PERFORMANCE WORK STATEMENT

PROFESSIONAL AND TECHNICAL SUPPORT FOR

The Center for Civil-Military Relations at

Naval Postgraduate School, Monterey, CA

1.0 INTRODUCTION AND SCOPE
1.1 Supported Activity: The Center for Civil-Military Relations (CCMR), located at the Naval Postgraduate School in Monterey, California, has been tasked by the Departments of Defense and State to strengthen democratic civil-military relationships and build capacity of U.S. allies and partners. CCMR, supported by a faculty of prominent scholars, government officials, and military officers, accomplishes this goal by assisting those nations in making integrated defense decisions. This effort applies to the following CCMR two lines of activity (LOA), that comprise security assistance education and training activities facilitated by CCMR on a recurring basis.
LOA 1: Professional Military Exercises
LOA 2: Operational Training
The work effort is for non-personal personnel services to be provided for conducting education and training events in both US and foreign national venues.  
1.2 Scope: Contractor instructor-trainer personnel (SMEs) will assist and augment an existing cadre of CCMR or other NPS instructors to accomplish tasked instructional and training facilitation services program activities in Section 2.  
2.0 PROGRAM DESCRIPTION 
CCMR's lines of activity for this effort are listed below in subsections 2.1 and 2.2. This includes a description of each activity’s duration, the frequency of it being conducted, and the activity’s required number of direct instructional contact and preparation hours by contractor personnel, exclusive of any required operational or administrative support functions.
2.1 Professional Military Exercises for LOA 1 consists of recurring peace, stability, and crisis response security cooperation exercises conducted at the tactical-operational or first responder partner nation military officer and civilian leader level. Planning and preparatory activities include Initial Planning Workshops (IPWs); Final Planning Workshops (FPWs), and Scenario Design Workshops (SDWs) which are integral parts of the Joint Exercise Life Cycle (JELC) that includes and culminates with the Exercise (EX).
	Security Cooperation Exercises
	Joint Exercise Life Cycle Activities(Spirals)
	Frequency

	USARPAC Exercises*, including:

Angkor Sentinel

Garuda Shield

Hanuman Guardian

Keris Strike

Khan Quest

Yudh Abhyas
	IPW: 1 Week

SDW: 1 Week

FPW: 1 Week

EX: 2 Weeks
	5-6 Annual Exercises with associated JELC events


*See full JELC Activity description, including required minimum instructor-trainer qualifications and training events deliverables under appendix one as attached.

2.2 Operational Training for LOA 2 includes activities that are targeted at mid- to senior levels of partner nation military officers and civilian leaders. Typical Operational Training events are 3-5 days in duration.  Each event is unique and requires preparatory work to develop or refine materials.
	Operational Training Events**
	Duration
	Frequency

	Civil Affairs training events on multinational Crisis Response


	1 week
	Annual

	Domestic Disaster Response Coordination
	1 week
	1-2 Annual Events


** See full description and sample of Operational Training events including required minimum instructor-trainer qualifications and training events deliverables under appendix two as attached.

3.0 COMMON TASKS
The following tasks (3.1-3.5) represent activities that will occur for any and all events covered under this performance work statement. The contractor will produce task-oriented deliverables in accordance with requirements in this performance work statement and subsequent task orders. Each task order will define training events offering, schedule, and work effort deliverables required. 
3.1 Conduct Academic Events 
3.1.1    Conduct direct education and training facilitation activities to support CCMR education programs described in section 1.0 
3.1.2    Education and Training Activities will be of high strategic value, for example it will contribute to knowledge principally in national, regional, or international security contexts or will provide important support to the work of other agencies conducting international security cooperation activities and institutionalization of security cooperation best practices, policies, and procedures.
3.2 Support Participants –Exercise and Event Evaluations

3.2.1   Facilitate participant evaluations. Evaluations furnished by the Government.

3.2.2   Prepare an analysis of participant evaluations. Identify and assess students’ and participants’ recommendations which can be incorporated into improving the operational capacities and requirements of CCMR education and training programs. 

