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Multiple Area Support Services

Engineering Support Service Area (ESSA)

ATB-200 Financial and Service Management Support Task


Statement of Work 


1.0 Scope
This Statement of Work (SOW) specifies the Systems Engineering and Implementation support and services required by the Terminal Automation Sector, ATB-200, necessary to accomplish its mission.

Terminal Automation is responsible for terminal air traffic control capabilities provided by automation systems, including but not limited to: the Standard Terminal Automation Replacement System (STARS), the Automated Radar Terminal System (ARTS), Common ARTS, and Integrated Processing and Display Systems, such as ASOS Controlled Equipment - Information Display System (ACE-IDS), Integrated Terminal Weather System (ITWS) and Tower Data-Link Services (TDLS). 
There are currently six Service Teams within the Terminal Automation Sector organization:

ATB-210:
Technical Staff

ATB-220:
Business/Finance

ATB-230:
STARS

ATB-240:
ARTS IIIA

ATB-250:
Common ARTS 

ATB-260:
Terminal Integrated Processing and Display Systems

During the conduct of this Delivery Order, the contractor shall notify the Contracting Officer (CO), Contracting Officer’s Technical Representative (COTR) and the cognizant ATB lead immediately upon becoming aware of any organizational Conflict of Interest and/or any appearances of potential Conflict of Interest. The contractor shall identify the extent of experience their personnel hold on programs supported by ATB-200 or any other system described in this SOW to the CO at the outset of this Delivery Order (DO) for a COI determination:
1.1 Locations
The contractor shall perform the work activities described in this SOW offsite in Washington DC, except where noted in this SOW. The contractor shall interface with ATB-200 at FAA Headquarters in Washington DC. However, some tasks may require the Contractor to travel to one or more of the following locations in support of the work effort, at the request of the COTR:

· Prime Contractor Facilities

· System Integration Contractors

· Equipment Manufacturers

· FAA Facilities

· Airports

· FAA Logistics Center Oklahoma City, OK

· The William J. Hughes Technical Center

· Various U.S. Government Facilities

· Other locations as necessary to support the this SOW

Rates shall be based on the contractor employee’s approved duty location.

1.2 General Tasks

The contractor shall provide sufficient quantities and qualities of financial and service management support as the primary tasks and include contributing specialty task support for technical, engineering, hardware, software, aviation operations, safety, analytical, planning, logistics, testing, interfacing, maintaining, sustaining, scheduling, and Information Technology support to seamlessly achieve all the requirements of this SOW. The contractor shall furnish and make available sufficient quantities of fully qualified personnel, and all supplies, equipment, materials, data, information technology, facilities, and services necessary to assist the Terminal Automation Sector in accomplishing its mission. 

The contractor shall participate in program management and financial reviews and team meetings as required by the Terminal Automation Sector. The contractor shall provide support personnel and other directly related services to support on-site and off-site technical meetings, conferences, program reviews, National Airspace System related activities, and national conferences. The contractor shall provide support in the development of electronic and hard copy, project presentation material and technical and programmatic correspondence. The contractor shall produce and maintain administrative support documents including, but not limited to, agendas, action item lists, meeting calendars, travel schedules, databases, electronic data files, internal memos and external correspondence. 

Specific tasks for SOW activities may include, but not be limited to the following:

· Contract Management, Administration and Development Assistance

· Scheduling Support

· General Administrative Support

· Communications/News Letters/Technical Publications/Desktop Publishing Activities

· Workforce Planning/Training Support

· Electronic Commerce, Web Hosting and Internet Support

· Program Management and Services Support

· Data Management and Documentation Control

· Business Management Support

· Financial Information Technology Support

· Investment Analysis and Business Case Development

· Cost Estimating

· Travel Coordinator

· Program Scheduler

Additional tasks may be added at the discretion of the CO and COTR/DOCOTR.  Specialized Labor Categories are required to support these tasks.

Nothing in this Statement of Work authorizes the contractor to perform, or the Government to assign, any task that requires that exercise of discretion reserved to Government officials in the performance of inherently Governmental functions.  

