Department of Transportation

Federal Aviation Administration

Hispanic Serving Institutions Internship Program

STATEMENT OF WORK

SCOPE:

The Federal Aviation Administration (FAA) has a requirement for contractors to provide administration services for the FAA Hispanic Serving Institutions Program (HSI)

Per the provisions of the contract, the intern programs will span each fiscal year.

BACKGROUND:

The Intern Program will enable college students to supplement their academic coursework with study-related work experiences in Aviation and Aerospace facilities nationwide as well as private industry corporations and government organizations where the FAA Programs have a cooperative agreement or memorandum of understanding.  Students will be placed in a variety of career fields including: engineering, research, flight operations, electronics, computer science, airports, flight standards, legal, and other aviation career fields, etc.  Students’ skills, knowledge and abilities will be matched with career fields.

All the tasks mentioned below support the goals and objectives of:

· Executive Order 13230 of October 12, 2001 in support of the Educational Excellence for Hispanic Americans,

· Executive Order 13171 of October 12, 2000 in support of Hispanic Employment in the Federal Government

· Executive Order 13166 of August 11, 2000 in support of Improving Access to Services for Persons with Limited English Proficiency 

These contracts will consist of a base year and four 1-year option periods as follows:

   
Base Period - Contract Award – May 2004


Option Year One - May 2005 - April 2006


Option Year Two – May 2006 - April 2007 


Option Year Three – May 2007 – April 2008


Option Year Four – May 2008 – April 2009.

Program Components

This contractor will provide the following services in the administration of the HSI summer and semester-long internship programs:

1. Outreach and Recruitment – The contractor will provide national recruitment and referral services from targeted institutions, and will ensure that all qualified students have access to internship application material.  The application materials will also be available on line.  The contractor will also provide to the program manager with their plans of nation-wide recruitment visits to targeted colleges and universities

The contractor will receive, process, and evaluate completed applications.  The evaluation process will take into consideration the following criteria:

(
Educational Background- students will be evaluated for course work, grade point average  (applicants must have a minimum 3.0), computer and technical skills, as well as honors, scholarships, scholastic achievement and awards.

(
Campus Activities- students will be evaluated for extracurricular, military, and honorary activities.  Leadership experiences will be considered.

(
Community Activities- students will be evaluated for community activities, with special emphasis on service activities.

(
Employment Experience - both paying and volunteer positions will be considered.  A student who works in order to continue his/her education may not have a strong extracurricular or community experience.  This will be taken into consideration.

(
Faculty or Advisor Recommendation- the strength of endorsement from advisor or teacher will be reviewed for concrete examples of students’ abilities, strengths, and motivations.

· Essay- a 250-500-word essay explaining why the student wishes to participate in the internship program and what valuable assets the student would bring to the office.

· Internship Requirements- A student must meet the following criteria to receive consideration:

(1) Be enrolled in an HSI, or enrolled in an institution of higher education serving Hispanics

(2) Be enrolled in a 2- or 4-year college or university.  Students enrolled in a college or university must be a sophomore or above, and completed 60 semesters credit hours (or the equivalent in quarters hours) of academic study.  Students enrolled in a Junior College must have completed 12 semester credit hours (or the equivalent in quarter hours) of academic study.  Students who applied for graduate or professional school must provide proof of enrollment with fees paid

(3) Provide a complete application with references.

(4) Provide an official copy of the most recent academic transcript.

(5) Provide an essay of 250-500 words

The contractor will provide online completed student application packages by student major and by minor as indicated by the requesting FAA HSI Program Manager.  A minimum of three application packages will be referred in response to each manager’s request.

2. Logistical Arrangements-
· Interns’ Housing:  The contractor will arrange affordable and safe housing that is accessible to public transportation, and to the intern’s work site. 

· Interns’ Travel to Duty Station Location: The contractor will arrange travel for the interns between their home cities and Washington, DC, and in the case of field interns, on to the location of their internship assignments.  Upon arrival, students will be met by the contractors’ staff and transported by bus to housing for orientation.  The contractors will cover air transportation and airport transfer costs within the provisions of the contract.

·  Daily Commute to Assigned Worksite: The contractor will provide interns local transportation vouchers (i.e., metro cards or bus passes).  Interns are not FAA employees and are not eligible to receive transit benefits.

·  Travel Related To Intern Assignment: The sponsoring organizations must treat the interns as if they were government employees with regard to work-related travel and training expenses.  This includes paying for registration fees, travel costs, lodging and per diem, in certain cases the contractor may be requested to incur in the above expenses, which will be reimbursed at actual costs.

· Contractor Travel: The contractor’s staff may be requested to travel at the request of the FAA HSI Program Manager.  Such travel will be reimbursed at actual costs.

3. Orientation and Graduation- The contractor will conduct orientation and graduation activities in the Washington, DC, area and other requested areas. The orientation will cover topics of professionalism, dress code, safety in the city, and internship expectations.  The orientation will include all the interns regardless of the work-site.

4. Training and Enrichment Activities- The contractor will organize a series of intern meetings that will enhance the professional experience and provide students with additional networking opportunities.  Lunches will be held at the interns’ work sites, and monthly meetings will be scheduled outside of working hours.  These activities will be designed to foster the interns’ personal and professional development.  Typically, these meetings will include discussions with Members of Congress and their staffers, senior department personnel, and other local Hispanic leaders.  