3.3 Present Education and Training Programs
3.3.1  Provide subject matter expertise to CCMR education and training events. Deliver academic content, facilitate scenario-based, event-driven command post and staff exercises, and provide direct coaching-teaching
3.3.2 . Lead or participate in role-played Key Leader Engagements (KLEs). 

3.3.3  Presentations, scenarios and products will be supplied by the government in accordance with each awarded task order. 

3.4 Prepare for Education and Training Programs-Events and JELC Exercise Activity Updates
3.4.1  Before each scheduled event or exercise activity via task order, Contractor will perform any necessary research to ensure presentations and supporting training materials shall contain the most current and relevant references available at the time of delivery. This will include recommending and providing updates to supplied training events materials.  The number of preparation hours expected is broken down by events and exercise activity in section 2. 
3.4.2  Contractor recommendations for events or exercise activity updates will be provided to the Program Manager for review, and revision as needed.  Updated materials by the contractor will be in the supplied Government format.  Updated training events materials will be submitted within stated deadlines per each task order and will be understandable, legible, and accurate.
3.5 Adhere to Instructor-trainer Responsibilities for Education and Training facilitation for LOAs 1 and 2-The following lists the responsibilities of each contractor provided instructor-trainer:
3.5.1    Meet and/or electronically communicate with the TPOC prior to and upon completion of all JELC activities to discuss arrival times and any other essential training events administrative information which may include planning meetings or in-progress reviews;
3.5.2   Prepare for classroom or training venue activities prior to event;

3.5.2.1  Obtain any necessary training events materials from the TPOC as well as supply any materials that are the responsibility of the Instructor to the TPOC in a timely manner;

3.5.2.2  Ensure that all audiovisual equipment, network equipment (when applicable) is in proper working condition and instructional materials/aids, e.g., student handouts, etc., are available before event begins;
3.5.3    Prepare for and deliver the training events materials as prescribed in the awarded task order including content, sequence, timing, audiovisual presentation and instructional-training methodology;
3.5.4    Arrive and depart from the educational and training activities in a timely manner in accordance with the event agenda and as discussed with the applicable Program Manager or TPOC.
3.5.5    Do not connect or allow participants to connect personal computer equipment to government computer equipment at any time; including laptops, thumb-drives, USB peripherals, etc., and contact the TPOC and dedicated Government technical support staff for guidance and assistance with these issues where necessary;

3.5.6    Enforce education and training ground rules as necessary;

3.5.7    Report any participant disciplinary or intervention issues (e.g. medical attention, absence from a presentation or module of the class) to the TPOC;

3.5.8   Report participant discipline problems to the TPOC as soon as possible;
3.5.9   Ensure that all equipment is used properly and is not removed from the education or training venue.
3.5.10 Evaluate and treat participants fairly and equitably at all times;

3.5.11 Provide a learning environment that does not permit hostile incidents while conducting any education or training activity;

3.5.12 Remain alert for drifts in learning atmosphere that could lead to inappropriate comments;

3.5.13 Be familiar and in compliance with the DOD/NPS policies and instructions that deal with: equal opportunity in Federal education and training programs, civil rights, equal opportunity and affirmative employment, accessible electronic and information technology, equal opportunity for persons with disabilities, sexual harassment, and harassment and retaliation, internet security, and physical security;

3.5.14 Administer participant papers, presentations, and projects, as appropriate;

3.5.15 When not actually performing classroom instruction or direct training facilitation, such time should be used in support of the contracted event delivery to prepare and complete event-related educational and training developmental tasks. All instructor-trainers shall be available in the classroom during the entire training day; except during scheduled meal periods. The applicable Program Manager must approve exceptions to this policy. 

