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[bookmark: _Toc392669998][bookmark: _Toc392670107][bookmark: _Toc392670455][bookmark: _Toc392670526][bookmark: _Toc392670613][bookmark: _Toc392671001][bookmark: _Toc392671290]1.0	Introduction 
[bookmark: _Toc392670108][bookmark: _Toc392670456][bookmark: _Toc392670527][bookmark: _Toc392670614][bookmark: _Toc392671002][bookmark: _Toc392671291]1.1	Objective 

The objective of this contract is to obtain technical support services that will enable programs within the [identify your organization] to accomplish their mission objectives. The contract will provide a broad range of Program Management, Acquisition Support, System Engineering, Operations Management and Support, Business and Financial Management, and other services required by the [identify your organization]. The required capabilities and services to be performed include knowledge transfer of the latest technologies, methods, approaches, and products that can lead to new, innovative solutions and best practices within the organization. The contract will serve as the primary means for the [identify your organization] to obtain the required technical services and to have a single point of accountability for delivery of these services across the [identify your organization] enterprise.

[bookmark: _Toc392670457][bookmark: _Toc392670528][bookmark: _Toc392670615][bookmark: _Toc392671003][bookmark: _Toc392671292]1.2	Background 

The [identify your organization] is responsible for the implementation and execution of [identify your organization] programs supporting the National Airspace System (NAS). (X) of the programs [identify your organization] are designated as NextGen-enabling programs because of their fundamental role in supporting the transformation of the NAS to the Next Generation Air Transportation System (NextGen). The Contractor will provide vital support to the planning, procurement, implementation, and execution of these and other ATC programs as they progress through their life cycles.

[bookmark: _Toc392670458][bookmark: _Toc392670529][bookmark: _Toc392670616][bookmark: _Toc392671004][bookmark: _Toc392671293]1.3	Scope 

This Statement of Work (SOW) is comprised of distinct functional work areas that establish the scope of the contract.  Specific requirements within the scope of these functional work areas will be identified, defined, and issued under individually funded task orders. The Contractor must provide the full range of support capabilities defined in the task orders issued under this contract. The Contractor must furnish the necessary personnel, materials, equipment, and facilities required to satisfy the requirements of the individual task orders. 

There are currently [x] groups within the [identify your organization]:
· [Identify group] 
· [Identify group]
· [Identify group]
· [Identify group]
· [Identify group]
· [Identify group]

In addition, planning is underway to create an Enterprise Services Group that would span the complete scope of technical programs within the [identify your organization] to facilitate the development of integrated and interoperable solutions that meet NextGen objectives. 

The scope of the contract includes support of all [identify your organization] programs and initiatives which consist of but are not limited to:

[Create a table identifying your group programs and the group responsible]

This information is provided to establish an initial baseline for the SOW and is subject to change. 
The list of programs and initiatives will evolve during the contract period of performance.

[bookmark: _Toc392669999][bookmark: _Toc392670109][bookmark: _Toc392670459][bookmark: _Toc392670530][bookmark: _Toc392670617][bookmark: _Toc392671005][bookmark: _Toc392671294]2.0	General
[bookmark: _Toc392670460][bookmark: _Toc392670531][bookmark: _Toc392670618][bookmark: _Toc392671006][bookmark: _Toc392671295]2.1	Terminology 

Within this SOW and associated task orders, references to the Contractor apply to the [program name] Contractor. References to vendors and service providers apply to other contractors from whom the ATC [identify your organization] obtains systems and services.
[bookmark: _Toc392670461][bookmark: _Toc392670532][bookmark: _Toc392670619][bookmark: _Toc392671007][bookmark: _Toc392671296]2.2	Applicable Documents 

Applicable FAA, DOT, Government orders and standards and commercial standards will be specified within the individual task orders.
[bookmark: _Toc392670462][bookmark: _Toc392670533][bookmark: _Toc392670620][bookmark: _Toc392671008][bookmark: _Toc392671297]2.3	Government Furnished Property (GFP) 

All Government Furnished Property (GFP), to include information, material and equipment, will be specified within the individual task orders.  All GFP is the property of the Government and must not be transferred to any individual or agency, public or private, without the express written approval of the Contracting Officer.
[bookmark: _Toc392670463][bookmark: _Toc392670534][bookmark: _Toc392670621][bookmark: _Toc392671009][bookmark: _Toc392671298]2.4	Security Requirements 

The Contractor must track all aspects of the information systems security program for [identify your organization] systems and networks. As requested, the Contractor must support various working groups with the development and implementation of information security policies. Additional security requirements, applicable to the specific work to be performed under each task order, may be identified within the individual task orders.
[bookmark: _Toc392670464][bookmark: _Toc392670535][bookmark: _Toc392670622][bookmark: _Toc392671010][bookmark: _Toc392671299]2.5	Data Deliverables 

Specific technical data requirements may be included in the individual task orders issued under this contract, either as CDRLs or specified in the SOW.
[bookmark: _Toc392670465][bookmark: _Toc392670536][bookmark: _Toc392670623][bookmark: _Toc392671011][bookmark: _Toc392671300]2.6	Quality Management 

The Contractor is responsible for ensuring the quality of all work efforts and deliverables, cost control, and adherence to schedules. The contractor must maintain a Quality Management System that is current to the latest ISO-9001 version or a comparable standard.

[bookmark: _Toc392670000][bookmark: _Toc392670110][bookmark: _Toc392670466][bookmark: _Toc392670537][bookmark: _Toc392670624][bookmark: _Toc392671012][bookmark: _Toc392671301]3.0	Functional Task Areas

There are six top-level functional task areas that may be addressed within task orders issued under this contract:
· Systems Engineering
· Acquisition and Program Management Support
· Operations Management and Support
· Business and Financial Management
· Information Systems Development and Support
· Studies, Analyses, and Evaluations

Within each of the top-level functional task areas, there are associated subcategories of activities as indicated in the following sections. An individual task order may address one or more functional task areas or subcategories.
[bookmark: _Toc392670467][bookmark: _Toc392670538][bookmark: _Toc392670625][bookmark: _Toc392671013][bookmark: _Toc392671302]3.1	System Engineering 

System Engineering is focused on the planning and development of new capabilities and improvements to existing capabilities. System Engineering involves, but is not limited to identifying and analyzing requirements, assessing system designs and architectures, and planning and evaluating test activities to ensure that vendor-provided solutions meet the FAA operational needs. To perform the required work efforts in this area, the Contractor must possess, maintain, and apply an in depth understanding of industry standard reference architectures, the NAS Enterprise Architecture framework, and NAS subsystem functions and interfaces.
[bookmark: _Toc392670468][bookmark: _Toc392670539][bookmark: _Toc392670626][bookmark: _Toc392671014][bookmark: _Toc392671303]3.1.1	Requirements Definition and Analysis 

