US Environmental Protection Agency (EPA) Request for Proposal in Support of the Operations & Maintenance for PeoplePlus, Reporting Warehouse, and EPA’s Payroll Service to DFAS
Statement of Work
September 27, 2010
1.  Title of Project:  Support of the Operations & Maintenance for PeoplePlus

2.  Period of Performance:  

a.
Base Year:  January 1, 2011 through December 31, 2011

b.
Option Year 1:  January 1, 2012 through December 31, 2012

c.
Option Year 2:  January 1, 2013 through December 31, 2013
3.  Contract Officer Representative (COR)


TBD

Office of Financial Services

U.S. Environmental Protection Agency


1200 Pennsylvania Ave., NW, MS 2734R


Washington, DC  20460

4.  Alternate Contract Office Representatives (ACOR)


TBD

Office of Financial Services


U.S. Environmental Protection Agency


1200 Pennsylvania Ave., NW, MS 2734R


Washington, DC  20460

BACKGROUND
In October 2004, the U. S. Environmental Protection Agency (EPA) implemented PeoplePlus, its new integrated Human Resources, Benefits, Payroll, and Time and Labor Management System.  PeoplePlus existence is a result of a decision made in April 2003 to consolidate two separate modernization systems being undertaken by the Office of the Chief Financial Officer (OCFO) and the Office of Administration and Resources Management (OARM).  In 2001, OARM put into place Phase I of HR Pro, a PeopleSoft application containing a basic human resources (HR) module designed to process personnel actions such as standard form (SF)-52s, coordinate position management, and interface with the Agency’s legacy payroll system, EPAYS (i.e. EPA Payroll System).  During this time, OCFO also began working towards replacing EPAYS and its supporting systems. In an effort to address both organization’s needs, save financial resources, and expedite the Agency’s data integration efforts, OARM and OCFO worked together to provide the Agency with new and integrated functionality via PeopleSoft’s Human Resources, Benefits, Payroll, and Time and Labor modules.  

Additionally, as part of the President’s Management Agenda (PMA), in May of 2006, EPA transferred its payroll function to the Defense Finance Accounting Service (DFAS). Specifically, the transfer falls under the PMA’s, E-Gov Act of 2002 that mandated the consolidation of payroll offices and the standardization of pay policies and procedures. 
DFAS was selected as the payroll provider for EPA because their respective payroll system was more compatible with our existing systems and accounting structure.  As EPA’s payroll service provider, DFAS computes the payroll, makes all payments, and reports the results back to the Agency for accounting and tracking.  However, before DFAS can process the Agency’s payroll, OCFO’s, Office of Financial Services performs a number of critical payroll support functions to ensure the Agency’s employees are paid accurately and timely.  This task is completed by utilizing the Time and Labor module in PeoplePlus.

In 2004, the Office of Management and Budget (OMB) ) and the Office of Personnel Management (OPM) initiated the Human Resources Line of Business (HR LOB) initiative, an e-Government, cross-agency effort to address redundant HR systems and processes across the federal government.  The goal is to put into place modern, cost effective, standardized and interoperable Human Resource Management Systems (HRMS) that support the strategic management of human capital.  

Migrating EPA’s integrated Human Resources, Time Reporting and Labor Distribution system (i.e. PeoplePlus) to a shared service center (SSC) poses difficult challenges due to EPA’s unique time reporting and labor distribution accounting structure for Superfund.  This initiative could have an impact on the future of the PeoplePlus time and labor system depending on the decisions made by OCFO and OARM.  

PURPOSE

The purpose of this request for information (RFI) is to assist the Environmental Protection Agency (EPA) in identifying which contractors under FA2 Computer Systems Design Services will either Opt-in or Opt-out for the upcoming RFP in order to provide “Fair Opportunity”.   
DESCRIPTION OF INFORMATION REQUESTED
Please provide feedback on the attached statement of work as to whether your company can perform this work and whether they can perform this work at a fair market price.  Please provide an estimate of the amount of labor hours and cost to perform this work based on a period of performance of a base year and one option year and one award term period.  Please see the attached statement of work (SOW).

