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[bookmark: _Toc393100521]Introduction and Overview 

This statement of work has been issued under contract Broad Information Technology Services (BITS), DTFA01-98-C-00061.  Section 1, Introduction, provides a brief background for the project under which this SOW has been issued, the scope of the effort, and specific objectives to be achieved; Section 2, References, provides a list of the most significant reference items relevant to the project; Section 3, Requirements, is the heart of the SOW, defining precisely what is needed in terms of tasks to be performed and deliverables to be produced; Section 4, Progress/Compliance, lays out the reporting requirements for the project, Section 5,Transmittal/Delivery/ Accessibility, provides specific instructions for transmittal of deliverables to the Government, Section 6, Notes, This section is not needed.
[bookmark: _Toc393100522]Background 

The [Program Office name] is responsible for centralized management and is the single accountable office for the planning, integration, coordination, and implementation of various components.  The [Program Name] Director is responsible for establishing the necessary infrastructure to ensure timely and efficient program execution.
[bookmark: _Toc393100523]Scope of Work 

Contractor resources are required to support the [program office name] organization in development, transition, and implementation activities.  The contractor is directed to provide program management,  program/financial  management, independent cost analysis, information management, and administrative/graphics support services to [program office name] in the areas of resource management, business management, communications, operations and integration, and management analysis.
[bookmark: _Toc393100524]Objectives 

This SOW must achieve the following specific objectives:

· Program Management Support
· Project/Financial Management
· Management Analysis
· Administrative/Office Management Support
· Graphics and Media Support


[bookmark: _Toc393100525]References 

All applicable acquisition policy/guidance and related FAA Orders are intended to be used.  The contractor must research and employ appropriate acquisition policy/guidance and related FAA Orders, where necessary, under the guidance of the TOR.
[bookmark: _Toc393100526]Requirements 

This section defines requirements in terms of tasks to be performed, the end results/deliverables they must produce, and the schedule of key dates. Important compliance requirements are included with the task descriptions and deliverables.
[bookmark: _Toc393100527]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, and meet the Government's expectations.  The tasks can be done by phases or task sequence (sub-tasks).
The contractor must conduct the following tasks:

a) Program Management Support

The [program name] has a need for overall program management support, analyses and planning in order to operate efficiently.  Program management support will include analyses and recommendations pertaining to the overall organizational effectiveness of the [program name]; assistance with the integration of the horizontal and vertical functions of the [program name]; and participation in meetings, conferences and forums to promote stakeholder and other external relations.  The contractor must perform these functions and others as required for overall program management support.

Additionally, the contractor must provide program management analyses for efficient operations.  This will include those analyses and studies necessary to resolve day to day problems and issues in [program name] transition and development.  The contractor must also develop strategies and enabling techniques for quick application of new technology and procedures.

The contractor must also develop and coordinate standard operating procedures for [program name].

b) Project/Financial  Management

To assist in the efficient operation of [program name], project and financial management is needed to plan, track, and analyze budgetary and other financial issues.  Part of this task includes the review, analysis and management of the Capital Investment Process.  Management of travel expenditures and authorizations is a part of this requirement.

In the planning phases of project and financial management, the contractor must prepare budget and financial plans for [program name].  This will include justification for operations & maintenance (O&M), facilities & equipment (F&E), and research & development (RE&D) funding.  In addition, the contractor must assist in interpreting budget and financial guidance received in order to prepare project plans from this guidance.

The contractor must also maintain and track financial records and files.  As a part of this task, the contractor must develop and maintain a financial database for [program name] which will include a financial baseline tracking system for projects.  The contractor must track commitments, obligations, and expenditures and prepare periodic summary reports for management review and analysis.  The contractor must also collect, review, comment and track all financial documents including congressional and other agency products.  In addition, the contractor must prepare procurement requests using the latest FAA automation system.

The contractor must assist in the review of available project performance data to evaluate program effectiveness and provide recommendations on financial decisions.  Further, the contractor must prepare, interpret, and reconcile financial statements and programs such as DAFIS, FMS, CIP, RE&D, and OPS accounts.  Approved and accepted budget estimating techniques will be applied to changing requirements and situations.

c) Management Analysis

The [program name] Managers and Specialists require support to conduct program analysis, special studies and other projects and activities assigned to each specific office.  The contractor must provide this and other support as required by each project office.  The contractor must conduct research on specific issues and problem areas requiring quick responses and inputs from multiple internal and external sources.  Further, the contractor must collect, assemble, organize, prepare and present such deliverables as issue papers, budget items, alert bulletins, special reports, briefing packages and other documentation as required.  A congressional correspondence reference file must be maintained.

