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STATEMENT OF WORK

INDEFINITE QUANTITY CONTRACT (IQC)

OFFICE OF BUSINESS INFORMATION AND CONSULTATION (ABC)

1.  BACKGROUND
The Office of Business Information and Consultation manages the committee management, organizational analysis, program evaluations and management studies, management productivity and improvement, history, paperwork management, staffing standards programs, and oversees the business planning and streamlining efforts.

2.  PURPOSE AND SCOPE OF WORK
The purpose of this contract is to provide technical and administrative support services to the Office of Business Information and Consultation.  The Office of Business Information and Consultation is responsible for a variety of products and services.  Contract support will be needed in a variety of areas.

The Office of Business Information and Consultation manages the organizational change process, documents policy, procedures, and standards, develops corporate information systems, and manages the paperwork programs.  The program areas are: Advisory Circular Program, Committee Management, Correspondence Program, Directives Program, Forms Program, History Program, Organizational Management, Privacy Act Program, Publications and Printing Program, Records and Reports Program.

The Office of Business Information and Consultation provides technical expertise in the development, revision, revalidation, and application of engineered staffing standards and staffing guidelines.  Approximately 80 percent of FAA's workforce is covered by staffing standards. These include:  air traffic control specialists, airway facilities personnel, flight standards field personnel, and civil aviation security field personnel.

The Office of Business Information and Consultation also provides organizational studies and review, management analysis services, and program evaluations.  The Office of Business Information and Consultation provides business plans, GPRA Implementation, Customer Service Initiatives, Business/Performance Planning Streamlining & BPR/BPI Initiatives, National Performance Review, and Quality Management Initiatives.
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3.  STATEMENT OF WORK

(A) Work on this project shall be divided into Work Orders.  All work under this contract shall be assigned, controlled, managed, and accounted for by Government issued Work Orders. Work Orders shall have, as the final product, a deliverable written document or set of documents and/or software.  The Contractor shall submit a draft and final of each document or documents. Acceptance criteria will be based on timelines, adequacy, and thoroughness of the report.

(B) The Contractor shall provide sufficient technical personnel, both in number and qualifications and level of professional experience, to perform the work described herein and specified in the Work Orders:

Senior Industrial Engineer 

Junior Industrial Engineer 

Operations Research Analyst 

Project Analyst 

Project Manager 

Computer Programmer 

Junior Computer Programmer 

Clerical 

Senior Electronic Publishing Specialist Junior Electronic Publishing Specialist Documentation Clerk 

Data Information Specialist 

Statistician 

Archivist / Historian 


Senior Systems Analyst


Junior Systems Analyst


Social Science Researcher


Senior Management Analyst


Junior Management Analyst


These are a few of the labor categories that may be needed by the Office of Business Information and Consultation, but the Office of Business Information and Consultation is not limited to the labor categories that are listed above.  There may be other labor categories that are needed.
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(C) The Contractor shall provide sufficient oversight of the Contract in order to ensure:

1. All employees are functioning within their designated labor categories and at acceptable levels of performance.

2. All activities performed are covered by applicable Work Orders and directly related to the work.  Time spent on non-project related activities must not be billed to the Government.

3. Professional positions are staffed promptly with qualified, competent personnel.

 4. All Contractor employees are performing their designated assignments in a timely                 
manner and all reporting requirements are honored.

(D) The contractor shall prepare and submit progress reports. (Refer to Section 4: Progress Reports).

(E)  The contractor shall ensure and certify that all computer programs and 

computer hardware delivered to the Office of Business Information and Consultation on completion of the task is in compliance with, and adheres to, all government regulatory requirements for the Year 2000 date problem.    


(F) Projects to be performed will be of variable scope and duration and may require concurrent efforts.  To accomplish the overall objectives of this Statement of Work and specific Work Orders to be issued under this contract, one or more of the following task areas of study may be required.
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GENERAL TASKING AREAS:
(1) Task Area 1.  Review and development of FAA forms.  This task includes: making changes to an existing form or developing a new FAA form.  The forms shall be installed and maintained in the FAA form electronic library.

(2) Task Area 2.  Assisting the agency's historian with archival filing by sorting and filing the agency's historical records at headquarters.

(3) Task Area 3.  Provide publications management support services.

(4) Task Area 4.  Provide Records and Information Management Support Services.  This task area includes interface with the National Archives and Records Administration, Federal Records Centers, and FAA Records Management Officers and organizations to properly protect, track and maintain record materials.

