STATEMENT OF WORK

A. Background:

The International Visitor’s Program is one of the most valuable programs in the FAA international mission. Through the program,  FAA officials and technical personnel are able to meet face-to-face, develop important professional relationships and advance U.S./FAA aviation policies and programs with their counterparts from other countries.  

As a result, common issues/problems involving aviation safety, security and uses of new technologies can be discussed and/or resolved through the informal, first-hand contact provided by the International Visitor’s Program.

There are three categories of visits under the International Visitor’s Program:


-a high-level foreign visitor who meets with the Administrator and/or other senior-level FAA officials;


-a mid-level or technical-level foreign visitor who meets with office/division managers and/or technical specialists;


-tours/visits to FAA field facilities.

The Office of International Aviation relies on its full-time, on-site Contractor staff to maintain the International Visitor’s Program.  Because other office personnel are required to spend the majority of their time on other programs, it is important for the success of the FAA’s international mission to have three full-time Contractors on staff to coordinate international visits.

B. Scope:

The Contractors shall provide administrative and analytical support to the staff of the Office of International Aviation.  This shall include coordinating visits between FAA personnel and foreign aviation officials.  The Contractor shall provide conference planning and analytical support to the staff of the Office of International Aviation.  The Contractor support entails interfacing with high-level FAA, US Government and foreign government officials, working with various personnel within the FAA, do researching, and compiling information for FAA staff. 

C. Requirement:

1.  International Visitor’s Program

The Contractor shall provide administrative and management support services for the International Visitor’s Program to three geographically-oriented divisions within the FAA’s Office of International Aviation.  These divisions are Spain and the Americas; Europe, the Middle East, and Africa; and Asia Pacific.  The support services required of the Contractor for each division shall include the following tasks:

-managing communications related to the International Visitor’s Program, including coordinating visitor requests and coordinating and clarifying government inquiries and participation confirmations;

-preparing itineraries for international visitors to the FAA;

-determining the proper personnel, both within and outside the FAA, to meet with foreign visitors;

-arranging meeting times and spaces for the meetings between FAA personnel and the international visitors, including obtaining the necessary audio-visual equipment;

-arranging for translators or other necessary personnel to assist with the foreign visits;

-greeting and escorting the international visitors to meetings and facilities;

-creating name place cards for each meeting participant;

-arranging transportation for the international visitors, when directly related to their meetings;

-arranging for refreshments during the meetings, as necessary;

-providing hotel and accommodation information to the international visitors, if requested;

-taking notes during meetings between FAA personnel and foreign visitors;

-writing follow-up reports after the international meetings, which will include a synopsis of meeting events and a discussion of action items;

-maintaining a database of all international visitors to the FAA; and, 

-performing all other tasks as appropriate or necessary in accordance with the Office of International Aviation’s Standard Operating Procedures (SOP) for international visitors.

2.  Conference Support

The Contractor shall provide support for conferences, symposia and similar events that are hosted by the FAA for domestic and foreign civil aviation officials, aviation industry representatives and Government personnel.  This includes the following tasks:

-assisting with event planning, including the preparation, management, and distribution 

of agendas, notebooks, invitations, follow-up letters, participant and speaker lists, travel information, speaker curriculum vitaei, English and foreign language translations for communications, correspondence, audio-visual information, and briefing materials;

-providing research, analysis, drafting, editing and document production for briefing papers, reports and schedules; maintaining speaker, country, and participant lists; and creating notebooks, name tags, event information flyers, and other printed materials, both text and graphics, utilized for an event;

-assisting with on-site conference support, which includes coordination, administrative and clerical support for these activities;

-maintaining a system to track all events related to the planning of the conference.

3.  Analytic Support

The Contractor shall provide research and analysis for materials to be used by FAA analysts in support of their international aviation programs.  This includes:

-researching information, both within and outside the FAA, as needed to support FAA analysts’ international programs;

-preparing documents as appropriate, including such things as binders, tabs, view graphs, reports, briefing materials, brochures, newsletters and graphics;

-performing liaison and coordination functions for briefings.  This includes assembling materials required for briefings or follow-up transmittals, confirming logistical arrangements for foreign visitors, and coordinating with other organizations to assure attendance at briefings and availability of subject materials.

