Solicitation #:  PA4-004 Technical Program Management and Administrative Support of ONR Code 341/342
The statement of work, order information, proposal submission requirements, and evaluation information are set forth below.  Proposals are due by 4:00 p.m. (EST) 15 October 2002.
I.
Statement of work

1.0  BACKGROUND

The Office of Naval Research (ONR), founded in 1946 and located in Arlington, VA, sponsors science and technology in support of the U.S. Navy and the Marine Corps. From oceanography, advanced materials, sensors, and robotics to biomedical science and technology; from electronics, surveillance, and neurotechnology to manufacturing technology and information science; from advanced combat systems to other technologies for ships, submarines, aircraft, and ground vehicles — work ONR sponsored has produced the laser, the Global Positioning System, 50 Nobel prizes, and thousands of other discoveries and products used every day around the world.  
2.0 Approach
The approach will be to provide program management support to include technical management of scientific research projects, financial and information management support, technical conference support, and related administrative support to several different scientific departments at ONR.  
Technical management and administrative support services related to the planning, execution, and monitoring of ONR Science & Technology research programs may include some or all of the following tasks:
2.01
Assist ONR Scientific Officers to conduct scientific and technical evaluations in topical areas of interest.  Current needs are in the areas of the Biomolecular S&T Division, and the Medical S&T Division, although this may be expanded in the future.  Basic research interest in the Biomolecular S&T Division includes basic and applied research efforts in five thrust areas: Biosensors, Biomaterials, Bioprocesses, Marine Mammal Biology, and Environmental and Marine Biotechnology.  A few examples of the research focus include: biomolecules used as recognition or transduction components of novel sensor designs, or use is made of processing methods (e.g., array processing) found in biological sensing systems; better understanding of natural biological processes at the molecular, cellular, organism, and population levels, in order to gain important knowledge required for the successful completion of Naval missions.  Basic research of interest in the Medical S&T Division includes varied biomedical disciplines including immunology, shock physiology, environmental physiology, environmental neurotoxicology, molecular cell biology, psychology, and other biomedical sciences. Applied technology and advanced technology efforts focus on developing and demonstrating medical therapies and protective equipment that support and extend the lives and capabilities of Navy and Marine Corps personnel. A few examples are medical devices for controlling hemorrhage, oxygen-carrying substances and improved fluids for casualty resuscitation, laser protection systems, hearing conservation and restoration therapies, and ergogenic agents to enhance cognitive and physical endurance.  Technical expertise requested must align with these research areas. Where appropriate, contractor support must provide written proposal reviews; attend and document results of scientific conferences and field tests; perform onsite reviews of current research efforts; brief programmatic goals and results, both within and outside of ONR when required. 

2.02 The technical lead must be very familiar with the Navy's Science & Technology community.  Must possess knowledge of the different categories of funding (i.e., 6.1 through 6.4) and types of programs associated with these different funding categories.  Must understand and have experience with the Congressional R2 process.  Must be aware of transition and technology transfer mechanisms within the Naval community. Must be familiar with the internal structure and business and technical procedures at ONR.  Demonstrated experience within outside government agencies (BMDO, SERDP, EPA, etc) is a plus.
2.03 Demonstration of proficiency in Microsoft Office, Microsoft Exchange, Microsoft Word, Microsoft Access, Microsoft Excel, Microsoft Powerpoint.
2.04 Be able to collate information and prepare briefings for the Scientific Officers.

2.05 Demonstration of proficiency in using Integrated Naval Research Information System (INRIS) database.

2.06 Familiarity with the operation/requirements of the various ONR special programs (SBIR, STTR, HBCU/MI, YIP) in order to prepare funding documents.  Technical contract support will need to be familiar with funding levels associated with different phases of these programs and evaluation process and participate in review of proposals when appropriate. 

2.07 Hosting project status and yearly review meetings as needed.
2.08 Financial monitoring of program funding, expenditures and obligations, using in-house database (INRIS) and preparation of tracking spreadsheets.
2.09 Troubleshooting poor expenditure projects to expedite institution spending.
2.010 Interacting with researchers (Principal Investigators) to ensure project milestones are met. 
2.011 Technical writing support to include preparation of internal financial notices, instructions, guidelines and reports.  Also included may be generation of R2 reports to Congress and yearly Program Summary books.
2.012 Requesting from Principal Investigators, collating, and then posting of Annual Reports.

2.013 Demonstrated knowledge of the ONR proposal submission procedures and regulations to address outside inquires when necessary. 

2.014 Demonstrated knowledge of how to process research proposals received (using INRIS), ensuring that all necessary documentation is received and if not, interacting with institution to complete proposal packages.
2.015 Demonstrated knowledge of preparation of Procurement Requests (using INRIS), monitoring progress of Procurement Requests through internal approval chain, insuring generated funding documents are properly obligated and expended.