(5) Task Area 5.  Program evaluations.  Provide evaluations in particular program evaluations as defined by the Government Performance and Results Act (GPRA), based on government needs.

(6) Task Area 6.  Development and maintenance of database systems.

(7) Task Area 7.  Development and maintenance of software and hardware.

(8) Task Area 8.  Development of staffing standards and guidelines, models, particularly engineered staffing standards for FAA’s various workforces.  This task includes analyses to determine, measure, and relate work and workload, workforce scheduling models, and database systems used to apply staffing standards, and analyses on staffing issues, such as: overtime use, alternate work schedules, facility consolidation, and the impact of proposed changes in equipment and procedures.  Analysis of FAA's administrative or managerial systems, processes, or procedures.
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SPECIFIC TASKING AREAS:
(1) Task Area 1.  Review and development of FAA forms.

Work Element 1: Review FAA Forms Request 


At the direction of the FAA Forms Process Manager, the contractor shall review each request for the design and development of a new FAA form or each request for changes to an existing FAA form.  If necessary, the contractor shall meet with the Office of Primary Responsibility (OPR) to answer any question or concerns concerning the new FAA form or proposed changes to an existing form.  Sometimes, a specific feature or change to a given FAA form may not be able to be made as requested by the OPR.  In those cases, the contractor shall develop alternate features or changes to be reviewed and agreed by the OPR.  The contractor shall also recommend the specific software package(s) (for example, Delrina Form Flow, Adobe Acrobat, Capture, or Exchange, Microsoft Word 6.0) to be used to design and develop the FAA form.

Work Element 2: Design and Develop a New FAA Form or Make Enhancements to Existing FAA Forms 



After form specifications are finalized, agreed to, and approved, the contractor shall begin 
the form design, development and production process.  The contractor shall use 
information gathered in the review process to design the draft layout of each new form 
request or each change to existing forms.  The contractor shall then design and develop 
the forms specifications and produce draft electronic forms as required.

Work Element 3: Produce "Camera‑Ready" Copies and Electronic Files of FAA Forms The contractor shall translate the design information into computer layouts using the agreed upon software package(s).  The contractor shall then deliver draft copies and any alterations as required by the OPR.  Upon final approval, the contractor shall produce a "camera‑ready" copy of each requested form.

Work Element 4: Set Up and Maintain a FAA Forms Electronic Library 


The contractor shall set up and maintain an electronic FAA Forms Library which will contain the various electronic files of each FAA form.  ABC shall provide the contractor access to one of its ABC servers on which the contractor will set up the FAA Forms Electronic Library under a given directory.  The contractor shall establish the index and the protocols for identifying and retrieving the most current version of a given FAA form.
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(2) Task Area 2.  Assisting the Agency's Historian with Archival Filing by Sorting And Filing Historical Records at Headquarters. 

ABC is responsible for the agency's history program.  This program includes the collection and maintenance of a historical archive containing paper copies of reports, letters, memoranda, articles, and publications.  The archives is used for research to answer inquiries by FAA managers, officers and services, industry and the public.  The archives is also used to prepare the agency's historical publications.

Work Element 1: Attain Familiarity With the Archives Filing System 


Under the guidance of the agency historian, the archivist will achieve a knowledge of the current system as to how the documents are filed.  The contractor must also gain a working knowledge of the subject matter of the documents, which includes the broad spectrum of topics concerning FAA functions and civil aviation.

Work Element 2: Process Documents 


The contractor will review incoming documents and determine whether they have historical value, and place those selected in the appropriate file.  The contractor will also review unorganized and semi‑organized material currently on hand, integrate these records with the topical filing system, and dispose of unneeded items.  The contractor will identify and prepare records for transfer to the Federal Records Center.  The contractor will also work with other offices to identify and copy documents that should be included in the archival collection.

Work Element 3: Inventory Documents 


The contractor will review the entire collection and produce an updated version of the existing on‑line inventory.

Work Element 4: Improve the Organization of the Records 


The contractor will improve the organization of the records and revise the on‑line topical index accordingly.

Work Element 5: Assist in Research


The contractor will also identify and provide documents to assist in historical research.
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(3) Task Area 3.  Provide publications management support services. 

ABC is responsible for the FAA publications program.  The following publications management database systems are maintained and operated by ABC: Publications Review Information System, Directives Management Information System, FAA Forms Database System, Advisory Circular Checklist System, and Printing Management Information Systems.

The Publications Review Information System is maintained using a Superbase Developer 2.01.  The Advisory Circular Checklist System is maintained using a Microsoft Access database file.  The Printing Management Information Systems is managed using an Oracle database.  The Directives Management Information System is maintained using a Superbase application.  The FAA Forms Database System is maintained using an Excel spreadsheet.

