


and award documentation, as required; and 


 Ensure awards are made to vendors on the Qualified Vendor’s List or appropriate waivers 


are obtained, in accordance with DCP-058, as required. 


 


Prior to release of (1) synopsis; (2) solicitation; (3) orders; and (4) modifications to items (1), 


(2), and (3) outside of the AFRC AMO, the contractor shall submit all documentation to the 


CO for review and/or signature.  


Selection of firms for award and signing of obligating documents shall remain the 


responsibility of a NASA-AFRC CO. 
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4.3.1.5 Procurement Post-Award Processing 


 


The contractor shall perform the following activities: 


 


 Prepare appropriate documentation for the exercise of options, incremental funding and 


other modifications. 


 Track and maintain incremental funding profiles (such as value, cumulative obligated 


dollars, and future Program dollars to fully fund) in order to ensure timely obligations. 


 Perform follow-up actions on all delinquent orders as soon as possible in order to protect 


the Government’s interests.   


 Serve as the focal point for collecting, delivering, transferring, tracking, 


photocopying/scanning, and returning procurement files (e.g., contract, purchase order, 


grants/cooperative agreements) to and from Contract Specialists, Contracting Officers, or 


the file room for internal or external audits, surveys and special requests.   


 


4.3.1.6 Construction Support  


 


 Review contractor payroll against the Wage Determination in the contract and identify to 


the Contracting Officer incorrect wage classifications, incorrect hourly wages, fringe 


benefits problem, and apprentice program compliance. Draft correspondence to have any 


discrepancies corrected.   


 Monitor the receipt of the payrolls to ensure that they are being submitted within the 


required time frames.   


 Setup and prepare reports, letters, mailing labels, and other text materials. 


 Respond to inquiries from customers and provide information about the procurement 


status. 


 Process visitor requests and escort visitors. 


 Enter data from documents into CMM, FPDS-NG, and other procurement systems. 


 Assist with the filing and reproduction of procurement documents. 


 Assist with the logistics and coordination of preconstruction orientation and site visits. 


 Attends construction meetings and records action items. 


 


4.3.2 AMO Lead 


 


The AMO lead shall be responsible for: 


 


 Assigning work; 


 Tracking work assignments from inception until close-out with particular emphasis on 


ensuring customer deadlines are met and are in accordance with the Federal Acquisition 


Regulations and NFS; 
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 Preparing various reports related to workload, i.e. requisitions received, orders placed, 


delivery received, invoices paid, etc.), competition goals, procurement lead-


times/milestone tracking, etc.; 


 Maintaining currency on office policies, processes, and procedures;  


 Coordinating and reviewing acquisition related documents to formulate a recommended 


acquisition strategy to the Acquisition Management Office’s assigned CO; and 


 Training or obtaining training for staff so they are current on office policies, processes, 


and procedures. 


 Ensuring all personnel working under this contract are fully trained, competent, and 


experienced in the acquisition disciplines necessary to perform the tasks assigned. 


 


The AMO lead shall possess the following qualifications:  


 


 B.A. or B.S. degree or higher (Business or Business related field is preferred), or a 


minimum of 6 years of federal acquisition related experience; 


 General knowledge of the Federal Acquisition Regulation, with specific knowledge 


related to FAR Part 13, Simplified Acquisition Procedures; and 


 Have the ability to manage office workload for a staff of 3-7 people.  


 


4.3.3 References 


 


The following additional references are applicable to the Acquisition Management Office section 


of the Performance Work Statement: 


 DCP-A-001, Using the Procurement System; 


 DCP-A-007, Purchase Card Process; 


 DCP-A-012, Identification of Vendor Sources; 


 DCP-A-014, Aircraft Parts Purchasing; 


 DOP-A-004, Socioeconomic Programs; 


 DOP-A-005, Non-Competitive Procurement; 


 DOP-A-006, Past Performance Information; 


 DOP-A-011, Purchase Card Program Coordinator; 


 DPD-5101.1-001, Requirements for Legal Review of Acquisition Matters; 


 NPD 5000.2C, Small Business Subcontracting Goals;  


 NPD 5101.1E, Requirements for Legal Review of Procurement Matters;  


 NPD 5101.32E, Procurement, Grants, and Cooperative Agreements;   


 NPR 5101.33A, Procurement Advocacy Programs;  


 NPR 5200.1D, Industrial Labor Relations Manual;  


 NPD 9070.2, Government Charge Cards.  
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4.4 TECHNICAL PUBLICATIONS OFFICE SERVICES  


 


The NASA-AFRC Technical Publications Office’s (TPO) function is to provide specialized 


publishing services in support of the NASA Scientific Technical Information (STI) Program. 


 


4.4.1 Primary Technical Publications Functions 


 


The primary functions include technical editing and related assistance such as formatting to 


pertinent STI and other applicable specifications. In addition, the contractor shall perform all 


related functions, such as work control and scheduling; customer support; development, 


documentation, and maintenance of internal operating procedures and systems; data gathering; 


records maintenance; productivity and project status report preparation; and problem follow-up 


and resolution. 


The TPO shall accommodate walk-in customers and requirements that occur throughout the 


business day. Extended hours may be required to promote operating efficiencies and ensure that 


deadlines are met.   


The contractor shall respond to customer contacts, especially over the telephone and e-mail 


systems. 


The contractor shall also be periodically asked, and expected, to provide input to assist NASA in 


streamlining the reports and publications process. These may be formal or informal (verbal, 


interview, e-mail, up to and including, creating or editing of process documents).  


Printed reports shall contain no proofreader-caused errors.   


All required files shall be obtained and ready for use by editors by the final document stage. 


The quality of the finished products shall meet or exceed those of professional technical 


publications, such as Institute of Electrical and Electronics Engineers and American Institute of 


Aeronautics and Astronautics (IEEE and AIAA) journals and proceedings.    


Some work assignments may require personnel to have a SECRET security clearance. 


Specific tasks constituting technical publications office support are, in general, identified in the 


following paragraphs.   


4.4.2 Editing and Formatting 


 


The contractor shall provide technical editing; proofreading; editorial assistance, formatting 


(including manual and/or electronic format, layout, and graphic art and photograph placement); 


and document distribution services. 
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The contractor shall review, edit, rewrite, and prepare for publication manuscripts dealing with 


advanced technical subject matter in the areas of aeronautical or physical science, mathematical 


theory, engineering disciplines, and computer science; and shall ensure that said reports comply 


with applicable standards, policies, and procedures, including those pertaining to Greek and 


mathematical notation.  The Contractor shall coordinate all aspects of editorial production (on-


line and hard copy), resolve questions arising from author review and proofreading, and ensure 


that printing and distribution requirements are met.  


 


The contractor shall proofread draft and produce draft and final versions of technical reports, 


reading for clarity, grammar, punctuation, spelling, capitalization, usage, and format to ensure 


compliance with good writing standards and NASA publication standards and policies; and shall 


examine documents for obvious errors and appropriate layout, comparing them with previous 


versions to ensure that the revised versions comply with editor and author modifications.  The 


Contractor shall facilitate all necessary changes to the final version and ensure that the document 


is ready for duplicating, printing, and electronic distribution (electronic Document Availability 


Authorization) to the AFRC STI Manager; shall ensure that front matter is correct, and that 


appropriate restriction notices are properly included; and shall prepare instructions for the 


duplicating machine operators and/or printing specialist.  


 


The contractor shall edit and determine the size of computer-generated illustrations and line 


drawings as well as adding crop marks for photographs appearing in formal NASA series 


reports, journal articles, and meeting papers; and shall prepare work orders and collaborate with 


the Graphics and Photo/Imaging departments to facilitate the production and integration of 


figures into reports during all phases of report preparation.   In cases in which graphic art or 


photographs have been used in previous publications, the contractor shall retrieve these items 


from the NASA AFRC archives and integrate them into the current document when possible.  


 


The contractor shall process incoming drafts and electronic files from authors for editing and 


production preparation; and shall modify electronic files containing peer-reviewed versions to 


conform to editor and author revisions. The contractor shall archive and prepare electronic files 


of finished documents and/or bibliographic citations with abstracts for further electronic 


distribution; and shall check reference citations for accuracy.   


 


The contractor shall provide information management services for the AFRC Technical 


Publications functions in compliance with applicable standards.  The contractor shall produce 


on-line products from database records for electronic distribution and print-on-demand 


processing.  


 


The contractor shall provide electronic publishing support for various documents, such as NASA 


Series reports, journal articles, and meeting papers.  Document preparation consists of producing 


electronic files for on-line dissemination and printing using an electronic publishing print-on-


demand system. The electronic publishing software package used is Microsoft Word on a 
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Windows platform; limited support for Word on a Macintosh platform is also available. Adobe 


Acrobat is used for creating Portable Document files (PDFs) to archive the final version of edited 


documents. The Graphics and Photo/Imaging Departments typically provide illustrations 


products using Adobe Illustrator and Adobe Photoshop; however, these documents originate in 


the software packages provided by authors and may have been originated using Windows or 


UNIX operating systems.  Such computer files shall be created, modified, transferred, converted, 


and saved into Microsoft Word formats on appropriate platforms to allow integration into 


electronic documents. While the software programs mentioned are currently used at AFRC, new 


AFRC or Agency software programs may be introduced as needed. 


 


The contractor shall ensure that the final output meets publication requirements, including good 


electronic publishing and typesetting standards and principles.  


 


The contractor shall archive electronic copies of published documents in original production 


format (currently Word) and in PDF on the local server backup system. 


 


The contractor shall create PDF files for incorporation into the AFRC Technical Reports Server, 


using Adobe Acrobat software. 


 


The contractor may occasionally assist the NASA-AFRC authors in submitting a final document 


to a conference or a journal. If the conference or journal Web site requires a password or an 


account (or both) in order to upload a document, the primary author or coauthor assumes full 


responsibility for the password, the account, and the task and success of the upload. The TPO 


neither creates nor maintains these types of accounts. There is no circumstance under which a 


TPO staff member would share any type of password(s). The contractor shall perform all tasks 


necessary to produce a submittal-ready final manuscript that the author will submit to the 


conference or journal before the required deadlines. 


 


4.4.3 Visual Information 


 


The contractor shall plan and create visual materials in support of the Technical Publications 


Office. Examples of office support tasks include, but are not limited to, the following: 


 Assemble and analyze information to write and design technical and business 


presentations, reports, briefs, and related technical and administrative publications in 


support of all AFRC Mission Directorates to be given to Headquarters (HQ), Partners, 


and other very important persons (VIPs) about AFRC Programs, Projects, and technical 


capabilities. 


 Effectively communicate both orally and in writing, in order to prepare documentation 


and instructions on how to conduct design projects; interpret information; and present 


visual summaries of data to establish technical specifications and to develop the subject 


material for publication. 
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 Incorporate existing or coordinate the development of multimedia materials with AFRC 


Photo, Video, and Graphics departments in development of these presentations. 


 Develop and maintain a library of presentations of various projects and capabilities to 


rapidly re-use or assemble key leadership presentations on short notice. 


 Support AFRC Office of the Director in presentation development (AFRC 101, 


Administrator and Associate Administrator (AA) briefings, etc.). 


 Establish and manage a standard, unified "look and feel" template for all presentations to 


ensure consistent high quality communications. 


 Arrange material including photographs, drawings, sketches, diagrams, and charts to 


illustrate material for production, duplication and distribution. 


 Track and respond to action items from various sources. 


 Assist with the development and maintenance of documentation to include desktop 


procedures and continuity folders. 


 


4.4.4 Specialized Office Support 


 


The Contractor shall provide specialized office support for the TPO.  Examples of office support 


tasks include, but are not limited to, the following: 


 


 Order copies of reprints of AFRC-generated technical reports; 


 Prepare historical and administrative files and records for storage or archive;  


 Close out, destroy, or send electronic and paper records and files to storage, archive, or 


both, as required by Agency recordkeeping ruling documents.  


 


The contractor shall create, maintain, modify, augment, test, and document conventional and 


electronic databases, files, and records used to administer, log, and track activities of the NASA 


AFRC STI editing, publishing, and document preparation. The contractor shall ensure that the 


database and file administration is reliable, timely, accurate, and not corrupt.  The contractor may 


use the data contained in these databases to generate the following, as required: 


 


 Productivity, job status, and progress reports; 


 Publication production elements, such as research report art numbers, document 


designators, and number of pages, equations, and figures in the original draft manuscript 


versus the final STI document; 


 Mailing and distribution lists; 


 Inventories, maintenance requests, and repair status records for equipment;  


 AFRC Technical Reports Server: URL http://dtrs.AFRC.nasa.gov/; 


 Historical files for each finished report.  


 


The contractor shall provide the TPO Task Monitor (TM) a weekly publications productivity and 


project status report regarding all assigned products.  Cumulative productivity and project status 



http://dtrs.dfrc.nasa.gov/
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reports for the fiscal year shall be submitted to the TPO TM within the first 3 working days of 


each month and shall contain data for the previous month.  


 


4.4.5 Visual Information Position Requirements 


 


Knowledge of the theories, principles, and concepts of artistic design and display and visual 


communication in order to apply the most recent technical advances in the field of graphic arts in 


the development, design, and projection of a wide variety of visual materials (e.g. booklets, 


pamphlets, brochures, reports, Power Point presentations, posters, event programs, certificates, 


etc).  Knowledge of a range of technical and creative methods and practices relating to the 


design, development, and production of visual materials including computer hardware, software, 


and applications in order to develop, design, and produce visual materials.  Ability to 


conceptualize and design products and develop contents for visual materials and develop visual 


products. 


 


4.4.6 References 


 


The following references applicable to the Technical Publications Office section of the 


Performance Work Statement: 


 


 DCP-R-001, Technical Publications Development and Approval; 


 DCP-R-005, Approval Process for Formal Oral Presentations; 


 DCP-R-006, Publishing, Distributing, and Archiving Scientific and Technical 


Information (STI); 


 DCP-R-008, Patents; 


 DCP-X-002, Export Control Program; 


 NASA NPD 2200.1, Management of NASA Scientific and Technical Information 


(STI); 


 NASA NPR 2200.2, Requirements for Documentation, Approval, and 


Dissemination of NASA Scientific and Technical Information; 


 NASA Scientific and Technical Information: Scope and Subject Category Guide, 


URL http://www.sti.nasa.gov/sscg/subcat.html;  


 NASA SP-2006-2114, “NASA Scientific and Technical Information Standards,” 


October 2006; 


 NASA SP-7084, Grammar, Punctuation, and Capitalization: A Handbook for 


Technical Writers and Editors, 1990; 


 NASA SP-2005-7602 (Rev.1), NASA Publications Guide for Authors, July 2005; 


 NASA TM 105419, Technical Report Writing; 


 NPR 1441.1, NASA Records Retention Schedules; 


 NPR 2190.1, NASA Export Control Program; 


 NPR 1600.1 NASA Security Program Procedural Requirements; 



http://www.sti.nasa.gov/sscg/subcat.html
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 NPR 2810.1, Security of Information Technology;  


 ANSI/NISO Z39.18-2005, Scientific and Technical Reports-Preparation, 


Presentation and Preservation; 


 ANSI/NISO Z39.23-1997 (R2009), Standard Technical Report Number Format 


and Creation; 


 David F. Fisher, "The Dryden Publications Guide for Authors, Procedures for the Writing 


and Approval of NASA Series Reports, Conference Papers, and Journal Articles," 


January 2008; 


 Van Buren, Robert, and Mary Fran Buehler, The Levels of Edit, Second Edition, 


Jet Propulsion Laboratory, Pasadena, California, January 1980; 


 Swanson, Ellen, Mathematics into Type: Updated Edition, American 


Mathematical Society, Providence, Rhode Island, 1999; 


 Style sheets with precise instructions from numerous professional associations 


and journal publishers. 


4.5 RESEARCH LIBRARY SERVICES   


 


The mission of the NASA-AFRC Research Library is to identify information resources that 


support research in science and technology information and deliver those resources to all AFRC 


personnel, regardless of the medium in which that information is stored. Media of information 


available through the AFRC Library include printed materials such as reports, books, journals, 


subscriptions, and reprints and non-print materials such as microfiche, Read Only Memory (CD 


or DVD-ROM), and electronic information. 


 


The contractor must acquire a working knowledge of NASA Galaxie/Workflows, NASA Center 


for AeroSpace Information (CASI), Scientific and Technical Information (STI) files, Online 


Computer Library Center (OCLC) systems, Interlibrary Loan (ILL) systems, the NASA Digital 


Library (NDL), Ask-a-Librarian (AAL), Defense Technical Information Center (DTIC), and 


other databases as needed.   


 


The contractor must be able to acquire a SECRET security clearance with a working knowledge 


of Controlled Unclassified Information (CUI) and Classified National Security Information 


(CNSI) procedures, as not all documents are available to all library patrons. 


 


To complete this mission, the contractor must be available to cover the library during normal 


operational hours which is currently accessible from 7:30 AM to 4:00 P.M., Monday through 


Friday, and will perform tasks in four primary areas: support the STI Office, circulation, 


reference, and acquisitions.   
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4.5.1 Tasks 


 


4.5.1.1 Supporting the STI Office 


 


The contractor shall shepherd the NASA Document Availability Authorization (eDAA or NF-


1676B) process, with can include collecting, filing, distributing, and entering data into eDAA 


form.   


4.5.1.2 Managing Circulation of Holdings  


 


The contractor shall be responsible for circulation management. Circulation management 


involves maintaining accountability of all library holdings that are loaned to patrons. Circulating 


items will be inventoried annually. Items circulated typically include subscriptions, books, and 


mixed media.   


 


4.5.1.3 Providing Ready Reference Service 


 


Ready Reference services involve obtaining and providing information requested by patrons.  


Service begins when a patron requests information and provides the library with sufficient 


bibliographic data to search for the item.   


 


In turn, the contractor shall satisfy the request with the aid of manual or on-line computer 


searching methods. Upon locating the requested information, the contractor determines the 


quickest and most cost-effective method for acquiring it. 


 


4.5.1.4 Acquiring Library Holdings  


 


The acquisition duties involve the contractor obtaining an Inter Library Loan (ILL) that requires 


sending or returning materials to a lending library. Requests requiring purchase and / or special 


access are identified by the contractor and transferred to the government librarian. They also can 


be ordered through NASA document service with approved deposit accounts for a varying fee 


per document.   


 


4.5.1.5 General Overall Responsibilities  


 


The contractor is responsible for performing the following tasks: 


 


 Greet patrons and answer phones; record and distribute messages; respond to both routine 


and time-critical or urgent messages. 


 Familiarize patrons with the Research Library systems and services.   


 Escort, assist and refer customers to appropriate staff members. 


 Foster good customer relations and publicize library services via a monthly newsletter. 







   


NND15520845R 
Attachment A 


Page | 27 
 


 


 


 Keep statistical records of patron’s usage of the library, records of documents requested, 


journals circulated, and library cards.   


 Receive, sort, and distribute incoming mail. 


 Shelve new and returned library material.  Organize and straighten shelf holdings as 


needed.  This may include lifting heavy objects. 


 Designate surplus circulation materials per policy. 


 Maintain interlibrary relations with NASA and other libraries. 


 Prepare shipping documents and mailing labels. 


 Participate in telephone and videoconferences pertaining to library issues as directed by 


the Government librarian (or Library Task Monitor (TM)). 


 Attend training as directed. 


 Provide monthly reports (statistics) and other reports as required to management. 


 Develop and maintain general office files, functional procedures, and specialized files 


and archives systems as directed. 


 Provide administrative support for special events or visitors, including gathering data; 


copying reports; escort; delivery including shipping; other clerical functions as required. 


 Safeguard classified documents, information, and systems. A safe will be provided for 


classified reports.   


 Update Research Library Procedures Manual every October. 


 


4.5.2 Library Position Requirements 


 


Completion of a California college level approved course in basic library skills or two years full 


time recent equivalent experience. The Contractor shall be knowledgeable of and remain 


proficient in Microsoft Office Products, Word, Excel, Access and Power Point. Accurate 


correspondence, charts, and reports shall be completed to meet the requirements of the office. 


 


4.6 REPRODUCTION CENTER SERVICES  


 


The Reproduction Center services the needs of NASA-AFRC.  The general requirements for the 


Reproduction Center and Government Printing Office (GPO) printing support services at AFRC 


are set forth in this section.  


 


The Reproduction Center has a number of machines that if not properly operated or monitored, 


could cause damage or injury.  As a minimum, two qualified contractor personnel must be 


present during high-speed machine operations, including punching, binding and stitching 


operations. Safe Operation checklists must be adhered to in all operations.  The contractor must 


update the Safe Operation checklists as needed to maintain a safe working environment. 


 


The customer will identify to the contractor the expected outcome, including the quantity and 


quality of work to be provided.  







   


NND15520845R 
Attachment A 


Page | 28 
 


 


 


 


Some work assignments may require personnel to have a SECRET security clearance. 


 


4.6.1 General Support Tasks  


 


The contractor shall reproduce documents, perform work control and scheduling; customer 


support; development, documentation, and maintenance of internal operating procedures and 


systems; data gathering; records maintenance; productivity and project status report preparation; 


and problem follow-up and resolution.  


 


The contractor shall prepare materials generated within the reproduction facility for distribution, 


mailing, and shipment.  Activities include stuffing envelopes, preparing mailing labels and 


shipping forms for materials requiring internal, national, and/or international distribution via the 


AFRC Mailing/Receiving Facility, U.S. Post Office, and commercial shipment vendors, such as 


Federal Express.  The contractor shall also deliver these packages with appropriate mailing 


and/or shipping documents to the designated Center drop-off point when necessary.   


 


The contractor shall create, maintain, modify, augment, test, and document conventional and 


electronic databases, files, and records used to administer, log, and track activities of the 


duplicating machine operation, and GPO printing processes. The contractor shall ensure that the 


database and file administration is reliable, timely, accurate, and not corrupted.  The data from 


these databases may be used to generate the following as requested: 


 


 Productivity, job status, and progress reports. 


 Mailing and distribution lists. 


 Report consumption of general office supplies and materials used in the completion of 


duplicating work.  


 Inventories, maintenance requests, and repair status records for Government-provided 


equipment.  


 


The contractor shall operate equipment in accordance with manufacturer’s specifications.  


Contractor shall initiate and track maintenance calls and/or service requests according to the 


manufacturer’s recommended schedule.  Contractor shall initiate and track repair requests and 


ensure that all repairs performed are complete.  Contractor shall notify the Reproduction Task 


Monitor (TM) of any repair needs and/or problems with maintenance/service contractor activities 


within 24 hours of each occurrence. 


 


4.6.2 Reproduction Center Support Tasks  


 


Contractor shall duplicate, assemble, bind, and prepare for distribution unclassified technical 


reports, administrative documents, and public communication documents/notices.  Contractor 
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shall assemble, bind, and prepare for distribution classified technical reports, administrative 


documents, and public communication documents/notices.  Jobs may be in the form of hardcopy; 


electronic network files or removable electronic media. 


 


The contractor shall maintain records in conformance with the Joint Committee on Printing 


(JCP), NASA Headquarters, and AFRC reporting requirements.  The Contractor shall submit to 


the TM data requirements for the JCP and NASA reports.  This data shall be provided by 


October 5th each year. Government-supplied, forms, spreadsheets, and database systems shall be 


used to manage the information and maintain records sufficient to respond to specific JCP and 


other NASA reporting requirements. 


 


The NASA AFRC Reproduction Center is open Monday through Friday from 7:30 a.m. to 4:00 


p.m. Contractor shall accommodate walk-in customers and requirements that occur throughout 


the business day.  Extended hours may be required to promote operating efficiencies and ensure 


that deadlines are met.   


 


The contractor shall operate equipment according to manufacturer’s specifications.  The 


contractor will attend training on new equipment and systems as necessary or as directed. 


  


4.6.3 Government Printing Office Support Tasks  


 


The contractor shall support the Installation Printing Management Officer in the performance of 


various tasks.  Contractor shall prepare and send out print orders for GPO printing.  Tasks 


include assistance in preparing previously duplicated original materials for compilation into 


bound volumes ensuring source material is suitable, itemizing quantities and dates, and filling 


out the required forms.   


 


The contractor shall maintain up-to-date database of GPO printing orders.  A file containing a 


hard copy of each GPO print order and associated documentation shall be compiled and 


maintained by year for a minimum of 3 years. 


 


4.6.4 Reporting Requirements  


 


Submit to the Task Monitor duplicating and printing data requirements for the Joint Committee 


on Printing (JCP) and NASA reports on a monthly basis.  A cumulative report for the fiscal year 


(October 1 through September 30) is due by October 5th of each year. 


 


The contractor shall provide the NASA TM a duplicating and printing productivity and project 


status report regarding all assigned products on a weekly basis.  The number of duplication and 


printing work orders, copies or impressions accomplished, and amount saved via use of the 


AFRC “Save-A-Tree” program will also be included.  Cumulative productivity and project status 
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reports for the fiscal year shall be submitted to the TM within the first 5 working days of each 


month and shall contain data for the previous month. 


 


The contractor will notify the NASA TM orally and in writing within 1 working day of receipt of 


the assigned task if difficulties arise in meeting the requested due date. 


 


4.6.5 References  


 


The contractor shall comply with the requirements specified in the following guidance and with 


applicable NASA AFRC policies and procedures: 


 


 GPO Publication 305.1, GPO Agency Procedural Handbook, 1988  


 GPO Publication 310.2, as revised; GPO Contract Terms 


 S. Pub. 101-9, Joint Committee on Printing (JCP) Government Printing and Binding 


Regulations, 1990 


 NPG 1490.1H, NASA Printing, Duplicating, and Copying Management 


 Public Law, Section 207 (a) of the Legislative Appropriations Act of 1993, as revised 


 Sections 106-118 of the Copyright Act 


4.7 OFFICE OF STRATEGIC COMMUNICATIONS 


 


The Office of Strategic Communications provides a comprehensive suite of products and 


services designed to provide for the widest practicable and appropriate dissemination of Center 


information to employees, the public, and media. The office is responsible for developing, 


reviewing, approving and distributing time-sensitive information to a broad and diverse 


audience. Accurate and clear oral and written communications is critical in all aspect of the 


contract work.  


 


4.7.1 Strategic Communications Office and Administrative Support 


 


The Contractor shall: 


a. Provide administrative support for office staff, which includes (but not limited to): 


 


 Create, update and maintain on a regular basis office management and technical files. 


 Provide presentation ready graphics from databases, drawings, and notes.  


 Technical support and administration of fiscal reports for office projects, submission 


of month-end activity reports, maintenance and submittal of outreach and media 


events calendar, and tracking and compilation of office performance metrics.  


 Provide support for the development and implementation of computer technology-


based systems. 
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 Perform needs assessments and developing computer-based solutions to assist in the 


development and tracking of office-related tasks. 


 Provide technical support for office workshops and special events. 


 Provide support for the implementation of electronic technology systems to support 


office operations as defined by the Chief of Strategic Communications. 


 Identify and coordinate logistics for facility support requirements for office 


operations. 


 Support Center and office outreach activities through information gathering and 


reporting using electronic media. 


 


b. Serve as office technical representative on various computer systems related teams and 


processes. 


 


c. Staff front desk, greet public, answer phones and follow through with information 


requests as needed. 


 


d. Attend and record minutes of weekly office staff meetings, and other meetings as 


required.   


 


e. Assemble media and other information packet requests for special functions. 


 


f. Place photographic and video orders as needed to support media and outreach activities. 


 


g. Receive and respond to public and electronic mail as needed. 


 


h. Coordinate office supply orders and maintain working inventory of necessary products in 


support of office functions. 


 


i. As time allows, provide transcription services in support of multimedia products, 


interviews, oral histories and related products. 


 


4.7.2 Media Relations and Public Affairs 


 


The Contractor shall: 


a. Ensure that all material released to the public by the Strategic Communications Office is 


appropriately reviewed and approved for technical accuracy and sensitivities related to 


NASA Policy, proprietary issues, classification, Export Control, etc.; are technically 


accurate; and approved in accordance with regulations. 
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b. Maintain database of information products, fact sheets, and collateral materials for 


distribution in support of media and outreach functions for the Center. Maintain working 


inventory of collateral products and order new products in coordination with office 


management. 


 


c. Maintain currency with AFRC programs and schedules by attending program/project 


staff meetings, planning meetings, reading reports and program plans, and through direct 


interaction with technical staff and crew chiefs. Prepare weekly and monthly reports as 


needed. 


 


d. Attend and participate in numerous weekly and monthly program and public affairs 


conference calls and video teleconferences related to center activities. 


 


e. Develop and distribute news releases, media advisories, b-roll, photographs, graphic files 


and related products to print and electronic media, documentary and entertainment media, 


production houses and related industry entities as required/requested. Serve as escort for 


media visits and tours. Facilitate and coordinate phone and on-site media interviews and 


provide background information in support of center news stories. 


 


f. Assist in the identification of AFRC team members and support staff (Civil Servant and 


Contractor) for media and outreach events identified by the Chief of Strategic 


Communications.  The Chief, Strategic Communications will coordinate actual 


participation in accordance with appropriate policies and procedures. 


 


g. Support office with special media events when needed, and provide Public Affairs 


Products as necessary (e.g. write press releases, escort media and other tasks) as 


identified by the AFRC News Chief. 


 


h. Provide Public Affairs Products related to assigned research products, this includes News 


Releases, articles for the X-Press, story captions, Fact Sheets, and Information 


Summaries. 


 


i. Provide editing services to ensure all material released to the public is grammatically 


correct and conforms to NASA Style Guide, NASA Communication Material Review 


standards, and Associated Press (AP) style guide standards as appropriate. Material could 


include: written communications and letters, manuscripts, award nominations, grant 


proposals, brochures, articles, white papers, event proceedings, projects summaries, 


monographs, speeches web material news releases or other products as requested. 


 


j. Develop talking points, response to questions (RTQs) and similar backgrounders in 


support of programs, projects, and administrative functions conducted at the center with 


high media and public visibility. 
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k. Coordinate Public Affairs outreach activities involving AFRC projects with other NASA 


centers, Mission Directorate public affairs staff at NASA HQ, Office of Communication 


Staff, partner agencies, academic, and commercial entities. 


 


l. Provide office with support and products by coordinating with project managers, 


engineers, Flight Operations, and other personnel as required. 


 


 Provide weekly report of media contacts and other significant events. 


 Coordinate with photo and video departments for visual record of aerospace projects 


flights or significant events/milestones. 


 Set up interviews with project personnel regarding AFRC milestones and events as 


requested. 


 


m. Support office leadership in formulating strategic direction and content management for 


AFRC web page.  


 


 Maintenance of center Fact Sheet and Information Summary web pages 


 Maintenance of Press Release web pages  


 Development and maintenance of Public Affairs, History, and other office supported 


web pages and web-related products as defined by the Chief of Strategic 


Communications 


 Write feature stories, photo caption, fact sheets, and updates. 


 Development and validation of products delivered to AFRC for incorporation on the 


NASA public WWW site. 


 Support the development, review, editing and approval of all web content to ensure 


material is technically accurate. 


 


4.7.3 Exhibits and Public Outreach 


 


The Contractor shall: 


a. Develop a promotion and exhibits plan for each fiscal year (Oct-Sept) for approval by 


Chief of Strategic Communications. The plan should include, but not be limited to, event 


dates, sponsor, exhibit type, estimated cost (materials, travel, staff), and attendance.  


 


b. Coordinate AFRC communication and exhibits functions that may include the 


development and implementation of specific marketing plans. 
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c. Oversee the development of brochures; exhibit support materials, and exhibits as well as 


printed, video, and electronic-based products as approved by Chief of Strategic 


Communications. 


 


d. Attend designated conferences, workshops, events, and trade fairs in support of center 


and agency exhibit events. 


 


e. Provide overall management, oversight and implementation of the Agency Air Show 


Exhibit in coordination with Office Chief and NASA HQ ARMD Exhibits and outreach 


lead. Attend designated air shows, events, and other venues to conduct communication 


and staffing of exhibits per NASA HQ requests. 


 


 Develop proposed list of events and activities for leadership approval.  


 Coordinate with the AFRC exhibit staff and management to report attendance 


numbers. 


 Coordinate with the AFRC exhibit staff and management to develop, maintain, and 


ship exhibit materials per NASA HQ requirements. 


 Coordinate with AFRC, other centers, cooperating agencies, and event venue staff to 


provide logistic support for exhibits including shipping to/from venues, booth 


logistical requirements, labor, set-up requirements and product services. 


 


f. Serve as executive editor for X-Press and publish newsletter on a monthly basis and as 


time allows, produce Special Delivery, and other AFRC publications. Research and write 


articles and coordinate supporting functions such as:  


 


 Conducting interviews;  


 Obtaining supporting documents and materials;  


 Editing stories;  


 Providing assistance and supporting in the layout of the hard-copy and web versions 


of X-Press; 


 Creating new features; and, refining design and content of publication.  


 Creating and maintaining computer file  


 Assigning photos for stories and selecting prints, scanning and resizing photos.  


 Making duplicate versions and modifying both for use with the hard copy and Web 


versions of the X-Press.  


 Preparing necessary documents and updating instructions on the X-Press subscriber 


list for the printing vendor. 


 Responding to inquiries from news media requests for reprint X-Press Articles or 


photos.  
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 Assisting other NASA Centers with stories they would like to run that have appeared 


in the X-Press and obtaining informative pieces for the X-Press from other Centers 


using the Internet and NASA Center resources.  


 Filing older X-Press editions and keeping edited content on file for two years, 


including an updated file of photos. 


 As necessary, providing guidance and assigning work to the assistant editor or other 


support personnel. 


 


g. Design and prepare electronic layout for prepress of special publications, such as 


monographs, brochures, flyers, fact sheets and others as assigned. Provide printer’s 


dummies of special publications for Government Printing Office (GPO) requests. 


Publications must meet NASA and AFRC graphic standards. Final design, layout, and art 


approvals rest with the Center Art Coordinator. 


 


h. Provide limited support of Center tours and special guest visits including: facilitating 


security credential process, developing agendas, coordinating with project leads, 


preparing advance materials, and escorting visitors on tours.  


 


4.7.4 History and Archival Services 


 


The Contractor shall: 


a. Serve as AFRC Chief Historian gathering documents, conducting oral history interviews, 


and obtaining other sources of information about the history of the Center for inclusion in 


the archive and generation of historical publications.  This includes: 


 


 Researching, planning, and conducting oral history interviews with identified people. 


 Coordinating transcription of audio and video interviews. 


 Editing returned transcriptions in accordance with standard oral history practices and 


providing transcriptions (with required review/approval agreements) to interviewees 


for review. 


 Making corrections as necessary and archiving the corrected interview, with 


audiotape and agreements in the AFRC Historical Reference Collection. 


 


b. Research, write, and edit articles and historical monograms in coordination with the Chief 


of Strategic Communications. 


 


c. Review recent and historical documents on the AFRC Website, and elsewhere, and 


submit updates/corrections to the Chief of Strategic Communications to ensure historical 


accuracy and quality control of information in accordance with AFRC web policy and 


procedures. 
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d. Assist with developing scripts for video projects.  


 


e. Review history manuscripts for NASA HQ, academic journals, and other organizations as 


requested by the Chief of Strategic Communications. 


 


f. Organize history office symposia and other engagements as requested. 


 


g. Research and write history papers for presentation at professional societies and other 


venues as requested. 


 


h. Coordinate and/or research and write monographs, books, papers and related historical 


publications as defined by Chief of Strategic Communications and funded by NASA HQ 


Aeronautics Research Mission Directorate or other entities. 


 


i. As time allows, organize documents (both electronic and paper) and store archival 


documents by topic.  Create/maintain an electronic database to serve as a finding aid for 


all archival materials. 


 


 Collect (and generate if possible) flight logs of research aircraft assigned to the 


Armstrong Flight Research Center. 


 Review archival films and videotapes, catalog their contents, and prepare electronic 


finding aids.  The review includes the review of archival films and coordinating the 


shipment of films for preservation and content transfer to electronic or other mediums 


by specialists.   


 Organize converted film electronic/video media and other video resources.  Create an 


electronic database to serve as a finding aid for all archival materials in such a way 


that it will enable users to search for video materials by airplane, pilot  (if 


identifiable), and project.  


 Prepare reports on the status of holdings, their organization and their inclusion in the 


electronic index. 


 


4.7.5 Social Media 


 


The Contractor shall: 


a. Manage and coordinate social media initiatives for the Center in coordination and 


collaboration with NASA HQ Social Media strategy.  


 


b. Maintain and coordinate content development for Social Media accounts including but 


not limited to FaceBook, Center Blogs, Twitter, YouTube, Google+ and other similar 


efforts as directed by Strategic Communications Chief. 
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c. Approve new sites/accounts consistent with Agency guidelines. 


 


d. Propose topics appropriate for social media events and work with local and HQ 


management to seek approval for conducting such events. In coordination with office 


staff and other center personnel, coordinate all outreach and logistical activities for 


implementing social media events such as NASA Socials and Google+ Hangouts. 


 


e. Provide in-house consulting and training on best practices and strategy for social media 


use throughout the Center and occasionally, external audiences. 


 


f. Work in close coordination with Public Affairs Specialists and program/project leads to 


proactively develop content and align content with larger strategic communication 


priorities and campaigns. 


 


g. Monitor and moderate chat rooms, message boards, and comment sections of center 


social media accounts and reply as appropriate. 


 


h. Maintain situational awareness of other official NASA accounts and collaborate with 


account owners to leverage local activities for broadest public reach. Provide periodic 


support to other NASA Centers and Mission Directorates for related social media events.  


 


i. Track and report weekly and monthly metrics in accordance with best practices and 


NASA requirements. Analyze metrics and implement strategies to maximize reach within 


available resources. 


 


4.7.6 New Hire Guide 


 


The Contractor shall provide a New Hire Employee Liaison who will: 


a.  Act as a resource for providing information to newly hired Civil Service employees or 


coop programs employees at the Center.  Such information will include: general project 


and program information, key Center organization contacts, surrounding community 


information related to relocation, and other related items related to job satisfaction.  It is 


expected that this activity will work in close coordination with AFRC’s Human 


Resources Office and Office of Education.  


 


b.  Be responsible for assisting new hires through the full spectrum of processes required for 


a successful onboarding such as assisting new hires with relocation requirements for 


human resources, security, and information technology needs.  This will include follow-


up and assistance with transition issues up to the first year of employment at AFRC. This 


service is a comprehensive one.  The Liaison will be available to answer questions and 
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occasionally assist during non-business hours. The essence of the job entails customer 


service and education.   


 


4.7.7 Special Requirements 


 


a. Flightline access and a current Flightline Driver license are required (some employees 


will also be required to have Air Force Test Center Flightline Photography Escort 


Badge). 


 


b. Travel and training may be required.  Attendance may be required at conferences, 


workshops, and other specified events as identified by the NASA TM.   


 


c. Operate standard computer system and software programs needed to accomplish tasks, 


which include word processing, spreadsheets, presentations, database, and calendar 


programs (currently Microsoft Office, PhotoShop, InDesign). 


 


d. Programs are subject to change and may require specialized training for maintaining 


currency. 


 


e. Hydrazine and other training as required to escort guests in hangars. 


 


4.7.8 Strategic Communication Position Requirements 


 


4.7.8.1 Chief Historian/Supervisor    


Ph.D. in History and knowledge in Aerospace technology is required plus 10 years of practical 


experience documenting and publishing recorded history of federal organization from a local and 


national perspective/5 years management experience overseeing a fast-paced public outreach and 


media organization. About 50% of this position is spent on Historian functions and 50% on 


supervisory functions. As Historian, must be well published and an authority in aerospace topics 


including authoring books, journal articles, web material and served as peer review committee 


member. Must have expert knowledge in aerospace history and ability to document historical 


significant events and maintain historical archives systems. Historian is responsible for 


accessioning of artifacts and historical collections as well as interactions with museums to track 


artifact loans. Supervise public affairs and outreach contractor staff and provide direction, 


resolve conflicts, prepare reports and track accomplishments. 


4.7.8.2 Public Affairs Specialist 


Bachelor Degree in Communications, Journalism, Public Affairs, English or closely related field 


required plus 5 years specialized public affairs and media relations experience preferably 


working in the aerospace industry. Individual must have strong interpersonal and relationship 
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building skills.  Support development of news items and write compelling feature stories 


consistent with Associated Press style guide and the ability to adapt to the NASA style guide. 


Must have exceptional oral and written communication skills sufficient to effectively 


communicate with a technologically sophisticated media audience. Must have expert knowledge 


of aerospace topics and ability to convey communication themes in internal and external 


communications. Public Affairs Specialist often represents the center in frequent interactions 


with key leadership within the center and across other NASA centers and NASA HQ. 


4.7.8.3 Social Media Program Manager 


Bachelor Degree in Journalism, English, Public Relations, Marketing or closely related field 


required with minimum of 3 years professional experience in high-paced news or social media 


environment communicating to a national audience. Must be experienced in promoting 


technological content to multiple audiences from school age children to technical subject-matter 


experts. Serve as resident expert in social media platforms and developing trends. Assists 


management to develop center strategy for interaction with public via social networks. 


Coordinates policy and strategic messages delivered via social platforms. Interacts with all levels 


of organization at Center and NASA HQ for message and content development. Works 


independently to solicit stories and content with minimal approvals. Must have exceptional 


English and grammar skills.  Provide tours of Center for new employees. 


4.7.8.4 Exhibit and Outreach Specialist 


Bachelor Degree in Public Relations, Marketing, Communications, Journalism, or closely related 


field and 5 years specialized exhibit management and staffing experience. Manage the Agency 


Aeronautics exhibit program establishing schedules, coordinating staffing, and managing all 


logistical items related to events. Must have expert knowledge of aerospace topics and policy 


issues and an ability to effectively communicate with audiences at large-scale public events. 


Must have exceptional interpersonal skills and the ability to recruit and train staffing volunteers. 


Must have organizational skills sufficient to simultaneously balance and coordinate multiple 


high-level events. Coordinate special events and tours of the Center. This position requires 


mechanical abilities sufficient to personally set-up displays and exhibits; it often requires heavy 


lifting of exhibit cases and publication boxes. 


4.7.8.5 Senior Writer/Editor 


Bachelor Degree in Journalism, English, or closely related field and 10 years professional 


experience in a fast-paced news environment. Serve as Senior Editor and Writer of center 


newsletter often coordinating assignments, setting deadlines and tracking progress of multiple 


stories for publication. Works closely with customers to balance content of publications 


consistent with key Agency messages. Ensures written products are developed consistent with 


AP Style Guide and journalistic style.  Expert knowledge and ability to develop innovative and 


creative layout, design and printing sufficient to complete entire publication process 
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independently and of high-quality. Contribute to web writing efforts. Has ability to work 


independently with local program representatives, senior center leadership and key offices at HQ 


to write and develop publication content. Have sufficient historical center knowledge and 


research skills to maintain working knowledge of all program and project areas.  


4.7.8.6 Outreach specialist/Administrative Specialist 


At least 5 years experience in a high-stress news or media environment. Responsible for general 


office management functions including scheduling conference rooms, maintaining calendars, 


coordinating office supply order, answering phones and coordinating reply to public inquiries. 


Serve as primary interface with public, center guests, and media personnel to complete security 


credential requirements. Serve as IT liaison with technical support offices. Record meeting 


minutes of staff meetings and provide transcription services for office staff as needed. Must have 


excellent oral and written communication skills. Coordinate and develop weekly and monthly 


media tracking reports. Coordinate with Strategic Communications subject matter experts to 


collect and analyze data for office performance metrics. 


4.7.9 References 


 


The following additional references are applicable to the Office of Strategic Communications 


section of the Performance Work Statement: 


• National Aeronautics and Space Act of 1958;   


• 14 CFR Part 1213 – Release of Information to News and Information Media; 


• NPR 7120.5 - NASA Space Flight Program and Project Management Requirements;  


• Section 508 of the Rehabilitation Act of 1973, as amended; 


• NPD 1388 Employee Participation in NASA Education and Outreach Activities; 


• NPR 1387.1 NASA Exhibits Program; 


• 14 CFR 1221 Use of NASA Seal, Logo and Visual Communications Systems; 


• NPD 2521.1A Communications and Material Review; 


• NPD 1490.1H NASA Printing, Duplicating, and Copying Management; 


• NPD 1383.2C Release and Management of Audiovisual Products; 


• NASA Policy on the Release of Information to News and Information Media, 


http://www.nasa.gov/audience/formedia/features/communication_policy.html; 


• NPD 2540.1, Personal Use of Government Office Equipment Including Information 


Technology; 


• NPR 2810.1, Security of Information Technology: Chapter 11, Section 3.9, Internet 


Publishing Content Requirements; 


• NPD 2810.1, NASA Information Security Policy; 


• NPR 1600.1, NASA Security Program Procedural Documents, Section 5.24 Sensitive But 


Unclassified (SBU) Controlled Information; 


• NM 1382-42, NASA Principles and Policies on Scientific Openness; 


• NPR 1382.1, NASA Privacy Procedural Requirements;  



http://www.nasa.gov/audience/formedia/features/communication_policy.html

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPD&c=2540&s=1F

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPD&c=2540&s=1F

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=2810&s=1A

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=2810&s=1A

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPD&c=2810&s=1D

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=1600&s=1

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=1600&s=1

http://nodis3.gsfc.nasa.gov/policy_letters/NM_1382-42_.pdf

http://nodis.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_1382_0001_&page_name=main
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• NASA Linking Policy (HQ), 


http://www.nasa.gov/about/highlights/HP_Privacy.html#links; 


• NASA Image Use Policy (HQ), 


• Section 508 of the Rehabilitation Act of 1973, as amended (Electronic and Information 


Technology Accessibility Requirements for Federal departments and agencies), 


http://www.section508.gov/Section-508-Of-The-Rehabilitation-Act; 


• OMB Memorandum 10-23, Guidance for Agency Use of Third-Party Websites and 


Applications 


• OMB Memorandum OMB Memorandum on Social Media, Web-Based Interactive 


Technologies, and the Paperwork Reduction Act, 


http://www.whitehouse.gov/sites/default/files/omb/assets/inforeg/PRAPrimer_04072010.


pdf. 


