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1. Contractor:

8. Contractor Task Order to be Revised

TECHNICAL SERVICES Planners Collaborative Task Order No.: JIR-1
3. Submittal Date: 4. Originator/Telephone No.:
7/30/04 John Adams, 4-5828

PROPOSED REVISION

5. Revised FROM (Include a clear identification of Section, Task, Subtask, etc., which is being revised, and the reason for the revision):

Please revise original task estimate to include the use of temporary/on-call supplemental support
(ODCs) and direct labor rates for new staff position.
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Planners Cellaborative

- 408 739 8317

NATIONAL AERONAUTICS AND SPACE ADMINISTRATION

AMES RESEARCH CENTER
Moffett Field, CA 84035-1000

TASK ORDER

Prime Contract No.: NNAO4CA76C (BOATS)

Task Order No.: JIR 1

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is not an authorization to proceed with the required work. Such
authorfzation must be issued by the approving official.

TITLE:

PURPQOSE:

Estimated Beginning Date:
Estimated Complation Date:

Labor Category:

Copy Operator
Binder
On-call Support

Total Direct Labor

Overhead

Subcontract Labor Services
Subtotal Labor and Subcantracts
GEA

OTHER DIRECT COSTS
Materials

Travel

Training

Other ODC

Total ODCs (Not to Exceed)

G&A

Flow-thraugh ttems

Reproduction Services

Increase direct labor for on-call support and
new hire rate differential

January 1, 2004

September 30, 2004

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT:

Est. Est. Direct Labor Total
Hours Hrs. Monthly Rate Direct Cost
] B-4
B-4

ESTIMATC OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION:

ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: $ 104929

This amount shall not be exceeded without prior approval of the Contracting Officer

ke



Dec &9 03 05:28p QUANTUM SERVICES INC 408 738 8317 F.ol2

NATIONAL AERONAUTICS AND SPACE ADMINISTRATION
AMES RESEARCH CENTER
Moffett Fiefd, CA $4035-1000

TASK ORDER
Prine Contract No.: NNAGACATSC (BOATS)

Task Order No.: JIR 1
This Task Order 1s issued in accordance with the task ordaring procedure of the

contract. This is not an authorization to proceed with the required work. Such
authoricalion must be issued by the approving ofticial.

TITLE: Reproduction Seivices

SCHEDULE:

Estimated Beginning Date:! January 1, 2004

Estimated Completion Date; September 30, 2004

Labor Category: Est. Est, Direct Labor Total
Hours Hre. Monthly Rate Direct Cost

Copy Qperator
Binder

Tatal Direct Labor
Overhead

B-4

Subcontract Labor Services
Subtatal Labor and Subsontracts
GE&A

OTHER DIRECT COSTS
Materials

Travsl

Training

Gther ODC

Total QDCs (Not to Excesd)
G&A

~fow-through tems

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT:

B-4
ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION:
ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: RN “96.614

This ameurt shall not be excesded without prior approvatl of the Contracting Officer




Task Requester: M Maw,d/
COTR: 5%44 MMA/}/
Contracting Officer: %w C( 0&0‘%

Task Requester Concurrence

of Contractor’s Task Plan and % W
Contractor’s Cost Estimate:

COTR Concurrence of % ;Z /

Contractor’s Task Plan: (/

CONTRACTOR'S ACCEPTANCE:

Contractor's’

Representative: AR
S e S

AUTHORIZATION:

Authorized period of performance:

Beginning Date: / -/=0 %
Completion Date: ? ~30-0 %

Task Order No.: JIR-1

Date: /;7//////7'2
Date: /:‘)“/////3

Date: /_2/,//02/0 =]
Date: /// 3/’%
Date: ///‘;//7/

Date: /o’ ja?f vz

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task

Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNAG4CA76C. Nothing in this Task Order shall
be construed as authorizing performance in excess of funds available on the Contract.

This Task Order is approved for performance.

4 -

Py
/ o
Approving Officiéf/}v{, /Zr )’> /W Date: { / ( é(/ o</

Distribution:

Contracting Officer (Original)
Contractor

COTR

Task Requester




Task Order No.: JIR-1
Task Description for:
Reproduction Services
Contract NNAO4CA76C
Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after

receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

A. Period of Performance

The period of performance for this task is January 1, 2004 through September 30, 2004 |

B. Description of Work

Provide reproduction services as specified in Contract NNAO4CA76C, Attachment Al, “Statement
of Work”, section 4.1.5.

C. Hours of Work
The standard work day is eight hours (not including an unpaid lunch period), Monday through
Friday, beginning between 6:30 a.m. and 9:00 a.m. and ending between 3:00 p.m. and 5:30 p.m.

Reproduction services shall be available between the hours of 8:00 a.m. — 4:30 p.m.
Monday through Friday.

D. Government Furnished Equipment

A listing of government furnished equipment is provided in Section J, Attachment A3,
“Government Furnished Equipment”, SOW Function 4.1, Equip. Bldg. 241, Equip. Room B7..
E. Performance Requirements Summary (see attached)

Performance requirements for the products and services required by this task order are listed in
Section J, Attachment A2, “Performance Requirements Summary”, section “SOW 4.1.5
Reproduction”.




JIR 1.0 Task Plan
Reproduction Services

Planners Collaborative will provide 2 FTE

Reproduction

In support of the reproduction activity, Planners Collaborative will supply two FTE for
reproduction services in support of the Center’s program, project, and institutional
requirements. The operators will produce paper copies from paper and electronic print
master originals. The work will include, but is not limited to, one-/two-sided copying and
duplication, online electronic publishing, high-speed reprographic production, color
copying and printing, engineering drawing reproduction, and bindery operations.

Through efficiency of service there is room for growth of these services to include
additional printing services as required in fiscal year 2005. This will accommodate
technical support for the planning, coordinating, scheduling and expediting of printing
and miscellaneous duplicating orders for both in-house reproduction services and printing
services obtained through the San Francisco Regional Government Printing Office and
commercial printers.

The following support will also be included:

1. A preventive maintenance program to ensure that all equipment is functioning within
required specifications. And where necessary, place service calls for repairs on the
Government furnished equipment maintenance contracts, and follow Center
procedures for obtaining visitor passes for outside service technicians when
necessary.

2. Record all requisite job tracking and job ticketing information in a
computerized database furnished by the Government

3. Maintain at minimum a two-week supply of paper and consumable
supplies (e.g. toner, fuser, staple wire) and submit requests for paper
and supplies to the COTR at least two weeks prior to depletion of stock.

4. Operators will be able to lift, carry, or otherwise handle printed material, paper stock,
and supplies weighing up to 50 Ibs.

5. Will follow the procedures as found in the documents which provide policy and
procedural guidance relative to the accomplishment of the described functions.
Additional documents will be identified by the COTR as required.

o Government Printing and Binding Regulations; Issued by the Joint
Committee on Printing (JCP), No. 26, February 1990

¢ NASA Procedures and Guidelines for Printim, Duplicating, and Copying
Management; NPG 1490.5A, Effective June 1997

e GPO Agency Procedural Handbook; GPO Publication 305.1, January 1992




CTO REVISION REQUEST

BASE OPERATIONS, ADMINISTRATIVE 1. Contractor: 8. Contractor Task Order to be Revised
AND TECHNICAL SERVICES NNAO4CA76C Task Order No.: JIL-1
3. Submittal Date: 4. Originator/Telephone No.:
August 18, 2004 Joseph A. Langdon / 604-3140
PROPOSED REVISION

5. Revised FROM (Include a clear identification of Section, Task, Subtask, etc., which is being revised, and the reason for the revision):

Increase Estimate of Total Cost/Fee for Task Support from B-4 (based on CTO dated
7/16/04).

6. Revised TO:

Increase Estimate of Total Cost/Fee for Task Support to | B-4

New levels include:

funds provided by Code I (Information Sciences Library support - B-4
funds provided by Code JI Division (Acquisitions - B-4

funds provided by Code JI Division (Project Management Fees - B4

and an administrative adjustment to the current “revised to” figure to include the funding (Code
JI Division (Sys. Admin. Support - B-4 |from the CTO dated 7/16/04.

This brings into alignment the Branch’s available funds and the Task Orders (see attached
sheet).

APPROVAL
7. NASA Task Manager:

8. Date: 9.CHT 10. Date:
Joseph A. Langdon %l/‘/{ O %Mf‘(%@(/ g{ 19 l oY % %M f /f/ y

1. Pro;ectManan 12 Date: 13=€ontracting Officer (Check if Required) D 14. Date:
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Plar-ers Collaborative 408 739 89317

'

NATIONAL AERONAUTICS AND SPACE ADMINISTRATIG:
AMES RESEARCH CENTER
Moffett Field, CA 94035-1000

TASK ORDER
Prime Contract No.: NNAOGACA76C (BOATS)

Task Order No.: JIL 1 Revision No. 2
07242004

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is not an authorization to proceed with the required work. Such
authorization must be issued by the approving official.

TITLE: Library Services & Publications Processing
PURPOSE: Increase estimate based on CTO Revision dated 8/18/04
Estimated Beginning Date: January 1, 2004

Estimated Completion Date:

September 30, 2004

Labor Category: Est. Est.
Hours Hrs. Monthly  Rate

Direct Labor

Total
Direct Cost

Lib. Business Manager
Systems Administrator
Circulation Technician

Info. Sciences Librarian
Cataloging Library Technician
ILL Library Technician
Reference Librarian

Reports Library Technician
Lib. Technical Services Mgr.
Cataloging Library Technician
Life Sciences Lib. Tech
Library Manager

V'otal Direct Labor

Qverhead

Suhcontract Labor Services
Subtotal Labor and Subcontracts
G&A

OTHER DIRECT COSTS
Materials

Travel

Training

Qther ODC

Total ODCs (Not to Exceed)

Gaa

B-4

Flow-through items

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT:

ES1IMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION-

ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT:

This amount shall not be exceeded without prior approval of the Contracting Officer

B-4

3 1428794

5




Per 21 04 11:43a Planners Collaborative 408 739 9317

NATIUNAL AERONAUTICS AND SPACE ADMINISTR, )N
AMES RESEARC!H CENTER
Moffett Field, CA $4035-1000

TASK ORDER
Prime Contract No.: NNAG4CA76C (BOATS)

Task Order No.: JIL 1.1

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is not an authorization to proceed with the required work. Such
autharization must be issued by the approving official.

TITLE: Library Services & Publications Processing

PURPOSE:

Estimated Beginning Date: October 1, 2004

Estimated Completion Date: September 30, 2005

Labor Category: Est. Est Direct Labor Total
Hours Hrs. Monthly Rate Direct Cost

Lib. Business Manager
Circulation Technician

Inform. Sciences Librarian
Cataloging/Serials Technician
Reference Librarian

Reports Library Technician

ILL Technician

LS Library Technician

Lib. Technical Services Manager
Library Manager
Cataloging/Acquisitions Technician

Total Direct Labor
Qverhead

Subcontract Labor Services
Subtotal Labor and Subcontracts
G8A

OTHER DIRECT COSTS
Materials

Travel

Training

Other ODC

Total ODCs (Not to Exceed)
G&A

Flow-through ltems

B-4

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT:

: B-4
ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION-
ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: $ 1,349,500

This amount shall not be exceeded without prior approval of the Contracting Officer

O‘\’:\ ¢\\ﬁ




NNAQ04CA76C Task Order No.: JIL-1.1

Task Requester: Joseph A. Langdon Date: __9/1/04

COT;MW ﬂ/f Mw\f 4@( Date: 7 é 4/
Contracting Ofﬁce% Z/é / 7, L pate: 7L 3

Task Requester Concurrence

of Contractor’s Task Plan and 0 %VW , /
Contractor’s Cost Estimate: W Date: "O' 4/0 "l
COTR Concurrence of % Z é 0/ /
Contractor’s Task Plan: Date: / € 0 %

CONTRACTOR'S ACCEPTANCE:

Contractor's ' .
Representatlv%m/’?’w Date: '? =7 ’ﬂ’%/

AUTHORIZATION:

Authorized period of performance:

Beginning Date: /&///p%
Completion Date: 7// 3 pl/ J (

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task
Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNAO4CA76C. Nothing in this Task Order shall
be construed as authorizing performance in excess of funds available on the Contract.

This Task Order is approv performance.

Approving Officifl: Mé (’> Z“ Date: ( (/ 25 / 07,

Distribution:

Contracting Officer (Original)
Contractor

COTR

Task Requester




Task Order No.: JIL-1.1

Task Description for :

Library Services and Publications Processing

Contract NNAO4CA76C

Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after
receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

A.

Period of Performance

The period of performance for this task will be from October 1, 2004 through September
30, 2005, unless specifically identified otherwise in the task.

Description of Work

Provide library services as specified in Section J, Attachment A1, “Statement of Work”,
paragraphs 4.1.6,4.1.6.1,4.1.6.2,4.1.6.3,4.1.6.4,4.1.6.5,4.1.6.6,4.1.6.7,4.1.6.8,4.1.6.9,
4.1.6.10,4.1.6.11, dated June 3, 2003.

Hours of Work

The standard workday is eight hours (not including an unpaid lunch period), Monday
through Friday, beginning between 6:30 a.m. and 9:00 a.m. and ending between 3:00 p.m.
and 5:30 p.m. Library hours are from 8:00 a.m. through 4:30 p.m., Monday through
Friday (excluding official government holidays).

Government Furnished Equipment

A listing of government furnished equipment is provided in Section J, Attachment A3,
“Government Furnished Equipment,” SOW Function 4.1, Equipment in Buildings 202,
239, and 269.

Performance Requirements Summary (see attached)

Performance requirements for the products and services required by this task order are
listed in Section J, Attachment A2, “Performance Requirements Summary,” sections SOW
4.1.6 “Library Serv1ces” dated May 16, 2003.

Performance Requirements Summary for Code JI Division

Performance requirements for the products and services required by this function are listed
in a CTO Revision Request dated 7/16/2004. The objective of this function is to provide a
range of systems administration services and technical support to the Documentation
Development Division and the Reproduction Technology Branch (Code JI and JIR) or their
equivalent codes after the Code JI reorganization. The specific scope and nature of these
services and support are defined under the main Task Order #JIL-1, by attachments, and by
reference to the CTO. Performance requirements do not include support for the former
Photo & Video groups (formerly Code JIT, now part of Code EX). See the original CTO
for attachments pages.
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Task Plan JIL 1.1
Library Services and Publications Processing.

The library staff will meet or exceed the performance requirements as stated in the
Performance Requirements Summary as follows:

[ATRS SUPPORT]

4.1.1. The library staff will maintain the Ames Technical Reports Server so that all ATRS
documents are readable by Ames Research Center staff from their desktop computers
using a standard browser. The library staff will post new Ames technical reports on the
Ames Technical Reports Server within 60 days of receipt from NASA's Publications
Office.

[ACQUISITONS/BOOKS/SERIALS/REPORTS]

4.1.6.1. The library staff will procure government and rush materials and recommend
commercial and government resources to add to the library collection based upon patron
input, standard review sources, online resources and estimated usage; verify bibliographic
information, prepare orders and keep current records of order status using Galaxie. The
library staff will receive, inspect and check in the materials ordered and claim materials
not received. The library staff will also keep accurate records of invoice and payment
information. Orders will be placed with vendors providing the fastest service and the
best value. The library staff will purchase Center-wide access to electronic resources
where appropriate to enhance research capability and convenience for patrons.

[TECHNICAL SERVICES/CATALOGING]

4.1.6.2. The library staff will catalog, classify, process and prepare materials purchased
for the libraries in accordance with National Standards, such as AACR2, OCLC
bibliographic formats and LC classification. The library staff will convert to machine-
readable cataloging format those items not already in the online catalog using Galaxie,
OCLC or original cataloging as appropriate.

[ACQUISITIONS]
4.1.6.3. The library staff will conduct ongoing evaluations of vendors to assure quality,
timely service. The performance of subscription vendors will be carefully reviewed

during the journal procurement process to assure the best possible value and service.
Online ordering shall be employed whenever possible to speed delivery times.

[ACQUISITIONS]

4.1.6.4. Library financial records for purchased materials will be kept current using
NASA Galaxie. Financial reports, such as invoice lists and fund reports, will be provided




sub-COTR using the Galaxie database. Weekly order lists shall be maintained. All
invoices will be paid in sufficient time to ensure that no adverse financial or business
impact accrues to the government.

[ACQUISITIONS/SERIALS]

4.1.6.5. The library staff will bind key journals within 18 months of issue and keep
current records of the Center’s holdings for all journals and standing orders using
Galaxie. The library staff will provide such information regarding the Center’s holdings
directly to the Agency for inclusion in Agency-wide lists.

[CIRCULATION]

4.1.6.6. The library staff will circulate materials to Center staff and keep current records
in Galaxie so that materials are traceable. The library staff will regularly shelve materials
within 2 weeks of return or receipt, route materials to customers as requested and ensure
that materials are returned to the library. Library staff will shift materials as necessary to
accommodate growth or better access.

[REFERENCE]

4.1.6.7. The library staff will use various resources (collections at the Center, other
libraries, electronic literature searching systems and the Internet) to obtain
comprehensive and accurate information for the customers in a timely manner within
their deadlines. Results will be transmitted to the customer in the format requested.

[REFERENCE]

4.1.6.8. The library staff will promote the products and services of the library to the
Center staff by conducting special events, orientations, and training sessions either at the
library or in other buildings on the Center, for the convenience of users. Library staff
will provide instruction to users on the most effective methods for using online resources
in the library or in their offices. The library staff at the Technical Library and the
Information Sciences Library will meet or exceed 1200 approaches to patrons.

[INTERLIBRARY LOANS]

4.1.6.9. The library will obtain materials not available at the Ames Libraries through
interlibrary loan and will comply with copyright restrictions at all times. Materials will
be obtained from the fastest and most economical sources, such as other NASA libraries,
AIAA Dispatch, Ingenta and CISTI. Transmission using Ariel will be used whenever
possible. The library will also loan needed information and materials to other libraries.

