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EXECUTIVE SUMMARY

YOUR COMPANY, LLC is a Service Disabled Veteran Owned Small Business (SDVOSB) that specializes in providing administrative and technical support staff to the Federal Government., As demonstrated in our corporate organization, everyone plays a vital role to ensure the success of every project. 
Our management strategy is proven to minimize risk and maintain outstanding service for our customers. We propose to implement these same strategies, combined with our project experience and expanding capabilities, to provide administrative support services to the Government Services Administration (GSA), National Capital Region. We fully recognize the challenges involved in this contract, and we are committed to providing the GSA with high-quality service while at the same time providing the continuity of in-place, experienced staff.

Our approach to this project features:

· An experienced project manager who has over 28 years of experience providing administrative support staff and project management for the Federal government on task order staffing contracts. 

· The services of an experienced subcontractor, XXX, which has over 30 years of experience managing administrative and professional support services for federal customers.

· An attractive benefits package for high employee retention in order to maintain service continuity, including no out of pocket premium for individual insurance coverage, 4 tier (single, parent and child, individual and spouse, and family) base and buy up PPO insurance plans, STD, LTD and life insurance.

· Customer Service Representatives who are available to all project staff 24 hours a day, 7 days a week to address benefits, payroll and other personal issues. 
· Recognition of the skills and knowledge required to better perform the administrative requirements of this project, allowing us to seek and recruit the most qualified staff.
Throughout our proposal, we will further discuss these winning qualities of our management approach.  

Project Manager

Our proposed Project Manager, Mr. X, is an expert in project management for government services contracts. Specifically, Mr. X:

· Has over 28 years experience as a Project Manager 

· Completed Project Management Professional (PMP) Certification 

· Successfully recruited and hired well over 1,000 administrative, professional and technical staff 

· Is an expert in all phases of staffing contact requirements and facility operations

Relevant Capabilities and Experience

YOUR COMPANY and its proposed subcontractor, XXX, have performed with superior results on projects of similar size and complexity. Our most relevant capabilities are shown below. More details of these specific experience are provided in our past performance section.

	Team Member
	Specific Experience

	YOUR COMPANY
	Management of 100-person administrative and technical, facilities support services contract.

	XXX
	Management of an administrative support services contract. Employees perform the exact same services as required in this solicited effort.


Contract Risk Aversion

The successful small business contractor must balance the need to perform 50% of the contract services with GSA’s need to retain the experienced people already in place under existing contracts. Our proposed management plan satisfies both of these objectives. As indicated above, an example of our success is our ability to retain 100% of project staff, thereby ensuring total continuity of services. We will bring this same dedication to the GSA effort.
Specifically, our team: 

· Is proposing a Project Manager known and trusted by the GSA 

· Has experience managing a facilities support Federal contract with 100+ personnel
· Has the corporate structure in place to manage large-scale Federal contracts

· Has integrated project management principles into all aspects of the proposal to provide the GSA with a tested and proven method to accomplish its mission. 
Summary

We are committed and ready to provide administrative support service employees to meet the performance objectives and business requirements of the GSA. YOUR COMPANY is positioned to be the most responsive, empathetic, and best qualified firm to provide the leadership and staff resources for this project. 
Tab A: Technical and Management Approach
YOUR COMPANY has the capabilities and experience to successfully perform this contract for the GSA. We have taken the lessons learned from running this similar contract and incorporated the needs of the GSA to devise an approach that is tailored to the mission objectives identified in the Scope of Work (SOW) for this effort. 
A.1 Our Program Organizational Structure
To provide the best personnel services and support to the GSA for the Administrative Support Services contract, YOUR COMPANY has analyzed the Scope of Work and identified the best organizational structure for this effort. YOUR COMPANY’s fundamental corporate structure is customer-centered. We position individuals with greater customer responsibility at higher levels to provide them with greater decision-making authority in day-to-day operations. 
A.1.1 YOUR COMPANY Organizational Chart

YOUR COMPANY understands that a large scale project with multiple task areas require an organizational structure that demonstrates multiple levels of authority, total dedication to the customer and capability to mitigate risk in task performance. Based on our analysis of the SOW and the RFP, we propose the organization depicted in Figure 1 below, which will provide the full coverage needed for the requirements of this contract. 

	Place your Org Chart here.


	Figure 1 – YOUR COMPANY Organizational Chart for the GSA Administrative Support Services Effort


A.1.2 Our Fully Integrated Organization

All of our corporate personnel bear a specific responsibility to directly support the project team. As the organizational structure shows, corporate support consists of three teams: a Project Support Group, Customer Service Representatives and a Quality Control Taskforce. The Project Manager (PM) acts as the uniting person in this structure and provides overall administration and coordination, while maintaining lines of communications between YOUR COMPANY’s corporate support, the Government and project personnel.

In the table below we present the roles and responsibilities of the PM, Team Leaders, the Project Support Group (PSG), the Customer Service Representatives (CSR) and the Quality Control Taskforce and in our proposed organization. After the table, we discuss each entity in more detail.
	Table 1 – Roles and Responsibilities of Corporate Organization

	Project Manager

	Roles
	· Overall administration and coordination of work activities, including planning, executing & finalizing projects according to the contract

· Add more

	Responsibilities
	· Overall contract management and coordination

· Add more

	

	Team Leaders

	Roles
	· Performance monitoring

· Add more

	Responsibilities
	· Advise the PM on backfilling vacancies in their division

· Add more

	

	Project Support Group (PSG)

	Roles
	· Human Resources

· Add more

	Responsibilities
	· Consultation and ancillary support in recruitment & retention

· Add more

	

	Customer Service Representatives (CSRs)

	Roles
	· Address payroll and benefits issues

· Add more

	Responsibilities
	· Answer employee questions regarding health insurance and other benefits and incentives

· Add more

	

	Quality Control Taskforce

	Roles
	· Ensure highest quality of service throughout life of contract
· Add more

	Responsibilities
	· Makes organizational and procedural changes to ensure outstanding service

· Add more


A.1.2.1 Project Manager
We are proposing Mr. X as our Project Manager for this contract. Mr. X possesses over 28 years of Project Management experience. He has managed an administrative support team of up to 100 employees. His resume, presented on the following page, demonstrates that he has the experience and background, which align with the requirements found in the SOW. 

	NAME
[image: image1.png]


Project Manager 

			
			Professional Skills and Experience:

			Short description of background. 

Employment History:

COMPANY  – 2010 – Present, JOB TITLE
Add responsibilities here.
 COMPANY  – 2010 – Present, JOB TITLE
Add responsibilities here.
COMPANY  – 2010 – Present, JOB TITLE
Add responsibilities here.
COMPANY  – 2010 – Present, JOB TITLE
Add responsibilities here.