4.8 OFFICE OF INTERNAL CONTROLS AND MANAGEMENT SYSTEMS 


 


The Office of Internal Controls and Management Systems (OICMS) is responsible for the 


development, implementation, verification, maintenance, improvement, and management review 


of the Armstrong Management System (AMS).  The AMS implements the management systems 


necessary for the fulfillment of AFRC’s vision, mission, and objectives in adherence to 


standards, regulations, policies, specifications, and procedures.  The underlying goal of the AMS 


is to create a naturally evolving, high performance, and measurable management system.  In 


order to comply with NASA’s Management System Policy (NPD 1280.1), the AMS is certified 


to the ISO AS 9100 and 9001 Standards.   


Security Clearance not required. Training and Travel will be required. 


4.8.1 Special Projects, Studies, and Investigation Requests 


 


The contractor shall perform assessments and studies involving the existing and projected AMS.  


These studies shall consist of feasibility assessments; projections of future AMS requirements; 


and recommendations on methodologies to acquire, develop, or enhance AMS processes, 


disciplines, or core capabilities.  


 


It is anticipated that work performed in this section will be of a close-ended nature, although 


there is also the possibility for ongoing, long-duration projects or studies. 


 


4.8.2 Internal Controls and Management Systems Support 


 


a. In consultation with the Government audit manager, develop a draft of the annual AFRC 


Program Audit Plan. The plan shall be developed and delivered according to DOP-X-002. 


 


b. Develop draft internal audit plans according to DOP-X-002. 



http://www.nasa.gov/pdf/322885main_12-15-05_website_linking_policy.pdf

http://www.nasa.gov/audience/formedia/features/MP_Photo_Guidelines.html

http://www.access-board.gov/sec508/guide/act.htm

http://www.section508.gov/Section-508-Of-The-Rehabilitation-Act

http://www.whitehouse.gov/omb/assets/memoranda_2010/m10-23.pdf

http://www.whitehouse.gov/omb/assets/memoranda_2010/m10-23.pdf

http://www.whitehouse.gov/sites/default/files/omb/assets/inforeg/SocialMediaGuidance_04072010.pdf

http://www.whitehouse.gov/sites/default/files/omb/assets/inforeg/SocialMediaGuidance_04072010.pdf
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c. Conduct internal audits of AFRC organizations in conjunction with Government internal 


auditors according to the requirements of DCP-X-002.  Number and scope of audits is 


according to internal audit plan. Audit will include special audits such as Safety 


Management, Environmental Management, and Export Control. 


 


d. Support follow-up and resolution of AMS improvement opportunities and previous audit 


findings according to DCP-X-002. 


 


e. Support the Integrated Corrective Action System (ICAS) Working Group through 


analysis and presentation of corrective action data. Analysis of data will include 


identification of both positive and negative risks to the AMS. Work will be performed in 


accordance with DCP-X-037. 


 


f. Plan, coordinate, and document the various AMS related meetings, such as the 


Armstrong Management System Board (AMSB). Work will be performed in accordance 


with DCP-X-030. 


 


g. Maintain and provide application administration of the AFRC online-document 


information exchange (ODIE) in accordance with DOP-X-103.   


 


h. Specify and oversee implementation of requirements for AMS web pages that are both 


internal and external to the “firewall.” 


 


i. Develop and maintain statistical and graphical representations of internal performance 


measurements for the AMS. Work will be performed in accordance with DCP-X-037. 


 


j. Maintain and provide application administration for the Integrated Corrective Action 


System and Opportunity for Improvement (OFI) applications.  


 


k. Provide support for process flowcharting and document development, including 


providing limited training to the Government process managers, and development of 


formal flowcharts from rough drafts supplied by the Government according to DCP-X-


007 and DOP-X-103. 


 


l. Analyze, develop, and document Center wide policies, processes and procedures.  


Facilitate analytical discussions of these processes according to DCP-X-007 and DOP-X-


103. 


 


m. Support forms development and control according to DCP-X-038. 
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n. Support the OICMS in conducting the following documentation archive and library      


organization tasks. Sort, classify, and help determine if material is historically significant 


or value added reference material, is a duplicate or original of historically significant 


information, is potentially sensitive material that needs an additional level of review or 


additional protection, or is material that can be destroyed. Work will entail sorting 


through boxed, stacked, or otherwise stored material. Assist in the development of a 


classification/archival electronic system. 


 


o.  Support activities necessary, or help coordinate the interfaces with other scanning 


resources, to scan the sorted and classified historical and reference material into an 


electronic format. Support the upload of the scanned material into a digital library. 


 


4.8.3 NASA Directives Support 


 


a. Assist in identifying and assessing AFRC processes and documentation that are affected 


by proposed and newly approved Agency Directives. 


 


b. Assist in developing and modifying AMS documentation that is impacted by proposed 


and newly approved Agency Directives. 


 


c. Assist in preparing AFRC responses to Agency Directive solicitations for comment. 


 


4.8.4 NASA Environmental Standards Support 


 


a. Support the development and adoption of NASA Environmental Standards where 


existing standards are not adequate for NASA needs. 


 


b. Assist in analyzing, developing, and documenting Environmental Management System 


(EMS) policies, processes, and procedures.  Facilitate the integration of the EMS policies, 


processes, and procedures into the AMS. 


 


4.8.5 Lessons Learned Support 


 


Contractor shall provide a Center liaison for the Lessons Learned (LL) process, establishing and 


documenting the LL process, collecting Center LLs, performing initial analyses and providing a 


recommendation for local implementation and documentation on the Agency LL database. 


Contractor shall ensure that an appropriate Subject Matter Expert for validity, readability, clarity, 


and accuracy, editing and rewriting as required, prior to entering LL into Agency database, 


reviews each LL. Contractor shall also provide interface with local organizations process owners 


and the Center Chief Engineer’s Office and provide data analysis and reporting of trends.  
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4.8.6 Integrated Corrective Action System 


 


Contractor shall provide Center liaison for the Integrated Corrective Action System (ICAS) to 


include: Inputting of non-conformances in to ICAS; ensuring that root cause is accurately 


determined by assignee; ensuring that the corrective action answers the root cause; updating the 


ICAS database and following up on corrective action plans to ensure timely closure. Contractor 


shall interface with NASA management to develop corrective action plans for non-conformances 


assigned to their organization. Contractor shall be an active participant in the ICAS working 


group, analyzing data from several corrective action systems to determine systemic trends and 


develop reports. 


 


4.8.7 Process Technical Writing 


 


Contractor shall provide Technical Writing support, interfacing with organizations’ process 


owners and interviewing subject matter experts (SME) about their current processes to ensure 


that processes conform to the current Armstrong template. Contractor shall research the 


requirements, interview subject matter experts, work with document authors, draft and updates 


documents, and attend team meetings. Contractor shall produce original flow charts to 


graphically present steps in procedures, using text and verbal information and generate graphics 


or tables to display information in presentations that clearly convey the appropriate technical 


information. 


 


4.8.8 Internal Controls and Management Systems Position Requirements 


 


4.8.8.1 Technical Writing and Editing 


 


Successful completion of a full 4-year course of study in any field leading to a bachelor's degree, 


in an accredited college or university, which includes a total of 15 semester hours in an 


appropriate scientific, technical, or social science field(s), and at least one course above the 


introductory level in the field(s) covered by the position. For technical manuals and 


specifications writers or editors, the equivalent of 15 semester hours may have been gained 


through vocational or educational training above the high school level at a public, private, or 


Armed Forces school.  Without a degree, experience that requires substantial subject-matter or 


technical knowledge of the field. This experience must demonstrate the ability to acquire and 


present technical information through independent reading, interviews with subject-matter 


specialists, observation of tests and experiments, interpretation of blueprints or diagrams, or 


other appropriate methods. Such experience may be acquired as a writer or editor of technical 


reports, articles, manuals, or specifications. 


 


4.8.8.2 Auditor 
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Successful completion of a full 4-year course of study in any field leading to a bachelor's 
degree, in an accredited college or university, with a major study of quality assurance, 


statistics, mathematics, production management, industrial management, computer science, 


engineering, engineering technology, physical sciences, textiles, or other fields related to the 


position. The auditor must also be AS9100 certified. Without a degree, experience that 


demonstrates a practical knowledge in monitoring, controlling, or maintaining the quality of 


products or services in quality assurance, procurement, inspection, production, or related areas.  


Examples include: 


 Reviewing production activities and capabilities in light of contract quality requirements. 


 Reviewing written quality or inspection procedures for adequacy, and evaluating the 


implementation and effectiveness of quality/inspection systems, including sampling 


plans. 


 Analyzing quality data to detect unsatisfactory trends or weaknesses in the 


quality/inspection system. 


 Verifying by test or inspection, using sampling inspection or intensive product inspection 


techniques, that products comply with requirements prior to acceptance. 


 Identifying inadequacies and requesting corrective action. 


 Computing data, summarizing results, and preparing reports or charts depicting pertinent 


relationships using statistical methods. 


 Investigating customer complaints and deficiency reports, and providing identification of 


causes to appropriate authorities. 


 Reading, interpreting, and applying technical data such as blueprints, engineering 


drawings, product specifications, or technical manuals. 


 Reviewing and evaluating supply systems operations and procedures through periodic 


audits and surveillance inspections. 
 


4.8.8.3 Data Analyst 


 


Successful completion of a full 4-year course of study in any field leading to a bachelor's 
degree, in an accredited college or university or 3 years of experience with databases and 


software used to mine the data and creating reports used by management to make decisions and 


take actions.  Incumbent needs to be proficient in using in the following databases Oracle, 


Sequel, and Access. Incumbent also needs to be proficient in Excel, Word, and Power Point. 


Knowledge of SharePoint and C++ is beneficial. 


 


4.8.9 References 


 


The following references applicable to the Office of Internal Controls and Management Systems 


section of the Performance Work Statement: 
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 NPD 1280.1, NASA Integrated Management System Policy; 


 DCP-X-002, Export Control Program; 


 DCP-X-007, Documentation Management;  


 DCP-X-037, Corrective and Preventive Action Procedure; 


 DCP-X-038, Forms Management: Creating, Revising, and Cancelling; 


 DCP-X-030, Dryden Center Management Council (DCMC) Reviews; 


 DCP-X-103, Document Preparation and Control; 


 DOP-X-002, Audit Scheduling Planning and Execution. 


4.9 ADMINISTRATIVE OFFICE SUPPORT   


 


The contractor shall provide administrative support functions to assist in the day-to-day 


operations of the directorates, divisions, branches, and individual projects.  While the bulk of the 


duties are similar in nature, each project or office has a number of unique tasks that are 


performed only in that project or office. The Contractor shall be knowledgeable of and remain 


proficient in Microsoft Office Products, Word, Excel and Power Point. Accurate correspondence, 


charts, and presentations shall be completed to meet the requirements of the office. 


4.9.1 Tasks 


 


The Contractor’s tasks shall include correspondence, data processing, and other administrative 


functions. Positions may be required to work independently on projects requiring research and 


preparation of briefing charts and other presentation materials. Some work assignments may 


require personnel to have a SECRET security clearance. The Contractor shall perform varied 


duties including or comparable to the following: 


 


a. General Office Services: 


 


 Answer phones, and records and distribute messages; respond to both routine and 


time critical or urgent messages. 


 Receive sort and distribute mail. 


 Maintain electronic scheduling (e.g., Outlook).  


 Prepare, produce, and send faxes. 


 Receive, read, reproduce, distribute, and file letters, memos, messages, briefings, and 


other documentation (including paper and electronic documents). 


 Obtain signatures for documents, route documents, and prepare routing documents as 


required. 


 Survey and gather requirements for supplies to ensure the office has sufficient stock 


to avoid work interruption, orders, receive and distribute office supplies. 


 Research and respond to requests for information. 
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 Anticipate and prepare materials needed by the NASA personnel for conferences, 


correspondence, appointments, meetings, telephone calls, etc., and informs NASA 


organizational representative on matters to be considered. 


 Prepare special or one-time reports, summaries, or replies to inquiries, selecting 


relevant information from a variety of sources such as reports, documents, 


correspondence, other offices, etc. 


 Attend meetings, take notes, and write and distribute minutes. 


 Develop and maintain general office files, functional procedures, and specialized files 


and archives (including mission and program files, photo files, and publications 


archives). 


 Review, maintain, and archive office files/records in accordance with AFRC policy 


and NASA procedures.  


 Track and respond to office action items from various sources. 


 Operate and maintain a variety of office equipment to include: printers, scanners, 


copiers, video-teleconference, teleconference, and projectors. 


 Prepare, coordinate, and submit badging and visit request; escort visitors. 


 Oversee administrative procedures and identify ways in which the procedure can be 


made more effective and efficient. 


 May serve as Convenience Copier Key Operator, coordinating maintenance and 


repairs and ordering and stocking necessary supplies. 


 Track credit card transactions for cardholders.  Reconcile end of month credit card 


statements.  Contractor personnel shall not place credit card orders. 


 Serve as coordinator for computer, peripheral reassignments as well as office and 


furniture moves. 


 Perform other specialized support duties as necessary to ensure performance of the 


contract. 


 


b. Data Management Services:  


 


 Compile and prepare various papers and reports from raw data. 


 Prepare letters, memos and messages (including email), miscellaneous forms, reports, 


briefings, and other documentation. 


 Scan and alter documents and graphics. 


 Create, input data into, and maintain authorized office tracking systems and/or action 


logs, electronic spreadsheets, and other office electronic systems, including web-


based documents.  


 Identify variances and discrepancies and recommend changes as needed to prevent 


recurring issues.   


 Update/maintain electronic and hardcopy libraries to include signatures, assigning 


document numbers, document version control, management of documents, etc.  
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 Upload/download documents and presentations to official websites as required. 


 


c. Meeting Services, Teleconferencing Services, and Scheduling Conference Rooms: 


 


 Coordinate logistics for meetings, technical briefings, conferences, and special 


events, including arranging and setting up conference rooms, other facilities, and 


equipment. 


 Provide administrative support for special events, including gathering data, 


coordinating and preparing guest lists, invitations, brochures, programs, and 


handouts; and providing reception/check-in services.  


 Facilitate tours, events, and employee resource group functions. 


 Coordinate with all participants on meeting related issues and keep attendees 


informed. 


 Coordinate videoconferencing, teleconferencing and Webex meetings.   


 Assist in setting up and running computer-generated presentations. 


 


d. Travel Coordination: 


 


Serve as POC for travelers and coordinates travel questionnaires/vouchers in accordance 


with AFRC travel processes. The contractor shall not prepare documentation related to 


Personal Travel.  


 


4.9.2 Export Control Representative 


 


In addition to the tasks listed for Administrative Office Support, the Export Control 


Representative shall: 


a. Coordinate with the Center Export Administrator (CEA) to ensure that all 


Program/Project staff has the requisite training and awareness to perform their 


responsibilities in accordance with US Export Regulations and NASA Policies. 


 


b. Create, maintain, and distribute, as needed the following Program Documentation. 


 Technology Transfer Control Plan (TTCP); 


 Export Control Plan/Export Compliance Plan/Handbook; 


 Individual Security Plans. 


 


c. Implement the Program/Project Export Compliance Processes. 


 Ensure that appropriate process safeguards are in place; 


 Maintain surveillance of these processes to ensure compliance; 


 Provide oversight where needed to ensure that Export Control procedures are adhered 


to. 
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d. Coordinate with the CEA to ensure that key Export Control Activities are completed in a 


timely fashion. 


 


e. Adjudication of Export Classifications under the International Traffic in Arms 


Regulations (ITAR) and Export Administration Regulations (EAR). 


 Jurisdiction Reviews; 


 Classifications; 


 Licensing where necessary {if applicable}. 


 


f. Monitoring Data/Technology Transfers. 


 Ensure that Access Controls to Technology are in place and adhered to for both 


Physical and Logical access. 


 


g. Coordinate the Export Reviews and Item Classification for Program/Project related 


Shipping and Receiving. 


 


h. Coordinate to ensure that all paperwork required conducting International Deployments is 


completed in a timely fashion, and all Deployment staff are briefed and trained 


appropriately for the deployment {if applicable}. 


 


i. Maintain Export Control Records and documentation. 


 


4.9.3 Human Resource Management and Development Office   


 


The Contractor shall provide general and specific administrative support tasks as defined under 


section 4.9.1 Administrative Office Support Specialist in addition to supporting the NASA 


Training Officer in the following tasks: 


 


 Provide evaluation feedback on training programs delivered as received from students 


 Determine need for supplies, services and equipment to conduct training classes. 


 Conduct market research regarding specific training courses and submit to Human 


Resources/Training Office. 


 Provide prompt and accurate assistance to customers. 


 Coordinate training courses as necessary. 


 Enter and update training courses and student registration data in the System for 


Administration, Training, and Educational Resources for NASA (SATERN). 


 Provide technical support and liaison services for SATERN. 


 Maintain client database of training vendors and instructors. 
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4.10 BUSINESS SYSTEMS SUPPORT  


 


The primary role of the business systems coordinator is to act as a central point of information 


for different business modules by managing the flow of information between the various 


branches and organizations. The coordinator must know how to communicate effectively with 


co-workers and employees in other organizations concerning policies and procedures in the area 


of records management, information services, and data management.   


 


Strong computer skills are a plus given that most of the duties of a systems coordinator involves 


data processing.  The coordinator must also be able to troubleshoot office systems.  Some 


positions may involve some travel. It is anticipated the positions in this section of the PWS will 


not require a secret security clearance.   


 


The business coordinator shall provide general and specific administrative support tasks as 


defined under section 4.9.1 Administrative Support Specialist in addition to the tasks listed 


below: 


 


4.10.1 Tasks 


 


Contractor personnel knowledgeable in functional areas will participate in various activities 


including testing, change management, data cleanup, and instruction in use of new, upgraded, or 


modified systems.  


 


a. Technical Meetings: 


 


 Attend meetings: provide reports as requested by Task Monitor of any salient points 


or discussions at meetings, teleconferences, and videoconferences; maintain and 


report on action items assigned; obtain input from team members on any issues or 


concerns.  


 Serve as point of contact for contractor employee meetings: prepare presentations as 


needed at meetings, maintain contact with NASA-AFRC organization points of 


contact (POCs) and keep them informed of any crucial discussions concerning 


Business Systems.   


 Assemble and analyze information to design and layout, and prepare conventional 


and computer-generated presentations.  Provide assistance in setting up and running 


computer-generated presentations. 


 Update project status charts.  Interview project personnel to gather accurate data. 


 


b. Concept Analysis: 
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 Participate in risk management activities to help determine project risks and what can 


be done to mitigate risks.   


 Participate in Center Change Management team and Transition team in developing 


communications and change management strategies and plans as requested.   


 Analyze data that is common between business systems.   


 


c. Change Management: 


 


 Communicate with individuals within NASA-AFRC concerning the activities 


surrounding any new Business System being implemented, upgraded, or modified.  


Outside contacts include interfaces with other Project-related personnel in NASA, 


other Government Agencies, and industry. 


 Participate in reporting requirements gathering; create reports, bookmarks, and job 


aids to meet customer requirements; identify shortfalls and recommends for upgrades; 


and coordinate training efforts as needed.   


 


d. Testing and Sustainment: 


 


 Assist with continuous data cleanup efforts.  Process functional scripts/scenarios for 


data input and testing.  


 Collect information from technical contract support personnel regarding design and 


construction development. 


 Record, discuss, and resolve discrepancies and re-process as necessary. 


 Ensure all data is consistent from Facilities Configuration Control Board (FCCB) 


tool, to Facilities Project List (FPL), to status slides, to Share Point and X-net reports.  


Reconcile all transactions that are unique to the business system, research any 


discrepancies, and correct the abnormal conditions. 


 Keep the data clean as actions are processed by running pre-established queries to 


verify the data, research the discrepancies, and take corrective actions. Work with the 


individual functional areas Subject Matter Expert (SME) or Center Business Process 


Lead (CBPL) on resolutions and actions to be taken. 


 Create, establish, maintain, test, and document conventional and electronic 


documentation files using a variety of Center and Agency software programs. 


 Manage document libraries, work areas and numbering too. 


 Act as a data administrator. Create and maintain databases; enter and retrieves data; 


analyze, create, and present reports from databases; monitor recordkeeping 


procedures for accuracy. 


 Enter all suppliers in database, updates Qualified Supplier List (QSL) weekly and 


loads NAMIS daily for acquisition use. 
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 Track active suppliers and ensure that project/mission expenses are strictly monitored 


monthly and that monthly expenses are not over budget.  Track cost/benefit against 


BPA procurement data.  Expedite procurement process. 


 Provide assistance throughout a project/mission/supplier life cycle from 


concept/initial vetting through design/qualification to support project planning and 


acquisition.  Identify project requirements issues, potential solutions, and recommend 


appropriate action and solutions.  Coordinate with Quality Assurance Lead and 


acquisitions to ensure supplier’s risks meet project/mission needs. Assist with the 


preparation of budgets for supplier on-site assessments.  Prepare in-depth analysis of 


supplier’s performance against planned. 


 


e. User Training and Support: 


 


 Provide support for deployment of applications or systems to NASA-AFRC activities. 


 Document, report, and track issues that occur during deployment and provide training 


for deployed applications and systems 


 Implement, modify and maintain web based information systems and links. 


 Participate in the development and maintenance of documentation to include, desktop 


procedures and continuity folders for systems that have been implemented, upgraded, 


or modified. 


 Provide contract management support to ensure contract/project documentation is 


complete. 


 Promote NASA-AFRC employee awareness of the transition of all existing business 


systems to the new, modified, upgraded, or changed system and of the impact and 


benefits of the new Business System. 


 Provide support for Business Objects (BOBJ) reporting and other report databases 


(legacy).  Support customer requirements to define reports and queries.  Provide 


analysis and expertise. 


 Provide expertise in business process support and functional administration of 


processes.  Maintain knowledge of business reporting requirements and tests updates 


and version releases.  Provide support for implementation on new processes and 


systems. Disseminate knowledge of Business Systems through training, instruction, 


workshops, and individual assistance. 


 


4.10.2 Dryden Aeronautical Test Range (DATR) Configuration Control Board (CCB) 


 


 Track all Configuration Change Requests (CCRs), Discrepancy Reports (DRs), and 


System Test Reports (STRs) associated with the DATR, using the DATR CCB Tool 


(in the Business Information Tracking System [BITS]).   


 A monthly accounting of open DATR CCRs and DRs will be provided to the DATR 


Business Manager.  
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 A monthly accounting of open/aging CCRs and DRs will also be provided to the 


various DATR Management team members.  


 This task includes running and sending the desired reports to the DATR Management 


team members. 


 BITS CCB support to include meeting minutes and distribution to team members. 


 


4.10.3 Program Analyst 


 


In addition to the tasks listed for Administrative Office Support and Business Systems Support, 


the Program Analyst shall: 


 


 Assist the Engineering and Technical Services (ETS) COR in performing all the 


responsibilities that are assigned to the COR in the ETS COR Delegation Letter. 


 Notification of issues will include recommended changes, solutions, and possible fixes. 


 Work with the COR to review contractor requests for labor and other direct charge costs 


to ensure requirements are fully funded prior to the work being performed. Discrepancies 


will be reported to the CO, COR, and Resource Analyst for further action.  This is being 


done in support of Center work reporting and management initiatives. Develops, 


implements, and maintains special reports relating to ETS contract performance. 


 Provide administrative support for Contractor Performance Evaluation Boards. To 


include setting up meetings, distributing evaluation forms to performance monitors and 


other relevant data to the performance monitors, and filing documentation. 


 Attend meetings and present information and reports as needed. 


 Provide support for Research and Engineering Directorate in developing their technical 


requirements based on directorate specifications. This includes coordination with other 


directorates such as Mission Information and Test Systems Directorate to help with 


managing research and engineering software requirements and issues.   


 Assist Research and Engineering directorate office and branches in meeting directorate 


objectives and provide the technical interface between the directorate and the Resource 


Management Office Resource Analyst. 


 


5.0 REQUIREMENTS  


 


The contractor shall provide all personnel, services, and other items necessary to perform 


business reporting, and management administration support functions as defined in this 


Performance Work Statement (PWS).  


The contractor shall not employ persons for work on this contract if such employee is identified 


to the contractor by the Contracting Officer as a potential threat to the health, safety, security, 


general well-being or operational mission of the installation and its population. At a minimum, 


all contract personnel shall:   
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 Be citizens of the United States of America. 


 Be able to understand, read, write, speak and conduct business in the English language in 


order to understand and discuss safety and environmental warnings and communicate 


with customers. (Speaking skills are not required of any contractor employees who are 


hearing impaired.) 


 Have a working knowledge of computers, Microsoft Windows, and Microsoft Office 


software. 


 Present a professional appearance, and wear badges identifying them as contractors. 


 Comply with all applicable Government regulations.  


 


5.1 General Requirements 
 


The following are general requirements associated with providing administrative and technical 


support services to NASA-AFRC: 


 


 The contractor shall provide onsite management and oversight. The point of contact or 


designee shall be available for discussion with the Government representatives during 


normal working hours.   


 The contractor shall implement appropriate management systems to ensure the quality, 


reliability, accuracy, and timeliness of all products and services provided to NASA-


AFRC. 


 The contractor shall document projects and work assignments, and develop status reports 


and plans as directed by the Contracting Officer’s Representative (COR) or Task Monitor 


(TM). 


 Contractor personnel may use Installation-Accountable Property and Services as listed in 


the contract.   


 Contractor personnel may be required to attend specific meetings, training, conferences, 


or to provide temporary offsite support.  


 All work shall be conducted in a safe manner and shall comply with all safety directives, 


instructions, policies, and regulations and any revisions, updates, or successor documents 


as listed in this contract.  Any safety concerns or potential problems shall be reported 


immediately to the COR or to the Safety Office directly, as appropriate, based on the 


nature and magnitude of the problem.  


 The Contractor shall furnish a copy of their onsite employee roster for the performance of 


this PWS. The roster shall contain the Contractor’s full name of each employee, job title 


or position held by each employee, employee’s work site, telephone number and TM.  


The Contractor shall keep this chart updated and notify the COR within seven calendar 


days, in writing, whenever changes are made. This paragraph shall not relieve the 


Contractor of the requirements related to the key personnel clause of the contract. 


 The Contractor shall maintain continuous performance regardless of vacations, sick 


leave, or other reasons affecting personnel availability and shall maintain the ability to 
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respond to and to perform assignments with high quality services and meet the 


performance standards specified in the PWS. 


 The contractor shall provide the reports as required in the contract.  


 


5.2 General Administrative Requirements 


 


5.2.1 Regulatory Requirements.  The contractor shall comply with all NASA-AFRC policies, 


procedures, and regulations in effect during the performance of the contract.   


 


5.2.2 Emergency Procedures. The Contractor shall ensure that their employees know how to 


report any accident, fire, security or police emergency, and emergency evacuation 


procedures. 


 


5.2.3 Safety and Health. All work shall be conducted in a safe manner and shall comply with 


all safety and health directives, instructions, policies, and regulations and any revisions, 


updates, or successor documents as listed in this contract.  The Contractor shall 


immediately notify and promptly report to the Contracting Officer (CO) or designee and 


The Contractor shall immediately notify and promptly report to the Contracting Officer 


(CO) or designee and NASA Safety Office any hazard, close call, accident, incident, or 


exposure or any employee affected person(s) through actions of the contractor. The 


Contractor shall demonstrate proactive and innovative safety and health practices on a 


continual basis throughout the contract period.  


 


5.2.4 Fraud, Waste and Abuse.  Within the Government there is a strong emphasis placed on 


detecting and reporting fraud, waste, and abuse.  Any such actions shall be reported 


immediately to the NASA Fraud, Waste, and Abuse Program Hotline; to the contractor’s 


management; and to the NASA COR and CO as soon as possible. 


 


5.2.5 Security Requirements.  All personnel must comply fully with all security requirements.  


Employees are expected to be vigilant and to report suspicious activities or personnel to 


NASA-AFRC Security immediately.  The safe working environment depends on your 


alertness and determination.  Failure to follow security guidelines may be grounds for 


removal of your NASA badge and your ability to enter both Edwards Air Force Base and 


the NASA-AFRC. 


 


5.2.6 Identification Badge. During performance of this contract, issued badges shall be worn by 


contractor employees and prominently displayed at all times while on AFRC property, 


unless wearing the badge creates a safety hazard. Badges must be worn above the waist, 


on the outermost garment, with the picture and/or expiration date facing out. 
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5.2.7 Disclosure of Information.  The Contractor shall not disclose or cause to be disseminated 


any information concerning Government operations, including those performed by other 


contractors for the Government, which could result in or increase the likelihood of the 


possibility of a breach of security or interrupt the continuity of operations.  Disclosure of 


information may result in civil and criminal liabilities.  All inquiries, comments, or 


complaints arising from any matter observed, experienced, or learned as a result of or in 


connection with the performance of this contract, shall be directed to the COR if the 


resolution requires dissemination of official information. To that end, the contractor 


agrees that its employees will sign nondisclosure statements affirming that they will not 


disclose proprietary data they encounter in the performance of this contract to their 


employer or any other entity not otherwise authorized and with a need to know. Access to 


some NASA programs and databases will require specific COR and/or Systems Manager 


approval.  The minimum number of personnel necessary to accomplish the task will be 


provided such access.  


 


5.2.8 Keys.  The Contractor shall be responsible for the cost of replacing any keys that are 


furnished to and lost by their employees.  If the COR decides that a lock must be replaced 


because of the loss of a key by the Contractor's employees, the Contractor shall pay the 


cost of that replacement.  Similarly, the Contractor shall pay the cost of changing a 


combination lock if the COR has reasonable cause to believe that the combination has 


been compromised. 


 


5.3 Contractor Employees.   


 


Each employee is expected to adhere to standards of competency, conduct, appearance, 


and integrity that reflect credit to the employee, the Contractor, and the Government.  For 


example, Contractor employees are expected to adhere to standards of appearance that 


are appropriate for the environment in which the employee shall be working.  If in an 


office environment, office apparel will be worn.  


 


The Contractor is responsible for disciplinary action with respect to their employees as 


necessary. 


 


5.4 Standards of Conduct.   


 


 The nature of the work under this contract will require the Contractor and its employees 


to have access to data and Information Technology (IT) systems which contain source 


selection information, sensitive business information, and/or proprietary data.  Access to 


this information subjects the Contractor and its employees to a variety of laws and 


regulations relating to ethics, conflicts of interest, corruption, and other criminal or civil 


matters relating to the award and administration of government contracts. Recognizing 


that this contract establishes a high standard of accountability and trust, the Government 
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will carefully review the Contractor's performance in relation to the mandates and 


restrictions found in these laws and regulations. Unauthorized uses or disclosures of 


sensitive information may result in termination of this contract for default, or in 


debarment of the Contractor for misconduct affecting responsibility as a government 


contractor. 


 


The Contractor shall comply with the requirements of the following clauses, or the most 


recent updates of these clauses, when handling any source selection information, 


sensitive business information, and/or proprietary data or accessing IT systems 


containing such data:   


 


 NFS 1852.237-72, Access to Sensitive Information  


 NFS 1852.209-71, Limitation of Future Contracting  


 NFS 1852.204-76, Security Requirements For Unclassified Information 


Technology Resources 


 


All Contractor personnel shall be required to sign non-disclosure agreements prior to 


starting work and may be required to sign activity-specific non-disclosure agreements 


before working on a particularly sensitive project. The Contractor shall provide yearly 


training to all personnel on the handling and protection of sensitive business information, 


organizational conflicts of interest, and compliance with non-disclosure agreements.  


 


Contractor personnel shall comply with local, state and federal laws and regulations. 


The contractor shall not employ any person whose employment under this contract could 


in any way result in a conflict of interest.  All personnel employed by the contractor in 


the performance of this contract, or any representative of the contractor entering the 


Government installation, shall obey all regulations of the installation.  The Government 


reserves the right to refuse to permit any contractor employee to perform services under 


the contract.  In such cases, the Government will advise the contractor of the reason for 


requesting an employee's removal or withdrawing their authorization to enter the 


installation. 


 


5.5 Customer Service.   


 


The Contractor shall function as an integral team member within the team of their 


assigned organization.  The Contractor shall maintain a professional, courteous working 


relationship with all civil servants and Contractor support personnel team members to 


maintain a collaborative, cohesive work environment.  The Contractor shall address the 


needs of all customers within the scope of the PWS in an effective and efficient manner. 


The Contractor shall ensure its personnel do not perform personal services.  
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6.0 MANAGEMENT PLAN 


 


The contractor shall maintain an effective management plan to ensure that the requirements of 


this PWS are met. The plan shall be submitted to and approved by the CO.  The CO must 


approve any changes to the plan.  


 


7.0 HEALTH AND SAFETY PLAN 


 


The contractor shall maintain a health and safety plan, which complies with all pertinent 


Occupational Safety and Health Administration (OSHA) regulations and all safety policies 


delineated in the Neil A. Armstrong Flight Research Center Management Systems documents for 


safety.  


 


8.0 HOURS OF OPERATION 


 


Neil A. Armstrong Flight Research Center currently offers two work schedules, a standard tour 


and a compressed schedule. The future goal is to transition the Center to the compressed 


schedule. The majority of employees are working a 4/5/9 work schedule. Therefore alternate 


Fridays are not a part of the normal workweek for work performed at the Center. The majority of 


the Government offices are closed on alternate Fridays.  


Some positions will require occasional instances of unusual working hours, such as requirements 


for working an extended day, working late (working beyond the mutually agreed ending time for 


any particular day), or working on a weekend.  The contractor is responsible for adjusting work 


schedules to their employees for such unusual working hours, altering the start time (for support 


later than the mutually agreed ending time for any particular day), or some other appropriate 


adjustment or solution. 


9.0 OVERTIME 


 


Overtime hours are normally required to respond to emergencies, unusually heavy workloads, 


and unexpected situations that may occur due to unforeseen service requirements.  If 


circumstances indicate the potential need for overtime in order to accomplish a task, such 


overtime must be authorized in advance by the Contracting Officer or his/her authorized 


representative.  Overtime will not be authorized to compensate for shortcomings in Contractor 


performance. NASA-directed overtime will be covered by the Cost No Fee line item(s) of the 


contract.   


 


10.0 TRAINING  


 


10.1 Contractor Provided Training 
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The Contractor is responsible for ensuring that all its employees meet customers’ minimum 


requirements in all areas of the PWS and task requests.  The Contractor is required to train and 


mentor personnel focusing on the key requirements and processes of the requesting organization.  


If government training is available the contractor may negotiate with the government to provide 


such training.  A letter from the CO will document any agreement for the government to provide 


specific initial job-related training. The contractor shall maintain training and certification 


records for each employee and make the records available to the CO and COR upon request. The 


contractor shall provide environmental, health, and safety training to ensure employee 


compliance with NASA, Federal, State, and local laws, regulations, instructions.  This training 


may be available through government sources.  If not, the contractor shall provide it to 


employees at no additional cost to the government. 


10.2 Government Provided Training 


In general, contractor employees must attend and complete all training required of government 


employees.  The contractor will be notified of the availability of such training, and of the need 


for contractor personnel to attend.  The contractor shall be responsible for scheduling the 


attendance of contractor personnel at such training, obtaining government approval, and shall be 


responsible for minimizing the interruption of necessary governmental functions. 


10.3 Training for New Requirements 


The government will provide or fund training in cases where new requirements (additional to 


those delineated in the Task) mandate additional training for the specific job to which the 


employee is assigned.  The government will determine such training requirements.  The 


government may provide training directly or by supplying funds for the contractor to obtain the 


necessary training.  The government will fund actual training cost, per diem, and travel at 


government rates in accordance with Federal Travel Regulations (FTR).  In all cases where the 


employee of the contractor is provided training locally or at a temporary duty location, the 


contractor will reimburse the government for costs should the employee fail to successfully 


complete the training.  


11.0 MISSION RELATED TRAVEL 


 


The contractor may be required to travel during the performance of this effort.  The Contractor 


shall provide organizational related travel for Contractor personnel as required.  The travel may 


be for, but not limited to, administrative support for conferences, meetings, and other activities 


based on specific organizational requirements.   


 


Travel requirements under this contract shall be met using the most economical form of 


transportation available. If economy class transportation is not available, the Contractor must 


submit to the CO a request for advance approval to utilize higher-class travel. All travel should 


be scheduled sufficiently in advance to be able to take advantage of offered discount rates.  
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Travel will consist of airfare, rental car when required, lodging, meals, and other incidentals 


(gas, tips, phone calls, parking, tolls, baggage claims, hotel safe charges, etc.) as authorized by 


Federal Travel Regulations and organization specific guidelines. The Contractor shall provide its 


proposed travel arrangements and itemized cost estimate for assessment of reasonability to the 


TM and the COR for CO approval before the contractor incurs the costs. Reimbursement for 


actual (approved) travel costs incurred during the performance of this contract shall be in 


accordance with Part 31 of the Federal Acquisition Regulations. The Contractor shall submit 


travel charges on the next month’s invoice. 


 


Local travel will not be reimbursed under this contract. Examples of local travel that will not be 


subject to reimbursement are: travel to and from normal job site, supervisory personnel traveling 


to a Government site or alternative facility to oversee operations. Personnel temporarily working 


at a Government site or alternative facility will consider such facility his/her normal job site. 


 


12.0 PERFORMANCE REQUIREMENTS SUMMARY (PRS) 


 


The Performance Requirement Summary (PRS) lists and defines the tasks that the PM, and or 


COR determine are most important to monitor and evaluate, the acceptable quality and frequency 


of inspections. It is an attachment to the PWS and also included in the QASP. The PRS form is 


used for recording the inspections. The same tasks that are listed on the PRS will be defined 


further in the QASP. A PRS will be attached to each task order. 
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.1 Resource 


Management 


Prepare and update reports, 


including end-of-month, ad-hoc, 


and presentation charts  


 


 


Accuracy: Information shall be 


clearly articulated. Not more than 


one report/presentation returned for 


errors per month.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


 Track labor, procurement, and 


travel budgets from commitment 


to disbursement 


Accuracy:  No inaccurate tracking of 


budget information at any time. 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 


4.2 Financial 


Management 


Create, monitor, and reconcile 


travel authorization using 


traveler inputs to make 


reservations; prepare travel 


vouchers; and route for approval 


with accuracy and in a timely 


manner. 


Accuracy: Travel documents must 


be 100% accurate.   


 


Timeliness: All established 


deadlines are met 100% of the time 


in order to meet mission deadlines.   


 Provide voucher examination 


and payment services. 


Accuracy:  Not more than one 


misrouted voucher or payment error 


per month.  All invoices and 


vouchers are routed to the customer 


and NSSC in 3 days. 


 


Timeliness:  All established 


deadlines are met 100% of the time. 
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.3 


Acquisition 


Management 


Office 


Ensure compliance with all 


procurement procedures and 


regulations. 


Accuracy: 100% compliance with 


Federal Acquisition Regulations and 


NASA Federal Acquisition 


Regulations Supplements, Agency, 


AFRC, Government Printing Office 


and other government policies and 


procedures. 


 


Timeliness:  All procurement 


milestone timelines shall be met; 


Not more than one milestone missed 


per quarter.  


 Process procurement actions 


within established timelines. 


Accuracy:  All procurement 


processes shall be met; Not more 


than one omitted process missed per 


quarter.  


 


Timeliness—action shall be 


processed by the timeline listed 


below; not more than three missed 


awards per month. 


 


MIPRS—15 days 


Purchase Value                Processing 


(Days) 


Up to $10,000                                10 


$10,001 to $25,000                        20 


$25,001 to $100,000                      30 


Over $100,000                               45 
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.4 Technical 


Publications 


Office 


Perform technical editing and 


related assistance such as 


formatting to pertinent STI and 


other applicable specifications. 


 


 


Accuracy:  Contractor shall inspect 


published products prior to release 


to customer.  No more than one error 


per month. No more than 3 pieces of 


correspondence returned for errors 


each month.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


 Required communication 


material review approvals shall 


be submitted to or approved by 


the Contract Manuscript Review 


process before completed work 


is sent for reproduction or 


released to the customer. 


 


Accuracy:  Contractor shall ensure 


material review approvals are 


performed prior to reproduction or 


distribution.  No more than one 


missed review approval per quarter.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


4.5 Research 


Library 


Services 


Identify information resources 


that support research in science 


and technology information and 


deliver those resources to all 


AFRC personnel. 


Accuracy:  Contractor shall ensure 


all customer requirements are met 


and there is no more than one 


customer complaint per month.   


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.6 


Reproduction 


Center 


Services 


Provide duplicating and printing 


support and safeguard all 


sensitive, classified or 


proprietary material. 


 


 


Accuracy:  Duplicating and printing 


support shall be provided without 


errors and handling of classified or 


proprietary material shall be 100% 


compliant with Agency, AFRC, 


Government Printing Office and 


other government policies and 


procedures. 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  
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4.7 Office of 


Strategic 


Communicati


ons  


4.7.1: Weekly/Monthly Media 


Reports.  Due: weekly and 


monthly when scheduled. 


Agency events calendar updated 


on a monthly basis. 


4.7.2: Response to written public 


requests.  Due within 3 days of 


request. Delivery (verbal or 


written) of major tasks and 


resource requirements for events.  


Due: within one week of event 


initiation. 


4.7.3: AFRC promotion and 


exhibits plan.  Due: Baseline due 


by Oct 1 of each year.   


Quarterly updates due by 5th day 


of new quarter (govt. fiscal 


year).  End of year report due 


September 30.Monthly status 


report on exhibits program 


consistent with HQ metrics. 


AFRC X-Press.  Due: Monthly  


Special Publications. Due: As 


required and time available in 


consultation with office Chief 


News Releases, Articles, Fact 


Sheets and Info Summaries.  


Due: As requested 


Written report (i.e. trip report) 


on results of attendance at 


conferences and other off-site 


activities.  Due within 10 


working days following 


completion of travel. 


 


 


 


 


 


 


 


Contractor shall ensure all customer 


requirements are met and there is no 


more than one missed report/action 


per month 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.7 Office of 


Strategic 


Communicati


ons, 


Continued 


4.7.4: Response to information 


requests.  Due:  within 3 


working days. Articles and 


monographs.  Due: as identified 


by the Office Chief. 


Publications, reporting, plans 


and milestones: as identified in 


approved schedule. 


4.7.5: Ensure that all content 


distributed via social media 


accounts is properly reviewed 


and vetted prior to release. 


Track and report weekly and 


monthly metrics in accordance 


with best practices and NASA 


requirements. Analyze metrics 


and implement strategies to 


maximize reach within available 


resources. 


4.7.6: New Hire Welcome 


Package sent within 5 days of 


hire notification 


Security Instructions for New 


Hires: as required by Office 


Chief. List of AFRC POCs for 


services: Updated quarterly. 


Contractor shall ensure all customer 


requirements are met and there is no 


more than one missed action per 


month 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 


4.8  Office of 


Internal 


Controls and 


Management 


Systems 


Performance Measures will be 


identified by the nature of the 


deliverable, conformance of 


deliverable to requirements, and 


scheduled delivery dates. 


 


Accuracy:  Final products shall be 


free of any errors. Contractor shall 


ensure all customer requirements are 


met and there is no more than one 


customer complaint per month 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.9 


Administrativ


e Office 


Support 


 


Prepare various office 


correspondence; perform data 


processing and other 


administrative functions. 


Accuracy:  Final products shall be 


free of any errors. No more than 3 


pieces of correspondence returned 


for errors each month. No errors in 


scheduling appointments.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


4.9.3 Human 


Resource 


Management 


and 


Development 


Office   


 


 


Provide a variety of training 


services and other administrative 


functions. 


Accuracy: Contractor shall ensure 


all customer requirements are met 


and there is no more than one 


customer complaint per month. 


 


Timeliness: All established 


deadlines are met 100% of the time. 


