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AFRL INTERNATIONAL OFFICE (AFOSR/IO)

INFORMATION TECHNOLOGY AND INTERNATIONAL EXPERTISE SUPPORT (ITIES) 

PERFORMANCE - BASED STATEMENT OF WORK (PBSOW)

19 JULY 2004

1.0 BACKGROUND.  The Air Force Office of Scientific Research operates the Air Force Research Laboratory’s International Office (AFOSR/IO), and international overseas detachments, including the Asian Office of Aerospace Research and Development (AOARD) located in Tokyo, Japan.  A significant portion of the AFOSR/IO mission is to act as a focal point for international activities and issues within the Air Force Research Laboratory (AFRL), as well as to educate AFRL on international issues that may affect (e.g., add or detract to) AFRL’s research efforts.  In the quest to constantly improve the services AFOSR/IO offers to the AFRL community, AFOSR/IO needs a support contractor to help improve the performance, quality, timeliness and efficiency of its services.

2.0 TECHNICAL REQUIREMENTS.  The contractor shall provide expert advice, assistance, and guidance in support of management, organizational and business improvement efforts.  Duties under this task shall be accomplished IAW all applicable Federal and DoD Directives and Regulations, Air Force and Air Force Materiel Command Directives and Instructions, and AFOSR operating instructions.  

2.1 International Expertise Support.  A critical aspect to successfully advising on how to improve the services that AFOSR/IO provides to AFRL is an intimate knowledge and expertise in international relations related to science and technology (S&T).  The international expertise is applied through various methods including, but not limited to, paragraphs 2.1, 2.2, and 2.4. 

2.1.1 Monitoring Congressional, Executive Level and Office of Secretary of Defense (OSD) activities related to international science and technology; and analyzing and transferring this information to AFOSR/IO.

2.1.2 Interfacing with US Government organizations and allied/friendly embassy and Ministry personnel on AFRL and DoD international S&T programs, as required, in order to provide or gather information and to respond to taskings and suspenses.

2.1.3 Assisting with the development and implementation of AFOSR and AFRL international strategies.  

2.1.4 Providing navigation and documentation support to AFRL personnel processing 
International Cooperative Research and Development (ICR&D) programs.  This includes assisting with documentation related to international agreement processes and providing advice on how to effectively navigate the cradle-to-grave ICR&D process.

2.1.5 Assisting with the exploration and identification of international cooperative programs designed to leverage international basic research capabilities, expertise, and advances.  

2.1.6 Drafting and contributing to written communication including standard correspondence employing hardcopy and electronic products, briefing materials, and reports.

2.2 Information Technology (IT) Support.  An integral aspect of improving AFOSR/IO’s performance is guiding the data management of international activities and issues related to S&T in a Microsoft platform or some other evolving software in the future.  The contractor will be critical in working with AFOSR/IO personnel to develop, maintain and administer its webpage, and secure library in support of AFRL’s international efforts. The contractor shall work with AFOSR personnel in developing this media and to ensure proper identification of level of release.  These requirements are described in more depth in paragraphs 2.2.1 and 2.2.2.

2.2.1 Webpage Development and Maintenance.  The support contractor shall develop and modify, as required, a public access webpage for AFOSR/IO.  The webpage shall conform to all applicable AF Instructions and security provisions.  Duties under this task shall include, but not be limited to:  webpage design, programming and documentation; simple graphics and format design and manipulation; development and editing of webpage text; and functional testing.  Responsibility for data back-up, physical security, and system security for the AFOSR/IO webpage, which currently resides on in-house AFOSR servers, will reside with AFOSR’s overall Information Technology (IT) support contractor.  

2.2.2 AFRL International Library Development and Maintenance.  The AFRL International Library is an on-line suite of software systems and data sources that support AFRL international activities.  The library includes a database, document archive and search engine, and a white paper submittal and evaluation system in support of AFOSR international initiatives.  Duties under this task shall include, but not be limited to: information reporting and demonstration; database design, programming and documentation; datamining; simple graphics and format design and manipulation; functional testing; on-line application form design, testing, administration and maintenance; archive development and maintenance; development of future software applications related to library functions and objectives; design, testing, production; development and administration of the log-in security process including username and password issuance; and connectivity between library and webpage functions; coordinating programs that are managed through the International Library; and coordinate with other DoD databases for reporting activities and facilitating interconnectivity.  The completion of this task requires the contractor to have a working knowledge of Air Force and DoD research organizations with particular emphasis on those offices that participate in international S&T activities.  Responsibility for data back up, physical security, and system security for the AFRL International Library, which resides on in-house AFOSR servers, will reside with AFOSR’s overall IT support contractor.

