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1.0   Introduction

The Federal Aviation Administration (FAA) Logistics Center provides services, logistics support and parts for the USA National Airspace System (NAS), other USA customers and international customers. Logistics Center activities cover all phases of a system’s life cycle, from its conceptual analysis, to its design, installation, operation, maintenance and ultimately disposal. 

The Logistics Center helps keep systems running, such as the radars located at all the major airports. The Logistics Center operates the facilities including information systems, needed to provide services, logistics support, and the repair and stocking of critical parts. These activities ensure the safety of the flying public and satisfy customer requirements. The Logistics Center is located in Oklahoma City, Oklahoma at the Mike Monroney Aeronautical Center.

2.0   Background

The Logistics Center is continually improving its services, logistics support, operations, facilities and information systems. The Logistics Center currently has websites to make its goods and services available to customers. The Logistics Center wants to enhance its marketability and upgrade its websites. 

Optimized websites will result in even higher quality customer support, better marketing of services, logistics support and parts, and increased national and international visibility. Efficiencies will result to enable lower operating, services, logistics support and part costs. Turn around times will be reduced for providing goods and services. This Statement of Work (SOW) shall result in developing an Internet marketing strategy that culminates in compelling, dynamic Logistics Center websites. 

3.0   Scope

The Contractor shall provide all the resources necessary to develop an Internet marketing strategy and upgraded optimized versions of the following two existing, currently in operation Logistics Center websites: 

· Logistics – www.logistics.faa.gov
· Impart – www.impart.faa.gov (Note: Impart is a FAA Intranet website.)

The Contractor shall design, develop and deliver to the FAA, websites that incorporate state of the art website marketing strategies and design technology. The Contractor shall start with preparing a Project Plan document and then an Internet Marketing Strategy Report. The Contractor shall proceed with the actual detailed creation of the websites, only if the FAA gives approval to do so, which would occur after the FAA approves the Marketing Strategy Report.

The Contractor shall provide the goods and services required to complete all phases of this project, including but not limited to project planning, marketing analysis, website conceptual design, website detailed design, website testing, information systems security, web accessibility and technical documentation. 

The Contractor-provided resources for this project shall include but not be limited to the management, personnel, labor, technical services, functional (non-technical) services, administrative services, software, hardware, equipment, materials, packaging, transportation and documentation required to complete this project. The Contractor shall provide the types of job classification personnel required to successfully accomplish this project, that may include but not be limited to marketing specialists, graphics artists/designers, website developers and software programmers.

The Contractor shall not do any work without first obtaining FAA Contracting Officer (CO) approval, if the Contractor considers that work will change any contract cost, schedule and performance requirements.

4.0   Applicable Documents

All Contractor work provided for this project including both goods and services, shall comply with all applicable documents, including but not limited to specifications, standards, handbooks, orders, regulations, codes and statutory law. The applicable documents shall include but not be limited to those from the FAA, DOT, DOD, other Government Agencies at the national, state and local levels, and nationally recognized trade, industrial and standards organizations. 

The Contractor shall use the latest version of the documents that exist, whenever the Contractor starts project work in an area for which a document applies. The Contractor shall advise the FAA in the event they discover conflict between this SOW and any of the documents. The Contracting Officer or Contracting Officer’s Technical Representative (COTR) will resolve the document discrepancy.

The Contractor work shall comply with the following documents, that shall not be taken by the Contractor as an all inclusive list:

· FAA Notice N1370.42 - Password Management in the FAA

· FAA Order 1370.79A - Internet Use Policy

· FAA Order 1370.82 - Information Systems Security Program

· FAA Order 1370.83 - Internet Access Points

· FAA Order 1370.84 - Internet Services

· NIST 800-26 - Security Self-Assessment Guide for Information Technology Systems

· 36 Code of Federal Regulations (CFR) Part 1194 - Electronic and Information Technology Accessibility Standards (Reference www.access-board.gov)

· Section 508 of the Rehabilitation Act of 1973 as amended in 1998 (Reference www.section508.gov)

5.0   Project Management

5.1   Project Management Organization

The Contractor shall provide active hands-on management, planning, monitoring and control of this project throughout all of its phases. The Contractor shall specify to the CO and COTR the Contractor’s management organization structure, that the Contractor shall use for this project. 

The Contractor shall assign a Project Manager who shall serve as the FAA’s primary point of contact. The Project Manager shall have the binding authority to represent and speak for the Contractor, on any issues that may arise as related to this project. The Project Manager shall be considered “Key Personnel”. The Contractor shall not reassign the Project Manager unless the Contracting Officer first agrees to a suitable replacement. 

5.2   Use of Subcontractors

The Contractor shall use subcontractors, if they consider it necessary, in order to satisfy the requirements of this SOW. Possible types could be a marketing firm, website development firm or others as deemed appropriate by the Contractor. The Contractor shall be held solely accountable and responsible for the quality of work provided by any subcontractors.
5.3   Project Control

The Contractor shall maintain strict monitoring and control of this project throughout all of its phases. The Contractor shall ensure the requirements of this SOW are met to even the smallest detail. The Contractor shall maximize performance, meet schedules and control costs. 

5.4   Risk Management

The Contractor shall mitigate project risk through its management, planning, monitoring and control efforts. Risk mitigation shall include the areas of cost, schedule and performance. The Contractor shall promptly contact the CO or COTR regarding any issues that could significantly put the project at risk. 

6.0   Project Costs

The Contractor shall provide detailed pricing, to include but not be limited to each project deliverable they will list in their Project Plan. The Project Plan requirements are discussed in paragraph 14 of this SOW. The pricing of each deliverable shall be included in the Project Plan. Each deliverable shall be priced separately. 