DISCLAIMER
This RFI is issued solely for information and planning purposes and does not constitute a solicitation.  In accordance with the Federal Acquisition Regulation (FAR), responses to this notice are not offers and cannot be accepted by the Government to form a binding contract.  Respondents are solely responsible for all expenses associated with responding to this RFI.  Responses to the RFI will not be returned.  

STATEMENT OF WORK

DESCRIPTION OF SERVICES
The Contractor will provide Project Management; DFAS interface maintenance and PeoplePlus system technical support to include the reporting data warehouse.  The Contractor will provide all services, materials, supplies, supervision, labor and equipment, except that specified as government furnished to perform Time and Labor functions and transfer of files to the Defense Finance Accounting System (DFAS) in accordance with the terms, conditions, and specifications of the contract.  The contractor shall assume total responsibility for all requirements stated henceforth on the first official day the task order is awarded.  The following outlines the specific Contractor supported work activities between January 1, 2011 and December 31, 2011.  

2.1  TASKS
2.2   Project Management
The Contractor will provide management and direct contract project personnel, and establish a framework for project communications, reporting, procedural and contractual activity for the general activities to be performed.  The Contractor will have the responsibility to process and gain approval of Deliverables and Change Authorizations.  The Contractor Project Executives (PE) will provide overall project oversight and quality assurance.  The Office of Financial Services (OFS), mission is to provide Agency wide leadership and direction for the Environmental Protection Agency’s customer service for PeoplePlus related issues for the entire Agency, local financial services for EPA headquarters offices in the Washington, DC metropolitan area and other accounting and related services as well as to help in the interfaces to our payroll system at DFAS.

This task order will focus on the OFS’s automated services and systems application and support, specifically the time and labor and accounting interfaces called PeoplePlus (PPL) and related data warehouse reporting.  The PeoplePlus application supports human capital management, payroll, and time and labor processing for the agency.

Completion Criteria:  This activity will be completed when the contractor has fulfilled its obligations under this SOW. 

Deliverables:

· Project Schedule

· Bi-weekly Project Status Report

· Monthly Cost Performance Report

2.3    Interface Maintenance Assistance

The contractor will provide EPA with technical assistance with existing payroll system, Time & Attendance, Labor Distribution, IFMS, interfaces to the United States Department of Defense’s Finance and Accounting Service (DFAS) payroll system.  Contractor will create new interfaces as required.  The modifications will come in the form of user-reported defects and/or regulatory mandates, or DFAS specified change requirements.  The interface maintenance assistance includes the following activities:

· Modifications to the outbound T&L and work schedule interface to DFAS

· Modifications to the inbound accounting interface from DFAS

· Modifications to the inbound leave interface from DFAS

· Modifications to the inbound/outbound new/existing Non-DFAS interfaces

· Modifications to the IFMS interface (FSMP) or the new Financial System

· Modifications to the custom cross reference tables to support EPA to DFAS code translation.

· Modifications to the PeopleSoft objects to maintain cross reference tables 

· Modifications to the PeopleSoft on-line edits to integrate with those applied within DFAS

· Develop additional reports within PeopleSoft to augment EPA’s new business process presented by the DFAS solution.

Completion Criteria: This activity will be completed when the deliverables listed below have been delivered to and accepted by EPA.

Deliverables:

· Modifications to the DFAS Interface Requirements Document

· Modified DFAS Interface Programs

· Modified On-line PeopleSoft Code

2.4 People-Plus System Technical Support
The Contractor will assist EPA with supporting and maintaining its current implementation of the People-Plus system.  The following will be supported:
· Payroll / Time & Labor Operations Support – The Contractor will provide functional PeopleSoft support to EPA’s Office of Financial Services (OFS).  This support will include assisting OFS in day-to-day execution of Payroll and Time and Labor operations in conjunction with the People-Plus system, including initiating system processes, reviewing exception reports, reconciling payroll calculation results.
· Payroll / Time & Labor Technical Support – The Contractor will provide PeopleSoft technical support to the OFS.  This support will include assisting the EPA Payroll Support and Outreach staff as well as the Systems staff in the technical operations of the People-Plus system and in continued problem resolution.

· Business Process and Communications Support – The Contractor will provide support to the EPA staff in development and refinement of the business processes which surround the People-Plus system and in communicating these processes.