[STAFF]




4.1.6.10. All librarians will possess the Master of Librarianship, Master of Library and
Information Sciences, Master of Library Science or equivalent library Master's degree.
Selected staff will hold a security clearance for access to classified or proprietary
materials.

4.1.6.11. The contractor will provide ADP services for library computer systems and for
connectivity to remote systems including Commercial databases, the Internet and other
NASA library systems. The contractor will make recommendations for upgrades to
maintain full access. The contractor will maintain the library's home page to make all
electronic resources easily available to users.
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NATIONAL SERONAUTICS AND SPACE ADMINISTRATION
AMES RESEARCH CENTCR
Motfett Field, CA' 84035-7000

TASK ORDER
Prime Coniract No.: NNAQLCATEG (BCATS)

Task Order Na.: JiL 1
This Task Order is issugd in accordance with the task ordering procedure of the

contract. This is not an authorization to proceed with the required work, Such
authicrizalion must be issued by the-approving otticial.

TITLE: Library Services & Publications Frocessing
SCHEDULE,
Estimated Beginning Tate: January {, 2004
Estimated Completion Date: September 30, 2002
. Labor Category: . Est. Est. Direct Labor Total
Hours Hrs Maonthly Rate __ Dirget Cost

itb. Business Managet
Systems Administrator
Circuletion Technicien

Info. Sciences Librarian
Cataloging Library Technician
L Library Technician
Reference Librarian

Reports Library Techrician
Lib. Technical Services Mgr.
Cataioging Library Technician

Trtal Direct Labor B-4
Overhead

Subcontract Labor Senvices

Subtotal Laber and Subconiracts
G&A

OTHER DIRECT COSTS
Materials

Trave!

Training

Other DR

Totat ODCs (Not to Exceed;
GE&A

Fiow-through Items

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPGRT:

B-4
ESTIMATE OF TOTAL COST FOR FEE/PRCIECT MANAGEMENT ALLOCATION:
ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: 5 1240640

This amount shail not be exceeded without prior approval of the Contracting Officer

=




NNAO4CAT6 Task Order No.: JTL-1

- Task Requester: Joseph Langdon Date: 12/1/03

COTR: V’IZ// ft P A Date: /. 9*/ (/85
Contracting Officer: %&/&L Q(ﬁﬂ»/(/(/d/{;\/ Date: "i/-/// 5»’1;/ 203

Task Requester Concurrence

of Contractor’s Task Plan and
Contractor’s Cost Estimate: W A WW Date: ! I/ 2 / o L{
T 7
COTR Concurrence of %V%/%/I W
Contractor’s Task Plan: Date: / 3 7% }/

CONTRACTOR'S ACCEPTANCE:
i N

Y
3

Contractor's = / s
Representative: gf/ //,7//// /%fc/ Date/ &7 //f) >z Oz
L S Steecei

AUTHORIZATION:

Authorized period of performance:

Beginning Date: /j/ / / 200 §/
Cbmpletion Date: 9/ 3 & / 200 }Z

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task
Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNAO4CA76C. Nothing in this Task Order shall
be construed as authorizing performance in excess of funds available on the Contract.

This Task Order is approved for performance.

, = S S
Approving Official. /2 ace &1 obare e Date: /14 0%
/
Distribution:
Contracting Officer (Original)
Contractor
COTR

Task Requester




Task Order No.: JIL-1.

Task Description for :

Library Services and Publications Processing

Contract NNAQ4CA76C

Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after
receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

A. Period of Performance

The period of performance for this task will be from J anuary 1, 2004 through September
30, 2004, unless specifically identified otherwise in the task.

B. Description of Work

Provide library services as specified in Section J, Attachment A1, “Statement of Work”,
paragraphs 4.1.6,4.1.6.1,4.1.6.2,4.1.6.3,4.1.6.4,4.1.6.5,4.1.6.6,4.1.6.7,4.1.6.8,4.1.6.9,
4.1.6.10,4.1.6.11, dated June 3, 2003.

C. Hours of Work

The standard workday is eight hours (not including an unpaid lunch period), Monday
through Friday, beginning between 6:30 a.m. and 9:00 a.m. and ending between 3:00 p.m.
and 5:30 p.m. Library hours are from 8:00 a.m. through 4 30 p.m. Mo*lday through
Friday (excluding official government holidays).

D. Government Furnished Equipment

A listing of government furnished equipment is provided in Section J, Attachment A3,
“Government Furnished Equipment,” SOW Function 4.1, Equipment in Buildings 202,
239, and 269.

E. Performance Requirements Summary (see attached)
Performance requirements for the products and services required by this task order are

listed in Section J, Attachment A2, “Performance Requirements Summary,” sections SOW
4.1.6 “Library Services”, dated May 16, 2003.
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JIL-1.0 Task Plan
Library Services

Planners Collaborative will provide 9.66 full-time positions.

The library staff will meet or exceed the performance requirements as stated in the
Performance Requirements Summary as follows:

[ACQUISITIONS/SERIALS]

- 4.1.6.1 The library staff will procure government and rush materials and recommend
commercial and government resources to add to the library collection based upon patron
input, standard review sources, online resources and estimated usage; verify bibliographic
information, prepare orders and keep current records of order status using Galaxie. The
library staff will receive, inspect and check in the materials ordered and claim materials
not received. The library staff will also keep accurate records of invoice and payment
information The library staff will purchase Center-wide access to electronic resources
where appropriate to enhance research capability and convenience for patrons.

[TECHNICAL SERVICES/CATALOGING]

4.1.6.2 The library staff will catalog, classify, process and prepare materials purchased
for the libraries in accordance with National Standards, such as AACR2, OCLC

bibliographic formats and LC classification. The library staff will convert to machine-
readable cataloging format those items not already in the online catalog using Galaxie,

OCLC or original cataloging as appropriate.

[ACQUISITIONS]

4.1.6.3 Orders will be placed with vendors providing the fastest service and the best
value. The library staff will conduct ongoing evaluations of vendors to assure quality
and timely service. The performance of subscription vendors will be carefully reviewed
during the journal procurement process to assure the best possible value and service.
Online ordering shall be employed whenever possible to speed delivery times.

[ACQUISITIONS]

4.1.6.4 Library financial records for purchased materials will be kept current using
Galaxie. Financial reports, such as invoice lists and fund reports, will be provided to the
Task Manager using the Galaxie database. Weekly order lists shall be maintained. All
invoices will be paid in sufficient time to ensure that no adverse financial or business
impact accrues to the government.




[ACQUISITIONS/SERIALS]

4.1.6.5 The library staff will bind key journals within 18 months of issue and keep current
records of the Center’s holdings for all journals and standing orders using Galaxie. The
library staff will provide such information regarding the Center’s holdings directly to the
Agency for inclusion in Agency-wide lists.

[CIRCULATION]

4.1.6.6 The library staff will circulate materials to Center staff and keep current records
in Galaxie so that materials are traceable. The library staff will regularly shelve materials
within 2 weeks of retumn or receipt, route materials to customers as requested and ensure
that materials are retumed to the library. Library staff will man the Life Sciences
Information Desk 100% of the time during regular working hours. Library staff will shift
materials as necessary to accommodate growth or better access. '

[REFERENCE]

4.1.6.7 The library staff will use various resources (collections at the Center, other
libraries, electronic literature searching systems and the Internet) to obtain
comprehensive and accurate information for the customers in a timely manner and within
their deadlines. Results will be transmitted to the customer in the format requested.

[REFERENCE]

4.1.6.8 The library staff will promote the products and services of the library to the

Center staff by conducting special events, orientations and training sessions either at the
library or in other buildings on the Center, for the convenience of users. Library staff
will provide instruction to users on the most effective methods for using online resources
in the library or in their offices. The library staff at the Life Sciences Library will meet or

exceed 1200 approaches to patrons.

[INTERLIBRARY LOANS]

4.1.6.9 The library will obtain materials not available at the Ames Libraries through
interlibrary loan and will comply with copyright restrictions at all times. Materials will
be obtained from the fastest and most economical sources, such as other NASA libraries,
ATAA Dispatch, Ingenta and CISTI. Transmission using Ariel will be used whenever

possible. The library will also loan needed information and materials to other libraries.




[STAFF]

4.1.6.10 All librarians will possess the Master of Librarianship, Master of Library and
Information Sciences, Master of Library Science or equivalent library Master's degree.
Selected staff will hold a security clearance for access to classified or proprietary
materials.

[NETWORK]

4.1.6.11 The library staff will provide IT services for library computer systems and for
connectivity to remote systems including commercial databases, the Internet and other
NASA library systems. The library staff will make recommendations for upgrades to
maintain full access. The library staff will maintain the library's home page to make all
electronic resources easily available to users.




Task Order No.: JIL-1.1

Task Description for :

Library Services and Publications Processing

Contract NNAQ4CA76C

Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after
receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

A. Period of Performance

The period of performance for this task will be from October 1, 2004 through September
30, 2005, unless specifically identified otherwise in the task.

B. Description of Work

Provide library services as specified in Section J, Attachment A1, “Statement of Work”,
paragraphs 4.1.6,4.1.6.1,4.1.6.2,4.1.6.3,4.1.6.4,4.1.6.5,4.1.6.6,4.1.6.7,4.1.6.8,4.1.6.9, .
4.1.6.10,4.1.6.11, dated June 3, 2003.

C. Hours of Work

The standard workday is eight hours (not including an unpaid lunch period), Monday
through Friday, beginning between 6:30 a.m. and 9:00 a.m. and ending between 3:00 p.m.
and 5:30 p.m. Library hours are from 8:00 a.m. through 4:30 p.m., Monday through
Friday (excluding official government holidays).

D. Government Furnished Equipment

A listing of government furnished equipment is provided in Section J, Attachment A3,
“Government Furnished Equipment,” SOW Function 4.1, Equipment in Buildings 202,
239, and 269. '

E. Performance Requirements Summary (see attached)

Performance requirements for the products and services required by this task order are
listed in Section J, Attachment A2, “Performance Requirements Summary,” sections SOW
4.1.6 “Library Services”, dated May 16, 2003.

F. Performance Requirements Summary for Code JI Division

Performance requirements for the products and services required by this function are listed
in a CTO Revision Request dated 7/16/2004. “The objective of this CTO is to provide a
range of systems administration services and technical support to the Documentation
Development Division (Code JI) and Reproduction (Code JIR). The specific scope and
nature of these services and support are defined under the main Task Order #JIL-1 and by
attachments.” Performance requirements also include support for the former Photo &
Video groups (formerly Code JIT, now part of Code EX) until such time as told otherwise.
See the original CTO for attachments pages.




‘JIXVIVO ul EjED
ojydeibollqig patsjus
Aimau Jo Buydweg

‘S9|gBAlI9Oal

Jo sa|dwes
jsuiebe podal
Apj@em Jo malney

)oeqpas)
a9)lwwo) Jasn
Alelqi pue Jawoisno
pue sjeuajew

M8U 10} solsle}s
abesn Jo mainey

"SIOPUBA 0} Xoeq
JUSS SWall 108.1100Ul
JO Jaqunu uo podey

"SWiiejO pue sJaplo
10 ABAIns wopuey
aouej||lIaAINg jJo
POYlsiN

‘AlieaA jewloy
a|gepeal-aulydoew o)
POLISAUOD SWad)l 0/¥

Ak
passeoold pue
pabojejeo sweyl 0GY

‘Aleah
suoljepuswwooal
009°Z ‘Aleak
syjuswalinoold QG¥

"sjeutnol

00g‘lL pue s3o00q
00E‘L puswWwWooay
‘s)lodal

009°9 ‘s300q
00g‘} ‘senss|

feuinol 00g‘9
Al1eak aAledoy

‘AlnesA peaunooud
$921pul pue
Swia)l o1uolddjd OGY

peoIOM
pojewns3

‘s|euejew
palaplo Aimau
Joy ejep oydesboliqig

‘sp109oal
9)9)dwoo pue mapN

‘sjelslew
paAlgoal jo abesn
pue uonenoa)

"SIOpUBA 0} pauinial
swie)l palepio
Apposu10oul Jo JsquinN

“awi

UO palaplo SIeplo

ysni jo Jequinn

‘'SWwia)l paleploal pue

swie Jo JequinN
juswaunseap
@ouUBWIO}IDd

‘weyl Jad sbuipeay

Joalgns o} jo
wnuwixew pue ¢ Jo
wnwiuiw e ubissy

"91eM}JOS
AIXVIVO

1o j98yspeauds
[99X3 BIA

VSYN 03 8|gejleAe
splooas Apjeapn

* ye1s yoleasal
JUBLINO 0} |Njosn
s|elajeW Jo %06

‘S9|qeAIgDal
ul Aoeunooe 9,96

IV
Uly}IM auop s19pIo
ysni Jo %001
‘Aep | uiypm auop
s1aplo Jenbal

J0 %08 ‘bBuueplo
ul AoeIndoe ¢,Ga

[9Aa7 Ajijenp
a|qejdeooy

'S8} sninesay| VYSYN
pue 9170 “Y3ISNOD
‘0700 THOVV
‘sbuipesy joalgns pue
sJ1aquinu uol}eolISSED
D7 0] wiIojuo)

'S}S02 pue ‘so|qeAlsds.
‘s19plo jo Buiplooal
a)o|dwod ¥ Ajpwi|

‘yoJeasal

® UOISSIW OYY
0} ejendoidde suonippy

"SWI8)l 1084109
Ajuo jo souejdaosoy

"8|npayos uodn
paalibe ulyym auop
aq |leys swie|d "pay
8Qq jouued Japlo ysnil
41 7Sy ulyym psyhou
8q 0} },A05) "ysnu

10} 'siy $ pue tenbal
Jo} Aep auo uiyum
paiaplo wa)l Jo8110)

spaiepuelg
aouewlo}iad

‘Jew.loy
a|gepeal-aulyoew
0} sbuipjoy paauon
‘sSpJepuejs |euoljeu
UM 8oueploooe

ul sieuslew asedaud
pue ssaosoud
‘Aisselo ‘Bojeie) .

'S1apIo
JO spiooal dody] .«

"SU01199]]09
0} suonippe
pUBWIWODDY »

‘S|ellaleW BAIBIBY .

s|euajew ysni
pue juswulanob
2Ino0l1d »

S921A19S
palinbay



sjuana bBunedrew
je aouepuUslY

}oeqpes)

lawojsno ‘sayoeoldde
10 yodal jew.oy
‘sayoeoldde Jowo}sno
JO uoneAlssqO

"slawolsnd
pue 88)IWWo)
Jasn Aeuqin

woly yoegpaa) pue
SMaIAIR)UI JoWO0)SND

"}oeqpes)

18Wo)snd pue

yiom |ejuswedsp Jo
20UBAISSqO Wopuey
‘poAleoal swey
usym uo solsie}s
jsuiebe psajnol sweyl
Jo ajdweg ‘syeo Jo
uonealasqQ "Hodal
Alyyuow ui sonsiels
anplanQ ‘FIXVIVO
uj suoloesuel)
uofeNdID JO MBIASY

‘wo)sAs

papirosd -Juswiuianob
uo sbuipjoy jeuinor

" Buipulq

uo Jodai AjUjuop

“Aleah

sjuane Buneyiew ¢
‘Al1eak s1swioysno

0} seyoeoidde 00zZL

‘palamsue
suolijsanb
aoualaal 000ty

‘pPasolo
s| Juswulenob
ay) JaAnausym

"10 ‘sAepijoy
1deoxa sAepyoom
‘wdogy -

weQQ:g Wolj sinoy
Bumjiom Jeinbay

‘JU8S SaNpIsAo G/ /
‘poinol swayl 00g
‘PAAIBYS

sway 000°GlL
‘Aleak 1no

pabieyo swayl 00Z'9

‘Alleak panlgodal
senss) |eusnol 005‘9
‘AlesA punoq
sjeuinof 0og')

"SjuBA®
Buneylew Jo 1aquinN

‘p83oejuod
SJaW0)snod JO 1squinN

‘sul|peap
uiyum Ajeyedwon
palomsue suolsand

"}l Jeau Jaquiaw
yels Aleiqi e

9ABY JOU SB0p Eale
3}S8( uoljewIoU|
8y} saw Jo JaquinN

‘pajnou
swayl Jo JaquinN
"OAlBYS

0] SLED JO JequinN

'solshels 3IXVIVO

"‘21em}jos papinoid
-juswuianob

uo uj pa)oayo
sanss| jJo laquinN
‘Alleak punoq
sjeusnol jo JaquinN

‘AHeak syjuane
Bupexiew jewuoy ¢

"SI8WoIsno 0)
soyoeoidde Q0z1

"saul|peap
uodn poaalibe 1oy}
UIYlIM Slomsue
a1o|dwoo aAledal
SJ18WO0}SND 4O %86

"sinoy
Buiyiom 1ejnbau
Buunp awiy ay}

10 %00} Payels
84 |leys MsaQ
uoljewloju| sy
REEL)

L ulyum psinol
S|eusjew 4O %001

"SHM
Z UIYIMm paAjaysal
Sleusjew Jo %06

"FIXVIVO

ul paxoel; Apadoud
$300q 40 %/6
"8|geAlsoal

J0 shAep

¢ ulyum psjepdn
alemyos papiaoid
-JUBWUIBA0L)
'9nss| JO syjuow
81 Ulyjim punoq
sjeusnol jJo 9,6,

‘SI9WO0}SNO Mau yoeal
0} pP8JoNpuUod SjusAe
Bupadtepy ‘siseq auo 0}
BUO U0 S8dInosal pue
SUO0I1}08|]00 0} pasnpoLul
SIawo)snd J1U01}09|d
pue uj |jeo ul jjepn

‘saul|pesp Jdisyy
Ulyym s1omsue 9)91dwiod
BAI908I sIBWoIsSN)

"9|geAlaoal

JO MOOM | UIyyIm pajnol
|els)elN  ‘9jqeAlgoal

JO uInjal Jo syeaMm g
Ulylim paAays sjelsie|y
BIEMYOS FIXVIVO
Buisn jno pue ui
payoayo Apedoid syoog

‘alemyos papinoid
-Juswulanob Buisn
spJ1o2a1 sbuipjoy jusno
ajepdn -enss! jo syjuow
81 ulyym sjewnol puig

'$80JNn0S8l
® SUOI}09||00

JO @sn uo
SI9WO}SND JoNnJsu|
‘Jyeys Jejua) Ag esn
Aiel1ql| eyowold «

"s)|nsaJ aAlsuayald
-Woo pue Apwi
uleIqo 0} payINs 1saq
poyjow |eAsLlal
Buisn s1awo)sno 10}
uoljewlojul 8jeooT .