The Contractor shall also price anticipated travel. The Contractor shall estimate travel costs separately, and clearly define the reason for travel and who must attend. The Contractor shall minimize the necessity for travel by using other applicable means to still complete the project, such as but not limited to teleconferences and electronic mail. 

The Contractor shall minimize its costs to the FAA for all work, but particularly any time and material work in this SOW. The quality of work and completion schedule compliance shall not be sacrificed for lower costs. The Contractor shall use prudent judgment in this regard and work closely with the FAA to ensure the SOW requirements are met, without spending extra amounts for unneeded expenditures or work. Keeping travel costs as low as possible as discussed earlier is a major concern. 

The Contractor shall not bill the FAA for any costs associated with the following:

· Any work the Contractor does on a deliverable prior to receiving FAA approval to work on that deliverable

· Any “down time” while the Contractor is waiting for the FAA to conduct its reviews of Contractor deliverables, even if those reviews exceed the time estimates in paragraph 14 or include other reviews that are not shown in paragraph 14

7.0   Project Schedule

The Contractor shall complete this project within four calendar months after award. That completion time shall include the approximately six weeks of FAA review cycle times shown in paragraph 14. The scheduled completion dates of this project will be extended the same number of days, as any of the FAA deliverable review times exceed those estimated in paragraph 14. The Contractor shall not assume the FAA has accepted a deliverable, if they do not hear from the FAA within the estimated review times of paragraph 14. The Contractor shall advise the CO or COTR as soon as possible, if factors arise that may not allow scheduled completions. 

The Contractor shall develop a project schedule that shows statuses and estimated completions. The Contractor shall clearly identify in the project schedule all the milestones, deliverables and major tasks, that are in the Project Plan defined in paragraph 14. The Contractor shall make the schedule a part of the Contractor-provided Project Plan. The Contractor shall maintain and update the project schedule on an ongoing basis, provide it by electronic mail to the FAA when requested and include it in the Contractor-provided monthly project status reports. 

The Contractor shall adhere to its project schedule to the maximum extent possible. The Contractor shall not sacrifice the quality of performance or unduly increase project costs in order to meet a schedule. The Contractor shall prepare the project schedule in Microsoft PROJECT or may use another application program if approved first by the FAA.

8.0   Project Performance

The Contractor shall maximize their performance of this project. The Contractor shall satisfy the technical, functional and all other requirements of this SOW, by providing both high quality work and deliverables throughout all phases of the project. The FAA shall have the right to terminate the project at any point for any reason, particularly if the Contractor-provided Marketing Strategy Report is not deemed suitable by the FAA, or if the actual website development is not meeting FAA standards. 

9.0   Quality Assurance and Control

The Contractor shall be held totally responsible for the quality control and quality assurance of all their work, deliverables and subcontractor performance. Exceptions would be but are not limited to circumstances that clearly show the FAA is the cause or for acts of God. Contractor quality shall include all areas of project completion, including but not limited to cost compliance, schedule compliance and technical/functional performance. 

The FAA shall have the right to visit the Contractor’s facilities to monitor, review, test and inspect work and deliverables. The FAA shall have the option to have the Contractor participate in meetings, reviews, teleconferences or other communication means regarding project quality issues. The Contractor shall promptly make changes when requested by the FAA.

10.0 Meetings

The Contractor shall participate in meetings, reviews, teleconferences and other communication means with the FAA. The Contractor shall attend a project kick-off meeting at the Logistics Center shortly after award. The Contractor shall in its Project Plan, clearly list the formal meetings and teleconferences to be held with the FAA. Those listed shall be the ones the Contractor considers necessary to provide high quality performance, timely milestone completions and enable key decisions to be made for this project. 

The FAA will review the list of meetings/teleconferences the Contractor recommends they hold with the FAA, that are shown in the Contractor-provided Project Plan. The Contractor shall revise them if directed so by the FAA, but only after discussion between both parties as to the rationale. For planning and pricing purposes, the Contractor shall assume all the formal meetings the Contractor recommends shall be held at the Logistics Center, unless the Contractor can provide overwhelming cost, schedule and performance reasons to hold the meeting at their facility. 

The FAA may request meetings/teleconferences that the Contractor shall participate in, that may be held at any FAA requested time. The FAA will decide if the FAA requested meetings, will be held either at the Logistics Center or the Contractor’s facilities. The FAA may also cancel or postpone scheduled meetings/teleconferences. The FAA may substitute a teleconference or other communication means, for Contractor proposed face-to-face meetings at the FAA’s discretion. 

The Contractor shall work with and communicate with the FAA in regard to the need and location of meetings. The FAA wants to keep to a minimum Contractor and Government travel costs, the associated loss of productivity because of travel days and resultant possible schedule slippages. The FAA shall have the final decision on holding a meeting and its location.

The Contractor shall continually communicate with the FAA, to ensure the Contractor completes the work in the manner, detail and high quality that the FAA requires from this SOW. The Contractor shall participate with the FAA in frequent and extensive telephone conversations, exchange electronic mails and communicate by other applicable means to accomplish the work in this SOW.

11.0 Meeting Documentation 

The Contractor shall prepare agendas, handouts and minutes for all meetings and teleconferences, that the Contractor lists in their Project Plan, that are held with the FAA. This shall also apply to other meetings and teleconferences the Contractor requests, after the Project Plan is approved by the FAA, if the FAA approves having the meeting/teleconference. 

The Contractor shall submit the agenda for the meetings/teleconferences to the FAA for review and comments. The Contractor shall then promptly incorporate any FAA requested changes in the agenda and submit it to the FAA. The Contractor shall provide a copy of the agenda to both the CO and COTR.  

The Contractor shall provide, if necessary handouts to support the actual meetings/teleconferences. The Contractor shall also attach the handouts when appropriate to agendas and minutes. The Contractor shall submit the handouts for the meetings/teleconferences to the FAA for review and comments. The Contractor shall then promptly incorporate any FAA requested changes in the handouts and submit them to the FAA. The Contractor shall provide a copy of the handouts to both the CO and COTR.  

