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A. The purpose of this modification is to provide incremental in the amount of $329,899 iri 
accordance with contract clause B.6 (Contract Funding). 

B. Accordingly, the allotted funding for the estimated cost is increased by $311,225 (from 
$2,335,979 to $2,647,204), the allotted funding for provisional cost incentive fee is increased by 
$4,668 (from $35,040 to $39,708), and the allotted funding for provisional performance incentive fee is 
increased by $14,005 (from $105,119 to $119,124). Thus, the total allotted funding for the contract is 
increased by $329,898 (from $2,476,138 to $2,806,036). 

C. This modification also incorporates the cost proposal for the expansion of services under 
Subparagraph's 6.2 (Marshall Institute Operations) and the inclusion of subparagraph's into the 
Performance Work Statement. The Base estimated cost is increased by $21,658 (from $5,006,381 to 
$5,028,039), the provisional cost incentive fee is increased by $325 (from $58,524 to $58,849), and 
the allotted funding for provisional performance incentive fee is increased by $974 (from $175,573 to 
$176,547). Thus, the total estimated cost for the contract is increased by $22,957 (from $5,240,478 to 
$5,263,435) 

D. Therefore, the contract is changed in the following particulars: 

Section B, Table B-1, ESTIMATED COST AND INCENTIVE FEES (IF) and B-2, MISSION SERVICES­
OPTION VALUES, is hereby deleted in its entirety and the revised Table B-1 & B-2, shown on the 
enclosed replacement page B-2, is substituted in lieu thereof. 

Section B, Table B-4, TARGET COST, is hereby deleted in its entirety and the revised Table B-4, 
shown on the enclosed replacement page B-4, is substituted in lieu thereof. 

Section B, Clause B.6, CONTRACT FUNDING, is hereby deleted in its entirety and the revised Clause 
B.6, shown on the enclosed replacement page B-7, is substituted in lieu thereof. 

E. In order to reflect the changes resulting from this modification, pagels) listed below are added 
or deleted from the contract as shown. In order to indicate the specific area(s) of change, vertical 
lines are shown in the right margin of the enclosed replacement page across from the revised area. 

Section PaqesAdded Paqes Deleted 
TABLE B-1 AND TABLE B-2 B-2 B-2 
TABLE B-4, TARGET COST B-4 B-4 
B, SUPPLIES OR SERVICES B-7 B-7 
AND PRICES/COSTS 
ATTACHMENT J-1 J-1-1 to J-1-25 J-1-1 to J-1-24 

F. All other terms and conditions remain unchanged and in full force and effect. 
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CUN 
_~ .. _~ __ ,._"'_ '" TABLE B-1, ESTIMATED COST AND INCENTIVE FEES (IF) 
DESCRIPTION PERIOD ESTIMATED TARGET TARGET MAXIMUM MAXIMUM 

1. 

(See 
Table 

Mission --' 
Services, Base 
Ye'!CJ.f!.'!:L 
IDIQ Summation 
of Task Order 
Values BY 

COVERED 

'"T01-07 
through 
3·31·08 

4-01·07 
through 
3·31·08 

COST COST COST IF COST IF PERFORMANCE 
IF 

$5,028,039 $3,953,039 $58,849 $88,273 $176,547 

TBD TBD TBD TBD TBD 

COST IF PERFORMANCE 
EARNED IF EARNED TOTAL 

VALUE 

TBD TBD $5,263,435 

TBD TBD TBD 

(d) If the Government exercises any of its Options pursuant to the terms of the contract, the estimated costs and fees for 
each Mission Services CLiN shall be as set forth in Table B-2 below. 

~LrN-=.1 DE 

2, Op 
Se 

3-. -_ .. - lOp 
Se, 

SCRIPTION 

fon i, Mission 
vices 

jon Ii, Mission 
vices 

4 I 6Pi tion Ul, Mission 
SeM vices 

tion IV, Mission Op 
Se rvices 

--

PERIOD 
COVERED 
4-01·08 
through 
3·31·09 
4-01·09 
through 
3·3HO 
4-0HO 
through 
3·31-11 
4·01·11 
through 
3·31·12 

TABLE B-2. MISSION SERVICES - OPTION VALUES 
ESTIMATED TARGET TARGET COST MAXIMUM MAXIMUM TOTAL 
COST COST IF COST IF PERFORMANCE IF VALUE 

$4.364,416 $4.089,416 $61.114 $91.670 $183.340 $4.608.870 

$4,506,182 $4,206182 $62.836 $94,253 $188,507 $4,757,525 

$4,669,565 $4,344,565 $64,893 $97,340 $194,681 $4,929,139 

$4,841,408 $4,491,408 $67,089 $100,633 $201,266 $5,109,763 

(End-of-Clause) 

B-2 (Mod 3) 
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(2) For the Mission Services CUNs, the target cost for the purposes of determining the 
cost incentive fee earned and paid in accordance with this Clause and Clause B.5, Incentive Fee, 
shall be the total estimated cost less the estimated direct cost for purchased training/materials, and 
travel (PWS 3.3.1, 3.4.1 and 6.4.1) (see Table B-4 below). Purchase of training, materials, and travel 
is at the discretion and direction of the Government. The target cost for the 1010 CUNs shall be the 
summation of the target costs of the current task orders. 

Table B-4 TARGET COST 
CUN ESTIMATED COST LESS ESTIMATED COST TARGET COST 

PWS 3.3.1, 3.4.1, and 6.4.1 
1 $5,028,039 $1,075,000 $3,953,039 
2 $4,364,416 $ 275,000 $4,089,416 
3 $4,506,182 $ 300,000 $4,206,182 
4 $4,669,565 $ 325,000 $4,344,565 
5 $4,841,408 $ 350,000 $4,491,408 

(3) For the Mission Services CUNS, the actual allowable costs for determining cost 
incentive fee earned and payment in accordance with Clause B.5, Incentive Fee, shall be reduced by 
the actual direct costs for PWS 3.3.1, 3.4.1, and 6.4.1. 

(4) Clause B.5 is only applicable to the cost incentive fee pool of the contract and not 
the performance incentive fee pool. The supplemental definitions of target cost and actual cost 
provided in this Clause are in addition to and take precedence over the definitions provided in Clause 
B.5. (See paragraph (e) (5) of Clause B.5.) 

(5) The share ratio for target cost underruns is 90/10 (Government/Contractor). The 
share ratio for target cost overruns is 70/30 (Government/Contractor). 

(6) The Contractor must earn at least 85 percent of the performance incentive fee for a 
CUN to earn any cost incentive fee above the target cost incentive fee (for underruns) for that CUN. 

(7) The cost incentive fee will be evaluated at the end of each contract year. 

(c) Performance Incentive Fee: 

(1) The Contractor may earn performance incentive fee from a minimum of zero 
dollars to the maximum stated in Clause B.2 of this contract. 

(2) The Contractor's performance will be evaluated on a semi-annual basis as 
described in Attachments J-4 and J-5 of this contract. Semi-annual performance scores earned will 
be averaged to determine an annual amount of performance incentive fee earned for each CUN. 
Performance incentive fee for a CUN that is not earned cannot be reallocated to future evaluation 
periods. 

(3) The Government will advise the Contractor in writing of the performance evaluation 
results and the amount of performance incentive fee earned which will be incorporated in the contract 
by unilateral modification. 

B-4 (Mod 3) 
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evidence and information requested pursuant to the Notice and Assistance Regarding Patent and 
Copyright Infringement clause; 

(iv) The purchase and maintenance of additional insurance not in the target 
cost and required by the Contracting Officer, or claims for reimbursement for liabilities to third persons 
pursuant to the Insurance Liability to Third Persons clause; 

(v) Any claim, loss, or damage resulting from a risk for which the Contractor 
has been relieved of liability by the Government Property clause; or 

(vi) Any claim, loss, or damage resulting from a risk defined in the contract as 
unusually hazardous or as a nuclear risk and against which the Government has expressly agreed to 
indemnify the Contractor. 