'sellelql] 0y pauinjal
8le sjeld)eW BINSUD
pue ‘sjeusyew

ajnol ‘sjelsiew
aAl9Ys ‘Ino pue

ul ooq abieyy .

‘s1apio Buipueys
pue sjeusnof

|le 10} spiooal
Buipjoy juauno
deey pue puig .



"}ebpnq

1suiebe s}so9 Jo
Bupjoay) "o1emyos
pasuadl| Jajus)n
jsuiebe a1emyos
papuswwosal

j0 Buppoay)
'$SS900B pue spoads
ajdwes Ajwopuel

0} Wa)sAs Jo asn

"}obpng

jsuiebe s3s09 Jo
BupjoeyD ‘osemyos
pasuadl| Jejuad
1surebe aiem)jos
papuswuwoosl

jo Bupjoayn
"'Sseo0e pue spaads
a|dwes Ajwopuel

0} Wa)sAs Jo asn

"SOSSO00E }NeA
Jo 1odal aApeINWND

jiom [eyuswyiedap jo
2oUBAIBSO Wopuey

‘Bupjoen
sjonte payybliAdoo
10} Boj Jo malney

‘sol}slye}s
771 uo podas AJyuow

‘awil siy} je uo
speopjom pajosioid
aseq 0} ajgejieaeun

S! ejep |eolo)siH

‘AesA seseyoind
1] 02 puswiwoday

‘AlleaA syuapioul
0011 ®lpueH

‘Hels

sooinIes 2lignd 10y
SaouBIEd|D 18108S
JO WNWiuiW B uiglqo

"saalbep SITN
10 SN UM jjers
¥ JO wWNuIUIW B a1

‘sele.lql)
Jayjo 104 s|it 0021 4
‘Jjels

104 S|l 00C1 Uielqo

‘pJepuUB}S BpIMIBIUBD
190W SWo)sSAs
alempiey pue

81EM}JOS "SWo)SAS
2J]U0J}08}8 UOo
|eABL}) UOIBWLIOUI

Jo peads pue sS800y

‘plepuels spimisiue)
J98W SWoISAS
alempiey pue

2JeMI0S ‘SwalsAs
21UOJ}09J8 UO
|eASI}8] uoljBWLIOU|

JO paads pue ssa%0y

‘JNeA o)
$8559008 JO JaquinN

‘sjuswiyedsap
18Y}0 pue seale
alignd ui Bupjiom

3eis SN 40 JequinN

1eah

pue apn Aq pasepio
sooiHe Jeulnol jo 607
'S82IN0S 19Y)o

pue DYy wou} siapio

1711 PeIl 40 JequinN

"SJUIBJISUO0D
1ebpng

ynm pezpuoud

aqg |m sepeubdn
uipy "sAg ey
Aq papinoid si swny
umop bBujpiebal
Bujurem Joud
ssajun ‘swl} ay)
J0 %66 SigejieAe
aq ||IM SIOAIBS

pue saseqeieq

'SjulRIISUOD
}9bpng

ulyym pazpuoud
aq |m sepeibdn
‘awi ay)

10 %66 ®dlge|iene
8q IM SINOY 4O
pue seseqejep
pajunow

pue Bojeyen

‘|swil 40 %08
sjuswyedsp Jayjo
pue Bul-bojeieo

ul sjqejieAe

pue ‘sawi}

|le Je saoIAIeS
olignd ul aqejieae
#e1s SN

‘awy jo

%001} suonolsal
WbuAdoo yum
Aildwo) -sjsenbai
71 Butwoour jo
%09 Illd "sisenbau
711 Buiobino

40 %¢E6 14

‘suoneoydde apim
-19}U8)) pUE UOIIBWLIOLUI
pajunow Ajusind o}
SS900E |[N} UlBjUlBW 0)
VSVN 0} pepuawiwooal
sopelbdn "yeis uoisiai(g
pue siswolsno Aq
sse00e. 10} |euoljelado
ANy 8q |jeys syiomieN

‘suoljesijdde apim
-19Ju8) pue uoljeULIOU
pajunow Ajualingd o}
SS920E [N} UlBlUIBW O)
VSVYN O} papuswiwoosl
sopeibdn -yers

Ateiqi pue s1awo}sno Aq
$S8208 10} |euolelado
ANy 89 |leys sy1omieN

"Sjelis)ewW palyISSe|o
UM MIOM 0) 8|qe|ieAr
Jels -syuswyedsp
s|euas pue uonisinboe
‘Buibojejen ‘solnles
olgnd ui a|qejeae
jeys peasbep SN

‘suoljoLysal
ybiuAdoos yum A dwon
"selieiql| 18y10 pue
1e1s DYY Joj sisenbal
ueo| Areiquisyul |14

‘(sAejdsip

‘SYA ‘oBpIA

‘ojoyd) X3 8po)
se paziueblioal

se) youelig

L1ir 8poD pue
‘youesg I 8pod
‘uoIsIAg I ®p0oD
apnjoul 0} — S8oIYo
youelg Iayjo pue
UOISIAIQ | ®p0D 104
SOOIAISS || OPIAOLY -

‘SWIv)sAs ajowal

0} AJIAIJDBUUOD

pue swajisAs
Jaindwod Aeiqi| Joy
S8OIAISS || OpIAOId -

"goueles)d Ajnoes
SPIoY jieys pejos|es
Jey} ainsug
‘Jusjeainba 10 SN
ssoassod sueleiql|
Jeys pajoales

jey) ainsug .

"suolou}sal
1ybuAdoo

yim Aidwoo
‘Sjeusjew ueoj
Aresqiureyur uigqo -



CTO REVISION REQUEST

TECHNICAL AND 1. Contractor: 8. Contractor Task Order to be Revised
ADMINISTRATIVE SERVICES | NNAO4CAT6C #JIL-1
3. Submittal Date: 4. Originator/Telephone No.:
7/16/04 Karen D. Thompson #4-5979

PROPOSED REVISION

5. Revised FROM (Include a clear identification of Section, Task, Subtask, etc., which is being revised, and the reason for the revision):

The objective of this CTO is to provide a range of systems administration services and
technical support to the Documentation Development Division (Code JI) and
Reproduction (Code JIR). The specific scope and nature of these services and support are
defined under the main Task Order #JIL-1 and by attachments

6. Revised TO:

Systems Administration services for the last 3 months of this first contract year.
not to exceed

| APPROVAL _
7. NASA Task Manag 8. Date: i 9. COTR: 10. D7 )
: . 7 ) ! 4 7 / .
7 fhf/{/( %’MS‘W1 1 {((" [O"’( @W % (e7cre /%'f/
11. \ her ygnatu?%\eck if Re uir 12 Date: 13. Ot rffgjture (CHglk if Required) 14. Date:

707 97




System Administration Services for Code JI and Code JIL.

The primary purpose of this task is to provide systems administration and systems engineering support. This support
may addresses requirements for desktop systems, laptop and/or server systems.

Desktop Support for Non-ODIN Computers

A desktop computer is a client (typically a single user) computer resource requ1red to perform general purpose
business and administrative computing as well as a wide range of high level scientific and engineering (S&E)
service. These systems typically employ a variety of COTS and Government provided application solutions that
offer functionality such as: business program development and execution, desktop publishing, desktop multimedia
development, desktop graphics , word processing, spreadsheet, presentation graphics, electronic messaging (e-mail,
calendaring, forms), Internet tools, and anti-virus.

The following services will be provided for the desktop computers on a as needed basis:

» Upgrading of operating systems, including appropriate patches to meet Center minimum configuration standards
* Upgrading of NASA/Center standard COTS software (1 e., Mlcrosoft Ofﬁce Netscape Eudora Pro and

Norton Antivirus) = N Ty i Bl
* Performing computer, perrpheral and network hardware and software 1nstallat10ns
* Establishing and maintaining network accessibility via the primary network interface (e.g., IP, DNS, DHCP, etc.)
* Conducting IT security checks, applying security patches, and performing system/data recoveries after a break-in
* Performing routine administration of systems (e.g., account management, file system management, printing, etc.)
* Providing system problem diagnostics and crash recovery
* Performing regular backups of end-user data
* Coordinating/facilitating hardware maintenance calls

Laptop Support for Non-ODIN Comupters

A laptop computer, like a desktop computer, is a client (typically a single user) computer resource required to perform
general purpose business and administrative computing as well as a wide range of scientific and engineering (S&E)
service. These systems typically employ a variety of COTS and Government provided application solutions that offer
functionality such as: business program development and execution, desktop publishing, desktop multimedia
development, desktop graphics , word processing, spreadsheet, presentation graphics, electronic messaging (e-mail,
calendaring, forms), Internet tools, and anti-virus.

In addition, these systems require remote communication services (e.g., dial-up modems, ISDN, ISPs, etc.) that allow
connectivity and functionality similar to a local, direct network connection while the end-user is at most remote

- locations (e.g., on travel or at home).- Certain security related procedures and technology will most likely be required

to access the Center’s internal resources from outside locations.

Server Support:
* Upgrading of operating systems, including appropriate patches to meet NASA/Center minimum
configuration standards
* Performing computer, peripheral, and network hardware and software installations
* Establishing and maintaining network accessibility via the primary network interface
* Conducting IT security checks, applying patches, and performing system/data recoveries after a break-in
* Performing routine administration of systems (e.g., account & file management, system performance tuning, etc.)
* Providing system problem diagnostics and crash recovery
* Performing regular backups of end-user data.
* Coordinating/facilitating hardware maintenance calls




In_addition:

As per the NASA Procedures and Guidelines: Security of Information Technology (NPD 2810), each system must

have a System Administrator who ensures that the protective security measures of the system are functional and who

maintains its security posture. Depending on the complexity and security needs of a system or application, the

System Administrator may have a designated System Security Administrator who assumes security responsibilities.

Although line managers are accountable for the operation and security of systems, System Administrators usually do
 the hands-on operational and security work.

The System Administrator, whether a civil service or contractor emplovee, is responsible
for the following:

a. Making sure all users complete an Account Request Document approved by a Government management official
responsible for the individual (manager, sponsor, task manager, etc.) for all user accounts.

b. Promptly disabling access to a user’s account if the user is identified as having left the Center, changed
assignments, changed contracts, or completed work on a grant, or as no longer requiring system access. Written
authorization will be required from the Government management official, who originally authorized the account, to
reactivate the user’s account.

c. Granting only to individuals who have had the appropriate personnel screening. The Center IT Security Manager
will provide a process for verifying that appropriate screening has been completed and that the individual is eligible to
be issued an account.

d. Granting accounts to foreign nationals without permanent resident alien status only with prior approval by the
Center Chief of Security (CCS).

e. Performing annual self-inspections of their systems and reporting the findings to their line managers and the
cognizant organizational Computer Security Official (CSO) or designee. The Center IT Security Manager will
provide guidance for conducting self-inspections.

f. Reporting IT security incidents.

g. In response to an IT security incident, taking necessary actions to prevent further damage to their systems and
documenting their actions.

h. Identifying personnel who will be responsible for systems if an [T security incident requiring immediate attention
occurs when the System Administrator is absent. The names and contact information for these personnel will be
provided to their management and their organizational CSO.

1. Periodically using tools to verify and/or monitor compliance to password guidelines.

J- Using IT security tools to assist in detecting modifications to the system and monitoring audit logs.

k. Ensuring that security controls are in place and functioning.

Deliverables: _ o _ _ ‘
The only deliverable I would require is an email for updating purposes only
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Planners Collaborative 408 739 8317

NATIONAL AERONAUTICS AND SPACE ADMINISTRATION
AMES RESCARCH CENTER
Moffett Field, CA 94035-1000

TASK ORDER
Prime Contract No.. NNAO4CAT6C (BOATS)

Task Order No.: JIL 1 Revision No. 1

711472004

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is not an authorization to proceed with the required work. Such
authorization must be (ssued by the approving official.

TITLE:

PURPQSE:

Estimated Beginning Date:

Library Services & Publications Processing

Increase task by B-4 for Code JI IT support

January 1, 2004

Estimated Completion Date: September 30, 2004

Labor Category: Est. Est. Direct Labor
Hours Hrs Monthly Rate

Total

Direct Cost

Lib. Business Manager
Systems Administrator
Circulation Technician

info. Sciences Librarian
Cataloging Library Technician
ILL Library Technician
Reference Librarian

Reports Library Technician
Lib. Technical Services Mgr.
Cataloging Library Technician
Life Sciences Lib. Tech
Library Manager

Total Direct Labor

Overhead

Subcontract Labor Services
Subtotal Labor and Subcontracts
G&A

OTHER DIRECT COSTS
Materials

Travel

Training

Other ODC

Total ODCs (Not to Exceed)

G&A

B-4

Flow-through ltems
ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT:

ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION: |
ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT; 3

This amount shall not be exceeded without prior approval of the Contracting Officer

B-4

1,296,018
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QUANTUM SERVICES INC 408 738 §

NATIONAL SERONAUTICS AND SPACE ADMINISTRATION
AMES RESEARCH CENTLR
Motfett Fieid, CA 94035-1000

TASK ORDER
Prime Contract No.. NNAJ4CA76C (BOATS)

Task Order No.: JiL 1

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is not an authorization to proceed with the required work, Such
authurization must be issued by the approving otticial.

TITLE:
SCHEDULE;
Estimatad Beginning Date:

Estimated Compietion Date:

Library Services & Publications Processing

January 1, 2004

September 30, 2004

Labar Category: Est. Est.
Hours Hrs Manthly

Total
Dirget Cost

Direct Labor
Rate

Ltb. Business Managet
Systemns Administrator
Circulation Technician

Info. Sciences Librarian
Cataloging Library Technician
(i.L Library Technician
Reference Librarian

Reports Library Techrician
Lib. Technical Services Mgr.
Cataloging Library Technician

Total Direct Labar
Overhead

Subcontract Labor Services
Subtotal Labor and Subcontracts
- G&A

OTHER DIRECT COSTS
Materials

Trave!

Training

Other O0C

Total ODCs (Not to Exceed;

G&A

B-4

Fiow-through items
ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPGRT:

B-4
ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION:

ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: $ 12408640

This amount shail not be exceeded without prior approval of the Contracting Officer

.11




NNAO4CA76

. Task Requester: Joseph Langdon

COTR: %/;/ A d—é’ Al
Contracting Offlcer ///%M/c&f M

Task Requester Concurrence

of Contractor’s Task Plan and a i%

Contractor’s Cost Estimate: 4 W . W
/ U

COTR Concurrence of Y Z é 7

Contractor’s Task Plan: U

CONTRACTOR'S ACCEPTANCE:

Contractor's %
Representative: L e

% 5/ S cr ST
AUTHORIZATION:

Authorized period of performance:

Beginning Date: / / / / 2»00 9Z
Completion Date: 9/ 3& / 200 }l

Task Order No.: JIL-1
Date: 12/1/03
Date: /«}’//}//\3

Date: /%//47/0 3

Date: "[7/0"{

oue: /50

Date/:/ / ,Xf %Z

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task

Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNA04CA76C. Nothing in this Task Order shall
be construed as authorizing performance in excess of funds available on the Contract.

This Task Order is approved for performance.

Approving Official: ]’ 7’7/1{%& Dd/;ﬁ'f Z/‘,%v

Distribution:
Contracting Officer (Original)
- Contractor
COTR
Task Requester

Date: il/‘f‘/ﬂ ¥




Task Order No.: JIL-1

Task Description for :

Library Services and Publications Processing

Contract NNA04CA76C

Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after
receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

Period of Performance

The period of performance for this task will be from January 1, 2004 through September
30, 2004, unless specifically identified otherwise in the task.

Description of Work

Provide library services as specified in Section J, Attachment A1, “Statement of Work”,
paragraphs 4.1.6,4.1.6.1,4.1.6.2,4.1.6.3,4.1.6.4,4.1.6.5,4.1.6.6,4.1.6.7,4.1.6.8,4.1.6.9,
4.1.6.10, 4.1.6.11, dated June 3, 2003.

Hours of Work

The standard workday is eight hours (not including an unpaid lunch period), Monday
through Friday, beginning between 6:30 a.m. and 9:00 a.m. and ending between 3:00 p.m.
and 5:30 p.m. Library hours are from 8:00 a.m. through 4:30 p.m., Monday through
Friday (excluding official government holidays).

Government Furnished Equipment

A listing of government furnished equipment is provided in Section J, Attachment A3,
“Government Furnished Equipment,” SOW Function 4.1, Equipment in Buildings 202,
239, and 269.

Performance Requirements Summary (see attached)

Performance requirements for the products and services required by this task order are

listed in Section J, Attachment A2, “Performance Requirements Summary,” sections SOW
4.1.6 “Library Services”, dated May 16, 2003.
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JIL-1.0 Task Plan
Library Services

Planners Collaborative will provide 9.66 full-time positions.

The library staff will meet or exceed the performance requirements as stated in the
Performance Requirements Summary as follows:

[ACQUISITIONS/SERIALS]

4.1.6.1 The library staff will procure government and rush materials and recommend
commercial and government resources to add to the library collection based upon patron
input, standard review sources, online resources and estimated usage; verify bibliographic
information, prepare orders and keep current records of order status using Galaxie. The
library staff will receive, inspect and check in the materials ordered and claim materials
not received. The library staff will also keep accurate records of invoice and payment
information The library staff will purchase Center-wide access to electronic resources
where appropriate to enhance research capability and convenience for patrons.