The Contractor shall submit the meeting/teleconference minutes to the FAA for review and comments. The Contractor shall then promptly incorporate any FAA requested changes in the minutes and submit it to the FAA. The Contractor shall provide a copy of the minutes to both the CO and COTR.  

The Contractor-provided agendas, handouts and minutes shall be done using Microsoft application programs such as but not limited to POWERPOINT, WORD, EXCEL and PROJECT. The Contractor shall submit the agendas, handouts and minutes by electronic mail. The FAA shall receive the initial agenda with any handouts five working days or more before the scheduled meeting/teleconference. The FAA shall receive the initial minutes with any attachments within five working days after the meeting/teleconference. 

12.0 Project Deliverables

The Contractor shall provide to the FAA the following project deliverables: 

· Project Plan - Draft  

· Project Plan - Final

· Marketing Strategy Report - Draft

· Marketing Strategy Report - Final

· Logistics Website - Prototype (FAA Option)

· Logistics Website - Final (FAA Option)

· Impart Website - Prototype (FAA Option)

· Impart Website - Final (FAA Option)

· Source Code for the Two Websites 

· Software Documentation

· Information Systems Security Documentation

· Web Accessibility Documentation (related to Section 508 of Rehabilitation Act)

· Monthly Project Status Reports

· Meeting/Teleconference Agendas, Handouts and Minutes

· Other Deliverables - To be included only if formally tasked by the CO, after being mutually agreed upon by the FAA and Contractor

The Contractor shall define each of these deliverables in their Project Plan and their official project schedule. The Contractor shall provide to the FAA for review and comments, additional revision levels for any of the project deliverables, should the FAA review cycle require it. It may not be possible to go from a draft or prototype version to a final version, without having other intermediate versions delivered by the Contractor. This could be because of the nature of the FAA required changes and the need for the FAA to review the Contractor intermediate submittal(s) before the final submittal. 

The Contractor may also initiate on their own, additional intermediate revision levels and intermediate submittal versions. All intermediate submittals regardless of who initiates them, shall be at no additional cost to the FAA. The Contractor shall not have to deliver more than two intermediate type  submittals for each deliverable, in addition to the draft or prototype version and the final version.

The deliverables for the actual Logistics and Impart websites are to be at the FAA’s option. The FAA will make the decision if the Contractor is to provide them, as the project evolves after the Marketing Strategy Report is completed.

13.0 Project Status Reports 

The Contractor shall prepare monthly project status reports. Each monthly report shall cover from the first calendar day of the month through the last calendar day of that month. The report shall discuss but not be limited to the areas of performance, schedule, costs, risks, significant accomplishments and issues. The report shall include a current project schedule showing in detail the status and projected completion of the numerous milestones, deliverables and tasks. The report shall for each deliverable show the total dollars expended and the percentage of the total allocated amount expended. 

The Contractor shall submit the report to the FAA for review and comments. The Contractor shall then promptly incorporate any FAA requested changes in the report and resubmit it to the FAA. The Contractor shall provide a copy of the report to both the CO and COTR. The report shall be done using Microsoft application programs such as but not limited to WORD, EXCEL and PROJECT. The Contractor shall submit the report by electronic mail. The FAA shall receive the initial report on or before the fifth day of the month following the reporting period. 

14.0 Project Plan Document 

The Contractor shall prepare a Project Plan document that provides the following:

· Lists the project milestones and deliverables that shall include the following:

a. Contract Award Date

b. Project Kick-off Meeting

c. Develop and Deliver Draft Project Plan 

d. FAA Review of Draft Project Plan (Estimate 5 working days)

e. Develop and Deliver Final Project Plan 

f. FAA Review and Acceptance of Final Project Plan (Estimate 3 working days)

g. FAA Approval for Contractor to Develop Marketing Strategy Report

h. Develop and Deliver Draft Marketing Strategy Report

i. FAA Review of Draft Marketing Strategy Report (Estimate 5 working days)

j. Develop and Deliver Final Marketing Strategy Report

k. FAA Review and Acceptance of Final Marketing Strategy Report (Estimate 3 working days)

l. FAA Approval for Contractor to Develop Logistics Website 

m. Develop and Deliver Prototype Logistics Website 

n. FAA Review of Prototype Logistics Website (Estimate 5 working days)

o. Develop and Deliver Final Logistics Website 

p. FAA Review and Acceptance of Final Logistics Website (Estimate 3 working days)

q. FAA Approval for Contractor to Develop Impart Website 

r. Develop and Deliver Prototype Impart Website 

s. FAA Review of Prototype Impart Website (Estimate 5 working days)

t. Develop and Deliver Final Impart Website  

u. FAA Review and Acceptance of Final Impart Website (Estimate 3 working days)

v. Develop and Deliver Source Code for the Websites 

w. Develop and Deliver Software Documentation

x. Develop and Deliver Information Systems Security Documentation

y. Develop and Deliver Web Accessibility Documentation

z. Develop and Deliver Monthly Project Status Reports

aa. Develop and Deliver Meeting/Teleconference Agendas, Handouts and Minutes

ab. Develop and Deliver Other Deliverables - To be included only if formally tasked by the CO, after being mutually agreed upon by the FAA and Contractor

ac. Project Completion Date

· Lists the required major tasks for each project deliverable 

· Describes the activities and approach to complete each deliverable and major task

· Contains a project status/completion schedule in Microsoft PROJECT or other application program if FAA approved, which includes all the milestones, deliverables and major tasks 

· Discusses project risk mitigation in the areas of cost, schedule and performance

· Provides pricing for each deliverable

· Lists and describes other meetings, teleconferences, milestones and deliverables with their major tasks, that the Contractor considers to be required that are not listed in paragraph 14, each of which shall require FAA approval prior to the Contractor working on any of them

· Provides other project information the Contractor considers to be appropriate in the Project Plan 

The Contractor shall complete the project in accordance with their FAA-approved Project Plan and this SOW. FAA approval of the Project Plan shall not relieve the Contractor of the obligation to satisfy SOW requirements.

