REVISED FOR ADDITION OF ODC’S
NAVAL POSTGRADUATE SCHOOL
STATEMENT OF WORK 
Lead Information Support Program Administrator
for the 572 Curriculum Office in Bangor, WA 

1.0 INTRODUCTION

NPS maintains a Program Resource Office for the 572 Program in Bangor, Washington at the Naval Base Kitsap, in the Trident Training Facility (TTF). The Department of Mechanical and Aerospace Engineering (MAE) at the Naval Postgraduate School (NPS) has a requirement for contractual services to provide program support for the 572 Curriculum that provides masters in Mechanical Engineering to Nuclear Trained Officers - graduates of Naval Nuclear Power School (NNPS). This support is in the form of providing information and responding to inquiries from a variety of stakeholders for our distance learning (DL) master’s program to personnel located around the world. 
2.0 BACKGROUND

The Department of Mechanical and Aerospace Engineering at NPS has a special program, the “572 Curriculum” for graduates of NNPS in Charleston, SC, where NPS offers equivalent credit, and the opportunity to pursue an asynchronous mechanical engineering master’s program at NPS. NPS is responsible for certifying the continued use of these NNPS courses in our program, and ensuring that these officers are appropriately registered for these transcripts with NPS. Since these deployed Nuclear Trained Officers can be stationed at dozens of locations, as well as serving on submarines and aircraft carriers, and are not resident at NPS in Monterey, CA there is a significant number of tasks required to support the various aspects of this program world-wide. Currently, there are 60 students enrolled in the 572 program.  Contractor support is needed to support the current and potential growth of the program for between 60 and 70 students.  These students can take courses in three (3) distinct “modes”, including joining Video Teleconferencing VTC transmissions to Naval Reactors Headquarters and other cites, taking standard asynchronous courses that were developed by NPS faculty, there are six of these courses: ME3201, ME3150, ME4161, ME4162, ME4220, and ME4420, or taking approved third party (e.g. Georgia Tech and University of Washington) courses. This multi-mode and world-wide distributed student population requires significant direct support and continual interfaces with NNPS, NPS, including the Chair of the MAE Department NPS Registrar’s Office, the Academic Associate and Program Officer for 572, the NPS DL group, and interface with supporting commands, other universities, 
All stakeholders need to have access to current program information and student academic support.  All NPS students also need access to NPS email accounts and the library services. The efficient and effective coordination of all academic services and tracking student progress and related requirements, supported through a recognized point of contact, allows the Chair of the MAE Department, Academic Associate, faculty, staff, and students to fully concentrate on the various aspects of the degree program.
3.0 SCOPE

Contractor support is required for the resource, informational, and educational support for 572 Curriculum to Graduates of NNPS.  

Contract service support is needed to provide a high level of technical and functional expertise regarding the 572 curriculum requirements, processes, reporting, and published guidance.  Within the general constraints of NPS academic policy and programmatic guidelines support, there are a number of areas in which the majority of contractor tasks shall originate.  The contractor shall provide a cross-functional Lead Information Support Program Administrator (LISPA) resource that can deliver service in all of the primary area listed below. 


The LISPA shall provide a knowledgeable and effective interface between NNPS to NPS to facilitate records of NNPS graduates and the transfer of this information to NPS.  The contractor shall ensure all NNPS graduates from 2001 to the present aware of the 572 Program at NPS. Students and potential students shall be informed on requirements and process for admission to this program, and similar information is provided and questions of students and commands are appropriately answered. 

The non-personal services will occur in Bangor, Washington at the Trident Training Facility.  The contractor shall not perform any tasks that are inherently governmental functions.  

4.0 TASK REQUIREMENTS

The tasks for the support of the 572 program are for the currently 60 enrolled students and to support a potential increase of 20 additional students through the period of performance.  

4.1 Lead Information Support Program Administrator (LISPA) This contractor support shall primarily provide information and coordination technical support of the 572 Curriculum Program Managers at located at NPS.   

	LISPA shall: 

4.1.1 - Further refine and maintain programmatic infrastructure including securing, scheduling and recommending improvements for program use, making arrangements for the delivery of courses, stocking and tracking program resources, such as Government provided tapes, textbooks, and related a course materials.  This task is to be ongoing on a monthly basis for the overall 572 Program.  