	Education and Certifications:

		
			
	Key Achievements:
		
			

	

	Figure 2 – Project Manager Resume


In accordance with the SOW requirements, our proposed Project Manager will be responsible for the overall administration and coordination of the work activities on this contract. The PM is the central POC and represents YOUR COMPANY in the face of GSA PBS. While it is the corporate office’s and team leaders’ duty to provide resources and advice to the PM on quality control actions, staff recruitment functions and other crucial tasks, the PM is the ultimate decider and enforcer of all activities impacting project outcome. The PM has the final say on candidate selection, whether as a permanent or temporary employee.

A.1.2.2 Team Leaders

We will assign a Team Leader role to a veteran staff member at divisions where we provide multiple employees. The role of the Team Leader is to provide performance monitoring and funding data to the PM through weekly progress reports. The team leader will also advise the PM on selection of backfill for vacancies within their division. Team leaders will ensure that project staff submits time and attendance on a timely basis through an online portal provided by XXX, our payroll service vendor. We stress that our assigned team leaders will perform these duties after hours, avoiding risk to performance of contractual duties.

In the absence of the PM, one of the team leaders with greater seniority will assume the role of acting PM. During contract performance, we will perform a risk assessment to this contingency plan, and may delegate the company CEO to serve as acting PM in lieu of a team leader.
A.1.2.3 Project Support Group
The Project Support Group (PSG) is in place to provide resources and solutions for the success of the project. Primary functions of the PSG include human resource, contracts administration, information technology, accounting/invoicing and project advancement. 
· Human Resource: Human Resource (HR) specialists are available to provide the PM Team consultation and ancillary support in recruitment and staff retention issues.  The HR Specialists are responsible for maintaining a corporate resume database. While job postings and announcements are project specific, resumes submitted in response to the job postings are added to the resume database. We recognize the likelihood that while a candidate may be unsuitable for a position of interest, the candidate may be qualified and suitable for a vacant position in another project. We have periodically recruited current employees from expired Federal Contracts to serve on other project team. The corporate resume database is a vital tool in identifying backfill for vacancies in this effort. During an interview process, our Project Manager will likely identify 2-3 plausible candidates for one position. While only one will be hired, the resumes and contact information of the remaining prospects are added to the database as immediate consideration for future vacancies. Should the PM Team be faced with another vacancy in the same location, a potential backfill becomes immediately available.

HR Specialists also serve as benefits administrators. Their role to manage and design benefits programs is crucial to staff retention. 

· Contracts Administration: Our contract administrator provides support in reviewing contract documents as well as modifications. The administrators coordinate contractual changes, such as SOW modifications and increased funding, with the GSA contracting office. The contract administrator immediately advises the PM of contractual changes, ensuring that the PM incorporates them into operations.
· Information Technology (IT): Our IT specialists are principally responsible for providing support in communications equipment assigned to project key personnel. Smartphones, laptops and other crucial equipment are furnished and maintained by the IT specialists, ensuring that project key personnel are available to the GSA and to the employees at all times. Should telework be instituted, our IT specialists will provide teleworking staff the necessary resources to maintain daily communications with the Project Manager.  The IT Specialists also maintain computer networks, Exchange email server, cloud storage and hardware at corporate headquarters.  They monitor all activities to make sure to ensure security of sensitive HR and contract documents.
· Accounting and Invoicing: Our accounting specialists work intimately with the Project Manager in reviewing and preparing invoices, ensuring that all invoices are 100% accurate before they are sent to the customer. We recognize that invoice errors not only delay payment, they also add unnecessary burden on the customer to review them for discrepancies. A thorough quality process in invoice preparation is essential for a project with multiple divisions or task areas, where there are constant interaction between the project team and multiple CORs or project constituents.

All payroll, invoicing and G&A expense data are collected and maintained by the accounting specialists through the Intacct Accounting System, a robust and customizable system compliant with the Federal Acquisitions Regulation (FAR). The system satisfies DCAA audit requirements and is fully capable of integrating the latest in data security, including cloud storage. Our accounting specialists are fully trained in use of Intacct features. They provide ledgers and other reports to the PM team to track expenditures, receivables aging and other important financial data.

Our accounting specialists also issue reimbursements for project employees utilizing personal funds for project expenses.  They also furnish our PM team corporate credit card for discretionary purchases, such as site visit travels or lunch for the project team. The accounting specialists also work closely with the PM to monitor operation budget, in order to prevent cost overruns.   
· Project Advancement: The Project Advancement personnel provides process analysis and industry expertise in order to make recommendations for project enhancements. The team collaborates with other PSG team members on researching and identifying new processes, technologies and innovations that ultimately help reduce overhead cost while improving operations. While Quality Control is goal oriented, Project Advancement analyzes micro processes and suggests improvements where applicable. These processes include candidate interviews, invoice reviews, communications between the project team and the PM team, Time and Attendance Data capture and other crucial functions to this project.

A.1.2.4 Customer Service Representatives
Customer Service Representatives (CSRs) address payroll and benefits issues, monitor employee well-being and provide travel and other administrative assistance. Additionally, CSRs answer employee questions regarding health insurance and other benefits and incentives. CSRs serve as intermediaries to resolve payroll issues and bring together the PM and XXX (our payroll provider) to remedy missing or erroneous pays. CSRs are trained to operate online payroll tools provided by XXX.
A.1.2.5 Quality Control Taskforce
The Quality Control (QC) Taskforce’s prime objective is to ensure that the GSA receives the highest quality of service throughout the life of the contract. Effective quality control fosters better quality of service and, therefore, is the most complex and engaging function of the corporate office. 
Mr. X, will serve as Quality Control Consultant on this contract. Mr. X has been involved in cradle-to-grave contracting for all of our projects. 
Mr. X, CEO of XXX – our subcontractor, will also serve as a QC Consultant on this contract. Mr. X has over 30 years of Federal contracting experience.
The Quality Control Taskforce focuses  efforts on three subareas within quality control. These are:

	FUNCTIONAL AREA
	EVALUATED FACTORS

	PERSONNEL
	Staff Retention

Management Relationship

Recruitment

	PROJECT RESOURCES
	Tools and Supplies

Work Enhancing Technologies

Project Funding

	PROCEDURE & PROTOCOL
	Goal Achievement

Compliance

Process Efficency


· Personnel: Central to our management approach centers on quality staffing-recruiting and retaining qualified, experienced and suitable staff to the GSA in a timely and efficient manner. It is no wonder that quality control primarily focuses on maintaining an outstanding project team. Our QC Taskforce oversaw the DoS project transition, which resulted in 100% staff retention and zero risk to service continuity. The taskforce frequently discuss with the Project Managers on instituting new recruiting practices to bring in quality personnel, and adopting creative benefits and incentives programs to maximize staff retention. As indicated earlier in this management section, we have implemented significant changes to contract operations, while maintaining total compliance, to improve the quality of personnel management. Mr. X also assesses management relationship with the customer and with the project team. Enduring success of the project hinges on keeping the customer and the staff happy.

