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ISO Registration

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: _Toc393098708]1.0	Background 

International Organization for Standardization (ISO), an internationally recognized business practice, was designed to provide methods for organizations to achieve and demonstrate compliance with international standards.  The aviation industry has already made significant in-roads into establishing the ISO business model.  Industry changes necessitate that [organization] restructure its organization into an international standards compliant organization that will be able to continue to effectively provide [mission of organization].  It is incumbent upon [organization] to manage the changes currently being undertaken and at the same time to educate the [organization]'s workforce in the areas of [functional discipline(s)].  The most effective means to achieve this goal is for [organization] to complete the ISO [XXXX:XXXX] Registration process.  This Registration is critical to [organization] being able to make its performance goals in support of the overall Agency's goals.

[bookmark: _Toc393098709]2.0	Purpose 

This effort requires project manager/registered lead auditor (PM/RLA) and an assist lead auditor services with appropriate ISO [XXXX:XXXX] expertise, experience and technical qualifications to support [organization]'s successful effort in obtaining ISO registration.  Due to the size and complexity of the [organization], [Program Office] requires additional support for assisting the rest of the [organization] regional and [other organization(s)] Offices in completing the process.

[bookmark: _Toc393098710]3.0	Scope 
[bookmark: _Toc393098711]3.1	Contractor Qualifications 

The PM/RLA must have, as a minimum, [x] years of experience in [functional discipline(s)].  Experience must include a practical and theoretical understanding of [functional discipline(s)] with a minimum of [x] years’ experience in creating ISO XXXX based [functional discipline(s)]systems.  The PM/RLA must have an intimate knowledge of developing [functional discipline(s)] systems and international standards (i.e., ISO XXXX:XXXX, ASXXXX), having assisted a minimum of [x] organizations through the ISO registration process including other FAA offices.  The PM/RLA will also need to have held national/international certifications as Lead Auditor for a minimum of [x] years, to ensure the quality of leader auditor training, and a knowledge level to assist [organization] in becoming ISO XXXX:XXXX registered.  The company must have at least [x] years’ experience managing lead auditors and developing [functional discipline(s)] systems.


The PM/RLA must have knowledge of the various regulations and standards. 
 
[List regulations and standards here]
 
The PM/RLA must have a working relationship with [list here].

One PM/RLA (certified by RAB or IRCA) will need to work directly with [organization] to perform the services required by this contract with at least a second part time auditor to assist with audit and technical activities.  

The part time auditor(s) will also be required to have successfully completed and accredited lead auditor course, have at least [x] years of experience implementing the ISO XXX series standards in an organization, at least [x] years of experience in the field of [functional discipline(s)] programs.  Should be recognized as a RAB or IRCA provisional auditor or lead auditor and be able to provide training. The part time auditor must be able to work independently under the direction of either the COTR or the PM/RLA. 

The PM/RLA will serve in a full-time capacity on this contract, and will be considered Key Personnel.  The Point of Contact at the FAA [facility] will be the COTR.

[bookmark: _Toc393098712]3.2	Training and Advisory Services 
[bookmark: _Toc393098713]3.2.1	Lead Auditor Training Program 

Conduct a total of [x] Lead Auditor Training Programs for no more than [x] students per course.  This course must be conducted during the performance period of this contract with at least [x] course(s) to be given with in [x] months of the award.  
	
The Lead Auditor course is to be accredited by the Registration Accreditation Board (RAB) or equivalent.  The course provided must meet the training requirements for each delegate to apply under the RAB [functional discipline] Auditor Certification Program.

[bookmark: _Toc393098714]3.2.2	Adhoc Instructional Sessions 

Conduct various sessions on implementing a [functional discipline] system, expanding on the use of documentation provided by the customer as needed to support this effect. When needed, conduct sessions that can be recognized by International Auditor and Training Certification Association (IATCA) 

[bookmark: _Toc393098715]3.2.3	Training and Session Materials 

Training materials developed under this contract are the property of the government.  In addition the government may use and retain all materials developed. 
	
Training materials developed during the period of this contract on behalf of the [organization] are the property of the Federal Aviation Administration.

[bookmark: _Toc393098716]3.3	Advisory Services 

[bookmark: _Toc393098717]3.3.1	Document Review 

Formally evaluate all documents submitted for review.  The purpose of this review is to determine, document and report:
	
· Compliance against the ISO XXXX-XXXX requirements
· Consistency with other organizational documents
· Other issues that may impact registration
	
The report will be transmitted to the COTR and to the organization originally submitting the document.