4.1.2 - Ensure that all graduates of NNPS during the duration of this contract are aware of the NPS DL programs available to them in general and specifically for the 572 curriculum design specifically for those with engineering undergraduate or similar degrees.  The contractor shall follow up, have available, and disburse to any interested commands and potential students marketing materials and media to  include, briefings, emails, web-pages, brochures as designed and pre-approved by the NPS Program Manager. Government shall be made aware of contractor follow up or will set up contact points and meetings with interested commands.  

4.1.3 - Ensure that all graduates of NNPS Officers Course during the duration of this contract are entered in the NPS system and have NPS transcripts to this effect available. This task shall be continuous on a monthly basis per all current 60 students and any additional students.  

4.1.4 - The contractor shall support the program manager with general marketing efforts by developing and processing marketing materials as needed, including posters, flyers, letters, tri-fold brochures, etc. Marketing materials shall be reviewed and updated on a monthly basis.  

4.1.5 - Interface with NPS Admissions and Registrar Office: Contractor shall be aware of NPS Admissions and Registration policies and procedures to ensure students in the 572 Program are able to understand what they need to do to apply for the Program and for the various course and project activities. Government will provide copies of all policies applicable.  

4.1.6 - Liaison Activities:  The contractor shall gather and follow up to obtain feedback on the programs being offered and shall work with other universities. The contractor shall monitor advances in educational technology that shall inform the program manager to supply additional content and other services, such as tutoring, and course delivery when needed. The contractor shall perform this task at least three times monthly.  

4.1.7- Reports: The contractor shall provide reports to the COR and Naval Reactors Program Manager at NPS on the status of the program (e.g. number of students in each course, inventories of textbooks, balance sheets), issues, and progression.  This task shall be continuous on a monthly basis per all current 60 students, any new students, and faculty.  

4.1.8 - Improvement Efforts: The contractor shall work with Program Manager and Stakeholders regarding the availability of content delivery technology at- and under- sea, and the ability of students to complete a program during a tour. This task shall be continuous on a monthly basis per all current 60 students, any new students, and faculty.  


5.0 DELIVERABLES

The contractor shall provide monthly written reports to the Program Manager in agreed upon standardized form and any ad hoc reports as requested to assist in the program or the analysis efforts for it.  The contractor shall support the 572 Program by maintaining accurate reports of the status of all students, information supplied for outreach sessions, working inventory of supplies and VTC use.

The contractor shall report on the data elements and metrics outlined in Section 4.0 as well as data elements and metrics relating to the performance of the contract through which their services have been acquired.  The critical factor in all deliverables provided by the contractor is their inherent accuracy, timeliness, and the relative ease of discernment of the vital information.


Lead Information Support Program Administrator

5.1 – Monthly Report for tasks to reflect the maintenance of the infrastructure of the 572 Program Office as referenced in 4.1.1, 4.1.2, 4.1.3, and 4.1.7  

5.2 – Updated and Developed Marketing Materials per task 4.1.4 this deliverable shall be provided on a monthly basis to reflect any changes and updated information.

5.3 - Monthly log for tasks 4.1.5 and 4.1.6 tracking students and faculty supported with information regarding the 572 Program.  

5.4 – Monthly 572 Program Outreach Follow up Report identifying all communication with potential students and commands.  This report shall include the information reflecting the action taken to fulfill 

5.5 – Monthly Improvement and Refinement Report per task 4.1.8.  
		

6.0 MINIMUM TECHNICAL REQUIREMENTS

In order to efficiently and effectively complete all assigned tasks, the contractor shall possess demonstrated and verifiable knowledge and experience in three general areas.  

The contractor shall demonstrate the capability to support the 572 Program with qualified candidates that demonstrate experience with the below: 

· Experience with the Naval Nuclear Pipeline, including Power School and Prototype, as well as the career paths of surface and submarine nuclear officers and the knowledge of the command structures and career paths for all related communities and various billets for both shore and sea duty. 
· Demonstrated knowledge and working experience with the educational systems and distance 	learning curriculums 
· Along with the below experience: 
· Educational Application Management Systems or similar  
· Distance Learning and on-line course material. 
· Standard word processing and administrating software, including: WORD, MS Excel, MS Project.

