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Acquisition Sensitive


Original Date:  {enter the initial submission date for the task statement}
Revised Date:  {enter the date of the latest revision to the task statement}
Performance Based Statement of Work Template

Title: {enter the title for the task statement}
Task Statement For:  {enter the name of the TMA Directorate and Program Office}
1. Background.  Describe the current or past situation that has influenced the decision to procure the resources. Be as quantitative and precise as possible.
1.1. Scope.  This performance based statement of work (PBSOW) provides for {select all that apply} services, materials, equipment, and facilities to {Provide a brief (two to three sentences) description of the work to be performed}. 
1.1.1. Non-Personal Services.  This PBSOW identifies services that are strictly non-personal in nature.
1.1.2. Inherently Governmental Functions.  This PBSOW has been reviewed and contains no services that are inherently governmental functions.
1.1.3. CAAS Certification.  In accordance with Department of Defense (DoD) Directive Number 4205.2, CAAS are those services acquired by contract from non-governmental sources to support or improve organization policy development, decision making, management and administration, program and/or project management and administration, or to improve the effectiveness of management process or procedures.  This task {select one} provides for CAAS/does not provide for CAAS/provides for CAAS, but is exempt.
1.2. Task Manager (TM) /Administering Contracting Officer's Representative (ACOR).  The TM/ACOR for this effort is:

Name:

Title:

Address:

Voice:

Fax:

Email:

1.3. Acquisition Manager (AM).  The AM for this effort is:

Name:

Title:

Address:

Voice:

Fax:

Email:

1.4. Contract Type for this Order:  TMA anticipates that this task will result in a {select one} Firm Fixed Price, Time and Materials, or Labor Hour order.
2. References.  Provide complete citations for specific documents that will be crucial to performance of the work, and that should be brought to the attention of the Contractor. Indicate whether the Government will provide any of the documents.
2.1. Compliance Documents.  The following documents provide specifications, standards, or guidelines that must be complied with in order to meet the requirements of this order:

2.2. Reference Documents.  The following documents may be helpful to the Contractor in performing the work described in this document:

2.3. Definitions.  Define any terms pertinent to this task statement that may lend themselves to multiple interpretations.
3. Specific Tasks.  The Specific Tasks define the work effort to be performed by the Contractor. Use functional terms to detail the tasks.  Individual tasks should be arranged in a systematic and logical sequence. Whenever possible, tasks should be grouped in phases to facilitate Government review of the effort’s progress, technical redirection, or selection of another option. A properly written task description describes what is required, not how it shall be accomplished.
3.1. Task Management.  The Contractor shall provide sufficient management to ensure that this task is performed efficiently, accurately, on time, and in compliance with the requirements of this document.  Specifically, the Contractor shall designate a single manager to oversee this task.  The Contractor shall ensure that a monthly performance and progress report is submitted outlining the expenditures, billings, progress, status, and any problems/ issues encountered in the performance of this task.

3.1.1. Monthly Performance and Progress Report (MPPR).  The Contractor shall ensure that a MPPR is submitted outlining the expenditures, billings, progress, status, and any problems/ issues encountered in the performance of this task (Deliverable 2).

If this effort is for a significant development/operations program, include the following text: The MPPR shall measure the Contractor’s cost and schedule performance by Cost Element Structure (CES) using the Government-provided Work Breakdown Structure (WBS). The report shall include the current cost and level of effort (i.e., hours worked by task).

The MPPR shall also include the current cost and labor effort (i.e., labor hours and costs expended) by labor category, for each task and sub-task. 

The MPPR shall also include Earned Value Reporting consisting of the Budgeted Cost of Work Scheduled (BCWS), the baseline plan for the duration of this effort, the Budgeted Cost of Work Performed (BCWP), and the Actual Cost of Work Performed (ACWP) for the awarded order. The Earned Value report shall also include the Schedule Variance (SV), Cost Variance (CV), and Estimate at Completion (EAC). The Earned Value data shall be reported in dollars and reflect fully burdened costs (inclusive of all overhead costs and fees). 

