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PROGRAM MANAGEMENT/PROJECT MANAGEMENT SERVICES
PERFORMANCE WORK STATEMENT 

Department of Navy
 Strategic Sourcing Division

1. INTRODUCTION

The Navy Strategic Sourcing Program Management Office (SSPMO) is responsible for initiatives to improve management and contracting of similar supplies and services through a Commodity based procurement Strategy across the Navy.  That strategy employs the use of Strategic Sourcing, a collaborative and structured process of critically analyzing an organization’s spending and using this information to make business decisions about acquiring commodities and services more effectively and efficiently.  The Navy SSPMO has analyzed the types of contractor services needed by the Department of the Navy (DoN) customers and used this information to initiate the Professional Analysis and Support Services (PASS) solution to provide the services more effectively and efficiently.  
	
 	The PASS solution will provide Navy and Marine Corps customers, primarily NAVSUP customers, with a responsive, efficient, and reliable means of obtaining professional contractor support service to meet operational objectives.  The contract will provide direct labor and management to perform specific non-personal services as defined in the individual task orders.  The scope of this contract covers the entire spectrum of non-inherently governmental services and solutions (equipment and services) associated with program management/project management services.  

  2.  GENERAL REQUIREMENTS


      2.1 Non-Personal Services

The Government shall neither supervise contractor employees nor control the method by which the contractor performs the required tasks. Under no circumstances shall the Government assign tasks to, or prepare work schedules for, individual contractor employees. It shall be the responsibility of the contractor to manage its employees and to guard against any actions that are of the nature of personal services, or give the perception of personal services. If the contractor believes that any actions constitute, or are perceived to constitute personal services, it shall be the contractor's responsibility to notify the Procuring Contracting Officer (PCO) immediately. 

     2.2 Business Relations

The contractor shall successfully integrate and coordinate all activity needed to execute the requirement.  The contractor shall manage the timeliness, completeness, and quality of problem identification.  The contractor shall provide corrective action plans, proposal submittals, timely identification of issues, and effective management of subcontractors.  The contractor shall seek to ensure customer satisfaction and professional and ethical behavior of all contractor personnel.   

     2.3 Contract Administration and Management
	
The following subsections specify requirements for contract, management, and personnel administration. 
		 
             2.3.1 Contract Management
	
The contractor shall establish clear organizational lines of authority and responsibility to ensure effective management of the resources assigned to the requirement.  The contractor must maintain continuity between the support operations at [insert location] and the contractor's corporate offices.
 
             2.3.2 Contract Administration

The contractor shall establish processes and assign appropriate resources to effectively administer the requirement.  The contractor shall respond to Government requests for contractual actions in a timely fashion.  The contractor shall have a single point of contact between the Government and Contractor personnel assigned to support contracts or task orders.  The contractor shall assign work effort and maintaining proper and accurate time keeping records of personnel assigned to work on the requirement.

             2.3.3 Personnel Administration

The contractor shall provide the following management and support as required.  The contractor shall provide for employees during designated Government non-work days or other periods where Government offices are closed due to weather or security conditions.  The contractor shall maintain the currency of their employees by providing initial and refresher training as required to meet the PWS requirements.  The contractor shall make necessary travel arrangements for employees.  The contractor shall provide necessary infrastructure to support contract tasks.  The contractor shall provide administrative support to employees in a timely fashion (time keeping, leave processing, pay, emergency needs).

      2.4 Subcontract Management

The contractor shall be responsible for any subcontract management necessary to integrate work performed on this requirement and shall be responsible and accountable for subcontractor performance.  The prime contractor will manage work distribution to ensure there are no Organizational Conflict of Interest (OCI) considerations. 

Contractors may add subcontractors to their team after notification to the Procuring Contracting Officer (PCO) or Contracting Officer Representative (COR) at the task order level. Cross teaming may or may not be permitted. 

      2.5 Contractor Personnel, Disciplines, and Specialties
	
The contractor shall accomplish the assigned work by employing and utilizing qualified personnel with appropriate combinations of education, training, and experience.  The contractor shall match personnel skills to the work or task with a minimum of under/over employment of resources.  

The Contractor shall provide the necessary resources and infrastructure to manage, perform, and administer the contract.

Contractor Identification in the Government Workplace -   All contractor and subcontractor personnel shall be required to wear company picture identification badges so as to distinguish themselves from Government employees. When conversing with Government personnel during business meetings, over the telephone, or via electronic mail contractor and subcontractor personnel shall identify themselves as such to avoid situations arising where sensitive topics might be better discussed solely between Government employees. Contractors and subcontractors shall identify themselves on any attendance sheet or any coordination documents they may review. Electronic mail signatures shall identify company affiliation.

