DRAFT

STATEMENT OF WORK

Writer / Editor Services

For

Federal Aviation Administration (FAA)

Mike Monroney Aeronautical Center (MMAC)

The FAA Logistics Center (FAALC)

1.0 
Introduction.  

The FAA Logistics Center (FAALC) has become an organization that has a substantial outside presence due to its conversion to a government business.  It has a need to market its products and services, issue brochures and descriptions of its programs and capabilities, submit applications for national and agency awards, and develop proposals and briefings.

The caliber of competition confronting the FAALC is substantial, and, in an environment where there are pressures within the Agency for our customers to seek alternative sources, the proficiency level of the FAALC needs to be on par or above that of its competitors.

The purpose of this contract is to give the FAALC capability to craft compelling ad text, develop professional brochure text, communicate to its customers, and prepare polished, professional communication materials for its employees.

2.0
Scope

The Contractor will serve as the FAALC's writer and editor with input to the design of material for outside and, in some cases, inside consumption.  The ultimate goal is to meet the challenges of improving the FAALC's image as a business and of communicating to the Government community.

3.0
Requirements

The Contractor will provide writing and editing services required to create customer information products for the FAALC.  The Contractor must be able to develop strategies for communications to fit the audience (Government trade journals, magazine ads, newspaper ads, etc.).  Versatility, innovation, an understanding of design principles, the ability to ensure a “single voice” for FAALC written material that is sent to large or public audiences, and the ability to help develop the message are key.  The Federal Aviation Administration's (FAA) requirements in performing this contract demand that the Contractor's public information, writing, and editing skills, as well as the level of expertise, experience, and demonstrated performance of Contractor providing the services, must be at the highest level of quality support.

The Contractor will assist the FAALC to frame the “message” when it communicates to customers, prospective customers, and the public.

3.1
Tasks

Individual tasks will be issued under the contract, which may include the following categories:

(a)  Written Materials - The Contractor will write copy for ads, brochures, customer service alert bulletins, and other printed material.  This may include the creative and technical writing, editing, and final “polishing” of products to an accepted professional standard that communicates effectively and sends effective messages to our customers.  In some circumstances, the Contractor will assist in design and/or production, as well.

(b)  Web Content - The Contractor will write material for FAALC Intranet and Internet web sites which might include articles, notices, service bulletins, announcements, etc.

(c)  Information Releases - The Contractor will prepare information releases, customer service bulletins, and other media announcements for release.

(d)  Reports and Applications - The Contractor will assist in writing reports and award applications such as the Presidential Award for Management Excellence and the Oklahoma Quality Award.

(e)  Briefings and Exhibits -  The Contractor will support the FAALC in the creation of briefing packages, demonstrations, and exhibits on FAALC programs.  This support includes but is not limited to technical writing, event theme creation, and scripting of demonstrations.

3.2
Approval/Acceptance of Tasks  

The Contractor shall submit to the Contracting Officer (CO) and Contracting Officer's Technical Representatives (COTRs) a completed design specification in accordance with the requirements/task(s) identified in the delivery order.  Within  7  calendar days after the CO and COTR receives the completed design specifications, the Government shall notify the Contractor, in writing, recommended changes/modifications, or approval.  Upon acceptance by the CO and the COTR, the contractor shall be given written notice to proceed. 

3.3
Material

The Contractor may incur cost for incidental nonrecurring items such artwork, special supplies, etc., with the prior approval of the CO to be reimbursed at cost.

4.0
     Travel
Services will be performed at the FAALC and at the Contractor's office location.  When authorized by the FAA CO, the Contractor may be required to travel in support of the program and to provide on-site services as needed at work locations.  
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