Work Element 1:  Reconcile Database Systems Contents With Source Documents 


The contractor shall reconcile data found within a given ABC database system so that the data matches the data found in the database's source documents.  The contractor will be provided with a printout of the data found within a given ABC database system.  The contractor shall then compare the database system and the data on the source documents. The contractor will update the database system files to reflect the reconciled data found in the source document.  The contractor shall update the database system files to reflect the reconciled data.  The contractor shall conduct data quality check by having a second staff member to review all the data entered, identify any errors which may have been entered or data which should have been entered, and make the necessary corrections to the file.

Work Element 2:  Conduct A Requirements Analysis of ABC Publications Management Information Systems 


The contractor shall conduct a series of interviews with each FAA Database System 
Manager to collect information on each ABC‑maintained publications management 
database systems (Forms, Publications, Directives, Advisory Circulars, and other 
publication database system).  These interviews should focus on identifying the common 
and unique features and requirements of each system.  The contractor will then conduct a 
matrix analysis of the program features and requirements in order to identify the common 
and unique system specifications, input source documents, and output reporting formats. 
The contractor shall make formal recommendations for improving the efficiency of the 
publications management systems.

Work Element 3:  Design and Develop Enhancements to Publications Management Information Systems 


The contractor shall design and develop specific enhancements approved by ABC.  The 
contractor shall design the draft layout of the new database system specifications, develop
 
the enhancements, and conduct "beta" tests as required.
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Work Element 4:  Assist in the Design and Implementation of ABC Internet/Intranet Publication Initiatives 


The contractor shall assist in the designing and implementing of a number of ABC Internet 
and Intranet Publications initiatives to include, but not limited to developing and 
maintaining an ABC Home Page and installing FAA public use publication/forms on the 
Internet and FAA proprietary publications/forms on the Intranet.

Work Element 5:  Process Publications Management Forms and Directives for Stock 


The contractor shall process forms and directives stock requests in order to maintain a stock level at the DOT warehouse for correspondence and records programs materials. The contractor shall process and maintain publications for microfiche (orders and advisory circulars).  The contractors shall process paper copies of directives and advisory circulars for microfiching.  Paper copies shall be collected, logged in the database, forms completed, and material sent to the contractor.  The contractor will be responsible for filing the microfiche in trays, and for the maintenance of the microfiche reader/printer.  The contractor will also be responsible for process and maintaining printing requests files and the database.
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(4) Task Area 4.  Provide Records and Information Management Support Services.

ABC is responsible for the FAA records program.  This task area includes interface with the National Archives and Records Administration (NARA), Federal Records Centers, and FAA Records Management Officers and organizations to properly protect, track and maintain record materials.

Work Element 1: Conduct Records Inventories and Training 


The contractor will assist FAA Headquarters and Regional Records Management Officers in conducting records inventories within other FAA offices to be designated by ABC.  The contractor shall conduct records inventory training and provide customer support activities for conducting records inventories.

Work Element 2:  Develop New and Revised Disposition Schedules (SF‑115) Per NARA Evaluation 


The contractor shall develop new disposition schedules and complete SF‑115s for 



FAA signature and NARA authorization.  The contractor shall work with the Agency 


Records 
Officer to develop and/or revise disposition schedules in the subject areas and to 



correctly fill out SF‑115.  The contractor shall incorporate General Records Schedule 



(GRS) and NARA approved disposition schedules into merged dispositions order, 



FAA 1350.15.

Work Element 3:  Provide General Records Management Support Activities 


The contractor shall provide a series of general records support activities to include:

* Receive and process transfer requests for the storage of FAA records at the    


   Washington National Records Center (WRNC) as well as the retrieval of FAA records       
  to and from the WNRC and the NARA.

* Shall maintain the records storage availability in FAA's storage area for records ready for transfer to the WRNC.

* Continue records and information management research.

* Process Notices of Intent to Dispose of Records and Contingent disposition     
  notices received from NARA.

* Maintain Records and Information Management Files.

* Review and maintain record materials stored in the FAA B‑Level records storage area.


           * Attends meetings and workshops related to records and information management.
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(5) Task Area 5.   Program evaluations. 

Provision of design, analytical, or ADP services relating to program evaluations in particular those as defined by the Government Performance and Results Act (GPRA).

