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Technical, Management, and Admin Support

Warning: 
The Statement of Work (SOW) paragraphs, Contract Data Requirements List (CDRL) items, and Data Item Descriptions (DIDs) identified for your type of acquisition are recommendations only. You are expected to modify or add SOW paragraphs, CDRLs, or DIDs to address the specific requirements of your program.
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[bookmark: _Toc393446475]Introduction 
This effort requires a Support Services Contractor to provide technical and management support to the FAA <insert IPT name> Integrated Product Team.  

<add any other pertinent data>


[bookmark: _Toc393446476]Scope 
The contractor must provide quality technical, engineering, analytical, planning, and administrative support to the [insert IPT name] IPT mission.  The contractor must furnish and make available all personnel, supplies, equipment, materials, data, facilities, and services necessary to assist the [insert IPT name] IPT in accomplishing its mission.  As directed by the FAA, the contractor may also be required to interface with system integration contractors, equipment manufacturers, airport personnel, and various FAA and U.S. Government organizations.


[bookmark: _Toc393446477]Requirements 
The contractor must provide all of the necessary technical engineering, operations research, business, and administrative support such as: planning, organizing, managing, coordinating, and tracking (e.g., report management, cost/schedule/performance measurement, risk management, component procurement management, system engineering management, resource management, data management) required to perform all of the activities successfully as required in accordance with this SOW.

[bookmark: _Toc393446478]Technical Support Tasks 
A.  The Contractor must provide system engineering, operations research, and design support to assist with engineering and operational analyses of requirements, testing, integration, and logistics for various FAA systems.  This must include the development of impact statements relating to technical feasibility, cost and schedule considerations, along with supporting documentation associated with those functions.

B.  The Contractor must evaluate site assessment, site surveys, site coordination, installation and maintenance of the [insert name] equipment, operational analyses, and other implementation activities.

C.  The Contractor must evaluate, review, and finalize the detailed design and installation plans for the integration of [insert name] equipment at various airport sites.  This must include analyses of drawings of equipment layouts; installation and integration design details and calculations; and evaluation of manual or computer analysis for equipment locations.  Modeling analysis must also be conducted using operations analyses tools.

D.  The Contractor must identify and coordinate site specific problems related to installation and integration of Government Furnished Equipment (GFE) by the System Integration (SI) Contractors on various aspects including permits, approvals, and authorizations with the SI Contractors, GFE vendors, airport and airlines as directed by FAA.

E.  The Contractor must provide testing support and coordination of all equipment installation and integration testing and checkout activities of SI and GFE vendors.  The testing support activities must include the review of system and acceptance test plans, procedures, schedules and results reports, and in all test data collection and management activities.

F.  The Contractor must provide training and maintenance support activities including coordination of all training and maintenance conducted by GFE equipment vendors and SI Contractors at various airport sites as directed by FAA.

G.  The Contractor must develop and maintain a data management index and data library of documents used to plan, design, and manage the project by the SI Contractors and GFE vendors.  This must include site plans, drawings, site surveys and assessment, test reports, data collection and maintenance logs, and training records.  In addition, the Contractor must develop a database that tracks all schedules, plans, costs, and deliverables of the SEI Contractors and GFE vendors.  The database must consolidate all real-time data from different schedules, plans, costs, and deliverables into one summary report on a quarterly basis.

H.  The Contractor must review all project technical documents such as site survey reports, equipment installation and integration drawings, test plans, schedules, procedures and acceptance test reports, equipment training and maintenance records, equipment performance and operation data collection, and management.

I.  The Contractor must perform operational research and modeling analysis as determined by the FAA.

J.  The Contractor must perform technical analysis of complex [insert description] requirements and develop specifications as required by the [insert IPT name] IPT.

K.  The Contractor must review and evaluate technical and cost proposals and provide comprehensive analysis and recommendations as to the accuracy and technical soundness of the proposals.