(5) All other allowable costs are included in "total allowable cost" for fee adjustment in 
accordance with this paragraph (e), unless otherwise specifically provided in this contract. 

(f) Contract modification. The total allowable cost and the adjusted fee determined as 
provided in this clause shall be evidenced by a modification to this contract signed by the Contractor 
and the Contracting Officer. 

(g) Inconsistencies. In the event of any language inconsistencies between this clause and the 
provisioning documents or Government options under this contract, compensation for spare parts or 
other supplies and services ordered under such documents shall be determined in accordance with 
this clause. 

(End of clause) 

8.6 CONTRACT FUNDING (NFS 1852.232-81) (JUN 1990) 

(a) For purposes of payment of cost, exclusive of fee, in accordance with the Limitation of 
Funds clause, the total amount allocated by the Government to this contract is $2,647,204. This 
allotment is for the Centerwide Office of Human Capital Support Services effort described in 
Attachment J-1: Performance Work Statement, and covers the following estimated period of 
performance: April 1 ,2007 - September 14, 2007. 

(b) An additional amount of $158832 is obligated under this contract for payment of fee , 
PREVIOUS THIS ACTION TOTAL 

Mission Estimated Cost $2,335,979 $311,225 $2,647,204 

1010 Estimated Cost 0 0 0 

Provisional Cost Incentive Fee $35,040 $4,668 I $39,708 

Provisional Performance I $105,119 I $14,005 $119,124 
incentive Fee I I I ~otal Sum Allotted $2,479,138 $329,898 $2.806,036 

8-7 (Mod 3) 
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ATTACHMENT J-1 

PERFORMANCE WORK SATEMENT 

CENTERWIDE OFFICE OF HUMAN CAPITAL SUPPORT SERVICES 

1.0 SCOPE 

The scope of this Performance Work Statement (PWS) broadly defines the requirements 
for the Office of Human Capital (OHC) Support Services provided to Marshall Space 
Flight Center (MSFC) by the Contractor. This contract will be in support of OHC, and will 
take executive direction from the Contracting Officer (CO) and the Contracting Officer's 
Technical Representative (COTR). Section 1.0 of this PWS establishes the scope 
required to manage the overall OHC support services. Section 2.0 establishes the 
requirements for program management of the contract. Section 3.0 establishes the 
requirements for organization and leadership development services. Section 4.0 
establishes the requirements for strategic workforce planning services. Section 5.0 
establishes the requirements for academic affairs services. Section 6.0 establishes the 
requirements for training and incentives services, and Section 7.0 establishes the 
requirements for employee and operations services. Together, these requirements 
describe the services under the mission schedule, and identified in the PWS, that the 
Contractor shall provide for OHC Support Services Contract. In addition, the remaining, 
Section 8.0, describes the services to be provided through an Indefinite Delivery 
Indefinite Quantity (/OIQ) schedule. The 1010 services will be invoked through the use 
of Task Orders (TO). 

The vision of the Office of Human Capital (OHC) at NASAfMarshall Space Flight Center 
(NASAfMSFC) is to be the benchmark in delivering innovative human capital solutions to 
support the objectives of its clients and partners. The OHC mission is to build workforce 
capabilities which assure the current and future success of NASAfMSFC. OHC is the 
principal advisor to Center management regarding Center human capital areas. OHC 
also has a Business Management Team which supports the organization with efficient 
business tools and operations, and working with management, develops the OHC 
budget. An organization chart of OHC is provided in L-3, Figure 2. 

OHC operates in a dynamic environment providing services to Center management, 
major space programs as well as smaller programs and projects, Center staff offices, 
and Center directorates which conduct engineering and scientifIc research, space 
hardware and software, development, and operations in space exploration. The OHC 
organization must understand the direction of the Agency and the Center, anticipate 
Center needs and requirements, and be agile, prompt, and effective in providing its day­
to-day products and services. OHC customers and partners are managers, Center 
employees, NASA Headquarters and other NASA Centers, other Government agencies, 
academia, and industry. 

J-1-1 



Contract NNM07AA77C 

OHC views its contractor support to be integral to the operations of OHC and requires a 
high-performing, integrated, and flexible team, aligned with OHC, and dedicated to 
OHC's mission success. The Contractor shall be efficient as well as effective and 
professional, knowledgeable, and experienced in the human resources area, . 
regulations, processes, operations, products, and services. Also, because one of the 
primary missions of OHC is to strengthen the pipeline of students in science, math, 
engineering and technology (STEM), and the recruitment of students, research 
assistants and professors to support the mission of NASA, the OHC support services 
contractor shall be knowledgeable and experienced in academia and the provision of 
services and STEM curriculum for educational purposes. Contractor education 
specialists and the educator resource center specialist, shall work closely with students, 
teachers, and educational institutions to enhance curriculum, and educational 
opportunities to support STEM educational areas. The human capital environment Is 
dynamic, and requirements may change quickly, and the Contractor shall be able to 
adjust and adapt promptly and effectively. 

In fulfilling the requirements of this PWS, the Contractor shall provide the necessary 
management personnel, equipment, and supplies (not otherwise provided by the 
Government) as well as provide innovative approaches for the proVision of human 
capital services. Data dellverables required by this PWS are in accordance with Data 
Requirements Description (ORO) provided In Attachment J-2, Data Procurement 
Document (OPO). 

2.0 PROGRAM MANAGEMENT 

The Contractor shall provide support in the form of program management for the 
Centerwide Human Capital Support Services contract and for the OHC organization. 
The Contractor shall provide for assignment and utilization of Contractor personnel; 
recognition of critical problem areas; adequacy of staffing; provide well-qualified and 
trained personnel; cooperate through effective working relationships with other 
contractors and Government personnel to ensure integrated operation efficiency; assure 
the effective utilization of relevant technologies; plan, organize, and manage all program 
elements; employ management actions to achieve and sustain a high level productivity; 
manage all subcontracts, and respond to emergencies and other unexpected situations. 
The Contractor shall provide training to maintain cutting edge skills/competencies of 
contractor personnel, and is responsible for all personnel actions. The Contractor shall 
effectively communicate with Government personnel to assure information is transmitted 
about contract performance and industry developments. The Contractor shall 
benchmark industry best practices. The Contractor shall protect the confidentiality of 
sensitive information and shall provide an Organizational Conflict of Interest Avoidance 
Plan in accordance with ORO 1133MA-007. 

2.1 Contract Management 

2.1.1 The Contractor shall provide administration, planning, coordination and 
surveillance of overall contract activities. This will ensure diSCiplined, high performance 
work, and the timely application of resources which are in accordance with ISO 
requirements (E.3, MPO 1280.1) and necessary for completion of all tasks of the PWS to 
include mission and 10lQ schedules. The Contractor shall comply with Acceptable 

J-1-2 
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Quality Levels (AQLs) found in 2.2.2.1.1 and 2.2.2.1.5 of Attachment J-4. The 
Contractor shall evaluate the current systems for providing support and continually seek 
and recommend ways to improve the process, saving costs and time. The Contractor 
shall report any process improvements and/or cost savings or recommendations for the 
Government that may improve efficiency in the Quarterly Progress Report (ORO 
1133MA-002). 

2.1.2 The Contractor shall develop, implement, and maintain a Management 
Plan in accordance with ORO 1133MA-001, "Management Plan" for accomplishment of 
the tasks described by the PWS. In accomplishing this effort, the Contractor shall make 
adjustments and respond to proposals in the application of its workforce and resources 
to specific activities, as demands and priorities require. The plan shall address risk 
management and associated risks applicable to the tasks in accordance with Marshall 
Work Instruction (MWI) 7120.6, Program/Project Continuous Risk Management. 

