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Graphics and Multimedia Services

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: _Toc393186732]Introduction and Overview 
The Federal Aviation Administration (FAA) operates and maintains the most complex air traffic control system in the world. More than half of the world’s air traffic is managed by the FAA.  We conduct research to improve aviation safety and efficiency and provide grants to improve almost 3, 400 eligible public use airports in the United States.  FAA also regulates commercial space launch activities to ensure public safety.   

(Identify your Office mission).

The contractor will assist (Identify your Office) in carrying out its responsibilities for graphics services, including graphic design and layout for brochures, posters and other materials, exhibit design, brochures,  photography, high volume copying and printing and similar services.


[bookmark: _Toc393186733]Scope of Work 
The Contractor must provide support to the (Identify your Office) in achieving its responsibilities for providing high quality graphic design, photography, visual materials and related services in support of the Agency’s internal and external programs.


[bookmark: _Toc393186734]Objectives 
This statement of work must achieve the following specific objectives:

a) Graphics and multimedia services, to include but not limited to graphics design, photography, exhibit design, production and printing, video/media production and FAA brand compliance

b) Project management, oversight and reporting

c) Special Projects


[bookmark: _Toc393186735]Period of Performance 
(Identify the contract’s period of performance to include the options if required).


[bookmark: _Toc393186736]References 
a) FAA Brand Identity Program, Order 1700.6C
b) DOT and FAA Graphic Standards 
c) Government Printing Office Requirements
d) Web Management Order, Order 1370.93
e) Office of Communications, Order 1100.39 and http://www.faa.gov/about/office_org/headquarters_offices/aoc/
[bookmark: _Toc393186737]Requirements 
This section describes the requirements in terms of tasks to be performed, the end results/deliverables to be achieved and schedule of key dates.

[bookmark: _Toc393186738]Tasks 
The tasks to be performed under this contract are described below in several categories.  The Contractor must be cognizant of all these task dimensions in order to perform them completely, correctly, within established timeframes and meet the FAA’s expectations.

The Contractor must perform all necessary non-personal services to support the Office of Communications in developing and delivering graphics, multimedia, copying, production, exhibits, photography and related multimedia support services.  The contractor must interact with FAA federal employees and FAA contractor personnel on a daily basis to meet the quick turnaround, fast paced requirements of the FAA.  

Work must be performed on-site at (Identify your Office) Monday through Friday, except on Federal Holidays.  The work hours of individual contractor employees must be staggered to provide services from 8:00 am to 6:00pm, while not exceeding a standard 8 hour work day.  Work outside of these core hours and/or at other locations must be approved in advance by the FAA.
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Commercial Art and Graphic Design Services create high quality, original designs for Agency print and electronic materials, such as brochures, posters, reports, and other media that comply with FAA brand identity program.  Types of services include:

a) Developing conceptual design and layouts 
b) Creating sketches, drawings, publications designs and typographic layouts
c) Furnishing custom or stock artwork, including electronic artwork
d) Preparing materials for production and producing documents 
e) Finishing work such as assembling documents, binders; dry mounting, mat cutting; and, trimming and folding.

Photography services include on-site photographer for coverage at agency events and ceremonies, official photographs of FAA officials and employees, and providing photographs for use in agency publications and other materials. Types of services include:

a) Black and white, color photography
b) Digital photography 
c) Still photographs
d) Studio and field photography
e) Photo editing, high resolution scans and related services.
f) Produce, categorize and store photos in easy to find and retrieve format.

Exhibit Design to provide graphic designs to support and promote FAA programs and activities in various venues, including FAA Headquarters, facilities, conferences, trade shows, airports, and other public venues.  Types of services include:

a) Conceptualizing, designing, and producing exhibits and their accompanying materials
b) Advising and assisting proper installation of exhibits
c) Preview set-up and dismantling of exhibit property
d) Shipping exhibit property for and from designated sites.

Production and Printing to produce and/or coordinate the production of FAA documents in the most cost effective manner while assuring high quality documents deliver on time and at a reasonable cost, either on on-site or through the FAA Graphics Office in Mike Monroney Aeronautical Center (MMAC) or the Department of Transportation Graphics Department.

Oversee the review and approval of all materials for compliance with FAA brand identity program requirements, coordinate with MMAC and DOT to estimate, produce and distribute all jobs.   Oversee the on-site production of jobs using equipment in the Headquarters facility, including print and media duplication, trimming, collating, binding and assembly tasks for low volume and/or rapid turn-around jobs and ensure jobs are delivered on time, within budget and comply with FAA graphic, branding and production standards.

Video/Film Production- videotape and film production services in various outputs, such as industry stand formats, CD-ROM, DVD and video streaming development; and filming in studios, on location, live shows or events.  Types of services may include:
a) Writing
b) Directing and shooting 
c) Arranging for talent/animation
d) Narration
e) Music and sound effects
f) Duplication
g) Video scoring
h) Editing
i) Interactive CDs/DVDs and video for display on desktops, plasma screens and monitors, and kiosks.

Branding contractor must ensure all products and materials follow the agency’s brand identity guidelines and standards.  In addition, contractor must review FAA products and materials created by other FAA organizations for compliance with FAA branding.  Once products meet branding requirements, the Contractor must assign branding numbers to products to reflect that the materials have been reviewed and approved.
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Establish and maintain processes and procedures to track all requests for services and deliver requested products on time.  Maintain physical and electronic copies of all requests from inception to completion.  Establish and maintain positive working relationships with FAA customers, while enforcing FAA branding and graphics standards.  Solicit and survey customer satisfaction with graphics services and products.  Develop and update portfolios of services for review by Office of Communications and FAA customers. Resolve issues promptly.  Develop and report on performance metrics monthly and more often as requested by FAA Office of Communications.  Ensure adequate supply of materials on hand to accomplish projects without delay.

The contractor must be proficient in industry standard hardware and software for all products and materials produced for the FAA.  This includes but is not limited to, include but not limited to Macintosh and PC based applications/hardware, high-end digital photography, sound and copying/reproducing equipment, and Abode Creative Suite (Photoshop, InDesign, Flash, Illustrator, and After Effects).

[bookmark: _Toc393186741]Special Projects 
Coordinate the successful execution of special projects and services on an as needed basis.  These services will be requested under discreet Task Orders, within the scope of services described in this statement of work.  Each task will be separately negotiated for scope, deliverables, schedule and cost.  The Contractor must respond to each request for Special Projects support within 5 business days.

[bookmark: _Toc393186742]End Results/Deliverables 
The contractor must deliver products and other materials on time or ahead of schedule that are of high quality, meet agency requirements for a consistent uniform visual image, meet branding and other policies and standards.  Due dates for products are based on request for services form provided by the customer and agreed to based existing workload and priorities at the time the request is received.

The contractor must meet weekly and more often as needed for guidance on specific materials or services; and provide monthly performance reports and work samples.  

	Product/Deliverables
	Due Date

	Graphics and Multimedia Services
	Ongoing - based on individual requests for service.

	Project management, oversight and reporting
	Ongoing - based on individual requests for service.

	Monthly progress reports
	Weekly status meetings.

	Special Projects
	Specific task orders to be developed to define deliverable, due dates and cost.
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The contractor must be available for travel, as requested by the FAA COTR.  The Contractor must be reimbursed for travel on the basis of actual costs incurred subject to the Federal Travel Regulations.
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