
16 July 2002

Solicitation Number:  PA5-018 

Corporate Programs Division Administration of the Summer Faculty Research Program and Sabbatical Leave Program
The Statement of Work (SOW), order information, proposal submission requirements, and evaluation information are set forth below.  Proposals are due by 2:00 PM Eastern Daylight Savings Time (EDT) on Wednesday, 24 July 2002.
1.0

Background


The Office of Naval Research (ONR) has a requirement for assistance in the administration of the Summer Faculty Research Program and Sabbatical Leave Program, hereby known as “the Programs”.  The ONR Industrial and Corporate Program Department, Corporate Programs Division manages a number of multidisciplinary research, education, and infrastructure programs aimed at increasing the number of scientists and engineers available to participate in the Naval research enterprise.   Information describing the Programs is available on the ONR website, http://www.onr.navy.mil under Science and Technology, Corporate Programs Division. 

 2.0
Purpose


The purpose of the Programs is to encourage university professors, including those from HBCU/MI and underrepresented groups, to participate in research at Navy research and development laboratories.

3.0
Statement of Work


The contractor shall provide assistance in the administration of the Summer Faculty Research Program and Sabbatical Leave Program in accordance with the following tasks.

3.1
Administrative Services.  The contractor shall provide the administrative services to publicize the Programs and to recruit evaluate and appoint university faculty members, including those from Historically Black College and University and Minority Institution (HBCU/MI) and underrepresented groups, to participate in research activities at Naval research and development laboratories in the Navy Summer Faculty Research Program and the Sabbatical Leave Program.  The Programs provide stipends and other allowable expenses to university faculty members who conduct research of interest to the Navy at Navy Laboratories during the summer or while on sabbatical from the university.  Assistance is needed in the administration of the Programs, including but not limited to, advertising and promotion of the Programs, creation and maintenance of website, recruitment of candidates to participate in the Programs, receipt and processing of applications, coordination of selection of participants by the participating Navy laboratories, determination of the stipend levels of the participants, payment of stipends and other expenses to participants, the administration of an associated grant which provides funds for the stipends, and reporting on the status of the program periodically.   The number of participants is estimated to be about 120 faculty members per year in the Summer Faculty Research and Sabbatical Leave Programs.  Detailed tasks to be performed under this task order are as follows.

3.1.1
Creation and maintenance of internet website.  The contractor shall establish an internet website containing all relevant information about the Programs.  The website shall be maintained and updated periodically whenever there is a need to do so.  The website shall be electronically linked to relevant parts of the ONR website as well as those of Navy Laboratories involved in the Programs.  There shall be capability for interested faculty to submit applications electronically via the website.

3.1.2
Advertising and promotion.  The contractor shall use suitable means and techniques to reach out and advertise the Programs to potential faculty participants.  The outreach efforts should provide a brief description of the Programs and should refer interested faculty to the website.  This effort is a very important part of the required assistance to ensure success of the Programs.

3.1.3
Maintenance of database of candidates.  The contractor shall compile and maintain a database containing past and present applicants and participants.  The contractor shall also maintain data as feasible on the identity of those who asked for information but did not apply.

3.1.4
Active recruitment.  The contractor shall actively recruit and assist potential applicants to apply to the Programs.  The contractor shall provide assistance, by phone, email, fax, or regular mail to faculty members who are interested in the Programs.

3.1.5
Processing of applications.  The contractor shall facilitate the submission of applications by electronic means (e.g. via the website or email), shall receive, log-in, sort, and otherwise process the applications, and shall assure that the applicants are eligible to participate in the Programs.  Participation in these programs is limited to United States citizens or nationals and to legal permanent residents of the United States.   Some restrictions may apply to permanent residents regarding eligibility for a DoD security clearance.
3.1.6
Matching of research interest to that of Navy Labs.  The contractor shall provide assistance to potential applicants to match their research interest to that of the participating Navy research and development laboratories.  The applications shall be sent to the suitable Navy labs for their consideration.  The contractor shall be informed by the Navy Labs as to which applicants the Labs wish to host.  Furthermore, the contractor shall receive guidance from ONR regarding which HBCU/MI applicants are to be appointed.