Other activities in this task area include personnel, facility and travel management support.  The contractor must conduct an inventory of [program name] property, maintain property and supply records and manage an office security program.  The contractor must also assist in performing personnel and training actions.  This must include records maintenance and Model Work Environment activities.
 
d) Administrative/Office Management Support

The [program name] requires on-site administrative assistance in processing routine and high priority, including executive level, correspondence.  The contractor must provide quality personnel to meet this task.  The personnel must have the ability to operate office automation, reproduction, facsimile and other equipment.  Knowledge of current office and network system applications must be maintained.

As a part of this administrative support, the contractor must track suspense actions, perform quality control, and maintain centralized office files to include a technical library for the [program name].  As needed by the [program name], the contractor must also prepare reports, presentations, and special documentation.  The contractor must coordinate inter- and intra- office activities and functions which must include travel plans and arrangements, meetings, and calendars.

e) Graphics and Media Support Specialist

The [program name] offices require the provision of graphics support services which includes the design and preparation of briefings and special presentations.  The contractor must prepare customized special graphics, reports, charts, brochures, posters, displays, pamphlets, and media to enhance communications effectiveness.  The contractor must maintain files and a database of graphics information for reference, retrieval and merging into new documentation.

The contractor must also operate automated and manual graphics equipment at meetings and conferences.  Support materials and briefing books will be prepared as required.

The graphics support personnel must coordinate their requirements with the information management personnel to ensure adequate equipment and tools.  This will also provide currency and system maintenance.
[bookmark: _Toc393100528]End Results/Deliverables 

This section describes the products and tangible end results that are expected from each task contained in the previous section, including when applicable the use to be made of the deliverable.
[bookmark: _Toc393100529]List of Deliverables by Task 

The following table provides a complete listing of the required deliverables by task.  The table includes, Task No. and Name, End Result/Deliverable, Tool for creating it, Acceptance Criteria, and Intended Use, when applicable.

[Edit the following table when the SOW has been downloaded to MS-Word]





	
Deliverable
	Quantity
	Due Date

	

Monthly Progress Report
	Original plus 1
	10 working days after close of month

	


Events  Calendar
	Soft copies as required
	One month after close of calendar year each year

	
Property Inventory
	Original 
	As required

	LAN Management Plan Oversight
	Original and on-line copy
	As required

	Standard Operating Procedures


	Original; on line and soft copies as required
	Annual documentation as needed.  Initial SOPs due one month after contract start.

	Financial Management Plan
	
Original; soft copies as needed
	Due three to four months after contract start and updated as information is received

	


Financial Baseline Tracking System
	Soft copy; on line as required
	If required, initial system plan due one month after contract award; system due 6 months after contract start



[bookmark: _Toc393100530]Schedules/Milestones 

The contractor must maintain a single project schedule in a recent version of Microsoft Project for Windows from which various projects reports must be produced.  
[bookmark: _Toc393100531]Who Does What When Report 

The "Who does what when" report must be provided by the contractor with the initial submission, and again following negotiations. This report will be used by the Government to assess the adequacy of the resources proposed by the contractor to accomplish the SOW.
[bookmark: _Toc393100532]Other Considerations 

In addition to the above deliverables, the contractor must provide the necessary data to support the analyses provided as part of each task. In addition, the contractor must develop and prepare executive level data and briefings, documentation for program and budget reviews, and documentation for agency and congressional review.
[bookmark: _Toc393100533]Progress/Compliance 

The Government requires the following from contractors in order to monitor progress and ensure compliance:

· Weekly Status Report	
· Weekly Meetings (If necessary to monitor progress)
· Monthly Progress Report
· Project Management Team (PMT) Meetings
· Quarterly Program Reviews 
· Outlines and Drafts 
[bookmark: _Toc393100534]Transmittal/Delivery/Accessibility 

The contractor must provide hard copies of each deliverable and one electronic version, either on a 3.5 inch floppy disk, an e-mail attachment under cc: Mail as indicated in the deliverables table above. 
[bookmark: _Toc393100535]Notes 

N/A
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