The Contractor shall require all subcontractors to furnish Earned Value reporting where there are critical or significant tasks related to the prime contract. Critical or significant tasks shall be defined by mutual agreement between the Government and Contractor. Each subcontractor's reported cost and schedule information shall be incorporated into the Contractor's MPPR.
3.1.2. Work Breakdown Structure (WBS).  When the Program Office uses a WBS, include this paragraph.  If the Program Office does not use a WBS, delete this paragraph:  The Contractor shall provide a tailored WBS to this order using the Government provided WBS, resulting in an expanded contract WBS (Deliverable 3).

3.1.3. Program Management Plan.  If this task is for a significant development or operations effort, a program management plan may be useful.  If so, insert the following paragraph:  The Contractor shall develop a Project Management Plan that shall require Government approval (Deliverable 4).  It will be used to manage, track and evaluate the Contractor’s performance.  The Project Management Plan shall consist of control policies and procedures in accordance with standard industry practices for project administration, execution and tracking.  The Project Management Plan shall include the following:

· Identification of milestones where Government information/activity is required and timeline dependencies for subsequent Contractor activities;

· An Integrated Master Management Plan (IMMP) describing the Contractor’s overall management approaches, policies and procedures including suggested project metrics; and,

· A detailed staffing plan.

The Project Management Plan shall be due five (5) calendar days after the date of award of the order.

3.1.4. Quality Control Plan. If the Quality Control Plan will be evaluated as part of the offeror's proposal, remove this paragraph and the Quality Control Plan deliverable in paragraph 4.4, and add language to the list of evaluation criteria in paragraph 7.  The Contractor shall prepare and adhere to a Quality Control Plan (Deliverable 5) describing how the Contractor intends to manage the order to achieve the established standards set forth in the performance standards-summary matrix in paragraph 6.4.2.
3.2. Additional Tasks.  {Enter the tasks to be performed, in logical groupings and in sufficient detail to allow the Contractor to accurately understand and bid the work.}
4. Deliveries / Performance.

4.1. Place of Performance. The Contractor shall perform primary activity at the {select one} Contractor’s / Government’s facility in {enter City, State}.
4.2. Period of Performance. Period of performance for this task shall be from date of award through {enter POP end date}.
4.3. Delivery Schedule Abbreviations.  The following abbreviations are used in the delivery/deliverable schedule:

	Abbreviation
	Definition

	H
	Hard Copy

	E
	Electronic Copy

	NLT
	Not Later Than

	DA
	Days after

	DACA
	Days after contract award

	DADOA
	Days after Delivery Order award

	Days
	Calendar days unless otherwise noted

	AM/COR
	Acquisition Manager/Contract Contracting Officer's Representative (COR)

	TM/ACOR
	Task Manager/Administering COR


4.4. Deliverable/Delivery Schedule.  {Please be sure to verify the TS references as they relate to the deliverables since this template is being tailored to your specific requirements.}
	Item
	TS Ref
	Title
	Distribution
	E
	H
	Initial
	Subsequent

	1. 
	 6.1.4
	Non-Disclosure Statement
	AM

TM/ACOR


	
	1

1
	
	Signed statements are due, from each employee assigned, prior to performing ANY work on this task.

	2. 
	3.1.1
	Monthly Performance and Progress Report
	AM

TM/ACOR

 
	1

1
	1

1
	NLT 45 DADOA
	NLT 15th of each month

	3. 
	3.1.2
	Work Breakdown Structure
	
	
	
	
	

	4. 
	3.1.3
	Program Management Plan
	
	
	
	5 DADOA
	

	5. 
	3.1.4
	Quality Control Plan
	
	
	
	
	


4.5. Packaging, Packing, and Shipping Instructions.   The Contractor shall make use of commercial best practices in the packing and shipment of packages, unless otherwise stated in this PBSOW.

4.5.1. Delivery Address.  All deliverables shall be submitted to the TM/ACOR, listed in paragraph 1.2 of this PBSOW, and any others, listed below:

If additional addressees are required, list name, address, and email, here.

4.5.2. Method of Delivery. Electronic copies shall be delivered using Microsoft Office suite of tools (for example, MS WORD 97.x, MS EXCEL 97.x, MS POWER-POINT 97.x, MS PROJECT 97.x, or MS ACCESS 97.x format), unless otherwise specified by the TM/ACOR.  Electronic submission shall be made via email, unless otherwise agreed to by the TM/ACOR.  