2.0 Specific Tasks

2.1 Contract Management, Administration and Development Assistance
As requested, the contractor shall provide support to the various ATB Contracting Officers (CO) and Contracting Officer’s Technical Representatives (COTR) for administrative tasks and special products. The contractor shall provide assistance in the following tasks as requested by ATB-200:

· Analyze and provide technical evaluations of contractor proposals and proposed contract modifications

· Coordinate and monitor Contract Change Proposals

· Establish and maintain a task order database that tracks all cost and no-cost changes

· Monitor Contract Delivery Orders and associated funding

· Track and providing status on Business Cases

· Track and provide reports on contract expenditures and assist technical representatives in matching invoices to work completed

· Identify and recommending mitigation of risks

· Coordinate and participate in fact-finding and Qualitative and Quantitative (Q&Q) technical analyses of contractor proposals

· Coordinate development of Independent Government Cost Estimates (IGCE) for proposed contract modifications.

· Generate drafts of official correspondence capturing Government positions/technical directions

·  Coordinate all contracting correspondence, including:

a) Preparing, tracking and distributing all outgoing letters

b) Receiving and distributing all incoming letters

c) Maintaining a correspondence tracking system to monitor and provide status for the above letters that require responses

· Integrate the tracking, categorization and distribution of equipment by vendors to FAA sites

· Track the status, condition and inventory of Government Furnished Equipment (GFE), Government Furnished Information (GFI), and Government Furnished Material (GFM) provided to contractors

· Maintain a status of delivery items to the FAA

· Provide materiel management support for the maintenance of the FAA’s Logistics Inventory System (LIS) for products, including:

a) Tracking and entering data into appropriate databases.

b) Monitoring and coordinating expeditious handling of FAA Forms 4500 and 4650.

c) Representing ATB-200 within the FAA on materiel management matters as required by the COTR
· Manage the receipt, categorization, storage, and distribution of all vendor documentation

· Establishing and maintaining a repository for all program documentation including a database retrieval system for tracking all data resources

· Maintaining, for evaluation purposes, a Contract Data Requirements List (CDRL) tracking system and a notification and distribution plan for the official dissemination of CDRL items

· Maintaining all program office data records that serve as the central repository for CDRL documents and collecting CDRL item review comments
· Prepare monthly Contract Deliverable Status Reports

· Support Qualitative and Quantitative (Q&Q) technical and cost analyses

· Coordinate development of Independent Government Cost Estimates (IGCE) for proposed contract modifications

As requested by ATB-200, the contractor shall monitor all Contract Data Requirements List (CDRL) items, control information flow concerning contract deliverables, and track progress concerning document reviews and acceptance. This shall include, but not be limited to, site plans, drawings, site surveys and assessments, test reports, data collection logs, maintenance logs and training records. The contractor shall develop a database that tracks all CDRL schedules, plans, cost and actual deliveries. 

2.2 Scheduling Support
The contractor shall monitor all ATB-200 project schedules as requested, and maintain a master schedule and site listing for all ATB-200 programs. The contractor shall prepare and maintain schedules for all system deployments.

The contractor shall perform the following tasks for each program within ATB-200:

· Support the development, data entry and maintenance of program master schedules

· Monitor program progress against schedules

· Review schedules and identify critical paths

· Identify potential scheduling problems

· Recommend schedule resolutions through alternative analysis with consideration of impact to schedule (especially critical path), cost, technical requirements and operational need


2.3 General Administrative Support

The contractor shall perform the following tasks for all projects supported by ATB-200 as required:

· Provide general administrative support to ATB-200, including the preparation of program status reports and briefing materials, business graphics, Government travel support, word processing, spreadsheet data entry, special printing support, office supplies, and executive scheduling assistance 

· Provide support personnel, meeting space, telephonic access and other directly related services to support FAA-internal on-site and off-site technical meetings,  program reviews, and working sessions

· Assist ATB to smoothly conduct FAA-external on and off-site meetings, host local, regional, national, and International conferences, trade shows, and special public events.  The contractor shall provide assistance with space, accommodations, conference facilities, telephonic access and administrative assistance before, during and after the opening of the conference.