Work Element 1:  Program Familiarization and Evaluation Team Creation

The contractor shall meet with ABC staff, program management officials, customers, and other involved personnel, review quantitative and qualitative program data, and perform documentary research in order to become thoroughly familiar with the program to be evaluated.  Based on this familiarization effort, the contractor shall recommend the makeup of the evaluation team.  The evaluation team may include both contractor and ABC personnel, depending upon contract funding levels, FAA staff availability, and program evaluation requirements.

Work Element 2:  Evaluability Assessment


At the request of the Government, an Evaluability Assessment may be requested to ensure


that a program can be meaningfully evaluated.  Documentation shall determine the extent


to which there is:  


  1) lack of agreement on goals, objectives and performance criteria


  2) program goals that are unrealistic given the resources that have been committed and 


      activities underway 


  3) unavailability of relevant data on program performance


  4) lack of agreement on how evaluation results will be used to improve program 

   
       performance
Work Element 3:  Evaluation Problem/Objective Formulation and Research Design

Based upon the knowledge gained in Work Element 1, the purpose(s) and expected use of the study, funding level for study, data availability, and other factors as communicated by ABC, the contractor shall formulate the evaluation problem and/or objectives.   Additionally, the contractor shall develop hypotheses to be tested, and an evaluative research design or model.  The  research design will enable the study to determine the effectiveness, efficiency, and impact of the program under study and to establish relationships between program activities and program outcomes and impacts.  The research design will conform to:  


  1) the scientific method of investigation 

   2) generally accepted standards for program evaluation 

   3) statistical sampling norms to the degree possible given the nature of the program      

           being evaluated.
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Work Element 4:  Design and Implementation of Data Collection

The contractor will populate the research design with quantitative and qualitative data. This data may be obtained from FAA, and external automated information systems, surveys including structured interviews and questionnaires, and secondary data sources such as previously published reports and studies relevant to the program under study.  This work element may include:  design of survey instruments, automated data input services, and automated data scrubbing and manipulation sufficient to produce databases and/or data files amenable to data analysis.

Work Element 5:  Data Analysis

The contractor will employ generally accepted and commonly used analytical techniques and computer software in order to analyze the data collected and processed under Work Element 4.  Depending upon the research design, data analysis will answer descriptive and normative questions about the program as well as statistically test hypothetical cause/effect relationships between program activities and outcomes.  The contractor will make available to ABC all data in a commonly used automated format along with complete data dictionaries.

Work Element 6:  Presentation of Results

The contractor will prepare and submit a program evaluation report describing the program under study, the research design and study methodology, and data used in the study.  It will also discuss findings, conclusions and recommendations by which the program can increase its effectiveness and efficiency and avoided adverse impacts.  The report will include sufficient tables, graphics, and other aids to understanding to support the findings, conclusions, and recommendations.  The contractor will also develop a slide presentation and provide one or more briefings as determined by ABC and program officials.
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(6) Task Area 6.  Development and Maintenance of Database Systems Used For Staffing Standards and Other ABC Functions.  Typical tasks will include some or all of the following work elements:

Work Element 1:  Support Users in Database Techniques 


Provide ongoing support for analysts in ABC in the use of structured query languages and other application development tools for accessing and maintaining Oracle, Superbase, Microsoft Access or other relational database systems, particularly Oracle.

Work Element 2:  Design and Develop Relational Database Systems 


Support database administration in ABC by completing the design and development of database tables and other databases for storing facility information.  The tables must be designed in a way to guarantee that standards already officially reported can be reconstructed automatically from the database, even if numerous changes have been made to underlying facility data, base year data, or forecasted operations counts.  This includes hands on support as well as design and development.

Work Element 3:  Prepare Forms Programs 


The contractor shall develop forms in Oracle or with appropriate tools, to do the following:

1) A form to enable the user to view any data in the database.  The user should also be able to make changes to the data, and compare the new results with the old results.

2) A form that will enable the user to alter information in the database with the appropriate changes inserted in the database automatically.  All changes made to the database will require date‑stamping for control purposes.

3) Forms that will allow the user to do processing accomplished currently using UNIX scripts.  These forms will be developed using Oracle SQL Forms or a UNIX Graphical User Interface (GUI) or similar products approved by ABC.

Work Element 4:  Develop Method To Create Reports

The contractor shall prepare report templates using appropriate tools approved by ABC

to aide the analysts in creating reports.

Work Element 5:  Provide Database Maintenance and Enhancements 



The contractor shall provide support for the maintenance of the database.  