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 


 


4.10 Business 


System 


Support 


Prepare documentation or 


presentation material, participate 


in meetings, etc.,  


 


 


Accuracy: Information shall be 


clearly articulated. Not more than 


one report/presentation returned for 


errors per month.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  
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Acronyms and Abbreviations 


Additional Acronyms and Abbreviations may be found at: 
http://xnetapps.AFRC.nasa.gov/acronyms/index.cfm 


 


 


AA  NASA Associate Administrator 


AAL  Ask A Librarian 


A/OPC  Alternate Center Agency Program Coordinator 


ACTO  Armstrong Centralized Travel Office 


AFB  Air Force Base 


AFTC  Air Force Test Center 


AFRC  Neil A. Armstrong Flight Research Center 


AIAA  American Institute of Aeronautics and Astronautics 


AMO  Acquisition Management Office 


AMS  Armstrong Management System 


ANSI  American National Standards Institute  


A/OPC  Alternate Center Agency Program Coordinator 


APO  Aircraft Part Ordering 


AMSB  Armstrong Management System Board 


AWMS  Accounts Payable Work Management System 


AWS  Alternate Work Schedule  


 


BITS  DATR Business Information Tracking System 


BOBJ  Business Objects  


 


CASI  Center for AeroSpace Information 


CATSS  Center Administrative and Technical Support Services 


CBPL  Center Business Process Lead 


CC  Competency Center 


CCB  Configuration Control Board 


CCR  Configuration Change Request 


CD-ROM Compact Disk-Read Only Memory 


CEA  Center Export Administrator 


CFR  Code of Federal Regulations 


CFO  Chief Financial Officer 


CH  Cardholders 


CMM  Contracting Management Module 


CNF  Cost No-Fee 


CNSI  Classified National Security Information 


CO  Contracting Officer 


COR  Contracting Officer’s Representative 



http://xnetapps.dfrc.nasa.gov/acronyms/index.cfm
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CTO  Central Travel Office 


CUI  Controlled Unclassified Information 


 


DAA  Document Availability Authorization  


DATR  Dryden Aeronautical Test Range 


DCP / DOP* Dryden Center-wide Procedure / Dryden Organizational Procedures  


DFARS  Defense Federal Acquisition Regulation Supplement 


DFRC  Dryden Flight Research Center 


DMS  Document Management Systems 


DR  Discrepancy Report 


DTIC  Defense Technical Information Center 


DVD  Digital Versatile Disc 


DVD-ROM Digital Versatile Disc - Read Only Memory 


 


EAR  Export Administration Regulations 


EMS  Environmental Management System 


EPDW  Enhanced Procurement Data Warehouse  


EPS  Electronic Posting System 


ETS  Engineering and Technical Services 


 


FAR  Federal Acquisition Regulation 


FFP  Firm Fixed Price 


FOUO   For Official Use Only  


FPDS-NG Federal Procurement Data System – Next Generation 


FTR  Federal Travel Regulations 


 


GPO  Government Printing Office 


GSA  General Services Administration 


GWAC  Government-wide Acquisition Contract  


 


HQ  NASA Headquarters 


HTML  Hyper Text Markup Language 


HUB Zone Historically Underutilized Business Zone 


 


ICAS  Integrated Corrective Action System  


ICS  Invoice Concurrence System 


IDIQ  Indefinite Delivery, Indefinite Quantity 


                                                        
* Dryden Center wide Procedures and Dryden Organizational Procedures will continually 
be used throughout their expected life cycle. As Center operations change or necessitate 
revisions to these documents, the DFRC-AFRC name change will be incorporated. 
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IEEE  Institute of Electrical and Electronics Engineers 


ILL  Interlibrary Loan 


IPR  Inter-Agency Purchase Requests 


ITAR  International Traffic in Arms Regulation 


 


JCP  Joint Committee on Printing 


 


LL  Lessons Learned  


 


NAIS  NASA Acquisition Internet System 


NAIS ICS NASA Acquisition Internet System Invoice Concurrence System 


NAMIS  NASA Aircraft Management Information System 


NASA  National Aeronautics and Space Administration 


NDL  NASA Digital Library 


NFS  NASA FAR Supplement    


NISO  National Information Standards Organization 


NMSP  NASA Management System Policy  


NPD  NASA Policy Directive 


NPR  NASA Procedural Requirements 


NSSC  NASA Shared Services Center  


 


OCLC  On-line Computer Library Center 


ODIE  Online-Document Information Exchange 


OFI  Opportunity for Improvement 


OICMS  Office of Internal Controls and Management Systems 


OMB  Office of Management and Budget 


OSHA  Occupational Safety and Health Agency 


 


PBC  Performance-Based Contracting 


PCB  Project Control Board  


PCL  Product Control List  


PDF  Portable Document Format Files 


PMT  Project Management Tool 


POC  Point of Contact 


POV  Privately Owned Vehicle  


PPBE  Planning, Programming, Budgeting and Execution  


PRS  Performance Requirements Summary 


PWS  Performance Work Statement 


 


R&D  Research and Development 


RFP  Request for Proposals 


RFQ  Request for Quotes 
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RMO  Resources Management Office 


 


SAP  Systems Applications Products  


SATERN System for Administration, Training, and Educational Resources for NASA 


SEWP  Scientific and Engineering Workstation Procurement 


SecureID NASA Pass required for outside access to Neil A. Armstrong Flight Research 


Center Computer systems 


SHEMP Safety, Health, and Environmental Management Plan  


SME  Subject Matter Expert  


SR  Service Request 


STI  Scientific and Technical Information 


STR  System Test Report 


STRN  Standard Technical Report Number  


 


TFM  Treasury Financial Manual 


TM  Task Monitor 


TO  Task Order 


TPO  Technical Publications Office 


TTCP  Technology Transfer Control Plan 


 


US  United States 


 


VIP  Very Important Person 


ViTS  Video-Teleconferencing System 


 


WAWF  Wide Area Work Flow 
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1.0 INTRODUCTION 


 


The Neil A. Armstrong Flight Research Center (AFRC) is the National Aeronautics and Space 


Administration’s (NASA) primary center for atmospheric flight research and operations. NASA 


Armstrong is critical in carrying out the agency’s missions of space exploration, space 


operations, scientific discovery, and aeronautical research and development (R&D).  


 


Located at Edwards, California, in the Western Mojave Desert, Armstrong Center is uniquely 


situated to take advantage of the excellent year-round flying weather, remote area, and visibility 


to test some of the nation’s most exciting air vehicles. Armstrong Flight Research Center plays a 


vital role in advancing technology and science through flight. Here, we demonstrate America’s 


leadership in aeronautics and space technology as we continue to push the envelope to 


revolutionize aviation and pioneer aerospace technology. 


 


NASA-AFRC employs a complement of civil service and contractor personnel to execute its 


mission of flight research operations. Along with a varied fleet of research and support aircraft, 


NASA-AFRC has facilities for high temperature and loads calibration, flight instrumentation, 


flight systems development, flight simulation, flow visualization, data analysis, and systems 


integration.  


 


This Performance Work Statement (PWS) provides the requirements for technical and 


administrative services in support of directorates, programs, offices, and other Government 


agencies located at or supported by NASA-AFRC. 


 


2.0 SCOPE OF WORK 


 


The contractor shall perform Center Administrative and Technical Support Services (CATSS) 


functions to support NASA-AFRC activities. The primary facility is located at Edwards Air 


Force Base. Two additional facilities are located in Palmdale, California – the AERO Institute 


and Building 703.  Some temporary work or support may be required at local communities or 


other locations. 


 


3.0 BACKGROUND INFORMATION 


 


The contractor shall perform high quality administrative and technical support services to assist 


NASA-AFRC to fulfill its missions.  These services include functions that support NASA-AFRC 


through ongoing requirements and special projects.  


 


The Government will issue Task Orders (TOs) to support the requirements under Sections 4.1 


through 4.10. The TOs issued against this contract will contain references to applicable sections 


of the PWS and describe in specific performance-based terms the work to be accomplished, cost, 


milestones, metrics, schedules, deliverables and completion dates. The specific performance-
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based standards will be included in each task description. TOs will be issued for authorized 


performance in accordance with Task Ordering Procedures to be described in the TO request for 


proposal.  


 


4.0 FUNCTIONAL REQUIREMENTS 


 


The contractor shall perform the functions described in the following sections. Performance 


standards are provided for each functional area (see PWS Section 12.0).  A written evaluation 


will be performed on a semi-annual basis. 


4.1 RESOURCES MANAGEMENT OFFICE     


 


The NASA-AFRC Resources Management Office (RMO) has oversight responsibilities for all 


budget activities.  Resources Management functions primarily assist in coordinating the 


development and submission of AFRC's full cost budget requirements, as well as the day-to-day 


oversight and management of Center funding including Center organizations, programs and 


projects. In some cases additional support may be required for fluctuations in the requirements 


that may be caused by changes in Center organizations, programs and projects being supported.  


 


It is anticipated the functions in this section of the PWS will not require a security clearance. 


 


4.1.1 Tasks 


 


Duties constituting support to the RMO are identified below; however, the Task Monitor (TM) 


may identify specific tasks to the contractor’s site manager or RMO group lead.  The nature of 


the work is continuous and is needed during normal AFRC operating hours.  Some tasks may 


require limited non-duty hour support on an as-needed basis. 


 


The contractor must support all budget activities to include: running queries using current 


NASA-AFRC or Agency software; preparing and updating reports, including end-of-month, ad-


hoc, and presentation charts required by the RMO civil servants; and tracking labor, 


procurement, and travel budgets from commitment to disbursement. 


 


The standard software currently used is Microsoft Office (including Word, Excel, Outlook, and 


PowerPoint), Systems Applications Products (SAP) (financial software), Business Objects 


(BOBJ), Project Management Tool (PMT), and Center mainframe systems.  Other Government 


directed and approved software may be introduced during the performance period. Specific tasks 


are as follows: 


 


 Provide assistance to the RMO civil servants in their preparation of Planning, 


Programming, Budgeting and Execution (PPBE) deliverables.  
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 Assist RMO civil servants in: tracking multiple documents and reports; loading databases 


with formulation data; and tracking of planned (budgets) vs. actual data (obligation and 


cost). 


 Process requisitions using SAP.  The contractor will create requisitions in accordance 


with NASA-AFRC guidelines.  Requisitions will be tracked to ensure commitment, 


obligation, costing and disbursement. 


 Coordinate pre-travel requests and track travel authorizations, vouchers, and the travel 


budget. Final products must be checked thoroughly.  


 Process end-of-month reports and charts using SAP and BOBJ.  Update budget 


worksheets to keep current with Center financial and procurement actions and data.   


 Monitor reports and identify variances and discrepancies to RMO civil servants. 


 Identify discrepancies and notify RMO civil servants.  Notification will include 


recommended changes, solutions, and possible fixes.  


 Perform routine administrative functions such as filing, photocopying, and faxing.  


Attend meetings and present information and reports as needed. 


 


4.1.2 Resource Assistant 


 


 Support the development of budgets, in accordance with the Agency Program Planning 


and Budget Execution (PPBE) process.  


 Gather, organize, consolidate, and maintain budget information and databases (including 


but not limited to historical costs, contracts, and workforce) in accordance with various 


Agency and Center requirements.  


 Research pertinent information to assist in projecting estimated costs of budget requests, 


requirements and revenues in support of the formulation of the budget levels.  


 Analyze trends, costs, and rates to identify problems or potential need for modifications 


and report findings to the Resources Analyst.  


 Support the preparation, monitoring, and posting of budget elements including travel, 


training, procurement, workforce plans and labor requirements.  


 Support preparation of budget submissions and responding to calls from Agency and 


Center organizations for various financial plans, such as monthly phasing plans and 


budget submissions. 


 Organize and coordinate budget information from programs and projects and/or 


performing organizations/cost centers.  


 Develop, analyze, and maintain real-time spreadsheets/databases of full-cost budgets 


including supporting documentation of budget adjustments and detailed records of 


budgets by mission, theme, programs and projects, organizations, cost centers, and/or 


work breakdown structure (WBS).  


 Perform review of budget data to assure consistency by detecting and recommend 


correcting budget errors.  
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 Review and track monthly commitment, obligation and accrual information by center 


operations, programs, and projects for the corresponding NASA appropriations.  


 Monitor budgets to identify budget exceed errors, analyze cause and recommend the 


resolution to resolve errors.  


 Assist in the creation of cumulative and monthly spending plans for commitments, 


obligations and costs at appropriate levels applying budget-forecasting techniques.  


 Prepare routine and ad-hoc budgetary reports and presentations for AFRC managers as 


directed by the Resources Analyst.   


 Create monthly reports detailing budget status, identifying issues and potential solutions  


 Provide recommendations for improvements to data entry procedure.  


 Provide support in creating, populating and maintaining spreadsheets, databases or other 


forms of documentation necessary for efficient budget formulation, execution, and 


operation within the customer organizations.  


 Analyze actual commitments, obligations and costs versus the plan to report variances 


and recommend to the Resources Analyst corrective actions to meet financial metrics.  


 Assess the financial and budgetary status of operations and programs and assist in 


analyzing the impact of budget/guideline changes on programs, projects and 


organizational elements. 


 Support the preparation of budget analyses, including preparation of periodic activity 


reports and reviews.  


 Perform project planning and scheduling. 


4.2 FINANCIAL MANAGEMENT OFFICE   


 


The Financial Management Office operates the Armstrong Centralized Travel Office (ACTO) 


for NASA-AFRC.  All work performed by the contractor must be in compliance with 


Government financial rules and regulations.  The following are examples of the governing rules:  


 


 NASA Procedural Requirements (NPR) 


 Treasury Financial Manual (TFM)   


 Federal Travel Regulations (FTR) 


 Federal Acquisition Regulations (FAR) 


  


It is anticipated the positions in this section of the PWS will not require a security clearance. 


 


4.2.1 Armstrong Centralized Travel Office (ACTO)  


 


The contractor shall manage and operate the ACTO.  The ACTO will perform travel related 


services to include domestic and international travel.  The office will be open throughout normal 


duty hours each day, including the lunch period.   
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The contractor shall create, monitor, and reconcile travel authorizations; uses traveler inputs to 


make reservations (e.g. airlines, rental cars, hotels, etc.); uses traveler inputs to prepare travel 


vouchers and route for approval; establish accounts receivable for cancelled travel; and assist 


travelers with Gain-sharing.  The contractor shall monitor the travel system batch process 


interface to the business system.  The contractor shall correct and document any discrepancies 


promptly.  


 


4.2.1.1 Centralized Travel Office Tasks  


 


a. Travel Authorizations: 


 


 Prepare correspondence. 


 Prepare Service Requests (SR) to Competency Center (CC) as required. 


 Review travel questionnaires provided by traveler to ensure all conference related 


travel has the appropriate approval as required by Agency and Center policy. 


 Submit data to a Government-wide, web-based, end-to-end travel management 


system, from questionnaire.  


 Make travel reservations through the Government-wide, web-based, end-to-end travel 


management system as appropriate.  Reservations may include airline, hotel, rental 


car, and shuttle pick-up/drop-off, etc.  


 Prepare travel authorization in accordance with regulations and Center policy. 


 Provide travelers with their travel itinerary. 


 ACTO will process cancelations as appropriate and will provide travelers with a 


cancellation confirmation number. 


 Monitor travel questionnaires for participation in Gain-sharing.  Input information 


utilizing AFRC Form D-WK 705-9 to ensure minimum savings are met.  Maintain 


NASA Form C-632 to calculate yearly savings for each traveler. 


 Collect data (travel metrics) e.g., number of calls required to complete/confirm 


reservation etc.  Provide reports and metrics as requested. 


 Generate and maintain a spreadsheet that tracks each travel request received from the 


time the traveler’s questionnaire is received in the ACTO until the traveler has been 


ticketed. 


 Generate and maintain a spreadsheet from the time the traveler’s voucher is submitted 


to ACTO until the time that the traveler is reimbursed. 


 


b. Travel Vouchers: 


 


 Prepare correspondence. 


 Prepare Service Requests (SR) to Competency Center (CC) as required. 


 Submit travel voucher information provided by the traveler into the Fed Traveler 


System.  
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 Process vouchers in a timely manner to NASA Shared Services Center (NSSC) for 


payment in the business system. 


 Check on status of vouchers until paid. 


 Resolve any and all disputes pertaining to disbursements. 


 Collect data (travel metrics) e.g., number of calls required to complete/confirm 


reservation etc.  Provide reports and metrics as requested. 


 Generate and maintain a spreadsheet that tracks each travel request received from the 


time the traveler’s questionnaire is received in the ACTO until the traveler has been 


ticketed. 


 Generate and maintain a spreadsheet from the time the traveler’s voucher is submitted 


to ACTO until the time that the traveler is reimbursed. 


 


c. Credit Card: 


 


 ACTO Team Lead will perform duties as “Alternate Center Agency Program 


Coordinator” (Alternate A/OPC). These duties include assisting the primary A/OPC 


in the maintenance of the government travel card program. Administering the new 


card application process to include monitoring required training is complete by each 


new card applicant.  Assisting in opening, closing, and updating credit card holder 


accounts using travel card program’s web based database. Running reports when 


necessary.  And providing customer service when holders or travel card program 


office has a question or requirement. 


 


The ACTO will be used for official business travel only. 


 


Of primary concern are final products that are sent out of the various offices and serve as source 


documents for other functions or offices. The goal is to have zero errors in completed work and 


to meet all deadlines.    


 


4.2.2 Accounts Payable 


 


The contractor shall provide voucher examination and payment services including assembling, 


reviewing, processing, recording, reporting, and reconciling commercial and government 


invoices. 


 


4.2.2.1 Accounts Payable Support Tasks 


 


a. Fee Invoices: 
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Submit fee invoices received from the NSSC to the contracting officer.  Submit the 


approved or rejected fee invoice to the NSSC Accounts Payable representative for 


NASA-AFRC. 


 


b. Other Invoices: 


 


The contractor must submit all other invoices received from the NSSC to the appropriate 


technical representative.  Upon return of the invoices, submit them to the NSSC.  


  


The contractor must generate reports, collect and enter data in Accounts Payable Work 


Management System (AWMS), Invoice Concurrence System (ICS) and Systems 


Applications Products (SAP).   The contractor shall monitor the status of invoices.   


 


4.2.3 References 


 


The following additional references are applicable to the Financial Management Office section 


of the Performance Work Statement: 


 DCP-C-001, Core Financial Property Accounting; 


 DCP-C-002, Vendor Invoice Approvals and Costing; 


 DCP-C-020, Travel:  Pre-Travel Process; 


 DCP-C-021, Travel:  Post-Travel Process; 


 DCP-C-023, Emergency Official Government Travel; 


 DCP-C-024, Local Travel; 


 DCP-C-025, Gain-Sharing Travel Savings Program; 


 DOP-C-0006, Core Financial Operation Manual; 


 NPR 9010.1, Financial Management Requirements Overview (Revalidated w/change 


1 - 7/10/12); 


 NPD 9010.2A, Financial Management; 


 NPR 9010.2A, The Continuous Monitoring Program and Financial Management 


Operating Procedures;  


 NPR 9010.3, Financial Management Internal Control;  


 NPR 9050.1A, Official Representational Fund w/Changes 1 - 5 (Revalidated 


05/10/2012); 


 NPD 9050.1B, Official Representational Fund w/Changes 1-2 (Revalidated 


05/10/12); 


 NPR 9050.2A, Advances and Prepayments;  


 NPR 9050.3, The Anti-Deficiency Act (Revalidated May 21, 2013 w/change 1); 


 NPD 9050.3F, Administrative Control of Appropriations and Funds (Revalidated 


with change 1 on 6/8/12);  


 NPR 9050.4, Cash Management and Improper Payments;  
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 NPD 9050.6J, NASA Exchange and Morale Support Activities; 


 NPR 9060.1, Cost Accruals;  


 NPD 9070.1A, Business Cards (Revalidated 11/09/11);  


 NPD 9070.2, Government Charge Cards; 


 NPD 9080.1G, Review, Approval, and Imposition of User Charges (Revalidated w/ 


admin changes 8/28/09);  


 NPR 9090.1A, Reimbursable Agreements; 


 NPR 9095.1, Working Capital Fund Policies and Requirements;  


 NPR 9130.1, NASA Financial Information Systems;  


 NPR 9200.1, Accounting General Overview (Revalidated 3/27/13 with Change 1); 


 NPR 9210.1A, Fund Balance with Treasury;  


 NPR 9220.1A, Journal Voucher Preparation and Approval and Intergovernmental 


Transactions; 


 NPD 9250.1A, Capital Asset Identification and Treatment; 


 NPR 9250.1B, Property, Plant, and Equipment and Operating Materials and Supplies; 


 NPR 9260.1, Revenue, Unfunded Liabilities and Other Liabilities; 


 NPR 9290.1A, Special Accounts;  


 NPR 9310.1A, Financial Management Reports - Accounting; 


 NPD 9310.1D, Delegation of Authority - To Submit the Agency Report on Fund 


Status and the Agency Certification of Obligations and Expenditures;  


 NPR 9311.1, External Reports – Budget;  


 NPR 9420.1, Budget Formulation;  


 NPR 9470.1, Budget Execution; 


 NPD 9501.1I, NASA Contractor Financial Management Reporting System; 


 NPR 9501.2E, NASA Contractor Financial Management Reporting;  


 NPR 9610.1, Accounts Receivable; 


 NPR 9615.1, Accounts Payable;  


 NPR 9620.1, Payroll;  


 NPD 9630.3F, Designation of Authority to Render Advice on Questions Involving 


the Propriety of Certain Payments (Revalidated 08/31/2011); 


 NPR 9631.1, Disbursements; 


 NPR 9635.1, Billings and Collections; 


 NPR 9640.1, Financial Management of Contractor Claims Against NASA; 


 NPR 9645.1, Claims for Erroneous Payment of Pay and Allowances, Travel and 


Transportation, Relocation Expenses and Allowances; 


 NPD 9645.2E, Delegation of Authority-To Waive Claims for Erroneous Payment of 


Pay and Allowances, Travel, Transportation, and Relocation Expenses and 


Allowances-Revalidated (3/27/2013) with Change 1; 


 NPR 9660.1A, Vital Financial Records for Emergency Operations;  
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 NPR 9680.1A, NASA’s Management of Grants and Cooperative Agreements;  


 NPR 9690.1, Investments (Revalidated, November 10, 2011);  


 NPR 9700.1, Travel (w/change 3); 


 NPD 9710.1W, Delegation of Authority - To Authorize or Approve Temporary Duty 


Travel on Official Business and Related Matters; 


 NPD 9741.1B, Delegation of Authority-To Grant Exemptions from the Mandatory 


Use of the Government Contractor-Issued Travel Card (Revalidated 11/2/10). 


4.3 ACQUISITION MANAGEMENT OFFICE  


 


The main function of the Acquisition Management Office (AMO) is to award and administer 


contractual instruments in support of the NASA-AFRC mission.  Contractual instruments include 


contracts, purchase orders, delivery orders, task orders, interagency purchase requests, grants, 


and cooperative agreements.  The contractor’s responsibilities include providing the following 


support: 


 


 Prepare and maintain contractual instrument files, in particular files for Interagency 


Purchase Requests, purchase orders and orders placed against other Government 


contracts (e.g. General Services Administration (GSA) schedules, NASA Scientific and 


Engineering Workstation Procurement (SEWP) contracts, unsolicited proposals and 


Blanket Purchase Agreements); 


 Collect and input data and prepare reports using NASA and NASA-AFRC Business 


Systems (e.g. Systems Applications Products (SAP), the Federal Procurement Data 


System-New Generation (FPDS-NG), Accounts Payable Work Management System 


(AWMS), Invoice Concurrence System (ICS) Contracting Management Module (CMM); 


Wide Area Work Flow (WAWF); and NASA Aircraft Management Information System 


(NAMIS) 


 Provide general administrative support to the AMO such as word processing, filing, 


reproducing, e-mailing, scanning and distributing documents;  


 Run reports as requested (e.g., comparing FPDS-NG and CMM data entry, BOBJ reports, 


etc.); 


 Prepare Service Requests (SR) to Competency Center (CC) as required; and 


 Submit reports to the NASA Competency Center on service requests (SR). 


 


4.3.1 Specific Tasks 


 


Specific tasks constituting acquisitions management office support are, in general, identified in 


the following paragraphs.  On occasion, the AMO will assign the contractor special one-time 


tasks that fall within the general scope of a specific task description but are not identified in the 


paragraphs below. 
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4.3.1.1 Bankcard, Data Processing, and Office Administration Support 


 


The contractor is responsible for performing the following functions: 


 


a. Word Processing: 


 


Prepare documents (forms, letters, envelopes, labels, etc.).  Final versions of all 


documents must comply with NASA and NASA-AFRC policies and procedures. 


 


b. Bankcard Support: 


 


The Contractor shall provide administrative support for the NASA-AFRC Bankcard 


program in accordance with NASA and NASA-AFRC policies and procedures to:   


 


 Assist in establishing Cardholders accounts with purchase-card contractor; 


 Assist cardholders with monthly reconciliation; 


 Import and Export Bank Transactions; 


 Provide Bankcard Manager, Cardholders, and Approving Officials with reconciliation 


status and reports; 


 Assist in maintaining records of cardholders and approving officials, training histories 


and closed accounts; 


 Assist with running reports;  


 Assist with Data Calls from NASA Headquarters and NASA Shared Services Center; 


 Submit reports to the NASA Competency Center on service requests (SR); and 


 Participate in working group activities. 


 


c. Data Processing: 


 


Enter data into Federal Government, NASA and NASA-AFRC Business Systems.  Data 


entry includes, but is not limited to, requisitions, contractual instruments, receiving 


reports, and invoices.  Any incomplete information must be coordinated with the 


originator for completion of required data.   


 


Verify the data provided has been entered as submitted.  If any errors are generated, 


resolve those errors with the data originator. 


 


The contractor shall perform FPDS-NG verification and validation in accordance with 


DPL-5000.1 entitled, “Dryden Plan Code A Procurement Data Quality Plan.” 
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Provide super user, testing, training, and report generation support and maintenance for 


bReady modules (e.g. CMM, SAP) and other related procurement business systems (e.g. 


Enhanced Procurement Data Warehouse (EPDW)) that are in production.  


 


d. Document Distribution: 


 


The contractor shall distribute documents generated in the AMO.  


 


4.3.1.2 Interagency Purchase Request 


 


The contractor must process requisitions designated as being for an interagency agreement, 


except for contracting officer signature, as delineated in Federal Acquisition Regulations 


(FAR) Part 17.5 and NASA FAR Supplement (NFS) Part 1817.5 and 1817.70. 


 


4.3.1.3 Simplified Acquisition Procedures (SAP) 


 


The Contractor shall accomplish simplified acquisition procedures, commonly referred to as 


“small purchases,” or “simplified procedures,” in accordance with applicable regulatory and 


statutory requirements.  The contractor shall have a thorough knowledge of Federal 


Acquisition Regulation (FAR), and other acquisition related guidance or familiarization with 


other agency supplemental procurement regulations (i.e. NASA FAR Supplement (NFS) or 


Defense FAR Supplement DFARS).  All procurement actions, files, documentation, and 


administration shall comply with the FAR, NFS, NASA-DFRC Dryden Organizational 


Procedures (DOP), and other guidance specific to each action.  Typically, purchases made 


using SAP do not exceed the Simplified Acquisition Threshold, as defined by FAR 2.101, in 


value and comply with FAR and NFS Parts 8, 12, and 13.  However, in accordance with FAR 


Part 13.5 using the Test Program for Certain Commercial Items, the threshold for this 


requirement may include commercial item purchases.  


 


In addition to purchase orders, the contractor will be required to prepare orders against 


existing Agency or Government-Wide Acquisition Contracts (GWACs) such as Solutions for 


Enterprise-Wide Procurement (SEWP), General Services Administration (GSA) and Blanket 


Purchase Agreements (BPAs). 


 


The contractor shall administer the resultant orders from award through physical completion.  


Administration includes: (1) document distribution; (2) ensuring on-time delivery of 


procured supplies in coordination with AFRC's Receiving Department; (3) preparing 


modifications as required to formally reflect procurement administration; and (4) transferring 


the physically complete folder to the closeout contractor.  The contractor will be provided 


access to AFRC's acquisition systems to facilitate performance of these tasks. 
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The contractor shall closely coordinate with the CO to ensure that the purchase will be 


prepared, executed, and administered in a manner which accurately represents the 


Government’s needs and is in the Government’s best interests.  The CO may require 


assistance in preparing communications with vendors, potential vendors, contractors and 


customers.   


 


The contractor shall maintain an aircraft parts order log that government personnel can 


access. 


 


4.3.1.4 Procurement Pre–Award Processing 


 


The contractor shall perform the following activities: 


 


 Review requisition package, (statements of work, information technology waivers, sole 


source justifications, etc.) to ensure the package is complete and recommend an 


appropriate course of action to acquire the product or service;   


 Prepare procurement file;  


 Conduct market research to identify potential sources and contract vehicles. Potential 


sources should include socio-economic program participants (i.e., small businesses, small 


and disadvantaged businesses, HUB Zone businesses); 


 Prepare Synopses of Proposed Contract Actions, Request for Quotes (RFQs), Request for 


Proposals (RFPs), Combined Synopsis/Solicitations and synopses of contract award;  


 Publicize contract actions on the NASA Acquisition Internet System (NAIS) Electronic 


Posting System (EPS) and upload documents from NAIS to the Federal Business 


Opportunities (FedBizOpps) website or display in a public place; 


 Document actions leading to instrument award in accordance with FAR and NFS; 


 Prepare award instrument for CO’s signature; 


 Ensure property quality assurance requirements are obtained and issued with solicitation 


and award documentation, as required; and 


 Ensure awards are made to vendors on the Qualified Vendor’s List or appropriate waivers 


are obtained, in accordance with DCP-058, as required. 


 


Prior to release of (1) synopsis; (2) solicitation; (3) orders; and (4) modifications to items (1), 


(2), and (3) outside of the AFRC AMO, the contractor shall submit all documentation to the 


CO for review and/or signature.  


Selection of firms for award and signing of obligating documents shall remain the 


responsibility of a NASA-AFRC CO. 
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4.3.1.5 Procurement Post-Award Processing 


 


The contractor shall perform the following activities: 


 


 Prepare appropriate documentation for the exercise of options, incremental funding and 


other modifications. 


 Track and maintain incremental funding profiles (such as value, cumulative obligated 


dollars, and future Program dollars to fully fund) in order to ensure timely obligations. 


 Perform follow-up actions on all delinquent orders as soon as possible in order to protect 


the Government’s interests.   


 Serve as the focal point for collecting, delivering, transferring, tracking, 


photocopying/scanning, and returning procurement files (e.g., contract, purchase order, 


grants/cooperative agreements) to and from Contract Specialists, Contracting Officers, or 


the file room for internal or external audits, surveys and special requests.   


 


4.3.1.6 Construction Support  


 


 Review contractor payroll against the Wage Determination in the contract and identify to 


the Contracting Officer incorrect wage classifications, incorrect hourly wages, fringe 


benefits problem, and apprentice program compliance. Draft correspondence to have any 


discrepancies corrected.   


 Monitor the receipt of the payrolls to ensure that they are being submitted within the 


required time frames.   


 Setup and prepare reports, letters, mailing labels, and other text materials. 


 Respond to inquiries from customers and provide information about the procurement 


status. 


 Process visitor requests and escort visitors. 


 Enter data from documents into CMM, FPDS-NG, and other procurement systems. 


 Assist with the filing and reproduction of procurement documents. 


 Assist with the logistics and coordination of preconstruction orientation and site visits. 


 Attends construction meetings and records action items. 


 


4.3.2 AMO Lead 


 


The AMO lead shall be responsible for: 


 


 Assigning work; 


 Tracking work assignments from inception until close-out with particular emphasis on 


ensuring customer deadlines are met and are in accordance with the Federal Acquisition 


Regulations and NFS; 
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 Preparing various reports related to workload, i.e. requisitions received, orders placed, 


delivery received, invoices paid, etc.), competition goals, procurement lead-


times/milestone tracking, etc.; 


 Maintaining currency on office policies, processes, and procedures;  


 Coordinating and reviewing acquisition related documents to formulate a recommended 


acquisition strategy to the Acquisition Management Office’s assigned CO; and 


 Training or obtaining training for staff so they are current on office policies, processes, 


and procedures. 


 Ensuring all personnel working under this contract are fully trained, competent, and 


experienced in the acquisition disciplines necessary to perform the tasks assigned. 


 


The AMO lead shall possess the following qualifications:  


 


 B.A. or B.S. degree or higher (Business or Business related field is preferred), or a 


minimum of 6 years of federal acquisition related experience; 


 General knowledge of the Federal Acquisition Regulation, with specific knowledge 


related to FAR Part 13, Simplified Acquisition Procedures; and 


 Have the ability to manage office workload for a staff of 3-7 people.  


 


4.3.3 References 


 


The following additional references are applicable to the Acquisition Management Office section 


of the Performance Work Statement: 


 DCP-A-001, Using the Procurement System; 


 DCP-A-007, Purchase Card Process; 


 DCP-A-012, Identification of Vendor Sources; 


 DCP-A-014, Aircraft Parts Purchasing; 


 DOP-A-004, Socioeconomic Programs; 


 DOP-A-005, Non-Competitive Procurement; 


 DOP-A-006, Past Performance Information; 


 DOP-A-011, Purchase Card Program Coordinator; 


 DPD-5101.1-001, Requirements for Legal Review of Acquisition Matters; 


 NPD 5000.2C, Small Business Subcontracting Goals;  


 NPD 5101.1E, Requirements for Legal Review of Procurement Matters;  


 NPD 5101.32E, Procurement, Grants, and Cooperative Agreements;   


 NPR 5101.33A, Procurement Advocacy Programs;  


 NPR 5200.1D, Industrial Labor Relations Manual;  


 NPD 9070.2, Government Charge Cards.  
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4.4 TECHNICAL PUBLICATIONS OFFICE SERVICES  


 


The NASA-AFRC Technical Publications Office’s (TPO) function is to provide specialized 


publishing services in support of the NASA Scientific Technical Information (STI) Program. 


 


4.4.1 Primary Technical Publications Functions 


 


The primary functions include technical editing and related assistance such as formatting to 


pertinent STI and other applicable specifications. In addition, the contractor shall perform all 


related functions, such as work control and scheduling; customer support; development, 


documentation, and maintenance of internal operating procedures and systems; data gathering; 


records maintenance; productivity and project status report preparation; and problem follow-up 


and resolution. 


The TPO shall accommodate walk-in customers and requirements that occur throughout the 


business day. Extended hours may be required to promote operating efficiencies and ensure that 


deadlines are met.   


The contractor shall respond to customer contacts, especially over the telephone and e-mail 


systems. 


The contractor shall also be periodically asked, and expected, to provide input to assist NASA in 


streamlining the reports and publications process. These may be formal or informal (verbal, 


interview, e-mail, up to and including, creating or editing of process documents).  


Printed reports shall contain no proofreader-caused errors.   


All required files shall be obtained and ready for use by editors by the final document stage. 


The quality of the finished products shall meet or exceed those of professional technical 


publications, such as Institute of Electrical and Electronics Engineers and American Institute of 


Aeronautics and Astronautics (IEEE and AIAA) journals and proceedings.    


Some work assignments may require personnel to have a SECRET security clearance. 


Specific tasks constituting technical publications office support are, in general, identified in the 


following paragraphs.   


4.4.2 Editing and Formatting 


 


The contractor shall provide technical editing; proofreading; editorial assistance, formatting 


(including manual and/or electronic format, layout, and graphic art and photograph placement); 


and document distribution services. 
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The contractor shall review, edit, rewrite, and prepare for publication manuscripts dealing with 


advanced technical subject matter in the areas of aeronautical or physical science, mathematical 


theory, engineering disciplines, and computer science; and shall ensure that said reports comply 


with applicable standards, policies, and procedures, including those pertaining to Greek and 


mathematical notation.  The Contractor shall coordinate all aspects of editorial production (on-


line and hard copy), resolve questions arising from author review and proofreading, and ensure 


that printing and distribution requirements are met.  


 


The contractor shall proofread draft and produce draft and final versions of technical reports, 


reading for clarity, grammar, punctuation, spelling, capitalization, usage, and format to ensure 


compliance with good writing standards and NASA publication standards and policies; and shall 


examine documents for obvious errors and appropriate layout, comparing them with previous 


versions to ensure that the revised versions comply with editor and author modifications.  The 


Contractor shall facilitate all necessary changes to the final version and ensure that the document 


is ready for duplicating, printing, and electronic distribution (electronic Document Availability 


Authorization) to the AFRC STI Manager; shall ensure that front matter is correct, and that 


appropriate restriction notices are properly included; and shall prepare instructions for the 


duplicating machine operators and/or printing specialist.  


 


The contractor shall edit and determine the size of computer-generated illustrations and line 


drawings as well as adding crop marks for photographs appearing in formal NASA series 


reports, journal articles, and meeting papers; and shall prepare work orders and collaborate with 


the Graphics and Photo/Imaging departments to facilitate the production and integration of 


figures into reports during all phases of report preparation.   In cases in which graphic art or 


photographs have been used in previous publications, the contractor shall retrieve these items 


from the NASA AFRC archives and integrate them into the current document when possible.  


 


The contractor shall process incoming drafts and electronic files from authors for editing and 


production preparation; and shall modify electronic files containing peer-reviewed versions to 


conform to editor and author revisions. The contractor shall archive and prepare electronic files 


of finished documents and/or bibliographic citations with abstracts for further electronic 


distribution; and shall check reference citations for accuracy.   


 


The contractor shall provide information management services for the AFRC Technical 


Publications functions in compliance with applicable standards.  The contractor shall produce 


on-line products from database records for electronic distribution and print-on-demand 


processing.  


 


The contractor shall provide electronic publishing support for various documents, such as NASA 


Series reports, journal articles, and meeting papers.  Document preparation consists of producing 


electronic files for on-line dissemination and printing using an electronic publishing print-on-


demand system. The electronic publishing software package used is Microsoft Word on a 
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Windows platform; limited support for Word on a Macintosh platform is also available. Adobe 


Acrobat is used for creating Portable Document files (PDFs) to archive the final version of edited 


documents. The Graphics and Photo/Imaging Departments typically provide illustrations 


products using Adobe Illustrator and Adobe Photoshop; however, these documents originate in 


the software packages provided by authors and may have been originated using Windows or 


UNIX operating systems.  Such computer files shall be created, modified, transferred, converted, 


and saved into Microsoft Word formats on appropriate platforms to allow integration into 


electronic documents. While the software programs mentioned are currently used at AFRC, new 


AFRC or Agency software programs may be introduced as needed. 


 


The contractor shall ensure that the final output meets publication requirements, including good 


electronic publishing and typesetting standards and principles.  


 


The contractor shall archive electronic copies of published documents in original production 


format (currently Word) and in PDF on the local server backup system. 


 


The contractor shall create PDF files for incorporation into the AFRC Technical Reports Server, 


using Adobe Acrobat software. 


 


The contractor may occasionally assist the NASA-AFRC authors in submitting a final document 


to a conference or a journal. If the conference or journal Web site requires a password or an 


account (or both) in order to upload a document, the primary author or coauthor assumes full 


responsibility for the password, the account, and the task and success of the upload. The TPO 


neither creates nor maintains these types of accounts. There is no circumstance under which a 


TPO staff member would share any type of password(s). The contractor shall perform all tasks 


necessary to produce a submittal-ready final manuscript that the author will submit to the 


conference or journal before the required deadlines. 


 


4.4.3 Visual Information 


 


The contractor shall plan and create visual materials in support of the Technical Publications 


Office. Examples of office support tasks include, but are not limited to, the following: 


 Assemble and analyze information to write and design technical and business 


presentations, reports, briefs, and related technical and administrative publications in 


support of all AFRC Mission Directorates to be given to Headquarters (HQ), Partners, 


and other very important persons (VIPs) about AFRC Programs, Projects, and technical 


capabilities. 


 Effectively communicate both orally and in writing, in order to prepare documentation 


and instructions on how to conduct design projects; interpret information; and present 


visual summaries of data to establish technical specifications and to develop the subject 


material for publication. 
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 Incorporate existing or coordinate the development of multimedia materials with AFRC 


Photo, Video, and Graphics departments in development of these presentations. 


 Develop and maintain a library of presentations of various projects and capabilities to 


rapidly re-use or assemble key leadership presentations on short notice. 


 Support AFRC Office of the Director in presentation development (AFRC 101, 


Administrator and Associate Administrator (AA) briefings, etc.). 


 Establish and manage a standard, unified "look and feel" template for all presentations to 


ensure consistent high quality communications. 


 Arrange material including photographs, drawings, sketches, diagrams, and charts to 


illustrate material for production, duplication and distribution. 


 Track and respond to action items from various sources. 


 Assist with the development and maintenance of documentation to include desktop 


procedures and continuity folders. 


 


4.4.4 Specialized Office Support 


 


The Contractor shall provide specialized office support for the TPO.  Examples of office support 


tasks include, but are not limited to, the following: 


 


 Order copies of reprints of AFRC-generated technical reports; 


 Prepare historical and administrative files and records for storage or archive;  


 Close out, destroy, or send electronic and paper records and files to storage, archive, or 


both, as required by Agency recordkeeping ruling documents.  


 


The contractor shall create, maintain, modify, augment, test, and document conventional and 


electronic databases, files, and records used to administer, log, and track activities of the NASA 


AFRC STI editing, publishing, and document preparation. The contractor shall ensure that the 


database and file administration is reliable, timely, accurate, and not corrupt.  The contractor may 


use the data contained in these databases to generate the following, as required: 


 


 Productivity, job status, and progress reports; 


 Publication production elements, such as research report art numbers, document 


designators, and number of pages, equations, and figures in the original draft manuscript 


versus the final STI document; 


 Mailing and distribution lists; 


 Inventories, maintenance requests, and repair status records for equipment;  


 AFRC Technical Reports Server: URL http://dtrs.AFRC.nasa.gov/; 


 Historical files for each finished report.  


 


The contractor shall provide the TPO Task Monitor (TM) a weekly publications productivity and 


project status report regarding all assigned products.  Cumulative productivity and project status 



http://dtrs.dfrc.nasa.gov/
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reports for the fiscal year shall be submitted to the TPO TM within the first 3 working days of 


each month and shall contain data for the previous month.  


 


4.4.5 Visual Information Position Requirements 


 


Knowledge of the theories, principles, and concepts of artistic design and display and visual 


communication in order to apply the most recent technical advances in the field of graphic arts in 


the development, design, and projection of a wide variety of visual materials (e.g. booklets, 


pamphlets, brochures, reports, Power Point presentations, posters, event programs, certificates, 


etc).  Knowledge of a range of technical and creative methods and practices relating to the 


design, development, and production of visual materials including computer hardware, software, 


and applications in order to develop, design, and produce visual materials.  Ability to 


conceptualize and design products and develop contents for visual materials and develop visual 


products. 


 


4.4.6 References 


 


The following references applicable to the Technical Publications Office section of the 


Performance Work Statement: 


 


 DCP-R-001, Technical Publications Development and Approval; 


 DCP-R-005, Approval Process for Formal Oral Presentations; 


 DCP-R-006, Publishing, Distributing, and Archiving Scientific and Technical 


Information (STI); 


 DCP-R-008, Patents; 


 DCP-X-002, Export Control Program; 


 NASA NPD 2200.1, Management of NASA Scientific and Technical Information 


(STI); 


 NASA NPR 2200.2, Requirements for Documentation, Approval, and 


Dissemination of NASA Scientific and Technical Information; 


 NASA Scientific and Technical Information: Scope and Subject Category Guide, 


URL http://www.sti.nasa.gov/sscg/subcat.html;  


 NASA SP-2006-2114, “NASA Scientific and Technical Information Standards,” 


October 2006; 


 NASA SP-7084, Grammar, Punctuation, and Capitalization: A Handbook for 


Technical Writers and Editors, 1990; 


 NASA SP-2005-7602 (Rev.1), NASA Publications Guide for Authors, July 2005; 


 NASA TM 105419, Technical Report Writing; 


 NPR 1441.1, NASA Records Retention Schedules; 


 NPR 2190.1, NASA Export Control Program; 


 NPR 1600.1 NASA Security Program Procedural Requirements; 



http://www.sti.nasa.gov/sscg/subcat.html
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 NPR 2810.1, Security of Information Technology;  


 ANSI/NISO Z39.18-2005, Scientific and Technical Reports-Preparation, 


Presentation and Preservation; 


 ANSI/NISO Z39.23-1997 (R2009), Standard Technical Report Number Format 


and Creation; 


 David F. Fisher, "The Dryden Publications Guide for Authors, Procedures for the Writing 


and Approval of NASA Series Reports, Conference Papers, and Journal Articles," 


January 2008; 


 Van Buren, Robert, and Mary Fran Buehler, The Levels of Edit, Second Edition, 


Jet Propulsion Laboratory, Pasadena, California, January 1980; 


 Swanson, Ellen, Mathematics into Type: Updated Edition, American 


Mathematical Society, Providence, Rhode Island, 1999; 


 Style sheets with precise instructions from numerous professional associations 


and journal publishers. 


4.5 RESEARCH LIBRARY SERVICES   


 


The mission of the NASA-AFRC Research Library is to identify information resources that 


support research in science and technology information and deliver those resources to all AFRC 


personnel, regardless of the medium in which that information is stored. Media of information 


available through the AFRC Library include printed materials such as reports, books, journals, 


subscriptions, and reprints and non-print materials such as microfiche, Read Only Memory (CD 


or DVD-ROM), and electronic information. 


 


The contractor must acquire a working knowledge of NASA Galaxie/Workflows, NASA Center 


for AeroSpace Information (CASI), Scientific and Technical Information (STI) files, Online 


Computer Library Center (OCLC) systems, Interlibrary Loan (ILL) systems, the NASA Digital 


Library (NDL), Ask-a-Librarian (AAL), Defense Technical Information Center (DTIC), and 


other databases as needed.   


 


The contractor must be able to acquire a SECRET security clearance with a working knowledge 


of Controlled Unclassified Information (CUI) and Classified National Security Information 


(CNSI) procedures, as not all documents are available to all library patrons. 


 


To complete this mission, the contractor must be available to cover the library during normal 


operational hours which is currently accessible from 7:30 AM to 4:00 P.M., Monday through 


Friday, and will perform tasks in four primary areas: support the STI Office, circulation, 


reference, and acquisitions.   
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4.5.1 Tasks 


 


4.5.1.1 Supporting the STI Office 


 


The contractor shall shepherd the NASA Document Availability Authorization (eDAA or NF-


1676B) process, with can include collecting, filing, distributing, and entering data into eDAA 


form.   


