STATEMENT OF WORK


FOR THE


Asian Americans/Pacific Islander (AAPI) and


Native American/Alaska Native (NAAN) INTERN PROGRAM








SCOPE





The Federal Aviation Administration (FAA) has a requirement for contractors to provide administrative services for the intern program of Native American/Alaska Native (NAAN) students and Asian Americans & Pacific Islanders (AAPI) students.  The intern program for NAAN and AAPI students will span each fiscal year as contained herein. 





BACKGROUND





The Minority Serving Institutions (MSI) Intern Program was created to support the goals and objectives of the FAA as well as those of the Department of Transportation (DOT), and to meet the requirements under the Executive Order (EO) 13021of October 21, 1996 for Tribal Colleges and Universities (TCUs); and EO 13125 of June 1999 and EO 13216 of June 2001 for Asian Americans & Pacific Islanders (AAPI) Institutions.





The MSI Intern Program will enable minority college students to supplement their academic coursework with related work experiences in the FAA facilities nationwide as well as private corporations and government organizations where the FAA has a cooperative agreement or memorandum of understanding.  





NAAN and AAPI students will be placed in a variety of career fields including but not limited to: airport security, aviation research, computer science, engineering (aerospace, computer, civil, electronics, electrical, and mechanical), law enforcement, legal and other aviation and transportation studies. The student's skills, knowledge, and abilities will be matched with their career interests.





The FAA would provide NAAN and AAPI students with career related work experiences based on their requests and those of the Lines of Business (LOB) in the FAA Headquarters, Regional Offices, and/or Centers.  The NAAN and AAPI program manager will coordinate the LOB requests to develop position descriptions for student assignments to ensure that work assignments are productive and meaningful to both, students and the LOB.























In addition to providing administrative services for the internship program, the contractors will support the goals and objectives of the above Executive Orders by working closely with the MSI and its Educational Partnership Initiatives to provide educational enrichment and outreach activities for minority students. The award will consist of one base period (partial Government fiscal year) and four (4) 1-year option periods, based on subsequent Government fiscal years, as follows:





            Base Year                            Date of Award through September 30, 2002


Option Year One                 October 1, 2002 through September 30, 2003


Option Year Two                October 1, 2003 through September 30, 2004


Option Year Three              October 1, 2004 through September 30, 2005


Option Year Four                October 1, 2005 through September 30, 2006





PROGRAM COMPONENTS





The Contractors will provide the following services in administering the intern program sessions for NAAN and AAPI students:





1. Recruitment: The Contractor will provide recruitment services at Tribal Colleges and Universities (TCUs) and targeted institutions where there are high percentage of AAPI students to ensure that all qualified NAAN and AAPI students have access to internship application materials. The NAAN and AAPI program manager will provide information and materials about the FAA and needed skills for the Contractor to recruit NAAN and AAPI students.





2.  Processing and Evaluation of Applications: The Contractor will receive, process, and evaluate all completed applications prior to referring the applications to FAA. The evaluation process will consider the following criteria:





Education Background: Students will be evaluated for course work, grade point average (applicants must possess a GPA of 3.0 or higher, except in the case of applications referred to the contractor by the FAA for their computer and technical skills), academic honors, scholarships, personal and educational achievements and awards. 


Campus Activities: Students will be evaluated for extracurricular, honorary, leadership activities, and military experiences.


Community Activities: Students will be evaluated on community activities in their hometown or college area.


Employment Experience: Both paid and unpaid experience will be considered. A student who works to continue with his/her education may not have strong extracurricular activities or community service.  This circumstance will be evaluated when assessing a student's overall application.


Faculty, Advisor, or Other Recommendations: The strength of an endorsement from a faculty member, advisor, or other person familiar with the student's academic achievement, personal leadership, work experience and/or community service will be reviewed for concrete examples of a student's motivation, ability, and potential.





3.  Intern Selection:  In order to be considered for a FAA internship, a student must meet the following criteria:





a. Be enrolled in a TCUs, or be a NAAN or AAPI student enrolled in a higher institution or a 4 year college or university.


b. Students enrolled in a 4 year college or university must be of Junior status or above, completing 60 semester credit hours (or the equivalent in quarter hours). Students enrolled in a Junior College must have completed 12 semester credit hours (or the equivalent in quarter hours). Students who have applied for a graduate or professional school must show proof of enrollment with fees paid.


c. Provide a completed application form with references; and 


d. Provide an official copy of most recent academic transcript.





4.  Referral: The Contractor will provide a list of student applications by major and minor to the FAA Program Managers requesting interns by fax or email on a weekly basis prior to referring completed application packages to them for selection. Application packages referred will consist of a minimum of three applications in response to every internship to be filled. The FAA Program Managers will review, approve, and forward the application packages to the requesting managers. The FAA Program Managers will inform the Contractor of approval and assignment of students within 15 days after receipt of the contractor referral.





5.  Coordination: The Contractor will prepare and deliver letters of notification to selected students and extend offers of internship to selected students. The Contractor will also prepare and deliver letters of rejection to those students who were not selected.