2.4 Communications/News Letters/Technical Publications/Desktop Publishing Activities
As requested by ATB-200, the contractor shall provide support in the preparation and dissemination of bulletins, newsletters, or any other form of written communication. The contractor shall prepare all written communication in accordance with FAA Order 1000.36, FAA Writing Standards.  The contractor shall deliver all communication in both hardcopy and/or electronic format, as required. The contractor shall provide and maintain real-time communications equipment and services including access to teleconferencing, videoconferencing, and communications for FAA employees.

The contractor shall perform the following tasks:

· Prepare notes of meetings, teleconferences, working groups, configuration control boards, etc. for publishing and distribution

· Prepare informational materials such as fact sheets, timelines, brochures, etc.

· Produce briefing materials, including professional quality briefings, when requested

· Coordinate the production of graphics and visual media for meetings, conferences, and media events

· Provide support in responding to inquiries from Congress and the executive branch

· Develop business graphics for the Web and print media

· Assist with technical writing

· Assemble layout, print and distribute finished products

· Provide creative support, storyboard, develop and maintain content for websites for ATB products and services

2.5 Workforce Planning/Training Support
To ensure that emerging workforce requirements are recognized and addressed, the FAA will integrate formal workforce planning into its business planning process and provide career-planning support to its employees. As requested by ATB-200 the contractor shall support ATB-200 in their activities in workforce planning, including:

· Identifying current best practices in occupational workforce planning

· Developing workforce planning processes

· Developing Line of Business and Staff Office (LOB/STOs) workforce plans

· Integrating workforce planning processes with other processes in ATB

· Facilitating ATB teambuilding and in defining team goals and success measures

· Assist in providing FAA human capital development activities

The contractor shall also support ATB-200 in the identification, planning, implementation, and tracking of training for its workforce.

2.6 Electronic Commerce, Web Hosting and Internet Support
The contractor shall use and manage all Information Technology equipment provided as Government Furnished Property in accordance with section H.2, Government Furnished Items and H.3, Government Property Reports.

The contractor shall maintain off-site facilities as outlined in section H.16, Office Automation Requirements.

As requested, the contractor shall provide technical assistance to help the FAA develop, use, train, maintain, and upgrade the various IT and electronic commerce applications used in ATB, including but not limited to: 

· FAA network applications for basic connectivity (LAN/WAN/Soft Token, Zenworks, etc.)

· Microsoft Office Suite of Applications including MS-Word, MS Excel, MS-PowerPoint, MS-Project and MS-Access at a minimum

· E-Mail/Scheduler (Lotus Notes and Notes Calendar) 

· FAA Acquisition System Toolset (Toolset) 

· Facilities System and Equipment Profile (FSEP) and its modules such as PMMS

· FAA Logistics Center, Web-based Logistics and Inventory System (LIS)

· Electronic Posting System (EPS) used for Acquisition 

· CRU-X Labor Distribution Reporting 

· The Internet (Web Development/Hosting of various ATB Web Sites)

· The FAA Intranet and other Secure Sites (Development, Test and Operational versions) 

· Enterprise Application System (EAS)

· File Transfer Protocol (FTP) Hosting

· ATB Terminal Site Evolution Plan (TSEP) Database

· Terminal Area Forecast (TAF)

· Other existing or evolving commercial applications, tools, databases, modules, networks, capabilities and operating systems used by ATB personnel As requested by ATB-200 by the CO

· Expert Choice

The contractor shall agree to and submit Non-Disclosure forms and any other forms required for access to FAA systems. Access to these systems will be determined by the appropriate system owners on a case-by-case basis.

2.7 Program Management and Services Support
As requested, the contractor shall assist in:

· The development of ATB-200 operating procedures and standard processes

· The development and evaluation of new program management tools

· Recommendations on process improvements

· The support of day-to-day program management tasks

· The development, implementation, distribution, and refinement of ATB-200 services, including measuring cumulative, historic, projected, and immediate benefits and benefit improvements at their point of delivery. 

The contractor shall assist ATB-200 in the formulation, preparation, tracking and reporting of organizational and performance metrics to determine the quantity and quality of services provided by ATB in support of organizational and FAA goals. The contractor shall provide mechanisms for the collection, baselining, reporting and dissemination of data needed for these metrics. The contractor shall provide reports on organizational metrics on both a scheduled interval agreed to by ATB and on an ad-hoc basis. 