Contractors shall be required to wear government-issued identification as specified. 
   
      2.6 Location and Hours of Work

Government Facilities
As specified in each task order, government facilities (i.e., office space, computer hardware/software, or lab space) will be provided to those labor categories that would otherwise adversely affect the work performance if they were not available on-site. Note: The burdened labor rate for those contractor personnel designated as "government site" shall include overhead costs allocable to government site work, consistent with the contractor's established accounting practices.

Contractor Facilities
Some task orders issued under this contract may require work to be performed at the contractor facilities at specific locations.

      2.7 Travel / Temporary Duty (TDY)
 
Travel locations and place of performance shall be specified at task order level. Travel to other government facilities or other contractor facilities may be required and will be specified in the PWS.  All travel requirements (including plans, agenda, itinerary, or dates) shall be pre-approved by the government (subject to local policy & amp; procedures), and is on a strictly cost reimbursable basis.  Costs for travel shall be billed in accordance with the regulatory implementation of Public Law 99-234 and FAR 3.205-46 Travel Costs (subject to local policy & amp; procedures; other references).
  
3.  PERFORMANCE REQUIREMENTS 

       3.1 Basic Requirements

Contractor support is required to provide program management/project management services to support various Navy customer in achieving their goals and objectives.  This Performance Work statement (PWS) specifies potential tasks to be performed, deliverables to be provided and performance objectives.  Specific tasks, deliverable and performance objectives will be specified at the task order level.  Although not limited beyond the task description below, this contract has a primary focus on program management/project management services.  The tasks identified are not an all inclusive list of potential task to be performed but a general scope of the work that should be anticipated.   

The Contractor shall furnish all work, management, supervision, labor and materials necessary to ensure the effective and efficient performance of functions identified throughout this PWS which make up this requirement. The Contractor must be capable of providing flexible, responsive, and high quality services and support.  

       3.2 Performance Requirements
3.2.1 PROGRAM PLANNING AND COORDINATION:  Creates both the structure and practices to guide the program and provide senior-level leadership, oversight, and control. Program Planning and Coordination encompasses the relationship between the oversight effort and the overall business direction, all the decision-making roles and responsibilities involved in executing the program effort.
3.2.1.1 Draft, analyze, integrate, review, and provide recommendations for Milestones and other documentation in accordance with Government, DOD and Navy regulations.

3.2.1.2 Gather information, identify issues and provide recommendations and draft documentation to achieve overall goals for system strategic planning.

3.2.1.3 Recommend resolution of issues for milestone decisions.

3.2.1.4 Review, analyze and provide recommendations to utilize new initiatives and best practices to improve areas within program management.

3.2.1.5 Prepare and maintain program documentation.

3.2.1.6 Provide program support for reviews, conferences, briefings and other meetings.

3.2.1.7 Conduct surveys and analyze results.

3.2.1.8 Draft program schedules and Gantt charts and perform critical path analyses.

3.2.1.9 Provide design oversight including configuration and data management.

3.2.1.10 Provide recommendations and initiatives for Command improvements to reduce overall costs, including but not limited to business case Analysis, cost benefit analysis, and e-business solutions.

3.2.1.11 Develop and implement a risk management strategy and plan, and prepare risk assessments, analyses, studies and recommendations.

3.2.1.12 Identify and analyze metrics in order to track process performance and monitor the use of the metrics.

3.2.1.13 Develop and maintain an Integrated Master Plan (IMP) and Integrated Master Schedule (IMS).

3.2.1.14 Analyze the prime contractor and subcontractor cost, schedule, and performance and help provide recommendations on how to reduce cost, schedule and performance risk.

3.2.1.15 Develop and implement a detailed plan for the overall management of this contract.


3.2.2 ACQUISITION SUPPORT:  Process of implementing and managing acquisition procurements/documentation to ensure that documents are properly executed providing proper controls and regulations.

3.2.2.1  Analyze, evaluate, and provide recommendations for the planning, development, monitoring and execution of procurement and contractual documentation. 

3.2.2.2 Support pre and post-award efforts analyzing contractor proposals and source selection as permitted by law and regulation.

3.2.2.3Recommend processes, procedures, and techniques required to acquire and support: training, training devices and training equipment.

3.2.2.4 Perform tradeoff studies and risk assessments.

3.2.2.5 Integrate Environmental, Safety and Health (ESH) requirements with the DOD acquisition process.

3.2.2.6 Review, track, and evaluate contract deliverables.

3.2.2.7 Provide support and assistance in reviewing, assessing, and complying with policies, standards, guidelines, or procedures established by DoD, DoN, and ASN(RD&A).