2.3 International Meeting and Forum Support.  To help improve collaborative efforts within AFRL on international issues, as well as improve collaborative efforts with other national or international organizations, the contractor is required to provide a one-stop-shop for organizing, planning and executing training conferences and symposiums.  In coordination with AFOSR/PI, under the approval of AFOSR/IO Director, the contractor will complete the following in support of these AFOSR-hosted events.

2.3.1 Event Pre-Planning.  Investigate and propose possible formats, dates, topics, speakers, locations, and budgets for conferences and symposiums.  The Government Program Manager will be the approval authority for all conferences and symposiums.
2.3.2 Event Planning.  Coordinate the arrangements for the speakers, the venue, the materials, and audiovisual needs.  This includes but is not limited to confirming speaker attendance, dates, transportation and fees; obtaining speaker biographies and copies of relevant topic papers; providing for catering, seating, and parking; as well as coordinating preparation and reproduction of seminar schedule, invitations, announcements, biographies, resource guide, speaker papers, and anticipated attendee list.

2.3.3 Event Execution.  Ensure a successful implementation of the seminar that shall include, but not be limited to: capturing audio and/or video record of events, provide event security to the extent of monitoring access points (at no time shall the contractor enter a situation in support of this subtask that can be defined as unsafe), make reimbursable payments (if approved by the Government) for event related costs (e.g., honorariums, travel expenses, and venue).
2.3.4 Post-Event Wrap-Up.  Prepare a summary of the event, discuss lessons learned, create/produce/distribute CDs of all approved post-event materials, including, but not limited to attendance lists, papers, biographies, and related documents.

2.3.5 For PBSOW paragraph 2.3, the contractor shall provide support for two to four events a year.

2.4 Transition.  The transition period of performance is one week prior to subject contract start date.  This transition is required to transfer the IT knowledge from the incumbent contractor to the new contractor.

2.5  Management.  The contractor will need to provide on-site management that serves as the focal point for interfacing with the Government and synergistically fusing the international expertise support, information technology support and international meeting and forum support to enhance AFRL’s leveraging of international science and technology opportunities.

3.0 LOCATION.

3.1 Primary Work Location.  AFOSR is based in the Ballston area of Arlington, VA.  Technical requirements noted in PBSOW paragraphs 2.1, 2.2, and 2.3 shall primarily be accomplished in-house at AFOSR as well as in and around the Washington DC Metro Area.  

3.2 Travel.  Travel in support of the aforementioned requirements will be required as directed by the Government Program Manager.  Authorized travel includes local, domestic, and international travel and shall be subject to the Federal Acquisition Regulation (FAR) and the Joint Travel Regulation (JTR).  Estimates of annual travel requirements shall be included in the initial contract as well as each annual contract extension.  Travel shall be pre-coordinated and approved by the Government Program Manager and will be modified to meet changing requirements, as needed to support the AFOSR mission.  

4.0 DELIVERABLES.  The contractor is required to submit monthly progress reports that include a summary of work performed.  This includes a description of this work, as well as a break down per labor category per task; breakdown of other direct costs; milestones accomplished; and graphical tracking showing money spent and money projected to be spent.  The contractor also is required to submit a conference/symposium summary report after putting on a conference/symposium as directed in PBSOW paragraph 2.3.  This report includes a narrative summary, lessons learned, and financial summary of the event.  See Section J, Exhibit A of the contract for further detail on the format of the reports.

5.0  GENERAL INFORMATION


5.1  Government Surveillance.  The Government will inspect contractor performance IAW the Surveillance Plan and any other clauses included in the contract.


5.2  Legal Holidays.  The Federal Government observes the following holidays:



New Year's Day



Martin Luther King's Birthday



President's Day



Memorial Day



Independence Day



Labor Day



Columbus Day



Veteran's Day



Thanksgiving Day



Christmas Day 


5.3  Performance of Services during crisis declared by the President of the United States, the Secretary of Defense.  The performance of these services is not considered to be mission essential during time of crisis.  Should a crisis be declared, the Contracting Officer or her representative will verbally advise the contractor of any revised requirements, followed by written direction.


5.4 Security Requirements.  Security requirements shall be handled IAW DD Form 254, DoD Contract Security Classification Specification.   Required contractor personnel shall possess appropriate security clearance as of the contract start date.
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