2.1.3 The Contractor shall provide Badged Employee and Remote Information 
Technology (IT) User Listings in accordance with ORO 1133MA-004. The Contractor 
shall provide Contractor Employee Clearance Documents in accordance with ORO 
1133MA-005. The Contractor shall provide Position Risk Designations for Non-NASA 
Employees in accordance with ORO 1133MA-006. The Contractor shall determine the 
data restriction that applies to each data deliverable and mark or transmit the data 
restriction in accordance with the OROs. 

2.1.4 The Contractor shall provide necessary training relative to the support 
provided by this contract for new and eXisting Contractor employees to ensure mission 
success. 

2.1.5 The Contractor shall deliver accurate and timely data, information, and 
reporting for a variety of metrics, and shall maintain records related to the performance 
metrics and Acceptable Quality Levels (AQL) defined in Attachment J-4. The Contractor 
shall submit Quarterly Progress Reports in accordance with ORO 1133MA-002 that 
include an assessment of each performance metric, along with rationale explaining any 
performance requirements where deficiencies were noted and a corrective action plan to 
ensure these deficiencies do not occur in the future. 

2.1.6 The Contractor shall ensure the timely proceSSing of all paperwork, such 
as purchasing and transportation requests, Requests for Proposals, delivery orders, 
contracts, and deadline/milestone estimates, as defined by the Government. The 
Contractor shall meet the scheduled reporting dates contained in each contract Data 
Reporting Document (ORO) in accordance with AQL 2.2.2.1.6 in Attachment J-4. 

2.1.7 The Contractor shall solicit customer satisfaction feedback from contract 
customers as requested and provide this information to the COTR and technical monitor 
that initiated the request. The Contractor shall not be the cause of valid customer 
complaints (a valid complaint is any complaint transmitted to the Contractor in writing by 
the COTR or Contracting Officer). The AQL addressing this requirement is found in 
2.2.2.1.3 of Attachment J-4. 

J-1-3 
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processes and the ideal state, developing improvement action plans, and implementing 
actions to eliminate existing gaps in processes. 

3.2.5 The Contractor shall develop a process for building process improvement 
skills and commitment to continuous improvement of quality and productivity within 
management and the workforce. Whenever appropriate, that process shall include 
instruction in existing and validated tools. 

3.2.6 The Contractor shall have the responsibility of developing, documenting 
and presenting metrics that identify the before state, and presenting metrics that identify 
the after state of improved organizational processes. 

3.2.7 The Contractor shall secure/administer/manage the various learning 
opportunities and programs initiated by MSFC and NASA Headquarters in leadership, 
organization development, and training, such as the Academy of Program/Project and 
Engineering Leadership (APPEL) aimed at Human Capital development. 

3.2.8 The Contractor shall manage the Professional Intern Program (PIP), the 
Federal Career Intern Program (FCIP), and other human capital development programs, 
as necessary. This effort includes interfacing with NASAlMSFC managers to provide 
structure and guidance to profeSSional interns, regarding required training, duty 
rotations, mentors, tracking of evaluations, and progress assessments, and provides 
advice to interns concerning presentations to management. 

3.2.9 The Contractor shall support the succession planning activity by assisting 
in the development and the execution of the Succession Management Program. The 
Contractor shall interface with management and candidates, assist candidates with 
preparation of required applications and documentation, monitor and track candidate's 
progress, and prepare associated presentations to management. 

3.2.10 The Contractor shall support the Personnel Management Advisory 
Committee (PMAC) regarding the various high level development programs for which 
PMAC is responsible by reviewing candidate applications and assisting with necessary 
changes in preparation for review by the Board. 

3.2.11 The Contractor shall provide formal executive coaching using certified 
models and industry standards to optimize the performance of individual leaders. 

3.3 Logistic Support for Leadership and Organization Development 

3.3.1 The Contractor shall provide coordination expertise to organize and 
arrange facilities and logistics for retreats, workshops, training sessions, technical 
interchange meetings, organization development interventions, and leadership 
development sessions, both at the Center and off-site, which may be in the local 
commuting area, and/or at a location more than 50 miles away, and may require 
overnight stay. Travel cost will be in accordance with Clause B.7, Allowable Items of 
Cost. 

3.3.2 The Contractor shall provide support for multiple activities occurring at the 
same time at various locations. Activities may be on-site or off-site. The Contractor 

J+7 
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shall maintain contacts, technical experts, purchasing sources, and other resources to 
respond rapidly to last minute or quick tumaround requirements if necessary, 

3,3,3 The Contractor shall determine alilogisticallsupport requirements for 
leadership and organization development activities, The contractor shall consolidate 
the activity requirements and submit them to the organization's technical monitor or 
their designated representative in accordance with AQL 2,2,2,2,2 of Attachment J-4, 

3,3,4 The Contractor shall be responsible for the procurement and/or 
coordination of all logistics associated with organizing programs and activities, to include 
occasionally managing the creation/production/set-up of publicity products, catering, 
rooms and speaker support, audiovisual equipment including transportation, if required, 
and supporting exhibits, unique to Organizational Development 

3,3,5 The Contractor shall attend and support activities as needed to ensure 
they run smoothly, comfortably, and with a minimum of logistical problems regarding 
availability of space, technical support and other contracted accommodations, Logistics 
shall involve travel and making arrangements for activities on-site and/or off-site from 
MSFC, 

3,3,6 The Contractor shall provide advice on web site content requirements; 
support on line conference registration, and recommend, initiate, and as appropriate, 
review the content of brochures, posters and other products that support the 
Organization and Leadership Development Office, 

3.4 Procurement for Organization and Leadership Development Services and 
Materials 

3.4.1 The Contractor shall provide or procure all services and materials to 
support all functions as defined in Section 3,0, Services and material will be in 
accordance with Clause B.7, Allowable Items of Cost The Contractor shall procure the 
use of instructors, consultants, organization development specialists, coaches, space 
and facilities for training sessions and organization/leadership development sessions (for 
both on-site and off- site activities), materials, supplies, equipment, and other support 
services/equipment/systems as required, The Contractor shall also be responsive to 
unique support requests transmitted by the COTR or the Contracting Officer in 
accordance with AQL 2.2.2.2,4 of Attachment J-4, 

3,4.2 The Contractor shall enter trainee, course, and cost data into the Agency 
training administration system, such as System for Administration, Training, and 
Educational Resources for NASA (SATERN), and update with actual data, such as cost 
and attendance in accordance with AQL 2.2.2,5,3 of Attachment J-4, 

3,4,3 The Contractor shall provide support to establish reqUirements to maintain 
a process for recording and sharing relevant information, statistics and metrics for all 
functions of the Organization and Leadership Development Office, This information shall 
include quarterly training services reports; data, charts and reports for the Leadership 
Development Series; and data, charts and reports for organization development 
projects, 

J-1-8 ! 
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3.4.4 The Contractor shall develop and implement purchasing 
processes/procedures for conducting this procurement effort, consistent with Clause B.7, 
Allowable Items of Cost. 

4.0 WORKFORCE STRATEGY AND PLANNING 

4.1 Strategic Workforce Analysis and Plans 

4.1.1 The Contractor shall support the Office of Human Capital (OHC) in 
developing top-level strategic workforce analyses and plans that are linked to Agency 
and MSFC strategic and program planning efforts. The Contractor shall support the 
identification of mission critical occupations and competencies needed in the current and 
future workforce and shall support OHC in the development of strategies to close gaps. 