· Project Resources: We recognize that productivity hinges on having adequate and efficient resources accessible to our project team. We periodically evaluate the resources afforded to the team, especially the Project Managers. Tools primary assessed are those aiding in improving PM communications with the project staff and with the customer. It was only recent that the taskforce approved implementation of XXX’s Workforce Now platform, an internal communications portal, as a good instrument of communications within the project team. Other communications tools evaluated for efficiency are smartphones, tablet gear and laptops. 

We recognize that projects of different scope and magnitude require varying degree of general and administrative funding. We will provide our PM with a corporate credit card with unlimited expenditure, enabling them to conduct travel when necessary to perform site visits or staff recruitment. We determined that this form of project funding is most effective for discretionary spending, especially for a project of this magnitude.
· Procedure & Protocol: We work with the PM to set internal goals that meet project standards, such as staff recruitment timeframe and retention strategies. We also perform periodic audits to ensure the project team maintains compliance with labor laws and contract guidelines. We assess management strategies and suggest ideas that can potentially improve project outcome.

The processes our QC Taskforce follow is further described in our QC Plan, located later in Tab A. 
A.2 Lines of Communication 

Clearly defined lines of communication among all project stakeholders are essential to overall project success. Through the bilateral interactions, key personnel and support staff know the responsibilities they need to perform to resolve project issues, improve workflow or provide recourse. 
Can further describe your communication plan in this section.

A.2.1 Project Manager as Central Point of Contact

Since the PM is the authoritative figure and central Point of Contact for the entire project, the PM is empowered to seek direct support and resources from the PSG to assist with any matters. The PSG primarily interacts with the Project Manager or project leads to discuss the needs of the project. 
A.2.2 Project Support Group
The Project Support Group communicates directly with the PM regarding issues with HR, accounting and invoicing, contracts administration, information technology, and project advancement. The PSG is available during normal business hours to provide support to the PM and the project team.
A.2.3 Customer Service Representatives
CSRs interact directly with the project team and are available for help and support 24/7 either by phone or email. With the CSRs, we eliminate the need for middle management to resolve personal issues. Instead, our employees have a direct line of communication with people that can assist in payroll and benefits matters immediately. We have found that the CSR support we give to our employees is a major factor in retention of our key staff members.
A.2.4 Quality Control Taskforce
The QC Taskforce engages with all project constituents, including the GSA, at varying levels and frequencies. Multiple lines of communication are necessary to gauge project performance through data collection associated with staff management, customer satisfaction and goal achievement. The QC taskforce serves as an intermediary, bringing all project constituents together to resolve the issue. 

A.3 Approach For Providing Services Successfully
In this section we discuss YOUR COMPANY’s approach for providing services successfully by addressing each element in the SOW and providing our approach for ensuring contract performance. Additionally, we present a discussion about our approach to risk management on this contract.

A.3.1 Achieving the Requirements in the SOW

YOUR COMPANY is experienced in the depth and breadth of responsibilities inherent in providing administrative support services to the GSA. We recognize the full scope and nature of services and their interrelationships necessary to successfully perform this GSA effort. 

Table 2 presents our understanding of the full scope of services for this effort and provides a brief overview of the approaches we will use to satisfy the requirements of RFP Part 1C. YOUR COMPANY recognizes there is much more to managing this effort than satisfying the technical scope within the SOW.

	Table 2 – We Recognize the Full Scope of Services

	RFP Part 1C – Item/Title
	Approach to Ensuring Contract Performance

	SOW B – Place of Performance  - Contractor Work Offsite – Telework Initiative and Policy; and Travel

· Contractor shall perform consistent with following initiatives popularly referred to as the “Telework Policy.”

· Ability to perform work both within and outside the agency’s work site

· Contract staff may be included in the telework initiative

· Place of performance is within the National Capital Region (NCR)

· Contractor personnel shall have a facility reasonably accessible within a commuting radius of NCR

· Contractor personnel shall be able to support/attend meetings within the NCR within 90 minutes of meeting notification

· Contractor personnel may be required to commute to various Government locations within the NCR
	· Provide your personnel, tools procedures that will be used to solve the problem

	SOW C – Administrative Services

· This requirement includes the following services: Secretary I, Secretary II, Secretary III;

· Administrative Assistant I, Administrative Assistant II
	· Provide your personnel, tools procedures that will be used to solve the problem 

	SOW C – Onsite Management

· Contractor shall identify a Contractor project manager (PM) to participate onsite

· Shall have responsibility for the overall administration and coordination of the work activities on the contract

· Shall be a key contractor employee

· Shall be the principle POC between contractor and Government

· Other identified contract personnel

· Shall assume general responsibility on behalf of the Contractor for assuring timely availability of personnel and the quality of services

· Will plan, execute and finalize projects according to the contract

· Meets strict deadlines within budget

· Coordinates resources, efforts of the team members and third party contractors/ consultants

· Will define project’s objectives and oversee quality throughout contract lifecycle
	· Provide your personnel, tools procedures that will be used to solve the problem

	SOW C (a-c) – Personnel Onsite PM

· Shall have key employee responsibility for the PM and purposes of these terms

· Shall utilize key personnel, specialists and individual consultants named in their offer as accepted by Government at contract award

· Shall promptly submit to the CO or COTR in writing about any substitution of personnel

· Any replacements must meet the key personnel requirements

· Substitution of key personnel will occur without any increase to contract price
	· Provide your personnel, tools procedures that will be used to solve the problem

	SOW C (d-j) – Personnel Onsite PM

· Agrees to provide personnel as required to perform the work
· Must provide stable & qualified personnel to satisfy requirements
· Must submit for approval listings of the project team members by names, organizations, and roles along with resumes
· Staff continuity must be maintained
· May need to provide further evidence of personnel suitability for intended positions
· Responsible for providing instructions to all personnel making them aware of Government regulations, policies, procedures and use of forms
· Required to submit information for security clearances
· Response to demonstrate how your firm will meet such standards to include the specific set of tasks
	· Provide your personnel, tools procedures that will be used to solve the problem

	SOW D – Service Office POCs

· Shall include interactions with COs, COTRs and points of contact out of the Service Offices
	· Provide your personnel, tools procedures that will be used to solve the problem.

