Sample Statement of Work  


1.  Project Title:				National Conference and Training Session
			
2.  COR/Task Order PO:			 Add name, phone numbers 
and address here
	
3.  Proposed Contractor:			Competitive Task Order
						
4.  Period of Performance:			 Enter you dates here

5.  Special Approvals and Clearances:  	 Put N/A or put in needed clearances

6.  Purpose of Contract:
			
The purpose of this contract is to provide logistical and administrative support for activities associated with convening one national conference (in Denver, CO) in July 11-13, 2012 and one region-specific training session (in Dallas, TX) in February or March 2013, as well as maintaining a training and technical assistance website for Title VI grantees. 

7.  Background:

In 2011, Title VI grants were awarded to 254 American Indian and Alaskan Native tribes and two Native Hawaiian organizations.  Title VI grants provide funds for nutrition, supportive and caregiver services to older Indians and their caregivers. There is a high turnover of directors who manage these grants, and annual training is a priority to ensure the grant programs are carried out in compliance with the Older Americans Act.  A national conference is held annually sometime in the summer months in metropolitan areas in the continental US, alternating between Washington, DC and another city outside of the DC area. The conferences offer grantees an opportunity to share and gather information on topics such as program management, nutrition services, health and wellness.

8.  Section 508 Requirements (Sample Language)

This language is applicable to Statements of Work (SOW) or Performance Work Statements (PWS) generated by the Department of Health and Human Services (HHS) that require a contractor or consultant to (1) produce content in any format that could be placed on a Department-owned or Department-funded Web site; or (2) write, create or produce any communications materials intended for public or internal use; to include reports, documents, charts, posters, presentations (such as Microsoft PowerPoint) or video material that could be placed on a Department-owned or Department-funded Web site. 

Section 508 of the Rehabilitation Act of 1973 (29 U.S.C. 794d) requires Federal agencies to purchase electronic and information technologies (EIT) that meet specific accessibility standards. This law helps to ensure that federal employees with disabilities have access to, and use of, the information and data they need to do their jobs. Furthermore, this law ensures that members of the public with disabilities have the ability to access government information and services. 

There are three regulations addressing the requirements detailed in Section 508. The Section 508 technical and functional standards are codified at 36 CFR Part 1194 and may be accessed through the Access Board’s Web site at http://www.access-board.gov. The second regulation issued to implement Section 508 is the Federal Acquisition Regulation (FAR). FAR Part 39.2 requires that agency acquisitions of Electronic and Information Technology (EIT) comply with the Access Board’s standards. The entire FAR is found at Chapter 1 of the Code of Federal Register (CFR) Title 48, located at http://www.acquisition.gov. The FAR rule implementing Section 508 can be found at http://www.section508.gov. The third applicable regulation is the HHS Acquisition Regulation (HHSAR).

9. Public Affairs Clearances

Any printing product produced under this contract shall be submitted by the Project Officer to the Assistant Secretary for Public Affairs (ASPA) office for clearance using form HHS-615 (to be completed by contractor).

10 Printing

No printing shall be performed, or arranged for, by the contractor.  All printing must be accomplished by or through the U.S. Government Printing Office (GPO) as required by Section 501 of Title 44, U.S.C.

11.  Government Furnished Information: The Government will furnish information necessary to fulfill this contract, such as source data and all necessary specifications for databases covered under this activity as well as the necessary information pertaining to the website (www.olderindians.org) as described below.  

12.  Government Furnished Property:  None

13.  Rights in Data:  The Government retains all rights to all data and reports compiled as a result of this task order.  Information furnished to or generated by the Contractor in the performance of this task order shall NOT be released to the public by the Contractor without the prior approval of the task order project monitor.

14.  Deliverables and Delivery Schedule:  See Attachment A

15.  Qualifications, Education and Experience of Key Personnel: See Attachment B



Tasks


Task 1:		National Conference
 
Task 1.1	Meetings with the contractor

The contractor shall meet in person with the Contract Officer (CO), Project Officer (PO) and the Project Monitor (PM) within ten (10) working days after issuance of the Task Order.  In addition to monthly updates (via conference call), a mid-project review (via conference call) will also be held with the contractor.   For the month before the National Conference is held, meetings may be held on a weekly basis. 