[bookmark: _Toc393098718]3.3.2	Audit Activities 

Provide professional advice and participate in internal audit activities with qualified [organization] personnel to perform the audit activities. 
	
In support of the internal audit program, the contractor will perform the following:

· Provide professional advice to the assigned teams performing the audit
· Provide a detailed audit schedule (i.e., dates, events, times, locations, team members) no later than [x] Business days prior to each scheduled audit
· Hold an opening meeting to outline the audit expectations 
· Debrief management of the area audited at the end of each audit day or as agreed to
· Hold a closing meeting at the conclusion of each audit to recap the debriefings and to advise on the overall audit output
· Provide professional advice to the preparation and issuance of all audit reports within [x] business days of audit conclusion

Conduct an external audit of each of the [FAA Facility] offices and [other FAA Facility] offices using external RAB or IRCA registered auditors by [month year].  The contractor will perform the following:

· Provide a detailed audit schedule (i.e., dates, events, times, locations, team members) no later than [x] business days prior to the scheduled audit.
· Hold an opening meeting to outline the audit expectations. 
· Debrief management of the area audited at the end of each audit day or as agreed to.
· Hold a closing meeting at the conclusion of each audit to recap the debriefings and to advise on the overall audit output.
· Provide professional advice for the preparation and issuance of all audit reports within [x] business days of audit conclusion.

[bookmark: _Toc393098719]3.4	Technical and Activity Management 

In coordination with the COTR, the contractor must develop and provide information and knowledge strategies, design approaches, planning, and capability development.  As required, the contractor must support [Program Office] and program reviews, and must act as a coordinator.
	
The contractor may be required to facilitate work sessions between the [Program Office] team leads and the [organization] regional and [other FAA] representatives, including regional Persons of Responsibility (POR) meeting.  
	
These tasks also require support in the preparation of technical documents, strategic plans, quality management plans, and documents required for ISO certification. These tasks will include:
	
· Assist regions and [other FAA offices] in developing process mapping in preparation of their product list. Develop additional templates as needed.
· Review and verify the effectiveness of process measures.
· Review all documents submitted for process included in ISO documentation.
	
Certain tasks may require the contractor to attend internal meetings to achieve an understanding of an assignment and make report of progress towards certification.
 
	
In addition, the contractor will:
	
· Provide technical assistance in the identification, resolution of issues and concerns or conflicts associated with the ISO certification process.  
· Assist in the development and evaluation of integrated strategic, informational, and operational concepts to support [organization] project objectives.  
· Assist in formulating short and long-range [organization] goals relating to the development of the ISO certification project.
· Assist in formulating recommendations to address risk identification and mitigation plans and identify ways to more effectively accomplish the ISO Registration goal while increasing the effectiveness of [organization] oversight activities.
· Assist regional offices and [other FAA offices] in completing internal corrective actions related to the Internal Audits ([month year]).
· Provide a [x]-weekly summary of project status to be used for updating the [project tracking] software.
· Provide briefing and/or white papers in [Program Office] specified format.  These papers would be used in response to request from information from [organization executive(s)] and above.
· Identify information what would be useful on the ISO/[organization] websites and provide that information in appropriate format to COTR to be placed on the Web site
· Provide as needed materials that can be used to promote ISO to the workforce.  These could include papers, pamphlets, presentations and other informational items.

[bookmark: _Toc393098720]4.0	Period of Performance 
The period of performance is from date of award through [month day year].

[bookmark: _Toc393098721]5.0	Deliverables and Performance Requirements 

[bookmark: _Toc393098722]5.1	Schedule 
The dates noted below are estimates and are provided for reference only.  The actual schedule dates are dependent on the availability of funds and other requirements of the Federal Aviation Administration.
	
· Master Schedule on [organization] Regional and [other FAA offices] Gate Status (As Needed).
· Review and advise on all documents prepared by Divisions in support of their implementation (as needed).
· Coordinate Regional ISO implementation activities (As Needed).
· Conduct Internal Audits on all Regional and [other FAA offices] offices ([month year])		
· Assist divisions in internal corrective actions  ([month year])
	   	
Deliverables must be provided to the COTR.  Deliverables must be in a form that complies with the ISO XXXX-XXXX requirements and industry standards.
	