The Contractor must support the definition and analysis of functional and performance requirements for [identify your organization] programs. At a minimum, the Contractor must provide the following support in this area:

· Perform requirements management activities to identify and manage the requirements that describe the desired characteristics of the system.  
· Define, collect, document, and manage requirements for Initial Requirements Documents (IRDs), Final Requirements Documents (FRDs), Service Specification Documents, Interface Requirements Documents (IRDs), Interface Control Documents (ICDs), and other system and procurement specifications as required.
· Perform life cycle engineering to identify and manage requirements for system life cycle attributes including deployment and transition, integrated logistics support, sustainment/ technology evolution, and disposal.
· Perform functional and system analyses to translate stakeholders’ needs into a traceable set of functional and system requirements.
· Analyze and define requirements for capabilities to support NAS-wide information sharing including but not limited to repositories, registries, XML gateways, policy servers, and message-oriented middleware.
· Collect, analyze, and track service requirements submitted by users of [identify your organization] provided services.  Maintain a near and long term projection of service demands to facilitate network and system capacity planning. Assess and project when technology enhancements may be required to satisfy user requirements.
[bookmark: _Toc392670469][bookmark: _Toc392670540][bookmark: _Toc392670627][bookmark: _Toc392671015][bookmark: _Toc392671304]3.1.2	Enterprise Architecture Planning and Analysis 

The Contractor must support the development of the NAS Enterprise Architecture (EA) by ensuring that [identify your organization] programs are properly incorporated into NextGen planning. The Contractor must support the development and refinement of artifacts that describe the evolution from the current NAS EA to the NextGen EA. At a minimum, the Contractor must provide the following support in this area:

· Support strategic mission analysis, program mission analysis and investment analysis activities.  Develop operational concepts for [identify your organization] programs and their translation into NextGen capabilities, operational improvements, and performance requirements. 
· Develop and assess alternative architectural frameworks (e.g., service-oriented, component-based, etc.) for system interfaces and information exchanges across the NAS enterprise.
· Support the development and assessment of Enterprise Information Management (EIM) plans and enterprise-level and system-level data architectures.
· Support the application of the FAA selected architectural framework for NextGen and NextGen-enabling systems. Develop reference models, address associated security issues and challenges, and possess/maintain a working knowledge of associated development products, technologies, platforms, standards, data formats, and protocols.
· Perform operational and development analyses and studies for the development and management of the NextGen EA.  
· Support the development of technology evolution plans and transition strategies for [identify your organization] programs as applied to the NextGen EA.  
· Identify and assess [identify your organization] system alternatives and concepts to address IT architecture gaps, capability shortfalls, technological defects, risks, and other issues.
[bookmark: _Toc392670470][bookmark: _Toc392670541][bookmark: _Toc392670628][bookmark: _Toc392671016][bookmark: _Toc392671305]3.1.3	Standards Development, Validation, and Coordination 

The Contractor must support development of international standards for aviation safety, performance and interoperability requirements. The Contractor must support standards development organizations, including acting as subcommittee coordinators, providing meeting minutes, collection/distribution of papers and materials, maintaining membership lists and serve as focal point for working group activities. The Contractor must provide delegation lead, committee and working group chair support, including preparation of standards material, editing/integrating contributor submissions, collecting and resolving reviewer comments, and coordinating with other standards bodies and air navigation service providers. The Contractor must provide standards expertise to support other Contractor development activities via technical interchange meetings, teleconferences, and/or reviews.  

In addition, the Contractor must support the domestic and international user forums and panels to coordinate implementation plans and activities. The Contractor must support prototype development and validation efforts being conducted at FAA test facilities, vendor sites, and designated field locations.
[bookmark: _Toc392670471][bookmark: _Toc392670542][bookmark: _Toc392670629][bookmark: _Toc392671017][bookmark: _Toc392671306]3.1.4	Program and Project-level Engineering 

Program and Project-level Engineering consists of activities specific to [identify your organization] program and projects with a particular emphasis on satisfying stakeholder requirements. At the beginning of a program/project life cycle, the conceptual Enterprise Architecture is used as an input to develop a detailed architecture, system design, and implementation plan. All of these elements are developed in coordination with the stakeholders. After implementation, Program/Project Engineering continues and the focus shifts toward enhancements and optimization.

The Contractor must provide the following support in this area at a minimum:
·     Develop and/or maintain System Engineering Management Plans for [identify your organization] systems.
· Collect and validate requirements, provide architectural trade-offs, develop cost estimates and funding requirements, maintain configuration management of the solution(s), service provisioning, and track program/project implementation.
· Develop and maintain the technical specification requirements baselines for [identify your organization] systems and networks.
· Perform radio frequency (RF) engineering and spectrum management related activities to support the development and deployment of air/ground communications systems and components.
· Support the definition and conceptualization of design prototypes.
· Apply Service-Oriented Architecture (SOA) design principles to develop SOA-based architectures to facilitate the organization and utilization distributed capabilities that may be under the control of different ownership domains.  
· Develop system architectures and supporting elements including but not limited to: conceptual data models, data descriptions, physical schemas, taxonomies, core service definitions, logical data models, XML schemas, and use cases. 
· Establish, maintain, and update a repository/registry of system-provided core services.
· Possess, maintain, and apply an in depth understanding of software engineering practices, software development standards, and middleware technologies to support the FAA oversight of the development and implementation of ATC systems. 
· Perform reliability, maintainability, and availability (RMA) analyses.
· Ensure that proposed designs comply with FAA policy, orders, and standards.
· Identify and assess the impact of proposed technology upgrades.
· Perform engineering trade studies.
· Develop and/or review Program Control Board (PCB) items associated with [identify your organization] programs.
· Review NAS Change Proposals (NCPs) and provide recommendations [identify your organization] management on whether they should be approved.
· Review planned contract modifications that impact technical/performance requirements.
· Review and assess vendor requests for requirements deviations and waivers.
· Identify and document service requirements.   
· Coordinate the provisioning of the telecommunications services via telecommunications architecture reviews, requirements change board and schedule change board, track and provide feedback on the telecommunications service requirements through implementation.
· Possess, maintain, and apply an in-depth understanding of the Technical Operations Safety Management System. Support the development of system safety plans; review vendor-generated safety documentation; and conduct and document system safety assessments and hazards analyses.
· Provide technical assistance in identifying and resolving Environmental, Occupational, Safety and Health (EOSH) issues to ensure compliance with applicable laws, regulations, and policies.
· Support planning for future ATC systems, networks, and services.