4.1.2 The Contractor shall perform analysis to identify current and future human 
capital needs, including workforce size, deployment across the Center, and 
competencies needed for the Center to fUlfill its mission. The Contractor shall perform 
Center organizational diagnosis and modeling activities to identify and document 
workforce capabilities, current trends, tumover, and possible gaps in organizational 
structure and/or workforce competencies. The Contractor shall provide the assessment 
of future workforce trends and emerging Center strategies and provide reports as to their 
relative alignment. 

4,2 Workforce Studies and Data Analysis 

4.2.1 The Contractor shall design and conduct a variety of comprehensive 
studies, support surveys, perform quantitative analysis, and statistical trending to 
identify and propose solutions to a wide range of current and future year workforce 
requirements and other human capital issues such as the effects of projected losses and 
gaps in workforce capabilities, effects of conversion to full-time permanent status, direct 
to indirect workforce ratio, appropriate full-time permanent to other-than full-time 
permanent workforce composition, deployment of support personnel, and recommended 
fresh-out hiring. The Contractor shall take the results of the studies and analysis and 
prepare statistical and narrative information for formal presentation to management. The 
Contractor shall meet all deadlines established by the COTR or the Contracting Officer 
in the pursuit of these activities in accordance with AQL 2.2.2.3.1 of Attachment J-4. 

4.2.1.1 The Contractor shall produce reports of historical or planned 
workforce information. The Contractor shall track and report workforce metrics. The 
Contractor shall provide input and recommendations to OHC management regarding 
trends in strategic workforce planning in the human resources field. 

4.2.1.2 The Contractor shall provide analysis on organizational planning 
issues, such as the expected impact of reorganizations or other mass changes or 
situations involving a broad perspective on complex, interrelated actions. The 
Contractor shall utilize change management and reengineering tools and techniques to 
provide recommendations to OHC management on a variety of organization design and 
workforce improvement activities. The Contractor shall interpret complex data on related 
issues such as position management, position classification, workforce planning and 
analysis, staffing, placement, and pay. 
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4.2.2 The Contractor shall perform complex data analysis using analytical tools 
on data extracted from Oracle personnel databases, and the Federal Personnel/Payroll 
System (FPPS) ensuring that data is correct and current. 

4.3 Workforce Planning and Tracking 

4.3.1 The Contractor shall work with personnel within the Office of Human 
Capital, Office of the Chief Financial Officer, and the Office of Strategic Analysis and 
Communication, in the development and tracking of both short and long range workforce 
requirements and phasing plans for NASAlMSFC budget planning of workforce full-time 
equivalents (FTE). The Contractor shall analyze workforce plans versus actual data, 
explain deviations, and recommend solutions. 

4.3.2 The Contractor shall provide recommendations for Center staffing 
strategies that consider management of Full-time Equivalents (FTE) within programmatic 
and organizational personnel ceilings. 

4.3.3 The Contractor shall support workforce planning by providing responses to 
workforce data requests from NASA or MSFC customers in accordance with AQL 
2.2.2.3.2 of Attachment J-4. These requests may be for historical and planned future 
workforce information. The Contractor shall provide human resource data for electronic 
information systems. The Contractor shall assure data integrity, provide user assistance, 
and shall prepare information for formal presentation. 

4.4 System Administration 

4.4.1 The Contractor shall provide administration and oversight support for the 
NASA Competency Management System (CMS). The CMS is the workforce 
competency data system for NASA, and NASAlMSFC is responsible for coordination 
and collection of NASAlMSFC competency data for Center use and for Agency 
deliverables to NASA Headquarters. The Contractor shall support the granting of 
access to the system and provide overall help and assistance to system users. 

4.4.2 The Contractor shall provide administration and oversight support for the 
NASA Workforce Integrated Management System (WIMS). The WIMS enables the 
NASAlMSFC to plan the workforce to current and future mission needs. The Contractor 
shall process the granting of access to the system, providing overall help and assistance 
to system users, updating the WBS and other tables, and supporting system functions 
such as system freezes and system refreshes. 

4.5 Contractor Competency Data Reporting 

The Contractor shall report the competencies and skills of its workforce at the mid-point 
and end of each contract year to the OHC Workforce and Strategy Planning Office. This 
competency determination shall be consistent with the NASA Competency Management 
Dictionary, with only the most significant competencies identified for each individual. 
The process to be used and the reporting format will be defined by the OHC Workforce 
Strategy and Planning Office. 
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5.0 ACADEMIC AFFAIRS 

The Contractor shall provide implement and maintain a process to inspire, attract and 
engage students and educators in the pursuit of science, technology, engineering, and 
mathematics (STEM) disciplines. The purpose of NASAlMSFC Academic Affairs and 
education program is to strengthen the nation's future workforce, to strengthen and 
expand the K-16 stem pipeline, and to engage Americans in NASA's mission through a 
diverse portfolio of education initiatives that target America's students at all levels, 
including those in traditionally underserved and underrepresented communities. The 
objective is to result in a pipeline of a diverse group of the best and brightest students 
and educators in support of the human capital mission. For NASAlMSFC to meet its 
objectives, the Contractor shall provide support in the following areas: 

5.1 Elementary and Secondary Education. Programs 

The Contractor shall support Elementary and Secondary projects by engaging students, 
educators, families, and institutions to achieve established goals. The Contractor shall 
provide educators with tools, experiences, and opportunities to further their education 
and participate in unique NASA leaming experiences to enhance their knowledge of 
STEM disciplines. The Contractor shall interface on the behalf of NASAlMSFC with 
educational institutions with the role of providing the framework to unite students, 
families and educators for educational improvement. 

5.2 Higher Education Programs 

The Contractor shall support Academic Affairs by identifying shortfalls and matches 
between MSFC research needs and the skills and abilities available within U.S. higher 
education. The Contractor shall communicate this information to the Academic Affairs 
Office. Support for these areas may include, but is not limited to, support for Minority 
University Research and Education Programs (MUREP), summer programs for 
undergraduate and graduate students who could possibly support MSFC research and 
development. The Contractor shall interface with institutions of higher education and 
devise methods to strengthen their research capabilities and provide opportunities that 
attract and prepare increasing number of students for NASA-related careers. 

The Contractor shall identify the research needs of the program offices and departments 
at MSFC; identify universities with the specific research capability to meet MSFC needs; 
identify "best practices" of university programs throughout NASA and within other 
organizations in both the public and private sectors as a basis for developing new 
university programs. These research activities will include establishing contact, 
gathering documentation and data from them and other relevant sources, and compiling 
and communicating the information in an understandable format. 

5.3 Educator Resource Center (ERC) 

5.3.1 The Contractor shall operate the MSFC Educator Resource Center (ERC), 
located off-site at the U.S. Space and Rocket Center, in the Education Training Facility, 
to provide educators access to NASA information on state-of-the-art instructional 
technologies, expertise, and facilities that enhance the teaching of STEM education at all 
levels. The Contractor shall provide these services in accordance with the Agency's 
goals and objectives for all ERCs. 
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5.3.2 The Contractor shall respond to customer requests, utilizing the resources 
of the ERC. The current hours of the ERC are 9:00 a.m. to 5:00 p.m., Monday through 
Friday, except federal holidays. These hours may be subject to change, depending on 
NASA and customer needs. The contractor shall provide adequate ERC staffing during 
operating hours and ensure ERC customer satisfaction in accordance with AQLs 
2.2.2.4.1 and 2.2.2.4.2 of Attachment J-4. 

5.4 Informal Education 

5.4.1 The Contractor shall be engaged in a process for implementing activities to 
accomplish NASA's education goals in informal education settings and with community 
and industry partners. The Contractor shall provide informal partners with information on 
NASA informal education products and services and opportunities to work with NASA to 
develop the STEM workforce, encourage students to pursue STEM careers, and engage 
America in NASA's mission. Informal partners include museums, science centers, 
planetariums, libraries, after-school programs, community organizations, business and 
industry, the media and public. 