· Reports and Data Warehousing Support – The Contractor will provide technical support (Cold Fusion, Oracle Portal/Portlets and Java) in creating and maintaining reporting requirements for EPA’s payroll and budget users. 

Completion Criteria:  This activity will be completed when the Contractor has completed the tasks.

Deliverables:

· People-Plus Weekly Technical Status Report

2.5 Assumptions
This SOW is based on the following key assumptions:  if any of the assumptions change or become invalid, the Scope of Work, the Charges, the Estimated Schedule and/or other terms and conditions may change and will be managed through EPA Contracts and the Project Officer.  The following assumptions are relevant to this scope of work:

2.6 General Assumptions
· Contractor staff will perform work at the EPA Headquarters, Washington, DC location.  EPA will supply work space and network connectivity for the project team consistent for a timeframe consistent with the project schedule.

· Requirements will be defined by EPA.  Project estimates are based on current requirements and needs to establish a team with the talent to support the scope of the overall project.  

· Decision points will be addressed by EPA and the Contractor in a timely matter, so as not to adversely affect the schedule in the agreed to DFAS Project Plan.

· The EPA project manager and EPA project team will attend regular project status meetings.

· EPA is responsible for maintaining the hosting environment.

· The Contractor will have access to EPA subject matter experts and stakeholders.

· The Contractor will be performing on a regular work week of 40 hours Monday through Friday. 

· The Contractor will perform emergency maintenance when needed.

2.7 DFAS Assumptions
· The Contractor will make a best effort attempt to resolve high priority issues quickly as they occur with the resources assigned to support the system.

· EPA will provide the required subject matter experts to assist with the system and/or interface.

2.8 People-Plus Assumptions
· It is estimated that the Technical Support for PeoplePlus System will be performed January 1, 2011 through December 31, 2011. 

· EPA will provide subject matter experts to continue to support the PeoplePlus system.

· PeoplePlus support will be based on the criteria defined in the SOW and in EPA’s PeoplePlus Project – Time and Labor Functional Requirements document dated September 2002 and PeoplePlus Project – Payroll Functional Requirements document dated May 2003, which will be made available upon request.

· System maintenance and enhancements will be prioritized by EPA.

· The Contractor will perform PeoplePlus system support with the resources and hours provided in this SOW.  

3. 0 Deliverable Review & Acceptance Procedure

With the exception of the Status Reports, each of the deliverable materials noted in the Deliverable Materials Guidelines will require approval by the EPA Project Manager.  Each of the deliverable materials will be accompanied by a Deliverable Transmittal Document, which will be the vehicle for communication concerning the status of that deliverable material.

The Contractor will support a signed hard copy and an electronic copy of the completed deliverable.  EPA will review the completed deliverable and provide notice of acceptance or deficiency within seven (7) business days after delivery.  The Contractor will provide a proposed formal response.  The EPA project manager will sign the deliverable following acceptance of the deliverable.  If no comments are provided within the specified review period, the deliverable will be presumed accepted.

4. 0 Deliverable Materials Guidelines

The Deliverable Materials Guidelines define the structure and content of the Materials defined as “Deliverable Materials” in the Statement of Work.  Unless otherwise noted, the Contractor will provide one copy of each hard and soft copy of the following Deliverable Materials to the EPA Project Manager.

4.1 Project Schedule
Purpose:  The Contractor will provide a Project Status to EPA.  This schedule will be updated as a part of the project management activities.  

Content:  The deliverable material will consist of the following, as appropriate:

· Task level project plan including resource assignments.

4.2 Bi-Weekly Project Status Report
Purpose:  The Contractor will provide a Status Report during the project to describe the activities that took place during the last bi-weekly time period. 

Significant accomplishments, milestones, and problems will be described.  

Content:  The deliverable material will consist of the following, as appropriate:
· Activities performed during the reporting period.

· Activities planned for the next reporting period.

· Summary of hours expended

· Issues and risk log

· Updated project plan

· Withholding performance Metrics

4.3 DFAS Interface Update Documents
Purpose:  The purpose of this deliverable material is to collect, define and update the DFAS interface modifications. This document will specify what modifications have been made in the operation & maintenance phase.  