4.5.3. Shipping. The Contractor shall use the U.S. Postal Service standard delivery for delivery of materials, equipment, or required hardcopy documents.  The TMA TM/ACOR must approve all exceptions to this requirement.   

4.6. Government Acceptance Period.  The TM/ACOR will have five (5) workdays to review draft deliverables and make comments.  The Contractor will have two (2) workdays to make corrections.  Upon receipt of the final deliverables, the TM/ACOR will have two (2) workdays for final review prior to acceptance or providing documented reasons for non-acceptance.  When the Government fails to complete the review within the review period the deliverable will become acceptable by default.

The TM/ACOR will have the right to reject or require correction of any deficiencies found in the deliverables that are contrary to the information contained in the Contractor’s accepted proposal.  In the event of a rejected deliverable, the Contractor will be notified in writing by the TM/ACOR of the specific reasons for rejection.  The Contractor shall have five (5) workdays to correct the rejected deliverable and return it per delivery instructions.

5. Inspection and Acceptance Criteria. The TM/ACOR specified in paragraph 1.2 is responsible for inspection and acceptance of all services, incoming shipments, documents, and services.  

5.1. Acceptance Criteria.  Certification by the Government of satisfactory services provided is contingent upon the Contractor performing in accordance with the terms and conditions of the referenced contract, this order, and all amendments.

5.2. Contractor Invoice and Receiving Report Responsibility.  The Contractor is responsible for properly preparing and forwarding the invoice and receiving report to the Government TM/ACOR. 
5.2.1. The Contractor shall attach back up information to the receiving report for direct labor and Other Direct Costs (ODCs).  Direct labor back-up information shall reflect the person’s name, job title and quantity of hours worked for each pay period at a minimum.  Back-up information for ODCs shall list all elements of costs, such as travel breakout backup, including itinerary, dates of travel, name of employees traveling plus per diem costs shall accompany the receiving report.  All ODCs exceeding $2500 requires that the Contractor conduct appropriate competition.

5.3. Invoice Review Period.  The TM/ACOR may reject or require correction of any deficiencies found in the invoice or receiving report.  In the event of a rejected invoice or receiving report, the Contractor must be notified in writing by the TM/ACOR of the specific reasons for rejection.

5.4. Payment and Receiving Report.  Except for purchases to support unusual or compelling needs of the type described in FAR 6.302-2; and purchases paid for with a Government-wide commercial purchase card, Contractors shall utilize, to the extent possible, the Wide Area Workflow-Receiving and Acceptance (WAWF-RA) system to submit electronic payment requests and receiving reports in accordance with DFARS 232.7004.  Use of WAWF will allow for the submission of an invoice and receiving report as a combined 2 in1 form.  This is the preferred method of processing electronic invoices and receiving reports within the TMA.

Information regarding WAWF-RA is available on the Internet at https://rmb.ogden.disa.mil.  Prior to submitting the first WAWF-RA electronic form for a given delivery order, Contractors should first coordinate with the assigned TMA TM/ACOR.


If the Contractor is unable to submit a payment request utilizing the WAWF-RA, or TMA is unable to receive or process a payment request via WAWF-RA, the Contractor shall submit a hard copy payment request in accordance with TMA Paper-based Invoice and Receiving Report Procedures, or submit utilizing another electronic method mutually agreed to by TMA, and the Contractor.  

6. Other Terms, Conditions, and Provisions.
6.1. Protection of Information.  
6.1.1. Security.   Provide specific details regarding security requirements including access to confidential data, access to restricted buildings, or other circumstances that require special attention  

For tasks requiring access to MHS ADP Systems, include the following:

“All Contractor personnel shall be designated as ADP I, ADP II, or ADP III as defined in DoD Regulation 5200.2-R, Personnel Security and all contractor personnel shall receive the appropriate Security Clearance.” 

For tasks requiring access to classified data, include the following:

“This Contractor will require access to classified data to perform this task.  See the attached DD Form 254 for details. The Program Office TM/ACOR must coordinate with the COR or KO to prepare and receive approval on a DD Form 254.”

