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Research Program Administrative Support
Adaptive Optics Center of Excellence
Naval Postgraduate School 

1.0 Introduction/Background:

This requirement is in support of the Adaptive Optics Center of Excellence (AOCoE), Mechanical and Aerospace Engineering (MAE) Department, Naval Postgraduate School (NPS), Monterey, California. The AOCoE is a multi-disciplinary research center focusing on adaptive optics technology for national security applications. The AOCOE is in need of research program administrative support to assist in general office administration and budget tracking due to the large number of sponsored research projects that require tracking and monitoring. The administration support function for sponsored programs at the center includes the general administrative support as well preparation of critical AOCoE internal financial reports for the AOCoE Center’s sponsors, which includes budget tracking and summary of obligations and expenditures of the sponsored program in a timely manner.

2.0 Scope:

The scope of this effort is to provide research program administrative support to the AOCOE and to track the centers budget and prepare budget summary reports. The duties would include, but are not limited to:  operating office machines; storing, distributing, accounting for procurements and equipment; distributing mail and delivering messages, tracking travel orders, and internal funds status of sponsored funding sources and attend weekly AOCOE staff meetings to review all aspects of the administrative tasks described in Section 3.0 of this SOW.

The non-personal services will occur in Monterey CA. The contractor shall not perform any tasks that are inherently government functions. The contractor shall be required to interact with in-place support functions at NPS. The contractor shall use existing data base systems such as Kuali Financial System (KFS), as well as various non-DoD accounting systems to support the AOCoE research fiscal activities. Details are as set forth in 3.0 of this Statement of Work (SOW). A non-disclosure agreement will be signed by the contractor per the contracts office guidelines. The contractor shall independently plan and carry out the projects and select the approach and method to be used in achieving the result. Completed projects are reviewed by the AOCoE staff to determine that objectives have been met 



3.0 Tasks:

3.1 The contractor shall provide general administrative tasks as needed in support of AOCoE such as coordinating and maintaining the center’s schedule of events, records management, meeting schedules, announcements and routing of documents, answering the telephone, drafting emails and correspondence.

3.2  The contractor shall provide travel support to the Centers faculty by coordinating travel request and monitoring the travel budget for approximately 4 trips for 2 staff members per year

3.3 The contractor shall enter and track purchase request documentation in KFS.

3.4 The contractor shall provide shipping/receiving assistance to AOCoE staff, by maintaining a working inventory of all the items/orders received,(approx. 30 items per year).  The contractor shall coordinate with NPS warehouse for deliveries of AOCoE/SRDC purchases and develop and maintain an archival system of all AOCoE/SRDC procurement requests and awards.

3.5 The contractor shall compile, maintain and track fiscal information of the Center from the NPS data base and internal tracking of procurements, prepare reports and present results at weekly meetings.

3.6 The contractor shall prepare budget report weekly and monthly to include account balances and expenditure.

3.7 The contractor shall analyze the accuracy of the budget information and coordinate the AOCoE’s budget with Sponsored Programs Administrator (SPA) for budget status and reconciliation.


4.0  Deliverables:

4.1 Maintain a schedule of events, meeting schedules, announcements, and document routing sheet 

4.2 Coordinate travel requests and tracking Centers travel budget

4.3 Tracking of purchase submissions, status report into KFS, and internal purchase status reports 

4.4 Maintain a working inventory of all the items/orders received

4.5 Fiscal analysis and budget review documentation including financial obligations, expenditure lists/balance summaries

4.6 Monthly Budget summaries including commitments, obligations, expenditures and balances

4.7 Budget reports to reconcile financial balances, transactional discrepancies


	Task #
	What will be inspected (State Task)
	Acceptable Quality Level (AQL)
	Frequency
	Surveillance Method
	Performance Below AQL

	3.1
	General business administration support
	Accurate and timely.
	Continuous as required.
	Personal observation at NPS by TPOC.
	Re-performance of any work shall be performed at no additional cost to the Government

	3.2
	Prepared travel request
	Accurate, and timely 
	Continuous as required.
	Personal observation at NPS by TPOC
	Re-performance of any work shall be performed at no additional cost to the Government

	3.3
	Procurement entry into KFS , track status 
	Accurate, reliable, up to date.
	As needed (Weekly as a minimum)
	Personal observation at NPS by TPOC
	Re-performance of any work shall be performed at no additional cost to the Government

	3.4
	Inventory log of purchases / orders and recipts
	Accurate and timely.
	Continuous as required.
	Personal observation at NPS by TPOC.
	Re-performance of any work shall be performed at no additional cost to the Government

	3.5
	Financial reports;
Including contract/procurement 
Status and updates To include expenditures, obligations, and balances
	Accurate, reliable, up to date.
	As needed (Weekly as a minimum)
	Personal observation at NPS by TPOC.
	Re-performance of any work shall be performed at no additional cost to the Government 