2.016 Demonstrated knowledge of ONR technical and final reporting requirements is necessary.

2.017 Demonstrated proficiency with ONR Hopper database.

2.018 Demonstrated proficiency with performing technical literature searches including NRL e-journals, ENTRE2 (PubMed database), and NERAC.

2.019 Where applicable, familiarity with ONR Animal/Human Use documentation is necessary.
2.020 Where applicable, familiarity with the Advanced Electrical Power Systems (AEPS) office functions and requirements.
2.021 For the administrative support function, demonstration of proficiency in using the ONR Travel Manager database and how to process travel requests and vouchers using ONR Travel Manager.
2.022 For the administrative support function, demonstrated knowledge of E-flow forms and other standard ONR forms including preparation of country clearance memoranda, property pass forms, Federal Express procedures/forms.
2.023 For the administrative support function, demonstrated knowledge on how to process invitational travel requests and vouchers for outside visitors.

2.024 For the administrative support function, demonstrated knowledge of how to prepare list of financial actions (Procurement Requests) for Program Council.
2.025 For the administrative support function, demonstrated knowledge of how to prepare and distribute Division meeting notes.

2.026 For the administrative support function, demonstrated knowledge of how to prepare and submit timesheets for government personnel.

2.027 For the administrative support function, fax, copy, file documents as necessary; maintain and order office supplies; distribute mail; use scanners; and other miscellaneous administrative support.
2.028 Capability to provide additional technical support services as needed during the award period as new Science &Technology initiatives arise.   
2.029 Conference facilities available within 10 miles or less from ONR.
2.030 All on-site contractor personnel are subject to a National Agency Check (NAC) to

determine trustworthiness for access to any of ONR locations, including headquarters facilities, and the five regional offices; Atlanta, Boston, Chicago, San Diego, and Seattle, which are controlled, federally leased buildings. Based upon the results of the NAC, the ONR Security Division (ONR43) will evaluate the trustworthiness of the contractor employee and will notify the contractor in writing whether the contractor employee will be authorized continued access to any of ONR’s locations.
3.0 PERSONNEL QUALIFICATION REQUIREMENTS:

The contractor shall provide the following personnel with demonstrated expertise to support the tasks:
· (1) Program Manager/Principal Technical Advisor: Must have a Ph.D. degree from an accredited college or university in physical sciences and a minimum of 10 years S&T experience with the Department of Navy.  The Program Manager/Principal Technical Advisor must be onsite and also have a minimum of 2 years management/supervisory experience.  Formal course training in Project Management will be considered a plus.  Previous work experience at the Naval Research Laboratory (representing 6.1 community), at ONR (representing 6.1-6.3 community), at the Naval Surface Warfare Center (representing 6.4 community), and at the Environmental Protection Agency (representing intergovernmental agency experience) will be considered a plus.  2080 hours per year anticipated.
· (1) Technical Staff Member:  Must have a Bachelor's of Arts or Science degree from an accredited college or university and a minimum of 10 years experience in the Navy community.  Previous work experience at ONR will be considered a plus. Technical Staff member will work primarily offsite.  A SECRET level security clearance is required for this position. 1040 hours per year anticipated.  
· (3) Program Specialists:  Must have a Bachelor's of Science or Arts degree from an accredited college or university in physical sciences plus 1-4 years experience related to the Division's interest (1 specialist for Biomolecular and 2 specialist's for Medical).  Previous work experience at ONR will be considered a plus.  Program Specialists are to be onsite.  2080 hours per specialist per year anticipated.
· (2) Program Analysts:  Must have either Bachelor's of Arts or Science degree from accredited college or university plus 2-4 years directly related experience, or an Associate of Arts or Science degree from accredited college plus 4-6 years directly related experience, or a High School diploma from accredited school plus 8-10 years directly related experience with at least 6 of those years experience at an S&T code at ONR or similar Naval organization.  Program Analysts are to be onsite.  2080 hours per analyst per year anticipated.
· (1) Junior Program Analyst:  Must have either an Associate of Arts or Science degree from an accredited college plus 2-4 years directly related experience, or a High School diploma from an accredited school plus 4-6 years directly related experience.  At least 4 of those years must be experience at an S&T code at ONR or similar Naval organization.  Previous work experience at ONR will be considered a plus.  Junior Program Analyst is to be onsite.  2080 hours per year anticipated.
· (1) Administrative Assistant:  Must have a high school diploma from an accredited school and have training from accredited secretarial school.  Must have at least 2 year's work experience in similar field.  Previous work experience at ONR will be considered a plus.  Administrative Assistant is to be onsite in order to provide support to the onsite staff members and technical manager.  2080 hours per year anticipated. 
II.  Order Details
1. Contract Type: The Navy anticipates awarding a cost reimbursable level of

effort task order. 

