


STATEMENT OF WORK
FOR 
EFFECTIVE FEEDBACK DELIVERY WORKSHOP
The contractor will furnish all personnel, materials, equipment, and services necessary to perform the work set forth.

A. Background
The mission of the Federal Aviation Administration’s (FAA) Office of the Associate Administrator for Research and Acquisition (ARA), Office of Business Management (ABZ) is to support the performance of the ARA organization by identifying, developing, implementing, and supporting programs and initiatives to improve the ongoing business operations of ARA.  The processes and programs led by ABZ include efforts related to the strategic management of ARA’s human capital, including workforce planning and development and performance initiatives and management of ARA partnerships.

B. Scope of Work
The scope of this work involves the design, development, and delivery of an instructor led sessions (presented three (3) times annually) that will provide ARA managers with knowledge and skills in how to provide effective feedback to employees on a formal (e.g., annual performance evaluation cycle) and informal basis.  The contractor will provide executive coaching methods that improve the capability of managers in the area of effective feedback delivery.  Executive coaching is an approach to leadership and organizational development, which involves interacting with people in a way that teaches them to produce results they would not have been able to reach otherwise.
C. Task Description 

The workshops should be specific to FAA’s research and acquisition environment and provide a forum that addresses the following: 
· Effective feedback coaching process tailored to meet the needs of ARA managers

· Methods that complement or supplement ARA’s Human Capital Management Program.  
· Change management techniques on how managers and leaders can use effective feedback approach as a management tool to improve the value of managers and employees in ARA (e.g., role-play based on real life situations encountered by ARA supervisors).

· Demonstrated level of competence, experience, education, and practice leadership situations using the coaching conversation model. 
· 
· 
· 

· 
D.  Deliverables
The contractor will deliver three (3) annual workshops in Washington, DC during the base year (2004) and option periods.  The workshops will accommodate up to 25 people and occur during the following months. 

Session 1 
March


Session 2
June 

Session 3
September 
The instructor will provide the training materials that support the learning objectives stated below. 

Learning Outcomes:

At the conclusion of the session participants should be able to:

· Understand the barriers to delivering feedback that have an impact on employee performance
· Explain what constitutes effective and ineffective performance feedback
· Integrate a coaching approach into performance appraisal meetings using the Coaching Conversation Model
· Define how coaching can be applied when giving feedback and why this approach works with employees
· Apply coaching skills to give feedback in difficult situations, in which developmental or critical feedback is needed for the achievement of optimal performance
· Establish a productive working relationship with hostile or difficult employees
All deliverables should be provided in an electronic format to ARA’s Office of Business Management (ABZ-200), along with any printed materials that may be necessary to support the review or the set up of the final product in advance of the workshops.  
All deliverables become the property of the FAA.  

D. Government Review

All deliverables sent to the FAA Contracting Officer Technical Representative (COTR) for review and approval must be submitted in accordance with the agreed upon schedule set forth.  The government will review the submittals and will provide written comments and/or approval of the deliverable within the agreed upon schedule set forth in the FAA’s Performance Management System.  If comments are provided, they should be incorporated into the final deliverable.  The Government will provide written acceptance of all deliverables. 
E. Performance Period

The performance period of the agreement is from the date of execution of all parties with workshops occurring between March and September of the FY 2004 base year, with four (4) additional option periods. 
F. Evaluation Criteria
The evaluation criteria is set forth in the following four (4) factors:  
Factor 1:  Demonstrated experience on a wide range of leadership and management issues, which allow application of the coaching conversation model to the contractor’s management environment. (35%)

Factor 2:  Past experience in contractor’s subject discipline, and demonstrated expertise in applying that discipline in the area of human capital management.  (15%)
Factor 3:  Effective communications and an ability to integrate coaching approach into the performance management process to create productive working relationships.  (25%)
Factor 4:  Reasonable and competitive price. (25%) 
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