5.4.2 The Contractor shall provide support in the administration of projects such 
as Field Trip to the Moon, Lunarautics, and Radiation and Human Space Flight, or 
others as identified. Project Management duties include overseeing overall performance 
(intemal and extemal deliverables and schedule), manage budget, submit monthly 
progress reports, coordinate with partners and stakeholders on open or vague elements 
of projects (conference, dissemination, focus of original proposals). Curriculum 
development includes the following: research, review and evaluate existing content 
related educational materials; develop new content related education materials; ensure 
that educational materials are in accordance with NASA Education Framework and 
Communications standards; distribution of educational products via NASA and other 
networks. Workshop development includes: development of hands-on classroom 
activities; delivering workshops featuring hands-on activities at conferences; ensuring 
that materials are in accordance with NASA Education Framework and Communications 
standards and messages; distributing workshop materials via NASA and other networks. 

5.5 Program Support 

5.5.1 The Contractor shall be responsible for the preparation of requirements for 
education programs, initiatives, web sites and data bases. 

5.5.2 The Contractor shall provide coordination and logistics support for 
education projects, both MSFC specific and Agency supported, that include project 
management, communication at Center and Headquarters levels, incorporation of NASA 
expertise, and the hosting of special events. 

5.5.3 The Contractor shall assist in outreach activities and informing the public 
about Center education projects at MSFC and throughout NASA. These activities 
include; assisting in project logistical support, teacher/student workshops, programming 
specific tours, and general dissemination of NASA products and services for informing 
the public. 
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5.5.4 The Contractor shall, as requested by the Government, provide input to the 
NASA Education Evaluation Information System (NEElS), Education Programs 
Department weekly notes, Weekly Activity Reports, Academic Affairs Office Database 
system, and other reports as required. 

5.6 Education Initiatives 

The Contractor shall support a myriad of educational initiatives and programs which are 
intended for all levels of students, as well as educators, such as the Great Moonbuggy 
Race, the Student Launch Initiative, FIRST Robotics, NASA Explorer Schools, 
Engineering Design Challenges, Alabama A&M Senior Day, the MSFC Co-op Program, 
and other initiatives and projects, that educate, engage, and attract students, educators, 
families, and general public to the NASA mission and STEM diSCiplines, by 
communicating, gathering data, fact finding, planning, and aSSisting in the execution of 
the activity. The customer satisfaction associated with these initiatives in accordance 
with AQL 2.2.2.4.3 of Attachment J-4. 

5.7 e-Technology 

The Contractor shall determine means to increase student, educator, and public access 
to NASA education resources via the establishment of requirements for e-Education as a 
principal learning support system. The Contractor shall be responsible for developing 
common procedures and practices that capture the essence of NASA and are relevant 
to NASA constituencies. The Contractor shall utilize technology tools and products to 
support partnering with MiSSion Directorates and cross-cutting organizations and 
program offices to create rich, effective learning experiences and connections for a 
range of audiences. The Contractor shall maintain the NASA policy of ensuring 
information resources are acquired and managed in a manner that implements the 
policies, procedures and priorities of the Agency and the Government. The Contractor 
shall provide educational support in establishing requirements for the development of 
educational electronic games, consistent with the goals to inspire, attract, and engage 
students, and educators for educational purposes to the NASA mission and STEM 
disciplines. 

5.8 Conference Planning and Coordination 

The Contractor shall provide for conference planning and logistics unique to the 
academic/education function and execute plans to ensure that conferences run 
smoothly, and in a coordinated manner. 

5.9 Unique Educational Staffing and Support 

The Contractor shall provide requirements and staffing support to exhibits which are 
unique to the education and academic affairs function. Such support shall include 
working with the NASAlMSFC Office of Strategic Analysis and Communications to 
prepare the requirements for creation and shipment of exhibits, (including but not limited 
to pop-ups, exhibits, posters and other display materials and publications) for the 
educational public. Upon shipment or delivery of the exhibits, the Contractor shall staff 
the exhibit to inform and educate the public about the MSFC research, programs and 
projects which are being displayed, and which are unique to education and academic 
affairs. 
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5.10 Partnerships and Linkages 

The Contractor shall provide for strategic partnerships, coalitions, collaborations, and 
linkages with formal and informal education providers and partners, including but not 
limited to state and federal alliances. 

5.11 Grant Coordination Support 

The Contractor shall support the Civil Servant lead with preparation of grant language 
and requirements in the review of proposals for grants, and other activities in 
coordination with the NASAlMSFC Procurement Office, NASA Shared Service Center 
(NSSC), for education grants made by MSFC to universities, non-profit organizations 
and other entities. 

5.12 Intergovernmental Personnel Actions (IPAI Coordination 

The Contractor shall coordinate the IPA function which facilitates cooperation between 
Federal Government and Non-Federal Government organizations, through the provision 
of individuals to work on research, programs, projects and initiatives at MSFC. 

5.13 Diversity and Equal Opportunity Support 

The Contractor shall assist the NASAlMSFC Office of Diversity and Equal Opportunity 
(ODEO) in the development and administration of activities designed to promote equal 
opportunity and diversity at NASAlMSFC, and to foster a commitment to create an 
environment that is free from unlawful discrimination. 

5.13.1 The Contractor shall coordinate NASAlMSFC and Team Redstone 
activities, public forums and conferences supported by the ODEO, designed to enhance 
inclusion of the minority community and individuals with disabilities into the majority 
workforce. 

5.13.2 The Contractor shall assist in outreach activities in the community and in 
informing the public about diversity and equal opportunity programs through suggested 
web site improvements, logistics and staffing for exhibits, supporting the creation of 
brochures, posters, and other public information products. 

5.13.3 The Contractor shall respond to inquiries for information about 
NASAlMSFC diversity and equal opportunity. 

5.13.4 The Contractor shall manage and implement the NASAlMSFC Minority 
Summer Internship Program. This shall include recruiting and placing students for the 
summer program, and planning and conducting workshops for the interns. 

6.0 TRAINING AND INCENTIVES 

The Contractor support required for this effort shall include the administration and 
execution of training and conference procurements. Additionally, the Contractor shall 
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provide services in support of incentive awards, logistics and 
administrative/management support for Marshall Institute. 

6.1 Incentive Awards 

6.1.1 The Contractor shall perform a variety of duties in the support of Incentive 
Awards services to MSFC employees such as entering awards data into the Agency 
Awards System (NASA Automated Awards System, NAAS), participating in the 
processing of awards, reviewing of honor award nominations, and the preparation of 
certificates, which may include printing and framing as appropriate. 

6.1.2 The Contractor shall plan and administer certain awards, including cash 
awards for superior accomplishments, honorary awards, and other special awards in 
accordance with available NASA regulations and policies. 

6.1.3 The Contractor shall coordinate incentive awards activities between the 
various organizations and the Center by ensuring timely and continuous publicity to all 
phases of the program by preparing and disseminating appropriate news releases 
through the Public and Employee Communications Office, including write-ups covering 
individual awards, group awards and similar program activities. 

6.1.4 The Contractor shall perform a variety of duties such as scheduling, 
preparation of materials, and reservation of space in the support of appropriate 
ceremonies and, when deemed advisable, arrange for presentations by Center Director 
or his designated representative. 

6.1.5 The Contractor shall render staff assistance to administrative officers and 
management officials advising them on the latest regulatory and instructional material 
relating to the awards program, ensuring an awareness of responsibilities to facilitate 
participation in promoting the awards program throughout the Center. 

6.1.6 The Contractor shall implement and maintain management advisory 
services to the Center in all matters involving the awards program. 

6.1.7 The contractor shall make preliminary reviews of all recommendations for 
honorary awards to ensure that they are in compliance with established poliCies and 
procedures. 