7.0 GOVERNMENT FURNISHED PROPERTY

The contractor will occupy the single office at the Trident Base Training facility.

8.0 PERIOD OF PERFORMANCE

12 months from the date of award 

9.0 PLACE OF PERFORMANCE

Work will be performed at the NPS Office at the Trident Training Facility, in Bangor, WA.  

10.0 SECURITY

The nature of this task does not require access to classified information but does require a SECRET security clearance for the building, Trident Training Facility (TTF) in Bangor, Washington, as of October 1, 2014.  Contractor must be U.S. Citizens. 

10.0 NAVY MARINE CORPS INTRANET (NMCI)

The nature of this task does not require subcontractors to procure NMCI seats for subcontractor personnel. Any requirement for an NMCI seat will be provided by NPS or the TTF.  

11.0 TRAVEL:  Travel is anticipated for one trip per quarter to the Naval Postgraduate School to meet with the new Educational Technician and NPS Program Manager. 

Travel will be in accordance with the Joint Travel Regulations (JTR) and will be reimbursed by the government on an as-incurred basis.  

	Associated Task 
	From/To Travel Location 
	Duration of Trip 
	How Many Travelers

	Travel to NPS
	Bangor, WA to Monterey, CA
	Three days
	1




12.0 OTHER DIRECT COSTS (ODC)

It is anticipated that the contractor shall incur the below ODC’s for the following that are not Government provided.  ODC services are to be for 12 months without interruption.  

[bookmark: _GoBack]Telephone services 
Courier services 
Internet service
Office supplies consumables

GOVERNMENT FURNISHED PROPERTY/INFORMATION: The government shall provide appropriate office space and equipment to perform tasks at the Bangor, Washington facility. The Contractor shall coordinate with the COR to obtain necessary documents for performance of required tasks.  Any Government-provided property and information shall be used for official Government business only.   Any applicable documents that are authorized for use in performance of these services shall be provided, in accordance with security and contract terms and conditions.  

CLASSIFICATION/SECURITY

Sensitive Unclassified.  SECRET Security clearance is required for access to the building.  U.S. citizenship is required.

SECURITY REQUIREMENTS:
SUP 5252.204-9400 Contractor Access to Federally Controlled Facilities and/or Unclassified Sensitive Information or Unclassified IT Systems (May 2010) 
Homeland Security Presidential Directive (HSPD)-12, requires government agencies to develop and implement Federal security standards for Federal employees and contractors.  The Deputy Secretary of Defense Directive-Type Memorandum (DTM) 08-006 – “DoD Implementation of Homeland Security Presidential Directive – 12 (HSPD-12)” dated November 26, 2008 (or its subsequent DoD instruction) directs implementation of HSPD-12.  This clause is in accordance with HSPD-12 and its implementing directives.  This clause applies to contractor employees requiring physical access to any area of a federally controlled base, facility or activity and/or requiring access to a DoD computer/network, to perform certain unclassified both non-sensitive and sensitive duties.  It is the responsibility of the command/facility where the work is performed to ensure compliance.  
The requirement to control access to sensitive information applies to all US government IT systems and/or areas where unclassified but sensitive information may be discussed, displayed or maintained.  DON policy prescribes that all unclassified data that has not been approved for public release and is stored on mobile computing devises must be treated as sensitive data and encrypted using commercially available encryption technology. Whenever granted access to sensitive information, contractor employees shall follow applicable DoD/DoN instructions, regulations, policies and procedures when reviewing, processing, producing, protecting, destroying and/or storing that information.  Operational Security (OPSEC) procedures and practices must be implemented by both the contractor and contract employee to protect the product, information, services, operations and missions related to the contract. The contractor shall designate an employee to serve as the Contractor’s Security Representative.  Within three work days after contract award, the contractor shall provide to the Navy Command’s Security Manager and the Contracting Officer, in writing, the name, title, address and phone number for the Contractor’s Security Representative.  The Contractor’s Security Representative shall be the primary point of contact on any security matter.  The Contractor’s Security Representative shall not be replaced or removed without prior notice to the Contracting Officer.  
DATA RIGHTS:
It is the Government’s intent to retain unlimited rights to all software, documentation, and data first produced in performance of the purchase order.