2. Period of Performance: This award includes a 24-month base effort with three 12-month options.  The base effort spans 01 November 2002 – 30 October 2004.

3.  Data Deliverables: Data Deliverables include:

a.  Monthly Progress and Management Report - This report is due on a monthly basis and shall include a list of the level of effort performed and work accomplished during the reporting period and a forecast of work products for the coming month. 

b. Software, data, and reports - The Contractor shall provide both soft copy (electronic) and hard copy formats for software (e.g., database updates), data, technical reports, studies and analysis, and other reports as required. 

4.  Conflict of Interest: The Offerors are reminded of the Organization Conflicts of Interest Clause in the contract when submitting proposals for this task order solicitation.  As part of their proposal, offerors must specifically address how potential conflicts of interest will be avoided.  
5.  Government Furnished Resources (GFR) 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  22217-5660. 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 metro. 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. Please note that other direct cost does not include computer equipment or other general-purpose items.  The contractor is must provide its own computers to support this requirement, i.e. the contractor cannot charge computers as a direct cost to this order.  Contractor provided computers must be compatible with the Office of Naval Research’s LAN.

b.  Information - All Government unique information related to this requirement, which is necessary for Contractor performance, will be made available to the Contractor. The COR 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. 

6.  Place of Performance: Depending upon the labor category the place of performance will be the contractor’s facilities or the Head Quarters of the Office of Naval Research in Arlington, VA.  See Section I Statement of Work Paragraph 3 entitled “Personnel Qualification Requirements” for specifics.  
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 10 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; whether consultants and/or subcontractors will be utilized; 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, security 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, publication/media materials and equipment where appropriate.

The Offeror should submit a cost proposal that breaks down the costs proposed (if included): direct labor (with labor category, hourly rate, and hours proposed if different from the Government estimate), fringe benefits, labor overhead, consultants, subcontracts, G&A, cost of money (if applicable), and fee.  

In addition, the contract vehicle must possess an ODC line of accounting to provide for the ability to: (1) serve as an alternative (backup) mechanism to acquire materials which are required to support the technical management tasks which might include technical books, subscriptions to professional journals, graphics support materials, and information technology hardware; (2) to provide for costs to cover travel requirements which would include attending field test visits, Principal Investigator site visits, and technical conference attendance; and (3) facility charges associated with supporting a technical conference. 

The Government has established a predetermined estimate of $100,000 for other direct costs (including travel, material and miscellaneous items) to be included with the contractor’s proposals as a not to exceed estimate.  

2. Level of Effort: The following clause will be included in any resulting order:

“SSP 5252.216-9775    Increase in Level of Effort (Cost-Reimbursement)(Mar 



  1992)

(a)
In addition to any other option rights that may be provided to the Government by this contract, the Government shall have the right, within any given contract period established in Section C of this contract, to increase the level of effort by up to thirty percent (30%) of the total level of effort for that period at the same labor mix as proposed in the contract for that period.  The Contractor agrees to accept such increase in the level of effort at an increase in the estimated cost and an increase in the fixed fee which are calculated as follows:

IEC = (ILOE/LOE)
x EC

IFF = (ILOE/LOE)
x FF

IEC
=
The increase in the estimated cost.

ILOE
=
The increase in the level of effort.

LOE
=
The level of effort contracted for the contract year in which the 


level of effort is increased.

EC
=
The estimated cost contracted for in the contract year in which the 


Level of effort is increased.

IFF
=
The increase in the fixed fee.

FF
=
The fixed fee contracted for in the contract year in which the level of 

effort is increased.

This option may be exercised at any time or times prior to the end of the affected period provided however, that the exercise of such option must give the Contractor sufficient time to provide all of the man-hours for that period, including the increase, by the end of the affected period.

(b)
Any exercise by the Government of its option rights under this clause shall be effected by written notice from the Contracting Officer.

(c)
The exercise of the option shall be formally reflected by a modification to this contract increasing the estimated cost and fixed fee and adjusting the Level of Effort provision for the affected contract period.”

3.  Proposal Submission: The due date for submission of proposals for this solicitation is 4:00 p.m. (local time) on 15 OCT 2002. Proposals can be: 

(1) faxed to Brandi Boniface at (703) 696-3365 or (2) sent electronically to the following E-mail address bonifab@onr.navy.mil  or (3) mailed/hand delivered to the Office of Naval Research, Attn: Brandi Boniface, ONR 252, Ballston Tower One, 800 North Quincy Street, Arlington, VA 22217-5660. 

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: 

(1) Proposed 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 this contract and similar contracts. For Factor 3, the subfactor (a), Quality of deliverables, is more important than subfactor (b), 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 01 November 2002.

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 an 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 Point of Contact for this solicitation is Brandi Boniface (ONR 252) at Telephone Number (703) 696-2588, Fax: (703) 696-3365, and e-mail bonifab@onr.navy.mil.   