Task 1.2	Conference Webpage

The contractor shall develop and launch a conference webpage for posting of conference information.

		The contractor shall provide graphic designs for the webpage and signage upon the recommendation of 			Task Order PO.

Task 1.3	Facilities and Space Logistics

For the National Conference, the contractor shall locate hotel space in the (conference location) area for the period of (enter Conference dates). The number of participants is estimated to be 175 to 250 people. The facilities and space requirements for this two and one-half-day conference will be:

· Meeting room with seating for between 175 to 250 people seated in rounds;

· Approximately eight breakout rooms with classroom-style seating; 

· 80 sleeping rooms, or as many as the contractor deems necessary based on attrition rates and experience;

· Space reserved in a large meeting room or hall for exhibitors, with eight exhibit tables at six feet each, with chair and a wastebasket for each table.  

· The contractor will ensure that the facility accepts tribal checks from conference participants.

		Subtask 1.3a

· The contractor shall make arrangements for use, as necessary, audio-visual (A/V) equipment in the main meeting room, including: microphones, laptops, screens, projectors and an internet connection. No A/V equipment is required for exhibitor space.

· The contractor will arrange for a method of recording the hour-long listening session. 

· The breakout rooms will require for each session one flipchart with markers, one microphone, one laptop, one screen and one projector and an internet connection. 

		Subtask 1.3b The contractor shall arrange for pre-conference registration on the internet and a manned
 registration desk at the conference site. On-site registration will begin on the first day of the conference.

Subtask 1.3c The contractor shall provide on-site assistance during the two and one-half-day conference to conduct participant and trainer registration, ensure proper room set-up, ensure equipment operation, and provide general on-site support. 

		Subtask 1.3d The contractor shall arrange for making any special accommodations required by the 		         	participants.	
	

Task 1.4	Making Arrangements for Presenters/Speakers

Task Order PO shall submit a list of those participants who will require travel and hotel accommodations to the contractor.  

		20 speakers are expected.

Subtask 1.4a The contractor will subcontract with the presenters who are not employed with Older Americans Act, Title VI funds (i.e., non-Title VI Director Presenters) and will use a mechanism to make timely arrangements for payment to subcontractors.

Subtask 1.4b The contractor shall make travel arrangements for all presenters. 

Subtask 1.4c The contractor shall identify and use a mechanism to make timely arrangements for payment of travel and per diem of all presenters.
		
Task 1.5	Conference Materials

		Subtask 1.5a The contractor shall assemble between 175 and 250 meeting packets.  Each packet will 		 	include approximately twenty pages, front and back, including:

· Agenda for the conference

· Welcome letter from  (your organization)

· Background materials

The contractor shall submit to Task Order PO materials to be printed, accompanied by forms 952 and 615 (GPO printing forms).  Task Order PO will make arrangements to deliver GPO-printed materials to the contractor before the conference. 

		Subtask 1.5b The contractor shall collect speaker presentation materials.
		 
		Subtask 1.5c The contractor shall provide each participant with a printed name badge.

		Subtask 1.5d The contractor shall provide tent cards for speakers and panelists.
		
		Subtask 1.5e The contractor shall prepare signage for the conference identifying appropriate meeting 				         rooms and registration /information.

		Subtask 1.5f The contractor shall develop a conference evaluation tool and disseminate to participants 				         during the conference, and provide a compilation of results to Task Order PO. 

Task 1.6	Conference Report

		A final list of conference attendees in Microsoft Word format will serve as the final report along with an 			expenditure report. 

Note		Option year National Conferences

1) If Task Order PO or your organization chooses to exercise the option years for this contract, the contractor will plan for the following conferences:

	Year
	Location
	Estimated Participation

	2014
	Washington, DC
	150-175

	2015
	TBD
	175-200

	2016
	Washington, DC
	150-175

	2017
	TBD
	175-200



2) Heroes and Exemplary Program ceremonies


	Year
	Location
	Event
	Additional tasks

	2014
	Washington, DC
	Heroes: 10 sponsored honorees are expected
	1) The contractor shall identify and use a mechanism to make timely arrangements for payment of probable travel and per diem of honorees.
2) The contractor shall make travel arrangements for honorees.
3) The contractor shall work with (Your) staff to develop 175-200 Heroes bulletin/programs.