[TECHNICAL SERVICES/CATALOGING]

4.1.6.2 The library staff will catalog, classify, process and prepare materials purchased
for the libraries in accordance with National Standards, such as AACR2, OCLC
bibliographic formats and LC classification. The library staff will convert to machine-
readable cataloging format those items not already in the online catalog using Galaxie,
OCLC or original cataloging as appropriate.

[ACQUISITIONS]

4.1.6.3 Orders will be placed with vendors providing the fastest service and the best
value. The library staff will conduct ongoing evaluations of vendors to assure quality
and timely service. The performance of subscription vendors will be carefully reviewed
during the journal procurement process to assure the best possible value and service.
Online ordering shall be employed whenever possible to speed delivery times.

[ACQUISITIONS]

4.1.6.4 Library financial records for purchased materials will be kept current using
Galaxie. Financial reports, such as invoice lists and fund reports, will be provided to the
Task Manager using the Galaxie database. Weekly order lists shall be maintained. All
invoices will be paid in sufficient time to ensure that no adverse financial or business
impact accrues to the government.



[ACQUISITIONS/SERIALS]

4.1.6.5 The library staff will bind key journals within 18 months of issue and keep current
records of the Center’s holdings for all journals and standing orders using Galaxie. The
library staff will provide such information regarding the Center’s holdings directly to the
Agency for inclusion in Agency-wide lists.

[CIRCULATION]

4.1.6.6 The library staff will circulate materials to Center staff and keep current records
in Galaxie so that materials are traceable. The library staff will regularly shelve materials
within 2 weeks of return or receipt, route materials to customers as requested and ensure
that materials are returned to the library. Library staff will man the Life Sciences
Information Desk 100% of the time during regular working hours. Library staff will shift
materials as necessary to accommodate growth or better access. '

[REFERENCE]

4.1.6.7 The library staff will use various resources (collections at the Center, other
libraries, electronic literature searching systems and the Internet) to obtain
comprehensive and accurate information for the customers in a timely manner and within
their deadlines. Results will be transmitted to the customer in the format requested.

[REFERENCE]

4.1.6.8 The library staff will promote the products and services of the library to the

Center staff by conducting special events, orientations and training sessions either at the
library or in other buildings on the Center, for the convenience of users. Library staff
will provide instruction to users on the most effective methods for using online resources
in the library or in their offices. The library staff at the Life Sciences Library will meet or
exceed 1200 approaches to patrons.

[INTERLIBRARY LOANS]

4.1.6.9 The library will obtain materials not available at the Ames Libraries through
interlibrary loan and will comply with copyright restrictions at all times. Materials will
be obtained from the fastest and most economical sources, such as other NASA libraries,
AIAA Dispatch, Ingenta and CISTI. Transmission using Ariel will be used whenever
possible. The library will also loan needed information and materials to other libraries.



[STAFF]

4.1.6.10 All librarians will possess the Master of Librarianship, Master of Library and
Information Sciences, Master of Library Science or equivalent library Master's degree.
Selected staff will hold a security clearance for access to classified or proprietary
materials.

[NETWORK]

4.1.6.11 The library staff will provide IT services for library computer systems and for
connectivity to remote systems including commercial databases, the Internet and other
NASA library systems. The library staff will make recommendations for upgrades to
maintain full access. The library staff will maintain the library's home page to make all
electronic resources easily available to users.



MEMORANDUM

To:

John Adams, COTR

Date: September 26, 2005

Ref: NNAO4CA76C Task Order:

Planners Collaborative is submitting our Task Plan for the referenced Task Order for
period October 1, 2005 — September 30, 2006.

JI1 7.2 Support for HQ Aeronautics Outreach Activities

Sincerely,

Doreen Cohen
Planners Collaborative

CC:

Planners Collaborative West

PLANNERS COLLABORATIVE




~cep 23 05 D2:41p Planners Collaborative 408 739 89317

i

NATIONAL AERONAUTICS AND SPACE ADMINISTRATION
AMES RESEARCH CENTER
Moffett Field, CA 94035-1000

TASK ORDER
Prime Contract No.. NNAO4CA76C (BOATS)

Task Order No.: JI 7.2

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is not an authorization to proceed with the required work. Such
authorization must be issued by the approving official.

TITLE: Support for HQ Aeronautics Outreach Activities

SCHEDULE:

Estimated Beginning Date: QOctober 1, 2005

Estimated Completion Date: December 31, 2005

Labor Category: Est. Est. Direct Labor Total
Hours Hrs. Monthly Rate Direct Cost

Total Direct Labor

Overhead

Subcontract Labor Services
Subtotal Labor and Subcontracts
G&A

OTHER DIRECT COSTS B-4
Materials

Travel

Training

Other ODC

Total ODCs (Nat to Exceed)

G&A

Flow-through ltems

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT:

B-4
ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION:
ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: § 38,088

This amount shall not be exceeded without prior approval of the Contracting Officer

b




NNAO4CA76C

Task Requester: Anthony Springer

COTR: %W
Task Requester Concurrence

of Contractor’s Task Plan and /4 5/7 0/ A/KEQ

Contractor’s Cost Estimate:
COTR Concurrence of % W
Contractor’s Task Plan: u

CONTRACTOR'S ACCEI\’TANCE:

Contracting Officer;

T

Contractor's , T
Representam/e ot < 9?%3{4&( ,/Q/é
AUTHORIZATION:

Authorized period of performance:

Beginning Date: /0////3”
Completion Date: / Z, / Z/ / Or

Task Order No.: JI-7.2

Date: 9/1/05

Date: ?/%/ﬂf
Date: ?/é/a S

Date: /0/3/ﬂf
Date: /0/‘?/01,~

Date: ¢~ ;26 2N

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task

Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNA04CA76C. Nothing in this Task Order shall
be construed as authorizing performance in excess of funds available on the Contract.

This Task Order is approved for performance.

Approving Official:

Distribution:

Contracting Officer (Original)
Contractor

COTR

Task Requester




Task Order No.: JI-7.2
Task Description for:
Support for HQ Aeronautics Outreach Activities
Contract NNAO4CA76C
Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after

receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

A. Period of Performance

The period of performance for this task is October 1, 2005 through September 30, 2006

B. Description of Work
Perform activities as directed in support of Office of Aeronautics outreach activies.

Coordination of Aerospace Design exhibit including site selection, set-up, teardown, and
management of both the exhibit and artifacts with final approval of sites and schedule by
Office of Aeronautics.

Coordinate two popup versions of exhibit to venues across country.

Coordinate and facilitate material and artifacts collection and dissemination process at
NASA centers as defined and other locations.

Develop concepts for future exhibits
Staff Office of Aeronautics Exhibits
C. Hours of Work
The standard workday is eight hours (not including an unpaid lunch period), Monday
through Friday, beginning between 6:30 a.m. and 9:00 a.m. and ending between 3:00 p.m.

and 5:30 p.m.

D. Government Furnished Equipment
Exhibits and related equipment.



Task Plan JI 7.2
Headquarters Outreach

Planners Collaborative will provide one full-time Outreach Coordinator to support this
task. The Coordinator will possess the following qualifications:

¢ Knowledge of NASA aeronautics activities

¢ Knowledge of Museum practices including artifact handling, collections
management

e Knowledge of exhibit design, fabrication, setup, teardown

e Experience dealing with Art museums, Aerospace Museums, other venues

¢ Experience in coordination of multi-center facility programs

e Professional Art background or degree

e Familiarization with NASA artifacts and artifacts policies

Scope of Work:

Coordination of Aerospace Design exhibit including site selection, setup, teardown, and
management of both the exhibit and artifacts with final approval of sites and schedule by
Office of Aeronautics. Coordinate two popup versions of exhibit to venues across
country. Coordinate and facilitate material and artifacts collection and dissemination
process at NASA centers as defined and other locations. Develop concepts for future
exhibits. Staff Office of Aeronautics Exhibits

Travel:
Function requires travel to staff, site selection, setup, and teardown and coordination

activities.

Location:
Outreach Coordinator will be assigned at or near Langley Research Center



NATIONAL AERONAUTICS AND SPACE ADMIN'STRI-\ 1 {ON

AMES RESEARCH CENTER
Moffett Figld, CA 94035-1000

TASK ORDER

Prime Contract No.: NNAO4CA76C (BOATS)

Task Order No.: JI 7.1

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is'not an authorization to proceed with the required work. Such
authorization must be issued by the approving official.

TITLE:

SCHEDULE:
Estimated Beginning Date:
Estimated Compleﬁdn Date:

Labor Category: |

Total Direct Labor
Ovethead

Subcontract Labor Services
Subtotal Labor and Subcontracts
G&A

OTHER DIRECT COSTS
Materials

Travel

Training

Other ODC

Total ODCs (Not to Exceed)
G&A

Flow-through ltems

Support for HQ Aeronautics Outreach Activities

June 1, 2005

September 30, 2005

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT:

ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION: _

Est. Est. Direct Labor Total
Hours _Hrs. Monthly Rate Direct Cost
|
T B-4
%
B-4
49,401

ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT:

This amount shall not be exceeded without prior approval of the Contracting Officer



Task Order No.: JI 7.1

NNAO4CA76C »
Task Requester: /////% 1% . Date: _. 5/%/ @\{
COTR % W Date: {/7; /0/{—/

Contracting Ofﬁcer. Date:
Task Requester Concurrence //%
of Contractor’s Task Plan and Nz /2/ ‘
Contractor’s Cost Estimate: Date: g Z/ 0 5
COTR Concurrence of % % -
Contractor’s Task Plan: Date: d:\ g ﬂr

CONTRACTOR'S ACGEPTANCE

Contractor's ( , WZ £ e
Representatlve e Date: S f &7

AUTHORIZATION:

Authorized period of performance:

Beginning Date: June 1, 2005

Completion Date: September 30. 2005 .

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task
Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNAO4CA76C. Nothing in this Task Order shall
be construed as authorizing performance in excess of funds available on the Contract.

This Task Order is approved for performance

e
p

/ ’ \ ﬁ Date:. /8 foo

Approving Officiak /(2/

Distribution:

Contracting Officer (Original)
Contfractor -

COTR

Task Requester




Task Order No.: JI 7.1
Task Description for :
Support for HQ Aeronautics Outreach Activities
Contract NNA04CA76C

Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after
receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

A. Period of Performance '
June 1, 2005 to September 30, 2005

B. Desc_r.iptio'h‘ of Work
Perform Activities as directed in support of Office of Aeronautics outreach activities

Coordination of Aerospace Design exhibit including site selection, setup, teardown, and
management of both the exhibit and artifacts with final approval of sites and schedule by
Office of Aeronautics

Coordinate two popup versions of exhibit to venues across country

Coordinate and facilitate material and artifacts collection and dissemination process at
NASA centers as defined and other locations.

Develop concepts for future exhibits
Staff Office of Aeronautics Exhibits

C. Hours of Work
One FTE

D. Government Furnished Equipmen)t
Exhibits and related equipment




Task Plan JI 7.1 .
Support for HQ Aeronautics Outreach Activities

Planners Collaborative will provide one full-time Outreach Coordinator to support this task. The
Coordinator will possess the following qualifications:

Knowledge of NASA aeronautics activities

Knowledge of Museum practices including artifact handling, collections management
Knowledge of exhibit design, fabrication, setup, teardown

Experience dealing with Art museums, Aerospace Museums, other venues
Experience in coordination of multi-center facility programs

Professional Art background or degree

Familiarization with NASA artifacts and artifacts policies

Scope of Work:

Coordination of Aerospace Design exhibit including site selection, setup, teardown, and
management of both the exhibit and artifacts with final approval of sites and schedule by Office
of Aeronautics. Coordinate two popup versions of exhibit to venues across country. Coordinate
and facilitate material and artifacts collection and dissemination process at NASA centers as
defined and other locations. Develop concepts for future exhibits. Staff Office of Aeronautics

Exhibits

Travel: ‘
Function requires travel to staff, site selectlon setup, and teardown and coordination activities.

Location:
Outreach Coordinator will be assigned at or near Langley Research Center



SEp W U% U%ilcp rlanners Collaborative 408 738 8317

TITLE:

NATIL \LAERONAUTICS AND SPACE ADMINISTRf N
AMES RESEARCH CENTER
Maffett Field, CA 94035-1000

TASK ORDER
Prime Confract No.: NNAG4CA76C (BOATS)

Task Order No.: JI 6.1
This Task Order is issued in accordance with the task ordering procedure of the
contract. This is not an authorization to proceed with the required work. Such
authorization must be issued by the approving official.

Customer Service

SCHEDULE:

Estimated Beginning Date: October 1, 2004

Estimated Completion Date: September 30, 2005

{abor Category: Est. Est. Direct Labor
Hours Hrs. Manthly Rate Direct Cost

Total

Customer Services Rep

Qn-call

B-4

Total Direct Labor

Qverhead

Subcontract Labor Services
Subtotal Labor and Subcontracts

G&A

OTHER DIRECT COSTS B-4

Materials

Travel

Tralning

Other ODC
Total ODCs (Not to Exceed)

G&A

Flow-through ltems

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT:

ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION: |

ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: $

This amount shall not be exceeded without prior approval of the Contracting Officer

B-4

55,617

o




NNAO4CA7T6 Task Order No.: JI-6.1

Ay
Task Requester: ___Karen D. Thompsonﬁﬂ'd/fé’:’w L/ M’%W Date: ___ 9/1/04

COTR//' 12D % %& Date: ?//3! ;/

A

/

Contracting Officer: { > 4 3\;’&_\; Date: CZ/Z p) / o
[N —C Ay

Task Requester Concurrence 2 /

of Contractor’s Task Plan and / , o % » / .

Contractor’s Cost Estimate: ‘//?ZZM {- 4 ??’)”‘WL’ Date: /. 6? / 7 /09

COTR Concurrence of //

Contractor’s Task Plan: L% W Date: / 0 ¢ d/ 5/

CONTRACTOR'S ACCEPTANCE:

c o) e
ontractor's v ) g
Representative:/%%éy/;j/yv,%’ﬂv‘ Date: f '-;? ] A

AUTHORIZATION:

Authorized period of performance:

Beginning Date: / 0’/ / /” 9/

Completion Date: 7 /3 d/ o5

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task
Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNAO4CA76. Nothing in this Task Order shall be
construed as authorizing performance in excess of funds available on the Contract.

This Task Order is approv:

r performance.

O/L/ZV//);—Z Date: Zcﬂgt/éj/
Distribution:

Contracting Officer (Original)
Contractor

COTR

Task Requester

Approving Official




Task Order No.: JI-6.1

Task Description for :

Customer Service

Contract NNAO4CA76

Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after
receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

A. Period of Performance. October 1 through September 30 2005

B. Description of Work: As in SOW, section 4.1.8. In performing this work, the contractor
will take care to make sure the information entered into Job Central is accurate, and that the
description of work is adequate to identify the correct department(s) under which a job should be
logged. The contractor will be sufficiently familiar with Branch work to accurately direct the job to a
single or multiple departments. If necessary, the contractor will elicit a more detailed description
from the customer to determine proper routing of the service request. The contractor will develop
(with input from Branch and Division level management) and coordinate the printing of customer
service questionnaires that they give to each customer for Code JI. The contractor will also collect
questionnaires for delivery to the Chief of Code JI. The contractor will monitor the CMTS tracking
system to develop a list of jobs scheduled for delivery each week within Code JI. This list will be
provided to the Chief of Code JI. The contractor will return SRs with insufficient signatures or
serial numbers to the requestor and indicate the missing information.

C. Hours of Work: The Customer Service desk will be open at 8:00 AM and close for the
day at 4:30 pm.

D. Government Furnished Equipment: Computer hardware and software, as well as
general office supplies will be provided by NASA.

E. Performance Requirements Summary: See RFP, page A2-14
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Task Plan JI 6.1
Customer Service

Planners Collaborative will provide 1 FTE to support this task.

Planners Collaborative will maintain an on-site staff of one contractor to take care that
information is entered into job central accurately and routed to the correct department
under which the work is to be logged. As much information is to be collected in order to
properly route the request. Additional information will be solicited as necessary in order
to complete the job properly. Questionnaires and other information required by the Chief
of JT will also be collected. The contractor will monitor the CMTS tracking system to
develop a list of jobs scheduled for delivery each week within Code JI and routed to the
appropriate civil servant management. The SRs will be checked for errors or insufficient
information and returned to the requestor for accurate completion.

For instances when the Customer Service Representative is absent (personal business,
vacation, certain events or meetings), Planners will communicate with the Task
Requester to determine the need for back-up staffing. When needed, Planners will
provide a qualified staff member from our On-Call Team or from another task area.




NATIONA!L AERONAUTICS AND SPACE ADMINISTRATION
AMES RESEARCH CENTER
Moffett Field, CA 94035-1000

TASK GRDER
Prime Contract No.. NNAQ4ACA7EC (BOATS)

Task Order No.: JH 3 Revision No. 1

. Awr 30 G4 01:S54p Planners Collaborscive 408 738 8317 .1

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is not an authorization to proceed with the required work. Such

authorization must be issued by the approving official.

TITLE: Awards & Recognition

PURPOSE: Promotion increase
Estimated Beginning Date:; January 1, 2004

Estimated Completinn Date: September 36, 2004

Labor Category: Est. Est. Direct Labor

Hours Mrs. Monthly Rate

Totat
Direct Cost

B-4
Totat Direct Labor

Overhead

Subcontract Labor Services
Subtotal Labor and Subcontracts
G&A

QTHER DIRECT COSTS
Materials

Travel

Training

Other ODC

Total ODCs (Not to Excesd)

G&A

Fiow-through ltems ( Muniz Engineering)

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPCRT:

ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION:
ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT:

This amount shail nct ce exceeded without srior approval of the Contracting Officer

B-4

$ 47 333

= e

M\
Tt




CTO REVISION REQUEST

BUSINESS OPERATIONS AND
TECHNICAL SERVICES

1. Contractor:
Planners Collaborative

8. Contractor Task Order to be Revised

Task Order No.: JH-3

3. Submittal Date:

4/20/04

4. Originator/Telephone No.:
Human Resources Division, 5084

PROPOSED REVISION

5. Revised FROM (Include a clear identification of Section, Task, Subtask, etc., which is being revised, and the reason for the revision):

JH-3 Awards and Recognition

The task to “ Provide support related to Awards and Recognition” originally referred to basic
administrative and clerical tasks with close technical direction.