Content:  The deliverable material will consist of the following, as appropriate:

· Objective

· Requirements

· Design

· Test Plan

· Test Results 

4.4 People-Plus Technical Status Report
Purpose:  The Contractor will provide a weekly Technical Report during the project to describe the activities that took place during the week. 

Significant accomplishments, milestones, and problems will be described.  

Content:  The deliverable material will consist of the following, as appropriate:

· Activities performed during the reporting period

· Activities planned for the next reporting period

· Milestones

· Issues List

NOTE:  The Government reserves the right to exercise optional tasks if there is a bona fide need.  The optional tasks must have been evaluated as part of the initial task order “best value” determination, and although EPA is not committed beyond the basic tasks listed in the PWS, the Agency may exercise the optional tasks unilaterally, provided that (1) funds are available; (2) the requirement covered by the optional task fulfills an existing government need; (3) prior to exercising an optional task, the Government ensures that it is still in the Government’s best interest (i.e., that the optional task is the most advantageous method of fulfilling the government’s need, price and other factors considered); and (4) the optional task does not extend beyond the period of the task order, including option years.  Before exercising any optional tasks the Government and the contractor will discuss assumptions and current relevant information and expectations. 
5.0 Task 2 – OPTIONAL – Account Code Structure 
Background

The Environmental Protection Agency is implementing a new financial management system.  As part of this implementation, the PeoplePlus system may be modified to accommodate the use of additional accounting fields and interfaces with the new financial management system.  Additionally, the Labor Distribution process in the PayMerge (customized application) will need to be altered.  The modifications in PeoplePlus would involve modifications to the user interface pages (to include Human Resource screens, Time and Attendance and Labor Distribution), changes to the structure of the tables and the fields; add new fields to tables and modifications to reports.  Further, based on the requirement and specification of the new financial management system, the interface to the finance system would be modified to provide the pay data and account information in the required format.  Note:  the EPA PeoplePlus system is a highly customized and modified system. 

The Contractor will provide Project Management, technical expertise and perform the required modifications to the PeoplePlus and PayMerge system and the related interfaces for the new financial system.  The Contractor will provide all services, materials, supplies, supervision, labor and equipment, except that specified as government furnished to perform Time and Labor functions and transfer of files to the Defense Finance Accounting System (DFAS) in accordance with the terms, conditions, and specifications of the contract.  The contractor shall assume total responsibility for all requirements stated henceforth on the first official day the task order is awarded.  Dates will be provided should the optional task be required.  

5.1 Project Management

The Contractor will provide management and direct contract project personnel, and establish a framework for project communications, reporting, procedural and contractual activity for the general activities to be performed.  The Contractor will have the responsibility to process and gain approval of Deliverables and Change Authorizations.  The Contractor Project Executives (PE) will provide overall project oversight and quality assurance.  The Office of Financial Services (OFS), mission is to provide Agency wide leadership and direction for the Environmental Protection Agency’s customer service for People-Plus related issues for the entire Agency, local financial services for EPA headquarters offices in the Washington, DC metropolitan area and other accounting and related services as well as to help in the interfaces to our payroll system at DFAS.  

This task order will focus on the required modifications needed to the current People-Plus system and its interfaces to accommodate the use of the new account fields, specifically the time and labor and accounting interfaces called People-Plus (PPL) and Pay-Merge.  The People-Plus application supports human capital management, payroll, and time and labor processing for the agency.

Completion Criteria:  This activity will be completed when the contractor has fulfilled its obligations under this SOW. 

Deliverables:

· Project Plan and Schedule

· Bi-weekly Project Status Report

5.2 Interface Modifications
The contractor will provide EPA with technical assistance and modifications to the interface that provides the pay data along with the account code to the agency’s new financial system.  The modifications will be based on the additional accounting fields  provided by EPA’s Office of Budget and the system requirements for the transfer of data to the new financial system. The interface modifications include the following activities:

· Modifications to the interface programs that get the Account Code field values from the financial management system. 

· Modifications to the interface that provides the pay data along with the account code to the financial management system. 

· Modify any existing report that support the accounting interface processes and develop additional reports if required to augment EPA’s new business process presented with the implementation of the new financial system solution.