6.1.8 The Contractor shall establish and maintain data required to provide 
relevant statistical analysis and metrics to the Training and Incentives Office. This 
information shOUld be in form of narrative reports, graphics and charts, and summary 
analysiS of information and reported on a monthly basis. 

6.2 Marshall Institute Operations 

6.2.1 The Contractor shall administer and coordinate the operation of the 
Marshall Institute Training facilities: (1) Self Study Learning Center (SSLC) and 
classrooms, located at MSFC Building 4200, Room G13; and (2) the Education-Training 
Facility (ETF), located at the Space & Rocket Center, conSisting of traditional 
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classrooms (including audio-visual), computer classrooms, equipment, and storage 
areas (containing course materials and classrooms supplies). 

6.2.2 The Contractor shall communicate Marshall Institute (MI) activities via 
appropriate channels to include publishing daily, weekly, and monthly classroom 
schedules, both electronically and in hard copy. 

6.2.3 The Contractor shall develop and administer a learning materials needs 
and evaluation for all SSLC courseware. 

6.2.4 The Contractor shall assist the Training and Incentives Office staff in the 
use of available media for daily announcements of scheduled courses and activities 
available to MSFC employees at both facilities. 

6.2.5 The Contractor shall make arrangements for downlinks of seminars 
through appropriate access for employee participation. 

6.2.6 The Contractor shall provide reminder notices to participants prior to the 
scheduled training. 

6.2.7 The Contractor shall update SATERN, NASA's training administration 
system, or any future library management system selected by the Center or the Agency, 
especially the library management function, presently provided by AdminStar. 

6.2.8 The Contractor shall participate on the team to develop a method to 
increase the functionality of the Library Management System of SATERN and manage 
special projects such as determining requirements for on-line training and accompanying 
licenses, the activity to provide web curriculum for engineering and other certifications, 
and the development of a curriculum for Management Support Assistant (MSA), 
Executive Support Assistant (ESA), and Administrative Officer (AO) training. The 
Contractor shall explore new technologies and benchmark industry regarding cutting­
edge methods and materials and other SSLC functions. 

6.2.9 The Contractor shall develop and maintain metrics relevant to SSLC and 
classrooms utilization of ETF and G 13 on a weekly basis. 

6.2.10 The Contractor shall establish and maintain data required to provide 
relevant statistical analysis and metrics to the Training and Incentives Office. This 
information should be in form of narrative reports, graphics and charts, and summary 
analysis of information and reported on a monthly basis. 

6.2.11 The Contractor shall support the Training Investment Strategy in the 
areas of e-Iearning and blended learning. The contractor shall have an understanding 
the level of organizational urgency to enable partnering with Center managers and 
employees to close competency gaps and increase value of skills and capacity building 
through e-training/blended learning. 

6.2.11.1 The contractor shall understand and communicate available 
e-Iearning funding options (allocation methodology), impacts, and processes (interim 
and long-term). The contractor shall provide consultation, advice, and guidance to 
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employees and organizations to strategically target cost-effective e-training/blended 
leaming opportunities in training investment areas. 

6.2.11.2 The contractor shall develop routine reports/evaluations for 
e- training/blended leaming activities at the Center, organization, and employee level. 
The contractor shall assist in developing a common understanding of course needs 
assessment methodology to assess needs/priorities, understand approved plans and 
investment areas, and make trades across organizations and investment categories. 

6.2.11.3 The contractor shall participate in all aspects of project 
management and computer implementation of e-Ieaming/blended leaming efforts to 
include, but not limited to, (preparing schedules, presentations, communication and 
training plans, conducting user testing, training, evaluation, etc.) 

6.2.12 The contractor shall provide a full range of training consultant support 
needed to satisfy stakeholder and customer requirements and expectations while 

assisting in the effort to shift the Center's view of training as an "individual benefit", to 
that of a 'program performance' investment. 

6.2.13 The contractor shall develop a common understanding of current versus 
future training investments and alignment with performance and mission 

accomplishment (understanding the framework). 

6.2.14 The contractor shall develop workshops, training, participant materials, 
and tools to facilitate process understanding and change. 

6.3 Logistics for Training and Incentives 

6.3.1 The Contractor shall provide coordination expertise to organize and 
arrange facilities and logistics for award ceremonies, meetings and MI training facilities 
or Center facilities, as necessary. 

6.3.2 The Contractor shall coordinate multiple meetings/training sessions 
occurring at the same time at the Marshall Institute Training Facilities. 

6.3.3 The Contractor shall maintain contacts, technical experts, purchasing 
sources, and other resources to respond rapidly to last minute or quick tumaround 
requirements if necessary. 

6.3.4 The Contractor shall provide all logistical/support requirements for all on­
site and off-site award ceremonies, meetings and training and incentives activities. The 
Contractor shall ccnsolidate the activity requirements and submit them to the 
organization's technical monitor or designated representative in accordance with AQL 
2.2.2,5.1 of Attachment J-4. 

6,3.5 The Contractor shall arrange all logistics associated with organizing 
programs and activities, to include occasionally managing the creation/production/set-up 
of publicity products, catering, rooms and speaker support, audiovisual equipment 
including transportation if required, 
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6.3.6 The Contractor shall attend and implement activities as needed to 
troubleshoot any problems that may arise related to contractual obligations of the vendor 
regarding logistics and negotiate last minute changes or requests 

6.3.7 The Contractor shall evaluate the current systems for providing support 
and continually seek and recommend ways to improve the process, saving costs and 
time. The Contractor shall report any process improvements and/or cost savings in the 
Quarterly Progress Report (ORO -1133MA-002). . 

6.3.8 The Contractor shall provide web site content to meet requirements; permit 
on-line conference registration, and recommend, initiate, and oversee the content of 
brochures, posters and other products that support Training and Incentives Office 
activities. 

6.3.9 The Contractor shall be responsible for all activities and coordination 
associated with paying any speaker's fees. 

6.4 Procurement of Training Courses, Training and Incentives Services Support 
and Materials 

6.4.1 The Contractor shall procure training, incentive awards services support, 
the use of instructors, space and facilities for training sessions, and award ceremonies, 
materials, supplies, equipment, and other support services/equipment/systems as 
required. The Contractor shall place all training orders in accordance with AQL 2.2.2.5.2 
of Attachment J-4. 

6.4.2 The Contractor shall enter trainee, courses, and cost data into the Agency 
training administration system, such as SATERN, and update with actual data, such as 
cost and attendance, in accordance with AQL 2.2.2.5.3 of Attachment J-4. 

6.4.3 The Contractor shall provide relevant statistical analysis and metrics, based 
on data referenced in 6.4.2, to the Training and Incentives Office. This information 
should be in form of narrative reports, graphics and charts, and summary analysis of 
information and reported on a monthly basis. 

6.4.4 The Contractor shall develop appropriate purchasing 
processes/procedures for conducting this procurement effort, consistent with 
Government policies and regulations. 

7.0 EMPLOYEE SERVICES & OPERATIONS 

The Contractor shall provide support services to manage the Employee Assistance 
Program, to provide support to the Executive Resources Program, and to provide for the 
collection and analysis of Human Capital data. 

7.1 Employee Assistance Program (EAP) Coordinator 

7.1.1 These services shall include employee assessments and diagnostic 
evaluations; short term counseling (short term is defined as an average offive visits or 
less); referral to local area resources for additional counseling/treatment and support 
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services (the cost of services received from referral sources is borne by the employee or 
family member); referral to locally available community services and support systems; 
and consultation for manager and supervisors. 

7.1.2 The Contractor shall provide an EAP for MSFC in accordance with 
applicable NASA and MSFC regulations and policies. 

7.1.3 The Contractor shall provide promotional materials and participate in the 
NASA Drug Free Workplace Program. 

7.1.4 The Contractor shall provide Employee Assistance Program status reports 
on a monthly basis and other related administrative/statistical reports as required, and in 
accordance with AQL 2.2.2.6.1 of Attachment J-4. 