Maintenance includes: ensuring that the database is working properly, modifying 


programs as necessary, running and verifying processes, and ensuring that ABC staff 


are fully trained in all operational aspects of each system.  This includes software 


updates and configuration changes.
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Work Element 6:  Provide Suggestions To Improve The Database 


The contractor shall provide suggestions on ways to improve the database system.  The contractor shall evaluate the current state of the art hardware and software in both industry and within the FAA for the purpose of determining the most efficient and cost effective solutions to meet ABC's requirements.

Work Element 7:  Verify Backup Procedures


The contractor shall verify the nightly/weekly tape backup and restore procedures.  The 


contractor shall incorporate required changes to the process.  This can include creating


and modifying scripts to ease the current recovery/restoration process.  The contractor 


should also make recommendations for any additional changes that may be required (for


example, acquisition of new or additional tapes, increased backup frequency, offsite 
storage, etc.).

Work Element 8:  Making Configuration Changes To Systems


The contractor shall make configuration changes to the system so that ABC analyst 
can 
perform different types of data analysis.  For example, contractor might be asked to


redesign software to accommodate a certain type of analysis project. (For examples of 
analyses that would cause the system to be reconfigured, please refer to 
Task Area 10:  
Analyses on staffing issues.) 

Work Element 9:  Document Database Development and Maintenance Procedures 


The contractor shall prepare documentation about all database development and/or maintenance procedures.  A hard copy and an electronic copy of the documentation


should be provided to the FAA.


Documentation should be provided about all programs.  An users guide and system


documentation should be provided to ABC.


The contractor shall document any processes or maintenance problems to the database.  The contractor shall document any work performed to the database. 

STATEMENT OF WORK

INDEFINITE QUANTITY CONTRACT (IQC)

OFFICE OF BUSINESS INFORMATION AND CONSULTATION (ABC)
(7) Task Area 7.  Software and hardware development and maintenance.   Typical tasks will include some or all of the following work elements:

Work Element 1:  Orientation 


The contractor will interview ABC personnel to gain knowledge of the structure and key components of the system.  The contractor will observe the operational procedures used by ABC to run the system.

The contractor along with ABC personnel will look at the computer files on the system to get an understanding of the type and the kind of files.

The contractor will obtain copies of system documentation and software source code.

Work Element 2:  Review System Documentation and Software Source Code 


The contractor will review the software source code for conformance to functional specifications and for potential programming errors.

Work Element 3: Test and Implement Programs 


The contractor shall test, implement and update software applications programs as necessary.

Work Element 4:  Install, Maintain, and Update New Software 


The contractor shall provide support for the installation, maintenance, changes and enhancements of all software needed in the development and execution of a particular program on the Sun SPARCstation 2 and other operating systems.  In particular, this software may include: SAS, the UNIX operating system, C language programs, telecommunications software, the Oracle database, Fourth Generation Language (4GL) tools such as: SQL Forms, Delphi, ReportSmith and other necessary tools.

Work Element 5:  Analyze the Software and Hardware Configuration for the SUN


The contractor shall analyze the Sun SPARCstation 2 operating system’s software and


hardware configuration and make recommendations on changes, improvements and 
upgrades that would improve the efficiency and capability of the computer system.

Work Element 6:  Investigate the Disk Drive Utilization and Space Consumption


The contractor shall investigate the disk drive utilization and space consumption on the


Sun SPARCstation 2.  The contractor will coordinate with the Government to determine


which data, software, and files should be archived to tape and archive the selected data.
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Work Element 7:  Verify Data on Archive Tapes

Check and verify the data on the archive tapes, and ensure that the archive tapes are 


usable, and delete the archived data from the SUN disk drives.  The contractor shall 
develop  procedures for the retrieval of the archived data from the tapes.
Work Element 8:  Install New Disk Drive In External Disk Drive Unit


At the request of FAA, the contractor shall acquire a disk drive.  
The contractor will install 
the new disk drive in the external disk drive unit.  The contractor will partition and 
configure the new disk drive for use with the Oracle RDBMS.

Work Element 9:  Upgrade the System

The contractor shall upgrade the operational system on the Sun SPARCstation 2. 

Work Element 10:  Purchasing of Software and Hardware.


The FAA may request the contractor to purchase for FAA software and/or hardware critical to the operational procedures used by ABC to run the staffing standards system.  This may include software for initial installation or upgrade specific to the existing operating system, database, client/server environment, etc.  Hardware may include replacement or upgrade of existing equipment used by ABC to run the staffing standards system such as tape unit, printer, hard drive, or additional memory.