Completion Criteria: This activity will be completed when the deliverables listed below have been delivered to and accepted by EPA.

Deliverables:

· Modifications to the Financial System  Interface Requirements Document

· Modified all Interface Programs related to account code and pay data

· Modified On-line PeopleSoft Code

· Modified PayMerge code

5.3 People-Plus System Modifications
The Contractor will provide the technical support and make the necessary modifications to the existing People-Plus and Pay-Merge system to implement the new accounting fields.   The following is a high-level listing of the areas that will need to be modified:  

· Create new tables to store the values of the new Account Code fields.

· Modify the existing underlying tables that stores the values of the account code fields changing the field lengths as required.

· Modify the PeopleSoft Account Code table to include the new account fields and the changes.

· Modify the People-Plus account build feature on the time card; modify the page and the validations associated to the account code fields.

· Modify the People-Plus account build feature on the HR page; modify the page and the validations associated to the account code fields.

· All the pages, tables and reports that have a dependency on any of the account code fields should be reviewed and modified accordingly. 

· Business Process and Communications Support – the Contractor will provide support to the EPA team in development and refinement of the business processes or system instructions related to these modifications which surround the People-Plus system and in communicating these processes to EPA system users.

Completion Criteria:  This activity will be completed when the Contractor has completed.

Deliverables:

· People-Plus Weekly Technical Status Report

· Design documentation

· Technical Specifications

· Unit Test Documents

· QAT/User Test Cases

· Test Results

· Modifications have been moved successfully to the production environment

5.4  Conduct analysis for data cleanup and provide data migration support
Conduct an analysis of the People-Plus time and labor data to determine if there is a need for data cleanup and provide data migration support.  

5.5 Task 2 – OPTIONAL – Account Code Structure Assumptions

This SOW is based on the following key assumptions.  If any of the assumptions change or become invalid, the Scope of Work, the Charges, the Estimated Schedule and/or other terms and conditions may change and will be managed through Project Officer and EPA Contracts.  The following assumptions are relevant to this scope of work:


5.5.1 General Assumptions
· Contractor staff will perform work at the EPA Washington DC location.  EPA will supply work space and network connectivity for the project team consistent for a timeframe consistent with the project schedule.

· Requirements have already been defined by EPA.  Project estimates are based on current requirements and needs to establish a team with the talent to support the scope of the overall project.  

· Decision points will be addressed by EPA and the Contractor in a timely matter, so as not to adversely affect the schedule in the agreed to Financial System Implementation Project Plan.

· The EPA project manager and EPA project team will attend regular project status meetings.

· EPA is responsible for maintaining the hosting, development and testing environments.

· The Contractor will have access to EPA subject matter experts and stakeholders.

· The Contractor will be performing on a regular work week of 40 hours Monday through Friday. 

5.5.2 Financial System Modernization Assumptions
· The Contractor will make a best effort attempt to resolve high priority issues quickly as they occur with the resources assigned to support the modifications to the system.

· EPA will provide the required subject matter experts to assist with the system and/or interface.

5.5.3 People-Plus Assumptions
· It is the estimated that the Account Field/Labor Distribution Modification System Technical Support if required will be performed August 1, 2011 through October  31, 2012.  Should the Optional Task order be enacted, Contractor will receive notice in June of 2011.  

· EPA will provide subject matter experts to continue to support the PeoplePlus system.

· System maintenance and enhancements will be prioritized by EPA.

The Contractor will perform the modification to the PeoplePlus system with the resources and hours provided in this SOW

 6.0   Deliverable Review & Acceptance Procedure
Task 2 – OPTIONAL – Account Code Structure

With the exception of the Status Reports, each of the deliverable materials noted in the Deliverable Materials Guidelines will require approval by the EPA Project Manager.  Each of the deliverable materials will be accompanied by a Deliverable Transmittal Document, which will be the vehicle for communication concerning the status of that deliverable material.

The Contractor will support a signed hard copy and an electronic copy of the completed deliverable.  EPA will review the completed deliverable and provide notice of acceptance or deficiency within seven (7) calendar days after delivery.  The Contractor will provide a proposed formal response.  The EPA project manager will sign the deliverable following acceptance of the deliverable.  