6. Revised TO:

This task has been augmented to include the independent coordination of award/recognition
activities, including but not limited to, interfacing with Ames managers and employee explain award
processes, preparing presenters with background information, providing pre-ceremony briefing for
Center managers, and coordination various communication and related events. This increased
complexity is better represented with the title Incentive Awards Program Specialist.

APPROVAL

7. NASA Task Manager:

Joan McCullough

8. Date:

4/20/04

[ Wor P oo

-y

11. Project Manager:

12 Date:

;&//‘.ﬁnr’acting Officer (C§ck if Required)

14. Date:

alf
Slttley




CTO REVISION REQUEST

ADMINISTRATIVE AND TECHNICAL

SERVICES

1. Contractor:

BOATS

8. Contractor Task Order to be Revised

Task Order No.: JH-1

3. Submittal Date:

7/30/04 _ .

4. Originator/Telephone No.:

- Human Resources Division, 5084

PROPOSED REVISION

5. Revised FROM (Include a clear identification of Section, Task, Subtask, etc., which is being revised, and the reason for the revision):

B: ﬂ;l Employee Development (Training)

| This is needed to support increased organization and career developmem work, and to meet -
additional travel requzrements

6. Revised TO:

Increase requirement by 255 hours.

Increase travel ODC’s by

B-4

APPROVAL
- NASATask Manager: 8. Dat 9. co/ 10. Date: '
S oty | J R
-H’.i &Gjeqt{wanager & 12 Dae -acting Officer (Check-¥ Required) D 14. Date:
F ) - sl
Ty L - L e | N o ([ o




.Hug 11 04 01:04p Planners Cocllaborative 408 738 8317

NATIONAL AERONAUTICS AND SPACE ADMINISTRATION
AMES RESEARCH CENTER
Moffett Fieid, CA 84035-1000

TASK ORDER
Prime Contract No.: NNAG4CA76C (BOATS)

Task Order No. JH 1 Revision Noc. 2

This Task Order is issued in accordance with the task ordering procedure of the

-.contract. This is not an authorization to pregsed with the required work. Such
autherization must be issued by the approving official.

TITLE: Empioyee Development & Training
PURPCSE! Increase consulting hours and CDCs
Estimated Seginning Dste: January 1, 2004
Estimsted Completion Date: September 30, 2004
Labtor Category: Est. Est. Diract Labor Tetal
Hours Hrs, Monthiy Rale Diract Cast
— B-4

Tetal Direct Labor

Cverhead

Subcontract Labor Services
Subtotal Labor and Subcentracts

G&A

OTHER DIRECT CCSTS

Wiaterials

Travel

Training

Qther ODC

Total ODCs (Not to Excesd)

G&A

Flow-through ltems ( Muniz Engineering)

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT: B4
ESTIMATE OF TOTAL COST FOR FEE/PRCJIECT MANAGEMENT ALLOCATION:

ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT. $ 600,963

This amount shall not be excesded without prior approval of the Contracting Officer

OF




CTO REVISION REQUEST

ADMINISTRATIVE AND TECHNICAL 1. Contractor: 8. Contractor Task Order to be Revised
SERVICES BOATS Task Order No.: JH-1
3. Submittal Date: 4. Originator/Telephone No.:
7/30/04 Human Resources Division, 5084

PROPOSED REVISION

5. Revised FROM (Include a clear identification of Section, Task, Subtask, etc., which is being revised, and the reason for the revision):

JH-1 Employee Development (Training)

This is needed to support increased organization and career development work, and to meet
additional travel requirements. -

6. Revised TO:

Increase requirement by 255 hours.

Increase travel ODC’s by B4
APPROVAI,,.\ .
8 Day  |9.COfR; /%M W 10. Date: ,
, Ty §5/58
“"‘{E“"ieﬁt\'}(‘a"ageri & 12 Dafe: 13. Contracting Officer (Check if Required) D 14. Date:




Aug 11 04 01:04p Planners Collaborative 408 739 8317

L J

NAY. AL AERONAUTICS AND SPACE ADMINISTRAION
AMES RESEARCH GENTER

Moffett Field, CA 84035-1000

TASK ORDER
Prime Contract No.: NNAQ4CA76C (BOATS)

Task Order No.: JH 1 Revision No. 2

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is nat an authorization to proceed with the required work. Such
authorization must be issued by the approving official.

TITLE: Employee Development & Training
PURPQSE: Increase consulting hours and ODCs
Estimated Beginning Date: January 1, 2004
Estimated Completion Date: September 30, 2004
Labor Category:

B-4

Total Direct Labor

Overhead

Subcontract Labor Services
Subtotal Labor and Subcontracts
G&A

OTHER DIRECT COSTS
Materials

Travel

Training

Other ODC

Total ODCs (Not ta Exceed)

G8A

Flow-through Items ( Muniz Engineering)
ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT:

ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION:

ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: $

This amount shall not be exceeded without prior approval of the Contracting Officer

600,963

B-4

i




Mz U3 04 01:42p Plarmners Collaborative 408 738 8317 p.l

*

NATICNAL AERONAUTICS AND SFACE ADMINISTRATION
AMES RESEARCH CENTER
Moffett Field, CA 84035-1000

TASK ORDER
Prime Cortract No.. NNAQ4CA7EC (BOATS)

Task Qrder No.: JH 1 Revision No. 1

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is not an authonzation to proceed with the required work, Such
zuthorization must be issued by the approving official.

TITLE: Employee Development & Training
PURPOSE: 'Prometéon increase

Estimated Beginning Date: January 1, 2004

Estirmated Completion Date: September 30, 2004

Labor Category:

B-4

Total Direct Labor

Cverhead

Subcentract Labor Services
Subtotal Labar and Subconiracts
G&A

UITHER LIRECT COSTS
Waterials

Trave!

Training

Other ODC
Total ODCs (Not to Exceed)

G&A

Flow-through ttems { MMuniz Enginesring)

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT: B-4
ESTIMATE OF TOTAL COST FOR FEEPRDJECT MANAGEMENT ALLOCATION:

ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT; 3 587,088

= X
This amount shall not be exceeded without prior approval of the Contracting Officer o\g

X\



CTO REVISION REQUEST

BUSINESS OPERATIONS AND 1. Contractor: ) 8. Contractor Task Order to be Revised
TECHNICAL SERVICES Planners Collaborative Task Order No.: JH-1
3. Submittal Date: 4. Originator/Telephone No.:
4/20/04 Human Resources Division, 5084

PROPOSED REVISION

5. Revised FROM (Include a clear identification of Section, T’ask, Subtask, etc., which is being revised, and the reason for the revision):

JH-1 Employee Development and Training

The task to “ Develop and manage a comprehensive Program and Project Management
Development Program” originally referred to the provision of formal coursework and other
activities associated with the APPL (Academy of Program and Project Leadership).

6. Revised TO:

This task has been augmented to include the overall design, advocacy, implementation and
management of a full program/project management program (of which APPL is one part). In
addition to APPL, the more comprehensive development concept includes individual assessment,
mentoring, non-APPL coursework, practical learning techniques, etc. It includes a programmed
approach to developing future program and project managers for Ames and the agency. The
expanded function would be better represented with the title of Senior Program Manager for
Program and Project Management Development Programs.

L —

TN ) o

APPROVAL
7. NASA Task Manager: 8. Date: 9.C 10. Dates
Joan McCullough 4/20/04 ?)%//' (Mo | % Da/0dy
11. Project Manager: 12 Date: E}{)ntractmg Officer (Chegk if Required) 14. Date:




MEMORANDUM

To:

Karen Moze, COTR

Date: April 5, 2007

Ref: NNAO04CA76C Task Order:

Planners Collaborative is submitting our Task Plan for the referenced Task Order for
period April 9, 2007 — September 30, 2007.

JA23 Contract Admin. Suppbrt for the Acquisition Division (Code JA)

Sincerely,

"

'/‘ /’.' % %
oreen Cohe

Planners Collaborative

CcC:

Planners Collaborative West

PLANNERS COLLABORATIVE




NATIONAL AERONAUTICS AND SPACE ADMINISTRATION
AMES RESEARCH CENTER
Moffett Field, CA 94035-1000

TASK ORDER

Contract No.: NNAQO4CAT6C

Task Order No.: JA 2 3

This Task Order is issued in accordance with the task ordering procedure of the contract. This is not an authorization to
proceed with the required work. Such authorization must be issued by the approving official.

B-5




Apr 0OS 07 02:41p

Planners Collaborative 408 /39 Ydlv
NATIONAL AERONAUTICS AND SPACE ADMINISTRA MNON

AMES RESEARCH CENTER
Moffett Field, CA 84035-1000

TASK ORDER
Prime Contract No.. NNAO4CAT76C (BOATS)

Task Order No. JA 2.3
This Task Order is issued in accordance with the task ordering procedure of the

contract. This is not an authorization to proceed with the required work. Such
authortzation must be issued by the approving official.

TITLE: Contract Administration Support
SCHEDULE:
Estimated Beginning Date: April 9, 2007

Estimated Completion Date: September 30, 2007

Direct Labor
Rate

Total
Direct Cost

Labor Category: Est. Est.
Hours Hrs. Monthly

Total Direct Labor

Overhead

Subcoritract Labor Services
Subtotal Labor and Subcontracts
G8A

OTHER DIRECT COSTS B-4
Materials

Travel

Training

Other ODC

Total ODCs (Not to Exceed)

G&A

Flow-through ltems

ESTIMATE OF TOTAL DiRECT COST FOR TASK SUPPORT: o
ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION:
ESTIMATE OF TOTAL COSTIFEE FOR TASK SUPPORT: $§ 17135

This amount shall not be exceeded without prior approval of the Contracting Officer

o |
4,{ Io’? .




LU\ L

/""“«,

NNAO4CAT6C // Task Order No- M 2.3

Task RequestéL_/(ﬂ{// ( ) /_—.Z/‘ Date: ﬁ A7 / ¢7
COTR: %W Q.Q/QZ) Date: 5/ 3 b/ D?\
Contracting Officer: QM/MV \ /_2_/ Date: 3/3 o / 02—

Task Requester Concurrence
of Contractor’s Task Plan and

Contractor’s Cost Estimate: see D‘F\’G‘E—_m oUW Date: 5

v H
COTR Concurrence of S ) ‘ 2 ) Lé—/{: 5 —
Contractor’s Tas@{ a/\,Q/\/\ Q Q. Date: 7 f/ D 4\\

CONTRACTOR'S ACCEPTANCE

Contractor's -
Representatx( /( ﬂ/fm /.:45«/ Date:% “sT-Z 7

AUTHORIZATION:

Authorized period of performance:

Beginning Date: L‘V / Cl I Oq”
Completion Date: q / ZQ/ 0 ?'—'

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task
Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNAQ4CA76C. Nothing in this Task Order shall

be construed as authorizing performance in excess of funds available on the Conract.

This Task Order is approved for performance.

Approving Official: QEE’ ’P'ﬁCsE, 2’0? - Date: %

Distribution:

Contracting Officer (Original)
Contractor

COTR

Task Requester




Loy g

. Task Order _No-

e £el Task Regnester Conclurenc: . .
** of Contractor’s Task Plan and A f g
Contractor's Cost Estimata: : 8 -
COTR Concurrence of :"T& = : )
Coniractor’s Task Plan: < CGnens, (XD o
4
CONTRACTOR'S ACCE PTANCE: .

Contractor ' . / 2

Reprcsc.ntw( ﬁj 4//{7/ - = A ittt Date: A ‘2

AUTHORIZATION:
Authorizad period of perfornance:

Begmnnga:c jt /"1 &FJ"‘ ' . .

Complesan Date: E‘(L;ogei:

Approval is given for the Contracter to commence work on this Task Order in accordence with the Coar: lctox‘s Task
Plan, cxeept as noted below'.

This Task Order is subject 12 aJl the terms and conditions of Contract NNAG4CAT6C. Nathing in this Tl'k Order $hai!
be construed as authorizing performance in excess of funds available on the Cootract.

This Task Order is approve:l for pecformance.

.

) ) - s
Approving Official: %MM é:OJ W ~ Dau:jﬁ[_‘i »':EZ_

Distribution:

Contracting Officer (Origind)
Contractor

COTK

Tesk Requester




Task Order No.. JAN 2.3
Task Description for:

Contract Administration Support for the Acquisition Division
Contract NNAO4CA76C

Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after
receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

A. Period of Performance

The period of performance for this is from the effective date of the task order to
September 30, 2007. ' '

B. Description of Work

Contract administration services to support a variety of contract types including fixed price,

cost plus fixed fee; and cost plus award fee. Work under this task includes contract
administration for (6) Space Station Biological Research Project (SSBRP) contracts of which
two are in termination. Effort will include completion of all contract administration activities in
preparation of transferring the contracts to the JA Close-out team. Effort will include review and
investigations of issues, researchi of regulations, document preparation and file maintenance. .
Contractor will work independently and provide recommended solutions and documents ready
for Contracting Officer signature. The activities required under this task do not include any
inherently governmental functions in accordance with FAR Part 7.3

Contractor shall perform tasks in accordance with the FAR and NASA FAR Supplément. ARC
specific teniplates and forms will be provided to the contractor.

Duties include:

Development and Document Preparation of:

. Draft Request for Technical Evaluation

. Draft Pre and Post Negotiation Memorandums

. Draft Modifications to Contract including Supplement Agreements (i.e. funding, Award-
Fee etc.)

. Draft Supplemental Agreements to Contract!

. Memorandums to File

. Delegations, correspondence, and Government Forms

*

v Review and Research NASA Far Supplement and FAR as required

File Maintenance:

® Pull together contract files and Maintain Contract Files




JA 2.3

. Maintain Modification Indexes/Funding indexes and Voucher Spreadsheets
Track and coordinate Purchase Requests, audits, etc.
Draft Memorandums to File

. Draft Delegations, correspondence, and Government Forms

Data Entry

. Draft Data sheets 507 for input to FPDS - Federal Reporting System The Federal
Procurement Data System (FPDS) and direct data input in FPDS

Other

. Maintain a safe work area _

e Other duties as required to support the Contracting Officer’s management of the NASA
mission

C. Hours of Work

The standard workday is eight hours (not including an unpaid lunch period), Monday through
Friday, beginning between 7:30 a.m. and 9:00 a.m. and ending between 4:00 p.m. and 5:30 p.m.
D. Government Furnished Equipment

All office supplies and equipment including computer workstation hardware, software,
maintenance and supplies.

Performance Requirements Summary (see attached)

Required Services Performance Estimated Workload

: \ Standards :

Provide full-time Maintain contract files | Approx 40 hrs/wk.

. administrative contract  daily. . .

P . . : _ Random Sampling

- support for the Acquisition E o )

- Division. Contract - Working relationships | Task Manager Review

. Administration Services - with others are Do

i - cooperative and : Weekly Status Report
 respectful.
. Oral and written

. communications are open |
- and honest. Information |
. is accurate and effectively
. presented in a clear, ;
. concise, and well-
- organized manner.




All office supplies and equipment including computer workstation hardware, software, maintenance and supplies.

Performance Requirements Summary (see attached)

Required Services

Performance
Standards

135&0 E:- me
administrative contract

- support for the Acquisition
Division. Contract

Administration Services

ﬂ Maintain contract files
- daily.

. Working relationships

with others are

cooperative and
respectful.

Oral and written
communications are open
and honest. Information
is accurate and effectively
presented in a clear,
concise, and well-
organized manner.

}
j

¢ Work assignments are
accomplished in an
efficient and effective
manner: (1) Assignments
- are generally completed

| by assigned deadlines; Amv
The quality of work

. generally meets

. expectations and major
 revisions ate rarely

| Approx 40 hrsiwk.

\
{

H

H

¢

Random Sampling

Task Manager Review

Weekly Status Report

Estimated Workload

Method

of Surveillance




| (3) Oppottunities to

. improve processes,

produces and service or
i reduce cost are when
| possible, identified.

{

; Performance of post and.
pre-award activities,
. including draft of contract

. modifications, assist in

contract administration,
and contract close-out
meet the requirements of
all applicable FAR and
NASA regulations and
policies.

Fi




TECHNICAL TASK ORDER RESPONSE JA2.3
BOOZ ALLEN HAMILTON

Booz Allen Hamilton (BAH), as a subcontractor to Planners Collaborative
Incorporate (PCI) on Contract NNA04CA76C, will provide support for task
order JA2.3 in response to the request, dated April 2, 2007. The period of
performance anticipated is April 9 - September 30, 2007.

One full-time Procurement Specialist will be provided to assist the NASA Ames
Research Center Acquisition Division with acquisition planning, procurement
justification, identification of process improvements and cost reductions,
approval documentation, source selection plans, evaluation criteria, review and
investigation of issues and regulations, contract line item structures, statements
of work, task statements, contract modifications, document preparation, file
maintenance and other contract correspondence. Performance activities shall
meet the applicable FAR and NASA FAR regulations and policies.

All office supplies and equipment, including a computer workstation, software,
maintenance and supplies shall be provided to BAH. Any specific templates,
computer access accounts, badges, and forms will be provided to BAH.

The primary place of performance will be Building 241, NASA Ames Research

Center, Moffett Field, CA. Linda McCahon (mccahon_linda@bah.com) is the
Ames Booz Allen point of contact. Weekly status reports shall be provided.

