Solicitation Number:  PA2: 001-Administrative and Management Support

The statement of work, order information, proposal submission requirements, and evaluation information are set forth below.  Proposals are due by 25 June 2002.
I. Statement of Work:

1. Background:  The Ocean, Atmosphere and Space Department of the Office of Naval Research supports oceanographic, space-based remote-sensing and environmentally-related science and technology (S&T) efforts within the Department of the Navy.  The program area consists of two large divisions, Sensing and Systems Division and Processes and Prediction Division, of integrated, multi-disciplinary programs in naval environments, undersea warfare, and related subjects.

2.  Statement of Work:
 The contractors shall provide ONR 32 with administrative, 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:

· Meeting agenda preparation and distribution, participant registration, compiling and distributing electronic copies of presentations, and all other required administrative functions.
· Information Technology services support of meetings, including preparation of briefing slides, nametags, and miscellaneous word processing requirements prior to, during and after the event, and other tasks as may be required.
· Monitor the availability and use of program 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, justification and milestones.
· 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

· Obtain information and assist program managers in briefing preparation .
· Collect, review and organize Principal Investigator task and progress statements; monitor financial expenditures.
· Facilitate special program awards such as SBIR, MURI, NICOP and YIP.
· Assist in the preparation of funding documents.
· Provide minutes of meetings and discussions using Microsoft Word.
· Provide reports on project interrelationships and areas of synergy with other agency programs 
· Research and monitor congressional interest items.
· Process incoming proposals.
· Prepare travel plans, travel orders, and travel claims.
· Maintain travel database, monitor travel budget, prepare travel orders, vouchers and reports on travel usage status

· Create Web pages in support of ONR programs and technical meetings.  Identify and utilize latest IT resources and capabilities to facilitate information retrieval and dissemination

· Present information in Microsoft Office, Microsoft Project, Microsoft Exchange, ONR-specific software and other software tools as required

· Provide general administrative support, including receptionist duties, visit request preparation, and travel order preparation

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 the skill sets identified below.

Manager (Lead) or Equivalent: At least a Bachelor’s degree from an accredited college or university and 8 years of management experience in a related discipline.  The candidate should have excellent organization and personnel management skills.  The candidate should also have the ability to develop and execute complex programmatic tasks, to provide administrative direction to support staff, and to interface with Government and prime contractor personnel in order to meet program manager needs and effectively allocate resources.  A Secret security clearance is required.
Senior Analyst: At least a Bachelor’s degree from an accredited college or University and 8 years of management experience in a related discipline. The candidate should have broad experience in Navy operations, organization, acquisition, program management and specific knowledge in the following projects: DADS, IASW, MMMDS, COMID, DARWIN, Standoff Sensors and Stealth Tracking. The candidate should have excellent organizational and management skills. The candidate should also have the ability to develop and execute complex programmatic tasks, and to interface with Government and prime contractor personnel in order to meet program manager needs. A Top Secret security clearance is required.  
Executive Assistants: Must have a Bachelor’s degree and at least three years experience related to the Department’s needs – OR – No degree with seven years experience related to the Department’s needs.  Excellent computer skills are highly desirable.  The candidates should have demonstrated competence in Microsoft Office, with particular emphasis on PowerPoint and associated graphics and presentation development software.  A Secret security clearance is required.
Financial Analysts: Must have a Bachelor’s degree and at least two years experience related to the Department’s needs – OR – No degree with three years related to the Department’s needs.  The candidates should have demonstrated competence in Microsoft Office, with particular emphasis on Excel and presenting financial data to meet a variety of programmatic requirements.  Experience in the use of ONR specific financial management software, INRIS (Integrated Naval Research Information System) is also highly desirable.  A Secret security clearance is required.
Administrative Assistants: High school diploma plus at least two years experience related to the Department’s needs.  Demonstrated competence in Microsoft Office.  Experience in the use of ONR specific software, such as INRIS and Gelco Travel Manager is highly desirable.  A Secret Security clearance is required.
II. Order Details:
1. Contract Type.  The Navy anticipates awarding a cost plus fixed fee level of effort task order.