3.2.2.8 Monitor and track the status of contracts by analyzing outstanding obligations, coordinating with applicable PCOs, ACOs, CORs, and vendors relative to outstanding issues, and assist in preparing closeout funding documents.

3.2.2.9 Provide support for internal and external reports, to include the Defense Acquisition Executive Summary (DAES)/Select Acquisition Request (SAR), Quarterly Acquisition Review (QAR) issues, performance metrics reports, and the contractor’s estimated completion date.

3.2.2.10 Track deliverables and analyze programs cost, schedule and performance data.

3.2.2.11 Provide support in pre-acquisition and acquisition strategy planning and implementation.

3.2.2.12 Provide support in milestone planning, tracking, scheduling, briefing preparation, staff coordination, as well as decision documentation preparation and documentation.

3.2.3 BUSINESS, COST ESTIMATING AND FINANCIAL MANAGEMENT: Implementation of fiscal practices and controls.   A process of implementing and managing financial control systems, collecting financial data, analyzing financial reports, and making sound financial decisions based on the analyses.
3.2.3.1 Provide programming, planning and budgeting management including budget preparation and justification, funds execution, program planning and analysis, and the presentation of this data in various formats.

3.2.3.2 Provide inputs to independent cost estimates (for life cycle costs or other activities).

3.2.3.3Analyze, make recommendations, and report on: requirements determinations, programming, site surveys, project management plans, facilities design, and facility construction (e.g. Base Re-Alignment and Closure, new facilities requirements, etc.).

3.2.3.4 Prepare estimates at completion (EAC) for work conducted by a government activity or a contractor.

3.2.3.5 Provide recommendations on cost realism.

3.2.3.6 Perform contract earned value management system (EVMS) analyses.

3.2.3.7 Analyze, evaluate and provide recommendations for Total Ownership Cost (TOC), Cost as an Independent Variable (CAIV) and Life Cycle Cost (LCC).

3.2.3.8 Prepare configuration control documentation.

3.2.3.9Prepare and maintain program documentation.

3.2.3.10 Analyze obligations and expenditures, maintain forecasts, prepare reports on the status/recommendations and availability of funds, justify and prioritize unfunded requirements, and assist with development, review and recommendation of execution year funding efforts.

3.2.3.11 Provide Return on Investment figures.

3.2.4 COMMUNICATIONS AND OUTREACH: Communicates priorities, policies, procedures, decisions, goals and issues.  Prepares and maintains reports, and statistics related to the functional area.

3.2.4.1 Provide information and recommendations to respond to Congressional, DOD, other Government agency, media or industry inquiries, Freedom of Information Act (FOIA) requests, audits and for Congressional testimony.

3.2.4.2 Facilitate and participate in IPTs, special advisory boards, off sites, working groups, audit teams, etc.

3.2.4.3  Analyze, evaluate and prepare program briefs, reports and correspondence.

3.2.4.4 Provide waterfront and on-site liaison.

3.2.4.4Prepare and maintain program documentation.

3.2.4.6 Provide good oral and written communications in order to interface with commands and other activities across the Navy.

3.2.4.7 Develop, review and update charters, MOAs, MOUs, and organizational charts to enable more effective communications and organizations for the program and stakeholders.

3.2.5 TECHNICAL MANAGEMENT: Provides technical guidance, methodologies in managing, evaluating, providing recommendations, reports, and resolutions.

3.2.5.1  Evaluate issues and provide recommendations related to system cost, schedule, and performance.

3.2.5.2 Review, assess, and monitor production reports and recommend resolutions to production problems.

3.2.5.3 Draft, analyze, review and provide recommendations on test and evaluation program planning, as well as provide installation, testing, execution documentation and checkout support of platforms and weapons systems and participate in tests and trials.

3.2.5.4 Prepare and maintain program documentation.

3.2.5.5 Provide support for requirement generation, allocation, verification, and validation.

3.2.5.6  Develop and maintain work breakdown structure.

3.2.5.7  Perform and provide reviews, analyses, studies, documentation, and recommendations for system design including technical expertise in system engineering, software engineering, logistics, test and evaluation and training.

3.2.5.8 Provide recommendations for planning, organizing, and managing critical aspects of the development, production, and/or deployment of capabilities.

3.2.6 ADMINISTRATIVE AND CLERICAL: This functional area consist of applying, clerical, organizational assessment, administrative management, office management, strategic and organizational planning, and administrative disciplines required for seamless operation of offices and support functions. Functions to include, but not limited to: transcription, library services, word processing/typing, stenographic services, information retrieval, paper shredding, report generation and brief preparation duties.