3.1.7
Applicant evaluation and appointment.  The contractor shall convene a panel of suitable R&D experts and/or managers, including Navy laboratory experts and program managers, to determine the stipend level to be offered to the applicants for the Summer Faculty Research Program who are selected for appointment by the Navy Laboratories.  For the Sabbatical Leave program, the contractor shall coordinate the stipend level with the hosting Navy Laboratories.  The contractor shall offer appointments to approved applicants.

3.1.8
Coordination with other ONR contractors in related program.  The contractor shall coordinate the Programs with other ONR contractors involved in recruiting and encouraging university faculty members (e.g. from HBCU/MIs) to participate in research at Navy laboratories.  Such coordination may include the referrals of potential applicants and participants in the Programs by these other contractors.

3.1.9
Administration of an associated grant.  The contractor shall submit a separate grant proposal and shall administer the associated grant which provides funds for the payment of stipends and other allowable expenses to the participants.

3.1.10
Payment of stipends and other expenses to participants.  The contractor shall process and make stipend payments to the participants, and shall make payments for travel and other expenses to the participants, as provided by terms of the Programs.  The contractor shall keep accurate accounting of funds received for the associated grant for the Programs:  the Summer Faculty Research Program and the Sabbatical Leave Program.
3.1.11
Reporting of Program Status.  The contractor shall provide written reports on the status of the Programs, including financial data, number and institutions of applicants, their eligibility, contact information (name, mailing address, email address, and phone number), and coordination with Navy laboratories, level of appointment, and other data regarding the Programs.

4.0  
Deliverables.  Quarterly reports, a final report, and other reports as required.

4.1
Quarterly Reports.  The contractor shall provide quarterly reports and the reports shall include status of the Programs, financial data, number of applicants, number of applicants from HBCU/MI, number of female applicants, number of inquiring potential participants who did not apply, number of accepted participants, the distribution of applicants among the Navy laboratories, average cost per participants, contact information of the participants and applicants, and other relevant data.  Contractor format is acceptable.

4.2 
Final Report.  The contractor shall provide a final report at the completion of the base

period and, if applicable, each option period.  The report shall include a summary of the entire year's performance information as reported in the quarterly reports.  Contractor format is acceptable.  
4.3 
Other Reports As Required.  The contractor shall provide other reports as required by 

the ONR Program Office.  The other reports are of a more immediate nature between quarterly reports, including data similar to that in the quarterly reports.  Contractor format is acceptable.  
5.0
Estimated Level of Performance

	Category
	Base
	Option I
	Option II
	Option III

	
	
	
	
	

	Program Manager
	200
	150
	150
	150

	Project Manager
	2,000
	1,600
	1,600
	1,600

	Financial Manager
	180
	150
	150
	150

	Accounting Support Staff
	650
	650
	650
	650

	Administrative Support Staff
	650
	650
	650
	650

	
	
	
	
	

	Total Hours
	3,680
	3,200
	3,200
	3,200


The above labor categories and hours are provided as the Government's best estimate of the work to be performed.  The offeror may propose the same level of effort (hours and labor categories) or a different level of effort based on its own labor classification system and unique approach to satisfy the Government's requirement.   To the extent that the level of effort proposed is different than the government's estimate, the offeror's technical proposal should clearly specify the hours and labor categories proposed for each task in the statement of work (Section 3). 
6.0
Personnel Qualifications

6.1  
Program Manager.  The program manager shall be responsible for the overall management of the contract for this administrative assistance and an associated grant to provide stipends and other expenses for participants.  The program manager assigned to this task must have sufficient experience in managing programs of similar scope and complexity, including the development and management of internet websites.  Qualifications include college degree or equivalent experience.

6.2 
Project Manager.  The project manager shall oversee the day to day activities of the

Programs and serve as assistant to the program manager whenever the program manager is not available.  The project manager assigned to this task must have experience in managing projects of similar scope and complexity as detailed above, including experience with website development and maintenance.

6.3 
Financial Manager.  The financial manager shall oversee the finances of the contract

and grant.  The financial manager shall insure the accounts are in good order and shall make stipend payments and other payments for participant expenses.  The financial manager assigned to this task must have accounting experience suitable for projects of this or similar magnitude.

6.4 
Accounting Support Staff.  This staff person shall support the financial manager in

keeping track of the accounts and shall provide accounting information in the absence of the financial manager.  The accounting support staff assigned to this task must have at least three years experience in accounting.

6.5  
Administrative Support Staff.  This staff person shall provide administrative support in the contractor's office to handle phone calls and other inquiries, as well as other general office support functions.