	SOW F (1) – Other Terms; Responsibilities – Hours of Operation

· Days of operation are Monday through Friday
· Federal Holidays are as listed
· Building is open for regular work hours between 6:30 am and 5:00 pm.
· Contractor will schedule hours with the COTR
	· Provide your personnel, tools procedures that will be used to solve the problem 

	SOW F (2) – Other Terms; Responsibilities – Supplies, Materials, Equipment and Utilities

· When GSA identifies appropriate training for contractor employees, GSA will direct the contractor to send appropriate employees to training
	· Provide your personnel, tools procedures that will be used to solve the problem

	SOW F (3) – Other Terms; Responsibilities – Other Qualifications of Administrative Services Personnel

· Contract employees must meet the qualifications of the specified classifications
· Contract employees must provide business-like demeanor, business attire, clean and neat in appearance
· Contract employees must be able to read, write and speak English
· Contract employees shall be capable of using MS Windows, MS Word, MS Excel, Lotus Notes, MS Access
· If an employee is rejected, a suitable replacement shall be provide the following workday or as soon as practicable
· Work hours shall be scheduled in cooperation with the COR
· Non-work periods, including absences due to sick or personal leave shall also be coordinated with COTR
· Shall ensure all contract employees sign in and sign out each date on Government forms
· Shall provide one paid 30-minute lunch break and two 15-minute breaks
· During periods of overtime, Contractor will be paid no more than one and a half times the awarded hourly rate
· Will be required to complete and submit to the COTR an Administrative Services Workload Report
	· Provide your personnel, tools procedures that will be used to solve the problem


A.3.2 Risk Mitigation Initiatives

As stated in the previous section, Table 2 addresses each element in the SOW, but there is more to successfully running a contract than these elements. We will institute three Risk Mitigation Initiatives in order to perform the required services with greater success. These initiatives focus on: recruiting more qualified candidates by understanding and fulfilling the exact needs of the GSA, ensuring continuity of services by retaining the qualified staff and foster productivity and outstanding customer service through effective supervision and motivation of project staff. We adopt these same initiatives in all of our staffing projects, and have never fallen short of our project goals.
A.3.2.1 Familiarity With Project Needs

Our first Risk Mitigating Initiative is to develop intimate familiarity with project needs. Knowing project nuance and customer desires help direct our management and staffing approach.  We recognize the functions of the service centers that will be supported by the administrative staff of this project. In Table 3 below, we identify the general functions of each service center. 
	Table 3 – General Functions of Each Service Center

	Service Center
	Service Acquisition
	Budgeting
	Rent Bill Management
	Client Needs
	Facility Maintenance
	Lease Administration.
	Space Requirement
	Design & Construction Management
	Human Capital Management
	Real Estate Portfolio

	Acquisition Mgmt.
	✔
	
	
	
	
	
	
	
	
	

	Budget Division
	
	✔
	
	
	
	
	
	
	
	

	Client Solutions Division
	
	
	
	✔
	
	
	
	
	
	

	DC Service Center
	
	
	
	
	✔
	✔
	✔
	
	
	

	Design & Construction
	
	
	
	
	
	
	
	✔
	
	

	Facilities Mgmt. & Services Program
	
	
	
	
	✔
	
	
	
	
	

	Metropolitan Services Center
	
	
	
	
	✔
	✔
	
	
	
	

	Lease Program Mgmt.
	
	
	
	
	
	✔
	
	
	
	

	Lease Project Mgmt.
	
	
	
	
	
	✔
	
	
	
	

	Office of Campus Development
	
	
	
	
	
	
	
	✔
	
	

	Office of Organizational Resources
	✔
	
	
	
	
	
	
	
	✔
	

	Portfolio Mgmt. Division
	
	
	✔
	
	
	✔
	
	
	
	✔

	Potomac Service Center
	
	
	
	
	✔
	✔
	✔
	
	
	

	Pricing Execution and Tools
	
	
	✔
	
	
	✔
	
	
	
	

	Real Estate Administration
	
	
	✔
	
	
	✔
	
	
	
	✔

	Real Estate Division
	
	
	
	
	
	✔
	✔
	
	
	✔

	Triangle Service Center
	
	
	
	
	✔
	✔
	
	
	
	


Table 4 illustrates the general scope of work project staff may be required to perform within each function. Table 4 also illustrates the knowledge and skills we will mandate the supporting staff to acquire. We believe that acquisition of these desired knowledge and skills will significantly improve the staff member’s ability to perform the functions of the service center s/he is supporting.
	Table 4 –Desired Knowledge and Skills For Each General Function

	General Function
	Scope of Work
	Desired Knowledge and Skills

	Service Acquisition
	· Support services and construction acquisition
· Solicit additional vendors
· Review bids for services
	· Provide skillset

	Budgeting
	· Assist in budgetary processes, internal controls, and overall financial integrity of the PBS service centers.
	· Provide skillset

	Rent Bill Management
	· Manage Rent on Web (ROW)
· Process Reimbursable Work Authori-zations (RWAs)
· Review rent bills before distribution to tenants.
	· Provide skillset 

	Client Needs
	· Assess customer needs through the Workspace Requirements Development Process (RDP)
· Manage workspace library
· Oversee Account Management Program
· Maintain PBS policy factsheets online.
	· Provide skillset

	Facility Maintenance
	· Support management of childcare facilities
· Coordinate facilities maintenance operations
· Support energy efficiency initiatives
· Process Reimbursable Work Authori-zations (RWAs).
	· Provide skillset

	Lease Administration
	· Assist in lease programs,
· Collect and analyze regional marketing data
· Support Lease Delegation Program including process of the Leasing Delegation Authorization Application
	· Provide skillset

	Space Requirement
	· Process Request for Space Application (SF81)
· Outreach to clients to seek space needs
· Coordinate with architects & designers.
	· Provide skillset

	Design & Construction Management
	· Support the Design Excellence Program and First Impressions Program,
· Coordinate with designers, architects and engineers
· Perform adminstrative functions on the electronic Project Management (ePM)
· Assist in preparing solicitations for construction projects
	· Provide skillset

	Human Capital Management
	· Support needs of Workforce Management Division
· Provide assistance in enrollment of career development programs
· Support performance goals of the Office of the Chief Human Capital Officer.
	· Provide skillset

	Real Estate Porfolio
	· Manage real estate assets
· Review and process occupancy agreements
· Assist in appraisal and valuation
· Support capital management strategies
	· Provide skillset


A.3.2.2 Retention and Total Project Continuity

In order to retain as many incumbent employees as possible on this contract, it is our intention to provide the same or better level of benefits and other incentives. YOUR COMPANY offers several incentives to attract and retain qualified staff:

	· Excellent Benefits
	· Financial Compensation

	· Management Climate
	· Growth Potential

	· Remote Access Capabilities
	


Details for each incentive are listed below. 