7.1.5 The Contractor shall provide development and maintenance of a Critical 
Incident Stress Management Plan for the Center. 

7.1.6 The Contractor shall provide program management and appropriate 
administrative services necessary to operate the program. 

7.1.7 The Contractor shall provide consultations and/or briefings to 
management, union officials, human capital staff, and others to promote understanding 
of the advantages of EAP, to establish working relationships with these groups, to 
encourage referrals to EAP when appropriate, and to provide training. 

7.1.8 The contractor shall provide educational and training opportunities for 
issues regarding physical or mental health for both individual and group consumption in 
accordance with AQL 2.2.2.6.2 of Attachment J-4. 

7.2 Executive Resources Program (ERP) Support 

7.2.1 The Contractor shall process Senior Executive Service (SES) personnel 
actions, (and GS personnel actions on a limited basis), such as new hires, 
reassignments, level increases/pay adjustments, transfers, resignations, and details; 
managing up-to-date MSFC information on the Office of Personnel Management (OPM) 
SES data base; gain a thorough understanding and working knowledge of policies, 
regulations, and rules, pertaining to the ERP; track ERP and other metrics as required 
and maintain relevant data bases; and coordinate changes to the official MSFC 
organizational chart and charter. 

7.2.2 The Contractor shall prepare SES/Scientific and Professional/Senior Level 
vacancy announcements, position descriptions, receive applications to determine 
whether basic qualifications of all applicants have been met relative to Office of 
Personnel Management (OPM) guidelines, and prepare data sheets on SES applicants 
for the Executive Resources Panel. The Contractor shall provide a weekly status report 
of SES selection activities in accordance with AQL 2.2.2.6.3 of Attachment J-4. The 
Contractor shall also perform these tasks for GS positions on a limited basis. The 
Contractor shall work with SES candidates to write/edit Executive Core Qualifications in 
cornpliance with HQ and the OPM requirements to ensure certification by HQ Executive 
Resources Panel and OPM as per the established OHC process. The Contractor shall 
be responsible for writing justifications for SES candidates/positions for 
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Center/Administrator consideration/approval and writing and disseminating Key 
Personnel Announcements in accordance with AQL 2.2.2.6.5 of Attachment J-4. The 
Contractor shall provide information for succession management as requested. 

7.2.3 The Contractor shall assist the program coordinator with the SES 
Candidate Development Program by providing the preliminary screening of applications, 
preparing data sheets for Executive Resources Panel consideration, submitting Center 
nominations for the NASA Administrator for approval, and briefing candidate(s), 
supervisors and mentors on program requirements. The contractor shall advise 
candidates/mentors/supervisors on development of candidate Individual Development 
Plans and mentor appraisals; and writing/editing/submitting final packages through 
Center and Agency management for OPM certification. The Contractor shall proof/edit 
justifications for Presidential and Meritorious Rank awards and coordinate the SES 
performance appraisal process. 

7.2.4 The Contractor shall monitor the OPM schedule of progress for SES 
appointments and keep the Program Coordinator informed of any schedule problems. 
The Contractor shall provide recommendations on the resolution of scheduling problems 
and implement accepted recommendations. 

7.2.5 The Contractor shall be in constant contact with the office of participating 
SES personnel to ensure that SES performance appraisal narratives are completed and 
that documentation is submitted to Headquarters by the established deadlines in 
accordance with AQL 2.2.2.6.4 of Attachment J-4. 

7.3 Human Resource Data Base Support 

The Contractor shall define requirements for establishment, enhancement or 
modification to OHC human capital data bases. 

7.4 Planning and Analysis 

The Contractor shall analyze, assess, report and provide presentations as required to 
support routine and unique studies and projects using human capital data. 

7.5 Employee Benefits 

7.5.1 The Contractor shall provide advice, guidance, and information to groups and 
individual employees on employee benefits, such as the retirement, Federal Employee 
Health Benefits (FEHB), Federal Employees Group Life Insurance Programs (FEGLI), 
and the Thrift Savings Plan (TSP). The Contractor shall provide brochures, pamphlets, 
comparison charts, and cost information as supplied by programs and carriers. The 
Contractor shall assist employees with new enrollment, changes, cancellation requests, 
and other operations related to FEHB such as paying premiums with pre-tax dollars. 
The Contractor shall assist in the transition of benefits processing to the NASA Shared 
Services Center. 

7.5.2 The Contractor shall assist in developing and presenting orientation briefings for 
new employees and other groups of employees on the available programs, their general 
ccverage and benefits, and the costs of the specific plans and programs. The 
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Contractor shall also provide Human Resources Benefits counseling services within the 
Center to managers in Human Resources matters involving benefits, e.g., life and health 
insurance, NASA life insurance plan, TSP, beneficiary designations, retirement 
contributions and plans, etc. 

7.5.3 The Contractor shall utilize the Marshall Personnel Information System and the 
NASA Organizational Profile System for generating specialized reports and for 
accessing employee data. The Contractor shall utilize the Federal Personnel and 
Payroll System (FPPS) for processing personnel actions in assigned organizational units 
of primary responsibility. The Contractor shall assist a senior HR Specialist in issuing 
FPPS security login identifications and passwords for personnel with approved access. 
The Contractor shall enter official documentation into the file system maintained to 
support security access authorizations. The Contractor shall assist in monitoring FPPS 
information to ensure system-generated personnel actions are processed prior to the 
pay period deadline. 

7.5.4 The Contractor shall assist in the review of a full range of official personnel 
actions. The Contractor shall determine if all elements on the personnel actions are 
correct. The Contractor shall also serve as the back-up for the review and certification of 
these actions. The Contractor shall apply knowledge of the Office of Personnel 
Management regulations as well as NASA Human Resources rules, procedures, and 
technical methods which apply to processing personnel actions. The Contractor shall 
possess delegated signatory authority for effecting all personnel actions and benefits 
actions at the Center. 

8.0 INDEFINITE DELIVERYIINDEFINITE QUANITY (IDIQ) 

The Government shall procure, through supplemental agreements and the 10lQ 
portions, those services that cannot be predetermined or quantified in advance. 
Individual 10lQ task orders will be awarded in accordance with Attachment B, paragraph 
B.3. The Contractor shall include a summary status of each active 10lQ task in the 
Quarterly Progress Report in accordance with ORO 1133MA-002, which includes such 
things as accomplishments, problems encountered, and recommendations. 

8.1 Career Transition Assistance Program 

The Contractor shall provide career transition assistance and placement services for 
employees of MSFC and other NASA employees located at MSFC. The specific 
objectives of this requirement are: 

8.1,1 The Contractor shall develop strategies to assess employee's skills, 
competencies, options, and matches for employment elsewhere in NASA, elsewhere in 
the public and private sector, as well as provide assistance in developing skills to assess 
and analyze retirement feasibility. 

8,1,2 The Contractor shall provide career resource services to assist impacted 
employees prepare for, search for, compete for, and successfully secure new jobs 
through one-on-one counseling, group training sessions, resume critiquing, interview 
coaching, and by internet-based job searches and making available internet tools to aid 
in the job search and preparation. 
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8.1.3 The Contractor shall undertake outreach efforts in order to maintain lines 
of communication with local and national employers, interest groups, academia, and 
Federal, state, and local governments in order to identify job opportunities and facilitate 
job interviews. 

8.1.4 The Contractor shall provide job search support in the public and private 
sector to include, as appropriate, internet-based job searches, access to appropriate 
periodicals and related job aids, and actual job solicitation campaigns among 
appropriate employers in the labor market. 