In performing these Program/Project Engineering-based activities, the Contractor must interface with stakeholders that include but may not be limited to FAA programs, Aviation industry partners (domestic and international), International Civil Aviation Authorities, and military organizations. The Contractor must work with the stakeholders to understand and document their requirements, system architecture, security requirements, and data flows.
[bookmark: _Toc392670472][bookmark: _Toc392670543][bookmark: _Toc392670630][bookmark: _Toc392671018][bookmark: _Toc392671307]3.1.5	Test and Evaluation Support 

The Contractor must support the test and evaluation of [identify your organization] systems. This support includes but may not be limited to:
· Develop and/or review test plans and procedures;
· Support planning and coordination of test activities;
· Observe and support all aspects of formal and informal vendor-conducted testing to ensure that performance, interface, interoperability, and information security requirements are met and provide feedback on the test results to the FAA as requested; and
· Review vendor-developed test reports and provide recommendations to the FAA as requested.
[bookmark: _Toc392670473][bookmark: _Toc392670544][bookmark: _Toc392670631][bookmark: _Toc392671019][bookmark: _Toc392671308]3.1.6	Information Systems Security Engineering 

The scope of information systems security engineering activities includes the FAA critical infrastructure associated with the NAS systems, the administrative mission support network, research and development (R&D) networks, and the full range of networking applications (e.g., voice, data,  air-to-ground, etc.) within the [identify your organization].
 
The Contractor must assist the FAA with evaluation, review, define and recommendations on "defense in depth" security architectures, assess the impact of proposed technologies, analyze system and network security requirements, and validate systems level solutions and alternatives. To perform these functions, the Contractor must have a working knowledge of all aspects of physical security and personnel security and their interrelations with information security.  

The Contractor must support all activities associated with establishing and maintaining security policies and procedures for NAS systems and subsystems related to the development, maintenance and support of the FAA Enterprise Architecture Framework with an emphasis on the information system security aspects. This includes but is not limited to the development of all required ISS NAS EA views, datasets and/or databases, and participation in NAS EA working groups as assigned.
[bookmark: _Toc392670474][bookmark: _Toc392670545][bookmark: _Toc392670632][bookmark: _Toc392671020][bookmark: _Toc392671309]3.1.7	Governance 

The Contractor must develop and maintain governance strategies, policies, and plans for controlling system access and data distribution for [identify your organization] programs. The Contractor must define the roles and responsibilities of governing bodies and stakeholders. The Contractor must perform value analyses and define service selection criteria. In addition, the Contractor must audit, assess, and validate compliance with governance policies, processes, procedures, and requirements including but not limited to: service design standards; security policies; publishing/discovering standards; and the run-time enforcement framework.

To perform the required work efforts in this area, the contractor must possess, maintain, and apply expertise in the following areas at a minimum: 

· Information standards and technologies including Web Service Risk Management, Security, Addressing, and Notification;
· Enterprise management and core services development such as Interface Management, Messaging, Security, and Enterprise Service Management (ESM);
· Web Service Interoperability (WS-I) profiles including WS-I Basic profile, WS-I Basic Security Profile, and WS-I Reliable Secure Profile; and
· Service-oriented Architecture (SOA) security: Extensible Markup Language (XML) Gateway, Lightweight Directory Access Protocol (LDAP), and Security Assertion Markup Language (SAML).
[bookmark: _Toc392670475][bookmark: _Toc392670546][bookmark: _Toc392670633][bookmark: _Toc392671021][bookmark: _Toc392671310]3.1.8	Flight Procedures 

The Contractor must provide flight procedures expertise, technical expertise, project implementation and transition support to the National Flight Procedures Group for Terminal Instrument Procedures (TERPS) Development program. In addition, the Contractor must provide obstruction evaluation engineering support and support for development of other applicable flight procedures. As requested, the Contractor must provide technical training instruction on the concepts and principles contained in a variety of FAA orders and directives related to Flight Procedures, Airspace, and TERPS.
[bookmark: _Toc392670476][bookmark: _Toc392670547][bookmark: _Toc392670634][bookmark: _Toc392671022][bookmark: _Toc392671311]3.1.9	Human Factors 

The Contractor must possess, maintain, and apply human factors engineering expertise and an in depth understanding of the air traffic controller operating environment in both the terminal and en route domains to support: (1) the definition of operational requirements for [identify your organization] systems; and (2) the integration of those systems into the air traffic controller operating environment which includes ATC staff and supervisory positions, air traffic control automation, the traffic management unit (TMU), and flight services. The Contractor also must support the refinement of existing of ATC procedures and the development of new ATC procedures as new systems, tools, and capabilities are deployed to the air traffic controller operating environment.
[bookmark: _Toc392670477][bookmark: _Toc392670548][bookmark: _Toc392670635][bookmark: _Toc392671023][bookmark: _Toc392671312]3.2	Acquisition and Program Management Support 

Acquisition and program management support begins with assisting [identify your organization] in acquiring the systems and infrastructure to meet both NAS and non-NAS communications requirements. Once a vendor has been selected, the Contractor must support the management of the programs throughout the remainder of their life cycles from system development to implementation, operation, and decommissioning.
The Acquisition and Program Management Support functional area consists of:

· Acquisition Planning and Support
· Program Management Support; 
· Outreach; and
· Program Management Assessments and Reporting
[bookmark: _Toc392670478][bookmark: _Toc392670549][bookmark: _Toc392670636][bookmark: _Toc392671024][bookmark: _Toc392671313]3.2.1	Acquisition Planning and Support 

The Contractor must provide planning and support for acquisitions. The Contractor must possess and maintain an in depth familiarity with the FAA Acquisition Management System (AMS) and the FAA Acquisition System Toolset (FAST) tool to support [identify your organization] programs throughout the acquisition life cycle. The scope of the efforts ranges from projects initiated at the Directorate level to major initiatives that require approval by the FAA Chief Financial Officer (CFO) and/or the Joint Resources Council (JRC). 

At a minimum, the Contractor must provide the following support in this area. Activities may apply to new systems and networks as well as upgrades to existing systems and networks.