4.5.1.2 Managing Circulation of Holdings  


 


The contractor shall be responsible for circulation management. Circulation management 


involves maintaining accountability of all library holdings that are loaned to patrons. Circulating 


items will be inventoried annually. Items circulated typically include subscriptions, books, and 


mixed media.   


 


4.5.1.3 Providing Ready Reference Service 


 


Ready Reference services involve obtaining and providing information requested by patrons.  


Service begins when a patron requests information and provides the library with sufficient 


bibliographic data to search for the item.   


 


In turn, the contractor shall satisfy the request with the aid of manual or on-line computer 


searching methods. Upon locating the requested information, the contractor determines the 


quickest and most cost-effective method for acquiring it. 


 


4.5.1.4 Acquiring Library Holdings  


 


The acquisition duties involve the contractor obtaining an Inter Library Loan (ILL) that requires 


sending or returning materials to a lending library. Requests requiring purchase and / or special 


access are identified by the contractor and transferred to the government librarian. They also can 


be ordered through NASA document service with approved deposit accounts for a varying fee 


per document.   


 


4.5.1.5 General Overall Responsibilities  


 


The contractor is responsible for performing the following tasks: 


 


 Greet patrons and answer phones; record and distribute messages; respond to both routine 


and time-critical or urgent messages. 


 Familiarize patrons with the Research Library systems and services.   


 Escort, assist and refer customers to appropriate staff members. 


 Foster good customer relations and publicize library services via a monthly newsletter. 
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 Keep statistical records of patron’s usage of the library, records of documents requested, 


journals circulated, and library cards.   


 Receive, sort, and distribute incoming mail. 


 Shelve new and returned library material.  Organize and straighten shelf holdings as 


needed.  This may include lifting heavy objects. 


 Designate surplus circulation materials per policy. 


 Maintain interlibrary relations with NASA and other libraries. 


 Prepare shipping documents and mailing labels. 


 Participate in telephone and videoconferences pertaining to library issues as directed by 


the Government librarian (or Library Task Monitor (TM)). 


 Attend training as directed. 


 Provide monthly reports (statistics) and other reports as required to management. 


 Develop and maintain general office files, functional procedures, and specialized files 


and archives systems as directed. 


 Provide administrative support for special events or visitors, including gathering data; 


copying reports; escort; delivery including shipping; other clerical functions as required. 


 Safeguard classified documents, information, and systems. A safe will be provided for 


classified reports.   


 Update Research Library Procedures Manual every October. 


 


4.5.2 Library Position Requirements 


 


Completion of a California college level approved course in basic library skills or two years full 


time recent equivalent experience. The Contractor shall be knowledgeable of and remain 


proficient in Microsoft Office Products, Word, Excel, Access and Power Point. Accurate 


correspondence, charts, and reports shall be completed to meet the requirements of the office. 


 


4.6 REPRODUCTION CENTER SERVICES  


 


The Reproduction Center services the needs of NASA-AFRC.  The general requirements for the 


Reproduction Center and Government Printing Office (GPO) printing support services at AFRC 


are set forth in this section.  


 


The Reproduction Center has a number of machines that if not properly operated or monitored, 


could cause damage or injury.  As a minimum, two qualified contractor personnel must be 


present during high-speed machine operations, including punching, binding and stitching 


operations. Safe Operation checklists must be adhered to in all operations.  The contractor must 


update the Safe Operation checklists as needed to maintain a safe working environment. 


 


The customer will identify to the contractor the expected outcome, including the quantity and 


quality of work to be provided.  
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Some work assignments may require personnel to have a SECRET security clearance. 


 


4.6.1 General Support Tasks  


 


The contractor shall reproduce documents, perform work control and scheduling; customer 


support; development, documentation, and maintenance of internal operating procedures and 


systems; data gathering; records maintenance; productivity and project status report preparation; 


and problem follow-up and resolution.  


 


The contractor shall prepare materials generated within the reproduction facility for distribution, 


mailing, and shipment.  Activities include stuffing envelopes, preparing mailing labels and 


shipping forms for materials requiring internal, national, and/or international distribution via the 


AFRC Mailing/Receiving Facility, U.S. Post Office, and commercial shipment vendors, such as 


Federal Express.  The contractor shall also deliver these packages with appropriate mailing 


and/or shipping documents to the designated Center drop-off point when necessary.   


 


The contractor shall create, maintain, modify, augment, test, and document conventional and 


electronic databases, files, and records used to administer, log, and track activities of the 


duplicating machine operation, and GPO printing processes. The contractor shall ensure that the 


database and file administration is reliable, timely, accurate, and not corrupted.  The data from 


these databases may be used to generate the following as requested: 


 


 Productivity, job status, and progress reports. 


 Mailing and distribution lists. 


 Report consumption of general office supplies and materials used in the completion of 


duplicating work.  


 Inventories, maintenance requests, and repair status records for Government-provided 


equipment.  


 


The contractor shall operate equipment in accordance with manufacturer’s specifications.  


Contractor shall initiate and track maintenance calls and/or service requests according to the 


manufacturer’s recommended schedule.  Contractor shall initiate and track repair requests and 


ensure that all repairs performed are complete.  Contractor shall notify the Reproduction Task 


Monitor (TM) of any repair needs and/or problems with maintenance/service contractor activities 


within 24 hours of each occurrence. 


 


4.6.2 Reproduction Center Support Tasks  


 


Contractor shall duplicate, assemble, bind, and prepare for distribution unclassified technical 


reports, administrative documents, and public communication documents/notices.  Contractor 
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shall assemble, bind, and prepare for distribution classified technical reports, administrative 


documents, and public communication documents/notices.  Jobs may be in the form of hardcopy; 


electronic network files or removable electronic media. 


 


The contractor shall maintain records in conformance with the Joint Committee on Printing 


(JCP), NASA Headquarters, and AFRC reporting requirements.  The Contractor shall submit to 


the TM data requirements for the JCP and NASA reports.  This data shall be provided by 


October 5th each year. Government-supplied, forms, spreadsheets, and database systems shall be 


used to manage the information and maintain records sufficient to respond to specific JCP and 


other NASA reporting requirements. 


 


The NASA AFRC Reproduction Center is open Monday through Friday from 7:30 a.m. to 4:00 


p.m. Contractor shall accommodate walk-in customers and requirements that occur throughout 


the business day.  Extended hours may be required to promote operating efficiencies and ensure 


that deadlines are met.   


 


The contractor shall operate equipment according to manufacturer’s specifications.  The 


contractor will attend training on new equipment and systems as necessary or as directed. 


  


4.6.3 Government Printing Office Support Tasks  


 


The contractor shall support the Installation Printing Management Officer in the performance of 


various tasks.  Contractor shall prepare and send out print orders for GPO printing.  Tasks 


include assistance in preparing previously duplicated original materials for compilation into 


bound volumes ensuring source material is suitable, itemizing quantities and dates, and filling 


out the required forms.   


 


The contractor shall maintain up-to-date database of GPO printing orders.  A file containing a 


hard copy of each GPO print order and associated documentation shall be compiled and 


maintained by year for a minimum of 3 years. 


 


4.6.4 Reporting Requirements  


 


Submit to the Task Monitor duplicating and printing data requirements for the Joint Committee 


on Printing (JCP) and NASA reports on a monthly basis.  A cumulative report for the fiscal year 


(October 1 through September 30) is due by October 5th of each year. 


 


The contractor shall provide the NASA TM a duplicating and printing productivity and project 


status report regarding all assigned products on a weekly basis.  The number of duplication and 


printing work orders, copies or impressions accomplished, and amount saved via use of the 


AFRC “Save-A-Tree” program will also be included.  Cumulative productivity and project status 
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reports for the fiscal year shall be submitted to the TM within the first 5 working days of each 


month and shall contain data for the previous month. 


 


The contractor will notify the NASA TM orally and in writing within 1 working day of receipt of 


the assigned task if difficulties arise in meeting the requested due date. 


 


4.6.5 References  


 


The contractor shall comply with the requirements specified in the following guidance and with 


applicable NASA AFRC policies and procedures: 


 


 GPO Publication 305.1, GPO Agency Procedural Handbook, 1988  


 GPO Publication 310.2, as revised; GPO Contract Terms 


 S. Pub. 101-9, Joint Committee on Printing (JCP) Government Printing and Binding 


Regulations, 1990 


 NPG 1490.1H, NASA Printing, Duplicating, and Copying Management 


 Public Law, Section 207 (a) of the Legislative Appropriations Act of 1993, as revised 


 Sections 106-118 of the Copyright Act 


4.7 OFFICE OF STRATEGIC COMMUNICATIONS 


 


The Office of Strategic Communications provides a comprehensive suite of products and 


services designed to provide for the widest practicable and appropriate dissemination of Center 


information to employees, the public, and media. The office is responsible for developing, 


reviewing, approving and distributing time-sensitive information to a broad and diverse 


audience. Accurate and clear oral and written communications is critical in all aspect of the 


contract work.  


 


4.7.1 Strategic Communications Office and Administrative Support 


 


The Contractor shall: 


a. Provide administrative support for office staff, which includes (but not limited to): 


 


 Create, update and maintain on a regular basis office management and technical files. 


 Provide presentation ready graphics from databases, drawings, and notes.  


 Technical support and administration of fiscal reports for office projects, submission 


of month-end activity reports, maintenance and submittal of outreach and media 


events calendar, and tracking and compilation of office performance metrics.  


 Provide support for the development and implementation of computer technology-


based systems. 
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 Perform needs assessments and developing computer-based solutions to assist in the 


development and tracking of office-related tasks. 


 Provide technical support for office workshops and special events. 


 Provide support for the implementation of electronic technology systems to support 


office operations as defined by the Chief of Strategic Communications. 


 Identify and coordinate logistics for facility support requirements for office 


operations. 


 Support Center and office outreach activities through information gathering and 


reporting using electronic media. 


 


b. Serve as office technical representative on various computer systems related teams and 


processes. 


 


c. Staff front desk, greet public, answer phones and follow through with information 


requests as needed. 


 


d. Attend and record minutes of weekly office staff meetings, and other meetings as 


required.   


 


e. Assemble media and other information packet requests for special functions. 


 


f. Place photographic and video orders as needed to support media and outreach activities. 


 


g. Receive and respond to public and electronic mail as needed. 


 


h. Coordinate office supply orders and maintain working inventory of necessary products in 


support of office functions. 


 


i. As time allows, provide transcription services in support of multimedia products, 


interviews, oral histories and related products. 


 


4.7.2 Media Relations and Public Affairs 


 


The Contractor shall: 


a. Ensure that all material released to the public by the Strategic Communications Office is 


appropriately reviewed and approved for technical accuracy and sensitivities related to 


NASA Policy, proprietary issues, classification, Export Control, etc.; are technically 


accurate; and approved in accordance with regulations. 
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b. Maintain database of information products, fact sheets, and collateral materials for 


distribution in support of media and outreach functions for the Center. Maintain working 


inventory of collateral products and order new products in coordination with office 


management. 


 


c. Maintain currency with AFRC programs and schedules by attending program/project 


staff meetings, planning meetings, reading reports and program plans, and through direct 


interaction with technical staff and crew chiefs. Prepare weekly and monthly reports as 


needed. 


 


d. Attend and participate in numerous weekly and monthly program and public affairs 


conference calls and video teleconferences related to center activities. 


 


e. Develop and distribute news releases, media advisories, b-roll, photographs, graphic files 


and related products to print and electronic media, documentary and entertainment media, 


production houses and related industry entities as required/requested. Serve as escort for 


media visits and tours. Facilitate and coordinate phone and on-site media interviews and 


provide background information in support of center news stories. 


 


f. Assist in the identification of AFRC team members and support staff (Civil Servant and 


Contractor) for media and outreach events identified by the Chief of Strategic 


Communications.  The Chief, Strategic Communications will coordinate actual 


participation in accordance with appropriate policies and procedures. 


 


g. Support office with special media events when needed, and provide Public Affairs 


Products as necessary (e.g. write press releases, escort media and other tasks) as 


identified by the AFRC News Chief. 


 


h. Provide Public Affairs Products related to assigned research products, this includes News 


Releases, articles for the X-Press, story captions, Fact Sheets, and Information 


Summaries. 


 


i. Provide editing services to ensure all material released to the public is grammatically 


correct and conforms to NASA Style Guide, NASA Communication Material Review 


standards, and Associated Press (AP) style guide standards as appropriate. Material could 


include: written communications and letters, manuscripts, award nominations, grant 


proposals, brochures, articles, white papers, event proceedings, projects summaries, 


monographs, speeches web material news releases or other products as requested. 


 


j. Develop talking points, response to questions (RTQs) and similar backgrounders in 


support of programs, projects, and administrative functions conducted at the center with 


high media and public visibility. 







   


NND15520845R 
Attachment B 


Page | 33 
 


 


 


 


k. Coordinate Public Affairs outreach activities involving AFRC projects with other NASA 


centers, Mission Directorate public affairs staff at NASA HQ, Office of Communication 


Staff, partner agencies, academic, and commercial entities. 


 


l. Provide office with support and products by coordinating with project managers, 


engineers, Flight Operations, and other personnel as required. 


 


 Provide weekly report of media contacts and other significant events. 


 Coordinate with photo and video departments for visual record of aerospace projects 


flights or significant events/milestones. 


 Set up interviews with project personnel regarding AFRC milestones and events as 


requested. 


 


m. Support office leadership in formulating strategic direction and content management for 


AFRC web page.  


 


 Maintenance of center Fact Sheet and Information Summary web pages 


 Maintenance of Press Release web pages  


 Development and maintenance of Public Affairs, History, and other office supported 


web pages and web-related products as defined by the Chief of Strategic 


Communications 


 Write feature stories, photo caption, fact sheets, and updates. 


 Development and validation of products delivered to AFRC for incorporation on the 


NASA public WWW site. 


 Support the development, review, editing and approval of all web content to ensure 


material is technically accurate. 


 


4.7.3 Exhibits and Public Outreach 


 


The Contractor shall: 


a. Develop a promotion and exhibits plan for each fiscal year (Oct-Sept) for approval by 


Chief of Strategic Communications. The plan should include, but not be limited to, event 


dates, sponsor, exhibit type, estimated cost (materials, travel, staff), and attendance.  


 


b. Coordinate AFRC communication and exhibits functions that may include the 


development and implementation of specific marketing plans. 
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c. Oversee the development of brochures; exhibit support materials, and exhibits as well as 


printed, video, and electronic-based products as approved by Chief of Strategic 


Communications. 


 


d. Attend designated conferences, workshops, events, and trade fairs in support of center 


and agency exhibit events. 


 


e. Provide overall management, oversight and implementation of the Agency Air Show 


Exhibit in coordination with Office Chief and NASA HQ ARMD Exhibits and outreach 


lead. Attend designated air shows, events, and other venues to conduct communication 


and staffing of exhibits per NASA HQ requests. 


 


 Develop proposed list of events and activities for leadership approval.  


 Coordinate with the AFRC exhibit staff and management to report attendance 


numbers. 


 Coordinate with the AFRC exhibit staff and management to develop, maintain, and 


ship exhibit materials per NASA HQ requirements. 


 Coordinate with AFRC, other centers, cooperating agencies, and event venue staff to 


provide logistic support for exhibits including shipping to/from venues, booth 


logistical requirements, labor, set-up requirements and product services. 


 


f. Serve as executive editor for X-Press and publish newsletter on a monthly basis and as 


time allows, produce Special Delivery, and other AFRC publications. Research and write 


articles and coordinate supporting functions such as:  


 


 Conducting interviews;  


 Obtaining supporting documents and materials;  


 Editing stories;  


 Providing assistance and supporting in the layout of the hard-copy and web versions 


of X-Press; 


 Creating new features; and, refining design and content of publication.  


 Creating and maintaining computer file  


 Assigning photos for stories and selecting prints, scanning and resizing photos.  


 Making duplicate versions and modifying both for use with the hard copy and Web 


versions of the X-Press.  


 Preparing necessary documents and updating instructions on the X-Press subscriber 


list for the printing vendor. 


 Responding to inquiries from news media requests for reprint X-Press Articles or 


photos.  
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 Assisting other NASA Centers with stories they would like to run that have appeared 


in the X-Press and obtaining informative pieces for the X-Press from other Centers 


using the Internet and NASA Center resources.  


 Filing older X-Press editions and keeping edited content on file for two years, 


including an updated file of photos. 


 As necessary, providing guidance and assigning work to the assistant editor or other 


support personnel. 


 


g. Design and prepare electronic layout for prepress of special publications, such as 


monographs, brochures, flyers, fact sheets and others as assigned. Provide printer’s 


dummies of special publications for Government Printing Office (GPO) requests. 


Publications must meet NASA and AFRC graphic standards. Final design, layout, and art 


approvals rest with the Center Art Coordinator. 


 


h. Provide limited support of Center tours and special guest visits including: facilitating 


security credential process, developing agendas, coordinating with project leads, 


preparing advance materials, and escorting visitors on tours.  


 


4.7.4 History and Archival Services 


 


The Contractor shall: 


a. Serve as AFRC Chief Historian gathering documents, conducting oral history interviews, 


and obtaining other sources of information about the history of the Center for inclusion in 


the archive and generation of historical publications.  This includes: 


 


 Researching, planning, and conducting oral history interviews with identified people. 


 Coordinating transcription of audio and video interviews. 


 Editing returned transcriptions in accordance with standard oral history practices and 


providing transcriptions (with required review/approval agreements) to interviewees 


for review. 


 Making corrections as necessary and archiving the corrected interview, with 


audiotape and agreements in the AFRC Historical Reference Collection. 


 


b. Research, write, and edit articles and historical monograms in coordination with the Chief 


of Strategic Communications. 


 


c. Review recent and historical documents on the AFRC Website, and elsewhere, and 


submit updates/corrections to the Chief of Strategic Communications to ensure historical 


accuracy and quality control of information in accordance with AFRC web policy and 


procedures. 
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d. Assist with developing scripts for video projects.  


 


e. Review history manuscripts for NASA HQ, academic journals, and other organizations as 


requested by the Chief of Strategic Communications. 


 


f. Organize history office symposia and other engagements as requested. 


 


g. Research and write history papers for presentation at professional societies and other 


venues as requested. 


 


h. Coordinate and/or research and write monographs, books, papers and related historical 


publications as defined by Chief of Strategic Communications and funded by NASA HQ 


Aeronautics Research Mission Directorate or other entities. 


 


i. As time allows, organize documents (both electronic and paper) and store archival 


documents by topic.  Create/maintain an electronic database to serve as a finding aid for 


all archival materials. 


 


 Collect (and generate if possible) flight logs of research aircraft assigned to the 


Armstrong Flight Research Center. 


 Review archival films and videotapes, catalog their contents, and prepare electronic 


finding aids.  The review includes the review of archival films and coordinating the 


shipment of films for preservation and content transfer to electronic or other mediums 


by specialists.   


 Organize converted film electronic/video media and other video resources.  Create an 


electronic database to serve as a finding aid for all archival materials in such a way 


that it will enable users to search for video materials by airplane, pilot  (if 


identifiable), and project.  


 Prepare reports on the status of holdings, their organization and their inclusion in the 


electronic index. 


 


4.7.5 Social Media 


 


The Contractor shall: 


a. Manage and coordinate social media initiatives for the Center in coordination and 


collaboration with NASA HQ Social Media strategy.  


 


b. Maintain and coordinate content development for Social Media accounts including but 


not limited to FaceBook, Center Blogs, Twitter, YouTube, Google+ and other similar 


efforts as directed by Strategic Communications Chief. 
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c. Approve new sites/accounts consistent with Agency guidelines. 


 


d. Propose topics appropriate for social media events and work with local and HQ 


management to seek approval for conducting such events. In coordination with office 


staff and other center personnel, coordinate all outreach and logistical activities for 


implementing social media events such as NASA Socials and Google+ Hangouts. 


 


e. Provide in-house consulting and training on best practices and strategy for social media 


use throughout the Center and occasionally, external audiences. 


 


f. Work in close coordination with Public Affairs Specialists and program/project leads to 


proactively develop content and align content with larger strategic communication 


priorities and campaigns. 


 


g. Monitor and moderate chat rooms, message boards, and comment sections of center 


social media accounts and reply as appropriate. 


 


h. Maintain situational awareness of other official NASA accounts and collaborate with 


account owners to leverage local activities for broadest public reach. Provide periodic 


support to other NASA Centers and Mission Directorates for related social media events.  


 


i. Track and report weekly and monthly metrics in accordance with best practices and 


NASA requirements. Analyze metrics and implement strategies to maximize reach within 


available resources. 


 


4.7.6 New Hire Guide 


 


The Contractor shall provide a New Hire Employee Liaison who will: 


a.  Act as a resource for providing information to newly hired Civil Service employees or 


coop programs employees at the Center.  Such information will include: general project 


and program information, key Center organization contacts, surrounding community 


information related to relocation, and other related items related to job satisfaction.  It is 


expected that this activity will work in close coordination with AFRC’s Human 


Resources Office and Office of Education.  


 


b.  Be responsible for assisting new hires through the full spectrum of processes required for 


a successful onboarding such as assisting new hires with relocation requirements for 


human resources, security, and information technology needs.  This will include follow-


up and assistance with transition issues up to the first year of employment at AFRC. This 


service is a comprehensive one.  The Liaison will be available to answer questions and 
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occasionally assist during non-business hours. The essence of the job entails customer 


service and education.   


 


4.7.7 Special Requirements 


 


a. Flightline access and a current Flightline Driver license are required (some employees 


will also be required to have Air Force Test Center Flightline Photography Escort 


Badge). 


 


b. Travel and training may be required.  Attendance may be required at conferences, 


workshops, and other specified events as identified by the NASA TM.   


 


c. Operate standard computer system and software programs needed to accomplish tasks, 


which include word processing, spreadsheets, presentations, database, and calendar 


programs (currently Microsoft Office, PhotoShop, InDesign). 


 


d. Programs are subject to change and may require specialized training for maintaining 


currency. 


 


e. Hydrazine and other training as required to escort guests in hangars. 


 


4.7.8 Strategic Communication Position Requirements 


 


4.7.8.1 Chief Historian/Supervisor    


Ph.D. in History and knowledge in Aerospace technology is required plus 10 years of practical 


experience documenting and publishing recorded history of federal organization from a local and 


national perspective/5 years management experience overseeing a fast-paced public outreach and 


media organization. About 50% of this position is spent on Historian functions and 50% on 


supervisory functions. As Historian, must be well published and an authority in aerospace topics 


including authoring books, journal articles, web material and served as peer review committee 


member. Must have expert knowledge in aerospace history and ability to document historical 


significant events and maintain historical archives systems. Historian is responsible for 


accessioning of artifacts and historical collections as well as interactions with museums to track 


artifact loans. Supervise public affairs and outreach contractor staff and provide direction, 


resolve conflicts, prepare reports and track accomplishments. 


4.7.8.2 Public Affairs Specialist 


Bachelor Degree in Communications, Journalism, Public Affairs, English or closely related field 


required plus 5 years specialized public affairs and media relations experience preferably 


working in the aerospace industry. Individual must have strong interpersonal and relationship 
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building skills.  Support development of news items and write compelling feature stories 


consistent with Associated Press style guide and the ability to adapt to the NASA style guide. 


Must have exceptional oral and written communication skills sufficient to effectively 


communicate with a technologically sophisticated media audience. Must have expert knowledge 


of aerospace topics and ability to convey communication themes in internal and external 


communications. Public Affairs Specialist often represents the center in frequent interactions 


with key leadership within the center and across other NASA centers and NASA HQ. 


4.7.8.3 Social Media Program Manager 


Bachelor Degree in Journalism, English, Public Relations, Marketing or closely related field 


required with minimum of 3 years professional experience in high-paced news or social media 


environment communicating to a national audience. Must be experienced in promoting 


technological content to multiple audiences from school age children to technical subject-matter 


experts. Serve as resident expert in social media platforms and developing trends. Assists 


management to develop center strategy for interaction with public via social networks. 


Coordinates policy and strategic messages delivered via social platforms. Interacts with all levels 


of organization at Center and NASA HQ for message and content development. Works 


independently to solicit stories and content with minimal approvals. Must have exceptional 


English and grammar skills.  Provide tours of Center for new employees. 


4.7.8.4 Exhibit and Outreach Specialist 


Bachelor Degree in Public Relations, Marketing, Communications, Journalism, or closely related 


field and 5 years specialized exhibit management and staffing experience. Manage the Agency 


Aeronautics exhibit program establishing schedules, coordinating staffing, and managing all 


logistical items related to events. Must have expert knowledge of aerospace topics and policy 


issues and an ability to effectively communicate with audiences at large-scale public events. 


Must have exceptional interpersonal skills and the ability to recruit and train staffing volunteers. 


Must have organizational skills sufficient to simultaneously balance and coordinate multiple 


high-level events. Coordinate special events and tours of the Center. This position requires 


mechanical abilities sufficient to personally set-up displays and exhibits; it often requires heavy 


lifting of exhibit cases and publication boxes. 


4.7.8.5 Senior Writer/Editor 


Bachelor Degree in Journalism, English, or closely related field and 10 years professional 


experience in a fast-paced news environment. Serve as Senior Editor and Writer of center 


newsletter often coordinating assignments, setting deadlines and tracking progress of multiple 


stories for publication. Works closely with customers to balance content of publications 


consistent with key Agency messages. Ensures written products are developed consistent with 


AP Style Guide and journalistic style.  Expert knowledge and ability to develop innovative and 


creative layout, design and printing sufficient to complete entire publication process 
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independently and of high-quality. Contribute to web writing efforts. Has ability to work 


independently with local program representatives, senior center leadership and key offices at HQ 


to write and develop publication content. Have sufficient historical center knowledge and 


research skills to maintain working knowledge of all program and project areas.  


4.7.8.6 Outreach specialist/Administrative Specialist 


At least 5 years experience in a high-stress news or media environment. Responsible for general 


office management functions including scheduling conference rooms, maintaining calendars, 


coordinating office supply order, answering phones and coordinating reply to public inquiries. 


Serve as primary interface with public, center guests, and media personnel to complete security 


credential requirements. Serve as IT liaison with technical support offices. Record meeting 


minutes of staff meetings and provide transcription services for office staff as needed. Must have 


excellent oral and written communication skills. Coordinate and develop weekly and monthly 


media tracking reports. Coordinate with Strategic Communications subject matter experts to 


collect and analyze data for office performance metrics. 


4.7.9 References 


 


The following additional references are applicable to the Office of Strategic Communications 


section of the Performance Work Statement: 


• National Aeronautics and Space Act of 1958;   


• 14 CFR Part 1213 – Release of Information to News and Information Media; 


• NPR 7120.5 - NASA Space Flight Program and Project Management Requirements;  


• Section 508 of the Rehabilitation Act of 1973, as amended; 


• NPD 1388 Employee Participation in NASA Education and Outreach Activities; 


• NPR 1387.1 NASA Exhibits Program; 


• 14 CFR 1221 Use of NASA Seal, Logo and Visual Communications Systems; 


• NPD 2521.1A Communications and Material Review; 


• NPD 1490.1H NASA Printing, Duplicating, and Copying Management; 


• NPD 1383.2C Release and Management of Audiovisual Products; 


• NASA Policy on the Release of Information to News and Information Media, 


http://www.nasa.gov/audience/formedia/features/communication_policy.html; 


• NPD 2540.1, Personal Use of Government Office Equipment Including Information 


Technology; 


• NPR 2810.1, Security of Information Technology: Chapter 11, Section 3.9, Internet 


Publishing Content Requirements; 


• NPD 2810.1, NASA Information Security Policy; 


• NPR 1600.1, NASA Security Program Procedural Documents, Section 5.24 Sensitive But 


Unclassified (SBU) Controlled Information; 


• NM 1382-42, NASA Principles and Policies on Scientific Openness; 


• NPR 1382.1, NASA Privacy Procedural Requirements;  



http://www.nasa.gov/audience/formedia/features/communication_policy.html

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPD&c=2540&s=1F

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPD&c=2540&s=1F

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=2810&s=1A

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=2810&s=1A

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPD&c=2810&s=1D

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=1600&s=1

http://nodis3.gsfc.nasa.gov/displayDir.cfm?t=NPR&c=1600&s=1

http://nodis3.gsfc.nasa.gov/policy_letters/NM_1382-42_.pdf

http://nodis.gsfc.nasa.gov/displayDir.cfm?Internal_ID=N_PR_1382_0001_&page_name=main
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• NASA Linking Policy (HQ), 


http://www.nasa.gov/about/highlights/HP_Privacy.html#links; 


• NASA Image Use Policy (HQ), 


• Section 508 of the Rehabilitation Act of 1973, as amended (Electronic and Information 


Technology Accessibility Requirements for Federal departments and agencies), 


http://www.section508.gov/Section-508-Of-The-Rehabilitation-Act; 


• OMB Memorandum 10-23, Guidance for Agency Use of Third-Party Websites and 


Applications 


• OMB Memorandum OMB Memorandum on Social Media, Web-Based Interactive 


Technologies, and the Paperwork Reduction Act, 


http://www.whitehouse.gov/sites/default/files/omb/assets/inforeg/PRAPrimer_04072010.


pdf. 


4.8 OFFICE OF INTERNAL CONTROLS AND MANAGEMENT SYSTEMS 


 


The Office of Internal Controls and Management Systems (OICMS) is responsible for the 


development, implementation, verification, maintenance, improvement, and management review 


of the Armstrong Management System (AMS).  The AMS implements the management systems 


necessary for the fulfillment of AFRC’s vision, mission, and objectives in adherence to 


standards, regulations, policies, specifications, and procedures.  The underlying goal of the AMS 


is to create a naturally evolving, high performance, and measurable management system.  In 


order to comply with NASA’s Management System Policy (NPD 1280.1), the AMS is certified 


to the ISO AS 9100 and 9001 Standards.   


Security Clearance not required. Training and Travel will be required. 


4.8.1 Special Projects, Studies, and Investigation Requests 


 


The contractor shall perform assessments and studies involving the existing and projected AMS.  


These studies shall consist of feasibility assessments; projections of future AMS requirements; 


and recommendations on methodologies to acquire, develop, or enhance AMS processes, 


disciplines, or core capabilities.  


 


It is anticipated that work performed in this section will be of a close-ended nature, although 


there is also the possibility for ongoing, long-duration projects or studies. 


 


4.8.2 Internal Controls and Management Systems Support 


 


a. In consultation with the Government audit manager, develop a draft of the annual AFRC 


Program Audit Plan. The plan shall be developed and delivered according to DOP-X-002. 


 


b. Develop draft internal audit plans according to DOP-X-002. 



http://www.nasa.gov/pdf/322885main_12-15-05_website_linking_policy.pdf

http://www.nasa.gov/audience/formedia/features/MP_Photo_Guidelines.html

http://www.access-board.gov/sec508/guide/act.htm

http://www.section508.gov/Section-508-Of-The-Rehabilitation-Act

http://www.whitehouse.gov/omb/assets/memoranda_2010/m10-23.pdf

http://www.whitehouse.gov/omb/assets/memoranda_2010/m10-23.pdf

http://www.whitehouse.gov/sites/default/files/omb/assets/inforeg/SocialMediaGuidance_04072010.pdf

http://www.whitehouse.gov/sites/default/files/omb/assets/inforeg/SocialMediaGuidance_04072010.pdf
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c. Conduct internal audits of AFRC organizations in conjunction with Government internal 


auditors according to the requirements of DCP-X-002.  Number and scope of audits is 


according to internal audit plan. Audit will include special audits such as Safety 


Management, Environmental Management, and Export Control. 


 


d. Support follow-up and resolution of AMS improvement opportunities and previous audit 


findings according to DCP-X-002. 


 


e. Support the Integrated Corrective Action System (ICAS) Working Group through 


analysis and presentation of corrective action data. Analysis of data will include 


identification of both positive and negative risks to the AMS. Work will be performed in 


accordance with DCP-X-037. 


 


f. Plan, coordinate, and document the various AMS related meetings, such as the 


Armstrong Management System Board (AMSB). Work will be performed in accordance 


with DCP-X-030. 


 


g. Maintain and provide application administration of the AFRC online-document 


information exchange (ODIE) in accordance with DOP-X-103.   


 


h. Specify and oversee implementation of requirements for AMS web pages that are both 


internal and external to the “firewall.” 


 


i. Develop and maintain statistical and graphical representations of internal performance 


measurements for the AMS. Work will be performed in accordance with DCP-X-037. 


 


j. Maintain and provide application administration for the Integrated Corrective Action 


System and Opportunity for Improvement (OFI) applications.  


 


k. Provide support for process flowcharting and document development, including 


providing limited training to the Government process managers, and development of 


formal flowcharts from rough drafts supplied by the Government according to DCP-X-


007 and DOP-X-103. 


 


l. Analyze, develop, and document Center wide policies, processes and procedures.  


Facilitate analytical discussions of these processes according to DCP-X-007 and DOP-X-


103. 


 


m. Support forms development and control according to DCP-X-038. 
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n. Support the OICMS in conducting the following documentation archive and library      


organization tasks. Sort, classify, and help determine if material is historically significant 


or value added reference material, is a duplicate or original of historically significant 


information, is potentially sensitive material that needs an additional level of review or 


additional protection, or is material that can be destroyed. Work will entail sorting 


through boxed, stacked, or otherwise stored material. Assist in the development of a 


classification/archival electronic system. 


 


o.  Support activities necessary, or help coordinate the interfaces with other scanning 


resources, to scan the sorted and classified historical and reference material into an 


electronic format. Support the upload of the scanned material into a digital library. 


 


4.8.3 NASA Directives Support 


 


a. Assist in identifying and assessing AFRC processes and documentation that are affected 


by proposed and newly approved Agency Directives. 


 


b. Assist in developing and modifying AMS documentation that is impacted by proposed 


and newly approved Agency Directives. 


 


c. Assist in preparing AFRC responses to Agency Directive solicitations for comment. 


 


4.8.4 NASA Environmental Standards Support 


 


a. Support the development and adoption of NASA Environmental Standards where 


existing standards are not adequate for NASA needs. 


 


b. Assist in analyzing, developing, and documenting Environmental Management System 


(EMS) policies, processes, and procedures.  Facilitate the integration of the EMS policies, 


processes, and procedures into the AMS. 


 


4.8.5 Lessons Learned Support 


 


Contractor shall provide a Center liaison for the Lessons Learned (LL) process, establishing and 


documenting the LL process, collecting Center LLs, performing initial analyses and providing a 


recommendation for local implementation and documentation on the Agency LL database. 


Contractor shall ensure that an appropriate Subject Matter Expert for validity, readability, clarity, 


and accuracy, editing and rewriting as required, prior to entering LL into Agency database, 


reviews each LL. Contractor shall also provide interface with local organizations process owners 


and the Center Chief Engineer’s Office and provide data analysis and reporting of trends.  
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4.8.6 Integrated Corrective Action System 


 


Contractor shall provide Center liaison for the Integrated Corrective Action System (ICAS) to 


include: Inputting of non-conformances in to ICAS; ensuring that root cause is accurately 


determined by assignee; ensuring that the corrective action answers the root cause; updating the 


ICAS database and following up on corrective action plans to ensure timely closure. Contractor 


shall interface with NASA management to develop corrective action plans for non-conformances 


assigned to their organization. Contractor shall be an active participant in the ICAS working 


group, analyzing data from several corrective action systems to determine systemic trends and 


develop reports. 


 


4.8.7 Process Technical Writing 


 


Contractor shall provide Technical Writing support, interfacing with organizations’ process 


owners and interviewing subject matter experts (SME) about their current processes to ensure 


that processes conform to the current Armstrong template. Contractor shall research the 


requirements, interview subject matter experts, work with document authors, draft and updates 


documents, and attend team meetings. Contractor shall produce original flow charts to 


graphically present steps in procedures, using text and verbal information and generate graphics 


or tables to display information in presentations that clearly convey the appropriate technical 


information. 


 


4.8.8 Internal Controls and Management Systems Position Requirements 


 


4.8.8.1 Technical Writing and Editing 


 


Successful completion of a full 4-year course of study in any field leading to a bachelor's degree, 


in an accredited college or university, which includes a total of 15 semester hours in an 


appropriate scientific, technical, or social science field(s), and at least one course above the 


introductory level in the field(s) covered by the position. For technical manuals and 


specifications writers or editors, the equivalent of 15 semester hours may have been gained 


through vocational or educational training above the high school level at a public, private, or 


Armed Forces school.  Without a degree, experience that requires substantial subject-matter or 


technical knowledge of the field. This experience must demonstrate the ability to acquire and 


present technical information through independent reading, interviews with subject-matter 


specialists, observation of tests and experiments, interpretation of blueprints or diagrams, or 


other appropriate methods. Such experience may be acquired as a writer or editor of technical 


reports, articles, manuals, or specifications. 


 


4.8.8.2 Auditor 
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Successful completion of a full 4-year course of study in any field leading to a bachelor's 
degree, in an accredited college or university, with a major study of quality assurance, 


statistics, mathematics, production management, industrial management, computer science, 


engineering, engineering technology, physical sciences, textiles, or other fields related to the 


position. The auditor must also be AS9100 certified. Without a degree, experience that 


demonstrates a practical knowledge in monitoring, controlling, or maintaining the quality of 


products or services in quality assurance, procurement, inspection, production, or related areas.  


Examples include: 


 Reviewing production activities and capabilities in light of contract quality requirements. 


 Reviewing written quality or inspection procedures for adequacy, and evaluating the 


implementation and effectiveness of quality/inspection systems, including sampling 


plans. 


 Analyzing quality data to detect unsatisfactory trends or weaknesses in the 


quality/inspection system. 


 Verifying by test or inspection, using sampling inspection or intensive product inspection 


techniques, that products comply with requirements prior to acceptance. 


 Identifying inadequacies and requesting corrective action. 


 Computing data, summarizing results, and preparing reports or charts depicting pertinent 


relationships using statistical methods. 


 Investigating customer complaints and deficiency reports, and providing identification of 


causes to appropriate authorities. 


 Reading, interpreting, and applying technical data such as blueprints, engineering 


drawings, product specifications, or technical manuals. 


 Reviewing and evaluating supply systems operations and procedures through periodic 


audits and surveillance inspections. 
 


4.8.8.3 Data Analyst 


 


Successful completion of a full 4-year course of study in any field leading to a bachelor's 
degree, in an accredited college or university or 3 years of experience with databases and 


software used to mine the data and creating reports used by management to make decisions and 


take actions.  Incumbent needs to be proficient in using in the following databases Oracle, 


Sequel, and Access. Incumbent also needs to be proficient in Excel, Word, and Power Point. 


Knowledge of SharePoint and C++ is beneficial. 


 


4.8.9 References 


 


The following references applicable to the Office of Internal Controls and Management Systems 


section of the Performance Work Statement: 
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 NPD 1280.1, NASA Integrated Management System Policy; 


 DCP-X-002, Export Control Program; 


 DCP-X-007, Documentation Management;  


 DCP-X-037, Corrective and Preventive Action Procedure; 


 DCP-X-038, Forms Management: Creating, Revising, and Cancelling; 


 DCP-X-030, Dryden Center Management Council (DCMC) Reviews; 


 DCP-X-103, Document Preparation and Control; 


 DOP-X-002, Audit Scheduling Planning and Execution. 


4.9 ADMINISTRATIVE OFFICE SUPPORT   


 


The contractor shall provide administrative support functions to assist in the day-to-day 


operations of the directorates, divisions, branches, and individual projects.  While the bulk of the 


duties are similar in nature, each project or office has a number of unique tasks that are 


performed only in that project or office. The Contractor shall be knowledgeable of and remain 


proficient in Microsoft Office Products, Word, Excel and Power Point. Accurate correspondence, 


charts, and presentations shall be completed to meet the requirements of the office. 


4.9.1 Tasks 


 


The Contractor’s tasks shall include correspondence, data processing, and other administrative 


functions. Positions may be required to work independently on projects requiring research and 


preparation of briefing charts and other presentation materials. Some work assignments may 


require personnel to have a SECRET security clearance. The Contractor shall perform varied 


duties including or comparable to the following: 


 


a. General Office Services: 


 


 Answer phones, and records and distribute messages; respond to both routine and 


time critical or urgent messages. 


 Receive sort and distribute mail. 


 Maintain electronic scheduling (e.g., Outlook).  


 Prepare, produce, and send faxes. 


 Receive, read, reproduce, distribute, and file letters, memos, messages, briefings, and 


other documentation (including paper and electronic documents). 


 Obtain signatures for documents, route documents, and prepare routing documents as 


required. 


 Survey and gather requirements for supplies to ensure the office has sufficient stock 


to avoid work interruption, orders, receive and distribute office supplies. 


 Research and respond to requests for information. 
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 Anticipate and prepare materials needed by the NASA personnel for conferences, 


correspondence, appointments, meetings, telephone calls, etc., and informs NASA 


organizational representative on matters to be considered. 


 Prepare special or one-time reports, summaries, or replies to inquiries, selecting 


relevant information from a variety of sources such as reports, documents, 


correspondence, other offices, etc. 


 Attend meetings, take notes, and write and distribute minutes. 


 Develop and maintain general office files, functional procedures, and specialized files 


and archives (including mission and program files, photo files, and publications 


archives). 


 Review, maintain, and archive office files/records in accordance with AFRC policy 


and NASA procedures.  


 Track and respond to office action items from various sources. 


 Operate and maintain a variety of office equipment to include: printers, scanners, 


copiers, video-teleconference, teleconference, and projectors. 


 Prepare, coordinate, and submit badging and visit request; escort visitors. 


 Oversee administrative procedures and identify ways in which the procedure can be 


made more effective and efficient. 


 May serve as Convenience Copier Key Operator, coordinating maintenance and 


repairs and ordering and stocking necessary supplies. 


 Track credit card transactions for cardholders.  Reconcile end of month credit card 


statements.  Contractor personnel shall not place credit card orders. 


 Serve as coordinator for computer, peripheral reassignments as well as office and 


furniture moves. 


 Perform other specialized support duties as necessary to ensure performance of the 


contract. 


 


b. Data Management Services:  


 


 Compile and prepare various papers and reports from raw data. 


 Prepare letters, memos and messages (including email), miscellaneous forms, reports, 


briefings, and other documentation. 


 Scan and alter documents and graphics. 


 Create, input data into, and maintain authorized office tracking systems and/or action 


logs, electronic spreadsheets, and other office electronic systems, including web-


based documents.  


 Identify variances and discrepancies and recommend changes as needed to prevent 


recurring issues.   


 Update/maintain electronic and hardcopy libraries to include signatures, assigning 


document numbers, document version control, management of documents, etc.  
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 Upload/download documents and presentations to official websites as required. 


 


c. Meeting Services, Teleconferencing Services, and Scheduling Conference Rooms: 


 


 Coordinate logistics for meetings, technical briefings, conferences, and special 


events, including arranging and setting up conference rooms, other facilities, and 


equipment. 


 Provide administrative support for special events, including gathering data, 


coordinating and preparing guest lists, invitations, brochures, programs, and 


handouts; and providing reception/check-in services.  


 Facilitate tours, events, and employee resource group functions. 


 Coordinate with all participants on meeting related issues and keep attendees 


informed. 


 Coordinate videoconferencing, teleconferencing and Webex meetings.   


 Assist in setting up and running computer-generated presentations. 


 


d. Travel Coordination: 


 


Serve as POC for travelers and coordinates travel questionnaires/vouchers in accordance 


with AFRC travel processes. The contractor shall not prepare documentation related to 


Personal Travel.  


 


4.9.2 Export Control Representative 


 


In addition to the tasks listed for Administrative Office Support, the Export Control 


Representative shall: 


a. Coordinate with the Center Export Administrator (CEA) to ensure that all 


Program/Project staff has the requisite training and awareness to perform their 


responsibilities in accordance with US Export Regulations and NASA Policies. 


 


b. Create, maintain, and distribute, as needed the following Program Documentation. 


 Technology Transfer Control Plan (TTCP); 


 Export Control Plan/Export Compliance Plan/Handbook; 


 Individual Security Plans. 


 


c. Implement the Program/Project Export Compliance Processes. 


 Ensure that appropriate process safeguards are in place; 


 Maintain surveillance of these processes to ensure compliance; 


 Provide oversight where needed to ensure that Export Control procedures are adhered 


to. 
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d. Coordinate with the CEA to ensure that key Export Control Activities are completed in a 


timely fashion. 


 


e. Adjudication of Export Classifications under the International Traffic in Arms 


Regulations (ITAR) and Export Administration Regulations (EAR). 


 Jurisdiction Reviews; 


 Classifications; 


 Licensing where necessary {if applicable}. 


 


f. Monitoring Data/Technology Transfers. 


 Ensure that Access Controls to Technology are in place and adhered to for both 


Physical and Logical access. 


 


g. Coordinate the Export Reviews and Item Classification for Program/Project related 


Shipping and Receiving. 


 


h. Coordinate to ensure that all paperwork required conducting International Deployments is 


completed in a timely fashion, and all Deployment staff are briefed and trained 


appropriately for the deployment {if applicable}. 


 


i. Maintain Export Control Records and documentation. 


 


4.10 BUSINESS SYSTEMS SUPPORT  


 


The primary role of the business systems coordinator is to act as a central point of information 


for different business modules by managing the flow of information between the various 


branches and organizations. The coordinator must know how to communicate effectively with 


co-workers and employees in other organizations concerning policies and procedures in the area 


of records management, information services, and data management.   


 


Strong computer skills are a plus given that most of the duties of a systems coordinator involves 


data processing.  The coordinator must also be able to troubleshoot office systems.  Some 


positions may involve some travel. It is anticipated the positions in this section of the PWS will 


not require a secret security clearance.   