3.5.16 Be present the entire period of performance stated on the contracted instructor-trainers’s task order. Failure to fulfill this requirement in its entirety will result in a deduction (equitable adjustment) to the task order. Instructor-trainers may, in writing, propose an amount to be deducted from his/her task order to the applicable Program Manager.  CCMR has the right to accept or modify their proposal for remuneration;

3.5.17 Dress in a professional manner and present themselves as professionals.

3.5.18 Perform End of Event activities
3.5.18.1 Follow Government technical personnel instructions for closing the training network, where applicable;

3.5.18.2 Secure and return all reusable education and training materials for which the instructor-trainer has responsibility, and report equipment damage, loss or inoperability to the TPOC;

3.5.18.3 Remove excess papers, used easel pad chart paper and tape on walls or boards and ensure educational and training are left in a neat and orderly condition;

3.5.18.4 Meet or discuss with the TPOC after the delivery and provide specific recommendations concerning the training events, materials, equipment, facilities, etc., as appropriate;

4.0 GENERAL LABOR CATEGORIES 
The contractor shall provide professional and technical support to the CCMR for implementing the work efforts in the statement of work.  A clear chain of command between the staffing structure and the government technical point of contact (TPOC) will be provided.  The following labor categories represent the historic knowledge and skills needed in order to successfully complete the work.  Specific qualifications required for Instructor-trainers (SMEs) for each exercise and  event as further defined in appendices one and two by LOA and Title.  
Key Personnel – Responsibilities and Desired Experience and Education
4.1 Training Manager III
· Should have high-level knowledge combined with proven training management capacity for senior level work described in the program/task. 

· Should have advanced skill and knowledge to support analysis of training applications within a complex multi-national, multi-dimensional operational environment at the strategic level, develop functional systems, and integrating appropriate support and documentation. 

· Participates in all phases of program development with emphasis on the planning, analysis, integration, documentation, and presentation aspects. 

· Education level required for success is a Ph.D and/or 12 years of leadership and management experience.
4.2 Training Manager II

· Should have knowledge combined with proven training management capacity for senior level work described in the program/task. 

· He/she should have solutions to complex training issues and problems that require a detailed knowledge of the subject matter for effective implementation. 

· Designs and prepares reports, studies, and related documentation for training applications, develops assessment criteria for achieving program results and prepares and delivers presentations and briefings to support program development. 

· Education level required for success is a Ph.D and/or 10 years of leadership and management experience to ensure they are qualified to execute SOW tasks
4.3 Training Manager I

· Directs program/technical support operations involving multiple tasks/projects and personnel at diverse locations. 

· Responsibilities include ensuring that all program schedule, performance obligations, and deliverables are met, and that the completed task or project meets all client expectations, is provided on time and within budget. 

· Meets and confers with client management officials regarding the status of specific contractor program/technical activities and progress. 

· Education level required for success is a Master degree and/or 8 years of experience in the area of expertise to ensure they are qualified to execute these tasks.
4.4 Instructor Facilitator II

· Provide high level subject matter expertise combined with proven training management capacity for work described in the program/task. 

· He/She should have advice on complex training issues and problems that require a detailed knowledge of the subject matter for effective implementation. 

· Designs and prepares reports, studies, and related documentation for training applications, develops assessment criteria for achieving program results and prepares and delivers presentations and briefings to support program development. 

· Education level required for success is a Bachelor degree and/or 8 years of experience in the conduct of training to ensure they are qualified to execute these tasks.

4.5 Instructor Facilitator I

· Provide subject matter expertise and knowledge for teaching students on the program specific tasks.  Assist the Government Program Manager in the analysis, design, development, integration, documentation and implementation for aspects within their area of expertise. 

· Participates as needed in program development with emphasis on the planning, documentation, training and presentation phases. 

· The individual must have sound understanding of multiple training systems and be proficient in the use of modern education and training graphics tools. 

· Education level required for success is a Bachelor degree and/or 6 years of experience in the conduct of training to ensure they are qualified to execute these tasks
4.6 Project Manager

· Should have project management experience for mid-sized, multiple, or complex tasks. 

· Should have competent leadership and responsible project direction through successful performance of a variety of detailed, diverse elements of project management tasks. 

· Reports in writing and orally to Program Manager on project progress/status and various issues or problems.  After action reports are usually submitted 90 days post event. 