6.1    Task 2 OPTIONAL  Deliverable Materials Guidelines

6.6.1 Account Code Structure

The Deliverable Materials Guidelines define the structure and content of the Materials defined as “Deliverable Materials” in the Statement of Work.  Unless otherwise noted, the Contractor will provide one copy of each hard and soft copy of the following Deliverable Materials to the EPA Project Manager.  All documents will be provided using Microsoft Office 2003 or higher and  in PDF (Portable Document Format).

6.6.2 Project Plan and Schedule
Purpose:  The Contractor will provide a Project Plan and schedule to EPA.  This plan will be updated as a part of the project management activities.  The project plan will be using Microsoft Project 2003 or higher. 

Content:  The deliverable material will consist of the following, as appropriate:

· Task level project plan including resource assignments.

6.6.3 Bi-Weekly Project Status Report
Purpose:  The Contractor will provide a Status Report during the project to describe the activities that took place during the last bi-weekly time period. 

Significant accomplishments, milestones, and problems will be described.  

Content:  The deliverable material will consist of the following, as appropriate:

· Activities performed during the reporting period.  

· Activities planned for the next reporting period.

· Summary of hours expended

· Issues and risk log

· Updated project plan

· Withholding performance Metrics

6.6.4 Modification to the Financial System Interface Requirements Document
Purpose:  The purpose of this deliverable material is to collect and define the People-Plus/Pay-Merge and Financial System interface modifications.  The contractor shall graphically illustrate all interfaces and provide a written narrative of each. 

Content:  The deliverable material will consist of the following, as appropriate:

· Interface Narrative

· Objective

· Requirements

· Design

· Test Plan

· Test Results 

· Visio of People-Plus Interfaces

· Parameters Passed

6.6.5 Modify  All  Interface Programs related to account code and pay data
Purpose:  The purpose of this deliverable material is to collect and document all related interfaces which are impacted by these modifications.  

Content:  The deliverable material will consist of the following, as appropriate:

· Objective

· Requirements

· Design

· Test Plan

· Test Results 

· Parameters Passed

6.6.6 Modified On-line PeopleSoft Code/Pay-Merge
Purpose:  The purpose of this deliverable material is to develop and document all related modifications to the PeopleSoft Code/Pay-Merge.   Content:  The deliverable material will consist of the following, as appropriate:

· Objective

· People-Code – source code

· Source Code Documentation

· Test Plan

· Test Script

· Test Results 

6.6.7 People-Plus Technical Status Report
Purpose:  The Contractor will provide a weekly Technical Report during the project to describe the activities that took place during the week and define the tasks planned for the upcoming week. 

Significant accomplishments, milestones, and problems will be described.  

Content:  The deliverable material will consist of the following, as appropriate:

· Activities performed during the reporting period

· Activities planned for the next reporting period

· Milestones

· Issues List

6.6.8 People-Plus Related Systems Modifications 
Purpose:  The purpose of this deliverable material is to develop and document all related interfaces which are impacted by these modifications.  

Content:  The deliverable material will consist of the following, as appropriate:

· Source Code

· Source Code Documents

· Test Plan

· Test Scripts

· Test Results 

6.6.9 Implementation Support
Purpose:  To assist EPA staff in implementing the changes into the production environment and provide any maintenance that is required.
Content:  The deliverable material will consist of the following, as appropriate:

· Source Code

· Source Code Documents

· Test Plan

· Test Scripts

· Test Results 

6.6.10 Task 2 – OPTIONAL – Account Code Structure
If the OPTIONAL task order is required the Contractor will perform the activities outlined in this SOW beginning in the base period and continuing through October 31, 2012.


6.6.11 Task 2 – OPTIONAL – Account Code Structure
Estimated Total Hours:  TBD
7.  Project Governance

As a part of project governance, the Contractor’s Project Executive will meet on a monthly basis with the EPA Executive Sponsor to review status of the project and to oversee quality assurance for their project.  The Contractor Project Manager and the EPA Project Manager will conduct a weekly status project status meeting to review progress, next steps, issues, risks, budget and schedule.

8.  Escalation Procedures

The following procedures provide a detailed process to follow if resolution to a conflict arises when the contractor provides services under this Statement of Work (SOW).