L.  The Contractor must develop SOW, delivery orders, task orders, and support FAA in developing cost estimates.

M.  The Contractor must perform LAN support and administration functions.  The Contractor must provide assistance to FAA personnel in computer hardware/software problem resolution.

[bookmark: _Toc393446479]Managerial Support Tasks 
A.  The Contractor must support the [insert IPT name] IPT with preparation and approval of system acquisition documentation required by the FAA Acquisition Management System (AMS) as well as other required documentation to support the acquisition and installation of [insert description(s)].

B.  The Contractor must support the [insert IPT name] IPT with all elements of the FAA program review and approval process.

C.  The Contractor must provide financial management support including the development and maintenance of budgetary documentation during the FAA budgeting process; and in financial tracking, status support, and budget execution.  The Contractor must update and maintain the obligation planning and reporting databases and provide financial management status update information on an as needed basis.

D.  The Contractor must develop and maintain appropriate management, scheduling, and tracking systems in formulating and maintaining [insert IPT name] IPT project schedules and databases.

F.  The Contractor must perform configuration management to evaluate proposed changes/upgrades (hardware and software) to ensure they reflect improvements and are consistent with the directions of the [insert IPT name] IPT.  All changes must be fully coordinated with the [insert IPT name] IPT and comply with the agency security regulation and appropriately documented.  The Contractor must coordinate these efforts with other FAA contractors.

G. The contractor must provide project material experience to assist the FAA in tracking and identifying the Government furnished equipment by serial number and location at various airports.

[bookmark: _Toc393446480]Administrative Support  
A.  The Contractor must develop and prepare briefing packages, brochures, hand-outs and other information materials in various mediums.  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.

B.  The Contractor must organize, prepare and execute [insert IPT name] IPT displays and exhibits for technical conferences and must make project briefings as required.  The Contractor must provide and/or conduct briefings or briefing material on any project information.  The Contractor must take minutes of all project meetings attended.  The contractor must include in the minutes the names of attendees/positions, organizations, phone numbers, and addresses of all persons attending meetings.  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 attendance on all meetings must first be approved by the FAA prior to attendance.

C.  The contractor must perform the [insert IPT name] IPT routine office administration as directed.

D.  The Contractor must arrange and facilitate meetings as directed by the FAA.

[bookmark: _Toc393446481]Other Direct Costs 
[bookmark: _Toc393446482]Facilities 
The Contractor must maintain an office within a 25 mile radius of the location of the [insert system name] IPT for the use of their personnel providing services under the contract.  The contractor must be operational at the facility no later than 10 days after contract award.  The Contractor must provide appropriate facilities for IPT quarterly meetings to accommodate not less than 25 persons.  The facility must include usage of a telephone for teleconferencing, cc:mail, and availability of photocopying and normal support equipment and services.

The services required hereunder must be performed at the contractor office location, except for occasional travel authorized by the FAA.  However, the IPT may designate some of the contractor employees to be housed on site with the [insert IPT name] IPT.  

[bookmark: _Toc393446483]Travel 
The Contractor must travel, as tasked, to support the program.  The Contractor must travel to provide on-site personnel as needed at work locations.  Work locations will primarily be at various airport and other locations throughout the United States.  The FAA Technical Officer must approve all travel in advance of its occurrence.  The Contractor must not be reimbursed for any unauthorized travel.

The Government will reimburse the contractor for travel and per diem costs incurred only in the performance of this contract.  Reimbursement will be at cost only and in accordance with Joint Travel Regulations of the Federal Government.  The Government will not reimburse the contractor for travel costs incurred in the replacement of personnel when such replacement is accomplished for the contractors or employees convenience.  (See Section H for detailed guidance regarding travel).

[bookmark: _Toc393446484]Electronic Communications 
The Contractor must assure an electronic means for communicating with FAA personnel.  The Contractor must ensure that the communications are compatible with the FAA's electronic mail system that is currently [insert appropriate description].  The Contractor must also ensure that the Contractor's electronic mail has the capability to receive and retrieve attachments.