For tasks not requiring access to classified data, include the following:

“The Contractor may require access to information which is to be handled as “For Official Use Only”, and which may be covered by the privacy act and the Health Insurance Portability and Accountability Act (HIPAA).  The Contractor shall ensure that staff assigned to this task understand the meaning of these categories of data and handle them accordingly.”
6.1.2. Dissemination of Information/Publishing.  There shall be no dissemination or publication, except within and between the Contractor and any subcontractors or specified Integrated Product/Process Team (IPT) members who have a need to know, of information developed under this contract or contained in the reports to be furnished pursuant to this contract without prior written approval of the TMA TM/ACOR or the KO.  TMA approval for publication will require provisions that protect the intellectual property and patent rights of both TMA and the Contractor.

6.1.3. Identification of Contractor Employees.  All contract personnel attending meetings, answering Government telephones, and working in other situations where their Contractor status is not obvious to third parties are required to identify themselves as such.  They must also ensure that all documents or reports produced by Contractors are suitably marked as contractor products or that Contractor participation is appropriately disclosed.

6.1.4. Non -Disclosure Statement.  The Contractor shall sign one copy of the following non-disclosure statement on behalf of their company and shall also ensure that all staff including all subcontractors and consultants assigned to or performing on this order execute and adhere to the terms of the following non-disclosure statement (Deliverable 1).  Assignment of staff who have not executed this statement or failure to adhere to this statement shall constitute default on the part of the Contractor.

Non-Disclosure Agreement for Contractor 

Employees and Subcontractors

I, _________________________________-, am an employee of or a subcontractor to Company Name., a contractor acting under contract to the Name of TMA Directorate under Prime Contract No. ______________ , through Delivery Order ____________.  I understand that in the performance of this task, I may have access to sensitive or proprietary business, technical, financial, and/or source selection information belonging to the Government or other contractors.  Proprietary information includes, but is not limited to, cost/ pricing data, Government spend plan data, contractor technical proposal data, independent government cost estimates, negotiation strategies and contractor data presented in negotiations, contracting plans and statements of work. I agree not to discuss, divulge, or disclose any such information or data to any person or entity except those persons directly concerned with the performance of this delivery order. I have been advised that the unauthorized disclosure, use or negligent handling of the information by me could cause irreparable injury to the owner of the information.  The injury could be source sensitive procurement information of the government or proprietary/trade secret information of another company.

I understand that the United States Government may seek any remedy available to it to enforce this Agreement, including, but not limited to, application for a court order prohibiting disclosure of information in breach of this agreement.  Court costs and reasonable attorney fees incurred by the United States Government may be assessed against me if I lose such action. I understand that another company might file a separate claim against me if I have misused its proprietary information. 

In the event that I seek other employment, I will reveal to any prospective employer the continuing obligation in this agreement prior to accepting any employment offer.

The obligations imposed herein do not extend to information/data which:

a) is in the public domain at the time of receipt or it came into the public domain thereafter through no act of mine;

b) is disclosed with the prior written approval of the TMA designated Contracting Officer;

c) is demonstrated to have been developed by Company Name, or me independently of disclosures made hereunder;

d) is disclosed pursuant to court order, after notification to the TMA designated Contracting Officer;

e) is disclosed inadvertently despite the exercise of the same reasonable degree of care a party normally uses to protect its own proprietary information.

I have read this agreement carefully and my questions, if any, have been answered to my satisfaction.

_____________________________________

___________________

(Printed Name of Employee or Subcontractor)


Date

_____________________________________

___________________

(Signature)






Organization

_____________________________________

___________________

(Witness Signature)





Date

6.1.5. Organizational Conflict of Interest.  TRICARE Management Activity (TMA) has categorized all its non-purchased care requirements into three broad categories, as defined below, for purposes of identifying, avoiding or mitigating against Organizational Conflicts of Interest (OCIs) in accordance with FAR Subpart 9.5.  These categories are defined as follows:
· Category 1:  TMA Internal Support:  Services which, by their very nature, give the Contractor access to extensive data about the contracts of all other TMA contractors.  This Category specifically includes the TMA AMD Internal Support Contract and the TMA Office Automation Support Contract.  

· Category 2:  Program Management Support:  Services which assist TMA in planning and managing its activities and programs.  This includes, for example:  requirements analysis, acquisition support, budget planning and management, business process reengineering, program planning and execution support, and independent technical management support.