· Education level required for success is a Bachelor degree and/or 4 years of experience in the management of programs to ensure they are qualified to execute these tasks.
Non-Key Personnel
4.7 Program Manager

· Manages program/technical support operations involving multiple tasks/projects.  Manages personnel at diverse locations to ensure education requirements are met and all programs are adequately staffed.  Serves as the counterpart to the client program/technical manager for a complex program. 

· He/She will organize, direct and coordinate planning and execution of all program/technical support activities, resolve problems and conflicts and offer recommendations to the client, which requires an intimate knowledge of the related program. 

· Meets and confers with client management officials regarding the status of specific contractor program/technical activities and progress.  

· Education level required for success is a Master degree and/or 6 years of experience in the management of large programs to ensure they are qualified to execute these tasks.

4.8 Business Management Specialist 1a
· Should have a variety of support services experience for senior executives and program managers.  Duties include providing professional administrative services, traditional secretarial services and tracking appointments and calendar events. Duties include typing reports and memos, maintaining files (both computer and paper based), answering office inquiries, and performing administrative task. 

· Comprise and finalize complex documentation, including support material, users manuals and after action reports, in the style and format required by the Task Order.

· Works on complex projects independently and has thorough knowledge of graphics systems and graphics applications packages including: desktop publishing, CAD, GIS, design packages, HTML, multimedia and other graphics applications. 

· Education level required for success is a Bachelor degree and/or 4 years of related employment experience to ensure they are qualified to execute these tasks.

4.9 Operations Specialist II

· Should have experience in a variety of administrative duties to program managers or other management personnel, such as typing reports and memos, maintaining files (both computer and paper based), answers office inquiries, and performs administrative tasks.

· Comprise part of the overall team at the location of the training events, workshop, and mobile  events.  

· Supports the preparation and/or maintenance of program and operations documentation, procedures and methods, including reference manuals and after action reports. 

· Assists with graphics projects and the coordination of graphic/imaging production, coordinates production support as needed. 

· Education level required for success is a High School graduate and/or 2 years of related employment experience to ensure they are qualified to execute these tasks.

4.10 Administrative Specialist I
· Should have basic administrative support experience in the form of the coordination and planning of meetings, special events and visits. 

· Comprise part of the overall team at the location of the training events, workshop, and mobile  events.

· Performs a variety of secretarial duties for a program manager or other management, such as typing reports and memos, maintaining computer based and paper files, answers office inquiries, and performs administrative tasks.

· Must be familiar with the use of a personal computer and have good typing skills. 

· Education level required for success is a High School graduate and/or 1 year of related employment experience to ensure they are qualified to execute these tasks.
5.0 PERSONNEL QUALIFICATIONS
5.1 The contractor shall be responsible for employing technically qualified personnel to perform the work specified in this statement of work. The contractor shall maintain the personnel, organization, and administrative control necessary to ensure that the work delivered meets contract specifications and requirements. The work history of each contractor employee must contain experience directly related to the task and functions he/she is intended to perform 
under this contract.
5.2 The government reserves the right, during the life of the resulting contract, to request work histories on any contractor employee for the purposes of verifying compliance with the above requirements; additionally, the government reserves the right to review resumes of contractor personnel proposed to be assigned to an awarded task order. Personnel assigned to, or utilized by, the contractor in performance of work shall be fully capable of performing the contemplated functions of the respective labor categories in an efficient, reliable, and professional manner.
6.0 KEY PERSONNEL REPLACEMENTS, ADDITIONS, AND SUBSTITUTIONS


In the event personnel replacement becomes necessary, the Government reserves the right to screen and approve any and all KEY PERSONNEL.  It is expected that any offered replacement, additions, and/or substitutions will meet the required education and/or experience levels.
7.0 TRAVEL 
7.1
Travel will be required as a condition of contractor performance and will only be performed at the request of the government per awarded task order. 
7.2
Contractor will pay for all travel. These costs will include instructor-trainer travel to and from the training venues and include lodging and local transportation.