 


The business coordinator shall provide general and specific administrative support tasks as 


defined under section 4.9.1 Administrative Support Specialist in addition to the tasks listed 


below: 
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4.10.1 Tasks 


 


Contractor personnel knowledgeable in functional areas will participate in various activities 


including testing, change management, data cleanup, and instruction in use of new, upgraded, or 


modified systems.  


 


a. Technical Meetings: 


 


 Attend meetings: provide reports as requested by Task Monitor of any salient points 


or discussions at meetings, teleconferences, and videoconferences; maintain and 


report on action items assigned; obtain input from team members on any issues or 


concerns.  


 Serve as point of contact for contractor employee meetings: prepare presentations as 


needed at meetings, maintain contact with NASA-AFRC organization points of 


contact (POCs) and keep them informed of any crucial discussions concerning 


Business Systems.   


 Assemble and analyze information to design and layout, and prepare conventional 


and computer-generated presentations.  Provide assistance in setting up and running 


computer-generated presentations. 


 Update project status charts.  Interview project personnel to gather accurate data. 


 


b. Concept Analysis: 


 


 Participate in risk management activities to help determine project risks and what can 


be done to mitigate risks.   


 Participate in Center Change Management team and Transition team in developing 


communications and change management strategies and plans as requested.   


 Analyze data that is common between business systems.   


 


c. Change Management: 


 


 Communicate with individuals within NASA-AFRC concerning the activities 


surrounding any new Business System being implemented, upgraded, or modified.  


Outside contacts include interfaces with other Project-related personnel in NASA, 


other Government Agencies, and industry. 


 Participate in reporting requirements gathering; create reports, bookmarks, and job 


aids to meet customer requirements; identify shortfalls and recommends for upgrades; 


and coordinate training efforts as needed.   


 


d. Testing and Sustainment: 
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 Assist with continuous data cleanup efforts.  Process functional scripts/scenarios for 


data input and testing.  


 Collect information from technical contract support personnel regarding design and 


construction development. 


 Record, discuss, and resolve discrepancies and re-process as necessary. 


 Ensure all data is consistent from Facilities Configuration Control Board (FCCB) 


tool, to Facilities Project List (FPL), to status slides, to Share Point and X-net reports.  


Reconcile all transactions that are unique to the business system, research any 


discrepancies, and correct the abnormal conditions. 


 Keep the data clean as actions are processed by running pre-established queries to 


verify the data, research the discrepancies, and take corrective actions. Work with the 


individual functional areas Subject Matter Expert (SME) or Center Business Process 


Lead (CBPL) on resolutions and actions to be taken. 


 Create, establish, maintain, test, and document conventional and electronic 


documentation files using a variety of Center and Agency software programs. 


 Manage document libraries, work areas and numbering too. 


 Act as a data administrator. Create and maintain databases; enter and retrieves data; 


analyze, create, and present reports from databases; monitor recordkeeping 


procedures for accuracy. 


 Enter all suppliers in database, updates Qualified Supplier List (QSL) weekly and 


loads NAMIS daily for acquisition use. 


 Track active suppliers and ensure that project/mission expenses are strictly monitored 


monthly and that monthly expenses are not over budget.  Track cost/benefit against 


BPA procurement data.  Expedite procurement process. 


 Provide assistance throughout a project/mission/supplier life cycle from 


concept/initial vetting through design/qualification to support project planning and 


acquisition.  Identify project requirements issues, potential solutions, and recommend 


appropriate action and solutions.  Coordinate with Quality Assurance Lead and 


acquisitions to ensure supplier’s risks meet project/mission needs. Assist with the 


preparation of budgets for supplier on-site assessments.  Prepare in-depth analysis of 


supplier’s performance against planned. 


 


e. User Training and Support: 


 


 Provide support for deployment of applications or systems to NASA-AFRC activities. 


 Document, report, and track issues that occur during deployment and provide training 


for deployed applications and systems 


 Implement, modify and maintain web based information systems and links. 


 Participate in the development and maintenance of documentation to include, desktop 


procedures and continuity folders for systems that have been implemented, upgraded, 


or modified. 
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 Provide contract management support to ensure contract/project documentation is 


complete. 


 Promote NASA-AFRC employee awareness of the transition of all existing business 


systems to the new, modified, upgraded, or changed system and of the impact and 


benefits of the new Business System. 


 Provide support for Business Objects (BOBJ) reporting and other report databases 


(legacy).  Support customer requirements to define reports and queries.  Provide 


analysis and expertise. 


 Provide expertise in business process support and functional administration of 


processes.  Maintain knowledge of business reporting requirements and tests updates 


and version releases.  Provide support for implementation on new processes and 


systems. Disseminate knowledge of Business Systems through training, instruction, 


workshops, and individual assistance. 


 


4.10.2 Dryden Aeronautical Test Range (DATR) Configuration Control Board (CCB) 


 


 Track all Configuration Change Requests (CCRs), Discrepancy Reports (DRs), and 


System Test Reports (STRs) associated with the DATR, using the DATR CCB Tool 


(in the Business Information Tracking System [BITS]).   


 A monthly accounting of open DATR CCRs and DRs will be provided to the DATR 


Business Manager.  


 A monthly accounting of open/aging CCRs and DRs will also be provided to the 


various DATR Management team members.  


 This task includes running and sending the desired reports to the DATR Management 


team members. 


 BITS CCB support to include meeting minutes and distribution to team members. 


 


4.10.3 Program Analyst 


 


In addition to the tasks listed for Administrative Office Support and Business Systems Support, 


the Program Analyst shall: 


 


 Assist the Engineering and Technical Services (ETS) COR in performing all the 


responsibilities that are assigned to the COR in the ETS COR Delegation Letter. 


 Notification of issues will include recommended changes, solutions, and possible fixes. 


 Work with the COR to review contractor requests for labor and other direct charge costs 


to ensure requirements are fully funded prior to the work being performed. Discrepancies 


will be reported to the CO, COR, and Resource Analyst for further action.  This is being 


done in support of Center work reporting and management initiatives. Develops, 


implements, and maintains special reports relating to ETS contract performance. 
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 Provide administrative support for Contractor Performance Evaluation Boards. To 


include setting up meetings, distributing evaluation forms to performance monitors and 


other relevant data to the performance monitors, and filing documentation. 


 Attend meetings and present information and reports as needed. 


 Provide support for Research and Engineering Directorate in developing their technical 


requirements based on directorate specifications. This includes coordination with other 


directorates such as Mission Information and Test Systems Directorate to help with 


managing research and engineering software requirements and issues.   


 Assist Research and Engineering directorate office and branches in meeting directorate 


objectives and provide the technical interface between the directorate and the Resource 


Management Office Resource Analyst. 


 


12.0 PERFORMANCE REQUIREMENTS SUMMARY (PRS) 


 


The Performance Requirement Summary (PRS) lists and defines the tasks that the PM, and or 


COR determine are most important to monitor and evaluate, the acceptable quality and frequency 


of inspections. It is an attachment to the PWS and also included in the QASP. The PRS form is 


used for recording the inspections. The same tasks that are listed on the PRS will be defined 


further in the QASP. A PRS will be attached to each task order. 
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Performance 


Work Statement 


Paragraph 


Performance Standards Performance Requirement 


4.1 Resource 


Management 


Prepare and update reports, 


including end-of-month, ad-hoc, 


and presentation charts  


 


 


Accuracy: Information shall be 


clearly articulated. Not more than 


one report/presentation returned for 


errors per month.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


 Track labor, procurement, and 


travel budgets from commitment 


to disbursement 


Accuracy:  No inaccurate tracking of 


budget information at any time. 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 


4.2 Financial 


Management 


Create, monitor, and reconcile 


travel authorization using 


traveler inputs to make 


reservations; prepare travel 


vouchers; and route for approval 


with accuracy and in a timely 


manner. 


Accuracy: Travel documents must 


be 100% accurate.   


 


Timeliness: All established 


deadlines are met 100% of the time 


in order to meet mission deadlines.   


 Provide voucher examination 


and payment services. 


Accuracy:  Not more than one 


misrouted voucher or payment error 


per month.  All invoices and 


vouchers are routed to the customer 


and NSSC in 3 days. 


 


Timeliness:  All established 


deadlines are met 100% of the time. 
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Performance 


Work Statement 


Paragraph 


Performance Standards Performance Requirement 


4.3 Acquisition 


Management 


Office 


Ensure compliance with all 


procurement procedures and 


regulations. 


Accuracy: 100% compliance with 


Federal Acquisition Regulations and 


NASA Federal Acquisition 


Regulations Supplements, Agency, 


AFRC, Government Printing Office 


and other government policies and 


procedures. 


 


Timeliness:  All procurement 


milestone timelines shall be met; 


Not more than one milestone missed 


per quarter.  


 Process procurement actions 


within established timelines. 


Accuracy:  All procurement 


processes shall be met; Not more 


than one omitted process missed per 


quarter.  


 


Timeliness—action shall be 


processed by the timeline listed 


below; not more than three missed 


awards per month. 


 


MIPRS—15 days 


Purchase Value                Processing 


(Days) 


Up to $10,000                                10 


$10,001 to $25,000                        20 


$25,001 to $100,000                      30 


Over $100,000                               45 
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Performance 


Work Statement 


Paragraph 


Performance Standards Performance Requirement 


4.4 Technical 


Publications 


Office 


Perform technical editing and 


related assistance such as 


formatting to pertinent STI and 


other applicable specifications. 


 


 


Accuracy:  Contractor shall inspect 


published products prior to release 


to customer.  No more than one error 


per month. No more than 3 pieces of 


correspondence returned for errors 


each month.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


 Required communication 


material review approvals shall 


be submitted to or approved by 


the Contract Manuscript Review 


process before completed work 


is sent for reproduction or 


released to the customer. 


 


Accuracy:  Contractor shall ensure 


material review approvals are 


performed prior to reproduction or 


distribution.  No more than one 


missed review approval per quarter.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


4.5 Research 


Library Services 


Identify information resources 


that support research in science 


and technology information and 


deliver those resources to all 


AFRC personnel. 


Accuracy:  Contractor shall ensure 


all customer requirements are met 


and there is no more than one 


customer complaint per month.   


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 
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Performance 


Work Statement 


Paragraph 


Performance Standards Performance Requirement 


4.6 Reproduction 


Center Services 


Provide duplicating and printing 


support and safeguard all 


sensitive, classified or 


proprietary material. 


 


 


Accuracy:  Duplicating and printing 


support shall be provided without 


errors and handling of classified or 


proprietary material shall be 100% 


compliant with Agency, AFRC, 


Government Printing Office and 


other government policies and 


procedures. 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  
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Performance 


Work Statement 


Paragraph 


Performance Standards Performance Requirement 


4.7 Office of 


Strategic 


Communications  


4.7.1: Weekly/Monthly Media 


Reports.  Due: weekly and 


monthly when scheduled. 


Agency events calendar updated 


on a monthly basis. 


4.7.2: Response to written public 


requests.  Due within 3 days of 


request. Delivery (verbal or 


written) of major tasks and 


resource requirements for events.  


Due: within one week of event 


initiation. 


4.7.3: AFRC promotion and 


exhibits plan.  Due: Baseline due 


by Oct 1 of each year.   


Quarterly updates due by 5th day 


of new quarter (govt. fiscal 


year).  End of year report due 


September 30.Monthly status 


report on exhibits program 


consistent with HQ metrics. 


AFRC X-Press.  Due: Monthly  


Special Publications. Due: As 


required and time available in 


consultation with office Chief 


News Releases, Articles, Fact 


Sheets and Info Summaries.  


Due: As requested 


Written report (i.e. trip report) 


on results of attendance at 


conferences and other off-site 


activities.  Due within 10 


working days following 


completion of travel.  


Contractor shall ensure all customer 


requirements are met and there is no 


more than one missed report/action 


per month 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 
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Performance 


Work Statement 


Paragraph 


Performance Standards Performance Requirement 


4.7 Office of 


Strategic 


Communications, 


Continued 


4.7.4: Response to information 


requests.  Due:  within 3 


working days. Articles and 


monographs.  Due: as identified 


by the Office Chief. 


Publications, reporting, plans 


and milestones: as identified in 


approved schedule. 


4.7.5: Ensure that all content 


distributed via social media 


accounts is properly reviewed 


and vetted prior to release. 


Track and report weekly and 


monthly metrics in accordance 


with best practices and NASA 


requirements. Analyze metrics 


and implement strategies to 


maximize reach within available 


resources. 


4.7.6: New Hire Welcome 


Package sent within 5 days of 


hire notification 


Security Instructions for New 


Hires: as required by Office 


Chief. List of AFRC POCs for 


services: Updated quarterly. 


Contractor shall ensure all customer 


requirements are met and there is no 


more than one missed action per 


month 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 


4.8  Office of 


Internal Controls 


and Management 


Systems 


Performance Measures will be 


identified by the nature of the 


deliverable, conformance of 


deliverable to requirements, and 


scheduled delivery dates. 


 


Accuracy:  Final products shall be 


free of any errors. Contractor shall 


ensure all customer requirements are 


met and there is no more than one 


customer complaint per month 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 
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Performance 


Work Statement 


Paragraph 


Performance Standards Performance Requirement 


4.9 Administrative 


Office Support 


 


Prepare various office 


correspondence; perform data 


processing and other 


administrative functions. 


Accuracy:  Final products shall be 


free of any errors. No more than 3 


pieces of correspondence returned 


for errors each month. No errors in 


scheduling appointments.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


4.10 Business 


System Support 


Prepare documentation or 


presentation material, participate 


in meetings, etc.,  


 


 


Accuracy: Information shall be 


clearly articulated. Not more than 


one report/presentation returned for 


errors per month.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  
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Acronyms and Abbreviations 


Additional Acronyms and Abbreviations may be found at: 
http://xnetapps.AFRC.nasa.gov/acronyms/index.cfm 


 


 


AA  NASA Associate Administrator 


AAL  Ask A Librarian 


A/OPC  Alternate Center Agency Program Coordinator 


ACTO  Armstrong Centralized Travel Office 


AFB  Air Force Base 


AFTC  Air Force Test Center 


AFRC  Neil A. Armstrong Flight Research Center 


AIAA  American Institute of Aeronautics and Astronautics 


AMO  Acquisition Management Office 


AMS  Armstrong Management System 


ANSI  American National Standards Institute  


A/OPC  Alternate Center Agency Program Coordinator 


APO  Aircraft Part Ordering 


AMSB  Armstrong Management System Board 


AWMS  Accounts Payable Work Management System 


AWS  Alternate Work Schedule  


 


BITS  DATR Business Information Tracking System 


BOBJ  Business Objects  


 


CASI  Center for AeroSpace Information 


CATSS  Center Administrative and Technical Support Services 


CBPL  Center Business Process Lead 


CC  Competency Center 


CCB  Configuration Control Board 


CCR  Configuration Change Request 


CD-ROM Compact Disk-Read Only Memory 


CEA  Center Export Administrator 


CFR  Code of Federal Regulations 


CFO  Chief Financial Officer 


CH  Cardholders 


CMM  Contracting Management Module 


CNF  Cost No-Fee 


CNSI  Classified National Security Information 


CO  Contracting Officer 


COR  Contracting Officer’s Representative 



http://xnetapps.dfrc.nasa.gov/acronyms/index.cfm
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CTO  Central Travel Office 


CUI  Controlled Unclassified Information 


 


DAA  Document Availability Authorization  


DATR  Dryden Aeronautical Test Range 


DCP / DOP* Dryden Center-wide Procedure / Dryden Organizational Procedures  


DFARS  Defense Federal Acquisition Regulation Supplement 


DFRC  Dryden Flight Research Center 


DMS  Document Management Systems 


DR  Discrepancy Report 


DTIC  Defense Technical Information Center 


DVD  Digital Versatile Disc 


DVD-ROM Digital Versatile Disc - Read Only Memory 


 


EAR  Export Administration Regulations 


EMS  Environmental Management System 


EPDW  Enhanced Procurement Data Warehouse  


EPS  Electronic Posting System 


ETS  Engineering and Technical Services 


 


FAR  Federal Acquisition Regulation 


FFP  Firm Fixed Price 


FOUO   For Official Use Only  


FPDS-NG Federal Procurement Data System – Next Generation 


FTR  Federal Travel Regulations 


 


GPO  Government Printing Office 


GSA  General Services Administration 


GWAC  Government-wide Acquisition Contract  


 


HQ  NASA Headquarters 


HTML  Hyper Text Markup Language 


HUB Zone Historically Underutilized Business Zone 


 


ICAS  Integrated Corrective Action System  


ICS  Invoice Concurrence System 


IDIQ  Indefinite Delivery, Indefinite Quantity 


                                                        
* Dryden Center wide Procedures and Dryden Organizational Procedures will continually 
be used throughout their expected life cycle. As Center operations change or necessitate 
revisions to these documents, the DFRC-AFRC name change will be incorporated. 
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IEEE  Institute of Electrical and Electronics Engineers 


ILL  Interlibrary Loan 


IPR  Inter-Agency Purchase Requests 


ITAR  International Traffic in Arms Regulation 


 


JCP  Joint Committee on Printing 


 


LL  Lessons Learned  


 


NAIS  NASA Acquisition Internet System 


NAIS ICS NASA Acquisition Internet System Invoice Concurrence System 


NAMIS  NASA Aircraft Management Information System 


NASA  National Aeronautics and Space Administration 


NDL  NASA Digital Library 


NFS  NASA FAR Supplement    


NISO  National Information Standards Organization 


NMSP  NASA Management System Policy  


NPD  NASA Policy Directive 


NPR  NASA Procedural Requirements 


NSSC  NASA Shared Services Center  


 


OCLC  On-line Computer Library Center 


ODIE  Online-Document Information Exchange 


OFI  Opportunity for Improvement 


OICMS  Office of Internal Controls and Management Systems 


OMB  Office of Management and Budget 


OSHA  Occupational Safety and Health Agency 


 


PBC  Performance-Based Contracting 


PCB  Project Control Board  


PCL  Product Control List  


PDF  Portable Document Format Files 


PMT  Project Management Tool 


POC  Point of Contact 


POV  Privately Owned Vehicle  


PPBE  Planning, Programming, Budgeting and Execution  


PRS  Performance Requirements Summary 


PWS  Performance Work Statement 


 


R&D  Research and Development 


RFP  Request for Proposals 


RFQ  Request for Quotes 
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RMO  Resources Management Office 


 


SAP  Systems Applications Products  


SATERN System for Administration, Training, and Educational Resources for NASA 


SEWP  Scientific and Engineering Workstation Procurement 


SecureID NASA Pass required for outside access to Neil A. Armstrong Flight Research 


Center Computer systems 


SHEMP Safety, Health, and Environmental Management Plan  


SME  Subject Matter Expert  


SR  Service Request 


STI  Scientific and Technical Information 


STR  System Test Report 


STRN  Standard Technical Report Number  


 


TFM  Treasury Financial Manual 


TM  Task Monitor 


TO  Task Order 


TPO  Technical Publications Office 


TTCP  Technology Transfer Control Plan 


 


US  United States 


 


VIP  Very Important Person 


ViTS  Video-Teleconferencing System 


 


WAWF  Wide Area Work Flow 


 


 


 


 


 


 


 


 








Center Administrative and Technical Support Services


Government Property Listing 
Ecn Item Name Mfg Model S/N Unit Cost


2004619 PRINTER, LASERJET HEWLETT-PACKARD CO C4254A USCC033289 $1,422.00


3006310 PRINTER, LASERJET HEWLETT PACKARD CO CE708A CNFCF2K19H $2,375.00


3032277 COPYING MACHINE XEROX CORP DC250 VGW685761 $41,617.00


3032324 PRINTER, LASERJET HEWLETT-PACKARD CO 43500M JPGLB07940 $3,320.00


3032549 COPYING MACHINE XEROX CORP 6204 WDF029498 $14,544.00


3032677 PROJECTOR PANASONIC CORP PT-LB6OU SB6430309 R $1,657.00


3033026 MACHINE, BINDING SYSTEM ONE BUSINESS PRODUCTS 15XS 16661 $5,195.00


3006431 PROJECTOR PANASONIC LZ370 NONE $2,281.00


3033779 DISPLAY UNIT 19 DELL COMPUTER CORP F-PC'S LTD 1901FP CN05Y2327161844RAHY5 $627.00
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WD 05-2043 (Rev.-18) was first posted on www.wdol.gov on 12/30/2014 
************************************************************************************ 
REGISTER OF WAGE DETERMINATIONS UNDER   |        U.S. DEPARTMENT OF LABOR 
       THE SERVICE CONTRACT ACT          |  EMPLOYMENT STANDARDS ADMINISTRATION 
By direction of the Secretary of Labor   |         WAGE AND HOUR DIVISION 
                                           |         WASHINGTON D.C.  20210 
                                           | 
                                           | 
                                           | 
                                           | Wage Determination No.: 2005-2043 
Diane C. Koplewski       Division of     |           Revision No.: 18 
Director            Wage Determinations  |       Date Of Revision: 12/22/2014 
_______________________________________ |____________________________________________ 
Note: Executive Order (EO) 13658 establishes an hourly minimum wage of $10.10 for 2015 that applies 
to all contracts subject to the Service Contract Act for which the solicitation is issued on or after January 
1, 2015. If this contract is covered by the EO, the contractor must pay all workers in any classification 
listed on this wage determination at least $10.10 (or the applicable wage rate listed on this wage 
determination, if it is higher) for all hours spent performing on the contract. The EO minimum wage rate 
will be adjusted annually.  Additional information on contractor requirements and worker protections 
under the EO is available at www.dol.gov/whd/govcontracts. 
____________________________________________________________________________________ 
State: California 
 
Area: California County of Kern 
____________________________________________________________________________________ 
          **Fringe Benefits Required Follow the Occupational Listing** 
OCCUPATION CODE - TITLE                                  FOOTNOTE               RATE 
01000 - Administrative Support And Clerical Occupations 
  01011 - Accounting Clerk I                                                     14.60 
  01012 - Accounting Clerk II                                                    16.38 
  01013 - Accounting Clerk III                                                   18.50 
  01020 - Administrative Assistant                                              21.14 
  01040 - Court Reporter                                                         24.94 
  01051 - Data Entry Operator I                                                 12.78 
  01052 - Data Entry Operator II                                                14.48 
  01060 - Dispatcher, Motor Vehicle                                             17.44 
  01070 - Document Preparation Clerk                                            14.35 
  01090 - Duplicating Machine Operator                                          14.35 
  01111 - General Clerk I                                                        13.04 
  01112 - General Clerk II                                                       14.83 
  01113 - General Clerk III                                                      16.65 
  01120 - Housing Referral Assistant                                            20.00 
  01141 - Messenger Courier                                                     11.54 
  01191 - Order Clerk I                                                          13.24 
  01192 - Order Clerk II                                                         14.45 
  01261 - Personnel Assistant (Employment) I                                   14.90 
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  01262 - Personnel Assistant (Employment) II                                  17.56 
  01263 - Personnel Assistant (Employment) III                                 18.77 
  01270 - Production Control Clerk                                              23.14 
  01280 - Receptionist                                                       11.49 
  01290 - Rental Clerk                                                           12.72 
  01300 - Scheduler, Maintenance                                                16.03 
  01311 - Secretary I                                                            16.03 
  01312 - Secretary II                                                           17.93 
  01313 - Secretary III                                                          20.00 
  01320 - Service Order Dispatcher                                              16.53 
  01410 - Supply Technician                                                      22.22 
  01420 - Survey Worker                                                          16.34 
  01531 - Travel Clerk I                                                         12.88 
  01532 - Travel Clerk II                                                        13.57 
  01533 - Travel Clerk III                                                       14.67 
  01611 - Word Processor I                                                       14.72 
  01612 - Word Processor II                                                      16.51 
  01613 - Word Processor III                                                     18.47 
05000 - Automotive Service Occupations 
  05005 - Automobile Body Repairer, Fiberglass                                18.07 
  05010 - Automotive  Electrician                                               18.24 
  05040 - Automotive Glass Installer                                            17.52 
  05070 - Automotive Worker                                                    17.52 
  05110 - Mobile Equipment Servicer                                             15.83 
  05130 - Motor Equipment Metal Mechanic                                     18.99 
  05160 - Motor Equipment Metal Worker                                         17.52 
  05190 - Motor Vehicle Mechanic                                                18.99 
  05220 - Motor Vehicle Mechanic Helper                                         14.66 
  05250 - Motor Vehicle Upholstery Worker                                      17.00 
  05280 - Motor Vehicle Wrecker                                                 17.52 
  05310 - Painter, Automotive                                                   18.23 
  05340 - Radiator Repair Specialist                                            17.52 
  05370 - Tire Repairer                                                          13.87 
  05400 - Transmission Repair Specialist                                        18.99 
07000 - Food Preparation And Service Occupations 
  07010 - Baker                                                                  14.06 
  07041 - Cook I                                                                 13.37 
  07042 - Cook II                                                                15.20 
  07070 - Dishwasher                                                                9.15 
  07130 - Food Service Worker                                                      9.32 
  07210 - Meat Cutter                                                            14.15 
  07260 - Waiter/Waitress                                                          9.16 
09000 - Furniture Maintenance And Repair Occupations 
  09010 - Electrostatic Spray Painter                                           16.54 
  09040 - Furniture Handler                                                      12.87 
  09080 - Furniture Refinisher                                                  16.54 
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  09090 - Furniture Refinisher Helper                                           13.30 
  09110 - Furniture Repairer, Minor                                             15.21 
  09130 - Upholsterer                                                            16.54 
11000 - General Services And Support Occupations 
  11030 - Cleaner, Vehicles                                                      11.66 
  11060 - Elevator Operator                                                      11.66 
  11090 - Gardener                                                               13.56 
  11122 - Housekeeping Aide                                                     12.40 
  11150 - Janitor                                                                12.40 
  11210 - Laborer, Grounds Maintenance                                          13.00 
  11240 - Maid or Houseman                                                         8.98 
  11260 - Pruner                                                                 11.87 
  11270 - Tractor Operator                                                       15.42 
  11330 - Trail Maintenance Worker                                              13.00 
  11360 - Window Cleaner                                                        13.12 
12000 - Health Occupations 
  12010 - Ambulance Driver                                                      18.87 
  12011 - Breath Alcohol Technician                                             18.48 
  12012 - Certified Occupational Therapist Assistant                        25.35 
  12015 - Certified Physical Therapist Assistant                                25.67 
  12020 - Dental Assistant                                                       16.35 
  12025 - Dental Hygienist                                                       41.60 
  12030 - EKG Technician                                                         26.51 
  12035 - Electroneurodiagnostic Technologist                                  26.51 
  12040 - Emergency Medical Technician                                          18.87 
  12071 - Licensed Practical Nurse I                                            16.52 
  12072 - Licensed Practical Nurse II                                           18.48 
  12073 - Licensed Practical Nurse III                                          20.61 
  12100 - Medical Assistant                                                      14.04 
  12130 - Medical Laboratory Technician                                         15.51 
  12160 - Medical Record Clerk                                                  13.50 
  12190 - Medical Record Technician                                             15.10 
  12195 - Medical Transcriptionist                                              17.27 
  12210 - Nuclear Medicine Technologist                                         40.62 
  12221 - Nursing Assistant I                                                    10.26 
  12222 - Nursing Assistant II                                                   11.54 
  12223 - Nursing Assistant III                                                  12.58 
  12224 - Nursing Assistant IV                                                   14.12 
  12235 - Optical Dispenser                                                      14.73 
  12236 - Optical Technician                                                     16.52 
  12250 - Pharmacy Technician                                                   16.87 
  12280 - Phlebotomist                                                           16.50 
  12305 - Radiologic Technologist                                               26.48 
  12311 - Registered Nurse I                                                     24.30 
  12312 - Registered Nurse II                                                    29.72 
  12313 - Registered Nurse II, Specialist                                       29.72 
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  12314 - Registered Nurse III                                                   35.96 
  12315 - Registered Nurse III, Anesthetist                                     35.96 
  12316 - Registered Nurse IV                                                   43.10 
  12317 - Scheduler (Drug and Alcohol Testing)                                 22.89 
13000 - Information And Arts Occupations 
  13011 - Exhibits Specialist I                                                  20.13 
  13012 - Exhibits Specialist II                                                 24.95 
  13013 - Exhibits Specialist III                                                30.52 
  13041 - Illustrator I                                                          20.13 
  13042 - Illustrator II                                                         24.95 
  13043 - Illustrator III                                                        30.52 
  13047 - Librarian                                                              27.62 
  13050 - Library Aide/Clerk                                                     15.10 
  13054 - Library Information Technology Systems                           24.95 
  Administrator 
  13058 - Library Technician                                                     19.47 
  13061 - Media Specialist I                                                     18.00 
  13062 - Media Specialist II                                                    20.13 
  13063 - Media Specialist III                                                   22.45 
  13071 - Photographer I                                                         18.00 
  13072 - Photographer II                                                        20.14 
  13073 - Photographer III                                                       24.95 
  13074 - Photographer IV                                                        30.52 
  13075 - Photographer V                                                         36.92 
  13110 - Video Teleconference Technician                                        18.00 
14000 - Information Technology Occupations 
  14041 - Computer Operator I                                                   17.85 
  14042 - Computer Operator II                                                  20.61 
  14043 - Computer Operator III                                                 22.98 
  14044 - Computer Operator IV                                                  25.55 
  14045 - Computer Operator V                                                   28.28 
  14071 - Computer Programmer I 
  14072 - Computer Programmer II                          (see 1) 
  14073 - Computer Programmer III                         (see 1) 
  14074 - Computer Programmer IV                         (see 1) 
  14101 - Computer Systems Analyst I                     (see 1) 
  14102 - Computer Systems Analyst II                    (see 1) 
  14103 - Computer Systems Analyst III                   (see 1) 
  14150 - Peripheral Equipment Operator                                         17.85 
  14160 - Personal Computer Support Technician                             25.55 
15000 - Instructional Occupations 
  15010 - Aircrew Training Devices Instructor (Non-Rated)             30.78 
  15020 - Aircrew Training Devices Instructor (Rated)                      37.24 
  15030 - Air Crew Training Devices Instructor (Pilot)                       44.48 
  15050 - Computer Based Training Specialist / Instructor              28.99 
  15060 - Educational Technologist                                              27.08 
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  15070 - Flight Instructor (Pilot)                                              44.48 
  15080 - Graphic Artist                                                         20.98 
  15090 - Technical Instructor                                                   19.96 
  15095 - Technical Instructor/Course Developer                              24.27 
  15110 - Test Proctor                                                           17.86 
  15120 - Tutor                                                                  17.86 
16000 - Laundry, Dry-Cleaning, Pressing And Related Occupations 
  16010 - Assembler                                                                 9.62 
  16030 - Counter Attendant                                                        9.62 
  16040 - Dry Cleaner                                                            11.95 
  16070 - Finisher, Flatwork, Machine                                              9.62 
  16090 - Presser, Hand                                                             9.62 
  16110 - Presser, Machine, Drycleaning                                            9.62 
  16130 - Presser, Machine, Shirts                                                 9.62 
  16160 - Presser, Machine, Wearing Apparel, Laundry                     9.62 
  16190 - Sewing Machine Operator                                               12.25 
  16220 - Tailor                                                                 12.91 
  16250 - Washer, Machine                                                       10.28 
19000 - Machine Tool Operation And Repair Occupations 
  19010 - Machine-Tool Operator (Tool Room)                                  23.66 
  19040 - Tool And Die Maker                                                    28.13 
21000 - Materials Handling And Packing Occupations 
  21020 - Forklift Operator                                                      13.04 
  21030 - Material Coordinator                                                  23.14 
  21040 - Material Expediter                                                     23.14 
  21050 - Material Handling Laborer                                             11.54 
  21071 - Order Filler                                                           12.17 
  21080 - Production Line Worker (Food Processing)                        13.04 
  21110 - Shipping Packer                                                        13.93 
  21130 - Shipping/Receiving Clerk                                              13.93 
  21140 - Store Worker I                                                         11.22 
  21150 - Stock Clerk                                                            14.72 
  21210 - Tools And Parts Attendant                                             13.04 
  21410 - Warehouse Specialist                                                  13.04 
23000 - Mechanics And Maintenance And Repair Occupations 
  23010 - Aerospace Structural Welder                                           28.23 
  23021 - Aircraft Mechanic I                                                    26.79 
  23022 - Aircraft Mechanic II                                                   28.23 
  23023 - Aircraft Mechanic III                                                  29.66 
  23040 - Aircraft Mechanic Helper                                              21.12 
  23050 - Aircraft, Painter                                                      22.31 
  23060 - Aircraft Servicer                                                      24.18 
  23080 - Aircraft Worker                                                        25.24 
  23110 - Appliance Mechanic                                                    22.62 
  23120 - Bicycle Repairer                                                       15.26 
  23125 - Cable Splicer                                                          31.37 
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  23130 - Carpenter, Maintenance                                                22.86 
  23140 - Carpet Layer                                                           17.92 
  23160 - Electrician, Maintenance                                              26.52 
  23181 - Electronics Technician Maintenance I                                 26.31 
  23182 - Electronics Technician Maintenance II                                27.90 
  23183 - Electronics Technician Maintenance III                               29.47 
  23260 - Fabric Worker                                                         20.33 
  23290 - Fire Alarm System Mechanic                                            23.03 
  23310 - Fire Extinguisher Repairer                                           19.01 
  23311 - Fuel Distribution System Mechanic                                     26.97 
  23312 - Fuel Distribution System Operator                                     22.23 
  23370 - General Maintenance Worker                                          18.26 
  23380 - Ground Support Equipment Mechanic                               26.79 
  23381 - Ground Support Equipment Servicer                                  24.18 
  23382 - Ground Support Equipment Worker                                   25.24 
  23391 - Gunsmith I                                                             19.01 
  23392 - Gunsmith II                                                            21.62 
  23393 - Gunsmith III                                                           24.22 
  23410 - Heating, Ventilation And Air-Conditioning                         21.88 
  Mechanic 
  23411 - Heating, Ventilation And Air Contditioning                        23.06 
  Mechanic (Research Facility) 
  23430 - Heavy Equipment Mechanic                                              21.73 
  23440 - Heavy Equipment Operator                                              24.53 
  23460 - Instrument Mechanic                                                   28.25 
  23465 - Laboratory/Shelter Mechanic                                           22.93 
  23470 - Laborer                                                                11.54 
  23510 - Locksmith                                                              21.52 
  23530 - Machinery Maintenance Mechanic                                     22.52 
  23550 - Machinist, Maintenance                                                20.44 
  23580 - Maintenance Trades Helper                                             13.36 
  23591 - Metrology Technician I                                                28.25 
  23592 - Metrology Technician II                                              29.74 
  23593 - Metrology Technician III                                              31.26 
  23640 - Millwright                                                             24.89 
  23710 - Office Appliance Repairer                                             21.82 
  23760 - Painter, Maintenance                                                  20.87 
  23790 - Pipefitter, Maintenance                                               23.43 
  23810 - Plumber, Maintenance                                                 22.50 
  23820 - Pneudraulic Systems Mechanic                                          24.22 
  23850 - Rigger                                                                 24.22 
  23870 - Scale Mechanic                                                         21.71 
  23890 - Sheet-Metal Worker, Maintenance                                     22.68 
  23910 - Small Engine Mechanic                                                 20.48 
  23931 - Telecommunications Mechanic I                                        24.61 
  23932 - Telecommunications Mechanic II                                        25.94 
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  23950 - Telephone Lineman                                                     22.97 
  23960 - Welder, Combination, Maintenance                                   23.78 
  23965 - Well Driller                                                           24.22 
  23970 - Woodcraft Worker                                                      24.22 
  23980 - Woodworker                                                             19.01 
24000 - Personal Needs Occupations 
  24570 - Child Care Attendant                                                  10.79 
  24580 - Child Care Center Clerk                                               11.17 
  24610 - Chore Aide                                                             13.07 
  24620 - Family Readiness And Support Services                             13.80 
  Coordinator 
  24630 - Homemaker                                                              17.39 
25000 - Plant And System Operations Occupations 
  25010 - Boiler Tender                                                          29.17 
  25040 - Sewage Plant Operator                                                21.07 
  25070 - Stationary Engineer                                                   29.17 
  25190 - Ventilation Equipment Tender                                          19.27 
  25210 - Water Treatment Plant Operator                                        21.07 
27000 - Protective Service Occupations 
  27004 - Alarm Monitor                                                          17.33 
  27007 - Baggage Inspector                                                     11.00 
  27008 - Corrections Officer                                                    31.29 
  27010 - Court Security Officer                                                29.33 
  27030 - Detection Dog Handler                                                 12.30 
  27040 - Detention Officer                                                      31.29 
  27070 - Firefighter                                                            29.06 
  27101 - Guard I                                                                11.00 
  27102 - Guard II                                                               12.30 
  27131 - Police Officer I                                                       31.37 
  27132 - Police Officer II                                                      34.86 
28000 - Recreation Occupations 
  28041 - Carnival Equipment Operator                                           14.01 
  28042 - Carnival Equipment Repairer                                           15.10 
  28043 - Carnival Equpment Worker                                                 9.24 
  28210 - Gate Attendant/Gate Tender                                            13.62 
  28310 - Lifeguard                                                              11.95 
  28350 - Park Attendant (Aide)                                                 15.23 
  28510 - Recreation Aide/Health Facility Attendant                        11.10 
  28515 - Recreation Specialist                                                 16.40 
  28630 - Sports Official                                                        12.14 
  28690 - Swimming Pool Operator                                                18.62 
29000 - Stevedoring/Longshoremen Occupational Services 
  29010 - Blocker And Bracer                                                    25.75 
  29020 - Hatch Tender                                                           25.75 
  29030 - Line Handler                                                           25.75 
  29041 - Stevedore I                                                            21.85 
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  29042 - Stevedore II                                                           27.31 
30000 - Technical Occupations 
  30010 - Air Traffic Control Specialist, Center (HFO)   (see 2)         35.78 
  30011 - Air Traffic Control Specialist, Station (HFO)  (see 2)         24.67 
  30012 - Air Traffic Control Specialist, Terminal (HFO) (see 2)       27.16 
  30021 - Archeological Technician I                                            19.91 
  30022 - Archeological Technician II                                           23.13 
  30023 - Archeological Technician III                                          27.27 
  30030 - Cartographic Technician                                              30.50 
  30040 - Civil Engineering Technician                                          28.72 
  30061 - Drafter/CAD Operator I                                                19.91 
  30062 - Drafter/CAD Operator II                                               26.44 
  30063 - Drafter/CAD Operator III                                              26.80 
  30064 - Drafter/CAD Operator IV                                               32.98 
  30081 - Engineering Technician I                                              17.68 
  30082 - Engineering Technician II                                             20.62 
  30083 - Engineering Technician III                                            23.07 
  30084 - Engineering Technician IV                                             28.59 
  30085 - Engineering Technician V                                              34.97 
  30086 - Engineering Technician VI                                             42.20 
  30090 - Environmental Technician                                              24.34 
  30210 - Laboratory Technician                                                 24.11 
  30240 - Mathematical Technician                                               27.58 
  30361 - Paralegal/Legal Assistant I                                           20.79 
  30362 - Paralegal/Legal Assistant II                                         25.77 
  30363 - Paralegal/Legal Assistant III                                         31.52 
  30364 - Paralegal/Legal Assistant IV                                          38.14 
  30390 - Photo-Optics Technician                                               27.58 
  30461 - Technical Writer I                                                     29.04 
  30462 - Technical Writer II                                                    35.52 
  30463 - Technical Writer III                                                   42.97 
  30491 - Unexploded Ordnance (UXO) Technician I                         22.74 
  30492 - Unexploded Ordnance (UXO) Technician II                        27.51 
  30493 - Unexploded Ordnance (UXO) Technician III                       32.97 
  30494 - Unexploded (UXO) Safety Escort                                        22.74 
  30495 - Unexploded (UXO) Sweep Personnel                                  22.74 
  30620 - Weather Observer, Combined Upper Air Or        (see 3)  26.80 
  Surface Programs 
  30621 - Weather Observer, Senior                       (see 3)                27.27 
31000 - Transportation/Mobile Equipment Operation Occupations 
  31020 - Bus Aide                                                               11.36 
  31030 - Bus Driver                                                             16.67 
  31043 - Driver Courier                                                         13.85 
  31260 - Parking and Lot Attendant                                             10.80 
  31290 - Shuttle Bus Driver                                                     14.87 
  31310 - Taxi Driver                                                            10.82 
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  31361 - Truckdriver, Light                                                     14.87 
  31362 - Truckdriver, Medium                                                   17.64 
  31363 - Truckdriver, Heavy                                                     18.76 
  31364 - Truckdriver, Tractor-Trailer                                         18.76 
99000 - Miscellaneous Occupations 
  99030 - Cashier                                                                10.75 
  99050 - Desk Clerk                                                                8.95 
  99095 - Embalmer                                                               23.59 
  99251 - Laboratory Animal Caretaker I                                            9.26 
  99252 - Laboratory Animal Caretaker II                                           9.94 
  99310 - Mortician                                                              23.59 
  99410 - Pest Controller                                                        13.90 
  99510 - Photofinishing Worker                                                 11.95 
  99710 - Recycling Laborer                                                     19.26 
  99711 - Recycling Specialist                                                   22.54 
  99730 - Refuse Collector                                                      17.57 
  99810 - Sales Clerk                                                            11.95 
  99820 - School Crossing Guard                                                 10.81 
  99830 - Survey Party Chief                                                     28.28 
  99831 - Surveying Aide                                                         18.77 
  99832 - Surveying Technician                                                  25.72 
  99840 - Vending Machine Attendant                                             14.66 
  99841 - Vending Machine Repairer                                              18.36 
  99842 - Vending Machine Repairer Helper                                      15.79 
 
____________________________________________________________________________________ 
 
ALL OCCUPATIONS LISTED ABOVE RECEIVE THE FOLLOWING BENEFITS: 
 
HEALTH & WELFARE: $4.02 per hour or $160.80 per week or $696.79 per month 
 
VACATION: 2 weeks paid vacation after 1 year of service with a contractor or successor; 3 weeks after 5 
years, and 4 weeks after 15 years.  Length of service includes the whole span of continuous service with 
the present contractor or successor, wherever employed, and with the predecessor contractors in the 
performance of similar work at the same Federal facility.  (Reg. 29 CFR 4.173) 
 
HOLIDAYS: A minimum of ten paid holidays per year, New Year's Day, Martin Luther King Jr's Birthday, 
Washington's Birthday, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans' Day, 
Thanksgiving Day, and Christmas Day.  (A contractor may substitute for any of the named holidays 
another day off with pay in accordance with a plan communicated to the employees involved.)  (See 29 
CFR 4174) 
 
THE OCCUPATIONS WHICH HAVE NUMBERED FOOTNOTES IN PARENTHESES RECEIVE THE FOLLOWING: 
 
1)  COMPUTER EMPLOYEES:  Under the SCA at section 8(b), this wage determination does not apply to 
any employee who individually qualifies as a bona fide executive, administrative, or professional 
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employee as defined in 29 C.F.R. Part 541.  Because most Computer System Analysts and Computer 
Programmers who are compensated at a rate not less than $27.63 (or on a salary or fee basis at a rate 
not less than $455 per week) an hour would likely qualify as exempt computer professionals, (29 C.F.R. 
541.400) wage rates may not be listed on this wage determination for all occupations within those job 
families.  In addition, because this wage determination may not list a wage rate for some or all 
occupations within those job families if the survey data indicates that the prevailing wage rate for the 
occupation equals or exceeds $27.63 per hour conformances may be necessary for certain nonexempt 
employees.  For example, if an individual employee is nonexempt but nevertheless performs duties 
within the scope of one of the Computer Systems Analyst or Computer Programmer occupations for 
which this wage determination does not specify an SCA wage rate, then the wage rate for that employee 
must be conformed in accordance with the conformance procedures described in the conformance note 
included on this wage determination. 
 
Additionally, because job titles vary widely and change quickly in the computer industry, job titles are 
not determinative of the application of the computer professional exemption.  Therefore, the 
exemption applies only to computer employees who satisfy the compensation requirements and whose 
primary duty consists of: 
    (1) The application of systems analysis techniques and procedures, including consulting with users, to 
determine hardware, software or system functional specifications; 
    (2) The design, development, documentation, analysis, creation, testing or modification of computer 
systems or programs, including prototypes, based on and related to user or system design specifications; 
    (3) The design, documentation, testing, creation or modification of computer programs related to 
machine operating systems; or 
    (4) A combination of the aforementioned duties, the performance of which requires the same level of 
skills.  (29 C.F.R. 541.400). 
 
2)  APPLICABLE TO AIR TRAFFIC CONTROLLERS ONLY - NIGHT DIFFERENTIAL:  An employee is entitled to 
pay for all work performed between the hours of 6:00 P.M. and 6:00 A.M. at the rate of basic pay plus a 
night pay differential amounting to 10 percent of the rate of basic pay. 
 
3)  AIR TRAFFIC CONTROLLERS AND WEATHER OBSERVERS - NIGHT PAY & SUNDAY PAY:  If you work at 
night as part of a regular tour of duty, you will earn a night differential and receive an additional 10% of 
basic pay for any hours worked between 6pm and 6am.  If you are a full-time employed (40 hours a 
week) and Sunday is part of your regularly scheduled workweek, you are paid at your rate of basic pay 
plus a Sunday premium of 25% of your basic rate for each hour of Sunday work which is not overtime 
(i.e. occasional work on Sunday outside the normal tour of duty is considered overtime work).  
 