· Category 3:  Product Support.  Services or end items required to meet the mission requirements of TMA’s non-purchased care activities and programs.  This includes, for example:  concept exploration and development; system design; system development and integration; COTS Procurement and integration; internal development testing; deployment; installation; operations; and maintenance.

Contractor participation in more than one of these areas may give rise to an unfair competitive advantage resulting from access to advance acquisition planning, source selection sensitive or proprietary information.  Furthermore, contractor participation in more than one area may give rise to a real or apparent loss of contractor impartiality and objectivity where its advisory or planning assistance in one area potentially affects its present or future participation in another area.

The purpose of this categorization is to accomplish the following three objectives: (1) to inform prospective offerors that TMA presumes that award of a contract or order in the subject category will give rise to real or apparent OCIs with respect to requirements in the other two categories; (2) to assist current contractors and prospective offerors in developing their own business strategies regarding participation in TMA requirements and in identifying and, where possible, avoiding or mitigating against OCIs; and (3) to ensure that all current contractors and prospective offerors are afforded the maximum practicable opportunity to compete for all TMA requirements consistent with the restrictions required under FAR Subpart 9.5 and sound business practices.

For purposes of identifying, avoiding and / or mitigating against OCIs, TMA will examine all its non-purchased care requirements and acquisitions regardless of the cognizant contracting activity (e.g., DCC-W, GSA, other agency Multiple Award Schedules, etc.) or the type of contract vehicle used (e.g., FSS order, Fair Opportunity competitive order under Multiple Award IDIQ Contracts, competitively negotiated awards under FAR Part 15, etc.)

Each TMA non-purchased care solicitation will therefore be designated as falling within one of the three above defined categories. 

The work called for under this contract / order has been categorized by TMA as a non-purchased care task as: 

__Category 1:  TMA Internal Support Task

__Category 2:  Program Management Task

__Category 3:  Product Support Task  

TMA will administer this clause for purposes of award eligibility for each solicitation as follows:

A contractor that has never provided support to TMA in any of the categories is eligible for award in any category without any further action required under this clause.

A contractor that provides or has provided support to TMA in only one category of work and has never supported TMA in any other category (a single-category contractor) is eligible for award for any future requirement in that single category without further action under this clause. 

A single-category contractor wishing to submit an offer in a different category, or any contractor which now provides or previously has provided support in more than one category, must include the following as part of its offer:

· Perform a comparative analysis of the potential new work against all current and previous work performed in support of TMA in any category other than that of the new work being bid.  The comparative analysis must be included in the proposal for the new work, and must include a statement whether the contractor believes that its performance of the proposed new work would create a real or apparent OCI.  If the contractor believes that no real or perceived OCI will result from an award of the proposed work, no additional action by the contractor is required. 

· If the contractor believes that a real or apparent OCI may exist as a result of an award, the contractor shall also submit an OCI Avoidance or Mitigation Plan with its proposal. 

Inclusion of the comparative analysis and OCI Avoidance or Mitigation Plan will not be counted against any offer page limitations otherwise stated in the solicitation.

The Contracting Officer (and when applicable the appropriate program office, acquisition manager, and legal counsel) will review the comparative analysis and, if provided, the Avoidance or Mitigation Plan, in accordance with the requirements of FAR Subpart 9.5 (Organizational Conflict of Interest) to determine whether award to that offeror would be consistent with those requirements.  If it is unilaterally determined by the Contracting Officer that no OCI would arise or that the OCI Avoidance or Mitigation Plan adequately protects the interests of the government in the event of award to that offeror, the offeror will be determined, for purposes of this clause, to be eligible for award.
6.1.6. FAR 52.203-8 Cancellation, Rescission, and Recovery of Funds for Illegal or Improper Activity (Jan 1997). 
6.1.7. FAR 52.203-10 -- Price or Fee Adjustment for Illegal or Improper Activity (Jan 1997).  
6.2. Data Rights.  If data rights/ownership are an issue, explicitly state how copyrights or patents will be handled with the work to be performed. If the government supplies proprietary information, the Contractor must sign a statement regarding its use and promulgation. If the Contractor supplies Commercial-Off-the-Shelf (COTS) software, the Government will obtain ownership.
An example data rights statement is:

"The Government will retain rights to all intellectual property produced in the course of developing, deploying, training, using and supporting______________. All modifications to _____________will be the property of the Government.  The Contractor will be required to negotiate agreements with commercial system vendors relating to non-disclosure of vendor-proprietary information." 

