SOLICITATION NUMBER PA3-006

TECHNICAL AND ADMINISTRATIVE SUPPORT TO ONR CODE 332

The statement of work, order information, proposal submission requirements and evaluation information are set forth below.  Proposals are due by 2:00 p.m. (local time) on 03 August 2001.

1.0
Statement of Work

BACKGROUND

The Materials Science and Technology Division (ONR Code 332) of the Engineering, Materials, and Physical Science and Technology Department requires administrative, conference and occasional technical support services.  The services will support a variety of naval technology programs, including materials for ships and submarines, aircraft, tactical missiles, propulsion systems, satellites, shore facilities, acoustic transducers, energy conversion systems, and numerous subsystems. In addition to materials, emphasis is placed on materials processing and support areas, such as welding, nondestructive evaluation and corrosion control.  

Scope of Work

1.0
TASKS

1.1
In support of conferences, the contractor shall provide ONR Code 332 the following technical support services:

1.1.1
Organize as many as 4 workshops, symposia, or program reviews annually for as many as 80 people to include arranging for conference facility within walking distance from the Ballston or GMU/Virginia Square Metro stations, registration, recording and transcribing of minutes of the Executive Session, site preparation, compilation and distribution of technical presentations and all other required administrative functions.

1.1.2
IT services support including graphics and administrative support to include preparation of briefing slides, nametags, and preparing any word processing requirements prior to, during, and after the event, and other tasks as may be required.  

1.1.3
Capability to make paper copies and copies of software files.

1.2
Technical and Administrative Support will be provided on an as-needed basis and is estimated to require between twelve and twenty man-weeks per year.  Support may include some or all of the following functions:

1.2.1 Conduct scientific and technical evaluations in the specific topical areas described above and assist in developing transition to user communities. 

1.2.2 Provide financial and management support in execution of programs with widely varying needs, goals, objectives, work practices and timetables.  Support includes, but is not limited to:

· Monitor availability and use of funds. Review financial documents and plans for impact on program objectives and requirements.

· Prepare internal financial notices, instructions, guidelines and reports.

· Conduct analysis and provide reports that identify, quantify and evaluate financial execution of accounts and accomplishment of program goals and milestones.

· Coordinate preparation and review of actual and projected funding estimates, justifications and strategies.

· Identify deficiencies, excesses, trends and imbalances to assure funds availability.

· Work with program managers and program officers to expedite financial execution and ensure programmatic benchmarks are met.

· Draft responses to internal and external communiqués on programmatic and financial matters

1.2.3 Obtain information and prepare briefings for the Program Officer.  Collect, review, and organize PI task and progress statements; monitor financial expenditures; facilitate special program awards such as DUS&T, SBIR, MURI and NICOP; assist in preparation of funding documents; provide minutes (electronic) of meetings and discussions.  Provide reports on project interrelationships and areas of synergy with other agency programs.  Research and monitor congressional interest items, process proposals, prepare travel plans, travel orders and travel claims. Maintain travel database, monitor travel budget, prepare travel vouchers, and prepare reports on the status of travel usage.
1.2.4 Create Web pages in support of research program and technical meetings.  Identify and utilize latest IT resources and capabilities (CR ROM reporting, interactive WEB sites, etc) to facilitate information retrieval and dissemination.
1.2.5 Present information in Microsoft Office, Microsoft Project, Microsoft Exchange, ONR–specific software and other software tools as appropriate.

1.3 PERSONNEL REQUIREMENTS


The contractor shall provide qualified personnel to manage and execute all aspects of this statement of work.  The following skill sets are anticipated to support the tasks.  Other labor categories may be proposed if the total proposed labor mix covers all the skill sets identified below.

1.3.1 Manager (Lead) or Equivalent: At least a Bachelors degree from an accredited college or university and 8 years of management experience in a related S&T discipline.  The candidate should have excellent organizational and personnel management skills.  They should also have the ability to develop and execute complex technical tasks, to provide technical direction to support staff, to interface with Government and prime contractor personnel, and to effectively allocate resources.  In addition, the position requires experience in translating operational requirements into system technology and leading the development of suitable presentation materials. 
1.3.2 Technical Support Specialist: Must have a Bachelor’s degree from an accredited college or university and at least 2 years experience related to the Department’s interest - OR – No degree with ten years experience in Program Areas related to the translation of complex technical concepts into suitable presentation materials.  The candidates should have a demonstrated competence in preparing technology-related briefings.

