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DATE:  February 15, 2002

TO:      All Prospective Offerors

Federal Aviation Administration (FAA)

Screening Information Request (SIR) No. 1

DTFA-02-02-R-02258

100% Set-Aside for Socially and Economically Disadvantaged Concerns

Enrolled in the Small Business Administration's 8(a) Program

The Federal Aviation Administration, Mike Monroney Aeronautical Center, Oklahoma City, OK, contemplates the follow-on procurement of administration and management support services at the Center for Management Development (CMD), Palm Coast, Florida.  The acquisition will be conducted using a two-phased approach.  This SIR No. 1 commences the procurement process with an invitation to interested parties to submit pre-qualifying information that will be used by the FAA to conduct a down select.  Only those parties who successfully pass the down select process will be allowed to participate in the second phase of this procurement.  The second phase of this procurement, consisting of a technical proposal evaluation and cost/price proposal analysis, will be fully identified in future communications with those firms that successfully qualify during the down select process.  The FAA will use streamlined acquisition procedures employing best practices for conducting a competitive procurement as authorized by the Federal Aviation Administration Acquisition Management System (AMS) of 1996.  

I.
DEFINITION OF NEED:  The FAA has a continuing need for administrative and management support services.  CMD provides non-technical training for FAA supervisors and managers, and other employees of the FAA.  Performance of the following tasks is required in support of CMD's mission to provide management development for FAA supervisors and managers.





Task A

Media Services





Task B

Library Services





Task C

Logistics Services





Task D

Not Used





Task E

Research and Evaluation Services





Task F

Administrative Services





Task G

Information Services





Task H

Organizational Health Services





Task I

Support Services Coordination





Task J

Travel Services

For a more detailed description of the tasks, see the Performance Work Statement (PWS) accompanying this SIR No. 1.

The FAA will provide facilities, equipment, and materials for use by the offeror to the extent described in C.3 of the PWS.  Performance will be at CMD unless otherwise directed by the FAA.  The contract performance period will consist of a transition period scheduled to begin on September 1, 2002, and a base year, scheduled to commence on October 1, 2002, with four options to extend the contract for four (4) additional one-year periods.  The services will be contracted on a time-and-material basis with the exception of on-site coordinator services and transition services, which will be on a firm, fixed price basis.  

II.
REQUEST FOR INFORMATION:  Interested companies are to provide specific information as to the unique capabilities to be brought to the performance of this requirement.  The specific information provided must be accurate, complete and substantive because it will be used to conduct a down select and determine each offeror's eligibility to participate.  Documentation provided must substantiate any statement of fact.  Mere statements of compliance or intention to comply are unacceptable.  All responses submitted must address the current capability of the offeror to perform in accordance with the PWS.  To be considered for this requirement, offerors must submit a written response, in original and four copies, to the Contracting Officer, specifically addressing the qualification criterion cited in this SIR No. 1.

The FAA will use the following down select guidelines:

· The down select will be conducted in a manner that will facilitate the evaluation of information provided by each company for each of the pre-qualifying criteria identified later in this SIR No. 1.  To that end, each offeror is required to organize the information in the manner and format described in this SIR. Documentation provided in response to this SIR No. 1 may include, but not be limited to, formal resumes, financial statements, licenses, work plans, etc.  All documentation shall be in narrative form, typewritten (no smaller than 12 point type) and limited to 25 pages (8 ½" X 11", printed on one side).  Unnecessary elaborate brochures or other presentations beyond that sufficient to present a complete and effective response are neither necessary nor desired.  Failure to comply with this page limitation may be cause for rejection of an offeror's response.  FAA Product Team members will be instructed to read only up to the page limit specified.  SEE "SCREENING CRITERIA" BELOW FOR MORE INFORMATION ABOUT THIS RULE.         

· FAA reserves the right to contact references and verify each offeror's information.  Any statement included in an offeror's response that is verified by the FAA as either false or misleading will be grounds for immediate rejection by the Contracting Officer during the down select screening process.

· Offerors' should readily identify the information in their responses by providing an index and a separate cover sheet for each screening criterion numbered 1 through 5 in Section III below.    

· Responses to this SIR No. 1 will be evaluated as "acceptable" or "unacceptable". The Product Team's decision as to what is "acceptable" or "unacceptable" is final.  To pass this initial screening process, offerors must be found "acceptable" on all criteria.  Oral or written communications with offerors during the down select process will be conducted only if the FAA deems communication is necessary.  

· Prior to the review and evaluation of the information by the Product Team, the Contracting Officer will screen all responses for incomplete packages.  Incomplete packages will not be referred to the Product Team for review and evaluation.    

· A formal request for offer (RFO) in the form of SIR No. 2 will be issued only to those offerors who meet the screening criteria of this SIR No. 1.  A copy of the PWS is provided with this SIR.  Offerors are cautioned that the attached PWS is considered a draft and is subject to change anytime prior to the award of a formal contract.