2.8 Data Management and Documentation Control
The contractor shall provide data management support to ATB-200 and each project within ATB-200.

The organizing, managing and tracking of data/documentation will ensure that pertain information is readily available to the service teams.  The contractor shall provide off-site space for the storage, tracking, organization and retrieval of documentation, as requested by ATB-200. 

This documentation will include but is not limited to briefings, white papers, Memorandum of Agreements, Memorandum of Understanding, Contractor Data Requirements Lists (CDRLS), congressional inquiries, correspondences, etc.

All working documents prepared, and all final documents delivered under tasks of this SOW, by the Contractor, are owned by the FAA. The contractor shall clearly identify all proprietary data and limitations to the FAA’s rights for reproduction and distribution of every deliverable. The contractor shall take all appropriate steps to safeguard sensitive, and limited distribution information with which they may be entrusted. The Contractor may not independently publish or distribute any FAA-owned document without prior written permission from the COTR/DOCOTR. The Contractor shall review, rework, and provide written comments on the technical accuracy and completeness of each document to the satisfaction of the accepting official. No FAA documents, reports, information, etc. may be released to the public or provided to any other party without written approval of the COTR/DOCOTR.
2.9 Business Management Support

The contractor shall assist in general Business Management, including but not limited to:

· Preparation, formulation and justification of program budget, plans, and financial status documentation

· Prepare and maintain financial charts, briefings, program schedules and progress reports

· Planning, preparation, monitoring, validation and auditing of budgets, authorizations, appropriations and expenditures across fiscal years by contract vehicle

· Supporting the formal budget review cycle and projecting future budgets

· Tracking agency budget and financial activities and status of each program/projects 

· Ensuring budgets are organized, validated, traceable and accurate

· Performing critical path analysis as it pertains to financial data

· Performing budget analyses on planned, actual and projected budgets

· Perform Market Surveys for new requirements
· Reconciling all budgets against FAA financial databases
· Analysis, integration and recommendations for conflict resolution between the F&E and O&M budgets to assure a smooth transition throughout the life cycle of a project

· Forecast of expenditures and reconciliation of accounts at closeout 

· Evaluate cost reports using techniques such as Earned Value Management

The contractor shall prepare all business management documentation in a format and content agreed to by the FAA.  As requested by ATB-200 the contractor shall assist the FAA in formulating, developing, tracking, maintaining, defending, auditing, and quickly responding to changes in the various budgets in use in the ATB.  Specific tasks include but are not limited to:

· Assisting ATB with all phases of the current Fiscal Year budget and out-years

· Assisting in the formulation of Research and Development (RE&D), Facilities and Equipment (F&E), Operations & Maintenance (O&M) budgets, and their estimates, allocations, obligations, and expenditures.  

As requested by ATB-200, the contractor shall track individual and collective special projects, programs and accounts such as Washington and National Travel.  

For each budget, the contractor shall assist the FAA in assuring accurate plans, estimates, changes, interrelationships, financial analysis, audits and validation are maintained to the satisfaction of internal and external auditing entities.  In addition, the contractor shall assist in interpreting budget and financial guidance received in order to prepare project plans from this guidance. The contractor shall use approved and accepted budget estimating techniques applied to changing requirements and situations.  

As requested by ATB-200, the contractor shall develop proficiency and use automated tools to quickly react to changes, reallocations and to perform complex “what-if” drills with speed and accuracy.

2.10 Financial Information Technology Support
The Contractor shall obtain access to and maintain proficiency in the FAA financial toolsets and related Information technology including but not limited to:

· DAFIS – Departmental Accounting and Financial Information System

· FMS – Financial Management System

· BXM – Budget Execution and Management

· SPIRE – Simplified Program Information Reporting and Evaluation

· REGIS 

· TSEP – Terminal Systems Execution and Planning

· ACQUIRE  

· DELPHI 

· PRISM 

· ACE-IT

· BET – Budget Execution Tool

· MDFM – Materiel Delivery Forecast Management

· PRS – Project Requirements System

· FAST – FAA Acquisition System Toolset (Financial tools)

· TSERV – Travel Service

· Expert Choice

The contractor shall agree to and submit Non-Disclosure forms and any other forms required for access to FAA systems. Access to these systems will be determined by the appropriate system owners on a case-by-case basis.

