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CUSTOMER CODE: BAL0268
Rev 7-20-05
1.  Your Agency Control Number (if needed): IRP-152A
Date:  February 1, 2006

2.  FedSource Contract (assigned by FedSource):
3. FedSource Task Order (assigned by FedSource): 
TPD-03-C-003
BAL119382-0006
4.  Requesting Agency:
	Organization: National Institute of Mental Health

	Address: Division of Intramural Research Programs                                            
                Building 10, Room 4N-222 (MSC 1381)                                               
                9000 Rockville Pike, Bethesda, MD 20892                                           


5.  Agency Project Officer (PO):

	Name: Linda Jensen

	Phone Number: 301-435-7526

	Fax Number: 301-594-0008

	E-Mail Address: lindajensen@mail.nih.gov


	Alternate PO:

	Phone Number:

	Fax Number:

	E-Mail Address:


	Work Site Point of Contact (POC):    Maxine Steyer                  Timecard Approver: Susan Koester
                                                                                                   Email: Koesters@mail.nih.gov

	Phone Number: 301-435-8980

	Fax Number:  301-480-8348

	E-Mail Address:  steyerm@mail.nih.gov


6. Security Clearance Required?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

What Level?  

(to check a box, right-click on the box, choose “Properties,” and click on “Checked” under “Default Value”)
Agency-Specific Background Investigation?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Driving Record Check?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

(may be billable)

Police Check?
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

(may be billable)
(include a completed DD Form 254 for security clearances SECRET and above)

	Security POC:

	Phone Number:

	E-Mail Address:
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7. Customer Cost Estimate:
	Skill Category: Admin Asst (DOL:01613)
	Number of Contractor Personnel: 1

	Estimated Hourly Rate or GS-Equivalent  $26.11  

	Hours/Day: 8
	Hours/Week: minimum of 40
	Start Time: 8:00 AM 
	End Time: 5:00 PM


Overtime Authorized:
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

	Overtime Estimate (hours and/or dollars - must be funded): annual estimate 50 hours


Shift Work:
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

M   Tu   W   Th   F   
On-Call:
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

60
-minute lunch between 10:00am and 2:00pm

(justification for overtime must be provided in the statement of work)
This position is:
Exempt  FORMCHECKBOX 
  Non-Exempt  FORMCHECKBOX 

8. Reimbursable Expenses (all items must be authorized and funded in advance by FedSource on the task order award document)
Travel Authorized:
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

Cost: $1,500

Conference Attendance:
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

Cost: $

	Training Course Information:
	Cost: $

	Equipment or Materials:
	Cost: $

	Other:
	Cost: $

	(justification for reimbursable expenses must be provided in the statement of work)


9. Reimbursable Safety Equipment Required?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
 (if yes, specify anticipated amount):
Cost: $


10.  Labor Union Agreements.  Are there any Collective Bargaining Agreements (CBA) in place at the location work will be performed that may affect the prevailing wage rates?
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

11. Agency Certification (the requesting agency certifies by signing this document that all applicable regulations and requirements have been met and agrees to comply fully with Project Officer Guidelines (a signature is not required if you are only requesting a quote):
Signature of
Signature of

Project Officer:  

Approving Official:  

	Name: Linda M. Jensen
	Name: Timothy J. Tosten

	Title: Program Analyst
	Title: Associate Director for Administration, DIRP, NIMH

	Date:
	Date:


In accordance with FAR Subpart 32.702(a) and the Anti-Deficiency Act, 31 U.S.C. 1341, signing of this document shall constitute written assurance from the responsible fiscal authority of the customer agency that adequate funds are available, or shall be made available, subject to availability of funds as described in Subpart 32.703-2, to fund the resulting contract or order should an acceptable and reasonable proposal be negotiated.
STATEMENT OF WORK (SOW)
FOR
ADMINISTRATIVE SUPPORT
SCOPE.
Under this task order, the contractor will independently provide support services to satisfy the overall operational objectives of The National Institute of Mental Health. The primary objective is to provide contractor services and deliverables through performance of administrative support.
ORGANIZATION.  
             National Institute of Mental Health


 Division of Intramural Research Programs
          


 Building 10, Room 4N-222 (MSC 1381)                                    
             9000 Rockville Pike

             Bethesda, MD 20892  
Mission:  The National Institute of Mental Health (NIMH/IRP) is one of 27 components of the National Institutes of Health (NIH), the Federal government’s principal research agency dedicated to understanding, treating, and preventing mental illness through research on the brain and behavior, and through clinical, epidemiological and services research.  NIH is part of the U.S. Department of Health and Human Services. 