Whenever a conflict arises between EPA and the Contractor, the project team members will strive to work out the problem internally.

1. Level 1: If the project team cannot resolve the conflict within three (3) business days, EPA’s Project Manager, and the Contractor’s Project Manager will meet to resolve the issue.

2. Level 2: If the conflict is not resolved within five (5) business days after being escalated to Level 1, EPA’s Executive Sponsor will meet with the Contractor’s Project Executive to resolve the issue.

3. During any conflict resolution, the Contractor agrees to provide services relating to items not in dispute, and only to the extent practicable pending resolution of the conflict.  

9.  Labor Categories
The Contractor is to provide personnel with experience and education to perform the required tasks in the SOW. 

Estimated Total Hours:  TBD
7.  Project Governance

As a part of project governance, the Contractor’s Project Executive will meet on a monthly basis with the EPA Executive Sponsor to review status of the project and to oversee quality assurance for their project.  The Contractor Project Manager and the EPA Project Manager will conduct a weekly status project status meeting to review progress, next steps, issues, risks, budget and schedule.

8.  Escalation Procedures

The following procedures provide a detailed process to follow if resolution to a conflict arises when the contractor provides services under this Statement of Work (SOW).

Whenever a conflict arises between EPA and the Contractor, the project team members will strive to work out the problem internally.

4. Level 1: If the project team cannot resolve the conflict within three (3) business days, EPA’s Project Manager, and the Contractor’s Project Manager will meet to resolve the issue.

5. Level 2: If the conflict is not resolved within five (5) business days after being escalated to Level 1, EPA’s Executive Sponsor will meet with the Contractor’s Project Executive to resolve the issue.

6. During any conflict resolution, the Contractor agrees to provide services relating to items not in dispute, and only to the extent practicable pending resolution of the conflict.  

9.  Labor Categories
The Contractor is to provide personnel with experience and education to perform the required tasks in the SOW. 

Estimated Total Hours:  TBD
10.  Legal Holidays
tc  \l 2 "LEGAL HOLIDAYS"
1.
The following Federal legal holidays are observed under this task order.

New Year's Day


1 January

Martin Luther King's Birthday
Third Monday in January

President's Day


Third Monday in February

Memorial Day



Last Monday in May

Independence Day


4 July

Labor Day



First Monday in September

Columbus Day


Second Monday in October

Veterans Day



11 November

Thanksgiving



Fourth Thursday in November

Christmas Day



25 December

2.
The Government reserves the right, with or without advance notice, to close Government facilities on dates in addition to the above identified legal holidays.  The causes of such closures include, but are not limited to, Presidential order, weather-related closures, and Government-mandated closure of specific facilities.

11.  Constraints
The performance period of the task order may not extend beyond the contractor’s GSA Master Contract performance period under the 8(a) STARS GWAC.  

12. Privacy Act
The contractor shall have access to Payroll / Time and Labor records covered under the Privacy Act, and shall handle those records appropriately to safeguard the information as specified in this SOW.

13. Confidential Business Information (CBI)
Records to be managed under this SOW do not contain CBI.

14.  Government Property
Furnished Space and Equipment - The contractor shall have access to EPA/OFS facilities during duty hours to perform tasks in accordance with this SOW.  Government furnished space, equipment, hardware, and software will be provided to the contractor to perform the duties in accordance with this SOW.    The contractor shall notify the Contracting Officer Representative (COR) immediately when any equipment breakdown occurs

15.  Government Data and Files
All data and files produced in support of this contract and all corresponding hard copy EPA record material are the sole property of the U.S. Government.  While in control of the contractor, during data processing, and prior to delivery, all Government material shall be stored by the contractor in strict adherence with these requirements. 

16.  Identification of Contractor Personnel
The contractor’s work space shall be clearly identified and segregated.  Contractor personnel shall have their own telephone and mail boxes.  The EPA-site contractor shall use the FTS2000 network for all direct dial, out bound long distance services to perform the duties of this SOW.  Contractor personnel shall clearly identify themselves as contractor personnel when answering government telephones.  Contractor personnel shall not answer telephones assigned to EPA employees.

Contractor personnel working in EPA facilities shall wear contractor identification badges at all times.  Contractor personnel shall identify themselves as contractor personnel in all dealings.