Work Element 11:  Prepare Documentation 


The contractor shall document any software or hardware changes that have been made to the system.  An user’s manual should be provided for any processes that need to be run by ABC.
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(8) Task Area 8.  Development or revision of staffing standards, guidelines, models, or particularly engineered staffing standards for FAA's various workforces.  Typical tasks will include some or all of the following work elements.

Work Element 1:  Orientation 


The contractor shall meet with the ABC and program office and/or line of business representatives to obtain an overview of all activities to be covered by the staffing standards models and which parts of the workforce will be covered.  The contractor shall familiarize itself with any studies, reports or other documents related to existing staffing standards, guidelines, or models, if applicable.  The information gathered will be used to define the project's scope and direction.  The contractor shall work closely with FAA personnel to develop and document an understanding of the organizational and personnel requirements needed to support the organization's mission.

Work Element 2:  Review Existing Historical Files, Reports, and Standards 


The contractor will review historical files, reports, and existing standards or models to gain an understanding of the work to be covered and to identify workload data available as well as existing standards or models, if any, and how they were developed and maintained.

Work Element 3:  Accomplishment Plan 


The contractor shall prepare and submit an accomplishment plan with descriptions of each step anticipated and estimated staff hours required for each step by labor category.

Work Element 4:  Review Current Business Practices 


The contractor shall obtain advice and information from experts on current business practices, methodologies, and etc. being used to develop staffing standards and models.  The contractor shall research literature to identify techniques, methodologies, best practices, models, and etc. that may be performed to establish the staffing model requirements.

Work Element 5:  Analyze Information 


The contractor shall analyze information gained from previous work elements to develop a framework for the staffing standards, guidelines, or models.  The framework will detail how standards or models should be developed to incorporate the organization's requirements.
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Work Element 6:  Develop Data Collection Plan 


The contractor will develop a plan for collecting data.  The plan will include how data will be collected, and onsite data collection guidelines, including instructions for data collection personnel.

The contractor will collect data using surveys, interview techniques, time study, work sampling and/or other industrial engineering or operations research analysis techniques.  The contractor shall meet with FAA representatives to obtain information concerning the relevant functions and tasks and suggestions as how to measure or estimate the times and frequencies of these tasks.  The contractor shall develop/modify a task list, and identify data required to develop and/or validate times and frequencies.  The contractor shall determine potential workload drivers necessary to develop the mathematical equations, formulas, etc. for tasks being measured.

The contractor shall provide suggestions of possible site selections to ensure facility variations are addressed.  The primary requirement for sites selected for data collection is that they are representative of the population to which the staffing standards or models will be applied.  The contractor shall design a statistical sampling plan to obtain desired accuracy of staffing standard formulas. Other factors determining site locations may also be included by ABC and program offices representatives.

The contractor shall meet with the FAA to see if modifications to the data collection plan should be made, before data collection begins.

Work Element 7:  Perform Data Collection 


Using the information and methods developed above, the contractor shall prepare for 
and conduct data collection trips to the necessary regions, field offices and to other 
FAA 
facilities as specified in the data collection plan.  The contractor will collect data from 
office records, and interview appropriate FAA headquarters, region and field 
personnel. 
The contractor will collect data using time study, work measurement, work sampling 
and/or other industrial engineering or operations research analysis techniques.
  
Additional information should be gathered if significant and feasible to collect.
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Work Element 8:  Analyze Data


The contractor shall compile and analyze the information and data collected, and provide statistical expertise as needed.  The data will be analyzed to determine regression formulas, scheduling models, etc.


The contractor shall analyze data to determine trends, patterns, correlations, etc. between observed work and workload measurements.  The contractor shall determine appropriate staffing models or standards relating staffing to workload 
indicators, such as 


traffic activity.


The contractor shall analyze data to determine if facilities may be “clustered” to obtain better statistical results.


The data may also be analyzed to determine if there are significant differences with data that was collected previously. 


The contractor shall recommend work models or further analysis to be conducted.


The contractor shall obtain FAA review and approval for each step of data analysis.

Work Element 9:  Develop Computerized Scheduling Models


The contractor will become familiar with current computer scheduling models used by the FAA.  The contractor shall make changes to the models as needed.  The contractor 
shall adjust models as necessary for current application.  The contractor shall make 
any changes to the software scheduling model as requested by the FAA.

Work Element 10:  Develop Staffing Standards, Models, Guidelines 


The contractor will either develop new staffing standards, models, guidelines to update, revise or replace the existing staffing standards or models to obtain more accurate results.  The contractor will make appropriate changes to all parameters and allowances so that the final staffing standards, models, or guidelines reflect all of the work performed, but none of the work is "double counted."