TOJA23 April 2, 2007




L ANNERS COLLABORATIVE
MEMORANDUM 2 29/20 9

To:  Karen Moze, COTR
Date: October 18, 2006
Ref: NNAQ4CAT6C Task Order:
JA 13 Office Admin. Services & University Grants

Planners Collaborative is submitting our Task Plan for the referenced Task Order for
period October 1, 2006 — September 30, 2007.

Sincerely,

()
%{gohen = St

Planners Collaborative

ce: Planners Collaborative West




NNAO04CA76 Task Order No.: JA-1.3

Task Requester: Scott J. Malsom Date: ___ 10/4/06

—.
iy

¥

COTR: Date:P D/L{;/ OQ}

e «P/;D \ / O/ o6
Contracting Offxcé-/ , W\/Ba /o
Task Requester Concurrence

f Contractor’s Task Plan and / / /
B e ./ W I i, oue 22/3/0
COTR Concurrence of : O / /
Contractor’s Taskzljgé@’\ﬂqﬁ C%QQ/Q__ Date: / SQL Og

CONTRACTOR'S ACCEPTANCE:

T RN

Contractor's } / o L
Repfesenw@#c@%/a === bate: SO 1S

AUTHORIZATION:

Authorized period of performance:

Beginning Date: __October 1. 2006

Completion Date: __September 30, 2007

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task
Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNA04CA76. Nothing in this Task Order shall be
construed as authorizing performance in excess of funds available on the Contract.

This Task Order is approved for performance.

Approving OfﬁciLﬂ(M /é_ \ \ G/"\'V Date: l( l"’( i 0 &

Distribution:

Contracting Officer (Original)
Contractor i
COTR

Task Requester




report generation; document review, generation and tracking; management of office supplies;
key operator functional support for Code JA Division photocopiers; non-ODIN property (non-
SEB support), mail delivery/distribution, and general clerical support such as document
preparation, distribution, copying, etc..

Functions for the Acquisition Business Process Support include support for processing grants,
cooperative agreements and Intergovernmental Personnel Act (IPA) actions as well as providing
support to the P-Card program and Directorate Portal office.

The Contractor shall perform these activities in conformance with NASA & ARC Policies,
Guidelines, and Procedures, the FAR & the NASA FAR Supplement, and the NASA Grant
Handbook.

Subtask 1.1.1 Office Administrative Services
AL Subtask Description

* Prepare Travel Authorization Packages (via Travel Manager) on behalf of Division staff
as requested. Contractor personnel will take training and become proficient in the Travel
Manager system and become the primary travel document preparer for the division;

* Maintain Spreadsheets of Code JAB onsite contractor list, all contractor list, & COTR
training logs; '

* Distribute Procurement Data System reports from FPDS, or similar Tracking Reports to
Branch Chiefs and input any data changes and/ or corrections. Data changes/correctlons
shall be completed 2 days after receipt;

* Develop, maintain, and enter data from buyer log sheets for Simplified Acquisitions
(SAP), Scientific and Engineering Workstation Procurement (SEWP), and Personnel
Systems Center (PSC), Data entry of log sheets shall be completed, the log sheet
initiated, dated and returned to Code JAB within 4 days of receipt;

* Input NF 507 data for incremental funding actions, closed contracts and purchase orders
into Procurement systems databases, including NF 507s used to correct errors in
Procurement Data Systems;

* Coordinate, prepare, and track Tax Exempt Certificates. Tax Certificates should be
provided to the Contracting Officer within 3 days after request;

* Maintain tracking of spreadsheets of all inactive and closed contracts and locations;

* Mail NASA Vendor Packages when requested by Center Small Business Specialist;

* Monitor and maintain JA supplies and prepare orders forms for supplies, including paper
and other routine office supplies. Coordinate with the Division Bankcard Buyer items
not routinely stocked within 24 hours of request. Prepare quarterly reports summarizing
store stock purchases including analysis of purchases and recommendations for more cost
efficient purchases;

* Provide Key Operator support for JA photocopy machines including placing service calls
when required, and ordering toners & monitoring toner levels;

* Monitor/maintain Non- ODIN Property (non- SEB) inventory. Follow-up dlscrepanmes
when needed. Perform quarterly reviews & coordinate findings with code JA, and
follow-up on disparities;




knowledge of NASA’s P-Card software system and Core Financial Software: SAP R/3
systems.

B. Hours of Work

The standard workday will be in accordance with the contract. In order to promote a flexible
work place atmosphere consistent with the allowances made for the civil servant staff, minimal
(1 person) Division coverage is necessary Monday through Friday between the core hours of
7:30 a.m. to 4:30 p.m.

C. Government Furnished Equipment
See Section J, Attachment A.3 of the contract.

D. Performance requirements Summary
See attached.




Performance Requirements Summary

Required
Services

Subtask 1.1 (continued)

Distribution
Copying
Delivery Services

Filing

Other Administrative Duties

Time permitting, provides
admin support to other Code
JA Branches

Subtask 1.2

Grants— Reminding grant
recipients and NASA task
monitors of grant expiration
dates and required action
items.

P-Card Training & Best
Practices documentation
development

Performance
Standards

Distribute documents
within 5 days of receipt.

Turnaround daily all
items left for copying

Respond timely to
requests for delivery

All documents filed
within 24 hours of
receipt.

Complete within time

" indicated on job request.

Proactively look for
assignments when time
is available.

Technical monitor will
be contacted two
months prior to
expiration of grant

Complete
documentation within
timeframes identified by

task request

Estimated
Workload

One distribution job per week
10-20 copy jobs daily
1-2 actions per day

Approximately 10 documents per
week

2-3 actions per week

Various, depending on workload.

40-50 grants expire each month
(total for both tasks)

As requested

Method
of Surveillance

Spot-check customers
Spot-check log
Spot-check customers

Spot-check.

Review by requestor

Log sheets for jobs.

Contractor monthly report based
on log sheet of calls. Spot-check
of task monitors.

P-Card Coordinator Feedback




Task Plan JA 1.3
Office Administrative Services and University Grants Services

Planners’ subcontractor, MEI Technologies, Inc., will provide four positions to support
office administrative services and university grant services.

The Senior Grant Specialist will have at a minimum a high school diploma, three years
work-related experience, and a solid working knowledge of the NASA grant
administration process.

The Acquisitions administrative assistants and / or clerks will have at a minimum a high
school diploma and two years of work-related experience. This work will be performed
by professional, independent, and diplomatic staff with the ability to plan, organize,
prioritize and structure required tasks and information.

The team will be split between office administrative services and university grant
services to the extent required to perform, based on priorities set by the Grant Officer and -
the Code JA Task Manager.

Continuous advanced preparation and awareness of program needs will enable }
performance through periods of employee absences. Up-to-date desk guides will provide
for efficient back-up capabilities. :

Additional project needs of short duration that may arise will be met with existing staff
through reassessment of priorities and reassessed deliverables process time, with the
concurrence of the Code JA Task Manager.



MEMORANDUM

To:  John Adams, COTR
Date: December 9, 2005

Ref: NNAO4CA76C Task Order:

PLANNERS COLLABORATIVE

JA 1.2 Office Admin Services & University Grants

Planners Collaborative is submitting our Task Plan for the referenced Task Order for
period October 1, 2005 — September 30, 2006.

Sincerely,
- H P
g/ D e
oreen hen

Planners Collaborative

cc: Planners Collaborative West
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NATIONAL AERONAUTICS AND SPACE ADMINISTRATION
AMCS RCSEARCH CENTER
Moftett Field, CA 94035-1000

TASK ORDER
Prime Contract No.. NNAO4CA76C (BOATS)

Task Order No.: JA 1.2

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is not an authorization to proceed with the required work. Such
authorization must be issued by the approving otficial.

TITLE: Office Admin Services & University Grants
SCHEDULE:
Estimated Beginning Date: October 1, 2005
Estimated Completion Date: September 30, 2006
Labor Category: Est. Est. Direct Labor Total
' Hours Hrs. Monthly Rate Nirect Cost

Total Direct Labor
Overhead

Subcontract Labor Services
Subtotal Labor and Subcontracts
G8A

OTHER DIRECT COSTS
Materials

Travel

Training

Other ODC

Total ODCs (Not to Exceed)

G&A

B-4

Flow-through items ( Muniz Engineering)
ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT:

B-4
ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION:

ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: $ 339358

This amount shall not be exceeded without prior approval of the Contracting Officer (’r\/



Task Order No.: JA-1.1

Task Description for :

Office Administration and Acquisition Business Process Support

Contract NNA04CA76

Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after
receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

Period of Performance: October 1, 2005 — September 30, 2006

Ames Research Center’s Acquisition Division is responsible for acquiring the goods and services
required to support ARC in meeting its mission. Under this task order the contractor provides
support to the Acquisition Division under two subtasks: Office Administrative Services and
Acquisition Business Process Support Services.

The Contractor is required to provide all necessary administrative, documentation, and technical
support, and all services related to the following two subtask functions. For assignments that do
not have existing start and end dates specified in this SOW, the work will be assigned with a Job
Order Request Form that specifies a required schedule for completion.

Functions for the Office Administrative Services include but not limited to various acquisition
related data entry into manual, spreadsheet or menu-based management information systems;
report generation; document review, generation and tracking; management of office supplies; key
operator functional support for Code JA Division photocopiers; non-ODIN property (non-SEB
support), mail delivery/distribution, and general clerical support such as document preparation,
distribution, copying, etc..

Functions for the Acquisition Business Process Support include support for processing grants,
cooperative agreements and Intergovernmental Personnel Act (IPA) actions as well as providing
support to the P-Card program and Directorate Portal office.

The Contractor shall perform these activities in conformance with NASA & ARC Policies,
Guidelines, and Procedures, the FAR & the NASA FAR Supplement, and the NASA Grant
Handbook.

Subtask 1.1.1 Office Administrative Services
A. Subtask Description

e Prepare Travel Authorization Packages (via Travel Manager) on behalf of Division staff
as requested. Contractor personnel will take training and become proficient in the Travel
Manager system and become the primary travel document preparer for the division;

e Maintain Spreadsheets of Code JAB RFP, PR, & COTR training logs;




e Data entry support for SF 294s and SF 295s into spreadsheets; Monitor submittal of SF
294s and SF 295s. and notify cognizant contract specialists of late deliverables. Follow-
up with contract specialists until reports are received. Maintain log of contractors with
late deliverables;

e Distribute Procurement Data System reports from AMS, FPDS, or similar Tracking
Reports to Branch Chiefs and input any data changes and/ or corrections. Data
changes/corrections shall be completed 2 days after receipt;

e Develop, maintain, and enter data from buyer log sheets for Simplified Acquisitions
(SAP), Scientific and Engineering Workstation Procurement (SEWP), and Personnel
Systems Center (PSC), Data entry of log sheets shall be completed, the log sheet initiated,
dated and returned to Code JAB within 4 days of receipt;

e Input NF 507 data for incremental funding actions, closed contracts and purchase orders
into Procurement systems databases, including NF 507s used to correct errors in
Procurement Data Systems;

e Coordinate, prepare, and track Tax Exempt Certificates. Tax Certificates should be

provided to the Contracting Officer within 3 days after request;

Verify “A” orders are ready for closing. Maintain file system for closed “A” orders;

Maintain tracking of spreadsheets of all inactive and closed contracts and locations;

Mail NASA Vendor Packages when requested by Center Small Business Specialist;

Monitor and maintain JA supplies and prepare orders forms for supplies, including paper

and other routine office supplies. Coordinate with the Division Bankcard Buyer items not

routinely stocked within 24 hours of request. Prepare quarterly reports summarizing store
stock purchases including analysis of purchases and recommendations for more cost
efficient purchases;

e Provide Key Operator support for JA photocopy machines including placing service calls
when required, and ordering toners & monitoring toner levels;

e Monitor/maintain Non-ODIN Property (non-SEB) inventory. Follow-up discrepancies
when needed. Perform quarterly reviews & coordinate findings with code JA, and
follow-up on disparities;

e Sort and distribute Mail. Forward mail as necessary. Perform afternoon delivery of mail
to the center mailroom facility;

e Distribute & mail copies of contracts, modifications and delegations. Maintain
distribution lists contain dates recording distribution and submit original to coginziant
contract specialist;

e Support contract and grant archiving activities in accordance with the Records Retention
Schedule; and }

e Perform clerical duties as required by Job Order Request Form such as preparation of
letters, memos and other documentation; scanning documents; distribute NFS/FACS;
copies; preparation of file labels and filing; and other similar administrative activities.

B. Hours of Work

The standard workday will be in accordance with the contract. In order to promote a flexible
work place atmosphere consistent with the allowances made for the civil servant staff, minimal
(1 person) Division coverage is necessary Monday through Friday between the core hours of
7:30 a.m. to 4:30 p.m.



C. Government Furnished Equipment

See Section J, Attachment A3 of the contract.

D. Performance Requirements Summary (see attached)

See attachment.

Subtask 1.1.2 Acquisition Business Process Support

A. Subtask description

The contractor shall perform the following administrative and clerical functions in support of the
NASA Ames Grants Office. All documents are generated in Microsoft Word or Excel.

e Prepare grant proposal receipt and acknowledgement correspondence;

e Prepare grants/cooperative agreements for award and supplemental funding. Maintain
and process relevant data; '

e Perform data entry of grants data in the Center and Agency —accessible automated
information systems;

e Process and administer Intergovernmental Personnel Act (IPA) actions including the
processing & routing of invoices;

e Provide all necessary clerical support as necessary including distribution of incoming
mail, awards, final reports; and _,

e Monitor status of grant expiration and provide reminders to NASA task monitors of grant
expiration. Inform Task Monitor of grant expiration date; request if there is intent to
renew; and request funds as necessary.

e Provide support to the Code J Business Portal Service Desk Support on behalf of Code
JA for internal ARC customers. Facilitate “help desk” support as the first tier customer
service Point of Contact (POC) in response to walk-in, phone or electronic
communication inquiries. Develop and maintain work flow processes and/or job aids
outlining acquisition practices and/or other Code J business practices. Provides responses,
or routes to either a web generated central repository for the data being requested, or to a
second tier POC for specialized assistance. Prepare acknowledgement of receipt of
request to requestor and follow-up as necessary.

e Provide support to the Ames P-Card Team for P-card activities such as
developing/maintaining various P-card related databases or records, facilitating the
completion of the monthly reconciliation and validation efforts for the P-card transactions
and the development and maintenance of work flow processes outlining the ARC P-Card
Validation Process. Additional responsibilities include supporting the P-Card customers,
IFMP Help Desk and ARC P-Card coordinator in answering questions or developing
training material, and developing best practices for the various P-Card processes.
Requires a working knowledge of NASA’s P-Card software system and Core Financial
Software: SAP R/3 systems.



B. Hours of Work

The standard workday will be in accordance with the contract. In order to promote a flexible
work place atmosphere consistent with the allowances made for the civil servant staff, minimal

(1 person) Division coverage is necessary Monday through Friday between the core hours of
7:30 a.m. to 4:30 p.m.

C. Government Furnished Equipment
See Section J, Attachment A.3 of the contract.

D. Performance requirements Summary
See attached.
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Task Plan JA 1.2
Office Administrative Services and University Grants Services

Planners’ subcontractor, Muniz Engineering, Inc., will provide five positions to support
office administrative services and university grant services. The Planners Management
Team provides guidance and direction to all contract staff in making the NASA vision
our mission.

The Senior Grant Specialist will have at a minimum a high school diploma, three years
work-related experience, and a solid working knowledge of the NASA grant
administration process.

The Acquisitions administrative assistants and / or clerks will have at a minimum a high
school diploma and two years of work-related experience. This work will be performed
by professional, independent, and diplomatic staff with the ability to plan, organize,
prioritize and structure required tasks and information.

The team will be split between office administrative services and university grant
services to the extent required to perform, based on priorities set by the Grant Officer and
the Code JA Task Manager.

Continuous advanced preparation and awareness of program needs will enable
performance through periods of employee absences. Up-to-date desk guides will provide
for efficient back-up capabilities.

Additional project needs that may arise will be met with existing staff through
reassessment of priorities and reassessed deliverables process time, with the concurrence
of the Code JA Task Manager.
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NA {AL AERONAUTICS AND SPACE ADMINIST,  ION
AMES RCSEARCH CENTER
Moffett Field, CA 94035-1000

TASK ORDER
Prime Contract No.: NNAC4CA76C (BOATS)

Task Order No.. JA 1.2

This Task Order is issued in accordance with the task grdering procedure of the
contract. This is not an authorization to proceed with the required work. Such
authorization must be issued by the approving otticial.

TITLE: Office Admin Services & University Grants
SCHEDULE:
Estimated Beginning Date: October 1, 2005
Estimated Compietion Date: | September 30, 2006
Labor Category: Est. Est. Direct Labor Total
' Hours Hrs. Monthly Rate Direct Cost

Total Direct Labor
Overhead

Subcomract Labor Services
Subtotal Labor and Subcontracts
Gé&A

OTHER DIRECT COSTS B-4
Materials

Travel

Training

Other ODC

Total ODCs (Not to Exceed)

G8A

Flow-through items ( Muniz Engineering)
ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT: B-4

ESTIMATE OF TOTAL COST FOR FEE/PROJECT MANAGEMENT ALLOCATION:
ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: $ 339,358

This amount shall not be exceeded without prior approval of the Contracting Officer @'\/



NNAOQ4CA7T6 Task Order No.: JA-1.1
'74” ) . -
Task Requester: /” 6/ ] ///'7 (g [Q, 7 47 Date: /f// / //5

Scatt J. Malsom
COTR: % W Date: _/ ”A{// '
Contracting Officer AAA ,Z,;,lv g\‘ —7/\—/ Date: \;9 / 6 / c S

Task Requester Concurrence
of Contractor’s Task Plan an U -
Contractor’s Cost Estimate: W W ' Date: / Z’/ ) / J 5
COTR Concurrence of W /

’ : % Date: // g A

s

Contractor’s Task Plan:

CONTRACTOR'S ACCEPTANCE:
\

Contractor's . . //

Representative: \./’.Z /l e e P2 ' Date:/ S
// i

AUTHORIZATION:

Authorized period of performance:

Béginning Date: /0///5.(

Completion Date: ? / 32 r/ﬂé

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task
Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNAO4CA76. Nothing in this Task Order shall be
construed as authorizing performance in excess of funds available on the Contract.

