Statement of Work (SOW) for FY16 MIDLANT Computer Training 

1.0 Introduction

[bookmark: _GoBack]1.1 A training needs assessment survey conducted for FY16 indicates NAVFAC MIDLANT employees have a need for training in the following Computer courses:  Excel I, II, III; Powerpoint I, II, III; and MS Word I, II, III.

2.0 Background

2.1 This training request is being made for the Business Directorate (BD) Business Line Coordinator for NAVFAC MIDLANT.  Computer courses needed should be offered at multiple locations throughout the Command to support our workforce.

3.0 Scope

3.1  These classes will be offered during FY16 at the following locations :

· Norfolk, VA – 9 class offerings;  Excel I, II, III; Powerpoint I, II, III; MS Word I, II, III;
· Camp LeJeune, NC – 6 class offerings;  Excel I, II, III; Powerpoint I, II, III;
· Crane, Indiana - 6 classes;  Excel I, II, III; MS Word I, II, III
· Groton, CT - 9 class offerings; Excel I, II, III; Powerpoint I, II, III; MS Word I, II, III.

Please note:  Based on facility availability, the Government will try to accommodate the contractor with consecutive scheduling of classes at each site but there is no guarantee.

Total Vendor-Provided Training Classes Needed:  30 classes at 4 locations.

4.0 Applicable Documents

The cost to provide theses training classes will include all training materials (course booklet for each participant).  A copy of the training materials to be distributed to the course participants will be provided to the NAVFAC Atlantic HRO Workforce Development Office, POC prior to providing the training.  This POC will review the materials to ensure all requirements for the training are included.  

5.0 Performance Requirements

5.1 Government

5.1.1 The Government has listed in this SOW the personnel that can help with the administrative tasks involved with providing these classes to the target audience.

5.2 Contractor

5.2.1 The Contractor shall provide at least one qualified instructor for the training classes offered.

5.2.2 Training facility locations will be NAVFAC MIDLANT facilities or government facilities located near NAVFAC MIDLANT organizations at the locations identified in 3.1 (above).  

5.2.3 The dates for these training classes will be offered sometime between 1 February 2016 and 30 September 2016.  Each class offering will be scheduled with sufficient time to allow for the training announcement to be forwarded to eligible employees at least one month prior to the course start date for that location.   

5.3 Hotel or Government Furnished Equipment/Material

5.3.1 The Contractor agrees to ensure the proper and authorized use of any Government furnished equipment (projector, overheads, flip-charts, etc.). The Contractor will return all Government equipment and Government material to the Government representative upon completion of the two-day course.

5.4 Training Evaluations
5.4.1 The Contractor shall ensure that student course feedback sheets are collected from each student at the end of the course and that these sheets are provided to Government Point of Contact (POC).

5.5 Planning Conference Call

5.5.1 A planning conference call shall be held between the Government and Contractor within 5 working days (and no later than 5 working days before the beginning of the scheduled training) after execution of the purchase order to clarify all responsibilities, requirements, and training schedules.  Additional conference calls in support of this SOW shall be held as required.

5.6 Training Roster

5.7.1 A daily (for both days of each class) attendance roster will be provided to the Contractor for each class.  Contractor will request that all participants sign the roster on each day of class attendance.  The  Contractor will  provide the signed roster to the Government POC at the completion of each course.

5.8 Working Hours

5.8.1 Classroom hours will be 0800 to 1600 each day (including an hour break for lunch).   

6.0 Security

6.1 Each class will be conducted at a Government facility located on-base near the MIDLANT Organization for that area.   The Contractor shall submit on company letterhead a list of all contractor personnel involved in on-site execution of these tasks not later than five (5) business days after the purchase order effective date.  The list shall contain the full name for each contractor representative requiring site access.  Contractor personnel must be U.S. citizens and shall adhere to all applicable base and personnel safety requirements. Any questions or issues with base access can be directed to the Government POC.

7.0 Travel

7.1 Student travel costs will be paid by the Government.  Instructor travel, lodging and meal expenses are incorporated in this purchase order costs will be paid via this contract.

8.0 Deliverables

8.1 The Contractor shall be responsible for delivering the products and services specified in this SOW.

Complete course pricing below for each location:

	LOCATION
	COST PER CLASS
	TOTAL

	NORFOLK
	9x
	

	CAMP LEJEUNE
	6x
	

	CRANE
	6x
	

	GROTON
	9x
	

	
	
	

	GRAND TOTAL
	
	



___________________________________________________			_________________
Print and Sign Name								Date