Work Element 11:  Staffing Standards Software System 


If applicable, the contractor shall develop/modify the staffing standards application system to incorporate the revised and new equations and allowances for use on a computer designated by the FAA.  The revised software system shall be provided on diskette to the FAA for easy installation or otherwise installed by the contractor.
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Work Element 12:  Apply Staffing Standards, Models, Guidelines 


The contractor shall apply the new staffing standards, models, or guidelines to forecast the staffing needs required.  The staffing standards or models must accommodate reproducible and auditable sensitivity analysis as needed.  Any requirements generated by the staffing standards or models must be reproducible thoroughly documented, and acceptable to the FAA.

Work Element 13:  Staffing Standards, Models, or Guidelines Validation and Discussion 


The contractor shall determine a reasonable method to validate the staffing standards, 



models, or guidelines.  The contractor shall perform the necessary validation analyses.


The contractor shall discuss the developed staffing standards, models, or guidelines 


and implementation with the FAA.  Based on these discussions, the contractor may be 


required to modify the standards, models, or guidelines before they are accepted by 


the FAA.  This process may be repeated as necessary.

Work Element 14:  Prepare Documentation 


The contractor shall prepare and submit a complete and thorough technical report and a users manual and documentation for any software provided.  Both paper and electronic copies should be provided.  The report should include documentation on the entire project from orientation to the data collection process to data analysis.  FAA will be allowed ample time to thoroughly review the report prior to being finalized for distribution.

Work Element 15:  Briefings 


The contractor shall present the standards, models, or guidelines to FAA management if required.
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(9) Task Area 9.  Development of Workload Scheduling Model Software.  A typical task may contain the following work elements:

Work Element 1:  Orientation 


The contractor shall familiarize itself with documents and procedures related to staffing FAA facilities.  The contractor shall attend a series of meetings with FAA management to meet this objective.

Work Element 2:  Develop A Plan


The contractor shall develop a plan for the design of a workforce scheduling model.  


This plan will address model design and implementation.

Work Element 3:  Develop A Scheduling Model 


The contractor will develop a scheduling model for use in a stand-alone or networked environment.  The scheduling model must be Microsoft Windows based (Windows 3.1/Windows 95), and designed for flexibility and ease of use.  Commercial Off The Shelf (COTS) software may be utilized in instances where it can be modified to the extent that FAA’s needs are met and it proves more cost effective.  In addition the scheduling model should be designed at a minimum to:

· Store employee information (name, title, seniority date, shift preferences, etc.)

· Receive as input the staffing requirements in hour, half hour, or 15 minute increments

· Rotate individuals from one shift to another on a FAA-defined cycle

· Support complex shift work patterns

· Determine the minimum, optimum and maximum number of employees needed per shift by time of day or day of week.

· View and report shifts that are over and under staffed

· Define, track and report time expended on non-working shifts( for vacations, training or leave, etc.).

· Track overtime and report its usage

· Perform "what‑if" scenarios without changing base data

· Provide technical support

Work Element 4:  Report Results 


The contractor shall prepare a report which provides complete documentation on the entire scheduling model software application.
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(10) Task Area 10.  Analyses on staffing issues such as: overtime use, alternate work schedules, facility consolidation, and the impact of proposed changes in equipment and procedures.

Work Element 1:  Orientation 


The contractor shall meet with ABC representatives to determine project requirements.


ABC representatives will discuss with the contractor:  1) the problem to be analyzed and


2) the role of the contractor.  Contractor will be asked to either assist in the analysis or


to complete the analysis with the oversight of ABC.

Work Element 2:  Data Analysis

The contractor with the oversight of ABC shall determine what data needs to be analyzed.


Data can be analyzed at 3 different levels.  Data can be analyzed at the:


1) Input or Raw Data Level


    This data could be time study data or data collected from regions.  An example of


    this type of analysis would be determining the impact on staffing of a 30% decrease in 

    some of the work that has to be accomplished by instituting a new work procedure


    or changing the way a work element is completed.


2) Sensitivity Level


    Examples of sensitivity analysis previously conducted by include the following:


    Air traffic staffing standards provide enough staffing to cover the 90th percentile busy 
 


    day of the year.  An analysis project would be to look at staffing for the 50th, 80th, or 
    
    the 95th percentile busy day of the year.


    Air traffic terminal staffing standards use an availability factor of 1.76 which covers


    leave, training, and off position activities.  How much does staffing change if the 
 
    availability factor is increased or decreased?