6.3. Development.  If the task is for system design/development, include the following:  All telecommunications network designs shall make maximum use of existing telecommunications infrastructure.  All MHS system modifications and new development will comply with the latest version of the DoD Joint Technical Architecture and any other applicable DoD and MHS technical standards and policies.  The goal of the MHS architectural framework is to use the Defense Information Infrastructure Common Operating Environment (DII COE) to support the MHS, as required.  The MHS will emphasize both software reuse and interoperability and incorporate the DII COE standards as applicable.  All new systems development and new development in deployed migration systems will use DoD data standards in accordance with PDASD – HA policy memo, “Use of DoD Standards in MHS Migration Systems,” of 11 March 1996.
6.4. Quality Assurance.  The Government will review monthly performance and progress reports and will attend progress review meetings with the Contractor to survey quality of products and services according to the following plan. (Example – In this section you explain how you intend to survey.  If you were you using random sampling techniques you would explain the mechanics of the statistical analysis and how you would assess payment deductions.  This example is purely based on the past performance incentive.)
6.4.1. Objective. The purpose of this plan is to provide a quality surveillance plan for Strategic Support to TMA/Program Operations Directorate/Program Development Division.  This plan provides a basis for the ACOR to evaluate the quality of the Contractor’s performance.  The oversight provided for in the order and in this plan would help to ensure that service levels reach and maintain the required levels throughout the contract term.  Further, this plan provides the TM/ACOR with a proactive way to avoid unacceptable or deficient performance, and provides verifiable input for the required Past Performance Information Assessments.

6.4.2. Performance Standards  - Summary Matrix.  The matrix is provided to ensure at contract formation that both parties have a common understanding as to what “successful performance” looks like. Just the thought process of completing the matrix will add immeasurably to the clarity of the requirement.  Keep it simple and clear.  You can make it Appendix A to landscape it or leave it here if there is enough room as set up here.  This first task listed is an example.  You want to list all of the tasks in the order they appear in the narrative, and also any deliverables in the order they appear in the narrative portion.  Only establish a surveillance method for those tasks and deliverables you intend to survey.
	WBS TASK
	INDICATOR
	STANDARD
	MAX ERROR RATE
	METHOD OF SURVEILLANCE
	INCENTIVE

	1. Complete report.
	Completed in a timely manner
	Reports completed by the 10th of each month
	10%
	Monthly check of submission logs
	Past Performance Evaluation

	2.
	
	
	
	
	


6.4.2.1. Quality Level. By monitoring the Contractor, the TM/ACOR will determine whether the performance levels set forth in the order have been attained.  Performance standards are specified in the summary matrix in the Standard and Max Error Rate columns.

6.4.2.2. Frequency.  During performance of this order, the TM/ACOR will take periodic measurements, as specified in the Method of Surveillance column of the Summary Matrix, and will analyze whether the negotiated frequency of measurement is appropriate for the work being performed.  Adjustments may only be made by a modification to the order.

6.4.3. Evaluation Methods. The TM/ACOR will conduct performance evaluations based on the required standards set for in the Requirements matrix above.  The following techniques will be used to perform surveillance:  Delete any of the techniques listed that do not apply to your specific requirement and add those not listed.
6.4.3.1. On the spot document inspections. The TM/ACOR will perform random checks of the work products, files, and information databases. 

6.4.3.2. Quarterly Meetings. The TM/ACOR will meet with the Contractor on a quarterly basis to assess performance and will provide a quarterly written assessment. 

6.4.3.3. Observance and feedback from TMA customers and staff.  The TM/ACOR will take note of any unacceptable observances during the work hours and will log negative feedback from other staff or TMA customers. 

6.5. Government Furnished Equipment (GFE)/ Information (GFI)/Facilities:  

6.5.1. Government Furnished Facilities.  If the task is for performance in Government provided facilities, include the following:  
The Government will provide office facilities, equipment, and materials for daily business use of staff called for under this task.   This shall include office space, desk, telephone, chair, computer, shared printer, and requisite consumable materials.

