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1.0 Background
The Department of Systems Engineering (SE) at the Naval Postgraduate School (NPS), Monterey, CA has a requirement for support services to deliver one distance learning (DL) course in academic year 2016, spring quarter (March – June 2016).  NPS is on a year round academic quarter system.

SI3400 Fundamentals of Engineering Project Management (one DL section)
This course examines modern techniques of engineering project management from a systems perspective, including project planning, organization, and control. Specific topics include discussion of the systems engineering management process, risk management, scheduling methodologies, the DoD acquisition environment, management of design activities, PERT, CPM, and project control mechanisms. Case studies are used to examine application of principles. Large-scale system management, mitigation of technical risk, integrated product and process development, quality management, contracting, and the international environment are discussed. Large scale systems management problems are examined using commercial software suites.  Covers application of fundamental systems project management processes and methods to an integrative system project. Development of communication skills is accomplished through oral presentations and written reports. 

Distance learning classes will be taught using a Government provided web-conferencing application with students at various locations.  The instructor does not need to be in Monterey to deliver the distance learning classes.  

2.0 Scope
Contractor support is needed for course delivery of one section of the distance learning course, SI3400, Fundamentals of Engineering Project Management.  The contractor shall update existing materials to be relevant and establish a current learning environment.  

3.0 Tasks
Contractor support shall address the learning objectives of the course that provides a graduate level understanding of the subject matter.  The contractor will be provided with any existing and available course materials, lesson plan, syllabus, Sakai website, and lecture notes from previous quarters’ delivery of courses.  

The contractor shall perform the following tasks:

3.1 The contractor shall update the course syllabus, which articulates the learning objectives, the enabling objectives, and the grading criteria, and deliver it to the SE Department Technical Point of Contact (TPOC) at a mutually agreed upon time by the Government and contractor.  

3.2 The contractor shall update lecture materials and store them in a Sakai site for student access.  (Sakai is the learning management systems used by NPS.  http://intranet.nps.edu/ITACS/CLE/index.html). 

3.3 The contractor shall cover course content during class sessions, as defined in the lesson plan and syllabus.  The contractor shall record all class sessions in Collaborate.  The Government Department Chair will review the weekly course materials. Materials shall be submitted to the chair at least a week before the lecture delivery date.  

3.4 The contractor shall lecture for three hours per week for the quarter, at assigned class days/times.  The SE scheduler will provide the days and times after the purchase order award.  

3.5 The contractor shall utilize existing, update, customize, or develop homework problems and solutions and/or projects to support the learning environment for each course that is taught.  To the extent possible, examples, problems sets and exams should be tailored to maximize relevance to the students in each individual class.  

3.6 The contractor shall regularly monitor student progress by evaluating students through a series of quizzes and/or exams, assignments, papers, or projects.  Contractor shall utilize existing, update, customize, or develop the material to be used.  

3.7 The contractor shall grade quizzes, exams, and assignments in a timely manner and provide actionable feedback to promote learning.

3.8 The contractor shall utilize existing, update, customize, or develop a final comprehensive examination or final project/paper, which will be issued to the students during week ten of the quarter.

3.9 The contractor shall maintain a minimum of four hours of “office hours” per week throughout the quarter for students to receive additional one-on-one, out-of-classroom assistance.  The contractor shall be assessable to students and respond to student emails and telephone calls with one business day.

3.10 The contractor shall compute student grade recommendations and submit them to the COR/TPOC at the end of the quarter.

3.11 The contractor shall complete a course journal in accordance with SE Department format for course journals.  

4.0 Deliverables
The contractor shall be responsible for preparing deliverables in support of the tasks identified in this SOW.
4.1			Updated course syllabus (Task 3.1)
4.2			Updated course materials maintained on Sakai (Task 3.2)
4.3		 	Course delivery (Tasks 3.3-3.8)
4.4			Office hours and student response (Task 3.9)
4.5			Student grade recommendations (Task 3.10)
4.6 			Course Journal (Task 3.11)
	
Performance Measurement – Quality Assurance Plan:  
	Task
	Task What will be
inspected
	Acceptable Quality Level (AQL)
	Method
	Frequency

	3.1
	Syllabus
	Contains appropriate learning objectives. Must establish weekly learning topics, homework assignments, and grading criteria.
	Inspection by technical POC.
	Prior to the beginning of the course.

	3.2
	Updated course materials and updated Sakai site
	Contains appropriate slides and other resources to support the class.
	Inspection by technical POC to ensure the lesson plan and syllabus are being followed

	Inspection prior to
beginning of the course

	3.3, 3.4, 3.9

	Interaction with DL Students via Collaborate class sessions, phone or email
	Collected data on Student Feedback
	Personal observation by technical POC.
	As completed.

	3.5, 3.6, 3.7, 3.8
	Quizzes, exams and assignments
	Assigned and suggested grades
	Personal observation by technical POC.
	As completed.

