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1.0 SCOPE
The Real and Virtual Environment Division, ACB-800, is responsible for the Maintenance and Operation of the Federal Aviation Administration (FAA) William J. Hughes Technical Center (WJHTC) National Airspace System (NAS) laboratories and support facilities.  The System Hardware and Engineering Group, ACB-820, provides the engineering services for current and future operational air traffic control and support systems.  The organization has responsibility for the WJHTC NAS Laboratories located at the WJHTC in Building 300, Building 316, and various outlying facilities.  The organization provides support services for existing and upgraded systems and subsystems and plans for future systems and subsystems.  The WJHTC NAS Laboratories and support facilities provide environments that are instrumental in achieving FAA goals.

This work statement addresses required personnel and tasking necessary to perform support services and meet the Laboratory Administration Group's mission.  The work effort during the life of this contract is described in the following specific work areas:

Service Support Work Areas

Quality Management System Support

Configuration Management Support

Quality Assurance Support

Communication Automation Support

Space Management Support

Please note that additional tasks may be assigned in accordance with the Acquisition Management System (AMS) and other related guidelines as necessary.

Other programs may be added at the discretion and direction of the Contracting Officer (CO).

1.1 Locations
The Contractor shall perform the work activities described in this SOW on-site at the FAA William J. Hughes Technical Center (WJHTC) located at the Atlantic City International Airport, New Jersey.  Some tasks, however, may require the Contractor to travel to one or more locations to be determined in support of the work effort, at the direction of the CO:

· Prime Contractor Facilities

· FAA Headquarters in Washington, DC.

· Other FAA facilities

· Other locations necessary to support this SOW

1.2 General Tasks
1.2.1 Specific tasks for Quality Management System (QMS) support activities may include, but not be limited to the following:

· Modification of existing procedures as required and for improvement

· Development of procedural familiarization briefings and the conduct of familiarization sessions

· Collection and analysis of QMS measurements

· Definition and development of new procedures

· Transition support from one QMS to another QMS, if necessary

· Review/appraisal support

· Evaluation and implementation of organizational processes and procedures

1.2.2 Specific tasks for Configuration Management (CM) support activities may include, but not be limited to the following:

· Program Guidance and Policy

· Change Management Support

· Configuration Control Board (CCB) Support 

· Requirements Support

· CM Audit Support including site audits as required

· Configuration Status Accounting/Metrics

· Accumulation of Data on Impacts of Proposed Changes

· NAS Change Proposal (NCP) Review

· Support for Various CM Initiatives as Directed by Customer Point of Contact.

· CM Library (CML) Maintenance and Support.

· Support the Transition From the ACB-800 CM Tool to the National WebCM Tool

1.2.3 Specific tasks for Quality Assurance (QA) support activities may include, but not be limited to the following:

· QA Planning, developing and modifying plans.

· Conduct of QA Reviews and Inspections

· Generation of QA Review and Inspection Reports

· Generation of new QA procedures

· Modification of existing QA procedures

· Collection and Analysis of QA measurements

1.2.4 Specific tasks for Communication Automation support activities may include, but not be limited to the following:

· Promote automated communication techniques through the use of established web tools and web automation

· Enhance the organization’s ability to disseminate information, especially with respect to the QMS, QA and CM processes, procedure, status accounting, report results, and inventory control

· Creation and posting of web pages, maintenance and updating of web pages, setting up web servers, creation of automated web scripts and in the creation, automation and modification of databases
· Provide recommendations on web tools and processes that can be used to automate and facilitate the organization’s communication processes and procedures
· Modify or generate communication procedures

1.2.5 Specific tasks for Space Management (SM) support activities may include, but not be limited to the following:

· Development, review, coordination, modification, dissemination and implementation of policies and procedures

· Management of space requests and requirements

· Management of occupied space

· Collection, compilation, organization and reporting of space management statistics related to managed space

Additional tasks may be added at the discretion of the CO.  

Specialized Labor Categories may be required to support these tasks.

2.0 SPECIFIC TASKS 

The contractor shall provide all of the resources required to perform all of the activities successfully as defined in this SOW and as outlined in the work breakdown structure (WBS) provided as Attachment 2 to this document.

2.1 QMS

2.1.1 Procedure Definition, Development, Implementation, and Modification

The contractor shall perform the following tasks in support of procedure definition, development, implementation, and modification:

· Identify procedural areas requiring definition and documentation.

· Generate procedures.

· Modify procedures, as necessary.  

· Maintain procedures.  

· Provide technical guidance and information.

· Utilize established, documented procedures, work instructions, forms, guidelines, etc. to perform activities.