This Task Order is approved for performance.

/)
/ \
Approving Ofﬁcxal( A3 i A e ‘ W Date: [ ;—6’ C) 6

Distribution:

Contracting Officer (Original)
Contractor

COTR

Task Requester




Task Order No.: JA-1.1

Task Description for :

Office Administration and Acquisition Business Process Support

Contract NNAQO4CA76

Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after
receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

Period of Performance: October 1, 2005 — September 30, 2006

Ames Research Center’s Acquisition Division is responsible for acquiring the goods and services
required to support ARC in meeting its mission. Under this task order the contractor provides
support to the Acquisition Division under two subtasks: Office Administrative Services and
Acquisition Business Process Support Services.

The Contractor is required to provide all necessary administrative, documentation, and technical
support, and all services related to the following two subtask functions. For assignments that do
not have existing start and end dates specified in this SOW, the work will be assigned with a Job
Order Request Form that specifies a required schedule for completion.

Functions for the Office Administrative Services include but not limited to various acquisition
related data entry into manual, spreadsheet or menu-based management information systems;
report generation; document review, generation and tracking; management of office supplies; key
operator functional support for Code JA Division photocopiers; non-ODIN property (non-SEB
support), mail delivery/distribution, and general clerical support such as document preparation,
distribution, copying, etc..

Functions for the Acquisition Business Process Support include support for processing grants,
cooperative agreements and Intergovernmental Personnel Act (IPA) actions as well as providing
support to the P-Card program and Directorate Portal office.

The Contractor shall perform these activities in conformance with NASA & ARC Policies,
Guidelines, and Procedures, the FAR & the NASA FAR Supplement, and the NASA Grant

Handbook.

Subtask 1.1.1 Office Administrative Services
A. Subtask Description

e Prepare Travel Authorization Packages (via Travel Manager) on behalf of Division staff
as requested. Contractor personnel will take training and become proficient in the Travel
Manager system and become the primary travel document preparer for the division;

e Maintain Spreadsheets of Code JAB RFP, PR, & COTR training logs;



e Data entry support for SF 294s and SF 295s into spreadsheets; Monitor submittal of SF
294s and SF 295s. and notify cognizant contract specialists of late deliverables. Follow-
up with contract specialists until reports are received. Maintain log of contractors with
late deliverables;

e Distribute Procurement Data System reports from AMS, FPDS, or similar Tracking
Reports to Branch Chiefs and input any data changes and/ or corrections. Data
changes/corrections shall be completed 2 days after receipt;

e Develop, maintain, and enter data from buyer log sheets for Simplified Acquisitions
(SAP), Scientific and Engineering Workstation Procurement (SEWP), and Personnel
Systems Center (PSC), Data entry of log sheets shall be completed, the log sheet initiated,
dated and returned to Code JAB within 4 days of receipt;

o Input NF 507 data for incremental funding actions, closed contracts and purchase orders
into Procurement systems databases, including NF 507s used to correct errors in
Procurement Data Systems;

e Coordinate, prepare, and track Tax Exempt Certificates. Tax Certificates should be

provided to the Contracting Officer within 3 days after request;

Verify “A” orders are ready for closing. Maintain file system for closed “A” orders;

Maintain tracking of spreadsheets of all inactive and closed contracts and locations;

Mail NASA Vendor Packages when requested by Center Small Business Specialist;

Monitor and maintain JA supplies and prepare orders forms for supplies, including paper

and other routine office supplies. Coordinate with the Division Bankcard Buyer items not

routinely stocked within 24 hours of request. Prepare quarterly reports summarizing store
stock purchases including analysis of purchases and recommendations for more cost
efficient purchases;

e Provide Key Operator support for JA photocopy machines including placing service calls
when required, and ordering toners & monitoring toner levels;

e Monitor/maintain Non-ODIN Property (non-SEB) inventory. Follow-up discrepancies
when needed. Perform quarterly reviews & coordinate findings with code JA, and
follow-up on disparities; _

e Sort and distribute Mail. Forward mail as necessary. Perform afternoon delivery of mail
to the center mailroom facility;

e Distribute & mail copies of contracts, modifications and delegations. Maintain
distribution lists contain dates recording distribution and submit original to coginziant
contract specialist;

e Support contract and grant archiving activities in accordance with the Records Retention
Schedule; and "

e Perform clerical duties as required by Job Order Request Form such as preparation of
letters, memos and other documentation; scanning documents; distribute NFS/FACS;
copies; preparation of file labels and filing; and other similar administrative activities.

B. Hours of Work

The standard workday will be in accordance with the contract. In order to promote a flexible
work place atmosphere consistent with the allowances made for the civil servant staff, minimal
(1 person) Division coverage is necessary Monday through Friday between the core hours of
7:30 a.m. to 4:30 p.m.



C. Government Furnished Equipment

See Section J, Attachment A3 of the contract.

D. Performance Requirements Summary (see attached)

See attachment.

Subtask 1.1.2 Acquisition Business Process Support

A. Subtask description

The contractor shall perform the following administrative and clerical functions in support of the
NASA Ames Grants Office. All documents are generated in Microsoft Word or Excel.

e Prepare grant proposal receipt and acknowledgement correspondence;

e Prepare grants/cooperative agreements for award and supplemental funding. Maintain
and process relevant data;

e Perform data entry of grants data in the Center and Agency —accessible automated
information systems; _

o Process and administer Intergovernmental Personnel Act (IPA) actions including the
processing & routing of invoices;

e Provide all necessary clerical support as necessary including distribution of incoming
mail, awards, final reports; and :

e Monitor status of grant expiration and provide reminders to NASA task monitors of grant
expiration. Inform Task Monitor of grant expiration date; request if there is intent to
renew; and request funds as necessary.

e Provide support to the Code J Business Portal Service Desk Support on behalf of Code
JA for internal ARC customers. Facilitate “help desk” support as the first tier customer
service Point of Contact (POC) in response to walk-in, phone or electronic
communication inquiries. Develop and maintain work flow processes and/or job aids
outlining acquisition practices and/or other Code J business practices. Provides responses,
or routes to either a web generated central repository for the data being requested, or to a
second tier POC for specialized assistance. Prepare acknowledgement of receipt of
request to requestor and follow-up as necessary.

e Provide support to the Ames P-Card Team for P-card activities such as
developing/maintaining various P-card related databases or records, facilitating the
completion of the monthly reconciliation and validation efforts for the P-card transactions
and the development and maintenance of work flow processes outlining the ARC P-Card
Validation Process. Additional responsibilities include supporting the P-Card customers,
IFMP Help Desk and ARC P-Card coordinator in answering questions or developing
training material, and developing best practices for the various P-Card processes.
Requires a working knowledge of NASA’s P-Card software system and Core Financial
Software: SAP R/3 systems.



B. Hours of Work

The standard workday will be in accordance with the contract. In order to promote a flexible
work place atmosphere consistent with the allowances made for the civil servant staff, minimal
(1 person) Division coverage is necessary Monday through Friday between the core hours of
7:30 a.m. to 4:30 p.m.

C. Government Furnished Equipment
See Section J, Attachment A.3 of the contract.

D. Performance requirements Summary
See attached.



199US }I0md1/99ys J0]

uonNqLISIp Youelg Ioj
SMOTADI JUR)SISSE UTWIPY Youelg

‘s30] yoa1d j0dg

ur
oUI00 SG6T AS S® IS1] SY09Y2 SHS

Yoom 1od
sjuawWmoIop () 03 § A[drewnxoiddy

*$10)0B0U0))
‘901JJO UOISIAI(] ‘SoyoueIg
{ 10J HI0S ‘A[Tep 90UO SIWOD [IBJA]

"Yoom 1ad saouwr SO

‘dn-moroy axmbaz
$10j0B1U00 ()7 A[orewrxoiddy

‘SIoy

" UIyIIM 10 Juswnoop
UO pajestpul se

a1ep anp £q passjduwos
SJUSUIMOOP [V

"1d19021 JO 1oy suo
UTY}IM PIUOS [Tell [y

1d199a1 jo
SAep ()] UIYIIM POMIIADI
suodai orpoliag

“{oda1 jruqns

10U S90p 10J0BIIUOD

oy} J1 Is11e10ads JornUOD
19'jU0) ‘s1oyrenbpesyy
Kq pajsonbai sy

-podox Jruqns
10U S90P 10}9BIU0D

yoddng p1op\ 1yosoIdIN

A12AT0( TR

yoddng Apadoig NIO-uoN

spodal gS 9pIM-YSYN 10J
OH Aq pasn—i1oda1 667 IS

‘KorInooe pue ssouoyojduiod dn-mojjoj a1mbai oy} J1 3sIfe1dadg
10J podoy [eUl SMIIAI SHS s1030e1jU09 ()7 ATojewrxoiddy 19B1U0)) J0BIU0)) wodal y67 S
1d1ooar 103
sur[pesap 1aye skep (¢
s1030e11U00 G ¢ A[oreunxoidde unym 39syspeads ojur
190yspeaids paysIuly SMIIASI woy (¢ (udy 2 o€ 1°0) indur ejep pue pamaIaal
(sgs) 1s1emadg ssauisng [[ewIS Aj[enuue-1uas paAIddAI sy67 IS spodai 1010e1U0)) 1odol p67 IS
['T seiqng
ueRAINng Jo PBODJIOAA spiepue)}g SIIIAIIS
ﬁo.ﬁo_z pajewinsy DUBULIOJIdJ paamnbay

Arewrung sjyudwd.ambay a¢

\R(REE



“PanssI SULIOJ Joeqpas,] Jowoisn)

"S10}TUOUI YSB) JO
3ooyo-j10dg "s|[ed Jo 129ys 30[ uo
paseq Hoda1 Ayjuowt 1030B1U0D)

‘sqol 10y sy129ys 307]

10)sonbax Aq M21ADY

“yooyo-jodg
SISWIOISNO o9 0-j0dg
3o yooyo-jodg

SISWIOISNO Yoayo-10dg

JduUE[[IIAING JO
POYPRI

Aep 1ad sq1e0 (02

(s>se1 yoq 10§ Te301)
uowt yoes axdxs syuerd (g-Op

"peopjiom uo Surpuadap ‘snoure A
Yoom 1od suonoe ¢-7

_ Joom
1od syuownoop (] Ajorewrxoxddy

Aep 1ad suonoe z-1
Arep sqof Adod (z-01

¥oom 1od qof uonnqiysip suQ

peopiIoM
pajyewnysy

€
10 7 1311, KQ POAJOSaI ST
anssi [un | 1917, Aq dn
MO[[0J Ie[n3ay ‘[ 1d1],
Aq asuodsal ojerpaurwy

jueid yo uonendxs

03 Joud syjuow

0M] P2JIBIUOD 3q

[[1M JOJTUOW [BOTUYII T,

‘Sqe[reAe st
awn uaym syuswu3Isse
10y 00[ A[aA13oR01]

“3sanbai qof uo pajesipur

oum) urym 9)s1duon)

1d1a0a1
Jo smoy 4 urqim
P3[Y Susumaop 1y

KI9AT[9Pp 10§ Ssysonbau
01 A[own) puodsay
BuiAdos 10y Yyor swoy
[[e AJtep punoreump,

*1d19901 JO sAep ¢ UM
SJUSWINOOP ANGLSI(]

spiepue)g
JUBWLIOYIN

Arewrming sjudwaanbayy 92

uoddng [euod aje1030011(]

"SWIa
uoroe pannbar pue sajep
uonendxs jueid Jo siojruour
yse)l YSYN pue sjuardioar
Jue1d Furpuie—sjueln)

71 vseang

sayouelq yr
apo) 1ayj0 0} Joddns urwpe
sop1aoid ‘Fumrurrad swn

sanN( SANENSIUIWPY oY1)

Burytg
S92IAIDG A19AT[0(q
Suikdon

uonnqLsi(y

(panunuoo) 11 yseiqng

SIAIG
paainbay

10J13g



1sanbai yse}

Aq paynuspl souwreyow Juswdojaaap
UIY)IM UOTIBIUSWINOOP UOIEJUSUINIOP SITJORIJ
Yorqpa9,] J0JeUIPIOO)) pIe)-d paisanbai sy o191dwio)) 159¢ 2% Surure1], pre)-4

walsAs oY) urg)m

‘sIseq Ayuour Aed pue S)IPaId 10 S)IQIP
B UO UOTJBULIOJUL JO SUIS)I Burpue)sino ou 309[J31
orqPa3,] 10JeUIPIOO)) PIe)-d aur] 000‘01 03 dn Jo uonepieA 0} $00q 3y} doue[Rg uoddng uonepre A pre)-4
ureo}

preD-d oY) woi yoddns Surysas
Ajrunurnuod IapjoypIes ayj Jo

2,07 UMM — Ayuou suorjoesuer) SIaQqUISW Ures) pred-q
000¢ 01 dn 10§ paxnbaz / JowoIsnd woy sjsanbaz poddng
Yorqpaa,] 10JeUIPIOO)) PIe)-d 9Ie S}I0JJ9 UOHRI[IOU0IY 0} asuodsax Ajouur ], UOLRI[IOUOIY pre)-d

Arewiming syudwdambay °  waoprg



Task Plan JA 1.2
Office Administrative Services and University Grants Services

Planners’ subcontractor, Muniz Engineering, Inc., will provide five positions to support
office administrative services and university grant services. The Planners Management
Team provides guidance and direction to all contract staff in making the NASA vision
our mission.

The Senior Grant Specialist will have at a minimum a high school diploma, three years
work-related experience, and a solid working knowledge of the NASA grant
administration process.

The Acquisitions administrative assistants and / or clerks will have at a minimum a high
school diploma and two years of work-related experience. This work will be performed
by professional, independent, and diplomatic staff with the ability to plan, organize,
prioritize and structure required tasks and information.

The team will be split between office administrative services and university grant
services to the extent required to perform, based on priorities set by the Grant Officer and
the Code JA Task Manager.

Continuous advanced preparation and awareness of program needs will enable
performance through periods of employee absences. Up-to-date desk guides will provide
for efficient back-up capabilities.

Additional project needs that may arise will be met with existing staff throﬁgh
reassessment of priorities and reassessed deliverables process time, with the concurrence

of the Code JA Task Manager.
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Planners Collaboracive

408 738 8317

NATIONAL AERONAUTICS AND SPACE ADMINISTRATION

AMES RESEARCH CENTER
Moffett Field. CA 94035-1000

TASK ORDER

Prime Contract No.. NNAG4CA76C (BOATS)

Task Order No.: JA 1.4 Rev1

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is not an authorization to praceed with the required work. Such
authorization must be issued by the approving official.

TITLE: Office Administration and Acquisition Business Process Support

PURPOSE: Reduce FTEs

Estimated Beginning Date: Octaober 1, 2004

Estimated Completion Date: September 30, 2005

Labor Category: Est. Est. Direct Labor Totl
Houre Hrs, Monthly Rate - Direct Cost

Total Direct Labor B

Qverhead

Subcontract Labor Services

Subtotal Labor and Subcontract

G&A

OTHER DIRECT COSTS

Materials

Travel

Training

Qther ODC

Total ODCs (Not to Exceed)

G&A

Flow-through items ( Muniz Engineering)

ESTIMATE OF TOTAL DIRECT COST FOR TASK SUPPORT: B-4

ESTIKATE OF TOTAL COST FOR FEE/PROJIECT MANAGEMENT ALLOCATION: -

360,473

ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: $

This amount shall not be exceeded without prior approval of the Contracting Ofticer

o



NNAO04CA76 Task Order No.: JA-1.1

Task Requester: /7[77;/ /77 462}47‘( Date: /c‘-‘// 7/4’5 -
Malsom

COTR: % Date: _/" ”/'2’,// '

Contracting Ofﬁcer\/ /()L,(_Av K\‘ v‘7/¥/ Date: \a { 6 / o<

Task Requester Concurrence

of Contractor’s Task Plan and Y Y B
Contractor’s Cost Estimate: M ‘% /%(?/(wa:’/l Date: / L/ .2~/ / J 5
COTR Concurrence of W /
Contractor’s Task Plan: % Date: 4 / 3/0 A

CONTRACTOR'S AC CEPTAN CE:

Contractor's R
Representative: \,af.[, ,/{7/"' fﬁé/ : Date:l / Q g ? ﬁ >

AUTHORIZATION:

Authorized period of performance:

Beginning Date: 7 0/ / / p¢
Completion Date: Z/ 3 ﬂ’/aé

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task
Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNAO4CA76. Nothing in this Task Order shall be
construed as authorizing performance in excess of funds available on the Contract.

This Task Order is approved for performance.

) :Z Date: -4~ 06

Approving Officigl:

Distribution:

Contracting Officer (Original)
Contractor

COTR

Task Requester



NNAO4CAT76 Task Order No.: JA-1.1

4 ) ) [ Y )
Task Requester: Rosa Tonarelli L?;‘ﬁ?ﬁ:/ 77 y / ' Date: q/ """r/a 9’
COTR: Ff‘ (74905 /Wk/ W Date: ?: / 7/67’,;/
Contracting Ofﬁced%; %/Vé O&M Date: ? / 20 /d 7’/ '
Task Requester Concurrence o
of Contractor’s Task Plan and @7 77,, / / d ’ , -
Contractor’s Cost Estimate: / oo 1 [ % Mol Date: ! / 24/ 05

, 7 7

COTR Concurrence of % W /
Contractor’s Task Plan: u Date: 3 /08

CONTRACTOR'S ACCEPTANCE:

R

| .
Contractor's = 7 , — e
Representative: %XX/I%‘— Date: e d s
Pz
AUTHORIZATION:

Authorized period of performance:

Beginning Date: 067— // 200 ¢
Completion Date: SEP7. 34,2693

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task
Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNA04CA76. Nothing in this Task Order shall be
construed as authorizing performance in excess of funds available on the Contract.