1.3.3 Program Analyst (Junior Level): Must have a Bachelor’s degree from an accredited college or university and at least 3 years experience related to the Department’s interest – OR – No degree with 5 years experience in Program Areas related to the translation of complex technical concepts into suitable presentation materials.  The candidates should have demonstrated competence in Microsoft Office, with particular emphasis in Microsoft PowerPoint and associated graphics and presentation development programs.

2.0 Order Details

2.1 
2.2 Contract Type.  The Navy anticipates awarding a cost-plus-fixed fee (completion) task order.

2.3 Period of Performance.  The period of performance for the base order is to be twelve months from the date of contract award, with four one-year options to be exercised at the discretion of the Office of Naval Research.
2.4 Data Deliverables.  In support of this statement of work the contractor is required to provide the following:

· Presentation materials, as required, in a format mutually agreed upon between government and contractor. 

· Other reports, memoranda and papers, as required, in a format mutually agreed upon between government and contractor

2.4
Travel and Other Direct Costs.  Local travel, including parking is authorized.  Document reproduction, computer CD and file archiving and printing costs are authorized in supporting this effort. 
2.5 The contractor however must provide its own PCs, compatible with ONR’s LAN, for all proposed personnel working in government spaces (i.e., PCs will not be authorized as a direct cost item under this order.)
2.6 Government Furnished Resources (GFR):  The Government will provide loose-leaf binders, zip disks containing all presentation material, and information, material and forms unique to the Government for supporting the task.  The Government furnished resources identified below may be obtained from 0730 – 1730 hours Monday through Friday, excluding holidays and days on which the Federal Government is closed.

2.6.1 Facilities, Supplies and Services.  If work at Government provided facilities is dictated by the tasks being performed, these facilities will be provided at the Office of Naval Research, 800 N. Quincy Street, Arlington, Virginia or other Government facilities nearby.  Parking facilities are not provided; however, several private (pay) parking facilities are located in the area.  The office is within walking distance of the Ballston and GMU/Virginia Square Metro stations.  Basic facilities such as work space and its associated operating requirements (i.e., phones, desks, utilities, consumable and general purpose office supplies) will be provided while working in Government facilities. 

2.6.2 Information.  All Government unique information and material related to this requirement, which is necessary for Contractor performance, will be made available to the Contractor.  The program manager will be the point of contact for identification of any required information to be supplied by the Government.

2.6.3 Documentation.  All existing documentation, relevant to this task accomplishment, will be made available to the contractor at the beginning of the task.  The Contractor will be required to prepare documentation in accordance with defined guidelines provided by the Government.

2.7 Place Of Performance: Work may be performed at the Contractor’s facility, Government facility or reserved conference facility as required by the task.  Most work is expected to be performed at the contractor's facility.
2.8 Security Clearances: Proposed personnel under this task order are not presently required to have a security clearance. 
3.0. 
Proposal Requirements:

3.1 PROPOSAL FORMAT: 

The Offeror's proposal should be divided into the following sections: (1) Technical Proposal and (2) separate Cost Proposal.  The length of the technical proposal shall be no more than five (5) pages, exclusive of resumes. There are no page limits on the number of resumes or the pages for the cost proposal. The proposal should be written and organized so as to be compatible with the Statement of Work, company's organization and accounting structure, and proposed costs. 