The Contractor shall submit the draft Project Plan to the FAA for review and comments. The Contractor shall then promptly incorporate any FAA requested changes in the Project Plan and submit a final version to the FAA. The Contractor shall provide a copy of the draft and final Project Plan to both the CO and COTR. The Project Plan shall be done using Microsoft application programs such as but not limited to WORD, EXCEL and PROJECT. The Contractor may also as part of the Project Plan, reference websites and include other sources that have applicable information. The Contractor shall submit the Project Plan by electronic mail or compact discs. The draft Project Plan shall be received by the FAA at the time specified in the Contractor’s official project schedule and that will result in meeting the FAA required project completion date.

15.0 Marketing Strategy Report 

The Contractor shall prepare an Internet Marketing Strategy Report, but only after FAA approval of the Project Plan. The report shall describe the Contractor’s strategy to develop the two FAA websites to maximize Logistics Center marketability. The report shall discuss establishing a strong strategic presence, obtaining interest and visibility in the websites and Logistics Center; customer profiles, determining how to reach the target audiences and promoting customer satisfaction. The report shall provide the Contractor’s best marketing strategy recommendation, that the Contractor shall revise as requested by the FAA. The report shall discuss the marketing analysis process, findings and recommendations. 

The report shall discuss the conceptual website design approach down into the webpage creation level, that is recommended to meet the marketing objectives. The website design discussion shall include the theme, style and easy navigation to be used for the webpages development. The report shall include high level mock layouts for each website. The Contractor shall revise these themes, styles and layouts as requested by the FAA. There shall be design consistency across the two websites to the extent appropriate. 

The report shall discuss and provide recommendations for the two websites how to optimize what links to put on those websites, become links on other appropriate websites, optimize the websites classifications for search engines and how to obtain search engine results that place the websites high up in the listings. The linking strategy shall help obtain the objectives of the Marketing Strategy Report and this SOW.

The Contractor’s report shall also address items discussed in the following paragraph 16 and its subparagraphs. The Contractor shall discuss in the report additional topics and provide additional information they consider appropriate. The FAA does not want to restrict the Contractor’s expertise in this area. The FAA wants to ensure that factors the FAA considers important are in fact addressed by the Contractor. 

The Contractor shall submit the draft report to the FAA for review and comments. The Contractor shall then promptly incorporate any FAA requested changes in the report and submit a final version to the FAA. The Contractor shall provide a copy of the draft and final report to both the CO and COTR. The report shall be done using Microsoft application programs such as but not limited to WORD, EXCEL, POWERPOINT and PROJECT. The Contractor may also, as part of the report, reference websites and include other sources that have applicable information. The Contractor shall submit the report by electronic mail or compact discs. The draft report shall be received by the FAA at the time specified in the Contractor’s official project schedule and that will result in meeting the FAA required project completion date.

16.0 Website Development 

16.1 Websites 

The Contractor shall design, develop and deliver to the FAA, upgraded websites that incorporate state of the art website marketing strategies and design technology. The Contractor shall provide the FAA with complete, high quality, dynamic, compelling websites. The two websites to be upgraded follow:

· Logistics –  www.logistics.faa.gov
· Impart –  www.impart.faa.gov
The Contractor shall start the actual detailed development of the first website, only if the FAA gives approval to do so, which would occur after the FAA approves the Marketing Strategy Report. The Contractor shall develop the websites based on the objectives and recommendations of the FAA-approved Marketing Strategy Report and this SOW. The Contractor shall develop the websites in the order listed above, unless the FAA requests a change to their order as the project evolves. The Contractor shall start the actual detailed development of the second website, only if the FAA gives approval to do so.

The FAA may reconsider this sequential website development requirement, should the Contractor provide strong evidence that such an approach will greatly impact project areas such as cost, schedule and performance. The FAA shall have final say regarding the two websites sequential development requirement. The FAA shall have the option at no additional charge, to have the Contractor develop the two websites simultaneously or switch the order of completion. The FAA shall have the development of the Logistics and Impart websites each as a separate contract option.

The Contractor shall continually communicate with the FAA during the development of the websites. The Contractor shall incorporate in the websites the design outcomes and requirements of paragraph 16 and its sub-paragraphs. The Contractor shall comply with any FAA-provided future additions or changes to these items as the project evolves. 

The Contractor shall also recommend and incorporate features it considers appropriate based on their experience. The FAA does not want to restrict the use of the Contractor’s expertise in the area of website development. The FAA wants to ensure that the Contractor addresses the FAA concerns. The FAA shall have final say as to the theme, style, layout and design details that shall be used for the development of the websites.

The Impart website links to several interactive, dynamic sites. The Contractor shall for each of those dynamic sites, provide website development recommendations, graphics, style sheets and layouts.

The Contractor shall develop the websites on their own servers. This shall include documentation specifically addressing security and server settings for the websites, so they will be workable on the FAA server(s). The Contractor shall work with the FAA, to best determine the media and manner to submit the website deliverables as the project evolves. The FAA shall have final say in this matter. For example, the FAA may consider the Contractor posting their prototype and intermediate website revision levels, at a website that is accessible to the FAA. 

The Contractor shall submit to the FAA for review and comments for each website, a prototype version and up to two intermediate versions, prior to the final submittal version. The Contractor shall promptly incorporate any FAA requested changes in the website version being reviewed and submit another version to the FAA. The Contractor shall provide a copy of each website deliverable to both the CO and COTR, on the media and in the manner requested by the FAA. Each website shall be received by the FAA, at the time specified in the Contractor’s official project schedule and that will result in meeting the FAA required project completion date.