[bookmark: _Toc393098723]5.2	Monthly Report 
A Monthly Report will be submitted to the COTR no later than [x] business days after the end of each month, summarizing the overall project performance with respect to:

· Status of Regional and [other FAA Office] implementation,
· Problems and/or issues,
· Deliverable performance
· Contract compliance.

[bookmark: _Toc393098724]5.3	Other Miscellaneous Requirements 

Performance on hold because of the unavailability of funds and other FAA requirements will begin within [x] calendar days of written notice to proceed from the Contracting Officer.

The contractor will not be authorized to work during Federal Holidays.

The contractor must comply with existing and evolving FAA guidance, policies and procedures.
	
All documents, including records, schedules, charts, drafts, diagrams etc., developed by the contractor during this project in performance of the contract will become the property of the FAA.  Such documentation and records must be released to the FAA at the end of the contract performance period or upon the request of the COTR.

The contractor will correct deficiencies that are not a result of a change in user requirements or specifications, and re-deliver to the Government within [x] business days of notification by the Government.

[bookmark: _Toc393098725]6.0	Location of Work Performance 

The services specified in this contract are mission critical and time sensitive.  The contract activities are expected be completed primarily at [FAA Facility].  The PM/RLA is expected to report on a daily basis to a workspace provided at [FAA Facility].
	
In addition, the performance of this contract may involve travel to the following locations:

[List FAA Facilities/locations here]
 
The specific tasks and assignments, as well as the dates of travel, are to be determined by and coordinated with the COTR.

[bookmark: _Toc393098726]7.0	Equipment, Materials and Facilities 

[bookmark: _Toc393098727]7.1	Contractor Responsibilities 

All deliverables that are provided electronically must be compatible with existing FAA software/hardware.  The contractor will return all Government Furnished Equipment and Materials at the end of the contract performance period.

[bookmark: _Toc393098728]7.2	FAA Responsibilities 

[bookmark: _Toc393098729]7.2.1	Hardware/Software 

The government will provide hardware and/or software to the contractor to complete assigned tasks during the period of performance.  The government must retain hardware/software media/tools provided as Government Furnished Equipment as stated herein or purchased with funds provided under this Statement of Work.

[bookmark: _Toc393098730]7.2.2	Facilities 

The FAA will provide the contractors with workspace within offices located at [location] for the duration of this contract.
[bookmark: _Toc393098731]7.2.3	Other 

The FAA will provide use of a telephone, access to the FAA internal e-mail system, an inter-agency email address, and security clearances and access badges as required in completing contract responsibilities.  The FAA will reproduce training materials needed for this project that do not involve copyright materials and have not been approved for reproduction.

[bookmark: _Toc393098732]7.2.4	Training Support 

The FAA will provide the following when training is being performed:

· All meeting rooms, equipment, etc. to facilitate such training.
· Duplication of all materials using a supplied Master.
· All necessary Standards (i.e., ISO XXXX, ASXXXX, etc.).

[bookmark: _Toc393098733]8.0	Travel 

Travel may include trips to any or all of the field locations noted in para. 6.0 to meet with FAA personnel and [Program Office] staff, and to conduct other contract requirements included in this Statement of Work.  Dates and location of travel are to be determined by and coordinated with the COTR.

[bookmark: _Toc393098734]9.0	Inspection, Compliance and Acceptance 

Deliverables, including the Monthly Status Reports, must be provided to the COTR as required for each work area.  Deliverables must conform to established ISO XXXX:XXXX industry standards.  In support of the identified tasks and sub tasks, the contractor must comply with existing and evolving FAA guidance policies and procedures.  The contractor must maintain a single project schedule from which various project reports must be produced.

[bookmark: _Toc393098735]9.1	Quality Control 

The contractor must conduct evaluations of performance to assure that task outcomes are met, and to evaluate contract compliance.

[bookmark: _Toc393098736]9.2	Documentation and Records 

All documents, including records, schedules, charts, drafts, diagrams etc., developed by the contractor during this project in performance of the contract will become the property of the FAA.  Such documentation and records must be released to the FAA at the end of the performance period or upon the request of the COTR.

The contractor will correct deficiencies that are not a result of a change in user requirements or specifications, and re-deliver to the Government within [x] business days of notification by the Government.
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