 
HAZARDOUS PAY DIFFERENTIAL: An 8 percent differential is applicable to employees employed in a 
position that represents a high degree of hazard when working with or in close proximity to ordinance, 
explosives, and incendiary materials.  This includes work such as screening, blending, dying, mixing, and 
pressing of sensitive ordance, explosives, and pyrotechnic compositions such as lead azide, black 
powder and photoflash powder.  All dry-house activities involving propellants or explosives.   
Demilitarization, modification, renovation, demolition, and maintenance operations on sensitive 
ordnance, explosives and incendiary materials.  All operations involving regrading and cleaning of 
artillery ranges. 
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A 4 percent differential is applicable to employees employed in a position that represents a low degree 
of hazard when working with, or in close proximity to ordance, (or employees possibly adjacent to) 
explosives and incendiary materials which involves potential injury such as laceration of hands, face, or 
arms of the employee engaged in the operation, irritation of the skin, minor burns and the like; minimal 
damage to immediate or adjacent work area or equipment being used. All operations involving, 
unloading, storage, and hauling of ordance, explosive, and incendiary ordnance material other than 
small arms ammunition.  These differentials are only applicable to work that has been specifically 
designated by the agency for ordance, explosives, and incendiary material differential pay. 
 
** UNIFORM ALLOWANCE ** 
 
If employees are required to wear uniforms in the performance of this contract (either by the terms of 
the Government contract, by the employer, by the state or local law, etc.), the cost of furnishing such 
uniforms and maintaining (by laundering or dry cleaning) such uniforms is an expense that may not be 
borne by an employee where such cost reduces the hourly rate below that required by the wage 
determination. The Department of Labor will accept payment in accordance with the following 
standards as compliance: 
 
The contractor or subcontractor is required to furnish all employees with an adequate number of 
uniforms without cost or to reimburse employees for the actual cost of the uniforms.  In addition, where 
uniform cleaning and maintenance is made the responsibility of the employee, all contractors and 
subcontractors subject to this wage determination shall (in the absence of a bona fide collective 
bargaining agreement providing for a different amount, or the furnishing of contrary affirmative proof 
as to the actual cost), reimburse all employees for such cleaning and maintenance at a rate of $3.35 per 
week (or $.67 cents per day).  However, in those instances where the uniforms furnished are made of 
"wash and wear" materials, may be routinely washed and dried with other personal garments, and do 
not require any special treatment such as dry cleaning, daily washing, or commercial laundering in order 
to meet the cleanliness or appearance standards set by the terms of the Government contract, by the 
contractor, by law, or by the nature of the work, there is no requirement that employees be reimbursed 
for uniform maintenance costs. 
 
The duties of employees under job titles listed are those described in the "Service Contract Act Directory 
of Occupations", Fifth Edition, April 2006, unless otherwise indicated. Copies of the Directory are 
available on the Internet. A links to the Directory may be found on the WHD home page at  
ttp://www.dol.gov/esa/whd/ or through the Wage Determinations On-Line (WDOL) Web site at 
http://wdol.gov/. 
 
REQUEST FOR AUTHORIZATION OF ADDITIONAL CLASSIFICATION AND WAGE RATE {Standard Form 
1444 (SF 1444)} Conformance Process: 
 
The contracting officer shall require that any class of service employee which is not listed herein and 
which is to be employed under the contract (i.e., the work to be performed is not performed by any 
classification listed in the wage determination), be classified by the contractor so as to provide a 
reasonable relationship (i.e., appropriate level of skill comparison) between such unlisted classifications 
and the classifications listed in the wage determination.  Such conformed classes of employees shall be 
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paid the monetary wages and furnished the fringe benefits as are determined.  Such conforming process 
shall be initiated by the contractor prior to the performance of contract work by such unlisted class(es) 
of employees.  The conformed classification, wage rate, and/or fringe benefits shall be retroactive to the 
commencement date of the contract. {See Section 4.6 (C)(vi)} When multiple wage determinations are 
included in a contract, a separate SF 1444 should be prepared for each wage determination to which a 
class(es) is to be conformed. 
 
The process for preparing a conformance request is as follows: 
 
1) When preparing the bid, the contractor identifies the need for a conformed occupation(s) and 
computes a proposed rate(s). 
 
2) After contract award, the contractor prepares a written report listing in order proposed classification 
title(s), a Federal grade equivalency (FGE) for each proposed classification(s), job description(s), and 
rationale for proposed wage rate(s), including information regarding the agreement or disagreement of 
the authorized representative of the employees involved, or where there is no authorized 
representative, the employees themselves.  This report should be submitted to the contracting officer 
no later than 30 days after such unlisted class(es) of employees performs any contract work. 
 
3) The contracting officer reviews the proposed action and promptly submits a report of the action, 
together with the agency's recommendations and pertinent information including the position of the 
contractor and the employees, to the Wage and Hour Division, Employment Standards Administration, 
U.S. Department of Labor, for review.  (See section 4.6(b)(2) of Regulations 29 CFR Part 4). 
 
4) Within 30 days of receipt, the Wage and Hour Division approves, modifies, or disapproves the action 
via transmittal to the agency contracting officer, or notifies the contracting officer that additional time 
will be required to process the request. 
 
5) The contracting officer transmits the Wage and Hour decision to the contractor. 
 
6) The contractor informs the affected employees. 
 
Information required by the Regulations must be submitted on SF 1444 or bond paper. 
 
When preparing a conformance request, the "Service Contract Act Directory of 
Occupations" (the Directory) should be used to compare job definitions to insure that duties requested 
are not performed by a classification already listed in the wage determination.  Remember, it is not the 
job title, but the required tasks that determine whether a class is included in an established wage 
determination. Conformances may not be used to artificially split, combine, or subdivide classifications 
listed in the wage determination. 
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WD 05-2047 (Rev.-16) was first posted on www.wdol.gov on 12/30/2014 
************************************************************************************ 
REGISTER OF WAGE DETERMINATIONS UNDER   |        U.S. DEPARTMENT OF LABOR 
       THE SERVICE CONTRACT ACT        |  EMPLOYMENT STANDARDS ADMINISTRATION 
By direction of the Secretary of Labor   |         WAGE AND HOUR DIVISION 
                                          |         WASHINGTON D.C.  20210 
                                         | 
                                           | 
                                           | 
                                          | Wage Determination No.: 2005-2047 
Diane C. Koplewski       Division of     |           Revision No.: 16 
Director            Wage Determinations  |       Date Of Revision: 12/22/2014 
_______________________________________ |____________________________________________ 
Note: Executive Order (EO) 13658 establishes an hourly minimum wage of $10.10 for 2015 that applies 
to all contracts subject to the Service Contract Act for which the solicitation is issued on or after January 
1, 2015. If this contract is covered by the EO, the contractor must pay all workers in any classification 
listed on this wage determination at least $10.10 (or the applicable wage rate listed on this wage 
determination, if it is higher) for all hours spent performing on the contract. The EO minimum wage rate 
will be adjusted annually.  Additional information on contractor requirements and worker protections 
under the EO is available at www.dol.gov/whd/govcontracts. 
____________________________________________________________________________________ 
State: California 
Area: California Counties of Los Angeles, Orange 
OCCUPATION NOTES: 
Heating, Air Conditioning and Refrigeration: Wage rates and fringe benefits can be found on Wage 
Determinations 1986-0879. 
Laundry: Wage rates and fringe benefits can be found on Wage Determination 
1977-1297. 
____________________________________________________________________________________ 
          **Fringe Benefits Required Follow the Occupational Listing** 
 
 
OCCUPATION CODE - TITLE                                  FOOTNOTE                RATE 
01000 - Administrative Support And Clerical Occupations 
  01011 - Accounting Clerk I                                                        15.83 
  01012 - Accounting Clerk II                                                      17.77 
  01013 - Accounting Clerk III                                                    20.27 
  01020 - Administrative Assistant                                              28.08 
  01040 - Court Reporter                                                          19.93 
  01051 - Data Entry Operator I                                                   12.26 
  01052 - Data Entry Operator II                                                   13.37 
  01060 - Dispatcher, Motor Vehicle                                               22.41 
  01070 - Document Preparation Clerk                                               13.75 
  01090 - Duplicating Machine Operator                                             13.75 







NND15520845R 
Attachment E 


Page | 2  
 


 
 


  01111 - General Clerk I                                                           11.76 
  01112 - General Clerk II                                                          14.92 
  01113 - General Clerk III                                                         17.43 
  01120 - Housing Referral Assistant                                              21.90 
  01141 - Messenger Courier                                                      11.45 
  01191 - Order Clerk I                                                           16.98 
  01192 - Order Clerk II                                                          18.53 
  01261 - Personnel Assistant (Employment) I                                     18.07 
  01262 - Personnel Assistant (Employment) II                                    20.20 
  01263 - Personnel Assistant (Employment) III                                   22.53 
  01270 - Production Control Clerk                                               23.51 
  01280 - Receptionist                                                            14.51 
  01290 - Rental Clerk                                                            16.83 
  01300 - Scheduler, Maintenance                                                 17.39 
  01311 - Secretary I                                                             17.39 
  01312 - Secretary II                                                            19.45 
  01313 - Secretary III                                                           21.90 
  01320 - Service Order Dispatcher                                               19.54 
  01410 - Supply Technician                                                      26.82 
  01420 - Survey Worker                                                           19.93 
  01531 - Travel Clerk I                                                          14.72 
  01532 - Travel Clerk II                                                         16.02 
  01533 - Travel Clerk III                                                        17.21 
  01611 - Word Processor I                                                        15.18 
  01612 - Word Processor II                                                       16.87 
  01613 - Word Processor III                                                      18.76 
05000 - Automotive Service Occupations 
  05005 - Automobile Body Repairer, Fiberglass                                 23.56 
  05010 - Automotive  Electrician                                                22.18 
  05040 - Automotive Glass Installer                                             20.84 
  05070 - Automotive Worker                                                      20.84 
  05110 - Mobile Equipment Servicer                                              19.16 
  05130 - Motor Equipment Metal Mechanic                                      23.56 
  05160 - Motor Equipment Metal Worker                                          20.84 
  05190 - Motor Vehicle Mechanic                                                 23.56 
  05220 - Motor Vehicle Mechanic Helper                                            18.38 
  05250 - Motor Vehicle Upholstery Worker                                        20.40 
  05280 - Motor Vehicle Wrecker                                                  20.84 
  05310 - Painter, Automotive                                                    22.18 
  05340 - Radiator Repair Specialist                                             20.84 
  05370 - Tire Repairer                                                           15.47 
  05400 - Transmission Repair Specialist                                         23.56 
07000 - Food Preparation And Service Occupations 
  07010 - Baker                                                                   12.28 
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  07041 - Cook I                                                                  12.91 
  07042 - Cook II                                                                 14.31 
  07070 - Dishwasher                                                              10.29 
  07130 - Food Service Worker                                                    11.20 
  07210 - Meat Cutter                                                             15.92 
  07260 - Waiter/Waitress                                                             9.85 
09000 - Furniture Maintenance And Repair Occupations 
  09010 - Electrostatic Spray Painter                                            20.45 
  09040 - Furniture Handler                                                       13.66 
  09080 - Furniture Refinisher                                                   20.45 
  09090 - Furniture Refinisher Helper                                            16.30 
  09110 - Furniture Repairer, Minor                                              18.74 
  09130 - Upholsterer                                                             20.45 
11000 - General Services And Support Occupations 
  11030 - Cleaner, Vehicles                                                       11.76 
  11060 - Elevator Operator                                                       11.76 
  11090 - Gardener                                                                19.21 
  11122 - Housekeeping Aide                                                      12.58 
  11150 - Janitor                                                                 14.04 
  11210 - Laborer, Grounds Maintenance                                           14.40 
  11240 - Maid or Houseman                                                       10.16 
  11260 - Pruner                                                                  13.27 
  11270 - Tractor Operator                                                        17.13 
  11330 - Trail Maintenance Worker                                               14.40 
  11360 - Window Cleaner                                                                       15.77 
12000 - Health Occupations 
  12010 - Ambulance Driver                                                            17.82 
  12011 - Breath Alcohol Technician                                                      17.82 
  12012 - Certified Occupational Therapist Assistant                         26.38 
  12015 - Certified Physical Therapist Assistant                                  26.70 
  12020 - Dental Assistant                                                                     17.27 
  12025 - Dental Hygienist                                                                      38.39 
  12030 - EKG Technician                                                                        28.14 
  12035 - Electroneurodiagnostic Technologist                                  28.14 
  12040 - Emergency Medical Technician                                            17.82 
  12071 - Licensed Practical Nurse I                                                      18.43 
  12072 - Licensed Practical Nurse II                                                     20.68 
  12073 - Licensed Practical Nurse III                                                    23.72 
  12100 - Medical Assistant                                                                    14.82 
  12130 - Medical Laboratory Technician                                            19.73 
  12160 - Medical Record Clerk                                                             16.07 
  12190 - Medical Record Technician                                                   18.53 
  12195 - Medical Transcriptionist                                                        19.35 
  12210 - Nuclear Medicine Technologist                                            36.54 
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  12221 - Nursing Assistant I                                                                  10.19 
  12222 - Nursing Assistant II                                                                 11.46 
  12223 - Nursing Assistant III                                                                12.50 
  12224 - Nursing Assistant IV                                                                14.03 
  12235 - Optical Dispenser                                                                    17.00 
  12236 - Optical Technician                                                                  15.71 
  12250 - Pharmacy Technician                                                             17.83 
  12280 - Phlebotomist                                                                           14.03 
  12305 - Radiologic Technologist                                                        25.24 
  12311 - Registered Nurse I                                                                 31.47 
  12312 - Registered Nurse II                                                                38.49 
  12313 - Registered Nurse II, Specialist                                             38.49 
  12314 - Registered Nurse III                                                          48.20 
  12315 - Registered Nurse III, Anesthetist                                   48.20 
  12316 - Registered Nurse IV                                                         57.77 
  12317 - Scheduler (Drug and Alcohol Testing)                          25.09 
13000 - Information And Arts Occupations 
  13011 - Exhibits Specialist I                                                          24.83 
  13012 - Exhibits Specialist II                                                         30.76 
  13013 - Exhibits Specialist III                                                        37.63 
  13041 - Illustrator I                                                                        27.84 
  13042 - Illustrator II                                                                       34.51 
  13043 - Illustrator III                                                                      42.16 
  13047 - Librarian                                                                            31.80 
  13050 - Library Aide/Clerk                                                            16.49 
  13054 - Library Information Technology Systems                    28.71 
  Administrator 
  13058 - Library Technician                                                           22.40 
  13061 - Media Specialist I                                                            20.36 
  13062 - Media Specialist II                                                           22.76 
  13063 - Media Specialist III                                                          25.38 
  13071 - Photographer I                                                                17.95 
  13072 - Photographer II                                                               20.08 
  13073 - Photographer III                                                              26.61 
  13074 - Photographer IV                                                              33.56 
  13075 - Photographer V                                                               40.61 
  13110 - Video Teleconference Technician                                20.08 
14000 - Information Technology Occupations 
  14041 - Computer Operator I                                                     17.82 
  14042 - Computer Operator II                                                    19.93 
  14043 - Computer Operator III                                                   22.89 
  14044 - Computer Operator IV                                                   25.73 
  14045 - Computer Operator V                                                    27.35 
  14071 - Computer Programmer I                           (see 1)         27.42 
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  14072 - Computer Programmer II                          (see 1) 
  14073 - Computer Programmer III                         (see 1) 
  14074 - Computer Programmer IV                         (see 1) 
  14101 - Computer Systems Analyst I                     (see 1) 
  14102 - Computer Systems Analyst II                    (see 1) 
  14103 - Computer Systems Analyst III                   (see 1) 
  14150 - Peripheral Equipment Operator                                  17.82 
  14160 - Personal Computer Support Technician                              25.73 
15000 - Instructional Occupations 
  15010 - Aircrew Training Devices Instructor (Non-Rated)               34.73 
  15020 - Aircrew Training Devices Instructor (Rated)                        42.03 
  15030 - Air Crew Training Devices Instructor (Pilot)                        50.37 
  15050 - Computer Based Training Specialist / Instructor                34.73 
  15060 - Educational Technologist                                               36.09 
  15070 - Flight Instructor (Pilot)                                               50.37 
  15080 - Graphic Artist                                                          26.72 
  15090 - Technical Instructor                                                    25.70 
  15095 - Technical Instructor/Course Developer                               31.47 
  15110 - Test Proctor                                                            20.77 
  15120 - Tutor                                                                   20.77 
19000 - Machine Tool Operation And Repair Occupations 
  19010 - Machine-Tool Operator (Tool Room)                                18.52 
  19040 - Tool And Die Maker                                                     23.95 
21000 - Materials Handling And Packing Occupations 
  21020 - Forklift Operator                                                       14.54 
  21030 - Material Coordinator                                                   23.51 
  21040 - Material Expediter                                                      23.51 
  21050 - Material Handling Laborer                                              13.02 
  21071 - Order Filler                                                            13.31 
  21080 - Production Line Worker (Food Processing)                         14.54 
  21110 - Shipping Packer                                                         15.08 
  21130 - Shipping/Receiving Clerk                                               15.08 
  21140 - Store Worker I                                                          11.53 
  21150 - Stock Clerk                                                             17.13 
  21210 - Tools And Parts Attendant                                              14.54 
  21410 - Warehouse Specialist                                                   14.54 
23000 - Mechanics And Maintenance And Repair Occupations 
  23010 - Aerospace Structural Welder                                            30.78 
  23021 - Aircraft Mechanic I                                                     29.10 
  23022 - Aircraft Mechanic II                                                    30.78 
  23023 - Aircraft Mechanic III                                                   31.94 
  23040 - Aircraft Mechanic Helper                                               20.38 
  23050 - Aircraft, Painter                                                       24.41 
  23060 - Aircraft Servicer                                                       23.55 
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  23080 - Aircraft Worker                                                         24.58 
  23110 - Appliance Mechanic                                                     20.11 
  23120 - Bicycle Repairer                                                        15.47 
  23125 - Cable Splicer                                                           32.84 
  23130 - Carpenter, Maintenance                                                 27.67 
  23140 - Carpet Layer                                                            21.12 
  23160 - Electrician, Maintenance                                               30.18 
  23181 - Electronics Technician Maintenance I                                  23.67 
  23182 - Electronics Technician Maintenance II                                 25.21 
  23183 - Electronics Technician Maintenance III                                26.76 
  23260 - Fabric Worker                                                           23.87 
  23290 - Fire Alarm System Mechanic                                             22.33 
  23310 - Fire Extinguisher Repairer                                             20.03 
  23311 - Fuel Distribution System Mechanic                                      25.94 
  23312 - Fuel Distribution System Operator                                      19.83 
  23370 - General Maintenance Worker                                             23.26 
  23380 - Ground Support Equipment Mechanic                                29.10 
  23381 - Ground Support Equipment Servicer                                    23.55 
  23382 - Ground Support Equipment Worker                                    24.58 
  23391 - Gunsmith I                                                              20.03 
  23392 - Gunsmith II                                                             23.16 
  23393 - Gunsmith III                                                            26.19 
  23430 - Heavy Equipment Mechanic                                               28.30 
  23440 - Heavy Equipment Operator                                               32.18 
  23460 - Instrument Mechanic                                                    27.13 
  23465 - Laboratory/Shelter Mechanic                                            24.67 
  23470 - Laborer                                                                 12.49 
  23510 - Locksmith                                                               20.69 
  23530 - Machinery Maintenance Mechanic                                      27.12 
  23550 - Machinist, Maintenance                                                25.41 
  23580 - Maintenance Trades Helper                                              14.82 
  23591 - Metrology Technician I                                                 27.13 
  23592 - Metrology Technician II                                                28.74 
  23593 - Metrology Technician III                                               31.63 
  23640 - Millwright                                                              25.45 
  23710 - Office Appliance Repairer                                              20.86 
  23760 - Painter, Maintenance                                                  21.05 
  23790 - Pipefitter, Maintenance                                                25.74 
  23810 - Plumber, Maintenance                                                   24.24 
  23820 - Pneudraulic Systems Mechanic                                           26.19 
  23850 - Rigger                                                                  26.81 
  23870 - Scale Mechanic                                                          23.16 
  23890 - Sheet-Metal Worker, Maintenance                                      24.34 
  23910 - Small Engine Mechanic                                                  18.70 
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  23931 - Telecommunications Mechanic I                                          26.30 
  23932 - Telecommunications Mechanic II                                         27.86 
  23950 - Telephone Lineman                                                      24.18 
  23960 - Welder, Combination, Maintenance                                     19.75 
  23965 - Well Driller                                                            24.56 
  23970 - Woodcraft Worker                                                       23.90 
  23980 - Woodworker                                                              18.49 
24000 - Personal Needs Occupations 
  24570 - Child Care Attendant                                                   13.05 
  24580 - Child Care Center Clerk                                                16.03 
  24610 - Chore Aide                                                              10.57 
  24620 - Family Readiness And Support Services                               16.03 
  Coordinator 
  24630 - Homemaker                                                               19.21 
25000 - Plant And System Operations Occupations 
  25010 - Boiler Tender                                                           27.59 
  25040 - Sewage Plant Operator                                                  28.83 
  25070 - Stationary Engineer                                                    27.59 
  25190 - Ventilation Equipment Tender                                           19.34 
  25210 - Water Treatment Plant Operator                                         28.83 
27000 - Protective Service Occupations 
  27004 - Alarm Monitor                                                           23.77 
  27007 - Baggage Inspector                                                      13.15 
  27008 - Corrections Officer                                                     31.01 
  27010 - Court Security Officer                                                 31.00 
  27030 - Detection Dog Handler                                                  23.77 
  27040 - Detention Officer                                                       31.01 
  27070 - Firefighter                                                             29.97 
  27101 - Guard I                                                                 13.15 
  27102 - Guard II                                                                23.77 
  27131 - Police Officer I                                                        36.78 
  27132 - Police Officer II                                                       40.87 
28000 - Recreation Occupations 
  28041 - Carnival Equipment Operator                                            12.76 
  28042 - Carnival Equipment Repairer                                            13.74 
  28043 - Carnival Equpment Worker                                                    9.67 
  28210 - Gate Attendant/Gate Tender                                             14.16 
  28310 - Lifeguard                                                               13.48 
  28350 - Park Attendant (Aide)                                                  15.83 
  28510 - Recreation Aide/Health Facility Attendant                          11.56 
  28515 - Recreation Specialist                                                  19.61 
  28630 - Sports Official                                                         12.61 
  28690 - Swimming Pool Operator                                                 16.97 
29000 - Stevedoring/Longshoremen Occupational Services 
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  29010 - Blocker And Bracer                                                     23.42 
  29020 - Hatch Tender                                                            23.42 
  29030 - Line Handler                                                            23.42 
  29041 - Stevedore I                                                             21.88 
  29042 - Stevedore II                                                            24.95 
30000 - Technical Occupations 
  30010 - Air Traffic Control Specialist, Center (HFO)    (see 2)          39.85 
  30011 - Air Traffic Control Specialist, Station (HFO)   (see 2)          27.98 
  30012 - Air Traffic Control Specialist, Terminal (HFO) (see 2)         30.26 
  30021 - Archeological Technician I                                             22.52 
  30022 - Archeological Technician II                                            24.21 
  30023 - Archeological Technician III                                           34.46 
  30030 - Cartographic Technician                                                34.46 
  30040 - Civil Engineering Technician                                           30.78 
  30061 - Drafter/CAD Operator I                                                 24.86 
  30062 - Drafter/CAD Operator II                                                27.81 
  30063 - Drafter/CAD Operator III                                               31.00 
  30064 - Drafter/CAD Operator IV                                                38.15 
  30081 - Engineering Technician I                                               19.68 
  30082 - Engineering Technician II                                              22.09 
  30083 - Engineering Technician III                                             24.70 
  30084 - Engineering Technician IV                                              30.60 
  30085 - Engineering Technician V                                               37.43 
  30086 - Engineering Technician VI                                              45.29 
  30090 - Environmental Technician                                               27.72 
  30210 - Laboratory Technician                                                  23.13 
  30240 - Mathematical Technician                                                33.92 
  30361 - Paralegal/Legal Assistant I                                            21.83 
  30362 - Paralegal/Legal Assistant II                                           27.04 
  30363 - Paralegal/Legal Assistant III                                          33.08 
  30364 - Paralegal/Legal Assistant IV                                           40.03 
  30390 - Photo-Optics Technician                                                33.92 
  30461 - Technical Writer I                                                      23.62 
  30462 - Technical Writer II                                                     28.89 
  30463 - Technical Writer III                                                    34.96 
  30491 - Unexploded Ordnance (UXO) Technician I                          25.32 
  30492 - Unexploded Ordnance (UXO) Technician II                          30.64 
  30493 - Unexploded Ordnance (UXO) Technician III                        36.72 
  30494 - Unexploded (UXO) Safety Escort                                         25.32 
  30495 - Unexploded (UXO) Sweep Personnel                                   25.32 
  30620 - Weather Observer, Combined Upper Air Or        (see 2)   30.42 
  Surface Programs 
  30621 - Weather Observer, Senior                         (see 2)                33.79 
31000 - Transportation/Mobile Equipment Operation Occupations 
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  31020 - Bus Aide                                                                13.63 
  31030 - Bus Driver                                                              19.62 
  31043 - Driver Courier                                                          13.27 
  31260 - Parking and Lot Attendant                                                  9.39 
  31290 - Shuttle Bus Driver                                                      14.48 
  31310 - Taxi Driver                                                             13.23 
  31361 - Truckdriver, Light                                                      14.48 
  31362 - Truckdriver, Medium                                                    20.63 
  31363 - Truckdriver, Heavy                                                      21.78 
  31364 - Truckdriver, Tractor-Trailer                                           21.78 
99000 - Miscellaneous Occupations 
  99030 - Cashier                                                                 12.13 
  99050 - Desk Clerk                                                              12.65 
  99095 - Embalmer                                                                23.19 
  99251 - Laboratory Animal Caretaker I                                          11.02 
  99252 - Laboratory Animal Caretaker II                                        12.08 
  99310 - Mortician                                                               34.35 
  99410 - Pest Controller                                                         15.19 
  99510 - Photofinishing Worker                                                  16.36 
  99710 - Recycling Laborer                                                       21.03 
  99711 - Recycling Specialist                                                    24.67 
  99730 - Refuse Collector                                                        18.76 
  99810 - Sales Clerk                                                             17.13 
  99820 - School Crossing Guard                                                      9.51 
  99830 - Survey Party Chief                                                      37.97 
  99831 - Surveying Aide                                                          21.26 
  99832 - Surveying Technician                                                   27.95 
  99840 - Vending Machine Attendant                                              12.77 
  99841 - Vending Machine Repairer                                               15.42 
  99842 - Vending Machine Repairer Helper                                        12.77 
 
____________________________________________________________________________________ 
 
ALL OCCUPATIONS LISTED ABOVE RECEIVE THE FOLLOWING BENEFITS: 
 
HEALTH & WELFARE: $4.02 per hour or $160.80 per week or $696.79 per month 
 
VACATION: 2 weeks paid vacation after 1 year of service with a contractor or successor; 3 weeks after 5 
years, and 4 weeks after 15 years.  Length of service includes the whole span of continuous service with 
the present contractor or successor, wherever employed, and with the predecessor contractors in the 
performance of similar work at the same Federal facility.  (Reg. 29 CFR 4.173) 
 
HOLIDAYS: A minimum of ten paid holidays per year, New Year's Day, Martin Luther King Jr's Birthday, 
Washington's Birthday, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans' Day, 
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Thanksgiving Day, and Christmas Day.  (A contractor may substitute for any of the named holidays 
another day off with pay in accordance with a plan communicated to the employees involved.)  (See 29 
CFR 4174) 
 
THE OCCUPATIONS WHICH HAVE NUMBERED FOOTNOTES IN PARENTHESES RECEIVE THE FOLLOWING: 
 
1)  COMPUTER EMPLOYEES:  Under the SCA at section 8(b), this wage determination does not apply to 
any employee who individually qualifies as a bona fide executive, administrative, or professional 
employee as defined in 29 C.F.R. Part 541.  Because most Computer System Analysts and Computer 
Programmers who are compensated at a rate not less than $27.63 (or on a salary or fee basis at a rate 
not less than $455 per week) an hour would likely qualify as exempt computer professionals, (29 C.F.R. 
541.400) wage rates may not be listed on this wage determination for all occupations within those job 
families.  In addition, because this wage determination may not list a wage rate for some or all 
occupations within those job families if the survey data indicates that the prevailing wage rate for the 
occupation equals or exceeds $27.63 per hour conformances may be necessary for certain nonexempt 
employees.  For example, if an individual employee is nonexempt but nevertheless performs duties 
within the scope of one of the Computer Systems Analyst or Computer Programmer occupations for 
which this wage determination does not specify an SCA wage rate, then the wage rate for that employee 
must be conformed in accordance with the conformance procedures described in the conformance note 
included on this wage determination. 
 
Additionally, because job titles vary widely and change quickly in the computer industry, job titles are 
not determinative of the application of the computer professional exemption.  Therefore, the 
exemption applies only to computer employees who satisfy the compensation requirements and whose 
primary duty consists of: 
    (1) The application of systems analysis techniques and procedures, including consulting with users, to 
determine hardware, software or system functional specifications; 
    (2) The design, development, documentation, analysis, creation, testing or modification of computer 
systems or programs, including prototypes, based on and related to user or system design specifications; 
    (3) The design, documentation, testing, creation or modification of computer programs related to 
machine operating systems; or 
    (4) A combination of the aforementioned duties, the performance of which requires the same level of 
skills.  (29 C.F.R. 541.400). 
 
2)  AIR TRAFFIC CONTROLLERS AND WEATHER OBSERVERS - NIGHT PAY & SUNDAY PAY:  If you work at 
night as part of a regular tour of duty, you will earn a night differential and receive an additional 10% of 
basic pay for any hours worked between 6pm and 6am.  If you are a full-time employed (40 hours a 
week) and Sunday is part of your regularly scheduled workweek, you are paid at your rate of basic pay 
plus a Sunday premium of 25% of your basic rate for each hour of Sunday work which is not overtime 
(i.e. occasional work on Sunday outside the normal tour of duty is considered overtime work). 
 
 
HAZARDOUS PAY DIFFERENTIAL: An 8 percent differential is applicable to employees employed in a 
position that represents a high degree of hazard when working with or in close proximity to ordinance, 
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explosives, and incendiary materials.  This includes work such as screening, blending, dying, mixing, and 
pressing of sensitive ordance, explosives, and pyrotechnic compositions such as lead azide, black 
powder and photoflash powder.  All dry-house activities involving propellants or explosives.    
Demilitarization, modification, renovation, demolition, and maintenance operations on sensitive 
ordnance, explosives and incendiary materials.  All operations involving regrading and cleaning of 
artillery ranges.  
 
A 4 percent differential is applicable to employees employed in a position that represents a low degree 
of hazard when working with, or in close proximity to ordance, (or employees possibly adjacent to) 
explosives and incendiary materials which involves potential injury such as laceration of hands, face, or 
arms of the employee engaged in the operation, irritation of the skin, minor burns and the like; minimal 
damage to immediate or adjacent work area or equipment being used. All operations involving, 
unloading, storage, and hauling of ordance, explosive, and incendiary ordnance material other than 
small arms ammunition.  These differentials are only applicable to work that has been specifically 
designated by the agency for ordance, explosives, and incendiary material differential pay. 
 
** UNIFORM ALLOWANCE ** 
 
If employees are required to wear uniforms in the performance of this contract (either by the terms of 
the Government contract, by the employer, by the state or local law, etc.), the cost of furnishing such 
uniforms and maintaining (by laundering or dry cleaning) such uniforms is an expense that may not be 
borne by an employee where such cost reduces the hourly rate below that required by the wage 
determination. The Department of Labor will accept payment in accordance with the following 
standards as compliance: 
 
The contractor or subcontractor is required to furnish all employees with an adequate number of 
uniforms without cost or to reimburse employees for the actual cost of the uniforms.  In addition, where 
uniform cleaning and maintenance is made the responsibility of the employee, all contractors and 
subcontractors subject to this wage determination shall (in the absence of a bona fide collective 
bargaining agreement providing for a different amount, or the furnishing of contrary affirmative proof 
as to the actual cost), reimburse all employees for such cleaning and maintenance at a rate of $3.35 per 
week (or $.67 cents per day).  However, in those instances where the uniforms furnished are made of 
"wash and wear" materials, may be routinely washed and dried with other personal garments, and do 
not require any special treatment such as dry cleaning, daily washing, or commercial laundering in order 
to meet the cleanliness or appearance standards set by the terms of the Government contract, by the 
contractor, by law, or by the nature of the work, there is no requirement that employees be reimbursed 
for uniform maintenance costs. 
 
The duties of employees under job titles listed are those described in the "Service Contract Act Directory 
of Occupations", Fifth Edition, April 2006, unless otherwise indicated. Copies of the Directory are 
available on the Internet. A links to the Directory may be found on the WHD home page at 
http://www.dol.gov/esa/whd/ or through the Wage Determinations On-Line (WDOL) Web site at 
http://wdol.gov/. 
 



http://www.dol/
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REQUEST FOR AUTHORIZATION OF ADDITIONAL CLASSIFICATION AND WAGE RATE {Standard Form 
1444 (SF 1444)} Conformance Process: 
 
The contracting officer shall require that any class of service employee which is not listed herein and 
which is to be employed under the contract (i.e., the work to be performed is not performed by any 
classification listed in the wage determination), be classified by the contractor so as to provide a 
reasonable relationship (i.e., appropriate level of skill comparison) between such unlisted classifications 
and the classifications listed in the wage determination.  Such conformed classes of employees shall be 
paid the monetary wages and furnished the fringe benefits as are determined.  Such conforming process 
shall be initiated by the contractor prior to the performance of contract work by such unlisted class(es) 
of employees.  The conformed classification, wage rate, and/or fringe benefits shall be retroactive to the 
commencement date of the contract. {See Section 4.6 (C)(vi)} When multiple wage determinations are 
included in a contract, a separate SF 1444 should be prepared for each wage determination to which a 
class(es) is to be conformed. 
 
The process for preparing a conformance request is as follows: 
 
1) When preparing the bid, the contractor identifies the need for a conformed occupation(s) and 
computes a proposed rate(s). 
 
2) After contract award, the contractor prepares a written report listing in order proposed classification 
title(s), a Federal grade equivalency (FGE) for each proposed classification(s), job description(s), and 
rationale for proposed wage rate(s), including information regarding the agreement or disagreement of 
the authorized representative of the employees involved, or where there is no authorized 
representative, the employees themselves.  This report should be submitted to the contracting officer 
no later than 30 days after such unlisted class(es) of employees performs any contract work. 
 
3) The contracting officer reviews the proposed action and promptly submits a report of the action, 
together with the agency's recommendations and pertinent information including the position of the 
contractor and the employees, to the Wage and Hour Division, Employment Standards Administration, 
U.S. Department of Labor, for review.  (See section 4.6(b)(2) of Regulations 29 CFR Part 4). 
 
4) Within 30 days of receipt, the Wage and Hour Division approves, modifies, or disapproves the action 
via transmittal to the agency contracting officer, or notifies the contracting officer that additional time 
will be required to process the request. 
 
5) The contracting officer transmits the Wage and Hour decision to the contractor. 
 
6) The contractor informs the affected employees. 
 
Information required by the Regulations must be submitted on SF 1444 or bond paper. 
 
When preparing a conformance request, the "Service Contract Act Directory of Occupations" (the 
Directory) should be used to compare job definitions to insure that duties requested are not performed 
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by a classification already listed in the wage determination.  Remember, it is not the job title, but the 
required tasks that determine whether a class is included in an established wage determination. 
Conformances may not be used to artificially split, combine, or subdivide classifications listed in the 
wage determination. 
 








DEPARTMENT OF DEFENSE 1.  CLEARANCE AND SAFEGUARDING 


CONTRACT SECURITY CLASSIFICATION SPECIFICATION a.  FACILITY CLEARANCE REQUIRED 
SECRET 


(The requirements of the DoD Industrial Security Manual apply  
to all aspects of this effort) 


b.  LEVEL OF SAFEGUARDING REQUIRED 
NONE 


2.  THIS SPECIFICATION IS FOR: (X and complete as applicable) 3.  THIS SPECIFICATION IS: (X and complete as applicable) 
 a.  PRIME CONTRACT NUMBER  a.  ORIGINAL (Complete date in all cases) Date (YYMMDD) 


                   141023 
 b.  SUBCONTRACT NUMBER 


 
 b.  REVISED (Supersedes  


all previous specs) 


Revision No. 
 


Date (YYMMDD) 


 


                          
 c.  SOLICITATION OR OTHER NUMBER Due Date (YYMMDD)  c.  FINAL (Complete Item 5 in all cases) Date (YYMMDD) 


       NND15520845R                    


4.  IS THIS A FOLLOW-ON CONTRACT?  YES  NO. If Yes complete the following 


Classified material received or generated under NND10AHI5C (Preceding Contract Number) is transferred to this follow-on contract 


5.  IS THIS A FINAL DD FORM 254?  YES  NO. If Yes complete the following 


In response to the contractor's request dated       , retention of the identified classified material is authorized for the period of       . 
6.  CONTRACTOR (Include Commercial and Government Entity ( CAGE) Code) 


a.  NAME, ADDRESS, AND ZIP CODE b.  CAGE CODE c.  COGNIZANT SECURITY OFFICE (Name, Address, and Zip Code) 
TBD TBD TBD 


7.  SUBCONTRACTOR 
a.  NAME, ADDRESS, AND ZIP CODE b.  CAGE CODE c.  COGNIZANT SECURITY OFFICES ( Name, Address, and Zip Code) 
TBD TBD TBD 


8.  ACTUAL PERFORMANCE 
a.  LOCATION b.  CAGE CODE c.  COGNIZANT SECURITY OFFICE (Name, Address, and Zip Code) 
NASA Armstrong Building 703, 2825 E. Ave P, Palmdale, CA 


93550 and the Aero Institute 38256 Sierra Hwy A, Palmdale, CA 


93550 and Armstrong Flight Research Center, 4800 Lilly 


Avenue, Edwards, CA 93523   


      AFRC Protective Services Office 


P.O. Box 273 


Edwards, CA 93523-0273 


9.  GENERAL IDENTIFICATION OF THIS PROCUREMENT 
Contractor will perform administrative office support; resource support; acquisition support; Center travel office support; Armstrong 


Learning Center (DLC) support; and scientific and technical information support, which includes the technical publications office, 


research library, and reproduction center, business system support, and Full Cost for Information Technologies. 


10.  THIS CONTRACT WILL REQUIRE ACCESS TO: YES NO 11.  IN PERFORMING THIS CONTRACT, THE CONTRACTOR WILL: YES NO 
a.  COMMUNICATIONS SECURITY (COMSEC) 
 INFORMATION 


  a.  HAVE ACCESS TO CLASSIFIED INFORMATION ONLY AT ANOTHER 
CONTRACTOR’S FACILITY OR A GOVERNMENT ACTIVITY 


  


b.  RESTRICTED DATA   b.  RECEIVE CLASSIFIED DOCUMENTS ONLY   
c.  CRITICAL NUCLEAR WEAPON DESIGN INFORMATION   c.  RECEIVE AND GENERATE CLASSIFIED MATERIAL   
d.  FORMERLY RESTRICTED DATA:   d.  FABRICATE, MODIFY, OR STORE CLASSIFIED HARDWARE   
e.  INTELLIGENCE INFORMATION:   e.  PERFORM SERVICES ONLY   
       (1) Sensitive Compartmented Information (SCI)   f.  HAVE ACCESS TO U.S. CLASSIFIED INFORMATION OUTSIDE THE U.S., PUERTO 


RICO, U.S. POSSESSIONS AND TRUST TERRITORIES 
  


       (2) Non-SCI   g.  BE AUTHORIZED TO USE THE SERVICES OF DEFENSE TECHNICAL 
INFORMATION CENTER (DTIC) OR OTHER SECONDARY DISTRIBUTION CENTER 


  


f.  SPECIAL ACCESS INFORMATION   h.  REQUIRE A COMSEC ACCOUNT   
g.  NATO INFORMATION   i.  HAVE A TEMPEST REQUIREMENT   
h. FOREIGN GOVERNMENT INFORMATION   j.  HAVE OPERATIONS SECURITY (OPSEC) REQUIREMENTS   
i.  LIMITED  DISSEMINATION INFORMATION   k.  BE AUTHORIZED TO USE THE DEFENSE COURIER SERVICE   
j.  FOR OFFICIAL USE ONLY INFORMATION   l.  OTHER (Specify).   


k.  OTHER Specify) 
Privacy Act 


Proprietary & Sensitive but Unclassified (SBU) 
 


  Classified Visits  
 


  


DD Form 254, DEC 1999    Previous editions are obsolete 
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12.  PUBLIC RELEASE.  Any information (classified or unclassified) pertaining to this contract shall not be released for public dissemination except as provided by the industrial  
Security Manual or unless it has been approved for public release by appropriate U.S. Government authority.  Proposed public release shall be submitted for approval prior to release 


  
 
Direct   


Through (Specify):  
NASA-Armstrong Flight Research Center 


External Affairs Office 


P.O. Box 273, Edwards, CA 93523-0273 


To the Office of Public Affairs, National Aeronautics and Space Administration, Washington, DC 20546 for review 
13.  SECURITY GUIDANCE.  The security classification guidance needed for this effort is identified below.  If any difficulty is encountered in applying this guidance or if any other contributing factor indicates 
a need for changes in this guidance, the contractor is authorized and encouraged to provide recommended changes:  to challenge the guidance or classification assigned to any information or material 
furnished or generated under this contract; and to submit any questions for interpretation of this guidance to the official identified below.  Pending final decision, the information involved shall be handled and 
protected at the highest level of classification assigned or recommended.  (Fill in as appropriate for the classified effort.  Attach, or forward under separate correspondence, any document/guides/extracts 


referenced herein.  Add additional pages as needed to provide complete guidance. 
The Contractor shall comply with all NASA computer and communication security requirements. Contractor shall comply with Security requirements 


found in the following publications:  (NPR) 1600.2, NASA Classified National Security Information (CNSI), NPR 1600.1 NASA Program Security 


Procedural Requirements and DOD Manual 2200.22-M, National Industrial Security Program Operating Manual (NISPOM).  Classified Material shall 


be stored in an approved GSA container at NASA AFRC performance locations.  Classification guidance, if required, will be furnished by the NASA 


Protective Services Organization, AFRC.   


 


Item 10j: FOUO/SBU Information provided under this contract shall be safeguarded as Specified in NID 1600-54 (Safeguarding Sensitive but 


Unclassified Information) and NID 1600.55 (Sensitive But Unclassified (SBU) Controlled Information). 


Item 10K: The contractor shall not release information to any activity or individual of the contractors organization not directly engaged in providing 


services under this contract or to another contractor (including a subcontractor), Government agency, private individual, or organization without written 


permission of the contracting officer. 


Item 11A: Contractor will maintain in compliance with Executive Orders, NASA Program Procedural Requirements (NPRs), National 


Industrial Security Program Operating Manual (NISPOM), security classification guides, and security guidance as provided by NASA 


Protective Services. Personnel assigned to support sensitive activities that access NASA Classified National Security Information (CNSI) must be 


properly trained and cleared to a secret level. 


Item 11I: In accordance with the NISPOM, the Contractor will send an initial classified visit request for personnel that may access Classified National 


Security Information. Classified Visit Requests will be faxed to AFRC Protective Services, Attn: Classified Visits, Fax: 661-276-2732. Classified visits 


will be updated as individual information changes, but not less than once a year on the anniversary of this DD Fm 254. Additionally, at a minimum the 


Contractor is responsible for furnishing AFRC Information Security Representatives a copy of all DD Form 254s issued to cleared subcontractors and 


submitting Classified Visit Requests for cleared subcontractor personnel not less than once a year to the above fax number. 
14.  ADDITIONAL SECURITY REQUIREMENTS.  Requirements, in addition to ISM requirements, are established for this contract.  (If Yes, identify the pertinent 


contractual clauses in the contract document itself, or provide an appropriate statement which identifies the additional requirements.  Provide a copy of the requirements 


to the cognizant security office.   Use Item 13 if additional space is needed.) 


 
Yes  No   


      


15.  INSPECTIONS.  Elements of this contract are outside the inspection responsibility of the cognizant security office.  (If Yes, explain and identify specific areas or 


elements carved out and the activity responsible for inspections.  Use Item 13 if additional space is needed. 


 


 
Yes  No   


      


16.  CERTIFICATION AND SIGNATURE.  Security requirements stated herein are complete and adequate for safeguarding the classified information to be released or 


generated under this classified effort.  All questions shall be referred to the official named below. 
a.  TYPED NAME OF CERTIFYING OFFICIAL 
 


John G. Zellmer 


b.  TITLE 
 


Chief of Protective Services 


c.  TELEPHONE (Include Area Code) 


 
661-276-6802 


d.  ADDRESS (Include ZIP Code) 17.  REQUIRED DISTRIBUTION 


NASA Armstrong Flight Research Center  
 
a.  CONTRACTOR 


P.O. Box 273 Mail Stop 1616  
 
b.  SUBCONTRACTOR 


Edwards, CA 93523-0273  
 
c.  COGNIZANT SECURITY OFFICE FOR PRIME AND SUBCONTRACTOR 


e.  SIGNATURE  
 
d.  U.S. ACTIVITY RESPONSIBLE FOR OVERSEAS SECURITY ADMINISTRATION 


  
 
e.  ADMINISTRATIVE CONTRACTING OFFICER 


  
 
f.  OTHERS AS NECESSARY 


DD Form 254 Reverse, DEC 1999 
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Data Requirements List (DRL) and Date Requirements Descriptions (DRD) 
January 23, 2014 


 
The following pages set out the documentation requirements of this contract, starting with a DRL, which is 
an index to the DRDs.  Each DRD prescribes the required data product content, schedule, type, and other 
particulars for specific data submission requirements. 
 
