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ATTACHMENT 1


AUTOMATION TAC2 REPORTING REQUIREMENTS

TAC2 REPORTING REQUIREMENTS

1.
CONTRACT STATUS REPORT (CSR)

1.1
General

(a)
On a monthly basis and to coincide with the Contractor's invoice, the Contractor shall prepare a Contract Status Report (CSR) to be delivered by the 20th calendar day after the end of the invoice's reporting period.  The CSR, with the same reporting period as the voucher's reporting period, must match the data contained in the invoice.  Invoice periods shall not overlap reporting periods.


(b)
The CSR shall describe significant technical accomplishments of the month, identify major milestones (planned and achieved), and indicate current, cumulative, and program year (12 months from contract award date, etc.) expenditures in both dollars and hours.

1.2
Preparation Instructions
1.2.1
General


(a)
The CSR shall contain a cover page identifying the Automation TAC2 program, contract number, date of the report, invoice number, reporting period, the Contractor's point of contact, and shall be divided into a Contract Status and individual Task Areas providing the following information:



(1)
Contract Status





Graphical Summary Report





Contract Cost Status





Technical Summary





Major Contract Milestones



(2)
Task Area Status 





Graphical Summary Report





Cost Status






Task Order No. ####






Task Cost Status






Technical Task Summary






Major Task Milestones

1.2.1.1
Graphical Summary
A graphical summary report shall be prepared for the overall contract, for each task area, and for each task order using the sample format at the end of these instructions. These reports shall note the performance for cost and schedule against baseline plans.  The cost graph shall be cumulative while cost variances shall be reported on a monthly and cumulative basis.  For this report, the Contractor has the option to utilize its own format, given it contains the applicable information and meets the approval of the Contracting Officer.

1.2.1.2
Cost Status Report 


(a)
Contract--The contract cost status report shall be organized as follows using the format in ATTACHMENT 1A:



COLUMN 1   TASK AREA NO./TASK ORDER NO.: This column identifies the specific task area and task order numbers.



COLUMN 2   ACTUAL EXPENDED - HOURS:  Enter the number of hours expended for the work accomplished during the reporting period. 



COLUMN 3   ACTUAL EXPENDED - DOLLARS:  Enter the actual costs for the work accomplished during the reporting period.  



COLUMN 4   CUMULATIVE FOR [ ***** ] PERIOD - HOURS:  [Insert in title whether the period is the Year 1, Year 2, etc.] Enter the cumulative hours expended for work accomplished since the beginning of the contract year. 



COLUMN 5   CUMULATIVE FOR [ ***** ] PERIOD   - DOLLARS:  Enter the cumulative actual direct costs for the work accomplished since the beginning of the contract year.



COLUMN 6   CUMULATIVE FROM CONTRACT AWARD DATE - HOURS:  Enter the cumulative hours expended for the work accomplished since the beginning of the contract.



COLUMN 7   CUMULATIVE FROM CONTRACT AWARD DATE - DOLLARS:  Enter the cumulative actual direct costs for work accomplished since the beginning of the contract.



COLUMN 8   NOT TO EXCEED (NTE) - HOURS: Enter the total number of hours approved for each Task Order.



COLUMN 9   NOT TO EXCEED (NTE) - COST:  Enter the total cost approved for each Task Area/Task Order.




COLUMN 10   BALANCE - HOURS:  Enter the difference between the NTE hours (Column 8) and the cumulative hours expended since the beginning of the contract year (Column 4).



COLUMN 11   BALANCE - COST:  Enter the difference between the NTE cost (Column 9) and the cumulative actual costs since the beginning of the contract year (Column 5).


(b)
Task Areas--The task areas' cost status report shall include a detailed description of the labor categories billed, personnel names, hours worked, and dollars for each task order under a task area, and for the total of all task orders under the task area.  Included in this description shall be a trip report for each task order stating purpose of trip, destination (from and to), dates, names of travelers, number of trips and days, and shall break out the costs for lodging, meals, other travel costs (with an explanation), and air/train/car costs for each traveler.  The trip report shall also state planned trips for the upcoming month. 

1.2.1.3
Technical Summary

(a)
Contract--The contract technical summary shall include a brief description of all tasks being performed for each task area and key technical accomplishments (if any), personnel issues (e.g., finding specialized talent), problems being encountered, action items being monitored, the status of contractual actions, and major contract milestones. 