16.2 Outcomes

The Contractor-provided websites shall enable achievement of the following outcomes:

· Increased national and international visibility for the Logistics Center

· Increased procurement of Logistics Center services, logistics support and parts

· Increased number of visitors to the websites 

· Increased amount of time visitors stay at the websites

· Increased number of webpages the visitors examine during their stay

16.3 Target Audience

The Contractor-provided websites shall target the following audiences:

· Logistics Website: Worldwide Government civilian and military agencies; other non-government worldwide customers for Logistics Center services, logistics support and parts; and worldwide companies/vendors who could support the Logistics Center (Currently the bulk of Logistics Center business is within the FAA and within the USA, but the goal is to continually expand the customer base, logistics support, parts and services capabilities.)
· Impart Website: Any organization within the FAA only and mostly in the USA

16.4 Logistics Center Image

The Contractor-provided websites shall project the following Logistics Center image:

· Model Government organization with strategic presence

· Recognized by others for its innovation and quality

· Is extremely customer centric

· Serves the American people by providing Aviation safety

· Continues to broaden services 

· Provides latest technology

17.0 Technical  Requirements

The Contractor shall comply with the following technical requirements:

· The websites shall be developed for use on a standard Windows NT server, using Internet Information Server (IIS). As a minimum, web services shall be hosted on Microsoft Windows 2000 with IIS 5.0.

· The websites shall be Microsoft and Netscape browser compatible. 

· The websites shall reside within a Front Page Web, but do not have to be created within a Front Page Web.

· The Contractor shall first obtain FAA approval of the programming languages the Contractor shall use to develop the websites.

· The programming languages used shall be consistent where appropriate for the two websites.

· The software programming script shall have detailed comments. The comments shall include but not be limited to titles, descriptions, purposes of code and other pertinent programming information.

· Cookies shall not be used unless prior approval is obtained from the FAA.

· The websites shall be designed for fast efficient use with all bandwidths such as by both telephone modem and cable.

· Direct links to download plug-ins and viewers shall be provided when required to view information at the websites.

· The websites shall be developed in accordance with and be in compliance with, information systems security requirements and web accessibility requirements.

· The websites shall be developed in accordance with and be in compliance with, the applicable requirements of the paragraph 4 documents. 

18.0 Website Testing, Inspection and Acceptance

The Contractor shall provide thorough testing and inspection of the websites they develop, prior to submitting them for prototype, any intermediate and final FAA reviews. The Contractor shall use their website development plans and procedures for testing and inspection. The FAA will not review Contractor plans and procedures for testing and inspection. The Contractor shall also document their testing and inspection results using their reporting procedures. The FAA will not review Contractor reports for testing and inspection. 

The Contractor shall promptly correct any deficiencies discovered by their testing and inspection, or during any other phase of the project. An exception to the preceding paragraph shall be, that the FAA may review Contractor testing/inspection plans, procedures and reports, if there were to be a severe quality problem, as determined solely by the FAA.

The Contractor shall provide their websites to the FAA, on a media and in a manner determined as the project evolves, that is agreeable to the FAA. The FAA will test and inspect the Contractor-developed websites by any methods the FAA chooses. The Contractor shall promptly modify the websites as requested by the FAA. The Contractor shall submit for each website a prototype, up to two intermediate versions and the final version. 

The Logistics Center Program Director will have final say as to the acceptability of the websites. The FAA review including testing and inspection of the Contractor websites, will be both functional and technical in nature.

19.0 Information Systems Security

19.1 Internet Services Requirements 

The Contractor shall comply with the Internet services security and privacy requirements, that are applicable to the Contractor’s work and deliverables provided on this project for the FAA. This shall only be to the extent those requirements, apply directly to the Contractor’s work and deliverables, associated with upgrading the two websites. For example, a Security Certification and Authorization Package (SCAP) is not required as part of this SOW. The Contractor shall take the topic of “security” to also include “privacy” in paragraphs 19.1 and 19.2

The Contractor-provided work, upgraded websites and all other deliverables shall be designed, developed, completed and delivered, in compliance with the applicable requirements of the information systems security (ISS) related documents of paragraph 4. The Contractor shall correct security risks that are discovered for the websites, such as but not limited to those found by security scans. 

The Contractor shall provide for each website the Internet banner that is in paragraph 6.d of Order 1370.79A “Internet Use Policy”. The Contractor shall ensure there is for each website, the standard notification when leaving a FAA Internet service (including for browser plug-ins and hyperlinks such as to Adobe Acrobat Reader) that is in Appendix 2 of Order 1370.84 “Internet Services”. The Contractor shall provide for each website, the Electronic Access Privacy and Security Statement that is in Appendix 3 of Order 1370.84 “Internet Services”.

19.2 Monitoring and Review of Internet Services Work

The Contractor shall determine and then discuss with the CO or COTR, what ISS document type deliverables, the Contractor considers necessary to satisfy the SOW ISS requirements. The Contractor shall proceed with preparing those document type deliverables, only after getting approval from the CO or COTR. The Contractor shall submit the document type deliverables and other types of deliverables, such as the websites themselves, to the FAA for ISS review and comments. The Contractor shall then promptly incorporate any FAA requested changes in the deliverables and submit them to the FAA for final approval.

The Contractor shall provide to the FAA, a separate signed statement for each of the two websites, that certifies the website is compliant with all the applicable requirements of the ISS related documents of paragraph 4. The Contractor statement shall include the Uniform Resource Locator (URL) of the website, Contractor company name, job title of person completing the document, printed name of person completing the document, signature of person completing the document and date of signing.