17.  Confidential Agreements
Prior to participating on the contract, each contractor employee assigned to this contract shall be required to sign a Confidentiality Agreement prohibiting disclosure of any information pertaining to the EPA’s records.  It shall be the responsibility of the contractor to ensure that such agreements have been signed and maintain a file of such agreements throughout the life of this contract, subject to periodic audit by the Government.  This file shall be forwarded to the EPA COR at the conclusion of this contract.

18.  Interaction with Others
 Although the Government recognizes the need for the contractor to interact with other contractors in performing the requirements stated herein, it is understood that the contractor shall only accept direction from the authorized Government representatives.

19.  Travel
Travel will be in accordance with the Federal Travel Regulation, 41 (CFR), Chapters 300 through 304, that implements statutory requirements and Executive branch policies for travel by federal civilian employees and others authorized to travel at government expense.

20. Transition Support
20.1 Incoming Transition

In accordance with this Task Order, the Contractor shall collaborate with the Government and the current incumbent Contractor on developing a transition plan.  The Government shall also designate a transition period for the incoming Contractor to coordinate and work with the incumbent Contractor.  The Contractor shall coordinate with the Government in planning and implementing a complete transition to the incumbent Contractor’s support model.  This transition plan shall include, but is not limited to:

· Availability of Key Resources

· Timelines/Milestones

· Coordination with Government Representatives

· Review, evaluation and transition of current support services

· Transition of historic data to new Contractor 

· Government approved training and certification process

· Transfer of hardware warranties and software licenses (if applicable)

· Transfer of all necessary business and/or technical documentation

· Transfer of compiled and un-compiled source code, to include all versions,

     
maintenance updates and patches (if applicable)

· Orientation phase and program to introduce Government personal, programs, and 

     
users to the Contractor’s team, tools, methodologies, and business processes 

· Distribution of Contractor purchased Government owned assets, including 

     
facilities, equipment, furniture, phone lines, computer equipment, etc.

· Transfer of Government Furnished Equipment (GFE) and Government Furnished 

     
Information (GFI)

· Documentation and Inventory

· Applicable EPA briefing and personnel in-processing procedures

· Comprehensive Security Plan

· Confidential Business Information (CBI) and Chain of Custody Issues

20.2 Outgoing Transition

In accordance with this Task Order, the Contractor shall provide a plan for 120 days of outgoing transition for transitioning work from an active task order to a follow-on contract/order or Government entity.  This transition may be to a Government entity, another Contractor or the incumbent Contractor under a new contract/order.  In accordance with the Government approved plan, the Contractor shall assist the Government in planning and implementing a complete transition from this order to a successor provider.  This shall include formal coordination with Government staff and successor staff and management.  It shall also include delivery of copies of existing policies and procedures, and delivery of required metrics and statistics.  This transition plan shall include, but is not limited to:

· Availability of Key Resources

· Timelines/Milestones

· Coordination with Government representatives

· Review, evaluation and transition of current support services

· Review of current system processes

· Transfer of historic data to new Contractor

· Government approved training and certification process

· Transfer of hardware warranties and software licenses (if applicable)

· Transfer of all necessary business and/or technical documentation

· Transfer of compiled and un-compiled source code, to include all versions,

     
maintenance updates and patches (if applicable)

· Orientation phase and program to introduce Government personal, programs, and 

     
users to the Contractor’s team, tools, methodologies, and business processes

· Disposition of Contractor purchased Government owned assets, including

     
facilities, equipment, furniture, phone lines, computer equipment, etc.

· Transfer of Government Furnished Equipment (GFE) and Government Furnished 

     
Information (GFI), and GFE inventory management assistance

· Transfer of Documentation and Inventory

· Transfer of Comprehensive Security Plan

· Transfer of Confidential Business Information (CBI) and Chain of Custody Issues

· Applicable EPA debriefing and personal out-processing procedures

· Turn-in of all government keys, ID/access Cards, and security codes

21.   Place of Performance

All components directly involved in business solution will be maintained at the EPA in Washington D.C.,
22.  Operational Hours 

 People Plus operational business hours are: 7 am – 6 pm Eastern Time, Monday through Friday, except for Federal holidays.
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