2.11 Financial and Cost Analysis
As requested by ATB-200, the contractor shall assist ATB-200 in Sustainment Cost Analyses including the upgrading or refurbishing of fielded capability, replacing the fielded capability with a functionally equivalent solution or fielding a completely new operational or technological solution. 

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

· Perform Market Surveys for new solutions

· Perform Alternatives Analysis 

· Analyze cost estimates and technical/cost trade-offs

· Prepare Joint Resource Council Briefings to discuss analysis results and findings

· Prepare and assist ATB with studies of services, service baselines, service benefits, and changes in service benefits

· Assist ATB to define and measure performance and organizational metrics

2.12 Investment Analysis and Business Case Development
As requested by ATB-200, the contractor shall assist in investment analysis activities. The contractor shall support the following activities:

· Perform Market Surveys for new requirements and capabilities and evaluate each capabilities against the NAS architecture for technical and cost feasibility 

· Participate in and perform Alternatives Analysis assessments of available technologies to answer Mission Needs

· Perform Investment Analyses of each alternative, including returns on investment, comparisons among each alternative and ability to integrate the capability into the NAS

· Assist in the development of ATB Business Cases for specific solutions

· Reassess ATB outcomes with respect to estimates in order to recommend process improvements

· Evaluate and translate program requirements into FAA financial databases

· Analyze and organize financial requirements into FAA Work Breakdown Structures (WBS)

· Coordinate financial requirements amongst various FAA organizational Lines of Business

· Coordinate program user requirements into validated baselines

· Prepare program baseline briefings at detailed financial WBS levels

· Perform organizational and performance service benefits analysis

· Assist in the financial development of ATB business cases

As requested by ATB-200, the contractor shall prepare and provide reports and other documentation, required to help ATB to develop Acquisition Program Baseline documents, Investment Decision justifications and executive level and Joint Resource Council briefings.  All investment analysis documentation shall be prepared by the contractor in a format and content as requested by the FAA.

2.13 Cost Estimating 

As requested by ATB-200, the contractor shall provide assistance in the development of cost estimates, including, but not limited to:

· Preparation of Independent Government Cost Estimates (IGCE) for new or changing requirements, including estimates for equipment, services, labor and materials based on past performance data and current market value

· Validation of proposed Cost Accounting Standards, tools and methods used by external groups

· Analysis of cost risks

· Development of Contract Performance Analysis recommendations including the content and format of Contract Cost/Status and Schedule Reports (C/SSR), Contract Funds Status Reports, Contract Schedule Status Reports for individual and collective programs and projects 

· Preparation of Estimate at Completion (EAC) and Variance At Completion (VAC) analyses

· Preparation of life cycle cost estimates for alternate solutions to mission requirements

· Performing cost tracking to validate and assist in budget estimates

· Evaluate cost reports using techniques such as Earned Value Management

As requested by ATB-200, the contractor shall provide reports and other documentation required to assist in the development of Acquisition Program Baseline documents, investment decisions, executive level and Joint Resource Council briefings.  Cost estimates shall be prepared in a format and content agreed to by the FAA.

2.14 Travel Coordinator
The contractor shall support ATB-200 to monitor and track travel requirements. The contractor shall perform, at a minimum, the following tasks:

· Plan and budget project travel requirements for the Washington and National travel accounts

· Prepare monthly reports

· Process authorizations and vouchers

· Coordinate all travel and documentation with FAA employees and supervisors

· Develop tools to quickly respond to and manage changes in travel budgets

The contractor shall perform all travel transaction in the current travel database, TSERV. 

