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This attachment, including this cover page, consists of 5 pages.

1.0
SCOPE AND BACKGROUND

1.1  The Spaced Based Infrared Systems (SBIRS) Program Office requires technical assistance and program management support in the area of Acquisition Data Management.

1.2  The SBIRS Program Office (hereafter referred to as “the Program Office”) manages the acquisition of space based missile early warning satellites and their associated ground systems for the Department of Defense (DoD).  The Program Office is composed of several segments including the Defense Support Program (DSP), SBIRS High component (the DSP follow-on) and the SBIRS Low component.

2.0
REFERENCE DOCUMENTS
3.0
CONTRACTOR TASKS


The contractor shall perform the following technical and administrative tasks:

3.1  Document Management and Maintenance.  The contractor shall maintain a Document Management Center (DMC) to track, maintain, and disseminate relevant SBIRS technical documentation.  The contractor shall provide document administration support that includes archiving (in both hardcopy and electronic format), digitizing, maintaining, correcting and updating contractual and other related Program Office technical documents.  The contractor shall receive, suspense, account for, store and disseminate incoming classified material.  The contractor shall maintain bidders’ libraries for the Program Office as required. (CDRL A004, A005)

3.2  Management Services.  The contractor shall provide administrative support to SMC/MT3 in the following areas: 1) organizing, scheduling and executing meetings, 2) providing personnel status, 3) tracking action items, 4) disseminating/publishing information, 5) maintaining/updating schedules and calendars, and 6) maintaining a library of SMC/MT3 briefing charts and/or presentations.  (CDRL A004, A005)
4.0
GENERAL CONSIDERATIONS

4.1  DELIVERY ORDER MANAGEMENT

4.1.1  Scope.  Each Delivery Order (DO) will be issued with the greatest level of detail available at the time of issuance.  Efforts of mutual cooperation between the Government and the BPA holder/team members will consider Government concerns, DO priorities and manpower availability.

4.1.2  Delivery Order Management Plan.  The BPA holder shall prepare a DO Management Plan that proposes the “best” (optimum) method for completing this effort within the allotted time and budget.  The plan must describe the approach, organization, schedule, personnel (including team members and subcontractors) and deliverables projected to meet the requirements of the DO SOW.  The BPA holder shall deliver and brief a draft version of the management plan to the Functional Area Evaluator or Functional Area Chief within thirty (30) calendar days of DO issuance, and return it to the Government five (5) working days after receipt of comments.  The plan will also be maintained and updated for the life of the DO to reflect any significant changes in priorities, resource availability, taskings, or execution of the DO.  (CDRL A001)

4.1.3  Integration of Effort.  The BPA holder shall be solely responsible for the management of their employees, team members and subcontractors, and the execution and integration of all work performed for each DO.

4.1.4  Management Reviews.  The BPA holder shall be responsible for conducting quarterly program management reviews with SMC/AXC. (CDRL A005)

4.1.5  Contract Funds Status Report.  The BPA holder shall deliver a monthly Contract Funds Status Report for each TASS DO.  The report will close out on the last day of the BPA holder’s monthly accounting period and be submitted no later than fifteen (15) calendar days after close of the BPA holder’s monthly accounting period.  (CDRL A003)

4.1.6  Monthly Status Report.  The BPA holder shall deliver a monthly DO Status Report for each TASS DO.  This report shall: 1) summarize accomplishments of the previous month, 2) discuss major issues and/or concerns, 3) discuss new support needs, 4) provide any updates to the DO management plan, 5) summarize the current financial billing profile, including any projected shortfalls or under-runs, and 6) detail the monthly labor charges by individual for all direct labor, including BPA holder, team members and subcontractors, with cumulative totals by individual for all charges against the DO.  The “by name” billing will include company name, labor category, hours billed, and address/place of business.  The report will close out on the last day of the BPA holder’s monthly accounting period and be submitted no later than fifteen (15) calendar days after close of the BPA holder’s monthly accounting period.  (CDRL A002) 

4.2  DELIVERY ORDER ADMINISTRATION

4.2.1  Training.  The BPA holder shall be responsible for the employment, training, guidance and supervision of personnel assigned to perform tasks under this DO.  These personnel should be knowledgeable of and be able to apply the guidance found in the reference documents identified in section 2.0 or as noted by the Functional Area Evaluator or Functional Area Chief.

4.2.2  Identification.


(a)  The BPA holder personnel, team members or subcontractors must identify themselves as contractors during meetings, telephone conversations, in electronic messages or correspondence related to this DO.


(b)  Contractor-occupied facilities (on AFMC or other Government installations) such as offices, separate rooms, or cubicles must be clearly identified with contractor supplied signs, name plates or other identification, showing that these are work areas for contractor personnel.

4.2.3  Technical Interchange Meetings.  The BPA holder shall host and participate in technical interchange meetings and working groups with government and contractor organizations as directed by the Functional Area Evaluator or Functional Area Chief.  The BPA holder may also be asked to provide support within two hours notice for more informal and time sensitive actions.  Repeated inability to meet the two-hour constraint will reflect negatively on the BPA holder’s performance evaluation.  BPA holder shall prepare briefings, special technical reports or papers as requested, and provide the Government with copies of all materials (with facing page text) presented at technical interchange and working group meetings.  This information shall be delivered to the Government as either Technical Reports or Presentation Material and Conference Minutes, whichever is more appropriate.  (CDRL  A004, A005)

4.2.4  Supplies and Equipment.  The TASS BPA holder shall be responsible for providing all supplies and equipment needed to accomplish DOs, unless otherwise specified in the DO SOW.

4.2.5  Delivery Order Accounting.  The TASS BPA holder, team member and subcontractor delivery order accounting systems shall provide traceability of all man-hours and cost reimbursable elements (travel, supplies/materials, and computer lease charges) to individual DO funding citation’s Accounting Classification Reference Number (ACRN).

4.2.6  Non-Disclosure Agreements.  The contractor is responsible for obtaining all non-disclosure agreements with all applicable corporate, supplier, and subtier vendors with proprietary, restricted, competition sensitive, or any other restricted (e.g. non-foreign disclosure due to public law) data that will be used or accessed during the execution of this DO.

5.0
CONTRACT SECURITY REQUIREMENTS

Access to classified national security information up to SECRET is required for this DO.  SMC/MT3 shall provide the BPA holder with the DOD Space Systems Protect Guidelines and other system security classification guidance as required.  Work involving access to or production of classified information will be performed at Space and Missile Systems Center, Los Angeles AFB, CA 90245-4687.  The BPA holder shall immediately report any cost savings or cost impacts per NISPOM to SMC/AXP, the cognizant security office.  All classified material will remain under the control of the Air Force including disposition of the classified material at the completion of the DO.  Other security instructions applicable to this DO are as determined by SMC/MT3.
6.0
GOVERNMENT FURNISHED EQUIPMENT/PROPERTY
The Government shall provide workspace, desktop computers, telephones and voice-mail service connection in the facility for contractor personnel performing work under this DO.  The Government expects to provide up to three (3) spaces for this work, but this is subject to change. The bidders’ libraries, identified in paragraph 3.1, will be located in government-provided office space in building 115, Los Angeles AFB.  The Government shall make available at least one (1) copy of the applicable documents as defined in paragraph 2.0 above.

7.0
PROGRAM OFFICE POINT OF CONTACT

The SMC/MT3 point of contact for this DO is Capt J. Roberto Silva (Functional Area Evaluator), 310-363-3246.
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