6.5.2. Government Furnished Equipment/Information. The Contractor shall identify, in their proposal, any Government Furnished Equipment/Information or Contractor-acquired-Government Owned property (CAP), necessary to perform this task.  This shall include any Contractor purchased or acquired/ Government-owned items.  Detailed Bills of Materials shall be submitted along with the proposal, noting part numbers, prices, and need dates for all required GFE.

The Contractor shall maintain a detailed inventory accounting system for Government Furnished Equipment/Material or CAP.  The inventory accounting system must specify, as a minimum:  product description (make, model), Government tag number, date of receipt, name of recipient, location of receipt, current location, purchase cost (if CAP), and contract/order number under which the equipment is being used.  The Contractor shall either: a) attach an update inventory report to each monthly performance and progress report, or b) certify that the inventory has been updated and is available for Government review.  In either case the Contractor’s inventory listing must be available for Government review within one business day of COR request.

6.6. Anticipated Level of Effort.  The Government estimates that this order will require the following approximate level of effort.  This is an estimate only and does not consider special skills, talents, methods or approaches that may impact the effort required by any given Contractor.  This estimate provides information only and will not qualify or disqualify any bids.  
	Labor Category
	Estimated Hours

	Program Manager
	

	Technical Manager
	

	Senior Analyst
	

	Analyst
	

	Technical Assistant
	

	Administrative Assistant
	

	Total Estimated Hours
	


Please note that the Government estimate above is only put in place for offerors to ascertain the approximate or estimated level of effort for this task.  However, this is not to be construed as either mandatory or necessarily the best technical approach.  It is only in place as a reference to allow offerors to better understand the general scope of this effort from the government’s perspective.  The government is seeking the best level of effort and labor mix your company feels is right to accomplish the mission contained in the PBSOW.  If you feel either the labor categories or overall level of effort provided above are not your best technical solution, you are strongly encouraged and expected to submit a level of effort consistent with your technical/cost approach.
6.7. Contractor Travel.  Always include 6.7.1.  If travel is not anticipated add “No Travel Anticipated” in place of the table.  If travel outside the United States is anticipated, also include 6.7.2.  
6.7.1. Travel. Arrangements for and costs of all travel, transportation, meals, lodging, and incidentals are the responsibility of the Contractor.  Travel costs shall be incurred and billed in accordance with FAR Part 31. Costs for these expenses will be reviewed and certified by the TM/ACOR and approved by the KO.  All travel and transportation shall utilize commercial sources and carriers provided the method used for the appropriate geographical area results in reasonable charges to the government.  The Government will not pay for business class or first-class travel.  Lodging and meals shall be reimbursed in accordance with the standard per diem rates in the DOD Joint Travel Regulation.

The Government anticipates that performance of this order will require the following trips:

	From
	To
	Round Trip (Y/N)
	# of Trips
	# of People
	# of Days

	
	
	
	
	
	


6.7.2. Travel Outside of the U.S.  Include if there will be travel outside of the U.S. This order includes activity which may require the Contractor to travel to destinations outside of the United States.  The Contractor shall ensure that assigned participants allow sufficient lead time to obtain valid passports and immunizations to support project activities.  All travel outside of the U.S. require under this order, shall be laid out in the travel matrix above.
6.8. Printing Source Requirements.  The Contractor shall procure any printing services (as defined in 44 U.S.C.501) required in this order through the Defense Automated Printing Service (DAPS)/Government Printing Office (GPO).  Any proposed deviation from this requirement must be accompanied by supporting data indicating proposed cost savings, nature of printing requirement, and order size, and must be approved by the Government prior to procurement or performance of such printing requirement.
6.9. Other Special Considerations.  Provide special instructions to the Contractor regarding MHS architecture, policies and standards, integration and interoperability, life cycle management, configuration management, and quality assurance methodologies, information security requirements, and other considerations related to the work to be performed.
6.9.1. Hours of Work.  {Include if Contractor hours must conform to Government Hours} Contractor personnel shall conform to customer agency normal operating hours of 0800 to 1700 each business day (excluding 11 official Government holidays).  This shall include approximately 8 ½ hours per day with at least 30 minutes for lunch each day.  {Include if flextime is not authorized} "Flextime is not authorized for this order."