7.3 It is expected that travelers will arrive at the training venue the day before training events start and depart no earlier than the posted completion time on the last training day.
8.0 RISKS AND CONSTRAINTS


There are no known risks or constraints that may impact or adversely affect the performance of this Statement of Work. 
9.0 PERIOD OF PERFORMANCE
The contract will commence on, or about, 1 August 2016, with a period of performance of one base year plus three one year options, and with a completion date of 31 July 2020.
10.0 GOVERNMENT FURNISHED MATERIALS
10.1 The government will furnish all required training materials such as participant evaluations, training scenarios and scripts, practical exercises, academic presentations, and procedures, references, and guides for the applicable event 
10.2
 Training materials will be furnished to the contractor upon each task order awarded. The training materials provided will be for use by the contractor for preparation and delivery in accordance with the applicable program event. See appendices one through three for a detailed description of training events. 
10.3 The government will furnish a training venue with audiovisual equipment and a government-administered training network. 

11.0 CONFIDENTIALITY

This project and all materials provided to the Contractor by the Government and results, conclusions and recommendations obtained thereof should be considered confidential in nature and treated with the same level of care that the Contractor treats its own confidential business information. The information shall not be disclosed, copied, modified, used (except in the completion of this project) or otherwise disseminated to any other person or entity at any time to include, but not limited to inclusion in any database external to the Government without the Government’s express consent.

12.0 NON-PERSONAL SERVICE STATEMENT
 Contractor employees performing services under this order will be controlled, directed, and supervised at all times by management personnel of the contractor. Contractor management will ensure that employees properly comply with the performance work standards outline in the statement of work. Contractor employees will perform their duties independent of, and without the supervision of, any Government official. The tasks, duties, and responsibilities set forth in the task order may not be interpreted or implemented in any manner that results in any contractor employee creating or modifying Federal policy, obligating the appropriated funds of the United States Government, overseeing the work of Federal employees, providing direct personal services to any Federal employee, or otherwise violating the prohibitions set forth in Parts 7.5 and 37.1 of the Federal Acquisitions Regulation (FAR). The Government will control access to the facility and will perform the inspection and acceptance of the completed work.

13.0 ORGANIZATIONAL CONFLICTS OF INTEREST
12.1
The Contractor acknowledges that it is familiar with FAR Subpart 9.5, Organizational and Consultant Conflicts of Interest, and agrees to avoid, neutralize or mitigate such conflicts of interest in accordance with the principles set forth in the FAR.
12.2  If performance of any PWS requires the contractor (to include subcontractors) to supply technical support related to systems or projects with which the contractor is already directly concerned, either prime or subcontract, the contractor shall so immediately inform the Contracting Officer. The PWS may be withdrawn if a conflict is found. The Contractor shall not undertake performance of any PWS which requires it to supply technical support regarding such systems until the notice is given, and written consent to proceed is issued by the Contracting Officer.
14.0 QUALITY ASSURANCE
	Task
	What will be inspected
	Who will inspect it
	When will it be inspected
	Where will it be inspected
	How will it be inspected

	3.1
	Conduct Academic events  
	Exercise Director (USG)
	Upon training events completion
	At training venue
	Review for relevance, value and impact

	3.2
	Support Participants
	Exercise Director (USG)
	Before, during, and after training event
	At training venue
	Review participant evaluations and after action reports

	3.3
	Conduct Training Event
	Exercise Director (USG)
	During and after training event
	At training venue
	Direct observation and review of student evaluations

	3.4
	Prepare for Training Event
	TPOC
	Before event occurs
	At CCMR
	Review for timeliness, format conformance, and value

	3.5 
	Adhere to Instructor – Trainer responsibilities for exercise or training activity
	Exercise Director (USG)
	Before, during, and after training event
	At training venue
	Classroom observation


15.0 Attachments:
1. Appendix One: USARPAC Security Cooperation Exercises - Full training event description and sample training calendar including required minimum instructor-trainer qualifications and training event deliverables
2. Appendix Two: Operational Training Events - Full training events description and sample course matrix including required minimum instructor-trainer qualifications and training events deliverables
1