3.2.6.1 Type and track correspondence, reports, and tabular data from drafts provided by professional personnel, editing for spelling, punctuation and grammar, as well as ensuring formats are in compliance with the Department of the Navy/ONR procedures.

3.2.6.2 Greet visitors, communicate messages, answer telephones, take and forward messages, as well as assist staff with follow- up phone calls on outstanding documents/actions.

3.2.6.3Administer, prepare, facilitate, and document travel arrangements, schedules, billing and record keeping by supporting the planning/execution/liquidation of Government sponsored travel.

3.2.6.4 Duplicate, collate, assemble, and maintain materials as required.

3.2.6.5 Prepare entries and input, track and monitor data for inclusion in various information systems, for both commercial and agency-specific systems as required.

3.2.6.6 Coordinate and monitor meetings, appointments, schedules, and facilities as requested, as well as provide direct support for presentations, conferences, events, and other meetings as requested.

3.2.6.7 Maintain hard copy, electronic filing, and record keeping systems to facilitate retrieval and historical record maintenance as required by the client or other pertinent entities.

3.2.6.8 Use professional judgment to refer matters/questions requiring action to appropriate office, department, point of contact or agency.

3.2.6.9 Maintain and administer office operating supplies.

3.2.6.10 Understand and follow administrative protocols followed by clerical and secretarial staff within the work group.

3.2.6.11 Deliver/pick-up correspondence and report within the agency and from other local office.

3.2.6.12 Prepare and maintain program documentation.

  
   4.  SPECIAL REQUIREMENTS

This section describes the special requirements for this effort.  The following sub-sections provide details of various considerations on this effort.

      4.1 Security and Safety  

Security requirements will be specified at the task order level, however the contractor should anticipate the following access requirements.

Work performed by the contractor requires access to information that is:
|X|	UNCLASSIFIED
|X|	CONFIDENTIAL
|X|	SECRET
|_|	TOP SECRET

The contractor will be required to attend meeting classified at:
|X|	UNCLASSIFIED
|X|	CONFIDENTIAL
|X|	SECRET
|_|	TOP SECRET


DD Forms 254: Overarching security requirements and Contractor access to classified information shall be as specified in the basic DD Form 254, which will be further identified in the DD Form 254 for each TO, as required.  All contractor personnel with access to unclassified information systems, including e-mail, shall have at a minimum a favorable National Agency Check (NAC). 

Individual task orders may require a Contractor Visitor Group Security Agreement.  The contractor shall develop and sign a Contractor Visitor Group Security Agreement to protect classified information involved in performance under the specified task order.  The Agreement will outline responsibilities in the following areas:  Contractor security supervision; Standard Practice Procedures; access, accountability, storage, and transmission of classified material; marking requirements; security education; personnel security clearances; reports; security checks; security guidance; emergency protection; protection of government resources; DD Forms 254; periodic security reviews; and other responsibilities, as required.

     4.2 Transition

A transition plan may be required at the task order level.  If required, the contractor shall follow the transition plan submitted as part of the proposal and keep the Government fully informed of status throughout the transition period. Throughout the phase-in/phase-out periods, it is essential that attention be given to minimize interruptions or delays to work in progress that would impact the mission. The contractor must plan for the transfer of work control, delineating the method for processing and assigning tasks during the phase-in/phase-out periods. 

      4.3 Government Furnished Material

 The Government will provide workspace, classified/unclassified workstations, office supplies, computer equipment, telephone, fax (local, DSN and long distance), electronic mail, reproduction facilities, and proper building access identification badges as required.  The Government will furnish any computer software, such as access to the PBIS database, which may be needed to accomplish tasks at the government site.  The Government will provide access to appropriate reference material and databases necessary in the performance of this effort.  The contractor will be provided the authority to access all information required to perform duties.  The Government will provide coordination assistance to assist the contractor in accessing required information.  The Government will provide the following information:  access to relevant Government organizations, information and documentation, manuals, texts, briefs and associated materials, as required and available.

Definition of terms:  
GFE:  Government Furnished Equipment

GFI:  Government Furnished Information - verbal or written (e.g., electronic or hand written) guidance and information required for the preparation of work products and deliverables.

	Program: Program Management Institute (PMI) defines a program as “a group of related projects managed in a coordinated way to obtain benefits and control no available from managing them individually. Programs may include elements of related work outside the scope of the discrete projects in a program.” Program Managers (are) “responsible for the coordinated management of multiple related projects, and in many (most) cases, ongoing operations which are directed toward a common objective.” Each agency has its own unique program governance, and those that meet the DoD 5000 requirements must comply with it and those that do not will be governed by the individual agencies.