TASKS/SERVICES.  The contractor shall:

· Receive and screen calls and visitors to office and take appropriate actions to including phone messages and transferring to voice mail.

· Perform a variety of typing tasks to include, but not limited to, letters, memorandums and any other assigned material, (reports, schedules, agendas, spreadsheets, manuscripts, abstracts, protocols, etc.). Obtain clearances as needed.

· Provide administrative support to the NIMH/DIRP Board of Scientific Counselors (BSC), who convene quarterly.

· Act as point of contact to all pertinent parties involved in the review process to include Directors and Management Committee members.  This involves making direct calls to Board members, potential reviewers, and laboratory/branch chiefs. Must be identified as a contract employee. May not commit the Government.
· Gather background material on potential reviewers from a variety of sources (society for neuroscience database, college/university databases, and internet by subject specialty, etc.

· Coordinate with the logistic contractor regarding blocks of rooms needed, preferred hotels, equipment, food, transportation from hotel to campus and other administrative matters.  Must be identified as a contract employee.
· Collect, maintain and update information on indirect costs for lab resources, such as costs for clinical research beds, human brain imaging time, and animal housing per diem charges.

· Proofread and spell check all documents (drafts and final forms) prior to submitting them for review and maintains a daily back-up copy on the appropriate media of all typed documents.

· Establish and utilize suspense tracking systems to log in, issue, and track suspense items.

· Establish and utilize office filing system.

· Process travel orders which include arranging flight, hotel, conference registration, auto (if applicable), and other reservations upon Government review and approval. Retrieve airline tickets for staff members from the travel office when necessary. Maintain copies of all travel orders, vouchers, and leave forms in the established office file.

· Schedule and maintain an accurate tracking system for all activities, including documentation.

· Keep informed of current regulations, policies and procedures concerning general administration, organization, procurement, travel, personnel, etc. and prepare issuances to the staff on procedural changes.

· Maintain electronic calendar and schedules meetings and conferences. Maintain contact database and management level schedules/calendars. Provide information for meetings.

· Take meeting minutes and prepare agendas, reports and other necessary materials for meetings. Must be identified as a contract employee. May not represent or commit the Government.

DELIVERABLES.

· Receive and screen calls and visitors to office daily 
· Perform a variety of typing tasks daily as needed

· Proofread and spell check all documents as needed

· Establish and utilize suspense tracking systems to log in, issue, and track suspense items daily as needed

· Maintain electronic calendar and schedules meetings and conferences as needed

· Provide communications via automation means daily

· Coordinates all logistics related to the BSC review.

· Collects, maintains, and updates information on indirect costs for lab resources.

CERTIFICATIONS, LICENSE, PHYSICAL REQUIREMENTS OR OTHER EXPERTISE REQUIRED.  The contractor must have:

· Expertise in Microsoft Office Suite (MS Word, PowerPoint, Excel, Access).
· Knowledge of the NIH domestic and foreign travel system as well as NIH data 

            base systems.
· Bachelor’s degree in a business related field preferred.
· Minimum of 10 years senior administrative experience.

PERIOD OF PERFORMANCE.
The base period of performance begins February 13, 2006.
The period of performance is reflected on the task order award documents.
PLACE OF PERFORMANCE.
The place of performance is: Building 10, Room 4N-222.
OPERATIONAL HOURS.

Work will be performed minimum of 40 hours per week. Hours and days may be flexible.

OVERTIME
Overtime 
____X__ is authorized.  The number of overtime hours allowed is 50 hours.
________is not  authorized.  
SAFETY ISSUES.
There are no known safety issues.
GOVERNMENT-FURNISHED EQUIPMENT, BADGE, KEYS AND/OR FACILITIES PROVIDED.
Access to Government computer network for data entry: Workspace, phone, computer, etc. and access to computer network will be provided.
SECURITY CLEARANCE/POLICE CHECK/DRIVING RECORD CHECK.
Work under this task order is
    X     UNCLASSIFIED 
          SECRET
          TOP SECRET
The contractor shall comply with all applicable Department of Defense (DoD) security regulations and procedures during the performance of this task order.  The contractor shall not disclose and must safeguard procurement sensitive information, computer systems and data, privacy act data, and Government personnel work products that are obtained or generated in the performance of this task order.  If necessary, the contractor will be required to provide clearances for personnel requiring access to Government computers and workstations.