Tracking/Data: The Contractor will establish and maintain a computerized data base of interns selected for participation in the FAA. The student data base will reflect each intern assignment, location, duration of assignment, educational institution attended, major field of study, and other related information.





Student Intern Training: The Contractor will provide students training, networking, and enrichment opportunities in addition to the FAA training and enrichment activities for their student interns.








Student Intern Orientation and Graduation:  The Contractor will conduct an orientation and graduation for students in the Washington, DC, area. The NAAN and AAPI program manager will participate in the Contractors' orientation and graduation. The FAA will have its own orientation session for the students interning in the FAA to provide them with building pass and other security and administrative requirements. The Contractor/s may provide administrative support services and materials for the FAA or One DOT opening ceremony. 





Intern Performance Evaluation: The Contractor will coordinate student interns' performance evaluations with the intern's supervisor at the mid-point and end of the program. The Contractor will provide each FAA supervisor with an evaluation form at the time that the intern is placed.  The FAA supervisor will evaluate interns based on their overall quality of work, productivity, progress, flexibility, and potential. The evaluations will be shared with the interns and the FAA program managers so that any problem areas or concerns may be addressed. All evaluations are to be completed two weeks before the graduation date.





Personnel Administration: The Contractor will provide interns with all personnel and administrative services such as: processing of all federal, state, and local income tax forms, deducting and depositing all appropriate taxes, and providing short�term accident insurance.  The Contractor will process interns payroll and issue stipend checks by direct deposit biweekly. The Contractor will conduct site visits and maintain communication with interns, supervisors, and NAAN and AAPI program manager by phone, fax, email, or newsletter to ensure that the internship experience is progressing as intended by the FAA.





 Intern Travel to Duty Location:  The Contractor is required to provide long distance travel (from interns home or campus) to and from the assigned duty location, if located outside of Washington, DC.  All cost associated with long distance travel to and from assigned duty location will be included in the initial contractor's budget.  Whenever possible, students travel arrangements will be coordinated/approved 3 weeks in advance by the Contractor. 





Contractor Travel: The Contractor staff may be requested to travel at the request of the FAA and authorized in advance by the NAAN and AAPI program manager or the COTR. Such travel will be reimbursed at actual cost only.





Travel Related to Interns Assignment:  Incidental travel related to intern's assignment will be funded by the FAA . Approval of travel will be by the authorizing office.





Intern Transportation: The Contractor may provide interns with local transportation vouchers. Interns are not employees of the FAA, therefore, are not eligible to receive DOT or FAA transit benefits.





Housing and Logistics Arrangement:  The Contractor will arrange housing for interns which should be accessible to public transportation and work location or within a reasonable distance. Although the Contractor is not responsible for paying for intern housing, the Contractor provide housing coordination at no additional cost to interns.  The intern is responsible for rental costs and may opt to locate suitable housing arrangements not provided by the Contractor. Under the FAA's MSI Internship Program, the Contractor will provide logistics to interns such as meeting students upon their arrival to the Washington, DC area, and transport students to pre�arranged housing and orientation session(s). The Contractor will ensure that interns are transported to the airport, or to other public transportation destinations upon completion of the internship. The Contractor will cover the full cost of student travel (i. e, air, train, commercial motor coach etc.,) for interns who reside outside of the Washington, DC commuting area, including air�carrier and airport transfer costs where required, and other appropriate accommodations for interns with disability.








OFFEROR RESPONSES:   Offerors shall submit a Statement of Qualifications (SOQs) including Past Performance information and a price proposal not later than 4:00 p.m. on Thursday January 30, 2002.  The proposals should be delivered to Wanda Smith, Contracting Officer at the Federal Aviation Administration, 800 Independence Avenue, SW Room 402, Washington, DC  20591.  Responses to this announcement must be no longer than 10 pages in length and must address the capabilities needed to support the requirement.  The SOQ’s must include a list of similar recruiting projects performed within the last year.  The price proposal should identify the amount of the stipend (w/breakout of fixed priced elements such as program personnel, insurance for interns, intern stipend, transportation, etc.) for the administration of the students with fixed price rates for the Summer students and Spring/Fall Students.  In addition the price proposal should include prices for the Base Year and the four-one year options.  Statements will not be scored but will be evaluated “qualified” or “not qualified”.  Four copies of the SOQ’s and Cost Proposal should be submitted to the FAA, Contracting Officer, in one of the following manners:  (1) via Internet address wanda.smith@faa.dot.gov (2) hand delivered to the address specified above; (3) via fax, fax number (202) 267-5142; or (4) mailed to the address listed above.





AMS Clause 3.9.1-3, Protest (August 8, 1996) shall govern any protest related to this procurement.





The new FAA acquisition system emphasizes communication with sources and promotes a flexible screening and selection process.  Some aspects of this process will be unfamiliar to sources accustomed to the Federal Acquisition Regulations.  You are encouraged to review the policies of the FAAAMS, which are available on Internet at www.faa.gov\asu\faa\co under Subscribe.  Questions about the system and assistance in downloading information should be addressed to the Acquisition Reform Helpline at (202) 267-7761.





The FAA is not liable for costs associated with the preparation or submittal of responses to this announcement.


  