PRIVACY ACT INFORMATION:
FAR 52.224-1 -- Privacy Act Notification.
As prescribed in 24.104, insert the following clause in solicitations and contracts, when the design, development, or operation of a system of records on individuals is required to accomplish an agency function:
Privacy Act Notification (Apr 1984) - The Contractor will be required to design, develop, or operate a system of records on individuals, to accomplish an agency function subject to the Privacy Act of 1974, Public Law 93-579, December 31, 1974 (5 U.S.C.552a) and applicable agency regulations. Violation of the Act may involve the imposition of criminal penalties.
FAR 52.224-2 -- Privacy Act.
As prescribed in 24.104, insert the following clause in solicitations and contracts, when the design, development, or operation of a system of records on individuals is required to accomplish an agency function:
Privacy Act (Apr 1984)
(a) The Contractor agrees to --
(1) Comply with the Privacy Act of 1974 (the Act) and the agency rules and regulations issued under the Act in the design, development, or operation of any system of records on individuals to accomplish an agency function when the contract specifically identifies –
(i) The systems of records; and
(ii) The design, development, or operation work that the contractor is to perform;
(2) Include the Privacy Act notification contained in this contract in every solicitation and resulting subcontract and in every subcontract awarded without a solicitation, when the work statement in the proposed subcontract requires the redesign, development, or operation of a system of records on individuals that is subject to the Act; and
(3) Include this clause, including this subparagraph (3), in all subcontracts awarded under this contract which requires the design, development, or operation of such a system of records.
(b) In the event of violations of the Act, a civil action may be brought against the agency involved when the violation concerns the design, development, or operation of a system of records on individuals to accomplish an agency function, and criminal penalties may be imposed upon the officers or employees of the agency when the violation concerns the operation of a system of records on individuals to accomplish an agency function. For purposes of the Act, when the contract is for the operation of a system of records on individuals to accomplish an agency function, the Contractor is considered to be an employee of the agency.
(c)
(1) “Operation of a system of records,” as used in this clause, means performance of any of the activities associated with maintaining the system of records, including the collection, use, and dissemination of records.

(2) “Record,” as used in this clause, means any item, collection, or grouping of information about an individual that is maintained by an agency, including, but not limited to, education, financial transactions, medical history, and criminal or employment history and that contains the person’s name, or the identifying number, symbol, or other identifying particular assigned to the individual, such as a fingerprint or voiceprint or a photograph.

(3) “System of records on individuals,” as used in this clause, means a group of any records under the control of any agency from which information is retrieved by the name of the individual or by some identifying number, symbol, or other identifying particular assigned to the individual.
NON-PERSONAL SERVICES STATEMENT:
Contractor employees performing services under this order shall be controlled, directed, and supervised at all times by management personnel of the contractor. Contractor management shall ensure that employees properly comply with the performance work standards outlined in the statement of work. Contractor employees shall perform their duties independent of, and without the supervision of, any Government official or other Defense Contractor.  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 Acquisition Regulation (FAR). The Government shall control access to the facility and shall perform the inspection and acceptance of the completed work.

INVOICE SCHEDULE:

CONTRACTOR MAY INVOICE MONTHLY IN ARREARS.
Invoices shall be submitted once a month for services rendered, travel performed, during the previous month. All invoices need to be submitted electronically via WAWF. Hard copy invoices cannot be accepted. Only one invoice may be submitted per month.  Invoices must identify the invoicing period.  If charges against more than one line item have occurred during the invoicing period, all charges must be combined into one invoice. If invoicing against travel, the invoice must contain a summary detailing the charges as well as an attachment of supporting documentation. The contractor’s failure to include the necessary information or a more frequent invoice submission than authorized will result in invoices being rejected.   


Contractor may invoice in arrears.

Invoices shall be submitted per the CLIN structure for services rendered performed.  All invoices need to be submitted electronically via WAWF.  Hard copy invoices cannot be accepted.  Only one invoice may be submitted per month.  Invoices must identify the invoicing period.  If charges against more than one line item have occurred during the invoicing period, all charges must be combined into one invoice.  If invoicing against travel, the invoice must contain a summary detailing the charges as well as an attachment of supporting documentation.  The contractor’s failure to include the necessary information or a more frequent invoice submission than authorized will result in invoices being rejected.   