The technical proposal should include the following: the Offeror's understanding of and approach to the requirement, resumes of all proposed personnel, and the amount of proposed hours for all proposed personnel (including subcontracts). The Offeror should describe specifically how the work activities required to complete the statement of work will be done. The Offeror should explain specifically: how technical objectives, tasks, and deadlines will be determined; how staff responsibilities will be assigned; the number of anticipated direct labor hours required by labor category to complete the task (if different than the Government estimate); whether consultants and/or subcontractors will be utilized; the nature of any other direct costs such as those required for computing, reproduction, or special testing; how the quality and timeliness of work performance will be supervised and controlled; how the Offeror will coordinate with the program office; how a surge capacity will be maintained to meet unanticipated requirements; and how administrative tasks such as travel and resource requests will be handled. The Offeror should include information relative to previous efforts for the same or similar services provided in the past to include contract numbers and Government points of contact where applicable. The Offeror should explain what corporate facilities are available and would be used in support of the work including computer resources and classified storage and meeting facilities where appropriate.  The proposal should acknowledge that the contractor will provide PCs compatible with ONR’s LAN for all proposed personnel working in government spaces (i.e. Offeror should not propose PCs as a direct cost item under this order). 

Each cost proposal should give a breakdown of the following costs proposed (if applicable): direct labor (with labor category, hourly rate, and hours proposed), fringe benefits, labor overhead, consultants, subcontracts, travel, ODCs, G&A, cost of money, and fee. 

3.2 PROPOSAL SUBMISSION: 

The due date for submission of proposals for this solicitation is 2:00 p.m. (local time) on 03 August 2001.  Proposals shall be submitted to the Contracting Officer by one of the following methods: 


a.   Faxed to Andrea C. Ross at (703) 696-3365;


b.   E-mailed to "ROSSA@ONR.NAVY.MIL"; or


c.   Mailed/hand delivered two copies to:

Office of Naval Research

Attn: Andrea C. Ross, Rm. 720

800 N. Quincy Street, BCT #1

Arlington, VA 22217-5660

Ref: 
UPPORT
SPA3-006- Technical and Administrative Support to ONR Code 332
4.0. 
Evaluation Information:

4.1 EVALUATION CRITERIA: 

A Task Order will be awarded to the responsible offeror whose offer represents the best value to the Government. In order to determine which offeror represents the best overall value, offers for individual task orders will be evaluated on the following technical factors and subfactors:

             1. Proposed key personnel 

             2. Management Plan and Technical Approach 

             3. Past performance on earlier tasks under this and similar contracts; 

                  
a. Quality of deliverables 


b. Cost control 

             4. Corporate Facilities

Factors 1 through 3 are equally weighted. Factor 4 is of less value than all other factors. These four technical factors are substantially more important than cost. Although cost is substantially less important than all of the technical factors combined, it will not be ignored. The degree of its importance will increase with the degree of equality of the task order proposals in relation to the other factors on which selection is to be based, or when the cost is so significantly high as to diminish the value of the technical superiority to the Government.

In evaluating past performance on individual orders, the procedural requirements in FAR 42.15 are not mandatory. Past performance will be based on the Government's subjective evaluation of the Contractor's performance with previous orders, if any, under the contract. For Factor 3, the subfactor (a), Quality of deliverables is more important than subfactor (b), "Cost control."

4.2 AWARD: 

The Government will award a task order to the responsible offeror whose offer conforming to the solicitation will be most advantageous to the Government, cost, and other factors considered. The anticipated award date of this order is on or before 10 AUG 2001 with a required start date of 10 AUG 2001.

5.0 Submission of Questions: 

Any questions regarding this solicitation must be provided in writing to the Contracting Officer listed below. Acceptable forms of written question submission include fax and e-mail as well as postal or carrier delivery. Questions submitted less than 72 hours prior to the closing date for proposals may not be answered and the due date for submission of proposals may not be extended. All potential offerors will be provided an e-mail noting the posting of any Questions/Answers.

6.0 Solicitation Amendments: 
Any amendments to this solicitation will be posted along with the solicitation on the ONR website. An e-mail notice will be sent to all potential offerors at the time the amendment is posted. It is the offeror's responsibility to regularly check for e-mail notices and the posting of solicitations/amendments
7.0
Point of Contact: 

The Point of Contact for this solicitation is Andrea C. Ross, ONR 254, Telephone (703) 696-2604, Fax (703) 696-3365; and E-mail: rossa@onr.navy.mil.

.