8.1.5 The Contractor shall provide instruction to affected employees on how to 
prepare an effective resume, how to prepare for an employment interview, how to 
negotiate salary and benefits, and how to prepare a self-marketing plan. This will 
include critiques of resumes prepared by employees for such factors as presentation, 
grammatical accuracy, and responsiveness to competencies of pOSitions for which 
application is submitted. 

8.1.6 The Contractor shall develop and conduct workshops that include counseling 
on Veterans' Benefits, planning an effective job search, time management and 
organization skills, change management, stress/anger management and effective coping 
skills, financial planning, unemployment compensation, services available under the 
Worker's Investment Act, Social Security benefits, Federal retirement counseling, 
transition to teaching, and networking. 

8.1.7 The Contractor shall provide Federal specific information and assistance to 
affected employees (voluntary retirement, early retirement, or resignation) regarding 
reemployment, retirement (CSRS and FERS) severance pay, benefits, reduction-in-force 
procedures, Interagency Career Transition Assistance Plan, and unemployment 
compensation. 

8.2 Recruitment and Placement 

The Contractor shall support the line organization in providing services necessary to fill 
vacancies either through internal or external sources. These services shall be provided 
in conjunction with the Human Resources Specialist (HRS) that supports the 
organization where the vacancy exists. 

8.2.1 The Contractor shall provide managers, employees, and job applicants 
with advice, information and interpretation of the Agency's recruitment and placement 
procedures, practices, policies, and guidelines (including the Agency's Competitive 
Placement Plan). 

8.2.2 The Contractor shall maintain up-to-date information on current hiring 
authorities available to Federal agencies and those unique to NASA or MSFC. 

8.2.3 The Contractor shall review recruitment and placement actions and 
provide guidance and information to the submitter regarding any further information 
necessary to complete the action. The Contractor shall use the current automated 
staffing tools provided to generate vacancy announcement, search plans, job analysis, 
and referral !ists/certificates. The Contractor shall determine whether qualification 
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requirements are met, establish competitive registers and refer qualified applicants to 
management officials for interviews, The Contractor shall ensure compliance with 
Veteran's Preference laws and other priority placement programs, The Contractor's 
work shall be reviewed and approved by the appropriate HRS, 

8,2,4 The Contractor shall provide recommendations for improving or clarifying 
processes or procedures to alleviate potential or existing problems, The Contractor shall 
participate in internal audits of procedures, processes and recordkeeping systems, 

8,2,5 The Contractor shall either serve as an examiner for delegated examining 
announcements or support the HRS who has this examining authority, 

8,2,6 The Contractor shall prepare and issue any correspondence necessary to 
complete the required functions, The Contractor will answer applicant inquiries and 
issue notices to applicants, 

8,2,7 The Contractor shall extend employment offers to selected applicants and 
process personnel actions in accordance with Office of Personnel Management (OPM) 
and Agency regulations and pay fixing guides, 

8,2,8 The Contractor shall maintain a tracking system in order to provide weekly 
status updates on the progress of internal and external actions, 

8.3 Position Management and Classification 

The Contractor shall provide a full range of position f1lanagernent and classification 
advice and services, These services will be provided in conjunction with the HRS who 
supports the organization where the action is being considered, 

8,3,1 The Contractor shall provide studies relating to the classification of 
pOSitions at MSFC, These studies rnay include matters related to competitive levels; 
Fair Labor Standards Act determinations; NASA Classification Codes (NCC); OPM title, 
series, and grade; position sensitivity; requirements for random drug testing, or other 
classification matters as necessary, The Contractor shall develop the study, analyze the 
results, and report the findings to the requesting party, 

8,3,2 The Contractor shall provide both general and specific pOSition 
management advice to the HRS or manager as requested, This will include position 
management advice on individual actions or major reorganizations in order to provide for 
the most efficient organizational structure, 

8,3,3 The Contractor shall maintain an up-to-date knowledge of position 
classification and position management policies and regulations provided by OPM, 
NASA, and MSFC, 

8,3,4 The Contractor shall audit pOSitions as necessary to determine the correct 
duties of the position; the correct NCC; and the correct OPM title series and grade, 
These audits may be initiated at the request of managers, employees, or as required as 
a result of classification appeals, The Contractor shall provide comprehensive 
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evaluation statements to support the findings of these audits. 

8.3.5 The Contractor shall provide advice to the requesting HRS or manager 
regarding the development of accurate position descriptions and prepare evaluation 
statements which support these classification actions. 

8.3.6 The Contractor shall review draft and final position classification standards 
for impact on positions at MSFC. The Contractor shall apply these standards to existing 
or new positions to determine the effect these standards will have on current 
classification and position management. 

8.3.7 The Contractor shall maintain a tracking system in order to provide 
monthly reports of accomplishments. 

8.4 Leave Administration Programs 

The Contractor shall provide services to administer leave programs for MSFC. These 
services will be provided for any Center organization and will be in support of the HRS 
who supports that organization. 

8.4.1 The Contractor shall administer leave programs including, but are not 
limited to, the Voluntary Leave Transfer Program, the Family and Medical Leave Act, the 
Advance Sick Leave Program, Military Leave, leave for blood donation, Sick Leave for 
Family Care and Bereavement Purposes, and Sick Leave to Care for a Family Member 
with a Serious Health Condition. (When the Voluntary Leave Transfer Program and the 
Advance Sick Leave Program are transferred to the NASA Shared Services Center, the 
Contractor shall be the point of contact for the NSSC for these programs). 

8.4.2 The Contractor shall maintain an up-to-date knowledge of the Code of 
Federal Regulations, OPM, and NASA requirements regarding leave programs. The 
Contractor shall prepare responses to proposed OPM or Headquarters changes to these 
programs. 

8.4.3 The Contractor shall keep MSFC management and employees informed of 
new or revised leave policies and adjust Center poliCies to reflect these changes. The 
Contractor shall be responsible for planning, developing, and implementing changes as 
required. 

8.4.4 The Contractor shall perform any special studies, reports, or analysis 
required related to leave programs. 

8.5 Drug Testing Pool Maintenance 

The Contractor shall provide a full range of services for maintaining an accurate pool of 
employees subject to random drug testing. This will be in support of the HRS servicing 
the organization where the employee works and in support of the HRS managing the 
drug testing program. 

8.5.1 The Contractor shall monitor newly classified position descriptions to 
ensure that positions targeted for random drug testing are placed in the random drug 
testing pool and coded accordingly. The Contractor shall monitor the movement of 
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employees subject to random drug testing from one position to another to determine if 
they should remain in the pool. 

8.5.2 The Contractor shall monitor the establishment of positions required to 
have secret or top secret clearances or access to program critical hardware to ensure 
they are included in the pool. 

8.5.3 The Contractor shall prepare notification letters to employees going into 
the program, track the responses to those notifications, and inform the NSSC of 
employees being added to the drug testing pool. 

8.5.4 The Contractor shall maintain signed copies of employee's 
acknowledgement of being subject to random drug testing and validate that a signed 
copy is on file for each employee selected by the NSSC for random drug testing. 

8.5.5 The Contractor shall maintain an up-to-date knowledge of NASA and 
Government-wide drug testing policies. The Contractor shall implement any changes to 
the program which may occur. 

8.5.6 The Contractor shall perform any special studies, reports, or analysis of 
the program as required. 

8.6 Interim Support from Human Capital Subject Matter Experts 

The contractor shall provide subject matter experts in human capital consulting, as 
required, on an interim basis, or for a long-term period, across the broad spectrum of the 
human capital discipline area in its strategic, operational and administrative roles, such 
as, strategic planning and metrics, organizational development expertise, staffing and 
ciassification, employee recruitment, motivation and retention, awards, human capital 
information technology, compensation and benefits, employee health, workforce trending 
and analysis, statistical analysis, training, education, customer service, performance 
management, coaching, mentoring, communication skills, and employee relations. 

[END OF ATIACHMENT J-1] 
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