REIMBURSABLE EXPENSES (TRAVEL, CONFERENCE, TRAINING, EQUIPMENT OR MATERIALS, ETC.).
Travel 
   X       is required.

             not required. 
The contractor will be required to travel to other locations in support of the tasks described in this statement of work.  Prior to incurring any travel expenses, contractor personnel must obtain written authorization from the Project Officer that approves approximate travel, dates, expected duration, origin and destination, purpose, estimated costs and the number and names of personnel traveling.  Contractor expense reports shall be prepared and processed in accordance with the Federal Travel Regulation (FTR).  Materials and subcontracts will be reimbursed at actual cost, including allocable material handling costs, as applicable, in accordance with FAR 52.232-7 – PAYMENTS UNDER TIME-AND-MATERIALS AND LABOR-HOUR CONTRACTS.
_______   Occupational Health Services

_______    Non-US citizen/visa processing expenses

_______    Background clearances

TASK TYPE.
          Labor-Hour

    X     Time-and-Materials (T&M)
_____  Fixed Price

NON-PERSONAL SERVICE STATEMENT.
Contractor employees performing services under this order will be controlled, directed and supervised at all times by management personnel of the contractor.  The contractor’s management shall ensure that employees properly comply with the performance standards outlined in the Quality Assurance Surveillance Plan (QASP).  Contractor employees will perform independent of and without the supervision of any Government official.  Actions of contractor employees may not be interpreted or implemented in any manner that results in any contractor employee creating or modifying Federal policy, obligating the appropriated funds of the U.S. Government, overseeing the work of Federal employees, providing direct personal services to any Federal employee or otherwise violating the prohibitions set forth in Parts 7.5 and 37.1 of the Federal Acquisition Regulation (FAR).  The Government will control access to the facility and will perform the inspection and acceptance of the completed work.

GOVERNMENT PROJECT OFFICER.
The Government Project Officer will provide general instructions on limitations and deadlines, and is responsible for administration of the task order in compliance with the contract to include inspection and acceptance of deliverables.

Project Officer:  Linda M. Jensen

Phone Number: 301-435-7526

Fax Number:     301-594-0008

E-Mail:  lindajensen@mail.nih.gov
Point of Contact:  Maxine Steyer












Phone Number:  301-435-8980








Fax Number:  301-480-8348








E-mail:  steyerm@mail.nih.gov
                 Timecard approver: Susan Koester
                  Email: Koesters@mail.nih.gov
QUALITY ASSURANCE SURVEILLANCE PLAN (QASP)
Task Order Number: IRP-152A (BAL119382-0006)

Skill Category: Admin Asst (DOL: 01613)

(See Project Officer Guidelines for assistance in completing this worksheet)
	Deliverable
	Performance Standard
	Acceptable Quality Level
	Method Used/Frequency
	Compliance Level/Date

	1. Receive and screen calls and visitors to office daily 
	In accordance with statement of work: daily 
	95%
	Weekly review
	

	2. Perform a variety of typing tasks daily as needed
	In accordance with statement of work; as needed daily
	95%
	Weekly review


	

	3. Proofread and spell check all documents as needed
	In accordance with statement of work; as needed

	95%
	Weekly review


	

	4. Establishes and utilizes suspense tracking systems to log in, issue, and track suspense items daily as needed
	In accordance with statement of work; daily as needed

	95%
	Weekly review


	

	5. Maintain electronic calendar and schedules meetings and conferences as needed
	In accordance with statement of work; as needed

	95%
	Weekly review


	

	6.  Coordinates all logistics related to the BSC review.
	In accordance with statement of work; as needed

	95%
	Weekly review


	

	7.  Collects, maintains, and updates information on indirect costs for lab resources.
	In accordance with statement of work; as needed

	95%
	Weekly review


	


Agency Project Officer Signature/Date:  

FedSource Contracting Official Signature/Date:  