The Contractor shall provide a copy of its ISS document type deliverables to both the CO and COTR. The Contractor shall prepare ISS documents they develop, by using Microsoft application programs such as but not limited to WORD, EXCEL and VISIO. The Contractor shall submit the documentation if possible by electronic mail or compact discs. The Contractor shall provide in hard copy and soft copy, their statements that certify website compliance with the applicable requirements of the ISS related documents of paragraph 4. The documentation shall be received by the FAA at the time specified in the Contractor’s official project schedule and that will result in meeting the FAA required project completion date, subject to FAA approval of said deliverables.

The Contractor shall participate in any FAA requested meetings, reviews and teleconferences to discuss matters related to this project’s ISS. The Contractor shall also participate with the FAA in electronic mail correspondence (Lotus Notes), telephone inquiries and other communication means that are in regards to this project’s ISS.

20.0 Human Factors Engineering  

The Contractor shall incorporate human factors design and engineering throughout all phases of this project. The Access Board’s Electronic and Information Technology Accessibility Standards (36 CFR Part 1194) implement Section 508 of the Rehabilitation Act of 1973. The FAA has determined that the following accessibility standards (36 CFR Part 1194) apply to this procurement under Section 508 of the Rehabilitation Act of 1973. 

· 1194.21 – Software Applications and Operating Systems

· 1194.22 – Web-based Intranet and Internet Information and Applications

· 1194.24 – Video and Multimedia Products

· 1194.41 – Information, Documentation, and Support

The Contractor shall deliver products and/or services that provide the features described in the above standards, or equivalent salient characteristics. Additionally, the Contractor shall provide product support documentation and services (i.e. help desk and training) in alternate formats in order to accommodate end users with disabilities. Contractor conformance with this requirement is a material term of the contract.

The Contractor shall provide to the FAA, a separate signed statement for each of the two websites, that certifies the website is in compliance with 36 CFR Part 1194. The Contractor statement shall include the URL of the website, Contractor company name, job title of person completing the document, printed name of person completing the document, signature of person completing the document and date of signing.

The Contractor shall also complete and provide to the FAA, separately for each of the two websites, the Attachment 1 “Contractor Section 508 Compliance Check List”. This document shall verify in more detail that the Contractor has complied with those requirements. 

The Contractor shall submit the web accessibility documentation to the FAA for review and comments. The Contractor shall then promptly incorporate any FAA requested changes in the documentation and submit it to the FAA. The Contractor shall promptly correct all deficiencies found in the two websites, regarding their compliance with 36 CFR Part 1194 and Section 508. 

The Contractor shall provide a copy of the web accessibility documentation to both the CO and COTR. The Contractor shall prepare documents they develop using Microsoft application programs such as but not limited to WORD, EXCEL and VISIO. The Contractor shall submit the documentation, if possible by electronic mail or compact discs. The Contractor shall submit the signed 36 CFR Part 1194 web accessibility compliance statements and Section 508 Check Lists by both hard copy and soft copy. The documentation shall be received by the FAA at the time specified in the Contractor’s official project schedule and that will result in meeting the FAA required project completion date.

21.0 Configuration Management and Control

The Contractor shall provide strict configuration management and configuration control throughout all phases of this project. This shall for all deliverables include but not be limited to both revision levels and submittal levels. This shall include but not be limited to software programs or portions thereof, the developed websites, plans, reports, ISS documentation, web accessibility documentation and software documentation.

22.0 Security and Safety

The Contractor shall comply with all on-site security requirements when they are on location at the Mike Monroney Aeronautical Center. This shall include but not be limited to compliance with all applicable security regulations and the wearing of visitor badges. 

The Contractor in the course of its work for the FAA, may become privy to information that the FAA considers to be sensitive in nature. The Contractor shall not reveal any such information to anyone, other than those who have a FAA approved need to know. The Contractor shall protect the privacy of individuals. The Contractor shall provide its work and deliverables in compliance with the applicable requirements of the privacy related documents of paragraph 4.

The Contractor shall perform all work safely when on-site at the Mike Monroney Aeronautical Center. The safety of personnel shall be paramount over any other aspects of this project. The Contractor shall comply with all national, state and local safety and health regulations, such as but not limited to those from the Occupational Safety and Health Administration (OSHA).

The Contractor shall also perform work safely to ensure FAA information systems, equipment and facilities are not damaged. The Contractor shall be financially liable for all damages they cause to FAA property.

23.0 Contractor Personnel

The Contractor shall use only highly qualified personnel on this project. The FAA will not train Contractor personnel. Contractor personnel shall always conduct themselves in a hard working professional manner. The FAA shall have the right to have any Contractor personnel removed from the project by providing just cause, for reasons such as but not limited to lack of performance, poor work ethic, lack of demonstrated ability for the type of work that is being done and inappropriate behavior.

24.0 Work Environment

Paragraph 24.0 refers to the situation where the Contractor is working on-site at the Mike Monroney Aeronautical Center. The Logistics Center uses alternate work schedules that allow day shift employees to work between the hours of 6:00 AM and 6:00 PM. The Contractor shall work within that 12 hour window, with their actual start and end times being compatible with the FAA personnel the Contractor is working with at the time. The Contractor and FAA will use cooperation in this regard. 

Contractor work on shifts other than the day shift is not expected, but shall not be ruled out. Contractor overtime or work on weekends is not expected, but shall also not be ruled out. The Contractor will not work on any of the official Government holidays.

25.0 Travel

The Contractor shall travel in order to complete this project. All Contractor travel to be billed the FAA, shall be done only if it is approved in advance by the CO or COTR. Contractor travel along with associated subsistence shall be reimbursed consistent with the same travel regulations used by FAA employees. 

Contractor travel for this project shall be minimized. The FAA wants to keep to a minimum FAA and Contractor travel costs, the associated loss of productivity due to travel days and resultant possible schedule slippages. The FAA does not want the quality of project performance to be sacrificed by not traveling, when it is in fact truly necessary.