2. Period of Performance.  The period of performance for the base order will be twelve months from the date of contract award.

3. Level of Effort.  The estimated level of effort for performance of the statement of work is approximately 14,700 man-hours.  The estimated distribution of man-hours is as follows:

Manager: 400 hours

Senior Analyst: 1000 hours

Executive Assistants: 2600 hours

Financial Analysts: 6000 hours

Administrative Assistants: 4700 hours

Total: 14,700 hours

4. Travel and Other Direct Costs.  Local travel including parking is authorized.  Document reproduction, workshop expenses, office supplies, computer CD-ROM and file archiving and printing costs are authorized in supporting this effort.  The estimated Other Direct Costs is $5000.
Travel will be required to fully support this task requirement.  A travel budget of approximately $25,000 will be established. In accordance with the contract requirements, direct costs associated with the Contractor’s travel should not exceed the applicable rates found in the Joint Travel Regulations.

Government Furnished Resources (GRF).  The Government will provide 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.

a. 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.  Parking facilities are not provided, however, several private (pay) parking facilities are located in the area.  The office is within walking distance of Ballston Metro station.  Basic facilities such as work space and its associated operating requirements (i.e., phones, desks, utilities, desktop PC, consumable and general purpose office supplies) will be provided while working in Government facilities.

b. Information – All Government unique information 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.

c. 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.

5. Place of Performance.  Work may be performed at the Government’s facility, Office of Naval Research, 800 N. Quincy St., Arlington, VA  22217-5660 and at the contractor’s facility.
6. Security Requirements:  

a. Security/ Safeguarding Information:  A Contract Security Classification Specification (DD Form 254) will be incorporated into the task order.  The DD Form 254 will specify the requirement for access up to the Top Secret level.  The requirement for compliance with National Agency Checks and Organizational Conflicts of Interest specified in the basic contract are applicable to this order. 
b. Clearance:  Clearances may be required to perform portions of the tasking.  It is the responsibility of the contractor to have a Top Secret facility clearance with Secret storage.  The contractor is responsible for providing staff with active clearance to the level required.  It is also the responsibility of the contractor to obtain from the appropriate Government offices any security badges, building access passes, etc., which may be required for entrance to Navy facilities.

III. Proposal Requirements:
1. Proposal Format: The Offeror’s proposal must be divided into two sections:  (1) Technical Proposal, and (2) Cost Proposal.  The length of the technical proposal shall be no more than 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 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; whether consultants and/or subcontractors will be utilized; the nature of any other direct costs such as those required for computing and reproduction; how the quality and timeliness of work performance will be supervised and controlled; how the Offeror will coordinate with the program office; and how a surge capacity will be maintained to meet unanticipated requirements.  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.

The Offeror should submit a cost proposal indicating the hourly labor rate for the quantities and types of labor proposed, any consultants/subcontracts, and identifying other direct costs proposed (to the extent known) and the amount (rate) of indirect costs, if any, to be applied to ODCs.

2.  Proposal Submission: The due date for submission of proposals for this solicitation is 2:00 p.m. (local time) on  25 JUNE 2002.  Proposals can be submitted in an original and one copy at the following address:


Office of Naval Research


800 N. Quincy Street, BCT#1, Rm 720


Arlington, VA  22217-5660


Ref:  PA2:001

Attn:  Angela Bruce: Code 252
IV. Evaluation Information:
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:

a. Proposed key personnel.

b. Management Plan and Technical Approach

c. Past performance on earlier tasks under this and similar contracts

· Quality of deliverables

· Cost control

d. Corporate Facilities

Factors (a) through (d) are equally weighted.  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 evaluation 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 (c), the subfactor “Quality of deliverables” is more important than the subfactor “Cost control”.

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

V. 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 e-mail noting the posting of any Questions/Answers.

VI.  
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.

VII.  
Contracting Officer:
The Contracting Officer for this solicitation is Angela L. Bruce, ONR 252, Tel: (703) 696-4516, Fax: (703) 696-0066, e-mail: brucea@onr.navy.mil.