· Benefits – Excellent benefits, including health insurance and a 401(k) plan, are the greatest influential factor on attracting and retaining quality staff. As indicated above, we will provide incumbent employees the same or better level of benefits compared to that provided by the incumbent company. 
· Financial Compensation – We intend on matching the wages currently earned by the professional employees. We will comply with applicable SCA regulations and provide wage adjustments as necessary.
· Growth Potential – We are committed to providing employees the proper training, enabling them to efficiently perform their required duties while overseas. Adequate training builds confidence in the employee’s abilities, and therefore fosters their inclination to remain at their posts.

· Management Climate – Proactive communications with employees is the hallmark of a compassionate and effective project leader. We will provide employees with the contact information of project support representatives as well as the Project Manager. Employees will then be able to reach either the Project Manager or the representative 24/7 when faced with a personal crisis requiring management intervention.

A.3.2.3 Efficient Supervision and Motivation of Project Staff

The ability of the PM to maintain total oversight and control over the entire project team directly impacts overall quality of services provided to the Federal Government. Executing a management plan to effectively coordinate the entire team is supremely critical for all of our staffing projects. This is one of the primary objectives of our PM. We empower our PM to become an effective onsite manager. The management tactics discussed below embody our core principle of demonstrating value and commitment for our employees and our customers. 

Value the Employee. Few staff managers can argue the adage that a happy employee is a productive employee. We recognize that the most effective way to boost employee morale is to show that we value them. We convey to our employees the importance of their dedication and commitment to overall project success. We will institute employee bonus program, which recognizes exemplary and value-added work of our employees. Through this program, we will award monetary compensation along with certificates of appreciation to our employees who have exceeded their work performance goals. From our past experience, we know that our bonus program has been the catalyst to increased employee motivation and has served to inspire our employees to ascend to greater heights in their service to the Federal Government.  
We will also implement team-building activities, consisting of employee appreciation luncheons, and various after-work recreational activities to show our appreciation and to create an environment of camaraderie, openness and trust. We will consistently endeavor to create an environment of inclusion and ensure that our employees understand they are valued and an integral part of the company as a whole. 

Site Visits and Employee Development. Our proposed PM will be a mobile project leader, traveling frequently to all service centers to engage with employees and project constituents. We cannot emphasize enough the importance of these site visits. The mere physical presence of our PM to project employees exemplifies the fact that we value them. This in turn boosts employee morale and improves productivity. 
Official visits are coordinated with the respective GSA constituent as a means to also obtain a real-time assessment of our employee’s performance and whether or not the performance is meeting the work standard goals. When warranted, the PM will meet jointly with the GSA and the employee to address performance related issues. The PM will also meet individually with employees to afford them an opportunity for private and personal discussion that they may otherwise feel uncomfortable discussing in a group setting. These meetings are crucial to the overall success of this project as it affords the opportunity, if necessary, to take proactive measures concerning employee performance and thereby reduce the potential of a performance issue transitioning into an unmanageable situation. Moreover, it affords us the opportunity to manage ongoing positive relationships with our employees. 

We consider continued training and development an integral part of our staffing model. Over the years, we have invested in training external to Federal Government to enhance our employee’s knowledge, skills and abilities. Ultimately, the results of job-oriented training have helped individual Federal Government offices achieve and maintain their goals.  
Responsive Disciplinary Action. Over the years, our PMs and Quality Control specialists have orchestrated an objective and solutions oriented procedure in handling employee issues. Our standard disciplinary procedures consist of a verbal reprimand, followed by an acknowledgement in writing. Our next level of action consists of an in-person counseling session with a letter for the record that is made a part of the employee’s personnel file. If the performance issue continues or if the performance issue is of an egregious nature, our PM consults with the customer regarding service continuity and if necessary, removes the employee without warning. Temporary staff will be brought in to backfill for the removed employee to ensure service continuity.
Successful Coordination of Tasks. Effective staff management will also include the orchestration between the PM and the project staff to complete work requirements at or above customer standards. Active, bilateral communications is essential to the successful coordination of tasks. 
A.4 Contract Management Approach

YOUR COMPANY has crafted a contract management approach for the GSA Administration Support Services contract, which takes into account several important areas:
· Subcontractor Integration

· Project Status and Funding Management

· Issue Management and Resolution

· Quality Control Plan

· Program Organizational Structure
· Transition Plan
Our plan takes into account the needs found in the SOW and the requirements of the RFP to offer the Government a complete approach that will provide successful contract management for the life of this effort.
A.4.1 Subcontractor Integration

YOUR COMPANY has previous successful contract experience working with subcontractors. The objective of subcontractor integration is to provide a seamless organization, enhance project quality and minimize costs. 
Our approach for the GSA Administrative Support Services contract is to provide a powerhouse team comprised of our proposed project personnel and a small business subcontractor that shares our corporate values and principles. Our experience has shown that small business subcontractors offer greater flexibility and provide greater commitment to an effective partnership. Our competitive success comes in large part from being able to establish a long-term relationship with the right small business to better serve our customers.
In this section we introduce our subcontractor for this effort and how they will be integrated into our team’s management structure.
A.4.1.1 Introduction to XXX
Provide description/background of your subcontractor here.
A.4.1.2 XXX and Our Management Structure

Describe role of subcontractor in your management structure.
A.4.2 Project Status and Funding Management

In this section we discuss our approach for tracking project status and price, including our proposal for funding management. After carefully reviewing the SOW and the RFP for this effort we have a number of solutions we will implement on this contract that will lead to efficient management of these areas.
Our Project Manager will have the responsibility for overall management of funding and tracking status. The PM maintains an active dialog with the Project Support Group to ensure that project funding is managed efficiently by providing weekly internal reporting, ensuring internal reporting accuracy, and prohibiting overtime.
A.4.2.1 We Will Successfully Manage Funding
The means to providing the best contracting services to the GSA starts with successful funding management. YOUR COMPANY has created a process for tracking modifications and task orders, which will almost eliminate the incidence of billing errors, calculation mistakes or other discrepancies.
Describe your process.
A.4.2.2 Providing Weekly Internal Reporting

An accurate understanding of contract status is vital to project performance. We know that the GSA needs a contractor who can provide up-to-the minute status based on a deep understanding of the daily work environment of its employees. For this effort, we plan to institute an internal reporting system between team leaders and the Project Manager. This internal reporting system will give the PM an important tool in maintaining a close connection to the workforce and a better grasp of funding.

Staffing Reports. Describe how you will provide. 
Funding Utilization Reports. Describe how you will provide.