2.1.2 Procedural Familiarization Briefings

The contractor shall perform the following tasks in support of procedural familiarization briefings:

· Generate procedural training presentations, as requested.

· Conduct procedural training presentations for the ACB-800 organization, as requested.

2.1.3 Measurement Collection and Analysis
The contractor shall perform the following tasks in support of measurement collection and analysis:

· Collect QMS measurements, as requested.

· Analyze QMS measurements, as requested.

· Document QMS measurements and analyses in periodic reports.

2.1.4 Evaluation and Transition
The contractor shall perform the following tasks in support of evaluations and transition:

· Participate and cooperate in informal and formal ISO or other QMS appraisals and/or reviews, as requested.

· Adapt existing procedures and create new procedures, as necessary, to support transition to new QMS systems 

2.2 CM
2.2.1 Technical CM Guidance and Policy
The contractor shall perform the following tasks in support of Technical CM guidance and policy:

· Generate and maintain the ACB-800 CM charter and operating procedures.

· Generate and maintain CM plans as required.  

· Brief CM services that are available and how they are supported.  

· Provide CM technical guidance, information, and status of configuration items (CIs) and other products.  

· Provide CM training to the ACB-800, as requested.

2.2.2 Change Management Support

The contractor shall perform the following tasks in support of change management:

· Participate in the identification of configuration items, as required.

· Coordinate, monitor, and track changes to identified configuration items.

· Support meetings and activities as required.

· Provide change request information as required.

· Support other CM database activities, as required, during the transition from the ACB-800 CM Tool to the National WebCM Tool.   

2.2.3 Configuration Control Board (CCB) Support 

The contractor shall perform the following tasks in support of CCB activities:

· Schedule, assist in preparation, and participate in CCBs.

· Ensure that change requests are complete and accurate.

· Provide CM technical guidance.

· Prepare CCB Packages.

· Generate CCB Agendas, Minutes, and Action Items.

2.2.4 Requirements Support

The contractor shall perform the following tasks in relation to requirements support:

· Review specifications, contracts, Contract Data Requirements List (CDRL) items, and SOWs to ensure that CM requirements are properly and accurately documented.  Some common CM-related CDRL examples include:  

· Configuration Management Plans

· Configuration Status Accounting Reports

· Audit Plans.  

· Participate in Program Management Reviews (PMRs), technical interchange meetings (TIMs), and all formal reviews to ensure that CM requirements are identified and met.  

2.2.5 CM Audits

The contractor shall perform the following CM Audit tasks:

· Perform and/or witness CM Audits as applicable.

· Generate CM Audit Plans.

· Brief the audit team members on the audit methodology.

· Provide CM technical assistance/guidance. 

· Generate the CM Audit Report containing status of:

· Audit Activity

· Tasks Accomplished

· Areas of Concerns

· Recommendations.

· Brief the Contracting Officer’s Technical Representative (COTR) on the audit status.

· As part of the audit process, conduct site audits to verify and update the CM documentation as required.

2.2.6 Configuration Status Accounting

The contractor shall perform the following tasks in support of configuration status accounting:

· Monitor the status of change requests.
· Monitor CCBs activity.
· Monitor and track the implementation and closure of all approved configuration change decisions.
· Update the ACB-800 CM tool(s) accordingly.
· Provide status reports as requested.
· On-Site System Baseline Verification Audits
2.2.7 CM Library (CML)

The contractor shall perform the following tasks in support of the CML:

· Develop a CML for baselined documentation related to Configuration Items within ACB-800.

· Develop and implement a process and procedure to capture closure of changes through the use of modification tracking.

· Update and maintain a hard copy of the CML.

· Update and maintain a hard copy of each Product File Folder (PFF) according to implemented procedures.  

· Update the complete inventory of physical documents on a regularly scheduled basis.

2.2.8 CM Tool Transition Support
The contractor shall perform the following tasks in support of the transition from the ACB-800 CM Tool to the ACM National WebCM Tool:

· Develop a transition plan for the transition from the ACB-800 CM Tool to the ACM National WebCM Tool identifying the tasks and schedule required to execute the transition.  

· Identify the required resources required to implement the transition.  This should be included as part of the transition plan.

· Prepare briefings for management on the status of the transition effort.

2.2.9 Inventory Maintenance
The contractor shall perform the following tasks in support of inventory maintenance.

· Maintain and update existing function and physical inventories of hardware baselines, including cabling.

· Develop and maintain inventories for new systems as installed in the laboratory.

· Track status of maintenance contracts.

· Report the status of maintenance contracts and inventory.

· Assist in the preparation of maintenance contract documentation, such as specifications, statements of work, and similar documents.