      4.5 Applicable Directives and References

The contractor shall comply with all documents listed below as mandatory and referenced under paragraph 3.0 Performance Requirements.  Compliance with documents listed as non-mandatory is the contractors’ option.

Mandatory compliance (list)

	Document Source
	No./Version
	Title

	
	
	

	
	
	

	
	
	

	Use this space to insert applicable directives and documents.  Add more columns/rows as applicable.
	
	



Non mandatory documents (list)

	Document Source
	No./Version
	Title

	
	
	

	
	
	

	
	
	

	Use this space to insert applicable directives and documents.  Add more columns/rows as applicable.
	
	



Below are examples to aid you in the development of your “Directives and References”.  


	Document Source
	No./Version
	Title

	United States Code
	Title 10
	Armed Forces

	United States Code
	Title 31
	Money and Finance
31 US Code 1301(a)
31 US Code 1502(a)
31 US Code 1517

	OMB
	Circular A-11
	Preparation, Submission, and Execution of the Budget

	DoD Directive
	5000.01
	The Defense Acquisition System

	DoD Directive
	5000.02
	Operation of the Defense Acquisition System

	DoD Regulation
	7000.14-R
	Department of Defense Financial Management Regulations

	DoD Directive
	5015.2
	DoD Records Management Program

	SECNAV
	5000.2
	Implementation and Operation of the Defense Acquisition System and Joint Capabilities Integration and Development System

	Navy
	
	DoN Budget Guidance Manual 




5.  DELIVERABLES

The contractor shall provide deliverables as described and specified by the government.  Format and delivery schedule for deliverables shall be outlined in per the PWS, TO, CDRLs and/or other means TBD.
[Tailor as appropriate.]

The Contractor shall provide the following deliverables within the timeframe specified:

	Products/Deliverable
	Schedule/Date Required

	
	

	
	

	
	

	
	

	
	

	Use this space to insert applicable deliverables and dates.  Add more columns/rows as applicable.
	



Below are examples to aid you in the development of your “Deliverables Section”.


	Products/Deliverable
	Schedule/Date Required

	Program Information Summary
	As required

	Program Team Organization Chart
	As required

	Progress Report
	As required

	Status Report
	As required

	Program Plan
	As required

	Program Schedule
	As required

	Work Breakdown Structure
	As required

	Travel documentation
	As required

	Briefings or technical reports
	As required

	Master Calendar 
	As required

	Tracking Reports 
	As required

	Invoice
	As required

	Meeting Minutes, Agendas 
	As required

	Programmatic letters 
	As required

	Work Plan 
	As required

	Program Objective Memorandum (POM) Status briefs 
	As required

	Program Briefs 
	As required

	Point Papers, Decision Papers, Information Papers
	As required

	Administrative CONOPS
	As required

	
Procedure Plans
	As required

	Action Tracking System
	As required

	Metrics
	As required

	Business Plan 
	As required

	Draft Congressional Reports 
	As required

	Work Plan 
	As required

	Technical Authority Management Plan 
	As required

	Draft Policies, Draft standards, Draft specifications 
	As required

	Inventory Report
	As required

	Configuration Management Plan 
	As required

	Test and Evaluation Plan
	As required

	Financial Status Report 
	As required

	Financial Allocation Status 
	As required

	Financial Execution Status Briefings 
	As required

	Financial Management Policies and Procedures 
	As required

	Financial Updates
	As required

	Funding Execution Reports 
	As required

	Financial SITREP 
	As required

	End of Performance Report
	As required




Monthly Status Reports.  The Contractor shall provide a monthly report which summarizes overall performance under the task order.  The report shall detail performance under each task of this PWS (3.0), addressing completed tasks and the status of on-going tasks.  For in-process tasks, the Contractor shall identify accomplishments for the month, identify planned accomplishments for the coming month and potential risks that might negatively impact performance and proposed mitigation plans.  Reports shall be submitted monthly on the 5th calendar day for the preceding month to the Contracting Officer’s Representative (COR) with a copy to the cognizant Contracting Officer. [Tailor as appropriate.]

End of Performance Report.  The Contractor shall develop a report summarizing Financial Management and Accounting Administration Support functions as congruent with PWS 3.0  The report will provide items in priority order of importance, internal control deficiencies and related criteria or workarounds with final determination of impact for each non-compliant requirement assessed.  The final report shall be submitted to the COR within 30 days after the end of the contract period of performance. [Tailor as appropriate.]

All deliverables shall be submitted to the COR.  The COR is responsible for tracking and acceptance. [Tailor as appropriate for other positions as necessary.]