The contractor shall furnish data defined by the DRDs listed on the DRL by category of data.  Such data 
shall be prepared, maintained, and delivered to NASA in accordance with the requirements set forth 
within this document.  In cases where data requirements are covered by a Federal Acquisition Regulation 
(FAR) or NASA FAR Supplement (NFS) regulation or clause, the regulation will take precedence over this 
document.  NASA-Owned/Contractor-Held records shall be managed by the Contractor in accordance 
with Title 36 of the Code of Federal Regulations, Chapter XII B, Records Management and NPD 1440.6H, 
NASA Records Management Program.  The contractor shall disposition records and non-records in 
accordance with NPR 1441.1D, NASA Retention Schedules, which has been approved by NASA and the 
National Archives and Records Administration (NARA).  All questions on records management issues 
shall be directed through the Contracting Officer to the AFRC Records Management Officer. 
 
Documents included as applicable documents in the data requirements form a part of this document to 
the extent specified herein.  References to documents other than applicable documents in the data 
requirements of this document may sometimes be utilized.  These do not constitute a contractual 
obligation on the contractor.  They are to be used only as a possible example or to provide related 
information to assist the contractor in developing a response to that particular data requirement. 
 
DESCRIPTION 
 
This document identifies and defines the requirements and data types for information and data required 
under this contract. 
 
The Data Requirements Descriptions (DRDs), along with the Data Requirements List (DRL), define, by an 
individual Data Requirement, the information and data required for each deliverable document. 
 
The data types are used to identify the approval and control required for each DRD.  The DRL is an index 
of all the DRDs and includes additional requirements for each DRD and the data types, as described 
below. 
 
Documentation submitted may incorporate references to other current approved documentation, provided 
the references are adequate and include such identification elements as title, document number, and 
approval date (where applicable).  However, if the pertinent information is of relatively minor size, the 
contractor shall incorporate the information itself, in lieu of using a reference.  The contractor shall assure 
that any referenced information is readily available to appropriate users of the submitted document. 
 
DATA TYPES 
 
The following information/documentation types are applicable: 
  
(1) Type1 - Written approval -- Data and changes thereto requiring written approval by the NASA office of 
primary responsibility (OPR) before formal release or implementation 
(2) Type 2 - Mandatory submittal -- Data provided to NASA for coordination, information, review, and/or 
management control 
(3) Type3 - Submitted upon request -- Data prepared and retained under a specific contract to be made 
available to NASA upon request 
 







 


NND15520845R 


Attachment G 


 


 


 


Type 1 submissions shall be marked “TYPE 1 PRELIMINARY pending NASA approval or Type I 
APPROVED BY NASA, as appropriate."  Additional special designations and deviations may be required 
on specific submissions in accordance with configuration management requirements. 
 
Type 2 submissions shall be marked “TYPE 2 PRELIMINARY - RELEASE TARGET DATE, xx/xx/xx" or 
"TYPE 2 FINAL - NASA COMMENTS INCLUDED" or “TYPE 2 FINAL DOCUMENT," where NASA 
comments were not received. 
 
NOTE:  Documents submitted under this clause, even though directly (Type 1) or implicitly (Type 2) 
approved by NASA, shall not take precedence over the requirements as set out in Attachment A, 
Performance Work Statement. 
 
The contractor shall normally deliver a complete revised Type 1 or Type 2 data requirement with NASA 
comments incorporated within 45 days of receipt of comments. 
 
Type 3 submissions shall be marked "TYPE 3 DOCUMENT - FOR INFORMATION, SURVEILLANCE, 
REVIEW, or MANAGEMENT CONTROL". 
 
NUMBER OF COPIES AND DISTRIBUTION REQUIREMENTS 
 
The contractor shall provide one copy of each DRD to the standard distribution list shown in Block 8 of the 
DRLs.  Additional distribution shall be made as directed, in writing, by the Contracting Officer.  The number 
of copies required will not exceed the limits set forth in Clause 1852.208-81, Restrictions on Printing and 
Duplicating, without prior Contracting Officer approval. Electronic Data Transmittal Forms will be used to 
confirm delivery of electronically resident DRD deliverables. 
 
 
ELECTRONIC FORMAT 
 
All the data requirements shall be delivered in the format as depicted in each DRD and compatible with 
AFRC software loads.   
 
DRDs shall be maintained electronically.  
 
FURTHER EXPLANATION OF DRL  
 
Contract Start is defined as:  TBD 
 
Block 1 – Line Item   
 
Block 2 – DRD Title   
 
Block 3 – Data Type 
 
For the purpose of this block, the following information/documentation types are applicable: 
 
(1) Type 1 - Written approval -- Data and changes thereto requiring written approval by the NASA Office of 
Primary Responsibility (OPR) before formal release or implementation 
 
(2) Type 2 - Mandatory submittal -- Data provided to NASA for coordination, information, review, and/or 
management control 
 
(3) Type 3 - Submitted upon request -- Data prepared and retained under a specific contract to be made 
available to NASA upon request 
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Block 4 – Frequency of Submittal/Maintenance: 
 


Code Description Code Description Code Description 


AD As Directed DA Daily RD As Released 


AN Annually DD Deferred Delivery RT One Time and Revisions 


AR As Required MO Monthly SA Semi Annually 


BE Biannually OT One Time TY Three Per Year 


BM Bimonthly PV Per Vehicle UR Upon Request 


BW Biweekly QU Quarterly WK Weekly 
 
Block 5 – As of Date- If reports are of a recurring nature, an as of date will be included in this block (cutoff 
date and due date:  e.g., 15/1 indicated input cutoff date of 15th and due date of 1st) 
 
Block 6  - 1st Submittal Date 
 
Block 7 – Copies –  


Code Description 


  


EM E-mail 


ES E-mail with Signature 


CD Compact Disk 


HC Hard Copy 
 
Block 8 – Distribution 
 
Block 9 – Remarks:  Additional requirements, clarification or amplification of requirements from other 
blocks. 
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a.  Title of Contract, Project, PWS, etc. b.  Contract/RFP No. c.  DRL Date/Mod Date 
NASA-DFRC Center Administrative and Technical Staff Support Services 


NND15520845R 01/23/2015 


1.  Line item 


no. 


               


2.  DRD Title 3.  Data type:  (1) Written 


approval 


 


4.  Frequency 5.  As-of-


date 


6.  1st subm. date 7.  Copies 
1 Management Operating Plan  (2) Mandatory Submittal   See Remarks     1-CD 


    (3) Submitted upon request RT TBD   5-HC 


 


 
 8.  Distribution (Continue on a blank sheet if needed) 9.  Remarks 
 1.  Contracting Officer   


2.  Contracting Officer’s Representative  


  


 


With submission of proposal.  


1.  Line item 


no. 


               


2.  DRD Title 3.  Data type:  (1) Written 


approval 


 


4.  Frequency 5.  As-of-


date 


6.  1st subm. date 7.  Copies 
2 Safety, Occupational Health and 


Environmental Plan 
 (2) Mandatory Submittal   See Remarks   


   (3) Submitted upon request AN TBD   3-EM 


 8.  Distribution (Continue on a blank sheet if needed) 9.  Remarks 
 1. Safety and Mission Assurance Directorate 


2. Contracting Officer 


3. Contracting Officer’s Representative 


 


Submission due after contract award and prior to contract 


performance.   


1.  Line item 


no. 


               


2.  DRD Title 3.  Data type:  (1) Written 


approval 


 


4.  Frequency 5.  As-of-


date 


6.  1st subm. date 7.  Copies 
3 Monthly Accident Report 


 


(2) Mandatory Submittal MO TBD See Remarks   
   (3) Submitted upon request     3-EM 


 8.  Distribution (Continue on a blank sheet if needed) 9.  Remarks 
 1. Safety and Mission Assurance Directorate 


2. Contracting Officer 


3. Contracting Officer’s Representative 


 


Due the 10th of every month. 


 


1.  Line item 


no. 


               


2.  DRD Title 3.  Data type:  (1) Written 


approval 


 


4.  Frequency 5.  As-of-


date 


6.  1st subm. date 7.  Copies 
4 Employee Listing 


x


 


(2) Mandatory Submittal RT TBD See Remarks   
   (3) Submitted upon request     2-EM 


 8.  Distribution (Continue on a blank sheet if needed) 9.  Remarks 
 1.  Contracting Officer   


2.  Contracting Officer’s Representative 


 


 


Within 10 days of contract award.  Revisions as required. 
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a.  Title of Contract, Project, PWS, etc. b.  Contract/RFP No. c.  DRL Date/Mod Date 
NASA-AFRC Center Administrative and Technical Staff Support Services 


NND15520845R 01/23/2015 


1.  Line item 


no. 


               


2.  DRD Title 3.  Data type:  (1) Written 


approval 


 


4.  Frequency 5.  As-of-


date 


6.  1st subm. date 7.  Copies 


5 Phase-In Plan  (2) Mandatory Submittal OT TBD See Remarks     1-CD 
    (3) Submitted upon request          5-HC 


 


 
 8.  Distribution (Continue on a blank sheet if needed) 9.  Remarks 
 1.  Contracting Officer   


2.  Contracting Officer’s Representative 


 


 


With submission of proposal  


1.  Line item 


no. 


               


2.  DRD Title 3.  Data type:  (1) Written 


approval 


 


4.  Frequency 5.  As-of-
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DATA REQUIREMENTS DESCRIPTION 


 


1a. DRD Title: 


Management Operating Plan 


 


1b. Data Type: 2 


2.  Date of Current 


Version 
January 23, 2015 


3.  DRL Line 


Item No. 


1 


RFP/Contract No. 


 
NND15520845R 


4. Use  (Define need for, intended use of, and/or anticipated results of data) 


The Management Plan will be used to document the Contractor’s overall and 


detailed planning and operations for satisfying the contract requirements.   


5.  DRD Category 
 X Technical 


   __ Administrative 


   __ SR&QA 
 


6.  References (PWS, Clause, etc.)  


PWS Section 6.0 Management Plan 


7.  Interrelationships (e.g., with other 


DRDs) 


 
8.   PREPARATION INFORMATION:   


 


FIRST SUBMISSION DATE:  With submission of Proposal; upon NASA approval, the CO will retain the 


plan in the contract file.   
 


SUBMISSION FREQUENCY: To be updated as required thereafter. 


 


FORMAT: Contractor’s format. 


 


COPIES:  5 Hard Copies and 1 Compact Disk 


 


INSTRUCTIONS:   


 


The Management Plan shall describe the contractor’s management approach, 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 Performance Work Statement (PWS), as 


well as those systems and procedures that are to be set in place by the contractor to adhere to regulations and the 


requirements set forth in the solicitation.  The Management Plan shall include: 


 


A.  The overall management approach to satisfying the contract requirements, including at a minimum: 


(1) The program management functions; 


(2) The management policies and procedures; 


(3) The strategies and goals to provide effective and efficient implementation of the PWS; 


(4) Innovations and efficiencies to be gained through the proposed approach to manage the contract, 


including rationale to substantiate these innovations and efficiencies; 


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


completing the PWS requirements.  Include any other methods and techniques the Contractor feels is 


critical to successful performance of contract requirements; 


(6) The methods to supervise, support, mentor, and verify the successful performance of employees who are 


geographically distributed in various locations at NASA-AFRC, including Government-maintained 


facilities including building 703 and Aero Institute. 


 


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) Clear internal and external lines of authority; 


(4) Outline procedures to ensure effective communication and collaboration across the organization; 
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(5) 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; 


(6) Associations with other companies or organizations utilized to provide effective and efficient 


implementation of the PWS;  


(7) The Contractor's relationship with other NASA-AFRC and contractors; 


(8) The Management functions, roles, and responsibilities, and the method for integrating operation plans 


for all primary functional work areas; 


(9) The Contractor's management interface with NASA-AFRC. 


   


C.  Include the following information for the contractor’s key personnel: 


(1) Resumes of key personnel; 


(2) The level of commitment of any key personnel who will not be 100% dedicated to this contract. 


 


D.  A description of how each function will be filled, including: 


(1) Recruitment, retention, and employment methods and policies; 


(2) Staffing strategies; 


(3) The minimum qualification standards to satisfy the Skill Labor Category guidelines; 


(4) Strategy to ensure personnel will maintain the minimum qualification standards described in the Skill 


Labor Category guidelines; 


(5) Approach to providing flexible workforce planning.  Include discussion on recruiting, retention of 


personnel, and effects on management, subcontractors, continuity and quality of services, and other 


factors resulting from changes in staffing levels. 


 


E.  The overall management approach to creating an effective and efficient interface to the Government 


concerning the implementation of the PWS requirements and communication of activities related to these 


efforts.  


 


F.  The proposed quality control system, including:  


(1) A Performance Evaluation Summary the Contractor will use to ensure excellent services are provided 


for each PWS element; 


(2) Methods to ensure timely delivery of quality services; 


(3) Procedures, techniques, and tracking for early identification of potential problems, implementation of 


preventive action, and proactive and timely resolution.  


 


G.  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 NASA-AFRC 


organizational representative; 


(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).   
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DATA REQUIREMENTS DESCRIPTION 


 


1a. DRD Title: 


Safety and Occupational Health 


and Environmental Plan  


1b. Data Type:  1 


2.  Date of Current 


Version 
January 23, 2014 


3.  DRL Line 


Item No. 
2 


RFP/Contract No. 


 
NND15520845R 


4. Use  (Define need for, intended use of, and/or anticipated results of data) 


Establishes Center Specific Safety, Occupational Health and Environmental 


Compliance Plan.   


 


***The Office of Primary Responsibility for this DRD is AFRC Safety and 


Misson Assurance. 


5.  DRD Category 


   Technical 


        Administrative 


   X SR&QA 


 


 


6.  References (PWS, Clause, etc.)  


PWS Section 7.0 Health & Safety Plan, Clause  


1852.223-73 Safety and Health. (APR 2002), NPR 


8715.3C, NASA General Safety Program Requirements 


OSHA CSP 03-01-003, Voluntary Protection Program 


(VPP) Policies and Procedures Manual 


 


7.  Interrelationships (e.g., with other 


DRDs) 


 


 


8.   PREPARATION INFORMATION:   


 


FIRST SUBMISSION DATE:  After contract award but before commencing work.  Upon NASA-


AFRC approval, the Contractor’s Safety, Occupational Health and Environmental Compliance Plan 


will become a part of the contract. 


 


SUBMISSION FREQUENCY:  Review the plan annually or as directed by the CO.  The plan shall 


be updated to meet the latest OSHA, State and Federal Environmental, NASA-AFRC, and VPP 


requirements.  Provide a copy of the updated plan with the changes highlighted to the distribution list 


below at the start of each contract year.  If no changes are required after the annual review, notify the 


individuals in the distribution list in writing to that affect. 


 


FORMAT: Microsoft Word 


 


1. Cover page - to include as a minimum, blocks for the signatures of Contractor's project manager and 


designated safety official; NASA COR; AFRC Safety and Mission Assurance; and the NASA 


Contracting Officer. Other signatures may be required at the discretion of the Government. Once 


approved by NASA, signatures will be collected and the plan placed on the contract. 


2. Table of Contents. See content below. 


3. Body of plan - as required. Contractor’s format is acceptable but should be aligned with the 


elements of the content below. 


 


DISTRIBUTION:  The Contractor shall send additional copies to each of the following: 


  


Contracting Officer 


Contracting Officer’s Representative 


Safety and Mission Assurance  
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INSTRUCTIONS: 


 


The requirements for this plan are detailed in NPR 8715.3C, NASA General Safety Program 


Requirements and provided below under details.  Include instructions for specific reports and data to 


be submitted to the Government.  These instructions are to be included in the plan and represent 


contractual commitments by the Contractor to provide this information. 


 


The Contractor is part of a larger program – the NASA safety program – which has other contracted 


employees, civil servants, other third parties and the public that must be protected from any hazard in 


the workplace wherever they arise. This includes the following:  


a. Hazards associated with work done on contractual tasks. 


b. Hazards that arise from non-contractual operations in the vicinity of Contractor’s workers. 


c. Hazards that arise from contractual operations which may affect the safety and health of 


individuals and assets outside this contract. 


The plan shall clearly identify those resources to be provided by the Contractor and propose resources 


to be provided by the Government. The Contractor shall make this review and supporting rationale 


available to the Government as part of this plan. It can be documented as a checklist or outline inserted 


directly in the body of the plan or in any format developed by the Contractor that clearly conveys the 


results of this review including the basis for any underlying assumptions. For further information, see 


the list of installation provided facilities and services listed in this RFP under NASA FAR Supplement 


clause 1852.235-71 Installation-Accountable Government Property. 


The plan must cover the prime Contractor and all subcontractors. 


 


Details: Address the following items in your plan: 


1.0 MANAGEMENT LEADERSHIP AND EMPLOYEE PARTICIPATION. 


1.1 Policy. Provide the contractor's corporate safety policy statement. Compare this policy statement 


with those of NASA and OSHA and discuss any differences. 


1.2 Goals and Objectives. Describe specific goals and objectives of the Safety and Health Plan. 


Discuss these goals and objectives using the framework of the elements of a safety and health 


management system described by the OSHA VPP (management leadership and employee 


involvement; worksite analysis; hazard prevention and control; and safety and health training). 


Describe the approach (including milestone schedule) to achieve and maintain safety and health 


management practices according to the criteria outlined in four elements of the OSHA VPP safety and 


health management in all areas. 


1.3 Management Leadership. Describe the process and procedures for implementing management 


commitments to safety and health through visible activities and initiatives including the exercise of 


controls to ensure workplace safety and health. Include a statement from the project manager or 


designated safety official indicating that the plan will be implemented as approved and that the project 


manager will take personal responsibility for its implementation. 


1.4 Employee Involvement. Describe procedures to implement and promote employee (e.g., non-


supervisory) involvement in safety and health program development, implementation, and decision 


making. Describe the scope and breadth of employee participation so that all safety and health risk 


areas are addressed. 


1.5 Assignment of Responsibility. Describe the line and staff responsibilities for safety and health 


program implementation. Identify any other personnel or organizations that provide safety services or 


exercises any form of control or assurance in these areas. State the means of communication and 
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interfaces concerning related issues used by line, staff, and others (such as documentation, concurrence 


requirements, committee structure, sharing of the work site with NASA and other contractors, or other 


special responsibilities and support). As a minimum, the contractor will identify the following: 


a. Safety Representative. Identify, by title, the individual who will be responsible for the contractor's 


adherence to Center-wide safety, health, environmental, and fire protection concerns and goals, and 


will participate in meetings and other activities related to the Center's Safety and Health Program. 


b. Company Physician. Provide the identification of a company physician to facilitate communication 


of medical data to the head of the NASA clinic. The contractor shall identify the point of contact by 


name, address, and telephone number to the NASA Center Clinic. Any changes that occur in the 


identity of the point of contact will be promptly conveyed to the NASA Center Clinic. 


c. Building Fire Wardens. Each building occupied by the contractor will have an assigned individual to 


facilitate the Center's fire safety program. Duties will include coordination of fire-related issues with 


the NASA facility manager, and emergency planning and response officials and their representatives. 


Identify the assigned contractor Building Fire Warden. 


d. Designated Safety Official. Identify, by title, the official(s) responsible for implementing the 


proposed Safety and Health Plan. Identify all formal contacts with regulatory agencies and with 


NASA. 


1.6 Provision of Authority. Compare the provisions and procedures in the proposed Safety and 


Health Plan with applicable NASA requirements and contractual directions, and applicable Federal, 


State, and local regulations. Identify the lines of authority and responsibility for each requirement and 


regulation. Discuss how the subsequent contractor's Safety and Health Program will be controlled to 


maintain the identified lines of authority and responsibility for the life of the contract. 


1.7 Accountability. Describe the procedures for ensuring that management and employees will be held 


accountable for implementing their tasks in a safe and healthful manner. The use of traditional and/or 


innovative personnel management methods (including discipline, motivational techniques, or any other 


technique that ensures accountability) should be referenced, as a minimum, and described, as 


appropriate. 


1.8 Program Evaluation. Describe the method to be used for internal program reviews and evaluations. 


The program review and evaluation may consist of either (1) participation in OSHAVPP surveys at the 


request of the Government or (2) described in a written report that documents the methods and 


procedures for determining the existence and criticality of the contractor's hazardous operations. 


 


If the proposed plan provides for an internal reviews and evaluations other than participation in 


OSHA VPP surveys, the submitted report should include, but not be limited to, methods and 


procedures for the following: identification of the contractor's hazardous operations and products; 


approach to be used for conducting risk evaluations; the approach to be used for risk ranking with 


respect to consequence severity, risk management techniques to be applied to unacceptable safety 


risks, and the documentation of the results. The report should also include an identification of the 


personnel who will conduct the reviews and evaluations, to whom the reports will be made, and the 


frequency (at least annually) at which the reviews and evaluations will be performed. The reviews and 


evaluations should include subcontracted tasks. The submitted report should clearly describe the 


correlation between the proposed program review and evaluation approach and applicable criteria of 


the OSHA VPP. 


 


When a written program review and evaluation is requested, it should be delivered to the 


Government no later than 30 days after the end of each contract year or at the end of the contract, 


whichever is applicable. Distribution of these program reviews and evaluations will be the same as that 


for the Safety and Health Plan. The OSHA VPP surveys will be scheduled and administered at the 


discretion of the Government. 
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1.9 The prospective contractor will describe the approach to be taken to document its safety and health 


program performance to provide necessary visibility and insight. This description should include: the 


identification, acquisition, and processing of safety and health data; development of procedures; 


recordkeeping; statistical analyses including metrics; and the furnishing of data and reports to the 


Government. Electronic access by the Government to this data is preferred as long as 


Privacy Act requirements are met and the Government safety and health professionals and their 


representatives have full and unimpeded access for review and audit purposes. 


For contractor activities conducted on NASA property, the contractor will identify what records it will 


make available to the Government in accordance with the Voluntary Protection Program (VPP) criteria 


of OSHA as implemented in [the local Center's] Requirements Handbook for Safety, Health, and 


Environmental Protection, as revised. For the purpose of this plan, safety and health documentation 


includes, but is not limited to, logs, records, minutes, procedures, checklists, statistics, reports, 


analyses, notes, or other written or electronic document which contain in whole or in part any subject 


matter pertinent to safety, health, environmental protection, or emergency preparedness. The contractor 


will acknowledge the following as a standing request of the Government to be handled as described 


below. 


a. Roster of Terminated Employees. NASA expects the contractor to identify and report terminated 


employees to the Center occupational health program office. This report should be sent to the 


Occupational Health Officer no later than 30 days after the end of each contract year or at the end of 


the contract, whichever is applicable. At the contractor's discretion, the report may be submitted for 


personnel changes during the previous year or cumulated for all years. 


 


Information required: 


(1) Date of report, contractor identity, and contract number. 


(2) For each person listed: provide name, social security number, assigned Center badge number, and 


date of termination. 


(3) Name, address, and telephone number of contractor representative to be contacted for questions or 


other information. 


b. Material Safety Data. Describe the procedure to be used by the contractor to prepare and/or deliver 


to NASA, Material Safety Data for hazardous materials brought onto Government property or included 


in products delivered to the Government. These data are required by the Occupational 


Safety and Health Administration (OSHA) regulation, 29 CFR Part 1910.1200, Hazard 


Communication, and Federal Standard 313 (or FED-STD-313), Material Safety Data, Transportation 


Data and Disposal Data for Hazardous Materials Furnished to Government Activities, as revised. A 


single copy of each Material Safety Data Sheet (MSDS) will be sent upon receipt of the material for 


use on NASA property to the Center's Central Repository, Mail Code 4823. Information on new or 


changed locations and/or quantities of hazardous materials normally stored or used onsite should also 


be sent to the Center's Central Repository. If the MSDS arrives with the material and is needed for 


immediate use, the MSDS should be delivered to the Central Repository by close of business of the 


next working day after it enters the site. 


c. Hazardous Materials Inventory. The contractor will be responsible to compile and report the 


inventory of all hazardous materials within the scope of 29 CFR Part 1910.1200, Hazard 


Communication, and Federal Standard 313 (or FED-STD-313), Material Safety Data, Transportation 


Data and Disposal Data for Hazardous Materials Furnished to Government Activities, as revised and it 


is located on Government property. The call for this annual inventory will be issued by the 


[responsible NASA official], Mail Code 4823. The inventor should contain the following information: 


(1) The identity of the material. 


(2) The location of the material onsite by building and room. 


(3) The quantity of each material normally kept at each location. 







 


NND15520845R 


Attachment I 


1.10 Government Access to Safety and Health Program Documentation. The contractor shall recognize 


in its plan that it will be expected to make all safety and health documentation (including relevant 


personnel records) available for inspection or audit at the Government's request. 


1.11 The contractor may be requested to participate in the review and modification of safety 


requirements that are to be implemented by the Government including any referenced documents 


therein. This review activity will be implemented at the direction of the NASA Contracting Officer's 


Technical Representative in accordance with established NASA directives and procedures. 


1.13 Procurement. Identify procedures used to assure that the contractor's procurements are reviewed 


for safety considerations and that specifications contain appropriate safety criteria and instructions. 


Set forth authority and responsibility to assure that safety tasks are clearly stated in subcontracts. 


2.0 WORKPLACE ANALYSIS. Describe the method and techniques the contractor will use to 


systematically identify the hazards within the workplace for the duration of the contract. The 


discussion should describe the information collection process including a combination of surveys, 


analyses, inspections of the workplace, investigations of mishaps and close calls, and the collection 


and trend analysis of safety and health data such as records of occupational injuries and illnesses; 


findings and observations from preventive maintenance activities; reports of spills and inadvertent 


releases to the environment; facilities-related incidents related to partial or full loss of systems 


functions; and employee reports of hazard. Every hazard identified by any of the techniques given 


below shall be ranked and processed in accordance with Center procedure. All hazards identified on 


NASA property that are immediately dangerous to life or health should be reported immediately to the 


NASA safety office and to the Contractor's President/Program Manager in order to ensure that proper 


attention and correction is given to these hazards. All safety engineering products, which address 


operations, equipment, and other aspects of safety engineering, on NASA property will be subject to 


the review and concurrence of the NASA Safety Office unless otherwise specified in the approved 


safety and health plan. The contractor is expected to have processes to address similar instances in 


contractor facilities utilizing contractor resources to manage such instances. 


2.1 Hazard Identification. Describe the procedures and techniques to be used to compile an inventory 


of hazards associated with the work to be performed on this contract. This inventory of hazards shall 


address the work specified in the contract as well as the hazards associated with operations and work 


environments in close proximity to contract operations. The hazard inventory results will be reported 


to the Government in a manner suitable for inclusion in facilities baseline documentation as a 


permanent record. Specific techniques to be considered include: 


a. Comprehensive Survey. A "wall-to-wall" engineering assessment of the work site including 


facilities, equipment, processes, and materials (including waste). 


b. Change Analysis. Address modifications in facilities, equipment, processes, and materials (including 


waste); and related procedures for operations and maintenance. Periodic change analyses will be driven 


by new or modified regulatory and NASA requirements. 


c. Hazard Analysis. Address facilities, systems/subsystems, operations, processes, materials (including 


waste), and specific tasks or jobs. 


2.2 Inspections. This paragraph should include the procedures and frequency for regular inspections 


and evaluations of work areas hazards and who will be accountable for implementing of corrective 


measures. The contractor will describe administrative requirements and procedures for the control of 


regularly scheduled inspections for fire and explosive hazards. The contractor has the option, in lieu of 


the above detail, to identify policies and procedures with the stipulation that the results (including 


findings) of inspections conducted on NASA property or involving Government furnished equipment 


will be documented in safety program evaluations or monthly Accident/Incident Summary reports. 


Inspections will identify the following: 


a. Discrepancies between observed conditions and current requirements. 


b. New (not previously identified) or modified hazards. 
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2.3 Employee Reports of Hazards. The contractor will identify the methods to be used to encourage 


employees to report hazardous conditions (e.g., close calls) and analyze/abate hazards. The contractor 


will describe steps to be taken to create reprisal-free employee reporting with emphasis on 


management support for employees and describe methods to be used to incorporate employee insights 


into hazard abatement activities. 


3.0 MISHAP INVESTIGATION AND RECORD ANALYSIS. 


3.1 Mishap Investigation and Reporting. The contractor will identify the methods to assure that the 


investigations and reporting of mishaps including corrective actions to be implemented to prevent 


recurrence. The contractor will describe the methods to be used to investigate and report on NASA 


property and on contractor or third party property. The contractor will describe procedures for 


implementing the NASA mishap investigation and reporting forms with emphasis on the timely 


notification of NASA. The contractor discussion should include:  investigation procedures; exercise of 


jurisdiction over a mishap investigation involving NASA and other contractor personnel; follow up of 


corrective actions; communication of lessons learned to 


NASA; and solutions to minimize duplications in reporting and documentation including use of 


alternate forms or other solutions. The contractor will discuss its procedures for the immediate 


notification of fires, hazardous materials releases, and other emergencies. The contractor will include 


appropriate details to address the use of NASA Mishap Information System (NMIS) and form AFRC 


80095b, Close Call/Mishap Reporting, including 24-hour and ten-day mishap reports to the NASA 


Safety Office, mail code B4850. 


3.2 Trend Analysis. The contractor will describe the approach to be used to perform trend analysis of 


data (occupational injuries and illnesses; facilities, systems, and equipment performance; maintenance 


findings; etc.). The discussion should include methods to identify and abate common cause failures or 


occurrences indicated by the trend analysis. The contractor should discuss the following methods of 


providing data, in support of site-wide trend analysis to be performed by the Government. Further, the 


contractor should describe how the results of these trend analysis will be shared with employees so that 


they are aware of potential safety problems or hazards. 


a. Accident/Incident Summary Report. The contractor will describe how monthly Accident/Incident 


Summary Reports are prepared and delivered, as specified on [specify locally used format]. All new 


and open mishaps, including vehicle accidents, incidents, injuries, fires, and any close calls will be 


described in summary form along with their current status. Negative reports are also required monthly; 


date due is the 10th day of the month following each month reported. Reports will be delivered to the 


Center Safety Office, mail code B4850. 


b. Log of Occupational Injuries and Illnesses. For each location on or off NASA property that performs 


work on this contract, the contractor will deliver to the Government (under separate contractor's cover 


letter), a copy of an annual summary of occupational injuries and illnesses (or equivalent) as described 


in 29 CFR Part 1904.32, Annual Summary. If contractor is exempt by regulation from maintaining and 


publishing such logs, equivalent data in the contractor's format is acceptable (such as loss runs from 


insurance carrier). This data will be compiled and reported each calendar year and provided to the 


Government within 45 days after the end of the year to be reported (e.g., not later than February 15 of 


the year following). 


4.0 HAZARD PREVENTION AND CONTROL. Identified hazards must be eliminated or controlled. 


In the multiple employer environment of the Center, it is required that hazards including discrepancies 


and corrective actions be recorded in the Center's information data system NMIS for risk management 


purposes. Describe the approach to implementing this requirement. 


4.1 Appropriate Controls. Discuss the approach to be used for considering and selecting controls. 


Discuss the use of the hazard reduction precedence sequence. Discuss the approach to be used to 


identify and accept any residual risk. Discuss the implementation of controls including verifying their 


effectiveness. Discuss the scope of coverage (hazardous chemicals, equipment, discharges, waste, 
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energies, or other). Discuss the need for coordination with safety, health, environmental service, and 


emergency authorities at NASA. 


4.1.1 Hazardous Operations. Establish methods for notifying personnel when hazardous operations are 


to be performed and when hazardous conditions are found to exist during the course of this contract. 


NASA policy will serve as a guide for defining, classifying, and prioritizing hazardous operations. 


Develop and maintain a list of hazardous operations to be performed during the life of this contract. 


The list of hazardous operations will be provided to the contracting officer as part of the safety and 


health plan for review and approval. The contracting officer and the contractor will decide jointly 


which operations are to be considered hazardous, with the contracting officer having final authority. 


Before hazardous operations commence, the contractor will provide a schedule for the development of 


written hazardous operations procedures with particular emphasis on identifying the safety steps 


required. The contractor may implement this requirement as follows: 


a. Identify contractor policies and procedures for the management and implementation of hazardous 


operations procedures together with a statement that NASA will have access, on request, to any 


contractor data necessary to verify implementation; or 


b. In lieu of contractor management and development of such procedures, identify the method whereby 


the contractor will identify and submit hazardous operations procedures to the NASA 


Safety Office for review and approval. 


4.1.2 Written Procedures. Provide methods to assure that relevant hazardous situations and proper 


controls are identified in documentation such as inspection procedures, test procedures, or other, and 


other related information. Describe methods to assure that written procedures are developed for all 


hazardous operations, including testing, maintenance, repairs, and handling of hazardous materials and 


hazardous waste. Procedures will be developed in a format suitable for use as safety documentation 


(such as a safety manual) and be readily available to personnel as required to correctly perform their 


duties. 


4.1.3 Protective Equipment. Describe procedures for selecting, obtaining, inspecting, maintaining and 


disposing of protective equipment, as required, or reference written procedure pertaining to this 


subject. Describe methods for keeping records of such inspections and maintenance programs. 


4.1.4 Hazardous Operations Permits. Identify facilities, operations, and/or tasks where hazardous 


operations permits will be required as specified in the Center's local requirement. Describe the process 


to be used to ensure guidance adherence to established NASA Center procedures. Clearly state the role 


of the safety group or function to control such permits. 


a. Operations Involving Potential Asbestos Exposures. Describe methods for assuring compliance with 


the Center's Asbestos Control Program as established in local policy. 


b. Operations Involving Exposures to Toxic or Unhealthful Materials. Such operations must be 


evaluated by the NASA Occupational Health Office and must be properly controlled as advised by 


same. Describe the process to be used to notify the NASA Occupational Health Office prior to 


initiation of any new or modified operation potentially hazardous to health and safety. 


c. Operations Involving Hazardous Waste. Identify procedures to be used to manage hazardous waste 


from the point of generation through disposal. Clearly identify divisions of responsibility between 


contractor and NASA for hazardous waste generated throughout the life of the contract.  Operations 


which occur on site must also be evaluated by the Center environmental services office and must be 


properly controlled as advised by same. Describe the process to be used to notify the Center 


environmental services office prior to initiation of any new or modified hazardous waste operation on 


site. 


d. Operations Involving New or Modified Emissions/Discharges to the Environment. Describe  


methods for identifying new or modified emissions/discharges and coordinating the results with the 


Center environmental services office. Discuss procedures to minimize or eliminate environmental 


pollution. Address the management of hazardous materials; substitution of non-hazardous or less 
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hazardous materials for hazardous materials; proper segregation of hazardous wastes from non-


hazardous wastes; and other methods described by NASA. Emphasis shall be placed on providing 


sufficient lead-time for processing permits through the appropriate State agency and/or the 


Environmental Protection Agency. 


4.2 Discuss responsibilities for maintaining facility baseline documentation in accordance with 


Center requirements. The contractor will implement any facility baseline documentation tasks 


(including safety engineering) as provided in the contractor's safety and health plan approved by 


NASA or as required by Government direction. 


4.3 Preventive Maintenance. Discuss the approach to be used for preventive maintenance. Describe 


scope, frequency, and supporting rationale for the preventive maintenance program including facilities 


and/or equipment to be emphasized or de-emphasized. Discuss methods to promote awareness in the 


NASA community (such as alerts, safety flashes, or others) when preventive maintenance reveals 


design or operational concerns in facilities and equipment (and related processes where applicable). 


4.4 Medical Program. Discuss the medical surveillance program used to evaluate personnel and 


workplace conditions, identify specific health issues, and prevent degradation of personnel health as a 


result of occupational exposures. Discuss the approach for using cardiopulmonary resuscitation, first 


aid, and emergency response. 


5.0 EMERGENCY RESPONSE. Discuss the approach to be used for emergency preparedness and 


contingency planning that addresses fire, explosion, inclement weather, environmental releases, etc. 


Discuss compliance with 29 CFR Part 1910.120, Hazardous Waste Operations and Emergency 


Response, and the role the contractor will play in the local Incident Command System. Discuss 


methods to be used for notification of Center emergency forces including emergency dispatcher, safety 


hotline, director's safety hotline, or other. Discuss the establishment of pre-planning strategies through 


procedures, training, drills, or other. Discuss methods to verify emergency readiness.  


6.0 SAFETY AND HEALTH TRAINING. Describe the contractor's training program including the 


identification of responsibility for training employees in safe work practices, hazard recognition, and 


appropriate responses (including protective and/or emergency countermeasures). Address the 


management techniques used to identify and provide required training to contract personnel and utilize 


specific Center training resources (such as confined space entry, lockout/tagout, powered industrial 


trucks and equipment, or other), as available, with particular emphasis on programs designed for the 


multiple employer work environment on NASA property. Describe the approach to be used for training 


personnel in the proper use and care of protective equipment. Discuss tailoring of training towards 


specific audiences (management, supervisors, and employees) and topics (safety orientation for new 


hires, specific training for certain tasks or operations). Discuss the approach to ensure that training is 


retained and practiced. Discuss personnel certification programs. Certifications should include 


documentation that training requirements have been satisfied and learning validated by one or more of 


the following: physical examination, testing, on-the-job performance, or other. All training materials 


and training records will be provided for NASA review upon request. 
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DATA REQUIREMENTS DESCRIPTION 


 


1a. DRD Title: 


Contractor Monthly Accident 


Report 


1b. Data Type:  2 


2.  Date of Current 


Version 
January 23, 2015 


3.  DRL Line Item 


No. 
3 


RFP/Contract No. 


 


NND15520845R 


4. Use  (Define need for, intended use of, and/or anticipated results of data) 


Establishes monthly compliance for Contractors providing support to NASA-AFRC.   


 


***The Office of Primary Responsibility for this DRD is AFRC Safety and Mission 


Assurance. 


5.  DRD Category 


   Technical 


        Administrative 


   X SR&QA 


 


 


6.  References (PWS, Clause, etc.)  


8715.3C, NASA General Safety Program Requirements 


Performance Work Statement Paragraph 5.2.3 


7.  Interrelationships (e.g., with other DRDs) 


 


 


8.   PREPARATION INFORMATION:   


 


FIRST SUBMISSION DATE:  30 Days after contract award. 


 


SUBMISSION FREQUENCY:  Monthly submission due the 10th of every month. 


 


FORMAT: Form, Contractor Monthly Accident Report 


 


DISTRIBUTION: The Contractor will send electronic copies to each of the following: 


 


Contracting Officer 


Contracting Officer’s Representative 


Safety and Mission Assurance  


 


INSTRUCTIONS: 


 


The following information will be provided on the Contractor Monthly Accident Report form: 


 


CONTENTS:  


 


(a) Average number of employees this month 


(b) Number of work hours worked this month 


(c) Number of injuries this month 


(d) Number of lost time injuries this month 


(e) Lost time days this month 


(f) Total work hours worked year-to-date 


(g) Total lost time occurrences year-to-date 


(h) Total lost time days year-to-date 
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DATA REQUIREMENTS DESCRIPTION 


 


1a. DRD Title: 


 


Listing of Current Employees 


 


1b. Data Type:  2 


2.  Date of Current 


Version 
 


January 23, 2015 


3.  DRL Line Item 


No. 
 


4 


RFP/Contract No. 


 


NND15520845R 


4. Use  (Define need for, intended use of, and/or anticipated results of data) 


This report shall be used to list all contractor personnel assigned to the contract with 


their assigned Functional area.  


5.  DRD Category 


 __ Technical 


  X  Administrative 


 __ SR&QA 


 


6.  References (PWS, Clause, etc.)  


Performance Work Statement Paragraph 5.1 


7.  Interrelationships (e.g., with other DRDs) 


 


8.   PREPARATION INFORMATION:   


 


FIRST SUBMISSION DATE:  Within 10 days of contract award. 


 


SUBMISSION FREQUENCY:  To be updated as required thereafter. 


 


FORMAT:  Excel spreadsheet 


 


COPIES/DISTRIBUTION:   


(a) Contracting Officer’s Representative (1 Electronic Copy) 


(b) Contracting Officer (1 Electronic Copy) 


 


INSTRUCTIONS: 


  


The Contractor shall prepare and submit the report by Functional Area. 


 


CONTENTS:   


 


(a) Employee Name  


(b) Employee Phone Number 


(c) Employee Name 


(d) Original Position Number Filled Date and Associated Task Order Number 


(e) Employee Start Date for the Position 


(f) NASA Primary and Alternate Task Monitor and Phone Numbers 
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DATA REQUIREMENTS DESCRIPTION 


 


1a. DRD Title: 


Phase-In Plan 


 


1b. Data Type:   2 


2.  Date of Current 


Version 


January 23, 2014 


3.  DRL Line Item 


No. 
5 


RFP/Contract No. 


 


NND15520845R 


4. Use  (Define need for, intended use of, and/or anticipated results of data) 


 


To describe the Contractor's planned approach for contract phase-in. 


5.  DRD Category 


 


___Technical 


_X_Administrative 


___SR&QA 


 


6.  References (PWS, Clause, etc.) ADDENDUM TO 52.212-1, 


Instructions To Offerors - Commercial Items  


7.  Interrelationships (e.g., with other DRDs) 


 


 


8.   PREPARATION INFORMATION:   


 


FIRST SUBMISSION DATE:  Due with proposal 


 


SUBMISSION FREQUENCY:  One Time 


 


FORMAT:  Contractor report format is acceptable.  The product shall be in a Microsoft Office compatible 


format. 


 


COPIES:  5 Hard Copies and 1 Compact Disk 


 


INSTRUCTIONS: 


 


CONTENT:  The Contractor is expected to meet full performance requirements from the start date of the base 


contract period.  Prior to performance of services ordered by the Government under this contract, the Contractor 


shall accomplish all tasks required to begin work ordered under this contract.   


 


Some examples of activities that remain the sole responsibility of the Contractor include managing transition 


activities, hiring personnel, obtaining personnel badges and clearances, training personnel, scheduling the 


performance of ordered work, ensuring approval of safety plan, and compliance with contractual data 


requirements. 


 


The Offeror shall submit a Phase-in Plan which shall detail the proposed implementation processes and 


strategies for effecting a smooth transition.  The plan shall contain, at a minimum, detailed rationale, schedule, 


and specific approach to successfully complete each item described below. 


 


(a)  Smooth phase-in consistent with maintaining efficient continuity of services for the 45-day period prior to 


contract start.  Describe in detail the plan for maintaining continuous and efficient operations at AFRC. Describe 


how you will work with incumbent Contractors and NASA, including resources and interfaces expected from 


each to ensure an effective transition and continuous service. 


 


(b)  Phase-in schedule to accomplish all proposed phase-in steps/milestones.  Describe your approach for how 


you will implement the schedule.  


  


(c)  Details for initial staffing and training of personnel.  Discuss proposed key personnel and demonstrate that 


they are committed to employment prior to start of contract. 
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(d)  Approach to understanding specific customer requirements prior to contract start. 


 


(e)  Approach for ensuring completion of badging requirements and personnel security clearances to ensure 


employees are cleared for access to AFRC and its associated facilities, as required, prior to start of the contract.  


 








 


NND15520845R 


Attachment I 


DATA REQUIREMENTS DESCRIPTION 


 


1a. DRD Title: 


Organizational Conflicts of 


Interest (OCI) Plan 


1b. Data Type:   1 


2.  Date of Current 


Version 


January 23, 2015 


3.  DRL Line Item 


No. 
6 


RFP/Contract No. 


 


NND15520845R 


4. Use  (Define need for, intended use of, and/or anticipated results of data) 


To ensure that conflicts of interests are mitigated and that each contractor employee 


acknowledges and agrees to comply with the policy to protect sensitive information. 


5.  DRD Category 


 


___Technical 


_X_Administrative 


___SR&QA 


 


 


6.  References (PWS, Clause, etc.)  


NFS 1852.237-72, and NFS 1852.237-73 


7.  Interrelationships (e.g., with other DRDs) 


 


 


8.   PREPARATION INFORMATION:   


 


FIRST SUBMISSION DATE:  After Contract Award and Prior to Commencement of Work.   Upon NASA 


approval, this document becomes a contractual requirement.  The CO will retain the OCI plan in the contract 


file.   


 


SUBMISSION FREQUENCY:   To be updated as required thereafter.   


 


FORMAT: Contractor format (compatible with Microsoft Office 2007 applications). 


 


APPROVAL:  The Contracting Officer’s Representative (COR) must approve any changes. 


 


DISTRIBUTION:   Contracting Officer 


         Contracting Officer’s Representative 


 


INSTRUCTIONS: 


 


In accordance with NFS 1852.237-72, Access to Sensitive Information, and NFS 1852.237-73, Release of 


Sensitive Information, the Contractor shall deliver an Organizational Conflicts of Interest Avoidance Plan.   


 


CONTENT: The Organizational Conflict of Interest Plan shall discuss the following: 


 


1. Demonstrate an understanding of (1) OCI principles and (2) the full breadth of OCI issues and the types of 


harm that can result. 


2. Describe the actions the contractor intends to take to mitigate the OCIs identified in the RFP. If using a 


firewall, explain how these actions will operate to successfully address the conflict without adversely affecting 


performance of the contract. Additionally, identify any potential OCIs created by the requirements of this RFP 


which the contractor intended to resolves using methods other than mitigation. Specific mitigation strategies 


shall be appended to the mitigation plan. 