(b)
Task Orders--The task order's technical summary shall include a detailed description of the task being performed under the task area and key technical accomplishments (if any), personnel issues (e.g., finding specialized talent), problems being encountered, action items being monitored, and major task milestones.

2.
PERFORMANCE PLAN (PP)
2.1
General
If requested by the Contracting Officer, Performance Plans are to be submitted by the Contractor in response to Task Orders issued under the contract.  The PP shall describe the Contractor's approach in fulfilling the proposed task by stating each specific step in the Contractor's approach in completing the requirement. 

2.2
Preparation Instructions
If required, the Contractor shall prepare Performance Plans according to, but not limited to the following format:



(a)
Include a task area and task order identification number and title;



(b)
State the overall objective of the task;



(c)
Provide detailed task order description; specifically, what programmatic and technical support is being provided; what is the nature of the effort; what program office(s) are being supported; and the identification of specific requirements;



(d)
Provide deliverables, such as task progress and/or activity reports; technical review of in-process and completed tasks; briefings and point papers; risk analysis; study reports; issue and action item listings; document comments; and specifications and statements of work.



(e)
Provide additional comments that shall cover the organizational structure, program management methodology, personnel, security, and any other performance issue that would be relevant to the performance of the task.

3. CONTRACTOR TASK PLAN (CTP)

When requested by the Contracting Officer, the Contractor shall complete the CTP for each task order using the format in ATTACHMENT 1-B. 

4.
HOT LINE REPORT
This report is used to report critical areas in the Contractor's performance, such as an event causing a significant schedule slippage or cost overrun; achievement or failure to achieve an important objective; or any requirement for quickly documented direction or redirection.  To expedite this report, it shall be transmitted electronically to the Contracting Officer and shall include the following:



(a)
Contract and task order numbers;



(b)
Date;



(c)
Brief statement of problem or event;



(d)
Anticipated impacts;



(e)
Corrective action taken or recommended;



(f)
Distribution; and



(g)
Signature or identification of preparer if transmitted electronically.

5.
SUBCONTRACTING PLAN REPORTS
The Contractor shall complete the Subcontracting Report for Individual Contracts, in accordance with its instructions.  A sample of the report and the instructions are available on line at http://www.sbo.faa.gov/sbo/instructions.asp.  The report shall be submitted semiannually by the 30th day of the month following each six month period of the contract.  A separate report is required at contract completion.  

6.
MENTOR- PROTÉGÉ REPORTS

The Contractor shall complete the Mentor-Protégé Report in accordance with the instructions provided on line at http://www.sbo.faa.gov/sbo/mentor.asp.  The report shall be submitted semiannually by the 30th day of the month following each six month period of the contract, when applicable.  Mentor and protégé firms shall submit a "lessons learned" evaluation to the FAA at the conclusion of the Mentor-Protégé Agreement effort.   


7.
DELIVERABLES FREQUENCY AND DISTRIBUTION
FREQUENCY

DELIVERABLES
DUE DATE
COPIES 
ADDRESS
A (As Required)

Per Task Order   

Per Task     
 
1,1      
A,B   









Order





Performance Plan      
Per Task        
1,1      
A,B  





                   


Order      






Contractor Task      
Per Task      
 1,1      
A,B





Plan (CTP)         

Order      






Hot Line Report

ASAP       
 
1,1

 A,B

M (Monthly)

Contract Status       
By the 20th 
 
1,1 

A,B





Report             

calendar day 









of the follow-









ing month

S (Semiannually)

Subcontracting

By the 30th

1,1,1   
A,B,C





 Report


day of the month

             






following

             






the close of









the reporting









period





Mentor-Protégé

By the 30th

1,1,1   
A,B,C





Report


day of the month

             






following

             






the close of









the reporting









period

ADDRESSES:

A.

Federal Aviation Administration




ATTN:  Sarah Engley




Nassif Building, Room 2103




400 7th Street, SW




Washington, DC 20590 


B.

Federal Aviation Administration




ATTN:  Amy Wright, ASU-350


     

800 Independence Ave., SW




Washington, DC 20591


C.

Fred.Dendy@faa.gov (electronic format)


PAGE  