· Assist in conducting market surveys, preparing notifications of planned solicitations, and responding to vendors inquiries.
· Provide expertise with the acquisition of Commercial Off-the-Shelf (COTS) based solutions and support their acquisition.
· Perform mission shortfall analyses and prepare justifications to obtain funding/approval to address shortfalls. Support the development of Independent Government Cost Estimates (IGCEs) and Business Case Analyses (BCAs).
· Support in preparing the documents and briefings required to obtain program/project approval including those items associated with FAA Acquisition Management System (AMS) milestones.
· Assist with the preparation of Screening Information Requests for source selections including the development of Technical Specifications, Statement of Work requirements, and data item descriptions for contract deliverables.
· Support source evaluations as requested.
· Assist with contract definitization and program start-up for new [identify your organization] programs and follow-on efforts.
· Assist in completing In-Service Review (ISR) checklist items. Coordinate with stakeholder organizations and ISR checklist item owners. Track status and completion of ISR checklist items.
[bookmark: _Toc392670479][bookmark: _Toc392670550][bookmark: _Toc392670637][bookmark: _Toc392671025][bookmark: _Toc392671314]3.2.2	Program Management Support 

The Contractor must support the management [identify your organization] programs. At a minimum, the Contractor must provide the following support in this area:
 
· Develop and maintain appropriate management, scheduling, and tracking systems to facilitate [identify your organization] management and oversight.
· Participate in program/project management discussions including Program Management meetings and reviews.
· Review, assess, and evaluate vendor proposals, ROMs, quotes, and requests. Provide feedback and recommendations to management as requested including the technical evaluations and Quantitative and Qualitative (Q&Q) assessments. Support the development of Government counter-offer positions.
· Review vendor deliverables and provide comments as requested. Provide recommendations on vendor deliverables requiring Government approval.
· Establish and maintain on-line repositories and reference libraries of program documentation that are accessible by authorized stakeholders.
· Development program metrics in collaboration with management. Support the monitoring, tracking, and reporting of program metrics.
· Assist with Government-initiated changes by identifying the affected contractual language. Coordinate with the vendor on documenting the cost, schedule, and performance impacts of the proposed changes.
· Assist with the development, administration, and tracking of Service Level Agreements with service providers.
· Develop Quality Assurance (QA) plans, review vendor-generated QA Plans, and identify, document, and report on QA issues, problems, and concerns as they arise.  
· Assist with the tracking and administration of legacy and other telecommunications services obtained through third-parties such as DISA, DITCO, GSA, and local exchange carriers (LECs). Establish and maintain a baseline of all awarded accounts. Identify accounts that are candidates to be discontinued or moved to another supplier. Establish and maintain proficiency with third-party ordering and invoicing systems including, but not limited to DISA Direct and GSA ordering tools.

[bookmark: _Toc392670480][bookmark: _Toc392670551][bookmark: _Toc392670638][bookmark: _Toc392671026][bookmark: _Toc392671315]3.2.3	Outreach 

The contractor must support internal and external communications, coordination and education activities pertaining to [identify your organization] programs and initiatives. The Contractor must provide operational input for development of materials used for outreach efforts, including videos, promotional materials, participatory demonstrations and events, conferences and interaction with users or other constituents. The Contractor must develop materials that describe planned system benefits to the aviation community and the value to the NAS. The Contractor must support development of interactive en-route and tower ATC simulations to provide a realistic demonstration of future systems and concepts, as well as interactive flight deck simulation to demonstrate end-to-end integration of future data communication systems. The Contractor must provide industry/airline/user subject matter expertise to facilitate interaction with industry and the user community and convey user feedback in a constructive and positive way.  The Contractor must support user forum activities and other airspace constituency coordination activities.
[bookmark: _Toc392670481][bookmark: _Toc392670552][bookmark: _Toc392670639][bookmark: _Toc392671027][bookmark: _Toc392671316]3.2.4	Solution Development and Implementation Support 

The Contractor must support the solution development and implementation phases of [identify your organization] program. At a minimum, the Contractor must provide the following support in this area:

· Develop implementation and integration plans/schedules that make effective use of FAA/vendor resources and minimize disruptions to NAS/FAA operations. Maintain supplemental information to include activity descriptions, resource loading, associated cost, and percent complete data.
· Provide and review critical path schedule networks, Program Evaluation and Review Technique (PERT) and Gantt charts.
· Apply industry best practices and tools to the oversight and management of vendor development activities.
· Participate in design reviews, site inspections and surveys.
· Define and maintain enterprise standards for integration artifacts (e.g., canonical message definitions and consistent Web services interface definitions).
· Maintain integration metadata including but not limited to adapter specifications, network business objects, transformation and routing rules, XML message schema, call signatures, file formats, screen layouts, and network business object definitions.
· Observe vendor-conducted tests and review vendor-generated test reports.

[bookmark: _Toc392670482][bookmark: _Toc392670553][bookmark: _Toc392670640][bookmark: _Toc392671028][bookmark: _Toc392671317]3.2.5	Program Management Assessments and Reporting 

The Contractor must perform assessments and compile data to support program management reporting commitments and responses to programmatic inquiries. At a minimum, the Contractor must provide the following support in this area:

· Assist the [identify your organization] programs with preparation of the weekly/monthly activity reports. Compile the inputs from individual FAA program managers and functional leads into a consolidated report. This effort includes editing and coordination of the compiled report with appropriate recipients.
· Support the preparation of OMB Exhibit 300 and Exhibit 53 submissions for [identify your organization] programs.  
· Support Earned Value Management (EVM) of [identify your organization] programs.
· Assist with the definition of strategic goals for [identify your organization] Programs, track actual performance relative to the goals, and support FAA reporting on performance results.
· Support Post-Implementation Reviews (PIRs) and Service-Level Reviews (SLRs) of [identify your organization] programs.
· Assist the [identify your organization]  in developing risk management plans; identifying, documenting, and assessing program risks; developing risk mitigation plans; and tracking risk mitigation efforts.
· Support management reporting to the FAA Engineering Council, FAA Joint Resources Council (JRC), and Department of Transportation (DOT) Investment Review Board (IRB) on the status of [identify your organization]  programs.
· Assist the [identify your organization] in responding to Congressional, DOT Office of the Inspector General (OIG), Government Accountability Office (GAO), and other external inquiries.
· In performing these functions, the Contractor must compile data, perform analyses and assessments, and prepare briefings and white papers to convey the data and explain how it should be interpreted. The Contractor must also maintain a repository of responses to ensure consistency and support comparative analyses of changes to what is reported over time.
[bookmark: _Toc392670483][bookmark: _Toc392670554][bookmark: _Toc392670641][bookmark: _Toc392671029][bookmark: _Toc392671318]3.3	Operations Management and Support 

Operations Management and Support is focused on the operational phase of the program life cycle. Within this functional area, there are six specific subcategories of activities:

· Operations Planning and Coordination
· In-Service Management
· Performance Assessment and Reporting
· Operational Improvements and Field Operations Support
· Product and Integration Support
· Information Systems Security
[bookmark: _Toc392670484][bookmark: _Toc392670555][bookmark: _Toc392670642][bookmark: _Toc392671030][bookmark: _Toc392671319]3.3.1	Operations Planning and Coordination 

The Contractor must support the planning and coordination of activities that have potential impacts to the operation of the [identify your organization] systems and networks. Included within the scope of this effort, the Contractor must provide the following specific types of support at a minimum:

· Develop provisioning and integration plans that meet the needs of all stakeholder organizations.  
· Coordinate with affected facilities, organizations, vendors, and service providers regarding system and service transitions.
· Develop implementation schedules for system improvements and tech refreshes that minimize disruptions to NAS/FAA operations and loss of service.
· Track all planned implementation activities related to new systems/services as well as changes/upgrades/disconnects of existing systems/services. This includes ensuring that prerequisite actions are scheduled and completed appropriately. Prerequisite actions include but are not necessarily limited to: 
· FAA/vendor site prep work, 
· Coordinating site access, 
· Scheduling of maintenance releases, and 
· Delivery of required infrastructure (e.g., telecommunications connectivity, customer premise equipment, breaker panels, etc.).  
· Assist in developing change management processes, conducting change impact assessments, and validating changes to operational services.
· Track and coordinate the cutover of services to operation as soon as practical after service deliveries and changes are accepted by the FAA.
· Support the development of configuration management plans and review vendor-generated configuration management plans. 
· Develop and maintain COTS product management plans.
· Track change requests related to new requirements and system enhancements changes, or defects. Perform technical assessments of the requested changes, coordinate Program Control Board (PCB) meetings, assist with disposition of change requests, and document the outcome of PCB meetings.
· Update configuration management documentation and databases to reflect service deliveries, changes, and disconnects.

The Contractor must assist in the development of the concept of operations for [identify your organization] systems, networks, projects, and initiatives. At a minimum, the Contractor must provide the following specific types of support in this area:

· Review and provide comments on vendor-developed maintenance and operations plans.
· Establish service performance requirements from contracts, design documents, specifications and standards. 
· Develop key performance metrics, and evaluate current service performance.  
· Develop, review, and/or update FAA policies and orders that pertain to the operation of [identify your organization] systems and networks.
· Provide technical assessment and feedback on potential operational impacts associated with vendor proposals and requests. 

The Contractor must also collaborate with FAA program offices, prime contractors, subcontractors, and other stakeholders to establish service level agreements (SLAs) that define commitments to response times, availability, data integrity, message volumes, and other measures as defined.
[bookmark: _Toc392670485][bookmark: _Toc392670556][bookmark: _Toc392670643][bookmark: _Toc392671031][bookmark: _Toc392671320]3.3.2	In-Service Management 

The Contractor must support the in-service management of [identify your organization] systems and networks. At a minimum, the Contractor must provide the following support in this area:
 
· Support the management and monitoring of [identify your organization] infrastructure in conjunction with FAA technical operations personnel, network managers, and system administrators by utilizing FAA-provided and vendor-provided monitoring tools to maintain visibility into the operational status.
· Track the restoration of services when outages occur and support the tuning and troubleshooting of [identify your organization] systems by reviewing vendor-generated trouble tickets to isolate faults within the applications, networks, and/or integration infrastructure.
· Assess chronic operational issues and collaborate with vendors on corrective action plans.
· Review, assess, and provide feedback on vendor-generated trouble tickets and Post Mortem Reports. 
· Assess and validate portion of the restoration time attributed to the FAA and other parties;
· Identify opportunities to improve FAA and/or vendor practices; and
· Manage the follow-up activities for significant outages, such as post-mortems, Surveillance Evaluation Records (SERs), and post-outage assessments.
· Assist with the resolution of issues between FAA and vendor field personnel.
· Support operations projects at the FAA Operations Control Centers (OCCs) and Network Enterprise Management Center (NEMC) as requested.
[bookmark: _Toc392670486][bookmark: _Toc392670557][bookmark: _Toc392670644][bookmark: _Toc392671032][bookmark: _Toc392671321]3.3.3	Performance Assessment and Reporting 

The Contractor must support performance assessment and reporting requirements for [identify your organization] systems and networks. At a minimum, the Contractor must provide the following support in this area: 

· Support the planning, development and evaluation of FAA/ATO performance measurement activities (both facility level and system wide).  Ensure metrics are aligned to DOT and FAA measures and goals (e.g., SMP objectives) and broader NextGen goals.
· Support activities associated with the selection of Critical-To-Quality (CTQ) measures, identify Key Performance Indicators (KPIs), and assess the system/process stability and capability of the [identify your organization] service.  
· Develop, administer, and track SLAs with [identify your organization] prime contractors and service providers.
· Develop and apply methodologies to analyze network performance, including trend analysis and data quality assessment, in such areas as vendor SLAs, customer time, and FAA outages. Evaluate performance trends to detect performance degradation and assist with the identification of the root causes of the degraded performance including potential integration or systemic issues.
· Collect service performance and usage data and evaluate impacts of service usage and growth, project future performance shortfalls, and develop implementation plans.  
· Review, analyze, and provide feedback to the [identify your organization] on vendor CDRLs summarizing network performance and utilization.
· Perform proactive impact assessments.
· Provide periodic reports on the performance status of [identify your organization] systems and networks.
· Assess existing or potential future performance shortfalls and coordinate with stakeholders to determine improvements or contractual changes needed in order to meet current and future service performance requirements.
[bookmark: _Toc392670487][bookmark: _Toc392670558][bookmark: _Toc392670645][bookmark: _Toc392671033][bookmark: _Toc392671322]3.3.4	Operational Improvements and Field Operations Support 

The Contractor must support operational improvement projects and coordinate the field-level activities associated with the deployment of new systems and services, facility relocations and consolidations, and system/service moves and changes. The Contractor must assist the FAA in planning the required work efforts; developing a completion schedule; and coordinating and tracking the execution of the required work efforts. At a minimum, the Contractor must provide the following support in this area:

· Conduct site visits, surveys, and service delivery and cutover support as required. This effort requires thorough coordination and documentation to ensure accuracy and completion of work assignments.
· Provide assistance with site preparation for system/service implementation including cutover planning as required.
· Develop transition and implementation plans, working with FAA stakeholder organizations [identify your organization] vendors and service providers to establish responsibilities and timelines and provide general project implementation oversight to ensure the efficient delivery of services for key programs.
· Support NAS Plan Program reviews, documentation, master scheduling of all forecasted efforts, individual project scheduling to the task level, requirements reviews and analyses, participate in cost and schedule reviews, and coordinate site cutover activities for key implementation efforts.
[bookmark: _Toc392670488][bookmark: _Toc392670559][bookmark: _Toc392670646][bookmark: _Toc392671034][bookmark: _Toc392671323]3.3.5	Product and Integration Support 

The Contractor must provide product and integration support to ensure interoperability between legacy systems and newly deployed capabilities. In addition, the Contractor must support the Operation and Maintenance of FAA-operated systems to ensure they continue to meet their performance requirements. At a minimum, the Contractor must provide the following support in this area:
· Provide technical assistance to ensure the successful integration of new and upgraded [identify your organization] systems/networks into the NAS.
· Assist with documenting and maintaining system Interface Requirement Documents (IRD), NAS Change Proposals (NCPs), new product evaluations, and assist with security risk mitigation. 
· Provide guidance to project design teams on the development of adapters to support system interfaces.  
· Develop, manage and maintain configuration plans, standard operating procedures, and policies, implement configuration management practices, as well as establish and maintain required CM liaison relationships. 
· Assist in recording of the status of configuration documentation and revision tracking to ensure documentation is complete and consistent.  Participate in product audit planning, conduct audits and produce audit reports. 
· Track remaining service life of [identify your organization] systems and advise the FAA when supportability issues arise.
· Support the workforce development planning activities, management and tracking of training, and training analysis [identify your organization] systems. Support overall training development to include the development and review of training development plans, training initiative requests, training course design guides, instructor guides, course materials, and other documents as required.