III.
SCREENING CRITERIA:  Offerors are cautioned to provide only the documentation requested in order to facilitate the screening process. 


1.  8(a) Certification and Business Declaration Form

This acquisition is set-aside exclusively for competitive award among Socially and Economically Disadvantaged Businesses (SEDBs) that are expressly certified by the Small Business Administration (SBA) for participation in the SBA's 8(a) program at the time responses are submitted in reply to this SIR.  To be considered, the offeror must be classified as a small business under the North American Industry Classification System (NAICS) code 561110, Office Administrative Services.  Each firm claiming 8(a) status is required to provide a copy of its SBA 8(a) certification letter to the Contracting Officer with its response to this SIR No. 1.  Firms must also complete and submit a FAA Business Declaration form attached to this SIR.  The FAA reserves the right to review and verify each firm's program eligibility with the SBA.

Should an 8(a) offeror intend to incorporate a teaming arrangement, the term "vendor" shall apply to the prime contractor.  


2. Capabilities

Offerors must demonstrate capabilities to:

(a) perform media services including: (1) operation of a state-of-the-art television production facility consisting of multi-format, AB roll, time code editing using electronic field production technique, including specialties of script writing, program direction, photography/videography, directing, video tape editing, and character generator operation, and non-linear tape editing, (2) operation of a state-of-the-art satellite television broadcast facility consisting of a multi-camera studio with complete support facility consisting of a satellite uplink, downlink, video tape, video effects, digital effects, multi-channel two-way audio, encryption and lighting system supporting the agency satellite network comprised of over 50 receive locations which could grow to over 400 locations, including specialties of script writing, program directing, technical directing, photography, video tape editing, and character generator operation, and (3) production of instructional programs to be delivered by various technologies, such as video disk, computer based, computer aided, etc.

(b) perform graphic production and document production services including: (1) operation of a state-of-the-art reproduction and graphics production facility to prepare high quality, error-free training documents, slides, transparencies, posters, charts, electronic projections, etc.  (2) preparing free hand art, cut and paste, computer generated graphics, web-based images, and (3) manipulation of digital, video and photographic images using current and evolving technology.

(c) produce instructional materials including programs to be delivered by various technologies, such as: Compact Disk, Digital Video Disk, Computer Based, Computer Aided, etc.

(d) perform writing/editorial services to produce high quality, properly styled, grammatically correct and error-free documents and publications.

(e) perform library services for: (1) a collection of over 8,000 items in various media, including but not limited to books, periodicals, microfiche, video tapes, audio tapes, video disks, computer based programs, various electronic data bases, etc., and associated hardware; (2) seven desktop PC workstations, Internet, and  e-mail access terminals for student use.  

(f) perform logistics services involving: procurement, property management, inventory control, records maintenance, and stocking.

(g) perform document reproduction services, both black and white and color, totaling approximately 100,000 copies per month, using contractor provided equipment.

(h) perform research and evaluation services including design and implementation of training needs assessment and pre- and post-evaluation of CMD programs to determine: achievement of learning objectives, transfer of learning to the workplace, return on customer expectations, return on investment, best practices, and organizational results. 

(i) perform data collection and analysis services including: (1) designing, pilot testing, and administering questionnaires, surveys, and other data collection tools and instruments; (2) preparing mailing lists; (3) conducting interviews; (4) coding and reconciling responses; (5) maintaining data bases; (6) preparing reports; (7) applying statistical tools for analysis of findings; (8) performing test item analysis; (9) performing reliability and validity analyses; (10) developing report routines: (11) comparing effectiveness of various methodologies;  (12) summarizing and presenting findings in written reports and briefings; and (13) formulating recommendations based on findings. 

(j) perform administrative services to include clerical functions such as:  typing, word processing, filing, answering telephones, coordinating office traffic, arranging locations and logistics for field-delivered courses, etc. 

(k) perform software support services to: (1) install software; (2) provide software technical support and training for all CMD software applications; (3) structure and maintain individual computer workstations; (4) ensure accessibility to the LAN and WAN; (5) research and recommend new software applications; (6) train CMD personnel for new software or system use; (7) install software; (8) ensure proper operation of CMD’s computers; and (9) configure user software to meet specific user needs.

(l) perform organizational health services which will involve: (1) health screening services such as: blood chemistry analysis; blood pressure measurement; body fat measurement; (2) physical fitness evaluation; (3)  briefing and instructing on health related topics such as health risks and CPR.


3. Financial Capability & Adequacy of Accounting System for Time-and-Material Type Contracts

Provide documentation that your company has the financial capacity to support expenses in the minimum amount of $300,000 for the first 90 days of the contract period.  You must provide your latest financial statements, as well as any letters of approved lines of credit, or other financial arrangements signed by the offering financial institution.  