A.4.2.3 Ensuring Internal Reporting Accuracy

Describe how you will do this.
A.4.2.4 Prohibiting Overtime

YOUR COMPANY recognizes that the use of overtime results in unnecessary cost overruns.
Describe how you will do this. 
A.4.3 Issue Management and Resolution

The GSA Administration Support Services contract is comprised of multiple projects at multiple locations. In YOUR COMPANY’s experience, this type of contract has the potential for nonconformance and a significant risk of deviation from the specified performance. 
In this section, we present our approach to Issue Management and Resolution as it pertains to the staffing on this contract. We have had great success on other Federal contracts with applying preventative rather than corrective measures. Our process for correcting nonconformance is a proven, tested way to identify, address, and resolve issues. 
Our process includes:

· Minimizing program issues

· Corrective actions for staff performance issues
· Seeking remedial action

· Tracking nonconformance issues

· Preventing disruption of service.
A.4.3.1 Minimizing Program Issues

YOUR COMPANY strives to minimize program issues before they escalate because we recognize the risks involved: unresolved issues cause disruption and disharmony for the Federal government in the workplace.

Describe how you will do this.

A.4.3.2 Corrective Actions For Performance Issues. 
We recognize that preventative measures may not always deter issues, and any issue relating to performance on the contract ultimately impacts our overall ability to perform the professional services requirement that is vital to smooth operations at GSA sites. Therefore, YOUR COMPANY has also developed a comprehensive plan including tools and processes for corrective actions that address staff performance issues. 
Describe your process.

A.4.3.3 Seeking Remedial Action
In rare instances, the remedial processes described above may not be enough to resolve the deficiency. For those instances we will seek additional measures that can occur as soon as one hour after identifying a repeated issue. We recognize that the level of customer satisfaction is directly correlated with the timeliness of corrective action. Therefore, YOUR COMPANY will provide immediate recourse when necessary. 
Describe your process. 
A.4.3.4 Tracking Performance Deficiencies
For tracking, trend analysis, and measurement of deviations from the norm, a formal description of the deficiency and the specific actions taken is documented and retained as a project record by the PM and the Quality Control Taskforce. The escalation of containment actions typically follows a standard pattern, which can be tracked for analysis. 
A.4.3.5 Preventing Disruption of Service

Not all Deficiency Corrective Actions end with a smooth resolution. There are times when an employee will escalate behavior, rather than work with the PM and others to resolve problems. In these cases, YOUR COMPANY works toward preventing disruption of service to the government. A typical termination process will follow this pattern:

Describe your process.
A.4.4 Quality Control Plan
Our management approach includes implementation of a Quality Control Plan (QCP) to ensure that we meet the requirements of the RFP. The objectives of the QCP are to (1) achieve an exceptional level of customer satisfaction; (2) deliver solutions that address the business need of the agency and (3) provide all contract deliverables in a timely and cost-effective manner.

YOUR COMPANY will integrate the proposed quality assurance (QA) function with day-to-day quality control (QC). In this way, quality will not be a theoretical concept but will be implemented across all contract operations through a series of rigorous quality checks and standards.

3.6.1 Quality Services Team

Our proposed Quality Services Team (QST) will be responsible for managing the QCP.

The roles and responsibilities of the QST are summarized in Figure 3.
Figure 3 - Roles and Responsibilities of the Quality Services Team

	Role
	Responsibility

	Quality Services Manager
	· Manage all aspects of the QST

· Lead training and implementation of the QCP throughout the contract

· Refine the QCP on a continuous basis

· Address specific customer complaints and issues

· Address major performance issues with the Project Manager

	Unit Quality Services Representative
	· Identify and investigate performance issues in the _____ Unit

· Work with the ______ to ensure that quality issues are resolved expeditiously

· Work with ______ to perform root-cause analysis

· Support QST Manager in conducting QCP training and refining the QCP

	Process Specialist
	· Capture and document processes and procedures in use by the ____ Unit personnel

· Using quality standards, review, streamline, and increase quality of processes throughout _____ Unit

· Perform root-cause analyses

· Work with ____ Unit Manager to develop performance reports


The QST will assist contract staff in drafting processes and procedures, performing root-cause analyses, preparing performance reports, and investigating and addressing specific performance issues.

3.6.2 Executive Committee

We will establish an Executive Committee to review contract performance. The Executive Committee includes the following members:

· NAME, Managing Director
· NAME, Member of YOUR COMPANY Advisory Board

· NAME, Project Manager

The Executive Committee will meet will meet quarterly with key agency stakeholders to:

· Review our performance against contract requirements and performance metrics

· Identify areas for improvement

· Assess overall contract performance

· Address any contract issues or risks

The Executive Committee will have authority to commit company resources as needed to support the execution of the contract.

3.6.3 Providing Quality Daily Operational Support

The GSA has specified Service Level Standards (SLSs) in the RFP. YOUR COMPANY recognizes the contractual requirements of the SLSs and is committed to meeting these standards. However, narrowly focusing on attaining the targets set forth in the SLSs could mask the real issues, problems, and opportunities that arise in execution of the contract. Therefore, our QCP includes activities focused on identifying problems before they occur, performing root-cause analyses to avoid problem recurrence, and soliciting direct user feedback. Specific preventative activities include the following:

· Create and Maintain a Quality Knowledge Base (know problems and solutions)

· Develop the Knowledge Base as a core element of the quality control program.

· Require all team members to be thoroughly conversant with Knowledge Base requirements and to use it as part of the quality improvement process.

· Add and update quality improvement materials to the Knowledge Base on an ongoing basis.

· Maintain Standard Operating Procedures (SOPs) for contract processes and services including QA and QC requirements.

· Conduct Staffing Level Reviews

· Unit Managers will conduct daily reviews to ensure adequate staffing levels across process and functional areas.

· The Document Processes

· Document Standard first priorities are the ______ and ______ functions. As necessary, reallocate personnel to the high priority functions.

· Unit Managers will conduct a thorough quarterly review of staff and required skill sets to respond to emerging conditions and trends (e.g., look for gaps including new technology that requires training of staff).

· Conduct Ongoing Performance Reviews

· Reallocate and/or assign technical resources as necessary to address specific quality issues.

· Perform trend analyses to identify potential problem areas and work with Unit Managers to implement action plans.

· Perform spot checks on specific trouble areas.

· Review target service levels compared to actual performance on a continuous basis.

· Review each performance gap, analyze the cause of the performance gap, and develop a remediation plan.

· Review past remediation plans on performance corrections versus results.

· Perform Trend Analyses

· Utilize contract performance reports to analyze trends.

· Develop and review reports identifying the top problems. Determine whether a procedural change, improved technology, or additional training can improve performance.

· Perform Root-Cause Analyses

· Investigate top problems and, where possible, develop and train users and technicians on solutions to prevent problems from recurring.

· Develop self-help guides and cheat sheets for common problems that users can easily handle.

· Investigate all high-impact (Severity 1) problems to prevent recurrence.

· Document the analysis and results from each root-cause analysis in the Quality Knowledge Base.

· Conduct Random Customer Visits and Follow-ups

· Randomly select customer for service reviews.

· Contact users in person (preferable) or by phone to discuss the level of service he/she received.