To perform the required work efforts in this area, the Contractor must possess, maintain, and apply an in depth understanding of the affected NAS systems and development environment tools including but not limited to programming languages (e.g., C++, JAVA; operating systems (e.g., UNIX, Linux, and AIX); middleware technologies and systems (e.g., Java Messaging Service (JMS), Active Message Queuing (MQ), and IBM MQ); enterprise application platforms (e.g., .NET and Java 2 Platform Enterprise Edition); SOA products (e.g., IBM WebSphere, Oracle Application Server, WebLogic and Fusion Middleware); and SOA platforms and standards (e.g., Universal Description Discover Integration and electronic business XML).

[bookmark: _Toc392670489][bookmark: _Toc392670560][bookmark: _Toc392670647][bookmark: _Toc392671035][bookmark: _Toc392671324]3.3.6	Information Systems Security 
[bookmark: _Toc392670490][bookmark: _Toc392670561][bookmark: _Toc392671036]3.3.6.1	Security Operations 

The Contractor must coordinate and collaborate with internal and external FAA organizations in supporting the identification of threats; the performance of risk and vulnerability assessments; the development and execution of risk mitigation plans, the detection and remediation of security incidents; the testing of security solutions; and the development of security policies and requirements. The Contractor must assist in the coordination, development, and enhancements of cyber security operations between solution providers and other FAA programs/organizations as appropriate. This includes supporting the analysis and prioritization of appropriate security measure enhancements or upgrades, and verifying and analyzing security features incorporated in new or modified systems. 

The Contractor must coordinate security administration for software development and distribution platforms and, for the physical security of software development systems, analyze the source and impact of incursions or attempted incursions, and propose necessary corrective response and implementing corrections.
[bookmark: _Toc392670491][bookmark: _Toc392670562][bookmark: _Toc392671037]3.3.6.2	Security Certification, Accreditation, and Policy 

The Contractor must support all activities associated with establishing and maintaining security policies and procedures for [identify your organization] systems and networks.
The Contractor must provide information security expertise to assist with analysis and certification and accreditation documentation to comply with the FAA and NIST standards for certification and accreditation on an annual or tri-annual basis. The Contractor must coordinate, track, and oversee security audits and assist with the implementation of both short and long-term mitigation strategies and alternatives for [identify your organization] systems and networks.    

The Contractor must maintain an in-depth familiarity with applicable security orders, policies, and guidelines published by the FAA, NIST, OMB and other sources as appropriate. The Contractor must support the oversight of [identify your organization] programs and contracts to ensure security measures are in compliance.
[bookmark: _Toc392670492][bookmark: _Toc392670563][bookmark: _Toc392670648][bookmark: _Toc392671038][bookmark: _Toc392671325]3.4	Business and Financial Management Support 

The functional area of Business and Financial Management Support focuses upon ensuring that programs are fully funded and that budgets are properly executed and tracked. These objectives are supported by a range of program control, financial analysis, and cost estimating activities.
[bookmark: _Toc392670493][bookmark: _Toc392670564][bookmark: _Toc392670649][bookmark: _Toc392671039][bookmark: _Toc392671326]3.4.1	Budget Planning and Formulation 

The contractor must support the planning and formulation of the budgets for [identify your organization] programs. At a minimum, the Contractor must provide the following support in this area: 

· Develop current year and out-year F&E and O&M budget forecasts and justification documentation. 
· Assist in responding to budget inquiries, perform program budget and requirements analyses, develop impact statements, and participate in and/or conduct budget meetings including Capital Investment Team (CIT) reviews. 
· Maintain a budget history for prior years and track the base level of funding for all programs and projects.  
· Formulate draft Spend Plans for organizational elements and assist in the development of obligation plans by project or functional element based upon the corresponding Spend Plan. 
· Coordinate the internal content collection, conduct research and analysis, provide or consolidate program narrative and projected budget inputs, ensure consistency with other budget inputs and processes, coordinate and consolidate draft materials, and conduct budget reviews. 
· Support [identify your organization] inputs to FAA financial management processes and tools including, but not limited to Resource Planning Documents (RPDs), the Corporate Work Plan (CWP), the DELPHI Funds Control Module, and the ATO-F Financial Management System (FMS).

[bookmark: _Toc392670494][bookmark: _Toc392670565][bookmark: _Toc392670650][bookmark: _Toc392671040][bookmark: _Toc392671327]3.4.2	Budget Execution and Tracking 

The Contractor must assist with budget execution and financial management activities to ensure that budget targets are met.

At a minimum, the Contractor must provide the following support in this area:
 
· Maintain automated financial tracking systems for both F&E and O&M budget obligations and expenditures including individual financial transactions. 
· Track and provide summary reports to the FAA on funding allocations, obligations, expenditures, funds remaining, and projected shortfalls/surpluses for each functional area, DOP, and Service Area as applicable.
· Track actual contract costs, review invoices, and prepare payment recommendation documents that map specific invoice charges to the appropriate accounting codes. 
· Track quarterly spend plans, develop estimate to complete (ETC) projections, forecast the required funding profiles, and support the end of Fiscal Year closeout for [identify your organization] programs. 
· Track expenditures by DOP to the level of WBS elements and monitor, track, reconcile, report and provide updates on all funds received and expensed to the level of individual FAA accounting codes.  
· Extract, analyze, and summarize data from DELPHI and vendor invoices as necessary. 
· Reconcile DELPHI payment data relative to the FAA invoice certifications and the original funds transfer memoranda.
· Coordinate and track funding memorandums, procurement requests (PRs) and budget authorizations (BAs) associated with the funding of services provided by the [identify your organization]. 
· Coordinate Military Interdepartmental Procurement Requests (MIPRs) with AJF, ABU, and the ATO-W Controller Office. Coordinate new agreements with stakeholders and submit for OGC review. Work with the Agreement Coordinator and the above organizations for MIPR processing in the FAA Reimbursable Tool.  Ensure that the appropriate line of business (LOB) overhead fees and (General and Administrative) G&A fees are calculated correctly.
· Establish and maintain proficiency with FAA, vendor, and third-party invoicing and financial management tools for tracking program costs and performing analyses to support FAA decision-making.
[bookmark: _Toc392670495][bookmark: _Toc392670566][bookmark: _Toc392670651][bookmark: _Toc392671041][bookmark: _Toc392671328]3.4.3	Investment and Business Case Analyses
 