[bookmark: _Toc393446485]Miscellaneous 
The contractor may incur cost for incidental nonrecurring items such printing, special supplies, etc., with the prior approval of the COTR.



[bookmark: _Toc393446486]Program Management 
The contractor must efficiently and effectively manage the performance under this contract to ensure all the necessary technical, business, and administrative planning; organizing; managing; coordinating; and tracking (e.g., cost, schedule, deliverables), performance management, risk management, component procurement management, system engineering management, resource management, data management, and subcontract management required to perform all the activities successfully as required in the SOW.  The project manager is the primary point of contact for work to be performed under the resultant contract.  The program manager must keep the IPT informed of any potential problems and make recommendations for solutions. 

The Contractor must ensure that assignments are completed in a thorough and timely manner and prepare written documentation of accomplishments.  The FAA requirements in performing this contract demand that the Contractor's engineering, technical, analytical, and administrative support and the level of expertise, experience, and demonstrated performance of contractor personnel providing the services must be at the highest level of providing quality support.

The Contractor must provide sufficient personnel, both in number and qualification to perform work described herein.

The Contractor must provide sufficient oversight and supervision of the contract in order to ensure all employees are functioning within their designated labor categories and at acceptable levels of performance, and are performing their designated assignments in a timely manner and that all reporting requirements are honored.  The Contractor must provide a quality assurance system to ensure the Government receives quality services as specified in the contract.

 CDRL    A001 	 Program Management Plan  

[bookmark: _Toc393446487]Documentation 

[bookmark: _Toc393446488]General Requirements 
The Contractor must coordinate with the [insert IPT name] IPT on all reports, letters, memoranda, project documentation, minutes of meetings, monthly reports, telephone conversation reports, trip reports and other written material.  All documents must coordinate through the COTR or designee prior to distribution.  Further, all documents that will be distributed outside the FAA must be reviewed for sensitive and/or classified information in accordance with the Form DD-254 issued under this contract prior to any distribution of draft or final versions of those documents.

[bookmark: _Toc393446489]Document Review 
The Contractor must provide support to the FAA in the writing and/or reviewing of FAA program documentation.  All documents prepared by the contractor must be on the behalf of the FAA and the contractor may not independently publish or distribute any document without prior written permission from the FAA.  The contractor must review and provide written comments on the technical accuracy and completeness of each document. No documents, reports, information, etc., may be released to the public or provided to any party other than the FAA and it's contractors without Security Sensitive Information and classification review in accordance with the Form DD-254 and written approval of the FAA.

[bookmark: _Toc393446490]Reporting Requirements 
The Contractor must provide a monthly status report to the COTR and the Contracting Officer in letter format.  The report must describe the work accomplished during the reporting period, discuss problems encountered and corrective action taken, pending issues and work planned for the next period.  In particular, the report must address the extent to which any problems or circumstances will cause conflicts with the [insert IPT name] IPT program schedules.

The Contractor must provide a monthly detailed breakdown of funds expended during the reporting period, including a breakdown of labor hours utilized by the contractor and any subcontractor, associated labor costs, material costs and other direct costs incurred.

The Contractor must deliver each monthly report no later than the fifth working day of the month following the reporting period.

The Contractor must deliver a quarterly report which consolidates and summarizes the most current schedules, cost, delivery, and installation information available from the various systems engineering and integration contractors and equipment vendors employed by the [insert IPT name] IPT.

 CDRL    A002 	 Monthly Status Report  


[bookmark: _Toc393446491]Acronyms 

AMS	Acquisition Management System
COTR	Contracting Officer's Technical Representative
FAA	Federal Aviation Administration
GFE					Government Furnished Equipment
IPT	Integrated Product Team
LAN    	Local Area Network
SI       	System Integrator
SOW    	Statement of Work
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