	2015
	TBD
	None
	None

	2016
	Washington, DC
	Exemplary Programs: 8 sponsored honorees are expected
	1) The contractor shall identify and use a mechanism to make timely arrangements for payment of probable travel and per diem of honorees.
2) The contractor shall make travel arrangements for honorees.
3) The contractor shall work with (Your) staff to develop 175-200 Exemplary Program bulletin/programs.

	2017
	TBD
	None
	None




Task 2:		2013 Training Session 
 
Task 2.1	Facilities and Space Logistics

For the training session in late February or early March, 2013, the contractor shall locate hotel space in the Dallas, Texas area. The planned number of participants is estimated to be 50 people. The facilities and space requirements for this one and one-half-day training session will be:

· One meeting room with seating for approximately 50 people seated classroom-style;

· 40 sleeping rooms, or as many as the contractor deems necessary based on attrition rates and experience; 

· The contractor will ensure that the facility accepts tribal checks from conference participants.
			
		Subtask 2.1a: The contractor shall make arrangements for use, as necessary, audio-visual (A/V) equipment 
in the meeting room, including: one flipchart with markers, two microphones, one laptop, one projector, one screen and an internet connection. 

Subtask 2.1b: The contractor shall provide one staff person to offer on-site assistance during the one and one-half-day training session to ensure proper room set-up, ensure equipment operation, and provide general on-site support. 
		.
Task 2.2	Training Session Report

		A final list of training session attendees and an expenditure report will serve as the final report.







Note		Option Year Training Sessions

If Task Order PO or your organization chooses to exercise the option years for this contract, the contractor will plan for the following region-specific training sessions:

	Date
	Location
	Estimated Participation

	Late February-Early March 2014
	Chicago, IL
	40

	Late February-Early March 2015
	Seattle, WA
	50

	Late February-Early March 2016
	Denver, CO
	50

	Late February 2017
	San Francisco, CA
	50



Task 3:		Information and Communication Management
 
Task 3.1	Manage existing components of the website (hereinafter referred to as “the site”).
Subtask 3.1a The contractor shall perform any necessary work associated with the transfer of the site from incumbent contractor’s servers to the contractor’s internal servers.
Subtask 3.1b The contractor will post announcements, news and event information on the site on an ongoing basis as directed by the PM.
Subtask 3.1c The contractor will maintain the search engine for the site.
Subtask 3.1d The contractor will maintain the message board on the site.
Subtask 3.1e The contractor will periodically, but at least monthly, remove/archive outdated information on the site.
Subtask 3.1f The contractor will maintain online grantee contact and update as requested by PM.
Subtask 3.1g The contractor will contact all grantees bi-annually to confirm address, email and phone contact information.
Subtask 3.1h The contractor will edit the existing .PDF file of the resource manual when requested by PM.
Subtask 3.1i The contractor will update the existing online tutorial (Adobe Flash interface) when requested by PM.
Subtask 3.1j The contractor will respond to requests for accounts and password resets.
Subtask 3.1k The contractor shall conform with the requirements of the Federal Information Security Management Act (FISMA) of 2002.

Task 3.2	Email and fax communication to participants
Subtask 3.2a The contractor will disseminate information, as requested by the PM, by email or fax (when email is not an option) to approximately 254 contacts.

Task 3.3	Webinars
Webinars occur monthly for one hour and cover a variety of topics of interest to Title VI directors. The sessions are led by a guest speaker and are typically attended by over thirty participants. AoA provides the conference call line and web component, and will supply this information to the contractor.

Subtask 3.3a The contractor will provide one staff person to attend the hour-long webinar to introduce the presenter and assist participants with any technical issues they may have (such as how to access the web component).