	3.6
	Excel spread sheet and graph of Budget summaries including commitments ,obligations ,expenditures and balances
	Accurate, reliable, up to date.
	As needed (Monthly  as a minimum)
	Personal observation at NPS by TPOC
	Re-performance of any work shall be performed at no additional cost to the Government

	3.7
	Budget updates and reports to reconcile balances
	Accurate and timely.
	Continuous as required.
	Personal observation at NPS by TPOC
	Re-performance of any work shall be performed at no additional cost to the Government





5.0 Technical Requirements Qualifications:

· Knowledge of administrative procedures including editing, report writing
· Knowledge and skill in Microsoft Office Suite applications including Word, Excel, and PowerPoint.
· Knowledge of  financial reporting 
· Knowledge of government budgetary and accounting principles and procedures (preferred)
· Experience in preparing budget reports and expenditure charts and accounting software (preferred)
· Position requires a 4 year university degree on business administration or related field with a minimum of 3 years’ experience providing equivalent administrative activity within university or DoD working environment.

6.0 Period of Performance:

Base Period: 
October 26, 2015 – April 25, 2016 (6 months)

Optional Periods:
Option Period 1: April 26, 2016 – October 25, 2016 (6 months)

7.0 Place of Performance:

Naval Postgraduate School, Monterey, California 


8.0 Government Furnished Property:

The government shall provide appropriate supplies, equipment and necessary system access to perform tasks at NPS. Contractor is authorized to work from home/remote locations. 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.


9.0 Work Week and Hours of Operation:

The Contractor shall provide services during normal working hours excluding federal holidays. Normal working hours are 0730-1630, Monday through Friday, unless requirements dictate otherwise. Exceptions can be permitted by the COR upon request and at the COR’s discretion.  Work required on-site at NPS shall be performed by the Contractor, as required.  Following is a list of holidays observed by the Government.

	Name of Holiday
	Time of Observance

	New Year’s Day
	1 January

	Martin Luther King Jr. Day
	Third Monday in January

	President's Day
	Third Monday in February

	Memorial Day
	Last Monday in May

	Independence Day
	4 July

	Labor Day
	First Monday in September

	Columbus Day
	Second Monday in October

	Veteran's Day
	11 November

	Thanksgiving Day
	Fourth Thursday in November

	Christmas Day
	25 December



If any of the above holidays occur on a Saturday or a Sunday, then such holiday shall be observed by the Contractor in accordance with the practice as observed by the assigned Government employees at the using activity


10.0 Travel:  No Travel is anticipated.  Any travel will have to be with in accordance with the Joint Travel Regulations.  


11.0 Security Requirements: Unclassified


12.0 Privacy Act Statement:  
“Pursuant to Title 5 United States Code 552a(m)(l), the contractor and all employees of the contractor working under this contract are required to comply with the requirements of 5 U.S.C. 552a (“The Privacy Act of 1974”).”  

13.0 Identification of Contractor Employees:

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.  Contractor personnel will be required to obtain and wear badges or other visible identification for meetings with Government personnel to provide a clear distinction between service contractor employees and Government personnel. In addition, contractor personnel shall appropriately identify themselves as contractor employees in telephone conversations and in formal and informal written correspondence.  They must also ensure that all documents or reports produced by contractors are suitably marked as contractor products or that contractor participation is appropriately disclosed.

14.0 Non-Personal Services 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 insure that employees properly comply with the performance work standards outlined in the SOW. Contractor employees will 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, or otherwise violating the prohibitions set forth in Parts 7.5 and 37.1 of the Federal Acquisition Regulation (FAR).  The Government will control access to the facility and will perform the inspection and acceptance of the completed work.


15.0 Unlimited Rights to Data: 
[bookmark: wp1044880]The Government acquires unlimited rights in the following data except for copyrighted works as provided in 27.404-3: 
[bookmark: wp1044881](a) Data first produced in the performance of a contract (except to the extent the data constitute minor modifications to data that are limited rights data or restricted computer software). 
[bookmark: wp1044882](b) Form, fit, and function data delivered under contract. 
[bookmark: wp1044883](c) Data (except as may be included with restricted computer software) that constitute manuals or instructional and training material for installation, operation, or routine maintenance and repair of items, components, or processes delivered or furnished for use under a contract. 
[bookmark: wp1044884](d) All other data delivered under the contract other than limited rights data or restricted computer software (see 27.404-2). 


16.0 Invoice Schedule 
Contractor may invoice monthly in arrears.
Invoices shall be submitted once a month for services rendered and 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.   


17.0 PAPERLESS CONTRACTING

All contractual documents (I.E. contracts, purchase orders, task orders, delivery orders, and modifications) related to the instant procurement are considered to be “issued” by the Government when copies are either deposited in the mail, transmitted by facsimile, or sent by other electronic commerce methods, such as e mail.  The Government’s acceptance of the contractor’s proposal constitutes bilateral agreement to “issue” contractual documents as detailed herein.