The Contractor must develop business case analyses and investment analyses to document the financial trade-offs associated with [identify your organization] programs and projects. At a minimum, the Contractor must provide the following support in this area:
 
· Perform cost/benefit analyses and provide assessments of the accuracy, completeness, and reasonableness of such analyses;
· Perform risk analyses to assess the risks associated with costs, benefits, schedule, technical performance, human factors, safety and security; and
· Conduct iterative trade-off analyses among cost, schedule, performance, and benefits used to determine the most advantageous and reasonable solution to a core set of requirements.
[bookmark: _Toc392670496][bookmark: _Toc392670567][bookmark: _Toc392670652][bookmark: _Toc392671042][bookmark: _Toc392671329]3.4.4	Cost Estimating 
The Contractor must develop cost estimates to support budget planning, programmatic decision-making, and other activities as needed. The cost estimates may encompass, but may not necessarily be limited to: program baseline development, budget and life cycle cost estimates, feasibility studies, sensitivity analyses, contract evaluation support, cost performance monitoring and analysis, and special studies such as the development of fee for service models.  

The Contractor must provide cost estimates in support of the [identify your organization] programs as well as other FAA programs that are users of services provided. As requested, the Contractor must provide cost inputs to life cycle cost profiles formatted according to the standard FAA Work Breakdown Structure (WBS). The Contractor must also prepare cost estimates for alternatives analyses and what-if analyses as requested. All cost estimates produced by the Contractor must clearly identify all pertinent assumptions that the estimates are based upon.

[bookmark: _Toc392670497][bookmark: _Toc392670568][bookmark: _Toc392670653][bookmark: _Toc392671043][bookmark: _Toc392671330]3.5	Information Systems Development and Management 

The functional area of Information Systems Development and Management encompasses the full range of the information systems life cycle and applies to tools that facilitate program oversight functions as well as operational support functions for FAA platforms.

[bookmark: _Toc392670498][bookmark: _Toc392670569][bookmark: _Toc392670654][bookmark: _Toc392671044][bookmark: _Toc392671331]3.5.1	Enterprise Management Tools Development and Support 

Enterprise Management Tools are a collection of internally developed information systems used by the [identify your organization] to support the management and oversight of the FAA enterprise. The Contractor is required to maintain existing tools, implement enhancements, and develop new tools as directed. 

The Contractor must perform software engineering tasks for development, evaluation, support, and maintenance of all software and associated documentation for tools.  The Contractor must provide recommended solutions regarding opportunities for systems integration and software development support for automation tools that will align, enhance and improve business processes. At a minimum, the Contractor must provide the following support in this area:

· Apply a structured approach to tool development including: 
· Project Planning
· Requirements Analysis including development of a requirements traceability matrix
· Software Design 
· Coding and Testing
· Software Metrics Collection and Analysis
· Software Quality Assurance
· Configuration and Data Management
· Status Reporting
· Develop policies and procedures to identify, analyze, and track requests for automation tool requirements and process improvements from engineering, operations, and programmatic users.
· Perform analysis and make recommendations for a consolidated central repository of [identify your organization] management information.
· Evaluate and provide recommendations to the FAA regarding new technologies or concepts, such as Business Objects, for inclusion into [identify your organization] tools.
· Develop and maintain processes and informational databases for tracking projects, component configuration or status, assigned personnel, operations affecting issues (such as site and service change requests), and other items as required.
With respect to all tools developed and/or maintained under the contract, the Contractor must comply with the source code and data rights requirements outlined in Section I.

[bookmark: _Toc392670499][bookmark: _Toc392670570][bookmark: _Toc392670655][bookmark: _Toc392671045][bookmark: _Toc392671332]3.5.2	Computer-Aided Engineering Graphics (CAEG) Tool Support
 
The Contractor must provide at a minimum the following types of support related to Computer-Aided Engineering Graphics (CAEG) Tools:
 
· Support the CAEG Program Office in the development and implementation of policy, plans, standards, orders, and guidelines that address the use of the CAEG system as well as local implementation strategies governing new releases of CAEG software, hardware, user interface development and customization and specialized applications.
· Support the testing, evaluation, integration, and installation of various off-the-shelf applications software and various in-house developed CAEG applications software, and software upgrades and improvements thereto.
· Coordinate with all Offices of Primary Interest (OPIs) for the various CAEG applications to offer on-site customer support services in the form of establishing accounts, applications usage, ad-hoc and/or remedial training, troubleshooting, and in the development and/or enhancement and integration of Graphical User Interfaces (GUIs).
· Provide on-site customer support for CAEG tools.
[bookmark: _Toc392670500][bookmark: _Toc392670571][bookmark: _Toc392670656][bookmark: _Toc392671046][bookmark: _Toc392671333]3.5.3	First and Second Level Support 

The Contractor must assist [identify your organization] in the accomplishment of the engineering, requirements planning and validation, program management and operations services.

The Contractor must provide systems and software engineering, and programmatic support for the development of systems and its associated sub systems. The Contractor must assist in generating and implementing consolidated requirements at the end system level. This functional area includes all aspects from development through sustainment. At a minimum, the Contractor must provide the following support in this area:

· Develop System Architectures
· Develop Functional System/Software Specifications
· Develop Software 
· Generate Test Plans, Test Procedures Test Reports, Unit and System Test Conduct
· Generate system/software Concept of Operations documentation
· Generation System/Software User’s Manual
· Perform Software Configuration Management
· Validate and resolve Problem Tracking Reports (PTRs)
· Prepare Software Releases
· Provide System/Software related field support
· Develop Interface Control Documents (ICDs)
· Perform Database Design and Maintenance
· Generate Security-related documentation for Security Certification and Authorization Package (SCAP) purposes.
[bookmark: _Toc392670501][bookmark: _Toc392670572][bookmark: _Toc392670657][bookmark: _Toc392671047][bookmark: _Toc392671334]3.6	Studies, Analyses, and Evaluations 

The Contractor must provide organized, analytical assessments and evaluations of complex issues to improve programs, decision-making, management, and operations of the [identify your organization], its activities, or systems.  At a minimum, the Contractor must support a variety of studies, analyses, and evaluations such as:

· Conduct studies, reviews, evaluations, and recommendations on subjects of highly specialized areas of concern.
· Provide third-party evaluations to enhance FAA understanding or develop alternate positions and/or solutions to various issues/problems.
· Make recommendations on organizational policy/directives.  
· Assess new policies and their effects on current programs, procedures and operations.
· Provide recommendations on emerging technologies and their application to enhance mission performance.