Invoicing shall be via WAWF Inspection/Acceptance and Invoicing

DFAR 252.232-7006 WIDE AREA WORKFLOW PAYMENT INSTRUCTIONS (MAY 2013)

(a) Definitions. As used in this clause—
“Department of Defense Activity Address Code (DoDAAC)” is a six position code that uniquely identifies a unit, activity, or organization.
“Document type” means the type of payment request or receiving report available for creation in Wide Area WorkFlow (WAWF).
“Local processing office (LPO)” is the office responsible for payment certification when payment certification is done external to the entitlement system.

(b) Electronic invoicing. The WAWF system is the method to electronically process vendor payment requests and receiving reports, as authorized by DFARS 252.232-7003, Electronic Submission of Payment Requests and Receiving Reports.

(c) WAWF access. To access WAWF, the Contractor shall—
(1) Have a designated electronic business point of contact in the System for Award Management at https://www.acquisition.gov; and
(2) Be registered to use WAWF at https://wawf.eb.mil/ following the step-by-step procedures for self-registration available at this web site.

(d) WAWF training. The Contractor should follow the training instructions of the WAWF Web-Based Training Course and use the Practice Training Site before submitting payment requests through WAWF. Both can be accessed by selecting the “Web Based Training” link on the WAWF home page at https://wawf.eb.mil/

(e) WAWF methods of document submission. Document submissions may be via web entry, Electronic Data Interchange, or File Transfer Protocol.

(f) WAWF payment instructions. The Contractor must use the following information when submitting payment requests and receiving reports in WAWF for this contract/order:
(1) Document type. The Contractor shall use the following document type(s).
2-in-1

(2) Inspection/acceptance location. The Contractor shall select the following inspection/acceptance location(s) in WAWF, as specified by the contracting officer.
N62271

(3) Document routing. The Contractor shall use the information in the Routing Data Table below only to fill in applicable fields in WAWF when creating payment requests and receiving reports in the system.



Routing Data Table*
	Field Name in WAWF
	Data to be entered in WAWF 

	Pay Official DoDAAC
	  N68732

	Issue By DoDAAC
	  N62271

	Admin DoDAAC
	  N62271

	Inspect By DoDAAC
	  N62271

	Ship To Code
	  N62271

	Ship From Code
	  N/A

	Mark For Code
	  N/A

	Service Approver (DoDAAC)
	  N62271

	Service Acceptor (DoDAAC)
	  N62271

	Accept at Other DoDAAC
	  N/A

	LPO DoDAAC
	  N62271

	DCAA Auditor DoDAAC
	  N/A

	Other DoDAAC(s)
	  N/A



(4) Payment request and supporting documentation. The Contractor shall ensure a payment request includes appropriate contract line item and subline item descriptions of the work performed or supplies delivered, unit price/cost per unit, fee (if applicable), and all relevant back-up documentation, as defined in DFARS Appendix F, (e.g. timesheets) in support of each payment request.

(5) WAWF email notifications. The Contractor shall enter the e-mail address identified below in the “Send Additional Email Notifications” field of WAWF once a document is submitted in the system.

	Name
	Email
	Phone
	Role

	
	ContractAdmin@nps.edu 
	831-656
	Acceptor

	
	ContractAdmin@nps.edu
	831-656
	LPO



   (g) WAWF point of contact.
(1) The Contractor may obtain clarification regarding invoicing in WAWF from the following contracting activity’s WAWF point of contact.
Not applicable.
 (2) For technical WAWF help, contact the WAWF helpdesk at 866-618-5988.


CONTRACTOR IDENTIFICATION:
In accordance with DFAR 211.106, there shall be a clear distinction between Government employees and service contractor employees. Service contractor employees shall identify themselves as contractor personnel by introducing themselves or being introduced as contractor personnel and displaying distinguishing badges or other visible identification for meetings with Government personnel. In addition, contractor personnel shall appropriately identify themselves as contractor employees in telephone conversations and in formal and informal written correspondence.