Subtask 3.3b As necessary (and approximately six times per contract year), the contractor will subcontract with webinar facilitators who are not employed with Older Americans Act, Title VI funds (i.e., non-Title VI Director facilitator) and will use a mechanism to make timely arrangements for payment to subcontractors. The facilitators will be responsible for creating a description of the webinar one month prior to the webinar, and for leading the participants in an hour-long discussion.

Subtask 3.3c The contractor will post the PowerPoint presentations and the recordings of the webinars (.wmv file) online within seven days of the webinar.








Attachment A – List of Deliverables

Deliverables								Due Date

Orientation Meeting							10 working days after award

Work plan with timeline and deliverable dates				1 month after award

Website transferred from incumbent contractor’s servers			April 1, 2012 
to new contractor’s servers

Project status call							Monthly

Mid-project status call							6 months after award

Selection of national conference hotel					6 months prior to conference

National conference registration site goes live 				90 days prior to conference

All printed materials for national conference to Task Order PO		60 days prior to conference		

National conference registration list					10 days prior to conference

National conference presenters’ travel arrangements			3 days after receipt of speaking confirmation

Collection of national conference speaker presentation materials		2 weeks prior to conference

Payments to national conference presenters				Within 20 days of conference

National conference participant list and name tags			2 weeks prior to conference

National conference packets						2 weeks prior to conference

National conference report						10 working days after event

National conference powerpoint files posted online			10 working days after event

National conference listening session report posted online		7 working days after report receipt from PM	

Selection of hotel for region-specific training session			60 working days prior to training session

Region-specific training report						10 working days after training session

Online account established or password reset (as requested)		3 working days after request by grantee

Resource manual updates (as requested)				20 working days after request by PM

Online tutorial updates (as requested)					30 working days after request by PM

Posting of webinar description on website				30 working days prior to webinar

Webinar powerpoint and .wmv file posted online				7 days after webinar (recurs monthly)

System Security Documentation Package				120 days after award

 




Attachment B -- Qualifications, Education and Experience of Key Personnel

The contractor shall demonstrate that the proposed project team possesses the special capabilities and experience required to meet all aspects of the proposal and that is has worked together successfully in the past.

For each of the key personnel listed below, the contractor must show their qualifications and the extent to which the individual meets the professional and experience requirements described in this contract.  This can be demonstrated by indicating past experience with similar contracts.

a)	Project manager must have a Bachelor’s degree and at least seven years of experience managing similar projects of this size in either the public or private sector, including overall administrative, supervisory managing authority and responsibility.  In addition, the project manager must have experience working with or for programs and/or federally-recognized tribes. Project manager may work off-site and is not required to work in the Washington, DC metro area.

b)	Project specialist must have a Bachelor’s degree and at least five years of experience in managing and planning projects.  Must have experience working with Title VI programs and/or federally-recognized tribes. The project specialist may work off-site and is not required to work in the Washington, DC metro area.

c)	IT Support person must have experience developing and maintaining websites, databases and ensuring compliance with section 508.  The IT support person may work off-site and is not required to work in the Washington, DC metro area.

The contractor will have background and knowledge of the structure and operations of the Government.  The contractor will also have started and completed a minimum of three (3) projects of the magnitude of this project.

The contractor shall submit copies of resumes for all key personnel as an attachment.  Qualifications of proposed key personnel will be assessed based on suitability for the type of work to be performed.  Resumes submitted by the contractor will be reviewed to confirm that similar work experience is evident.  The Government reserves the right to request replacement of any key personnel found to be unsuitable for the project.

The contractor will be required to conform with the Federal Information Security Management Act (FISMA) of 2002, adhere to minimum security requirements as defined in the Federal Information Processing Standard (FIPS) 200, the security controls as defined in the National Institute of Standards and Technology (NIST 800-53(rev3) while conducting security assessments in accordance with NIST 800-53-a(rev1) in addition, to HHS specific policies procedures, and practices.  

Before authorization can be granted to any system, a series of documents must be developed in accordance with the system development life cycle (SDLC) to satisfy the minimum security requirements. The Documents that are required from the vendor include the system security plan, the Security test and evaluation plan and the Security assessment report (along with vulnerability scan results).
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