7.0  
Other Direct Costs.  Other direct costs will be reimbursed at cost plus G&A.  Therefore, fee is not applicable.

8.0  
Travel and Per Diem.  Travel and per diem have been estimated at approximately $3,000.00 per year.  Travel and per diem costs will be reimbursed at cost plus G&A.  Therefore, fee is not applicable.
9.0  
Order Details.  ONR anticipates awarding a cost-plus-fixed-fee level of effort task order for this effort on or about 1 August 2002.  The task order will include a fourteen (14) month base period and three twelve (12) month options.  The period of performance for the base period will be on or about 1 August 2002 through fourteen (14) months thereafter.  Services shall be performed at the contractor’s facility and personnel are not required to have a security clearance.

10.0
Proposal Requirements.  Interested offeror's, if they wish to be considered, should provide a detailed but concise description of the offeror's capabilities for performing the needed assistance and experience in administering programs of this type.

10.1    
Proposal Format.  The offeror’s proposal should be divided into two sections:  (1) technical proposal and (2) separate cost proposal for the base and each option period.  The length of the technical proposal shall be no more than 10 pages, exclusive of resumes.  There is no page limitation 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, offeror’s organization and accounting structure, and proposed costs.

10.1.1
Technical Proposal.  The technical proposal shall include the following:


(a)  Summary of the proposed effort


(b)  Offeror’s past experience with project of similar scope

(c)  Proposed efforts to address the Statement of Work.  This section should include detailed information about the offeror's familiarity with and connections to the university community that would facilitate the effectiveness of these proposed efforts.

(d)  Management Plan

(e)  Resumes of key personnel (Qualification and relevant experience). Resumes should be submitted for the Program Manager, Project Manager, and Financial Manager only.
(f)  Past Performance.  This section should include information relative to previous efforts for the same or similar services provided in the past.  Offerors should include contract numbers, description of work, and name and telephone number of the Government point of contact where applicable. 

10.1.2 
Cost Proposal.  The cost proposal, as a minimum, should give a breakdown of the following proposed costs (if applicable):

Direct labor (with labor category, hourly rate, and hours proposed),
Fringe benefits,
Labor overhead,
Other direct costs,

Travel and Per Diem (Estimated at $3,000.00 per year),
Consultants and subcontracts,
G&A,
Any other applicable indirect rate(s) such as cost of money (FCCM), and 
Fee.
10.1.3
Proposal Submission.  The due date for submission of proposals for this solicitation is 2:00 PM Eastern Daylight Savings Time (EDT) on Wednesday, 24 July 2002.  Proposals shall be submitted to the Contract Specialist by one of the following methods:

  
(a) Fax to (703) 696-0066,
 
(b) E-mail to Mr. Edwin Little at littlee@onr.navy.mil,

(c) Regular mail or hand delivery of the original and two copies to arrive by the above deadline at the following address:

   

Office of Naval Research

   

Attention:  Mr. Edwin Little


800 North Quincy Street, Code 253



Arlington, VA   22217-5660

Ref:  PA5-018:  Administration of the Summer Faculty Research Program, 
        and Sabbatical Leave Program
NOTE:
  ALL FAXED AND E-MAILED SUBMISSIONS MUST BE FOLLOWED UP   

              WITH THE ORIGINAL WITHIN THREE DAYS OF CLOSING DATE.

11.0
Evaluation Information 

11.1  
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 this task order will be evaluated on the following technical factors and subfactors:  The evaluation factors are listed in descending order of importance.

1.  Technical Approach


2.  Management Plan


3.  Past Performance on Previous Tasks under this and/or similar contracts



a. Quality of Deliverables



b. Cost Control  

4.   Proposed Key Personnel

5.  Corporate Facilities
11.2  
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 about 1 August 2002.

11.3  
Submission of Questions.  Any questions regarding this solicitation must be provided in writing to Mr. Edwin Little no less than 72 hours prior to the closing date.  Acceptable forms of written question submission include fax and e-mail, as well as postal or carrier delivery.  All potential offerors will be provided an e-mail noting the posting of any questions\answers.

11.4  
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 offerors responsibility to regularly check for e-mail notices and the posting of solicitations\amendments.

11.5  
Point of Contact:  The point of contact for this solicitation is Mr. Edwin Little, Contract Specialist, telephone (703) 696-8557, e-mail:  littlee@onr.navy.mil. 
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