2.15 Program Scheduler
The contractor shall provide the necessary labor with skills to provide staff proficient in Microsoft Project, Primavera, and with experience with major Federal system acquisitions. The contractor shall perform, at a minimum, the following tasks:

· Prepare and maintain master project schedules

· Develop and maintain integrated schedules for individual projects

· Perform complex “what-if” drills for schedule impacts with speed and accuracy

3.0 Schedule

The period of performance of this requirement is estimated to be 5 years.  The Government will assign a maximum of 231,840 labor hours to this effort.

4.0 Deliverables

The contractor shall provide a monthly status report to the COTR, DOCOTR and Contracting Office electronically and in hardcopy. The report shall describe the work accomplished during the reporting period and work planned for the next period, discuss problems encountered and corrective actions taken, and identify pending issues. In particular, the report shall address the extent to which any problems or circumstances could cause conflicts in Terminal Automation program schedules.

Invoicing shall be in accordance with the CLIN structure provided in APPENDIX A. 

As assigned, the contractor shall prepare and deliver documentation to various government personnel in accordance with the specific work assignments associated with individual ATB-200 projects. Unless otherwise superseded by more specific contract data requirements, the contractor shall maintain the following general delivery time frames. Some due dates may be dependent on system development contractor milestones. All references to days are in calendar days.

	ITEM
	DUE DATE

	Reports on Reviews/Meetings/Trips
	7 days after Review/Meeting/ Trip

	Oral/Written Status Reports
	Weekly

	Monthly Status Report
	Monthly

	Comments on CDRL documentation
	As per project CDRL

	Special Reports (as needed)
	NLT 30 days after completion of study/test

	Work Breakdown Plan
	30 days after initiation of Work Order

	Government Property Reports
	NLT September 23rd, each year

	Acquisition Strategy Papers
	As required

	Integrated Program Plans
	As required

	Acquisition Program Baseline
	As required

	Process Improvement Status Reports
	Monthly

	Program/Project Management Schedules
	Monthly

	Program/Project Management Status Reports
	Monthly

	Process Area Process Description Documents
	As required

	White Papers
	As required

	Budget Reports
	As required

	
	


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

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 COTR. 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 it’s contractors without written approval of the COTR.
5.0 Travel
Travel shall be required as defined in 1.1. All travel shall have prior authorization of the ATB lead, DOCOTR and/or the COTR.  The contractor is reminded that this further defines Part I, Section G.6 (Travel) of the contract award document. 

 
6.0 Contract Administration
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.

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.

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

7.0 Other Direct Costs (ODCs)
ODCs shall be authorized and reimbursed in accordance with Part I - Section G, item G.7. ODCs shall be authorized by the ATB-200 lead and the DOCOTR and/or COTR prior to purchase.

8.0 Government Furnished Property

The contractor shall administer all Government property as defined in Part I, Section H.3 Government Property Reports.

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. These requirements are listed as they apply to each FAA organization serviced by this Statement of Work.

ATB-220:

Administrative Assistant: In addition to the requirements in the base contract, the candidate shall possess experience with FAA automated administrative systems (i.e. LDR, TE-serve, correspondence logs, etc). This candidate shall be ON-SITE in Washington DC.

Task Area Lead:  (KEY) The candidate shall provide overall management of financial and administrative contractor personnel working in a technical environment. In addition to the requirements in the base contract, the candidate shall be proficient in Government budget preparation, execution and reconciliation. Additionally this candidate shall possess experience in Program Management, planning tools (i.e. work breakdown structures, critical path analysis, etc.) and report development.  The candidate shall also have sufficient management acumen and leadership skills as required by such a position.

Business Administrator: (KEY) This candidate shall possess, at a minimum, a Bachelor’s degree in Business Administration or substantially related field (accounting, finance, etc.) plus 5 years of business administration experience.  Personnel having both a four year college degree and actual Business/Financial Management experience with either the FAA or another Federal Governmental agency will be considered in lieu of a Bachelor’s degree in Business Administration. The candidate shall provide support to the customer in areas of business management. The candidate shall be proficient in the use of Excel, financial data bases and automated toolsets. The candidate shall possess skills in budget preparation (formulation and execution) in both OPS and F&E appropriations and the ability to meet deadlines. 