26.0 Government Furnished Documentation

The FAA will provide the Contractor with access, to only the extent deemed appropriate by the FAA, to the two existing websites and their associated software programs. The FAA will provide the Contractor that information, by methods determined by the FAA as the project evolves. All existing website content information, such as but not limited to documents available at the two websites, shall be in their redesigned websites, unless the FAA directs otherwise on a case by case basis. 

The FAA will provide considerable additional content and a list of links, the Contractor shall use for the websites. The Contractor shall incorporate in each website, any additional content and links the FAA may provide the Contractor, up until the website is officially accepted by the FAA. 

27.0 Government Furnished Equipment and Services

The FAA will not furnish the Contractor any equipment, material or property, unless the need for such items becomes necessary as the project evolves. They will be furnished at the sole discretion of the FAA. The FAA will provide the Contractor with technical, functional and administrative input, direction, guidance, information and assistance, only when it is deemed necessary by the FAA, to support FAA obligations to enable successful completion of all phases of this project. The FAA will not do work described in this SOW, that the FAA considers to be work required to be done by the Contractor.

28.0 Technical Documentation

The Contractor shall provide detailed high quality technical documentation. This shall include but not be limited to software source code and software documentation. The Contractor shall deliver all technical documentation at the times specified in their official project schedule, to enable timely completion of all phases of the project. Each website shall be provided in two versions: 1) a commented code website as a record and 2) a website with all comments stripped for actual production use.

28.1 Software Source Code  

The Contractor shall provide the source code for the two websites, whether the code existed prior to this project or was developed for this project. The Contractor shall provide the source code on a media as directed by the FAA as the project evolves. It shall be delivered to the CO or COTR. 

The FAA will review the source code. The Contractor shall promptly make the changes requested by the FAA and submit it to the CO or COTR. The Contractor shall also provide the source code free of charge, for any Contractor initiated updates to this project’s software programs for the life of the contract.

28.2 Software Documentation

The Contractor shall provide any Contractor-developed software related documentation, that is necessary for the FAA to operate, maintain, troubleshoot, test, modify and enhance the software used in the websites. Documentation such as for a software specification that might be developed for this project, shall be done using Microsoft application programs such as but not limited to WORD, EXCEL and VISIO. The Contractor may also submit, in whatever format it is currently in, documentation that existed prior to this project, that they consider pertinent to provide the FAA. 

The documentation shall be provided to both the CO and COTR. The Contractor shall submit the documentation, if possible by electronic mail or compact discs. Hard copy submittals shall be provided as a last resort.

The FAA will review the documentation. The Contractor shall promptly make the changes requested by the FAA and submit it to the CO and COTR. The Contractor shall also provide updated documentation free of charge, that is associated with any Contractor initiated updates to this project’s software programs for the life of the contract.

29.0 Rights in Data

29.1 Ongoing Fees

The FAA shall “own” the two upgraded websites and all other project deliverables that the Contractor provides to the FAA.  “Own” means the Contractor shall not charge the FAA with

any ongoing fees, such as but not limited to for use of the software programs. 

“Own” does not mean that the FAA has rights to peddle any of the Contractor’s previously existing software and conduct itself as if the FAA had unlimited rights in data to previously existing software. The FAA does have unlimited rights in data to any software and other deliverables, that the Contractor develops for this project and provides to the FAA.

29.2 Contractor Data Existing Prior to this Project

The Contractor shall provide the Logistics Center with the source code for software that the Contractor previously developed prior to this project that is used in the websites. The Contractor shall give the Logistics Center rights in data to that source code, to the extent the Logistics Center may use it as necessary for its ongoing operations, maintenance, enhancements and procurement activities. The Logistics Center will not release the source code indiscriminately and will consider it as proprietary information except for the purposes just previously stated. 

The Contractor shall also give the Logistics Center the same level of rights in data, for documentation the Contractor developed prior to this project but provided to the FAA for this project, including but not limited to software documentation.

29.3 Contractor Data Developed for this Project 

The Contractor shall provide the FAA with the source code for software the Contractor develops for this project and uses in the websites. The Contractor shall give the FAA complete rights in data to that source code, for unlimited use by the FAA in any manner the FAA chooses. 

The Contractor shall also give the FAA the same level of rights in data to use Contractor documentation that is developed for this project and provided to the FAA, including but not limited to software documentation.

30.0 Warranty 

The Contractor shall define in writing its warranty for the two websites they develop for the FAA under this project. The Contractor’s warranty definition shall include but not be limited to the areas of effective time period, pricing, labor, materials, travel, packing and transportation. The Contractor shall note all warranty terms and conditions. 

31.0 Other Logistics Center Website Tasks

The Contractor 1) shall work tasks for websites other than the two websites listed in this SOW, and 2) shall for the two websites listed in this SOW and other websites, perform types of website tasks similar to, related to or even different from those tasks described elsewhere in the SOW. The Contractor shall work such tasks only when officially assigned them by the FAA The requirement for such tasks shall be determined on an as needed basis solely by the FAA. Pricing will be revised as negotiated with the Contractor for each additional task. Additional work tasks shall require the mutual formal agreement of the FAA and Contractor on a case by case basis. 