 2.3 QA
2.3.1 QA Reviews and Inspections
The contractor shall perform the following tasks in support of QA reviews and inspections:

· QA Planning, developing and modifying plans.

· Conduct of QA Reviews and Inspections in accordance with organizational procedures.

· Generation of QA Review and Inspection Reports.

2.3.2 Generation and Modification of QA Procedures
The contractor shall perform the following tasks in support of generation and modifications of QA procedures:

· Generate new QA procedures

· Modify existing QA procedures

2.3.3 QA Measurement Collection and Analysis
The contractor shall perform the following tasks in support of QA measurement collection and analysis:

· Collect QA measurements, as requested.

· Analyze QA measurements to seek areas of improvement, to identify critical areas for future reviews, and increase estimation capability, as requested.

· Document QA measurements and analyses in periodic reports.

2.4 Communication Automation
2.4.1 Web Page Development, Implementation, and Maintenance

The contractor shall perform the following tasks in support of web page development, implementation, and maintenance:

· Create and post web pages, maintain and update web pages, setting up web servers, creation of automated web scripts and in the creation, automation and modification of databases in accordance with Government standards.
· Provide recommendations on web tools and processes that can be used to automate and facilitate the organization’s communication processes and procedures
· Modify or generate communication procedures

· Provide input and support to the web site development team as required.
· Ensure Section 508 compliance by developing a test plans, conducting testing, reporting test results, and updating products as necessary.
· Provide continued process improvement ideas and new requirements, as needed.
· Document all procedures used to support this effort.
· Create and/or modify Cold Fusion software coding, as well as work in various database software structures, including Microsoft Access.
2.4.2 Database Development, Implementation, and Maintenance

The contractor shall perform the following tasks in support of database development, implementation, and maintenance:

· Create databases to support the organizational business processes.
· Provide continued process improvement ideas and new requirements, as needed.
· Document all procedures used to support this effort.
2.4.3 Network Manager

The contractor shall perform the following tasks in support of network management:

· Maintain, modify and upgrade the existing data network and server

· Develop requirements for possible hardware / software upgrade of the data network, server operating system and support tools

· Provide user support for network access

· Assure security of data network

2.5 Space Management (SM)

2.5.1 Development, review, coordination, modification, dissemination and implementation of policies and procedures
The contractor shall perform the following tasks in support of the development, review, coordination, modification, dissemination and implementation of policies and procedures:

· Development of content for policies and procedures

· Review of existing policies and procedures for content and applicability

· Development of modifications to existing policies and procedures

· Coordination of proposed modifications to policies and procedures

· Implementation of policies and procedures throughout the lab environment

2.5.2 Management of space requests and requirements
The contractor shall perform the following tasks in support of the management of space requests and requirements:

· Review of space requests for format and content

· Coordination of space requests during review and evaluation

· Development of responses to requests for space

· Development of space management drawings and conceptual documents to address requestor requirements

2.5.3 Management of occupied space
The contractor shall perform the following tasks in support of management of occupied space:

· Periodic review and renewal of Tenant Occupancy Agreements

· Periodic inspection of occupied space to evaluate Agreement compliance

· Periodic surveys of occupied space to support data collection regarding space utilization and level of policy compliance

· Periodic review of ongoing tenant requirements for space

· Policy and procedure enforcement activities

· Space recovery surveys and inspections

· Development and refreshment of space management drawings needed to organize and manage space and to support all reporting functions and activities

2.5.4 Collection, compilation, organization and reporting of space management statistics related to managed space

The contractor shall perform the following tasks in support of the collection, compilation, organization and reporting of space management statistics related to managed space:

· Collection and organization of data pertinent to the understanding of the utilization of laboratory space.

· Development of statistics which support space utilization presentations

· Development of annual space utilization reports

· Development of space management master plans

· Development of space management tools designed to improve management of lab space.

· Development of all pertinent information necessary to support the construction of a web based approach to overall space management

3.0 SCHEDULE

The period of performance of this requirement is estimated to be 5 years.  The Government will assign a maximum of 136160 labor hours to this effort.

See spreadsheet for labor categories/skill levels.
4.0 DELIVERABLES

The Contractor shall provide support to the FAA in the writing and/or reviewing of FAA program documentation. All documents prepared by the Contractor shall be on the behalf of the FAA and the Contractor may not independently publish or distribute any document without prior written permission from the CO. The Contractor shall 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 its contractors without written approval of the CO.

The Contractor shall provide status reports, progress reports, and other deliverables as required in a format proposed by Contractor and agreed to by the Government.

The following deliverables shall be provided. Some due dates may be dependent on system development contractor milestones. All references to days are in calendar days.