Business Liaison: (KEY) In addition to the requirements in the base contract, the candidate shall possess the ability to coordinate, manage, develop and distribute information and briefing products on a variety of programs (financial and technical).  Additionally, the candidate shall possess the ability to respond to Congressional and other external and internal information inquiries. The candidate shall manage the ATB-200 correspondence action log and archives containing all major briefings and correspondence and possess experience in the preparation of a variety of communications and briefing formats. The candidate shall possess, at a minimum, a Bachelor’s degree in Business Administration or substantially related field (accounting, finance, etc.) and at least five (5) or more years of relevant experience. 

Business Analyst: In addition to the requirements in the base contract, the candidate shall possess at least one year of experience in support of a Federal agency, providing financial tracking, life-cycle cost analysis, budget development, report reconciliation and management support.  The candidate shall possess experience in current FAA automated travel systems, knowledge of the FAA travel Policy, and the ability to process travel authorizations and vouchers. This candidate shall possess at least 2 years of experience in the areas of financial tracking, life-cycle cost analysis, budget development. The candidate shall be proficient in Excel. This candidate shall be ON-SITE in Washington DC.

ATB-230:

Administrative Assistant: In addition to the requirements in the base contract, the candidate shall possess experience with FAA automated administrative systems (i.e. LDR, TE-serve, correspondence logs, etc).

Business Administrator: (KEY) This candidate shall possess, at a minimum, a Bachelor’s degree in Business Administration or substantially related field (accounting, finance, etc.) plus 5 years of business administration experience.  Personnel having both a four year college degree and actual Business/Financial Management experience with either the FAA or another Federal Governmental agency will be considered in lieu of a Bachelor’s degree in Business Administration. The candidate shall provide support to the customer in areas of business management. The candidate shall be proficient in the use of Excel, financial data bases and automated toolsets. The candidate shall possess skills in budget preparation (formulation and execution) in both OPS and F&E appropriations and the ability to meet deadlines. 

Business Analyst: In addition to the requirements in the base contract, the candidate shall possess at least one year of experience in support of a Federal agency, providing financial tracking, life-cycle cost analysis, budget development, report reconciliation and management support. This candidate shall possess at least 2 years of experience in the areas of financial tracking, life-cycle cost analysis, and budget development. The candidate shall be proficient in Microsoft Excel.
ATB-250:

Business Administrator: (KEY) In addition to the requirements in the base contract, this candidate shall possess, at a minimum, a Bachelor’s degree in Business Administration or substantially related field (accounting, finance, etc.) plus 5 years of business administration experience.  Personnel having both a four year college degree and actual Business/Financial Management experience with either the FAA or another Federal Governmental agency will be considered in lieu of a Bachelor’s degree in Business Administration. The candidate shall provide support to the customer in areas of business management. The candidate shall be proficient in the use of Excel, financial data bases and automated toolsets. The candidate shall possess skills in budget preparation (formulation and execution) in both OPS and F&E appropriations and the ability to meet deadlines. 

ATB-260:

Business Administrator: (KEY) In addition to the requirements in the base contract, this candidate shall possess, at a minimum, a Bachelor’s degree in Business Administration or substantially related field (accounting, finance, etc.) plus 5 years of business administration experience.  Personnel having both a four year college degree and actual Business/Financial Management experience with either the FAA or another Federal Governmental agency will be considered in lieu of a Bachelor’s degree in Business Administration. The candidate shall provide support to the customer in areas of business management. The candidate shall be proficient in the use of Excel, financial data bases and automated toolsets. The candidate shall possess skills in budget preparation (formulation and execution) in both OPS and F&E appropriations and the ability to meet deadlines. 

10.0
Special Labor Categories

The contractor shall provide personnel in the following specialized labor categories:

ATB-230, ATB-250 and ATB-260:

Planner/Scheduler:  This candidate shall possess a minimum of five years experience in identifying, developing, analyzing and tracking program/project schedules. Two years of this experience shall be in support of FAA programs. The candidate shall posses the ability to report and coordinate schedules within the organization and be able to brief management on schedule status, potential problems, alternative schedules and their impact on budgets and milestones.  The candidate shall be able to perform scheduling and planning duties utilizing scheduling tools such as Microsoft Project.  
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