This Task Order is appro?:gdffor;.performance.

'f/

{;’

Approving Ofﬁciali\/ a AL, . Date: L// s/les
. » / T

Distribution: '
Contracting Officer (Original)
Contractor
COTR

Task Requester



Task Order No.: JA-1.1

Task Description for :

Office Administration and Acquisition Business Process Support

Contract NNA(G4CAT6

Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after
receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

Period of Performance: October 1, 2004 — September 30, 2005

Ames Research Center’s Acquisition Division is responsible for acquiring the goods and services
required to support ARC in meeting its mission. Under this task order the contractor provides
support to the Acquisition Division under two subtasks: Office Administrative Services and
Acquisition Business Process Support Services.

The Contractor is required to provide all necessary administrative, documentation, and technical
support, and all services related to the following two subtask functions. For assignments that do
not have existing start and end dates specified in this SOW, the work will be assigned with a Job
Order Request Form that specifies a required schedule for completion.

Functions for the Office Administrative Services include but not limited to various acquisition
related data entry into manual, spreadsheet or menu-based management information systems;
report generation; document review, generation and tracking; management of office supplies; key
operator functional support for Code JA Division photocopiers; non-ODIN property (non-SEB
support), mail delivery/distribution, and general clerical support such as document preparation,
distribution, copying, etc.. .

Functions for the Acquisition Business Process Support include support for processing grants,
cooperative agreements and Intergovernmental Personnel Act (IPA) actions as well as providing
support to the P-Card program and Directorate Portal office.

The Contractor shall perform these activities in conformance with NASA & ARC Policies,

Guidelines, and Procedures, the FAR & the NASA FAR Supplement, and the NASA Grant
Handbook.

Subtask 1.1.1 Office Administrative Services

A. Subtask Description

« Prepare Travel Authorization Packages (via Travel Manager) on behalf of Division staff
as requested. Contractor personnel will take training and become proficient in the Travel
Manager system and become the primary travel document preparer for the division;

e Maintain Spreadsheets of Code JAB RFP, PR, & COTR training logs;



¢ Data entry support for SF 294s and SF 295s into spreadsheets; Monitor submittal of SF
294s and SF 295s. and notify cognizant contract specialists of late deliverables. Follow-
up with contract specialists until reports are received. Maintain log of contractors with
late deliverables;

» Distribute Procurement Data System reports from AMS, FPDS, or similar Tracking
Reports to Branch Chiefs and input any data changes and/ or corrections. Data
changes/corrections shall be completed 2 days after receipt;

¢ Develop, maintain, and enter data from buyer log sheets for Simplified Acquisitions
(SAP), Scientific and Engineering Workstation Procurement (SEWP), and Personnel
Systems Center (PSC), Data entry of log sheets shall be completed, the log sheet initiated,
dated and returned to Code JAB within 4 days of receipt;

¢ Input NF 507 data for incremental funding actions, closed contracts and purchase orders
into Procurement systems databases, including NF 507s used to correct errors in
Procurement Data Systems;

¢ Coordinate, prepare, and track Tax Exempt Certificates. Tax Certificates should be
provided to the Contracting Officer within 3 days after request;

¢ Verify “A” orders are ready for closing. Maintain file system for closed “A” orders;

¢ Maintain tracking of spreadsheets of all inactive and closed contracts and locations;

+ Mail NASA Vendor Packages when requested by Center Small Business Specialist;

¢ Monitor and maintain JA supplies and prepare orders forms for supplies, including paper
and other routine office supplies. Coordinate with the Division Bankcard Buyer items not
routinely stocked within 24 hours of request. Prepare quarterly reports summarizing store
stock purchases including analysis of purchases and recommendations for more cost
efficient purchases;

¢ Provide Key Operator support for JA photocopy machines including placing service calls
when required, and ordering toners & monitoring toner levels;

* Monitor/maintain Non-ODIN Property (non-SEB) inventory. Follow-up discrepancies
when needed. Perform quarterly reviews & coordinate findings with code JA, and
follow-up on disparities;

¢ Sort and distribute Mail. Forward mail as necessary. Perform afternoon delivery of mail
to the center mailroom facility;

o Distribute & mail copies of contracts, modifications and delegations. Maintain
distribution lists contain dates recording distribution and submit original to coginziant
contract specialist; '

« Support contract and grant archiving activities in accordance with the Records Retention
Schedule; and

s Perform clerical duties as required by Job Order Request Form such as preparation of
letters, memos and other documentation; scanning documents; distribute NFS/FACS;
copies; preparation of file labels and filing; and other similar administrative activities.

B. Hours of Work

The standard workday will be in accordance with the contract. In order to promote a flexible
work place atmosphere consistent with the allowances made for the civil servant staff, minimal
(1 person) Division coverage is necessary Monday through Friday between the core hours of
7:30 a.m. to 4:30 p.m. ‘



C. Government Furnished Equipment

See Section J, Attachment A3 of the contract.

D. Performance Requirements Summary (see attached)

See attachment.

Subtask 1.1.2 Acquisition Business Process Support

A. Subtask description

The contractor shall perform the following administrative and clerical functions in support of the
NASA Ames Grants Office. All documents are generated in Microsoft Word or Excel.

e Prepare grant proposal receipt and acknowledgement correspondence;

e Prepare grants/cooperative agreements for award and supplemental funding. Maintain
and process relevant data;

s Perform data entry of grants data in the Center and Agency —accessible automated
information systems;

¢ Process and administer Intergovernmental Personnel Act (IPA) actions including the
processing & routing of invoices;

¢ Provide all necessary clerical support as necessary including distribution of incoming
mail, awards, final reports; and

¢ Monitor status of grant expiration and provide reminders to NASA task monitors of grant
expiration. Inform Task Monitor of grant expiration date; request if there is intent to
renew; and request funds as necessary.

¢ Provide support to the Code J Business Portal Service Desk Support on behalf of Code
JA for internal ARC customers. Facilitate “help desk” support as the first tier customer
service Point of Contact (POC) in response to walk-in, phone or electronic
communication inquiries. Develop and maintain work flow processes and/or job aids
outlining acquisition practices and/or other Code J business practices. Provides responses,
or routes to either a web generated central repository for the data being requested, or to a
second tier POC for specialized assistance. Prepare acknowledgement of receipt of
request to requestor and follow-up as necessary.

¢ Provide support to the Ames P-Card Team for P-card activities such as
developing/maintaining various P-card related databases or records, facilitating the
completion of the monthly reconciliation and validation efforts for the P-card transactions
and the development and maintenance of work flow processes outlining the ARC P-Card
Validation Process. Additional responsibilities include supporting the P-Card customers,
IFMP Help Desk and ARC P-Card coordinator in answering questions or developing
training material, and developing best practices for the various P-Card processes.
Requires a working knowledge of NASA’s P-Card software system and Core Financial
Software: SAP R/3 systems.



B. Hours of Work

The standard workday will be in accordance with the contract. In order to promote a flexible
work place atmosphere consistent with the allowances made for the civil servant staff, minimal
(1 person) Division coverage is necessary Monday through Friday between the core hours of
7:30 a.m. to 4:30 p.m.

C. Government Furnished Equipment
See Section J, Attachment A.3 of the contract.

D. Performance requirements Summary
See attached.
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-lec 28 03 03:33p QUANTUM SERVICES INC 408 738 83l7

NATIONAL AEROMNAUTICS AND SPACE ADMINGSTRATIGN
AMES RESEARCH CENTER
Moffett Field, CA 94035-1000

TASK ORDER
Prime Contract No. NNACG4ACA7EC (BOATS)

Task Order No.: JA 1

This Task Order is issued in accordance with the task ordering procedure of the
contract. This is hot an authorization to proceed with the required work. Such
authotization must be issued by the approving officiat.

TITLE: Office Admin Services & University Grante

SCHEDULE:

Estimated Beginning Date: January 1, 2004

Estimated Completion Date: September 30, 2004

Labor Category: Est Est. Diwect Labor Total
Hours Hrs. Monthly Fate Direct Cost

Total Direct Labor b-4

Overhead

Subcontract Labior Services
Subtotal Laber and Subeontracts
G&A

OTHER DIRCCT COSTS
Materials

Travel

Trainirgy

Other JDC

Totai ODCs {Not to Exceed)

GaA

Flow-through items ( Muniz Engineering}
ESTIMATE OF TOTAL DIRECT COSTFOR TASK SUPPORT: B-4

ESTIMATE OF TOTAL COST FOR FEEPROJECT MANAGEMENT ALLOCATION:

ESTIMATE OF TOTAL COST/FEE FOR TASK SUPPORT: § 253484

This amount shail not be gxceeded without prior approvat of the Contracting Officer



NNAO4CA7T6 Task Order No.: JA-1
Task Requester: Qosf’f lonprELL T Date: |2~ Déc o3

COTR: Zi[%ﬂ% MMM/ Date: /2/;;»/& 7
Contracting Officer: %ﬂ g W Date: /'2///’27/ 7.3

Task Requester Concurrence

of Contractor’s Task Plan and i . :
Contractor’s Cost Estimate: %;_ WW Date: / - 7’ o §/
COTR Concurrence of | ' W - -
Contractor’s Task Plan: (% Date: / /Y03

CONTRACTOR'S ACCEPTAlE CE:

Contractor's / §
Representative: M/Yé % Date: //? - 7
S o v

AUTHORIZATION:

Authorized period of performance:

Beginning Date: C/L/Ot/’

Completion Date: C]/ 2 OL 0 5[

Approval is given for the Contractor to commence work on this Task Order in accordance with the Contractor's Task
Plan, except as noted below.

This Task Order is subject to all the terms and conditions of Contract NNAO4CA76. Nothing in this Task Order shall be
construed as authorizing performance in excess of fiinds available on the Contract.

This Task Order is approved for performance.

/

Approving Official: ,_,&t/{/éq,ﬁ ‘/\/ s 7ﬂte: //H/OH/

Distribution:

Contracting Officer (Original)
Contractor

COTR

Task Requester




Task Order No.: JA-1

Task Description for :

 Office Administration and University Grants Services

Contract NNAO4CA76

Please acknowledge receipt and acceptance of this task order within ten (10) calendar days after
~ receipt (in accordance with NASA FAR Supplement clause 1852.216-80). Work shall not
commence prior to approval of the Task Plan by the Contracting Officer.

The Ames Research Center, Acquisition Division is responsible for acquiring the goods and
services required needed to support ARC in meeting its mission. Under this task order the
contractor provides support to the Acquisition Division under two subtasks: Office
Administrative Services and University Grants Services.

Functions for the office Administrative Services include: various acquisition related data entry
into manual, spreadsheet or menu-based management information systems; report generation;
document review, generation and tracking; management of office supplies; and key operator
functions for the Acquisition Division copiers. Other duties include non-ODIN property support
(non-SEB) mail delivery, and clerical duties such as document preparatlon distribution,

copying, etc.

Functions for the University Grants Services include processing grants, cooperative agreements
and Intergovernmental Personnel Act (IPA) actions.

This task is being written in relationship to the contract statement of work paragraphs 4.3. 1
Office Administrative Services and 4.3.2, University Grants Services.

Compliance documents to be utilized in the performance of this task are:

Federal Acquisition Regulation (FAR) NASA FAR Supplement (NFS)
Procurement Operations Notices (PON) Ames Quality Manual

NASA Grants and Cooperative Agreement Handbook, NPG 5800.1

OMB Circulars A-21, A-110, A-121,, A-122, and A-133  NASA Directives

NASA Ames Grant Closeout Procedures

Subtask 1.1 Office Administrative Services

A. Period of Performance
January 1, 2004 through December 31, 2004



B. Description of Work

Examples of Data Entry and Report Generation Functions are:
Note: The largest annual volume of entries in any one system should be about 15 000.

¢ Socioeconomic Reports SF 294 and SF 295

Prepare semiannual spreadsheet reports and notify contract specialists of late input from
contractors.

SF 294 and SF 295 documents are submitted by contractors on the status of their socioeconomic
achievements against their contractual goals.

Incumbent is to enter data from SF 294 forms into spreadsheet reports for review by the NASA
Procurement Analyst. Incumbent is to notify Contracting Officers if SF 294/ SF 295 are late and

follow-up regularly until reports are received.

e Distribute AMS Tracking Reports to Branch Chief and input any data changes and or
corrections. Data shall be completed 2 days after receipt.

e Develop, maintain, and enter data from buyer log sheets for Simplified Acquisitions
(SAP), Scientific and Engineering Workstation Procurement (SEWP), and Personnel
Systems Center (PSC), Data entry of log sheets shall be completed, the log sheet initiated,
dated and returned to Code JAB within 4 days of receipt.

e Input data on Incremental Funding actions and prepare quarterly reports for JA Division
Office.

e Input NF 507 data for closed contracts and purchase orders in the Acquisition
Management System (AMS) data system, including 507s used to correct errors in AMS.

e Prepare quarterly reports summarizing store stock purchases including analysis of
purchases and recommendations for more cost efficient purchases.

Examples of Document Review, Preparation, Coordination, and Tracking are:

o Coordinate, prepare, and track Tax Exempt Certificates. Tax Certificates should be
provided to the Contracting Officer within 3 days after request.

e Verify “A” orders are ready for closing. When requested, prepare orders for
microfilming. Maintain file system for closed “A” orders.

¢ Maintain spreadsheets of all inactive and closed contracts and locations tracking contracts
to location and log sheet.

e Mail NASA Vendor Packages to vendors requesting information.

Examples of Supplvy Management and Key Operator functions are:

s Monitor and maintain JA supplies and prepare orders forms for supplies, including paper
and other routine office supplies. Items not routinely stocked in JA shall be ordered
within 24 hours of request.



e Key operator functions for JA photocopy machines. Response includes placing service
calls when required. Key operator functions include monitoring toner levels and ordering

toner.

Examples of Other Duties are:

e Non-ODIN Property support (non-SEB)

Review JF report to ensure that it matches the current JA Division equipment locations.
Coordinate findings with JA. Ensure that proper action is taken to match existing JA inventory
with the report, whether that is a change to the report of a change to the equipment. Thisisa
small amount of equipment, primarily printers and miscellaneous equipment. Equipment moves
periodically. It is expected that a random inventory will need to be conducted monthly to ensure
that equipment is properly located/reported.

Note: ODIN is responsible for all computers, monitors, etc. covered by their contract. ODIN
manages most of the equipment in the Division.

e Mail Delivery

Sort mail daily in the supply room shelves provided for Branches, Division Office, and
Contractors. Forward mail as necessary. Perform afternoon delivery of mail to the center
mailroom facility.

Identify addressee, if necessary, by opening document and identifying contract number or name
of addressee. Annotate the envelope with your name and date and time opened and the reason:
e.g. “Opened for identification of addressee”.

Note: A telephone is located near the mail sorting area for purposes of reporting ay suspicious-
looking mail. Although there have been no problems since the anthrax scare of late 2001, NASA
ARC continues to encourage persons sorting mail to call security if they are uncomfortable with
the appearance of any mail.

e Clerical Duties
o Microsoft Word Support

As required by Job Request Form, provides clerical support to prepare
letters, memos and other documentation for the Acquisition Division.
Examples include Purchase Card program letters and documents.

o Distribution

As required by Job Request Form, make NFS/FACS distribution to
appropriate people.

o Copying

As required by Job Request Form, make copies for the Acquisition Division
Office and the Business and Policy Branch.



o Delivery Services

As required by Job Request Form, hand carry documents to N20O or other
buildings.

o Filing

As required by Job Request Form, prepare file labels and file documents for
the Acquisition Division. Example: Purchase Card Program

o Other Administrative Duties
Since not all assignments can be identified in advance, administrative duties
will be assigned in the same manner as the ad hoc duties described above.

See “Process” below.

Process—Job Request Form

For assignments that do not have existing start and end dates specified in this SOW, the work
will be assigned with a Job Request Form that specifies a required schedule for completion.
The Job Request Form and the job will be placed in the in-basket provided for that purpose. Due
dates for these actions will be determined based on the size and complexity of action

C. Hours of Work
See paragraph 3.2 of the Statement of Work

B. Government Furnished Equipment
See Section J, Attachment A3 of the contract.

E. Performance Requirements Summary (see attached)
See Section J, Attachment A.2 of the contract and attached Performance Requirement
Summary

Subtask 1.2 University Grants Services

A. Period of Performance
January 1, 2004 through December 30, 2004

B. Description of Work

The contractor shall perform the following administrative and clerical functions in support of the
NASA Ames Grants Office. All documents are generated in Microsoft Word or Excel.



It is expected that additional funding will come to the Center each year for grant awards. It is not
known at this time how many awards will result from this funding, although it not expected to
exceed 300 actions in any year.

Please note that the University Grants Services are funded by two organizations, Code J and
Code I. For purposes of this Task Order, one position will be funded by Code I. However, the
work is the same for the purposes of tracking performance.

e Prepare grant proposal receipt and acknowledgement correspondence.

e Prepare grants/cooperative agreements for award and supplemental funding. Maintain
and process relevant data.

¢ Perform data entry of grants data in the Center and Agency —accessible automated
information systems.

e Process and administer Intergovernmental Personnel Act (IPA) actions.

e Provide all clerical support as necessary.

e Monitor status of grant expiration and provide reminders to NASA task monitors of grant
expiration. Inform Task Monitor of grant expiration date; request if there is intent to
renew; and request funds as necessary.

C. Hours of Work
See Paragraph 3.2 of the Statement of Work.

D. Government Furnished Equipment
See Section J, Attachment A.3 of the contract.

E. Performance requirements Summary
See Section J, Attachment A.2 of the contract and attached Performance Requirements Summary.
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