	Item
	Due Date

	High-Level Program Review Briefing Packages
	Monthly

	Quarterly Review Briefing Packages
	Quarterly

	Tutorial Updates
	As Required

	Charter & Operating Procedures
	Updates As Required

	Project Status Report
	Monthly

	Change Report Status Report
	Weekly

	Program Status Reviews
	Monthly

	CM Audit Reports
	5 days after Audit Conducted

	CDRL Review Comments

· Contractor CM Plan

· Contractor Audit Plan

· Contractor Status Accounting Report

· Contractor ECPs/ Deviations/Waivers
	As Required



	Statement of Work/Contract Review Comments
	As Required

	CM Plans
	As Required

	Audit Guidance Document
	As Required

	Space Management:  Space Policy Documents

· Draft Policy Documents

· Policy Review Documents
	As Required

As Required

	Space Management:  Space Procedure Documents

· Draft Procedure Documents

· Procedure Review Documents
	As Required

As Required

	Space Management:  Space Requests

· Request Review Documents

· Conceptual Proposal Documents

· Conceptual Drawings
	As Required

As Required

As Required

	Space Management:  Occupied Space

· TOA Review Documents

· Agreement Compliance Inspection Reports

· Spot Compliance Inspection Reports

· Space Recovery Inspection Reports

· Space Utilization Statistics Reports

· Space Utilization Drawings
	As Required

As Required

As Required

As Required

As Required

Weekly

	Space Management:  Data Management

· Space Utilization Presentations

· Annual Utilization Report

· Space Management Master Plan

· Space Related Web Content
	As Required

Annually

As Required

As Required

	
	


Some due dates may be dependent on program office milestones.  The COTR or CO will advise the contractor when dates require adjustment. 

5.0 TRAVEL
Travel shall be required as defined in 1.1. All travel shall have prior authorization of the FAA Supervisor and the CO or COTR.  The contractor is reminded that this further defines Part I, Section G.6 (Travel) of the contract award document.  

Activities that warrant travel include, but are not limited to:

· Quarterly Program Reviews

· Service Team Meetings

· Program Management Reviews (PMRs)

· Technical Interchange Meetings (TIMs)

· FCAs/PCAs

· CM Web Page Training

· Lessons Learned Conferences

· Regional Visits

· FAA-Sponsored Conferences/CM Training

· Preliminary Design Reviews (PDRs).

· Critical Design Reviews (CDRs).

6.0 CONTRACT ADMINISTRATION

6.1
The contractor shall submit invoices to the government as specified in Part I - Section G.4 (Invoice and Billing Instructions) of the contract award document with the original directed to ACX-32, one copy to the COTR, one copy to the DOCOTR and one copy to Administrative Contract Officer (ACO). All submitted invoices shall contain information as specified in Section G.4. Paragraph a.  Also, see invoice format provided in Part III – Section J, Attachment 2 of base contract.

6.2
The contractor shall submit a monthly progress report as defined in Part I - Section F.6 Monthly Progress Reports and Financial Summary Report of the contract award document.

6.3
Any change in subcontractor support shall be coordinated with the CO and the COTR prior to implementation. 

7.0 OTHER DIRECT COSTS (ODCS)
The contractor shall bill for ODCs as defined in Part I - Section G.7 Other Direct Costs.
 8.0 GOVERNMENT FURNISHED PROPERTY
The contractor shall administer all government property associated with this SOW and as defined in this Configuration Management Support Task.  

9.0 PERSONNEL REQUIREMENTS

In addition to the Labor Category Requirements in Part I, Section C, Definition of Labor Categories, the following requirements shall apply:

Administrative Assistant:  The candidate shall possess knowledge of Microsoft Office ® products including Power Point®, Word®, Excel®, and Project®.

Operations Research Analyst:  This candidate shall provide quantitative and qualitative analysis in the area of Investment Analysis and Cost Estimating using FAA acceptable research tools.

Engineer:  This candidate shall also be called an Engineering Technology Specialist.  This candidate shall provide expertise in the application of state-of-the-art technology to meet the mission requirements of the Customer.  This candidate shall also possess a broad range of expertise in engineering applications (civil, electrical, electronic, chemical, industrial, mechanical, aeronautical, architectural, structural, computer, etc.) related to surveillance systems.

Information Technology Specialist: This candidate shall also be called a Network Technology Specialist.  This candidate shall possess specific knowledge applicable to Network architectures and protocols and the applications to hardware LAN/WAN and all ETHERNET platforms.  The candidate shall have knowledge of network operating systems and designs; with an emphasis on network system design, analysis, and security evaluations.  The candidate shall perform administrative computer network system design, implementation, and physical and operational support.  Possession of certification within any common network architecture is desired but not required.
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