· Quality Outreach Program

· Inform customers of service problems and solutions.

· Communicate the QCP and performance achievements to customers.

· Project Change Review Process

· Utilize a peer review process for contract operations and services.

· Conduct a review of results and identify quality improvement opportunities.

· Add results of all post-project and post-change reviews to the Knowledge Base.

· Team Meetings

· Conduct weekly meetings, in person or by conference call, to discuss significant technical challenges and possible resolutions.

· Communicate any significant activities that may impact service.

· Communicate the QCP, including SLS achievements, to team members.

· Conduct Quarterly "QA training days" during non-core hours (Saturday or Sunday) for key managers and technicians with clearly defined goals (e.g., peer review training).

In addition to the above activities, the QCP requires that our team be a "learning organization." We will perform the following activities to enhance the knowledge, skills, and abilities of our staff:

· Training

· Evaluate skill sets of personnel to identify gaps in technical abilities.

· Develop training plans using instructor-led training, web-based training, train-the-trainer programs, and self-study. Specific areas of instruction include, but are not limited to the following:

· (List areas)
· Plan and conduct brown bag sessions and demonstrations on new technologies, troubleshooting tips and tricks, and customer interaction training.

· Train CQS Team and QAT members in quality processes and obtain certifications as appropriate.

· Knowledge Sharing

· Select problems and resolutions for addition to the Knowledge Base.

· Establish email and discussion groups to facilitate development and sharing of "tips and tricks" to improve the way problems are diagnosed and resolved.

· Conduct semi-annual offsite meetings (on Federal holidays) with support personnel to exchange information, conduct team-building exercises, and develop plans.

· Conduct meetings with Unit Managers to review progress and identify and review risks. Frequency will depend on the needs of the team.

· Conduct weekly meetings, as appropriate, with GSA personnel to discuss project progress, identify and review risks, and address resource needs.

· Benchmarking—Annual basis

· Review performance reports, customer satisfaction surveys, and other feedback mechanisms to assess personnel performance.

· Review and assess progress on individual career development plans.

· Conduct annual performance assessments.

3.6.4 Continuous Improvement

Our proposed QCP gathers supporting data to improve performance on a continuous basis, allowing the Project Manager to identify problem areas; assess and improve our contract organizational structure; and reassign, add, or remove staff to improve contract performance. We will also review and modify processes and procedures and apply technology solutions to improve contract productivity.

The QCP will be a dynamic document. As quality frameworks evolve, the Project Team will refine the QAP to incorporate best practices. The QCP will be reviewed on an annual basis at a minimum, and the revised QCP will be distributed and training provided to the Project Team.

In summary, we will apply the necessary resources to ensure required services and contract products are delivered at the expected level of value, on time, and within budget.

A.4.6 Transition Plan
Use all or part of this section if there are incumbent contractors involved in a re-bid for an existing contract or for a new umbrella contract over several existing contracts.
______ (name of company) will deliver all the staff and resources necessary to continue current program operations without any disruption of existing services. Our team is an integrated team, comprised of contract staff already employed by us and our subcontractors, ______, ______, and ______.

The majority of our proposed contract staff are not employees contracted via letters of intent; rather, they are full-time permanent staff already in place and in many cases, working at ______ (agency) today. This approach will virtually eliminate the risks associated with new contract startups.

Our contract team understands the staffing required to support the ______ (agency) contract. Our unique knowledge of ______’s (agency) programs will significantly simplify the transition process after the contract is awarded. In addition, our _____(agency) -specific technical and operational expertise will ensure that customer service and support levels are not negatively impacted. This, in turn, will significantly reduce the risks associated with contract transition and will ensure that customer needs are met without interruption.

We understand that the contract is tentatively scheduled to be awarded on ______ (date) with the winning contractor assuming full responsibility for the services and support by ______.(date)
Our Phase-in Plan began during the proposal development period and is well underway. Specifically, we have accomplished the following:

· Retained all of the major incumbent contractors as sub contractors and signed exclusive teaming agreements with them. This eliminates the need for major staff conversions because most of the staff currently performing the services outlined in the RFP will remain.

· Employed incumbent contractor staff as our employees and under subcontracts. This will allow us to meet the 50-percent in-house contractual requirement with no disruption in services.

· Has the corporate structure in place and the experience to manage large-scale Federal contracts.

Established a Program Management Office (PMO) specifically to support the ______ (agency) contract and to implement the Phase-in Plan. The PMO has been engaged for the last few months helping develop the proposal and the overall strategy for delivering quality service to _____ (agency). Upon contract award, the PMO will be run by ______ (name of person in your company).
A significant percentage of the required contract staff are either currently already in place at _____ (agency) as employees of our subcontractors or employed by ____ (name of your company) and ready to begin work immediately upon contract award. This will mitigate any potential contract start-up risks. Further, the staff currently at the ______ (agency) has been instrumental in helping to develop a proposal that is specific to the requirements of ______, (agency) including meeting the demands that will arise during the transitional phase. In short, we already know and understand the ______ (agency) Program, which will ease the effort and risk in transition.

Phase-In Approach

During the project phase-in, our team will focus on three general areas in the following order of priority.

People: The people who will be supporting the ______ (agency) contract are key to a successful transition. Many of the people are already on the proposed project team and therefore will not require any transition. Our approach has been to retain all the major incumbent staff as employees or under subcontractor by signing exclusive teaming agreements. During this phase-in period, we will transfer incumbent staff to our employment thereby meeting the 50-percent contractual requirement for the small business.

We have already assessed the gaps in staffing and have either hired or have contingent offers for all positions. Hiring will take place during the first 30 days after award. However, we will first attempt to retain valuable staff incumbents not already on the project team by making them offers before we bring in outside staff. This will help us preserve as much knowledge as possible.

On the performance start date, we will have staffing completed, with staff fully deployed to support the day-to-day activities outlined in our proposal. Initially our focus will be to perform many of the tasks as they are done today, providing that doing so does not cause security issues or other high risks. During the next first 90 days, the new services and support functions will be integrated into the staff’s routines.

Procedural and quality-related staff training will commence immediately on contract award. Most of the training will be completed within the first 60 days after award.

Processes: Since we already support many of the functions in the RFP, there will be little need to address many of these processes or to recommend major changes in these particular functions. During the first 30 days after award, the project team will assess all in-place procedures and identify those that will require adjustments. We will pay particular attention to areas where we will need to interface with other departments or groups, such as outside vendors. The goal between contract award and performance start will be to ensure that contract personnel have all the procedures required to meet day-to-day operations.