6.9.2. Badges.  Contractor personnel may be required to attend meetings to meet order requirements.  Contractor personnel shall wear their company badges during all meetings.  Contractor personnel shall wear TMA provided contractor badges in Government spaces during the performance of this order.
7. Evaluation Criteria.  Tailor the following list as necessary for this task. Remember to include the Quality Control Plan (QCP) as one of the evaluation criteria if this task statement requires the Contractor to submit a QCP as a part of its proposal.   The evaluation method used for this order will be (TMA AM – ENSURE THAT ONE OF THE FOLLOWING IS CHECKED):

__ Best Value

__ Lowest Price, Technically Acceptable

In order to ensure that evaluation criteria are well defined, include the following in all task order packages.

For “Best Value” include the following:

Award of this task order will be made on a competitive “best value” basis, considering both cost/price and non-cost/price factors.  The Government may elect to award to an offeror who is not the lowest bidder.  Non-Cost/Price factors will include:  Technical Approach, Quality Control Plan, Experience, and Past Performance, as described below.  The weight of each factor is listed below. (Task managers may use any weight approach except when using the DCC-W contracting agency. When using DCC-W, numeric or percentage weights may NOT be used.  Also, task managers using DCC-W must verbally state the order of importance of evaluation criteria, and relation to price considerations.  Example: Evaluation criteria are of equal weight, and in total more important than price.  Example evaluation criteria are numbered in order of importance: (1) Technical Approach, (2) Experience, (3) Quality Control Plan, (4) Past Performance, and (5) Price/Cost).  Price is less important than the evaluation criteria but still remains a significant factor.  Each of these non-price factors outweighs price, which will be evaluated as an independent variable.


For “Lowest Price, Technically Acceptable” include the following:


Award of this task order will be made on a competitive “lowest price, technically acceptable” basis.  Evaluation will be made to determine all offerors whose proposals are technically acceptable in accordance with the SOW/SOO and the evaluation criteria set forth below.  Award will be made to the offeror from the pool of technically acceptable proposals, whose cost/price is lowest.  Technical Acceptability will be determined by evaluating Technical Approach, Quality Control Plan, Experience, and Past Performance, as described below.  The weight of each factor is listed below (Task managers may use any weight approach except when using DCC-W contracting agency. When using DCC-W, numeric or percentage weights may NOT be used). 
8. Proposal Instructions:

8.1. Due Date.  The electronic Technical/Price submission is due {insert proposal due date} by 4:00 PM, Eastern Time.  Proposals are to be submitted to the following email address: {to be inserted by the Contracting Officer}.
8.2. Contents of Proposal Submission.  Offeror's proposals must include:
· Technical proposal and approach.

· Price quote.  

· T&M Quotes.  Price quote shall reflect the GSA labor category of the Contractor, estimated hours per labor category, any identified and proposed ODCs to include G&A, and overall proposed ceiling price. 
· Firm Fixed Price Quotes.  Price quote shall include a basis of estimate that reflects the GSA labor category of the Contractor, estimated hours per labor category, any identifies ODCs to include G&A, and overall proposed ceiling price.  This basis of estimate will not be tracked during the life of the resulting contract/order, but will assist the Government in understanding the price drivers.
8.3. Proposal Formatting. 
8.3.1. Technical Proposal
8.3.1.1. Electronic Format .  All elements of the Technical submission shall be in MS Word, Times New Roman, 10 pitch.
8.3.1.2. Headers and footers.  Headers and footers shall be limited to pagination. 
8.3.1.3. Page Limit.  Technical submission shall not exceed {Insert maximum length of technical proposal} ___ 8 ½ x 11 pages.  Price submission shall not exceed eight 8 ½ x 11 pages. Resumes are not included in this page limitation.
8.3.2. Price Proposal.
8.3.2.1. Electronic Format .  Price proposal may be in MS Word or MS Excel.
8.3.3. Every effort will be made to minimize the cost to the Contractor of participation in this order award.  Any suggestions to improve the process should be made to the Contracting Officer as soon as possible.  Questions may be directed to {Name and phone number to be inserted by Contracting Officer}.
APPROVAL:

____________________________________
_____________
________________

(Task Manager/Administering COR) 
            (Date)
 

(Phone)

____________________________________
_____________
________________

(Acquisition Manager) 



(Date)

 
(Phone)
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