Submit documentation that your company has an acceptable job cost accounting system for time-and-material type contracts according to the Defense Contract Audit Agency (DCAA) standards.  Identify your company's accounting system software package.  Provide the date of and the name of the DCAA field office performing the latest accounting systems audit.  Or, agree to obtain or develop a DCAA approved accounting system upon contract award at contractor's expense.  (Note:  The FAA will not pay any vouchers from a newly installed system until the new system has been tested by DCAA).  Contractor's financial capability and adequacy of accounting system will be evaluated by an AMQ price analyst as acceptable/adequate or unacceptable/inadequate.


4.  Staffing


Offerors must demonstrate the capability to provide management and staffing commensurate with the demands of this requirement in the following areas:



a.
Offerors must provide a proposed organizational chart that reflects a dedicated on-site coordinator for this requirement.  This individual must be delegated the authority to act on behalf of and commit the company.  This individual must be available during normal business hours, 8 a.m. to 5 p.m., Monday through Friday, except for Federal holidays.



b.
Offerors must provide a proposed organizational chart that reflects a dedicated core staff of personnel to perform the services under this requirement.  This core staff shall perform their duties on site at CMD, unless otherwise directed by the Contracting Officer.


5.  Past Experience



Offerors must provide evidence of experience history for similar efforts.  The offeror's documented experience shall consist of a list of at least three, and no more than five, previous or on-going contracts.  Period of performance shall have occurred within the last five years.  The documented experience shall contain the following minimum information:




(a)
Previous contract number(s), if applicable, and contract type.




(b)
Contracting agency or business name (e.g., DOD, FAA, NASA, any federal or state agency, etc.).




(c)
Original contract dollar value and final contract dollar value (including options).




(d)
Dates of performance and a brief description of the contract effort.




(e)
Largest number of employees associated with direct contract effort.




(f)
Point of contact (name, title, and telephone number) whereby the FAA can verify the data.


IV.
GENERAL TERMS AND CONDITIONS:  



As previously indicated, discussions with offerors will be conducted throughout the procurement.  The FAA is conducting this acquisition pursuant to the FAA's Acquisition Management System (AMS) effective April 1, 1996, which is available on the Internet at http://fast.faa.gov.  No hard copies of SIR No. 1 will be mailed or made available by any means other than the Internet.  Offerors are responsible for viewing the FAA Contract Opportunities website for the latest information available and for ensuring their response to this SIR is received by the appropriate closing date.  



The FAA will not be responsible for any costs incurred in responding to this announcement.  The AMS clauses listed below are incorporated into this SIR No. 1 by reference.  Full text may be obtained by viewing the Internet at http://fast.faa.gov (on this web page, select "toolsets," then "procurement toolbox").  


3.1-1 

Clauses and Provisions Incorporated by Reference (June 1999)


3.2.2.3-1

False Statements in Offers (April 1996)


3.2.2.3-6
Submittals in the English Language (April 1996)


3.2.2.3-14
Late Submissions, Modifications, and Withdrawals of Submittals (October 1996)


3.2.2.3-40
Pre-contract Costs (April 1996)


3.6.1-7
Limitations on Subcontracting


3.9.1-3
Protest (August 1996)



Interested firms that can comply with and meet the standards addressed in this SIR should respond with their documentation in writing to:

Federal Aviation Administration

Mike Monroney Aeronautical Center

NAS Contracting Division, Attn: L. Franco, AMQ-210

P.O. Box 25082/6500 S. MacArthur Blvd.

Multi-Purpose Bldg, Room 321

Oklahoma City, OK  73125-4933

Note:  For overnight delivery, the zip code is 73169.

The date and time for receipt of response is March 29, 2002, 3:30 p.m. local time.  Facsimile responses are not permitted.  Any responses received after 3:30 p.m., March 29, will not be considered in accordance with AMS provision 3.2.2.3-14 - Late Submissions, Modifications, and Withdrawals of Submittals.  Offerors are advised that due to the enhanced security measures recently 

implemented at the Aeronautical Center, access to the installation is limited and hand delivery of responses will not be permitted.  Overnight delivery of responses to this SIR could also be impacted if not sent in sufficient time to allow for special mail handling procedures now in place at the Aeronautical Center.  Questions regarding this SIR should be addressed to:

L. Franco, Contracting Officer, AMQ-210, (405) 954-7758, Fax (405) 954-9219, e-mail: Luis_J_Franco@mmacmail.jccbi.gov  

"This Notice is for informational purposes for Minority, Women-Owned and Disadvantaged Business Enterprises:  The Department of Transportation (DOT), Office of Small and Disadvantaged Business Utilization, has a program to assist small businesses, small businesses owned and controlled by a socially and economically disadvantaged individuals, and women-owned controlled by a socially and economically disadvantaged individuals, and women-owned concerns to acquire short-term working capital assistance for transportation-related contracts.  Loans are available under the DOT Short Term Lending Program (SLTP) at prime interest rates to provide accounts receivable financing.  The maximum line of credit is $500,000.  For further information and applicable forms concerning the STLP, call the OSDBU at (800) 532-1169."