	3.10
	Exam results
	Instructor will report to the Academic Associate or the Program Officer any student who has not successfully passed and exam or project.
	Personal observation by technical POC.
	As completed.

	3.10


	Suggested Grades
	Instructor has to have to NPS Technical POC by agreed upon date
	Personal observation by technical POC.
	End of course

	3.11
	Course Journal
	Prepare and submit course journal using SE template
	Inspection by technical POC.
	End of course


If performance falls below the AQL defined above, the Contracting Officer’s Representative (COR) shall document the instance(s), coordinate with the Contracting Officer and advise the Contractor.  The Contractor will be requested to review the documentation and provide a written response on how performance will be corrected in the future.  Re-performance of any work for failure to perform in accordance with the specified AQL or task requirement shall be completed at the Contractor’s own expense and at no additional cost to the Government.
5.0 Minimum Technical Requirements – Contractor Candidate
· The contractor shall have experience teaching graduate-level students and, in particular, active duty military personnel and DOD/DON civilian students.
· Due to the unique educational curriculum requirements at NPS, contractors must have experience teaching courses at the graduate level on military and defense related topics at an accredited institution of higher education.
· The educational level required of contractors shall be either a graduate degree in systems engineering or a closely related field or a Ph.D. in systems engineering or closely related field.  
· The contractor shall have defense engineering experience in system design, development, and acquisition and knowledge of defense-related engineering projects, with a systems engineering focus.  
6.0  Period of Performance
Estimated to be 15 March 2016 through 30 June 2016

7.0  Place of Performance
Distance learning courses can be delivered from the contractor’s place of business via Collaborate (a web conferencing tool).  Collaborate access will be provided by the Government, contractor must have own resources to access the site. 

8.0 Government Furnished Property
Course materials will be provided by the Department of Systems Engineering at NPS.  Access to NPS systems needed to deliver this course, such as Collaborate and Python, will be provided.  Contractor must have own equipment to access the sites provided.  

9.0 Work Week and Hours of Operation:
The Contractor shall provide services each week, excluding federal holidays.  All SE DL students work full-time and attend NPS half-time.   The contractor is not required to keep a Monday through Friday standard daily schedule, but is expected to prepare for and deliver classes once per week.  DL class time is one work day per week, for a three hour class period. The class day and time will be provided after the contract is awarded.  Many SE DL students do homework and study on nights and weekends, so the ad hoc student communication referred to in Task 3.9 may occur on nights and weekends.   

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 required with the association of this task.  The Government will not provide any contractor expenses to and from NPS from contractor’s location.  

11.0 Security Requirements: 

12.0 This requirement is unclassified.  US Citizenship is required.
13.0 Contractors performing on this contract are required to familiarize themselves with, and participate in, the Naval Postgraduate School’s OPSEC program.    Must be familiar with and comply with NAVPGSCOLINST 3432.1B, the NPS Critical Information List, DoDI 5205.2E and their applicable references.  The contractor will be required to complete OPSEC training within 30 days of beginning the work, or provide proof of OPSEC training completion within the year.  The contractor may not publicly release any information about developmental work or curriculum at NPS without prior written approval from the Preliminary Investigator (PI).
14.0 Sensitive Positions 
15.0 Contractor employee whose duties require accessing a DoD unclassified computer/network, working with sensitive unclassified information (either at a Government or contractor facility), or physical access to a DoD facility must be a US citizen and possess a favorable trustworthiness determination prior to installation access.  To obtain a favorable trustworthiness determination, each contractor employee must have a favorably completed National Agency Check with Local Credit Checks (NACLC) which consists of a NACI including a FBI fingerprint check plus credit and law enforcement checks. Each contractor employee applying for a trustworthiness determination is required to complete:
16.0 •	SF-85P Questionnaire for Public Trust Positions
17.0 •	Two FD-258 Applicant Fingerprint Cards
18.0 •	Original Signed Release Statements 
19.0 Failure to provide the required documentation at least 30 days prior to the individual’s start date shall result in delaying the individual’s start date.  To maintain continuing authorization for an employee to access a DoD unclassified computer/network, and/or have access to sensitive unclassified information, the contractor shall ensure that the individual employee has a current requisite background investigation.  The Contractor’s Security Representative shall be responsible for initiating reinvestigations as required and ensuring that background investigations remain current (not older than 10 years) throughout the contract performance period.
20.0 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”).”  

21.0 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. 
22.0 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 Invoice Schedule
Contractor may invoice arrears per the CLIN structure of the purchase order. Invoices shall be submitted services rendered.  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.  The contractor’s failure to include the necessary information or a more frequent invoice submission than authorized will result in invoices being rejected.   


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

	Riza Gandia
	ContractAdmin@nps.edu 
	831-656-3458
	Acceptor

	Cynthia Vida
	ContractAdmin@nps.edu
	831-656-3676
	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.
[bookmark: o1675][bookmark: o2615] (2) For technical WAWF help, contact the WAWF helpdesk at 866-618-5988
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