[bookmark: _Toc392670001][bookmark: _Toc392670111][bookmark: _Toc392670502][bookmark: _Toc392670573][bookmark: _Toc392670658][bookmark: _Toc392671048][bookmark: _Toc392671335]4.0	Contract Execution 
[bookmark: _Toc392670503][bookmark: _Toc392670574][bookmark: _Toc392670659][bookmark: _Toc392671049][bookmark: _Toc392671336]4.1	Program Management Office 

The Contractor must establish a Program Management Office at their own premises to support and manage the delivery of services throughout the life of the contract.  The Contractor must ensure that sufficient resources are available to provide the services required by the FAA.  To ensure compliance with all requirements of the contract, the Contractor is responsible for the management and control of all personnel assigned to the contract including subcontractors/team members to ensure compliance with all requirements of this contract.  

The Contractor must ensure that [identify your organization] management has clear, timely, and effective access to levels of management within the Contractor organization that have authority to ensure that sufficient and timely resources are available and timely attention is given to the resolution of any issues that may arise.  The Contractor must coordinate with the FAA on the plans and schedule to resolve programmatic or contractual issues.  In the course of resolving issues, the Contractor must adhere to the schedule agreed upon by FAA and must advise the FAA on the status of the issue resolution.

To facilitate communication and coordination, the Contractor must provide a Program Manager and a designated lead for each task order to interface with the FAA.  The Contractor’s Program Manager, the task order leads, or designated alternates must be available for consultation with the Government on weekdays from 8:00am to 6:00pm in the Eastern Time zone (except for Federal holidays).

[bookmark: _Toc392670504][bookmark: _Toc392670575][bookmark: _Toc392670660][bookmark: _Toc392671050][bookmark: _Toc392671337]4.2	Task Order Management 

Task order management is a mandatory element for all task orders placed under this contract.  The Contractor must provide the appropriate program management and project control necessary to manage the issued task orders, so that task order cost, schedule and quality requirements are continually tracked, status is appropriately communicated to the FAA, and the task order is performed successfully.
[bookmark: _Toc392670505][bookmark: _Toc392670576][bookmark: _Toc392670661][bookmark: _Toc392671051][bookmark: _Toc392671338]4.3	Locations of FAA Organizations and Programs Supported 

The primary location of the FAA organizations and programs supported by the Contractor will be FAA Headquarters facilities in Washington, DC. In addition, the Contractor may be required to provide temporarily or permanently stationed support personnel at FAA facilities in Oklahoma City, Oklahoma; Atlantic City, New Jersey; and other locations as may be designated by the FAA. At all of these locations, the contractor support personnel may be located on-site at the Government facility or off-site at a Contractor-provided facility. Workspace may not be available within Government facilities for support contractor personnel, so the Contractor must be able to provide the workspace for contract personnel unless advised otherwise.
[bookmark: _Toc392670506][bookmark: _Toc392670577][bookmark: _Toc392670662][bookmark: _Toc392671052][bookmark: _Toc392671339]4.4	Meeting Attendance 

With a minimum notice of one prior workday, the Contractor must be available to attend and participate in meetings at the [identify your organization] and other FAA offices at the locations listed in paragraph C.4.3. The travel reimbursement restrictions outlined in Section B.6 apply to meeting attendance based upon the permanent duty station of the Contractor personnel attending the meeting.
[bookmark: _Toc392670507][bookmark: _Toc392670578][bookmark: _Toc392670663][bookmark: _Toc392671053][bookmark: _Toc392671340]4.5	Contract and Task Order Status Reporting 

To ensure the FAA’s awareness of all activities and progress, the Contractor must report the status of the contract and all issued task orders in a Contract Status Report. The Contractor must also conduct semi-annual Program Management Reviews (PMRs). As requested, the Contractor must conduct and/or attend Technical Interchange Meetings related to the performance of the contract and issued task orders. The Contractor must prepare an agenda and subsequently publish minutes for all meetings, conferences, and comparable forums that they conduct.
[bookmark: _Toc392670508][bookmark: _Toc392670579][bookmark: _Toc392670664][bookmark: _Toc392671054][bookmark: _Toc392671341]4.6	Administrative Support 

The Contractor must provide support for correspondence preparation, file maintenance, creating and producing documentation and presentation materials, technical editing, graphic services, and document assembly and binding.

The Contractor must assist in the development and preparation of briefing packages, brochures, hand-outs and other information materials in various mediums.  The Contractor must provide and/or conduct briefings or briefing material on any project information.  

As requested, the Contractor must plan and schedule conferences and meetings including the administration of background and support material, arranging facilities and coordinating accommodations, providing organization and administrative/clerical support and post-meeting activities. 

The Contractor must organize, prepare, and execute displays and exhibits for technical conferences and must make project briefings as required.  

The Contractor must take minutes of all project meetings attended.  The minutes must include: (1) the date and purpose of the meeting; (2) the names, positions, organizations, phone numbers, and e-mail addresses of all persons attending meetings; and (3) a description of action items assigned, actionees, and due dates for the completion of the action items. All minutes of meetings must be reviewed and approved by the FAA. The Contractor must incorporate all FAA comments into minutes and forward the minutes to the FAA for distribution.  The Contractor must not distribute meeting minutes unless directed in writing by the FAA. The Contractor's participation in meetings must first be approved by the FAA prior to attendance.

The Contractor must maintain internally and externally developed documents and briefing materials submitted to the FAA in the execution of [identify your organization] programs. These files must be organized; indexed by title, source, and date; and electronically accessible [identify your organization] staff through a secure website.
[bookmark: _Toc392670509][bookmark: _Toc392670580][bookmark: _Toc392670665][bookmark: _Toc392671055][bookmark: _Toc392671342]4.7	Contract Phase-out 

The Contractor must support the transition of the services provided under the contract when it reaches the end of its performance period. The Contractor must support the orderly change to a new contractor or Government-provided services such that the level and quality of service, including security, are not degraded, and to exercise its best efforts and cooperate to effect an orderly and efficient transition to a successor.

Upon the Contracting Officer’s written notice, the Contractor must:

· Furnish phase-out services for up to 90 days after contract expiration or contract termination.  The unit price of services provided during the phase-in/phase-out period must not exceed the prices in effect under the contract on the date of contract expiration, contract termination, contract discontinuance, or relocation of service.
· Coordinate a plan with the successor(s) for determining the nature and extent of phase-out services required.