3. Require the reporting of all potential/actual OCIs during performance of the contract. An OCI report shall 


include (1) a description of the conflict, (2) the plan for resolving the conflict, and (3) the benefits/risks vis-à-vis 


contract performance associated with plan approval/acceptance. 


4. Include a requirement to update this plan as necessary to address specific OCIs. All updates to the plan must 


be approved by the contracting officer and the updates/changes must be incorporated in the contract to be 


effective. 


5. Define company roles, responsibilities, and procedures for screening (i.e., identifying/recognizing, 


analyzing/evaluating, resolving, and reporting) existing and new business opportunities for actual/potential 
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OCIs. 


6. Identify any affiliated companies/entities (e.g., a parent company or a wholly-owned subsidiary) and 


procedures for coordinating OCIs with such affiliated companies/entities. 


7. Explain how the contractor will flow down the provisions of this mitigation plan to any subcontractor that 


may have a conflict with regard to performing the requirements of this contract. Discuss affected subcontractors’ 


OCI program as it relates to this contract and specifically explain how affected subcontractors will identify, 


resolve, and report OCIs associated with this contract. 


8. Establish and require entrance training for new employees, refresher training for existing employees, and exit 


training for departing employees. 


9. Define organizational and employee sanctions for violations of established OCI 


procedures/requirements/guidelines. 


10. Require periodic self-audits to ensure compliance with established OCI procedures/requirements/guidelines. 


11. Define records related to the OCI plan (e.g., training and audit records) that will be made available to the 


Government upon request. 


 


 








 


 


 
NASA Information 
Technology Security 
Management Plan 


Contract Name 
 


 


Prepared For: 


National Aeronautics and Space Administration 


300 E St., SW  


Washington D.C. 20546 


 


WHEN COMPLETED, THIS ATTACHED MATERIAL MAY CONTAIN NASA INFORMATION THAT IS “FOR OFFICIAL USE 


ONLY,” OR OTHER TYPES OF SENSITIVE BUT UNCLASSIFIED INFORMATION REQUIRING PROTECTION AGAINST 


UNAUTHORIZED DISCLOSURE. THE ATTACHED MATERIALS THEN MUST BE HANDLED AND SAFEGUARDED IN 


ACCORDANCE WITH NASA MANAGEMENT DIRECTIVES GOVERNING PROTECTION AND DISSEMINATION OF SUCH 


INFORMATION. 


AT A MINIMUM, THE ATTACHED MATERIALS WILL BE DISSEMINATED ONLY ON A “NEED-TO-KNOW” BASIS AND, 


WHEN UNATTENDED, MUST BE STORED IN A LOCKED CONTAINED OR AREA OFFERING SUFFICIENT PROTECTION 


AGAINST THEFT, COMPROMISE, INADVERTENT ACCESS AND UNAUTHORIZED DISCLOSURE.







 


 


Preface 
To carry out its wide-ranging responsibilities, the National Aeronautics and Space Administration (NASA), and its employees and 


managers have access to diverse and complex automated information systems, which include file servers, local and wide area networks 


running on various platforms, and telecommunications systems to include communications equipment. The offices within NASA depend 


on the confidentiality, integrity, and availability of these systems and their data in order to accomplish day-to-day activities.  


Title 48: Federal Acquisition Regulations System, Section 1852.204-76 outlines the security requirements for unclassified information 


technology resources.  IT Security Management Plan shall describe the processes and procedures that will be followed to ensure 


appropriate security of IT resources that are developed, processed, or used under this contract. Unlike the IT security plan, which 


addresses the IT system, the IT Security Management Plan addresses how the contractor will manage personnel and processes associated 


with IT Security on the instant contract.   
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IT Security Management Plan Review and Approval 
 


This Information Technology Security Management Plan (ITSMP) for the Contract Name was prepared for the exclusive use of 


NASA and completed on Click here to enter a date. 


 


I have reviewed the contents of this plan, and believe that it presents an accurate representation.  


 


Reviewed by: ____________________________________________        Date: Click here to enter a date. 


        


  Contractor Manager 
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1 Contract Identification 


1.1 Contract Name 
Please include the Contract Name.  


Contract Name:  Contract Name 


Contract Abbreviation:        


1.2 Contract Number 
 


Contract Number:  Contract Number 


1.3 Responsible Organization 
The overarching responsible organization is NASA.  The responsible organization can be the associated mission directorate, Center, division, etc. 


National Aeronautics and Space Administration (NASA) 


Responsible Organization:       


1.4 Contact Information 


1.4.1 Physical Location 
Include the physical location of the information system.  Depending on the information system, there may be multiple physical locations. 


Location Name Street Address City State Zip Code Country 


                                    


                                    


1.4.2 Points of Contact 
. 


Title Name Telephone Email Address 


Contracting Officer (CO) 


The CO is the NASA procurement official 
responsible for the initial award and set-


up of the contract.  


                  


 Contract Manager 


The Contract Manager is the contractor 
point of contact for general program 


management of the contract, 
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1.5 General Contract Description 
Include language here regarding the systems and interconnections that the contract involves.  Also include whether contractors will be 


badged, and whether the contract utilizes an infrastructure external to NASA. 


Purpose/Function 


 
Include a brief 


description of the 
purpose/function of the 


contract.   


       


 


1.5.1 Related Documents 


 5 U.S.C. 552, Freedom of Information Act, 1967  


 5 U.S.C. 552a, Privacy Act, 1974  


 FIPS 199, Standards for Security Categorization of Federal Information and Information Systems  


 FIPS 200, Minimum Security Requirements for Federal Information and Information Systems  


 NIST SP 800-18, Guide for Developing Security Plans for Federal Information Systems  


 NIST SP 800-30, Guide for Conducting Risk Assessments  


 NIST SP 800-34, Contingency Planning Guide for Federal Information Systems 


 NIST SP 800-37, Guide for Applying the Risk Management Framework to Federal Information Systems: A Security Life 


Cycle Approach 


 NIST SP 800-53, Security and Privacy Controls for Federal Information Systems and Organizations 


 NIST SP 800-53A, Assessing Security and Privacy Controls in Federal Information Systems and Organizations: Building 


Effective Assessment Plans 


 NIST SP 800-60, Guide for Mapping Types of Information and Information Systems to Security Categories 


 NIST SP 800-61, Computer Security Incident Handling Guide  


 NIST SP 800-64, Security Considerations in the Information System Development Life Cycle  


 OMB Circular A-130, Appendix III, Security of Federal Automated Information Systems  


 Public Law (PL) 99-474, The Computer Fraud and Abuse Act of 1986  


 PL 93-502 -Freedom of Information Act 1974  


 Presidential Decision Directive (PDD-63), Critical Infrastructure Protection Federal Information Security Management Act 


of 2002 (FISMA)  


 NPR 2810.1, Security of Information Technology 


 


  







 


3 


 


2 Security Control Implementations 
The security controls, as described by NIST SP 800-53, which relate directly to the general management and overall security approach 


of the contract are addressed in the following sections.  


2.1 Management Controls 
Briefly describe the justification/Implementation Detail, this description should allow a reviewer to have a basic understanding of the implementation. 


CA-1: Security Assessment and Authorization Policies and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  
regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are 


found at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 
 


If there are variances to the NPR in the external system policy they are listed 


below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 
a. Formal, documented security assessment and authorization policies that 


address purpose, scope, roles, responsibilities, management commitment, 


coordination among organizational entities, and compliance; and 
a. Formal, documented procedures to facilitate the implementation of the 


security assessment and authorization policies and associated security 


assessment and authorization controls. 


PL-1: Security Planning Policy and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 
requirements of NPR 2810 and applicable requirements,  


regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are 
found at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 


 


If there are variances to the NPR in the external system policy they are listed 
below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 
organization defined frequency]: 


a. A formal, documented security planning policy that addresses purpose, scope, 


roles, responsibilities, management commitment, coordination among 
organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the 


security planning policy and associated security planning controls. 


RA-1: Risk Assessment Policy and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  


regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are 


found at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 


 
If there are variances to the NPR in the external system policy they are listed 


below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 


a. A formal, documented risk assessment policy that addresses purpose, scope, 
roles, responsibilities, management commitment, coordination among 


organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the risk 
assessment policy and associated risk assessment controls. 


SA-1: System and Services Acquisition Policy and Procedures CAG 3 – Secure Configurations for Hardware 


and Software 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  
regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are 


found at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 
 


If there are variances to the NPR in the external system policy they are listed 


below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 
a. A formal, documented system and services acquisition policy that includes 


information security considerations and that addresses purpose, scope, roles, 


responsibilities, management commitment, coordination among 
organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the system 


and services acquisition policy and associated system and services 


acquisition controls. 


 


 


2.2 Operational Controls 
Briefly describe the justification/Implementation Detail, this description should allow a reviewer to have a basic understanding of the implementation. 


AT-1: Security Awareness and Training Policy and Procedures CAG 20 – Security Skills Assessment and 


Appropriate Training to Fill Gaps 


Not Applicable to System  Justification/Implementation Detail 


Control Description 



http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html
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The organization develops, disseminates, and reviews/updates [Assignment: 


organization define frequency]: 
a. A formal, documented security awareness and training policy that addresses 


purpose, scope, roles, responsibilities, management commitment, coordination 


among organizational entities, and compliance; and 
b. Formal, documented procedures to facilitate the implementation of the security 


awareness and training policy and associated security awareness and training 


controls. 


In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  
regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are found 


at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 
 


If there are variances to the NPR in the external system policy they are listed 


below. 


      


CM-1: Configuration Management Policy and Procedures CAG 2 – Inventory of Authorized and 


Unauthorized Software 


CAG 3 – Secure Configurations for Hardware 


and Software 


CAG 4 – Secure Configurations for Network 


Devices  


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  


regulations, policies, and guidelines are identified in the  
Applicable Documents List (ADL). The documents listed in the ADL are found 


at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 


 
If there are variances to the NPR in the external system policy they are listed 


below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 


a. A formal, documented configuration management policy that addresses 


purpose, scope, roles, responsibilities, management commitment, coordination 


among organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the 
configuration management policy and associated configuration management 


controls. 


CP-1: Contingency Planning Policy and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  


regulations, policies, and guidelines are identified in the  
Applicable Documents List (ADL). The documents listed in the ADL are found 


at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 


 
If there are variances to the NPR in the external system policy they are listed 


below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 


a. A formal, documented contingency planning policy that addresses purpose, 
scope, roles, responsibilities, management commitment, coordination among 


organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the 
contingency planning policy and associated contingency planning controls. 


IR-1: Incident Response Policy and Procedures CAG 18 – Incident Response Capability 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  
regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are found 


at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 
 


If there are variances to the NPR in the external system policy they are listed 


below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 
a. A formal, documented incident response policy that addresses purpose, scope, 


roles, responsibilities, management commitment, coordination among 


organizational entities, and compliance; and 
b. Formal, documented procedures to facilitate the implementation of the incident 


response policy and associated incident response controls. 


MA-1: System Maintenance Policy and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 
requirements of NPR 2810 and applicable requirements,  


regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are found 
at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 


 


If there are variances to the NPR in the external system policy they are listed 
below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 
organization defined frequency]: 


a. A formal, documented information system maintenance policy that addresses 


purpose, scope, roles, responsibilities, management commitment, coordination 


among organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the 


information system maintenance policy and associated system maintenance 
controls. 


MP-1: Media Protection Policy and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description 



http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html
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The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 
a. A formal, documented media protection policy that addresses purpose, scope, 


roles, responsibilities, management commitment, coordination among 


organizational entities, and compliance; and 
b. Formal, documented procedures to facilitate the implementation of the media 


protection policy and associated media protection controls. 


In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  
regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are found 


at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 
 


If there are variances to the NPR in the external system policy they are listed 


below. 


      


PE-1: Physical and Environmental Protection Policy and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  
regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are found 
at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 


 


If there are variances to the NPR in the external system policy they are listed 
below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 
a. A formal, documented physical and environmental protection policy that 


addresses purpose, scope, roles, responsibilities, management commitment, 
coordination among organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the physical 


and environmental protection policy and associated physical and 


environmental protection controls. 


PS-1: Personnel Security Policy and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 
requirements of NPR 2810 and applicable requirements,  


regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are found 
at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 


 


If there are variances to the NPR in the external system policy they are listed 
below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 
organization defined frequency]: 


a. A formal, documented personnel security policy that addresses purpose, scope, 


roles, responsibilities, management commitment, coordination among 
organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the 


personnel security policy and associated personnel security controls. 


SI-1: System and Information Integrity Policy and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  


regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are found 


at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 


 
If there are variances to the NPR in the external system policy they are listed 


below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 


a. A formal, documented system and information integrity policy that addresses 
purpose, scope, roles, responsibilities, management commitment, coordination 


among organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the system 
and information integrity policy and associated system and information 


integrity controls. 


 


2.3 Technical Controls 
Briefly describe the justification/Implementation Detail, this description should allow a reviewer to have a basic understanding of the implementation. 


 


AC-1: Access Control Policy and Procedures CAG 9 – Controlled Access Based on Need to 


Know 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the requirements of 


NPR 2810 and applicable requirements,  


regulations, policies, and guidelines are identified in the  
Applicable Documents List (ADL). The documents listed in the ADL are found at: 


http://www.nasa.gov/offices/ocio/itsecurity/index.html. 


 
If there are variances to the NPR in the external system policy they are listed below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 


a. A formal, documented access control policy that addresses purpose, 
scope, roles, responsibilities, management commitment, coordination 


among organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the 
access control policy and associated access controls. 



http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html
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AU-1: Audit and Accountability Policy and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 
requirements of NPR 2810 and applicable requirements,  


regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are found 
at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 


 


If there are variances to the NPR in the external system policy they are listed 
below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 
organization defined frequency]: 


a. A formal, documented audit and accountability policy that addresses purpose, 


scope, roles, responsibilities, management commitment, coordination among 
organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the audit 


and accountability policy and associated audit and accountability controls. 


IA-1: Identification and Authentication Policy and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  


regulations, policies, and guidelines are identified in the  
Applicable Documents List (ADL). The documents listed in the ADL are found 


at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 


 
If there are variances to the NPR in the external system policy they are listed 


below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 


a. A formal, documented identification and authentication policy that addresses 
purpose, scope, roles, responsibilities, management commitment, coordination 


among organizational entities, and compliance; and 


b. Formal, documented procedures to facilitate the implementation of the 
identification and authentication policy and associated identification and 


authentication controls. 


SC-1: System and Communications Protection Policy and Procedures 


Not Applicable to System  Justification/Implementation Detail 


Control Description In accordance with the NASA FAR, external systems are subject to the 


requirements of NPR 2810 and applicable requirements,  
regulations, policies, and guidelines are identified in the  


Applicable Documents List (ADL). The documents listed in the ADL are found 


at: http://www.nasa.gov/offices/ocio/itsecurity/index.html. 
 


If there are variances to the NPR in the external system policy they are listed 


below. 


      


The organization develops, disseminates, and reviews/updates [Assignment: 


organization defined frequency]: 
a. A formal, documented system and communications protection policy that 


addresses purpose, scope, roles, responsibilities, management commitment, 


coordination among organizational entities, and compliance; and 
b. Formal, documented procedures to facilitate the implementation of the system 


and communications protection policy and associated system and 


communications protection controls. 


 
  



http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html

http://www.nasa.gov/offices/ocio/itsecurity/index.html
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Appendix A: Acronyms 
Acronym Definition 


ADL Applicable Documents List 


NPR NASA Procedural Requirements 


SBU Sensitive But Unclassified 


 








 


NND15520845R 


Attachment I 


DATA REQUIREMENTS DESCRIPTION 


 


1a. DRD Title: 


Information Technology (IT) 


Security Management Plan 


 


1b. Data Type:   1 


2.  Date of Current 


Version 


January 23, 2015 


3.  DRL Line Item 


No. 
7 


RFP/Contract No. 


 


NND15520845R 


4. Use  (Define need for, intended use of, and/or anticipated results of data) 


Documents the processes and procedures that will be followed to ensure appropriate 


security of IT resources that are developed, processed, or used under this contract.  


5.  DRD Category 


 


___Technical 


_X_Administrative 


___SR&QA 


 


 


6.  References (PWS, Clause, etc.)  


 NFS 1852.204-76  


7.  Interrelationships (e.g., with other DRDs) 


 


 


8.   PREPARATION INFORMATION:   


 


FIRST SUBMISSION DATE: 30 days after contract award 


  


SUBMISSION FREQUENCY:   One Time Submission 


 


FORMAT: Use the attached IT Security Management Plan template 


 


APPROVAL:  The Center Information Security Officer must approve this document.  Upon approval, the IT 


Security Management Plan becomes a contractual requirement.  The CO will retain the plan in the contract file.   


 


DISTRIBUTION:   Contracting Officer 


          Contracting Officer Representative 


         


INSTRUCTIONS: 


 


In accordance with NFS 1852.204-76 Security Requirements for Unclassified Information Technology 


Resources, the Contractor shall develop and deliver an IT Security Management Plan.   


 


CONTENT: Information Technology (IT) Security Management Plan shall discuss the following: 


 
This plan shall describe the processes and procedures that will be followed to ensure appropriate security of IT resources 


that are developed, processed, or used under this contract.  The IT Security Management Plan shall address how the 


contractor will manage personnel and processes associated with IT Security on the instant contract.  The plan shall also 


address how and when personnel requiring physical or logical access to NASA IT resources will complete NASA's annual 


IT Security Awareness training. Refer to the IT Training policy located in the IT Security Web site at 


https://itsecurity.nasa.gov/policies/index.html. 
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DATA REQUIREMENTS DESCRIPTION 


 


1a. DRD Title: 


 


Monthly Task Order Progress 


Reports 


 


1b. Data Type:  2 


2.  Date of Current 


Version 
 


February 6, 2015 


3.  DRL Line 


Item No. 
 


      8 


RFP/Contract No. 


 
NND15520845R 


4. Use  (Define need for, intended use of, and/or anticipated results of data) 


Detailed data for use in invoicing.  
5.  DRD Category 


 __ Technical 


  X  Administrative 


 __ SR&QA 


 


6.  References (PWS, Clause, etc.)  
NFS 1852.216-80 Task Ordering Procedure, 


Alt I 


7.  Interrelationships (e.g., with other 


DRDs) 


 


8.   PREPARATION INFORMATION:   


 


FIRST SUBMISSION DATE:  TBD 


 


SUBMISSION FREQUENCY:  Monthly  


 


FORMAT:  Excel spreadsheet 


 


DISTRIBUTION:   


(a) Contracting Officer’s Representative  


(b) Contracting Officer  


(c) Resource Management Office  


 


INSTRUCTIONS:  In accordance with NFS 1852.216-80 Task Ordering Procedure, Alt I, the 


Contractor shall prepare and submit monthly task order progress reports. 


 


CONTENTS:  As a minimum, the reports shall contain the following information:  


 


(1) Contract number, task order number, and date of the order.  


(2) Task ceiling price.  


(3) Cost and hours incurred to date for each issued task.  


(4) Costs and hours estimated to complete each issued task.  


(5) Significant issues/problems associated with a task.  


(6) Cost summary of the status of all tasks issued under the contract. 
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Applicable Document List 


NASA Policy Directives (NPD) and NASA Procedural Requirements (NPR) 


Document Subject Expiration Date 


NPR 1382.1 NASA Privacy Procedural Requirements Aug 10, 2007 


NPD 1440.6I NASA Records Management Mar 24, 2008 


NPR 1441.1D NASA Records Retention Schedules (w/Change 4, 1/31/08) Sep 10, 2019 


NPD 2540.1G 
Personal Use of Government Office Equipment Including Information 


Technology 
June 8, 2010 


NPD 2810.1D NASA Information Security Policy Dec 9, 2014 


 


IT Security Handbooks (ITS-HBK) 


 


 Document Subject Effective Date 


ITS-HBK-2810.06-01 Awareness and Training May 6, 2011 


ITS-HBK-2810.09-01 Incident Response and Management May 6, 2011 


ITS-HBK-2810.11-02 Media Protection: Digital Media Sanitization Jul 13, 2012 


ITS-HBK-2810.15-01A Access Control Sep 4, 2012 


ITS-HBK-2810.15-02A Access Control: Elevated Privileges (EP) Sep 20, 2012 


 








Center Administrative and Technical Support Services 
Historical Staffing Information as of February 6, 2015 


 


NND15520845R 
ATTACHMENT 1 


 


Functional Area Approximate 
WYE (LA County) 


Approximate 
WYE (Kern County) 


Approximate 
WYE (Total) 


AMO 3 6 9 


DCTO 0 5 5 


FMO 0 1 1 


RMO 2 7 9 


TPO 1 4 5 


Repro 0 2 2 


Library 0 1 1 


Admin 5 10 15 


Business System Support 3 8 11 


Internal Controls and Management 0 5 5 


Strategic Communications 0 7 7 


Management 0 2 2 


 


*** Potential offerors are encouraged to use their discretion in identifying specific labor categories (and 


proposed education and experience) deemed necessary in accomplishing the respective functional 


requirements. 
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PAST PERFORMANCE QUESTIONNAIRE INSTRUCTIONS                         


 


Complete one set of letters and forms for each Present/Past Performance reference.  Additional 


space or blank sheets may be added to answer any question. 


 


Transmittal Letter to Accompany Past Performance Questionnaire 


 


 


 


FROM: 


 


SUBJECT: Past Performance Questionnaire for Contract(s) 


 


 
We are currently responding to NASA Armstrong Flight Research Center’s (AFRC) Request 
for Proposal (RFP) NND15520845R.  This RFP requires Offerors to identify customers and 
solicit their response regarding our performance. 
 
We are providing past performance data to NASA-AFRC relating to our performance on 
contract (insert contract name/number).  The RFP instructs that we provide our customers 
with the attached questionnaire and requests that you provide requested data and submit it by 
TBD, directly to:  


 
NASA Armstrong Flight Research Center 


MS: 4811 / Lisa Jackson 


P.O. Box 273 


Edwards, CA 93523-0273 


 


You are also encouraged to fax the hardcopy questionnaire(s).  The AFRC source selection facility 


fax number is TBD. 


 


The information contained in the completed Past Performance Questionnaire is considered 


sensitive and cannot be released to us, the Offeror.  If you have any questions about the acquisition 


or the attached questionnaire, your questions must be directed back to the AFRC point of contact 


identified above.  Thank you for your timely response. 


 


Sincerely, 


 


 


 


Name 


Title
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I. CONTRACT IDENTIFICATION 
 


Section 1 - Basic Contract Information - to be completed by contractor requesting evaluation: 


 


Contract Title  


Contract Number  


Contract Prime Contractor  


Contract Award Date  


Contract Period of Performance (basic 


+ any options) 


 


Contract Value (including options)  


Contract Type  


Product/Service(s) Description 


 


 


Unusual contract features or conditions  


 


Section 2 – Respondent’s Identifying Information - to be completed by individual completing 


evaluation. 


 


Company Name, Address  


Respondent’s Name  


Phone Number  


Your Role in the Program/Contract  


Length of involvement in this program/contract  


Contracting Officer’s Name  


Phone Number  


E-mail address  


Contracting Officer Representative, Task Monitor or Other Name  


Phone Number  


E-mail address  


Date Questionnaire Completed:  
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CONTRACTOR PERFORMANCE REPORT 


 


 


Based on your knowledge on the contract identified above, please provide your assessment of how 


well the contractor performed on each of the following questions. It is very important to keep in 


mind that only performance in the past 3 years is relevant. 


 


In Section II, please rate the contractor as described below in the following technical, 


management, and cost areas.  Choose the adjective that best fits your assessment.  Please provide 


brief comments as to why you chose the adjectives you did, especially for those answers that are 


other than “good”. 


 


Excellent - Of exceptional merit; exemplary performance in a timely, efficient, and economical 


manner; very minor (if any) deficiencies with no adverse effect on overall performance. 


 


Very Good – Very effective performance, fully responsive to contract requirements; contract 


requirements accomplished in a timely, efficient, and economical manner for the most part; only 


minor deficiencies. 


 


Good - Effective performance; fully responsive to contract requirements; reportable deficiencies, 


but with little identifiable effect on overall performance. 


 


Fair – Meets or only slightly exceeds minimum acceptable standards; adequate results; reportable 


deficiencies with identifiable, but not substantial effects, on overall performance. 


 


Poor – Does not meet minimum acceptable standards in one or more areas; remedial action 


required in one or more areas, deficiencies in one or more areas which adversely affect overall 


performance. 


 


N/A – Not applicable. 
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II. 


TECHNICAL PERFORMANCE Excellent Very 


Good 


Good Fair Poor N/A 


Ability of the contractor to consistently provide 


quality products for the following: 


      


Resource Management       


Financial Management       


Travel Services       


Accounts Payable       


Small Purchases       


Bank Card Processing       


Procurement Pre-Award and Post Award       


Technical Editing and Writing       


Research Library       


Reproduction Services       


Strategic Communications Services       


Internal Assessments, Studies and Documentation       


Administrative Office Support       


Human Resources Administrative Support       


Business Systems       


Export Control       


       


 Comments Regarding Quality Products (Optional):      


 


Overall skill level and technical competence of 


contractor personnel 


Comments: 


      


Compliance with technical requirements and 


performance standards 


Comments: 


      


Insight in understanding customer requirements and 


priorities 


Comments: 


      


Ability to identify risk factors and alternatives for 


alleviating risk 


Comments: 


      


Ability to identify and correct performance 


deficiencies in a timely manner 


Comments: 


      


Ability to fill vacancies in a timely manner 


Comments: 
      


       


MANAGEMENT PERFORMANCE Excellent Very 


Good 


Good Fair Poor N/A 
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Ability to build effective working relationships with 


associate contractors, subcontractors and the 


government in a team environment 


Comments: 


      


Management team’s innovation and pro-active 


approach in identifying and resolving problems 


Comments: 


      


Ability to develop and implement management 


functions to ensure all contracted activities were 


accomplished in accordance with contract terms and 


conditions 


Comments: 


      


Ability to provide and maintain management 


systems for the planning, organization, control and 


reporting of all activities required by the contract 


Comments: 


      


Ability to recruit and retain quality personnel in a 


timely manner, and maintain a stable, high-quality 


and well-trained workforce 


Comments: 


      


Attentiveness to overall safety and health 


Comments: 
      


Ability to handle fluctuating workloads 


Comments: 
      


Effectiveness of phase-in at contract start 


Comments: 
      


Content, accuracy, quality, and timeliness of reports 


and deliverables 


Comments: 


      


Adequacy of contractor’s system for processing task 


orders/service requests and/or changes 


Comments: 


      


Ability to forecast needs and provide services in a 


timely manner. 


Comments: 


      


       


COST PERFORMANCE Excellent Very 


Good 


Good Fair Poor N/A 


Ability to effectively plan efforts, provide realistic 


cost and schedule estimates, etc 


Comments: 


      


Ability to anticipate, identify and control cost 


growth 


Comments: 
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III. NARRATIVE QUESTIONS: 


 


Discuss the degree of customer’s monitoring/guidance required as it relates to contractor’s 


management performance in contract administration.      


 


Briefly describe any change(s) from original contract value that occurred due to contractor 


underestimating customer’s requirements:      


 


Was there a cost overrun/under-run?  ___Yes    ___No    


If yes, what was the magnitude?  Please explain:      


 


Provide details of any accidents or mishaps resulting in lost time?      


 


Discuss any particular strong/weak points of contractor’s performance.      


 


Has this contract been partially or completely terminated for default or convenience?  ___Yes   


___No 


If yes, please explain the reason for termination (i.e., inability to meet cost or delivery schedules, 


performance, etc.).        


 


Would you select this contractor again?  ___Yes    ___No 


If “No,” please comment:      
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INTRODUCTION 


 


This Surveillance Plan sets forth procedures and guidelines that NASA Neil A. Armstrong Flight 


Research Center (AFRC) will use in evaluating the performance of the Contractor, 


____________, Contract Number __________________. A copy of this plan will be furnished to 


the Contractor so that they will be aware of the methods that the Government will employ in 


evaluating performance and to address any concerns that the Contractor might have prior to 


initiating work. This plan, including procedures and forms, may be revised unilaterally by the 


Government at any time during the contract period of performance. 


 


This QASP is Government developed surveillance tool prepared in accordance with Federal 


Acquisition Regulation (FAR) 46.601 and NASA FAR Supplement (NFS) 1846.401.  It is not 


part of the contract, per NFS 1846.401, but provided to the Contractor for informational purposes 


only. 


 


A.  PURPOSE OF THE SURVEILLANCE PLAN 


 


This Surveillance Plan is a Government developed and applied document used to verify that 


systematic quality methods are used in the administration of the standards and metrics included 


in this contract. This QASP defines the process the Government expects to follow to obtain data, 


evaluate the contractor, and determine if contract performance conforms to contract 


requirements.  The goal is to balance the level of Government surveillance with perceived 


impacts and risks associated with performance hereunder.  The intent is to ensure that the 


Government receives the quality of services called for in the contract and that the Government 


only pays for the acceptable level of services specified.   


 


The QASP is intended to accomplish the following: 


 


1. Define the roles and responsibilities of participating Government officials; 


 


2. Identify the types of work to be performed; 


 


3. Describe the evaluation methods that will be employed by the Government in assessing 


the Contractor's performance; 


 


4. Define how the performance evaluation results will be applied during the preparation of 


the semi-annual assessment of their performance. 


 


5. Provide copies of the monitoring forms that will be used by the Government in 


documenting and evaluating the Contractor's performance. 


 


B.  SCOPE 


 


This QASP identifies the program requirements, strategies, resources, review and control 


processes, surveillance activities, and metrics for continuous measurement of Contractor 
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performance.  This plan provides effective and systematic surveillance methods for evaluating 


the Contractor services, processes, and products provided under this contract.  The Government 


may evaluate work at any time during the Contractor’s work performance. 


The intent of the QASP is to ensure that the Contractor performs in accordance with acceptable 


quality levels and the Government receives the quality of services and products called for in the 


contract.  This QASP does not detail how the Contractor accomplishes the work.  Rather, the 


QASP is based on the premise that the contractor, not the Government, is responsible for 


managing its quality controls and ensuring that performance meets the terms of the contract.  The 


role of the Government is quality assurance to ensure contract standards are achieved.  


The QASP is intended to be a “living” document from which resources and activities will evolve 


from one phase to another during the life of the contract, and will be updated as required and 


defined in this document.   


 


This plan is applicable to any service or product provided, as well as all areas in which work is 


being performed by the CATSS Contractor(s).  Throughout this QASP, the term CATSS 


Contractor is used.  In terms of this plan, it should be known that unless explicitly stated, this 


term is applicable to both the CATSS Contractor and any and all subcontractors.   


 


The surveillance program shall be a collaborative and integrated effort that includes all areas of 


contract management, including the following: 


 


a. Quality Assurance 


b. Procurement/Subcontracting/Purchasing 


c. Finance 


d. Property 


e. Environmental 


f. Export Control 


g. Safety and Health 


h. Security 


 


C.   ROLES AND RESPONSIBILITIES OF PARTICIPATING GOVERNMENT 


      OFFICIALS 


 


The following Government officials will participate in assessing the quality of the Contractor’s 


performance. Their roles and responsibilities are described as follows: 


 


1. Task Monitors (TMs) assist the Contracting Officer’s Representative (COR) and act as 


the authorized representative for the technical administration of specific tasking under the 


contract. The TM provides detailed technical oversight of the Contractor’s performance 


and reports their findings to the COR. TM findings are to be complete and impartial in 


nature to help assure proper Government surveillance of the Contractor’s performance. 


While the TM may serve as a direct conduit to provide Government guidance and 


feedback to the Contractor on technical matters, he or she is not empowered to make any 


contractual commitments or to authorize any contractual changes on the Government’s 
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behalf. Any changes that the Contractor deems may affect contract price, terms, or 


conditions shall be referred to the Contracting Officer (CO) for action.  The Contracting 


Officer’s Representative is responsible for monitoring, assessing, recording and 


reporting on the day-to-day performance of the Contractor. The COR has the primary 


responsibility for collecting the TM’s assessment forms, summarizing the results and, 


with the CO, making an independent assessment of the Contractor's work performance. 


An assessment will be presented to the CO following each semi-annual evaluation period.  


It is important for the COR to establish and maintain a team oriented partnering line of 


communication with the Contractor’s site manager (or other appropriate personnel) to 


ensure that required work is accomplished in an efficient and proper manner. Meetings 


shall be held on a regular basis in order to address in a pro-active manner concerns and 


problems that may arise during work performance.  The COR certifies the contractor’s 


invoices for payment in accordance with AFRC procedures.  An Alternate COR may be 


delegated these responsibilities during the absence of the COR.  


 


2. The Contracting Officer is responsible for evaluating overall contract performance to 


include such items as contract compliance, contract administration, and property control; 


reviewing the COR's assessment of the Contractor's performance; and resolving all 


differences between the COR's interpretation and the Contractor’s interpretation. The CO 


may call upon the expertise of other Government individuals as required. The CO must 


approve all modifications to this plan prior to commencement of the change. All CO 


determinations regarding this surveillance plan are final. 


  


D.   IDENTIFICATION OF THE TYPES OF WORK TO BE PERFORMED 


 


This contract specifies that the Contractor will provide technical and administrative support 


services. The work to be performed under the contract falls into the categories listed below:   


 


The performance-based Firm Fixed Price Indefinite-Delivery, Indefinite-Quantity (IDIQ) 
contract. PWS requirements in this contract consist of the following: Resources Management 


Office Services;  Financial Management Office Services; Acquisition Management Office 


Services; Technical Publications Office Services; Research Library Services; Reproduction 


Center Services; Administrative Office Support; and Business System Support Services. 


 


The cost-no-fee IDIQ elements of this contract are travel, training and Government-directed 


overtime.  


 


E.   METHODOLOGIES TO BE USED TO MONITOR THE CONTRACTOR'S 


      PERFORMANCE 


 


1. Management/Program Reviews: Regular reviews will be held with Contractor 


management to assess overall progress in meeting contract requirements. Appropriate 


Government and Contractor personnel will attend these meetings to effectively convey 


and communicate issues and concerns.  Government surveillance will be conducted as 
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needed by TMs, COR or CO. These assessments will be used as a management tool to 


access overall contract compliance. These assessments will normally take the form of: 


 


 Semi-annual assessment of Contractor’s Performance  


 Technical Information Meetings 


 Review of Deliverables 


 Documentation of problems, issues and concerns 


 Data Collection 


 Performance Requirement Metrics  


 Reporting 


 Contractor’s Adherence to their Management Plan 


 


2. Inspection and In-depth Observation: The Government will conduct routine 


inspections and observations of the work being performed. Formal inspections shall be 


performed periodically to ensure contract compliance. Inspections will utilize the PWS 


requirements as its baseline plus other controlling documents, as applicable. Areas of 


concern and commendation will be highlighted and brought to the attention of the 


Contractor’s management. 


 


3. Customer Feedback: Customers will be queried both formally and informally to provide 


insight into overall performance. When appropriate, a formal customer survey will be 


used to provide feedback. TMs, COR, and CO will regularly talk to customers and end 


users to monitor the Contractor’s performance.  Results will be shared with the 


Contractor’s management. 


 


F.  REPORTING AND ANALYSIS OF SURVEILLANCE RESULTS 


 


The Government will use tailored surveillance forms to identify and document the Contractor's 


performance under this contract. The form when completed will document the evaluator’s 


assessment of the Contractor’s performance and the impact or consequences of what was or was 


not performed in accordance with the contract.  


 


1. Utilizing input from the TMs, the COR will evaluate performance using the following 


definitions of Contractor performance: 


 


a) Excellent – Of exceptional merit; exemplary performance in a timely, efficient and 


economical manner; very minor (if any) deficiencies with no adverse effect on overall 


performance.  


 


b) Very Good – Very effective performance, fully responsive to contract requirements; 


accomplished in a timely, efficient, and economical manner for the most part; only 


minor deficiencies.  


 


c) Good – Effective performance; fully responsive to contract requirements; reportable 


deficiencies, but with little identifiable effect on overall performance.  
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d) Satisfactory– Meets or slightly exceeds minimum acceptable standards; adequate 


results; reportable deficiencies with identifiable, but not substantial, effects on overall 


performance.  


 


e) Poor/Unsatisfactory– Does not meet minimum acceptable standards in one or more 


areas; remedial action required in one or more areas; deficiencies in one or more areas 


that adversely affect overall performance 


 


2. The CO and COR will assess the overall contract performance. Examples of areas in which 


the Government may evaluate and rate Contractor performance include:    


 


 Quality of Product or Service - compliance with contract requirements, accuracy of 


reports, and technical excellence.  


 


 Schedules - compliance with milestones; reliable, responsive to technical direction; 


and actions completed on time.  


 


 Customer Satisfaction – end user’s satisfaction level with Contractor’s service.  


 


3. The COR must substantiate all tasks, which he or she judges to be indicative of 


"poor/unsatisfactory" performance. Performance at the "very good" level is expected 


from the Contractor. The COR will forward copies of all completed assessment forms to 


the CO by the 10th business day following the semi-annual being evaluated. The CO will 


review the semi-annual performance evaluation report prepared by the COR. When 


appropriate, the CO may investigate any substandard performance further to determine if 


all the facts and circumstances surrounding the event were considered in the COR's 


opinions outlined on the performance evaluation form. The CO will immediately discuss 


every event receiving a substandard rating with the Contractor to assure that corrective 


action is promptly initiated. The CO will forward a semi-annual assessment report to the 


Contractor. For any negative findings, the Contractor is required to indicate in writing, 


the corrective action taken, within 10 working days from receipt of the summarized semi-


annual report. When excessive errors in a particular area(s) result in negative findings, 


the Contractor shall include a corrective action plan in their response to the Government 


evaluation, identifying specific action to be taken, responsible technical entity, and 


schedule for implementation. The Government will place increased emphasis on areas of 


concern in succeeding evaluations to assure improvement in Contractor performance.  


 


4. Upon effective corrective action the COR will close the corrective action plan, and 


forward copies of all completed actions to the CO. Original assessment forms will be 


retained in the contract file. 


 


G.  PERFORMANCE REQUIREMENT SUMMARY 
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The Performance Requirement Summary (PRS) lists and defines the tasks that the PM, and or 


COR determine are most important to monitor and evaluate, the acceptable quality and frequency 


of inspections. The PRS form is used for recording the inspections.  A PRS will be attached to 


each task order. 


 


 


Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.1 Resource 


Management 


Prepare and update reports, 


including end-of-month, ad-hoc, 


and presentation charts  


 


 


Accuracy: Information shall be 


clearly articulated. Not more than 


one report/presentation returned for 


errors per month.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


 Track labor, procurement, and 


travel budgets from commitment 


to disbursement 


Accuracy:  No inaccurate tracking of 


budget information at any time. 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 


4.2 Financial 


Management 


Create, monitor, and reconcile 


travel authorization using 


traveler inputs to make 


reservations; prepare travel 


vouchers; and route for approval 


with accuracy and in a timely 


manner. 


Accuracy: Travel documents must 


be 100% accurate.   


 


Timeliness: All established 


deadlines are met 100% of the time 


in order to meet mission deadlines.   


 Provide voucher examination 


and payment services. 


Accuracy:  Not more than one 


misrouted voucher or payment error 


per month.  All invoices and 


vouchers are routed to the customer 


and NSSC in 3 days. 


 


Timeliness:  All established 


deadlines are met 100% of the time. 
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.3 


Acquisition 


Management 


Office 


Ensure compliance with all 


procurement procedures and 


regulations. 


Accuracy: 100% compliance with 


Federal Acquisition Regulations and 


NASA Federal Acquisition 


Regulations Supplements, Agency, 


AFRC, Government Printing Office 


and other government policies and 


procedures. 


 


Timeliness:  All procurement 


milestone timelines shall be met; 


Not more than one milestone missed 


per quarter.  


 Process procurement actions 


within established timelines. 


Accuracy:  All procurement 


processes shall be met; Not more 


than one omitted process missed per 


quarter.  


 


Timeliness—action shall be 


processed by the timeline listed 


below; not more than three missed 


awards per month. 


 


MIPRS—15 days 


Purchase Value                Processing 


(Days) 


Up to $10,000                                10 


$10,001 to $25,000                        20 


$25,001 to $100,000                      30 


Over $100,000                               45 
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.4 Technical 


Publications 


Office 


Perform technical editing and 


related assistance such as 


formatting to pertinent STI and 


other applicable specifications. 


 


 


Accuracy:  Contractor shall inspect 


published products prior to release 


to customer.  No more than one error 


per month. No more than 3 pieces of 


correspondence returned for errors 


each month.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


 Required communication 


material review approvals shall 


be submitted to or approved by 


the Contract Manuscript Review 


process before completed work 


is sent for reproduction or 


released to the customer. 


 


Accuracy:  Contractor shall ensure 


material review approvals are 


performed prior to reproduction or 


distribution.  No more than one 


missed review approval per quarter.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


4.5 Research 


Library 


Services 


Identify information resources 


that support research in science 


and technology information and 


deliver those resources to all 


AFRC personnel. 


Accuracy:  Contractor shall ensure 


all customer requirements are met 


and there is no more than one 


customer complaint per month.   


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.6 


Reproduction 


Center 


Services 


Provide duplicating and printing 


support and safeguard all 


sensitive, classified or 


proprietary material. 


 


 


Accuracy:  Duplicating and printing 


support shall be provided without 


errors and handling of classified or 


proprietary material shall be 100% 


compliant with Agency, AFRC, 


Government Printing Office and 


other government policies and 


procedures. 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.7 Office of 


Strategic 


Communicati


ons  


4.7.1: Weekly/Monthly Media 


Reports.  Due: weekly and 


monthly when scheduled. 


Agency events calendar updated 


on a monthly basis. 


4.7.2: Response to written public 


requests.  Due within 3 days of 


request. Delivery (verbal or 


written) of major tasks and 


resource requirements for events.  


Due: within one week of event 


initiation. 


4.7.3: AFRC promotion and 


exhibits plan.  Due: Baseline due 


by Oct 1 of each year.   


Quarterly updates due by 5th day 


of new quarter (govt. fiscal 


year).  End of year report due 


September 30.Monthly status 


report on exhibits program 


consistent with HQ metrics. 


AFRC X-Press.  Due: Monthly  


Special Publications. Due: As 


required and time available in 


consultation with office Chief 


News Releases, Articles, Fact 


Sheets and Info Summaries.  


Due: As requested 


Written report (i.e. trip report) 


on results of attendance at 


conferences and other off-site 


activities.  Due within 10 


working days following 


completion of travel. 


 


 


 


 


 


 


 


Contractor shall ensure all customer 


requirements are met and there is no 


more than one missed report/action 


per month 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.7 Office of 


Strategic 


Communicati


ons, 


Continued 


4.7.4: Response to information 


requests.  Due:  within 3 


working days. Articles and 


monographs.  Due: as identified 


by the Office Chief. 


Publications, reporting, plans 


and milestones: as identified in 


approved schedule. 


4.7.5: Ensure that all content 


distributed via social media 


accounts is properly reviewed 


and vetted prior to release. 


Track and report weekly and 


monthly metrics in accordance 


with best practices and NASA 


requirements. Analyze metrics 


and implement strategies to 


maximize reach within available 


resources. 


4.7.6: New Hire Welcome 


Package sent within 5 days of 


hire notification 


Security Instructions for New 


Hires: as required by Office 


Chief. List of AFRC POCs for 


services: Updated quarterly. 


Contractor shall ensure all customer 


requirements are met and there is no 


more than one missed action per 


month 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 


4.8  Office of 


Internal 


Controls and 


Management 


Systems 


Performance Measures will be 


identified by the nature of the 


deliverable, conformance of 


deliverable to requirements, and 


scheduled delivery dates. 


 


Accuracy:  Final products shall be 


free of any errors. Contractor shall 


ensure all customer requirements are 


met and there is no more than one 


customer complaint per month 


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 
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Performance 


Work 


Statement 


Paragraph 


Performance Standards Performance Requirement 


4.9 


Administrativ


e Office 


Support 


 


Prepare various office 


correspondence; perform data 


processing and other 


administrative functions. 


Accuracy:  Final products shall be 


free of any errors. No more than 3 


pieces of correspondence returned 


for errors each month. No errors in 


scheduling appointments.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


4.9.3 Human 


Resource 


Management 


and 


Development 


Office   


 


 


Provide a variety of training 


services and other administrative 


functions. 


Accuracy: Contractor shall ensure 


all customer requirements are met 


and there is no more than one 


customer complaint per month. 


 


Timeliness: All established 


deadlines are met 100% of the time. 


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline. 


 


4.10 Business 


System 


Support 


Prepare documentation or 


presentation material, participate 


in meetings, etc.,  


 


 


Accuracy: Information shall be 


clearly articulated. Not more than 


one report/presentation returned for 


errors per month.  


 


Timeliness: All established 


deadlines are met 100% of the time.  


Projected delays are renegotiated 


with the requiring organization prior 


to the original deadline.  


 


CONCLUSION 


 


The CO may unilaterally change this plan prior to the beginning of an evaluation period. In 


addition, the Contractor may make recommended changes to the plan no later than 30 days prior 


to the beginning of the new evaluation period. The Contractor will be notified of changes to the 


plan by the CO, in writing, before the start of the affected evaluation period.  
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CONCUR: ________________________________________ DATE: ________________ 


        Ellen E. Christmann 


  Contracting Officer’s Representative 


 


 


 


APPROVE: _______________________________________ DATE: ________________ 


         Name 


         Contracting Officer 


 