    An analysis to determine how much time controllers spend processing flight strips in 


    TRACON facilities.


    An analysis to determine the impact of staffing if TMC and/or supervisory and 
 
    overhead staffing guidelines are changed.


    An analysis to determine the impact to staffing if 2 controllers are required to work 
   
    the midnight shift.
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3)  Scheduling Level


     An analysis to:  change the number of shifts, the length of shifts, periods per lunch


     breaks, when to schedule lunches or breaks, and alternate work schedule.
   


Work Element 3:  Determine the Impact of Data Analysis On Staffing Standards


After data is analyzed, contractor will modify the staffing standards as necessary to 
determine how the data analysis will effect staffing requirements.  The contractor will 


run new standards from the results of the data analysis.  The contractor will compare 


the original staffing standards with new scenario.

Work Element 4:  Provide Results In A Written Report

The contractor will provide a written report of the analysis, its results, and potential


impact if implemented.
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4. PROGRESS REPORTS
(A) On a monthly basis, the Contractor shall prepare a Contract status report which describes significant technical accomplishment of the month, identifies major milestones planned and achieved; and indicates current, and cumulative expenditures by task in both dollars and labor hours and labor categories.  The Contractor shall furnish two copies to the Technical Officer and a copy to the Contracting Officer.  Each report shall be applicable to a single Work Order and contain an administrative section and a financial management section.  These sections shall include, at a minimum, the following information:

(1) Administrative Section

1.  The Contract number and the Work Order number.

2.  The reporting period.

3.  A concise description of the work performed under the Work Order during the reporting period, in terms of the work accomplished measured against work scheduled and deadlines established in the Work Order.

4.  A concise description of the work that will be performed under the Work Order during the next reporting period, including a variance analysis from work scheduled and deadlines established in the work order.

5.  A concise description of any technical or administrative problems that have arisen during the past reporting period under the Work Order, and problems that are expected to arise during the next reporting period.

6.  A description of anticipated activities for the next month.
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(2) Financial Management Section

1.  The total charge for the reporting period and the cumulative total charge.

2.  The charge, in dollars, by labor category and task/deliverable during the reporting period.

3.  The person hours expended by labor category and task/deliverable during the reporting period.

4.  The balance of funds at the end of the reporting period.

5.  The balance of hours, by labor category, at the end of the reporting period.

(3)  The Contractor shall include with the progress report a summary cover sheet which shall include (a) the financial status of the Contract (current and cumulative expenditures) and (b) a list of the status of each Work Order (i.e., activity completed, no activity undertaken, or progress report enclosed).  If there is a major problem with any Work Order or an item which should come to the Technical Officer’s attention, a notation shall be included.

(4)  Each report shall be submitted no later than 15 calendar days after the end of the calendar month for which a report is due.

5. BRIEFING REQUIREMENTS 

The contractor shall conduct technical presentations related to the subject of the work, procedures, results, and problems as specified in the individual Work Order.  Up to thirty Government representatives may attend these briefings.  ABC will let the contractor know the place of where the briefing is to be.  The briefing could be at the FAA headquarters building or at a field or regional office.

6.  KEY PERSONNEL - MINIMUM QUALIFICATIONS

Senior Industrial Engineer (Project Manager) - A master’s degree in industrial engineering or equivalent with at least five year’s experience practicing industrial engineering including at least three year’s experience in work measurement and development of staffing models.

Junior Industrial Engineer - A bachelor’s degree in industrial engineering or equivalent with at least two year’s experience in industrial engineering including work measurement or staffing model development.

Operations Research Analyst - A master’s degree in operations research, mathematics, statistics, engineering or equivalent with at least five year’s experience applying quantitative methods to management issues such as scheduling, optimization, resource utilization, and decision making.

Statistician - A master’s degree in statistics, operations research, mathematics or equivalent with at least three year’s experience including statistical sample design, and use of statistical techniques to analyze data such as hypothesis testing, linear regression and correlation, multiple linear regression, and analysis of variance.  Must have broad experience with a statistical analysis computer package such as SAS or SPSS.

Note that one key person may satisfy both the requirements for operations research analyst and statistician.

Systems Analyst - A bachelor’s degree in related area such as computer science, information systems management, mathematics or equivalent with three year’s experience in the analysis and development of software applications including at least two year’s experience in relational data base development and maintenance.

Computer Programmer - A bachelor’s degree in related area such as computer science, information management, mathematics or equivalent with at least two year’s experience in the analysis and development of software applications using C++.

Note that one key person may satisfy both the requirements for systems analyst and computer programmer.