32.0 Acronym List  

CFR

Code of Federal Regulations

CO

Contracting Officer

COTR

Contracting Officer’s Technical Representative

DOD

Department of Defense

DOT

Department of Transportation

FAA

Federal Aviation Administration

IIS

Internet Information Server

ISS

Information Systems Security

ISSO

Information Systems Security Officer

NAS

National Airspace System

NIST

National Institute of Standards and Technology

OSHA

Occupational Safety and Health Administration

SCAP

Security Certification and Authorization Package

SOW

Statement of Work

URL

Uniform Resource Locator

USA

United States of America 

Attachment 1 – Contractor Section 508 Compliance Check List

Name of Contractor Company:  ______________________________

Job Title of Contractor Person Completing this Form:  ______________________________

Printed Name of Contractor Person Completing this Form:  ______________________________

Signature of Contractor Person Completing this Form:  ______________________________

Date Contractor Person Completed this Form:  ______________________________


General: 

1. Web Site: _____________ URL address:_____________ 

2. Best description or purpose of page:
    a. ___ Web Page (home) 
    b. ___ Information page
    c. ___ Online form 
    d. ___ Search Page
    e. ___ Search result page
    f. ___ FAQ page
    g. ___ Policy Page
    h. ___ Employment listings
    i. ___ Graphics page (i.e. maps, photographs, etc.)
    j. ___ Web-based application
    k. Other (describe): ________________ 

3. Is this an Internet, Intranet, or combination page?
    a. ___ Internet
    b. ___ Intranet
    c. ___ Combination: Deployed over Internet but components can be accessed over the Intranet.

4. On a weekly basis, what are your session hits?
    a. ___ Number of weekly session hits 
    b. ___ We do not have a tracking method

Section 1: PDF Files

5. Have you provide an alternative format for PDF files such as TXT, RTF, or HTML formats?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not include PDF files


6. Have you provided a link to the appropriate plug-in?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not include PDF files

Section 2: FORMS

7. Do all form fields have a <LABEL> tag?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this pages does not use form fields

8. Do all form fields have a tabindex attribute?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this pages does not use form fields

9. Do your forms field allow a person using assistive technology to access information, field elements, and functionality for completion and submission of the form including all directions and cues?
    a. ___ Yes
    b. ___ Yes, but... is complete but not tested for usability using assistive technology
    c. ___ Yes, but... form has been tested but are not sure it complies with all the accessibility requirements
    d. ___ No
    e. ___ N/A, this page does not use form fields

10. If your form field are inaccessible to people with disabilities is there an alternative accessible form or a link to an accessible form?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not use form fields

Section 3: TABLES

11. If you use tables for design layout have you check to see if the tables are linearized?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, I do not use tables for design layout

12. Do your tabular tables use the 'summary' attribute and/or tag?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, I do not use tabular tables 

13. Does each table cell provide identification of row and column headers?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not use tables


14. Intentionally Left Blank

Section 4: FRAMES

15. Does each frame use the "title" attribute to properly describe the frame?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not contain frames

Section 5: SCRIPTS, PLUG-INs, APPLETS

16. If the page uses scripts, is the script accessible to the screen reader or is there equivalent text provided?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not use scripts

17. Do your applets, such as JAVA applet, contained the same information and functionality in an accessible format?
    a. ___ Yes
    b. ___ No
    c. ___ N/A. this page does not use applets

18. If you use a plug-in, such Flash, Windows Media, Real Audio, etc, have you provide a link to download the plug-in and is the plug-in, itself, accessible to people with disabilities?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not use plug-ins

19. If you require a plug-in, does the plug-in comply with Section 508, 1194.21 (Software Applications and Operating Systems)?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not use plug-ins

20. If you have a application, such as a JAVA application, is it accessible or there is an alternative that contains the same information and functionality in an accessible format?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not use applications

Section 6: Non-Text Elements

21. Do all non-text elements have text equivalent descriptions using the "alt" attribute or an alternative method for equivalent description?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, there are no non-text elements on this page

Section 7: Image Maps

22. Does your server-side image have duplicate text links for all links within the server-side image?
    a. ___ Yes
    b. ___ No
    c. ___ N/A. this page does not have server-side images
23. Do you have a timetable to replace your server-side images with client-side images?
    a. ___ Yes, I will be changing to client-side images by: 
    b. ___ No
    c. ___ N/A, this page does not have server-side images

24. Does your client-side images use the "alt" attribute to provide text equivalent description and/or an alternative method to provide text equivalent description?
    a. ___ Yes
    b. ___ Yes/No, some non-text elements have text equivalents but not all
    c. ___ No
    d. ___ N/A, this page does not have client-side images

Section 8: Multi-media

25. Is text captioning provided audible output and audible output for all-important visual information?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, there is no multimedia content on this page

26. If you have multimedia content, is the audible and video out synchronized to the dynamic content?
    a. ___ Yes
    b. ___ Yes/No, audible output is synchronized to important video information
    c. ___ Yes/No, text captioning is synchronized to audible output
    d. ___ No
    e. ___ N/A, there is no multimedia content on this page

Section 9: Color

27. Are you able to navigate or understand the page without the use of color?
    a. ___ Yes
    b. ___ No

Section 10: Navigation and Design

28. Do your pages provide a method for assistive technology to skip repetitive links including navigational links?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not need navigational or repetitive links

29. Have you remove lengthy URL's and "click here" links with descriptive text?
    a. ___ Yes
    b. ___ No

30. If your page requires a fixed time for response but the page 'times out', is the user alerted that he or she would be timed out and given sufficient time to indicate that more time is needed before being 'timed out'?
    a. ___ Yes
    b. ___ No
    c. ___ N/A. this page does not have a 'time out' feature



31. Does the include content, such as applets, plug-ins, or animation, cause the screen to flicker with a frequency greater than 2 Hz or less than 55 Hz?
    a. ___ Yes
    b. ___ No


32. If this page cannot be made accessible, do you have a 'text only' version that is updated the same time the inaccessible page is updated?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page is accessible

Section 11: Style Sheets

33. If the page has style sheets, is it viewable by a user's browser that does support style sheets?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not have style sheets

34. Does the style sheet interfere with the style sheets set by the user's browser?
    a. ___ Yes
    b. ___ No
    c. ___ N/A, this page does not have style sheets
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