Where possible, the contractor will work with students and their home institutions to enable the student to receive credit for the internship experience.  While credit is generally easier to arrange for semester-long interns, the contractor’s staff will work with individual students applying for credit for the summer program.  Experience has shown that many colleges and universities are willing to extend credit for the summer program.

5. Personnel Administration- The contractor will provide administrative services to include: maintain a computer data base, process all federal and state tax forms, deduct all appropriate taxes, provide worker compensation insurance, short-term accident insurance, and Medicare insurance per the provisions of the contract. The contractor will process payroll and issue stipend checks biweekly.  Interns will be paid a stipend based on their academic level according to a predetermined schedule.  For the duration of the program, interns will be employees of the contractor and will not count against agency FTE’s.  The contractor will conduct site visits and maintain communication with interns and supervisors by phone, fax, and newsletters to ensure that the internship experience is progressing as intended.

6. Intern Performance Evaluation- The contractor will conduct interns’ performance evaluations at the mid-point and end of the program.  Supervisor will evaluate interns on the basis of their overall quality of work, productivity, progress, and flexibility.  The evaluations will be shared with the interns so that any problem areas or concerns can be addressed.  These evaluations will be shared with the Federal Aviation Administration Program Manager within one month of the assessment date. 

7. Program Performance- Interns as well as supervisors will be asked to evaluate the contractor program at the mid-point and end of the program.  This evaluation will serve to measure contractor ability to accomplish its stated goals, maintain effective communication, and provide a quality program. FAA Liaisons will be provided with a comprehensive report at the end of each cycle.  This report will represent the accomplishments of the program, detailed statistical and demographic information on program participants, and the names of interns’ colleges or universities.

.

8. Partnership activities- This contract will allow the FAA, whenever appropriate, to fund activities within the scope of this contract to reinforce the partnership between the Hispanic- American community, the FAA and HSIs and would concur with E.O. 13230 which requests agencies to support programs that address the Hispanic-American under representation

Qualifications of key personnel to perform the elements of the SOW, including its program management, intern recruitment and selection, intern travel/housing coordination, and other personnel and administrative management

Maintain adequate staffing levels to provide adequate services to           students at the FAA

The contractor will demonstrate experience and expertise in the following areas:

-     Demonstrating at least five years of experience working with                  Hispanics in internship programs 

· Developing and implementing a computerized database of students

· Demonstrating ability to develop and maintain working relationships with HSIs

· Demonstrating at least three years of experience working with the members of Congress and the Administration

· Demonstrating at least five years of experience working with Hispanic professional organizations

THIS IS A TWO STEP PROCUREMENT:

· PHASE I:  Announce and solicit for “Statement of Capabilities” from qualified vendors.  This phase will identify qualified vendors who will be included in the competition for the requirement.

· PHASE II.  Provide Statement of Work (SOW) and Screening Information Request (SIR) to selected qualified vendors responding to this announcement.

To be considered for Phase II, the vendor MUST meet the minimum qualifications in the following areas:  

1. Specialized experience providing internship services for Hispanic Americans, as reflected in the Statement of Work identified above.

2. Most recent experience (within the last year) and substantial experience (in the last 5 years) demonstrating the following:

     -  Established relationships and experience with at least 50% of the existing HSIs 

         nationwide


     -  Established relationships with members of Congress and members of the

                    Administration

-  Established relationships with Hispanic Educational Organizations

Vendors who are not qualified or who do not respond to this announcement will NOT be considered further.

POINT OF CONTACT:
Irene U. Amaker, Resource Management Branch,  (202) 267-7098 irene.amaker@faa.gov
This Screening Information Request (SIR) is being issued in accordance with FAA Acquisition Management System, Section 3.2.2.4.1.2.  The FAA intends to issue a Firm Fixed, Indefinite Delivery Indefinite Quantity Contract within 30 – 45 days of this announcement.

INTERESTED VENDORS:

All interested vendors must submit up to a 10 page Statement of Capability describing how the vendor’s corporate capabilities and applicable experience qualify them to perform the requirements listed previously in this announcement.  This statement of Capability must be delivered to the FAA Contracting Officer no later than 10:00 am, on April 30, 2004.  The description should be succinct and specific and must include the following:

1. General statement of corporate history and capabilities.

2. Specific experience in providing Internship Services as specified below:

       -  Established relationships and experience with at least 50% of the existing HSIs 

           nationwide


       -  Established relationships with members of Congress and members of the

                      Administration

 -  Established relationships with Hispanic Educational Organizations

3. Provide a contact name and phone number of each agency where such support has been performed.

Vendor’s responses should be addressed to:  Irene U. Amaker, Contract Specialist, ASU-360, Room 402, Federal Aviation Administration, 800 Independence Avenue, SW, Washington, DC  20591.  Email (for questions only):  Irene.amaker@faa.gov.

Statements of Capability responses submitted via email will not be accepted.  A SOW and SIR will be issued to selected qualified vendors.

The FAA will not be responsible for any costs incurred in responding to this announcement. ***