In areas that are new to this RFP, specific plans will be laid out in the Phase-In Plan for their planning, deployment, and management. This will occur starting on the performance start date. These new areas include:

(list new areas)
In addition to these areas, there are other processes that we are planning to use to improve service, the quality of service, or to meet government-increased service levels. These will include:

(list processes)
Within 90 days of the performance start date the project team will have either implemented these changes or will have developed a detailed plan for the delivery of new services.

Technology: During the first 120 days after contract start up there will be few if any changes to the technology supporting the contract. However, we will inventory the core technologies, including the hardware and software tools that the engineers will require to perform their duties. We will ensure that software licenses and maintenance contracts are available for all the commercial off-the-shelf (COTS) tools that we will use as described in this proposal. If, for any reason, licenses for some of the specific COTS tools will not be made available to us then we will arrange for functional equivalents prior to contract commencement.

Certain proposed technology changes are planned for implementation during the __ day phase-in period, provided the necessary software licenses are made available to us by the performance start date of the contract. These changes include:

(List technology changes)
Contract Award to Start Up

Certain management approaches will be critical during the period from contract award to contract start date.

· Communications: Communication between the project team, agency staff, and the existing contractors will be important. We will share our status reports and findings with all parties. With such a rapid phase-in period, it is imperative that everyone is "on the same page."

· Risk Assessment and Mitigation: Using the risk assessment and carefully following the mitigation plan will be a central focus of our management team.

· Plan the Work and Work the Plan: With a quick phase-in period, there cannot be any wasted time or inefficient use of resources. A Corporate Officer will be assigned to oversee the transition period. The Officer will monitor all transition activities, ensuring schedules are met.

· Focus on Service and Support Delivery: Inherently, our project team and the agency will want to implement changes immediately and begin many of the projects outlined in our proposal. During the phase-in period, we will stress the need to stay focused on the transfer of the day-to-day support without service disruptions.

Assign a Dedicated and Carefully Crafted Phase-in Team: We will assign a dedicated team for the phase-in that will consist of personnel who will remain on the contract, as well as others brought in specifically for their expertise. For example, the phase-in team will require additional resources skilled in the assessment of ______ tools (specify critical tools), as well as resources able to install or customize these tools.

· Use Speed and Caution: We will transfer responsibilities to our staff as quickly as possible; however, we also recognize the need for caution. We will ensure that our staff is ready to take on a particular area before executing the transfer of responsibility.

· Understanding: it is important that a thorough assessment be conducted to make sure that we understand how a new system or process will impact existing processes, technologies, or people.

· Flexibility: Plans such as this Phase-In Plan should not be set in stone. We will revise the plan as conditions change and new information is received so that the results expected can be delivered with the smoothest transition.

· Lessen Impact: We will implement new processes and technologies in a way that will have the least impact on continuity of services.

Training: We will focus heavily on training our staff and government staff (if necessary) on new procedures, processes, and technologies prior to and during deployment.

First 30 Days

During the first 30 days from the performance start date, we will focus specifically on transferring the current operational workload to the new contractor team; evaluate the in-place staff, procedures, and technology; and develop risk mitigation plans for if critical existing staff members exit. The risk mitigation plan will be an important document, used to ensure that service levels remain constant during the transition phase. This plan will be reviewed with ______ (agency) management to gain their perspective. It may be possible to begin some of this work, especially with regard to detailed planning, immediately upon contract award so that the likelihood of problems arising can be minimized by the performance start date. In every case, the project team will start each activity at the earliest possible time.

We will deploy a team of senior managers and engineers during the first 30 days of the contract. This team will consist of experts in the various disciplines that will be needed for a successful transition. In many cases, the resource personnel will remain on the contract after the initial 30 days. In other cases, the skills required will be applicable only during key times in the transition. For example, we will provide a specialist that has in-depth knowledge of ______ (specify software, standards, etc). The specialist will review the current installation and customization of the tool and will recommend enhancements needed in support of the contract.

Project Management Office

The phase-in effort will be carried out by the Corporate Officer and ______, (name of your person) the Program Manager. They will establish the Project Management Office (PMO) immediately upon contract award. Mr./Ms. ______ will be assigned to the PMO as our full-time phase-in coordinator from contract award until 30 days after the performance start date. Mr./Ms. ______ has successfully managed major contract start ups and is known and trusted by ____(agency) management.

Mr./Ms. ______ and Mr./Ms. ______ will be supported by the following full-time personnel during the first 30 days of the contract:

(List names and titles of staff members)
All of these staff members are current employees and will be ready for full-time assignment upon contract award.

The Management Committee, comprised of executives from our company and the major subcontractors will meet weekly during the phase-in period. These meetings will focus on any staffing and performance issues that arise and will ensure that the necessary corporate resources are applied to the phase-in effort. This Management Committee will first convene immediately after contract award and will then meet frequently before the actual performance start date to ensure a smooth transition.

The ______ (agency) COTR will be invited to participate in all aspects of phase-in planning, both informally and formally. Mr./Ms. ______and Mr./Ms. ______ will hold formal readiness review meetings with the ________(agency) COTR on a weekly basis throughout the phase-in period.

Reporting

During the first 30 days after contract award the Project Team will gather all reports that address requirements stated in the RFP. We will also implement Business Objects software as the overall reporting platform. To begin with, we will use existing reports rather than attempting to establish a new reporting function in such a short timeframe. The implementation of Business Objects will depend on _____ (agency) making the necessary licenses available and granting access to a reporting engine/database server upon contract award. Alternatively, we could use Business Objects on our secure, password protected Internet servers.

Immediately after the contract start date the Project Team will convert report data to the new Business Objects software. We project that within 90 days of the performance start date, the key management reports will be converted to Business Objects. Further, within this 90-day period, we will assess whether all the required data are currently being captured and, if not, determine how to acquire the data.

During the latter stage of transition, but still within the phase-in period, the Project Team will begin to review any projects that are currently being managed by the previous contracting staff. These plans will be reviewed and updated as appropriate.

We have proposed many enhancement projects to the _____ (agency) in our proposal. During the phase-in period of the contract, the Project Management Office will develop scope-of-project and performance plans for these initiatives. After transition, these plans will be reviewed with ______ (agency) management.

Phase-in/Transition Project Schedule

Figure XX presents our proposed phase-in/transition schedule.

(Insert schedule)
Tab B: Past Peformance
As demonstrated below, YOUR COMPANY has exemplary past performance. This section introduces a prospectus of three highly relevant contracts that provide a view into our team’s capabilities to successfully perform the GSA Administration Support Services effort. 

For ease of reference, we assigned each contract a specific number – Contract 1, Contract 2, – and so forth, and used the number to refer to the contract throughout the section.

The three contracts described in this section are: 

· Contract 1 – XXX
· Contract 2 – XXX 
These projects demonstrate our ability to provide the best personnel solution for this effort. In the table on the following page we show the correlation of each contract with the relevancy factors listed in RFP Part V, Paragraph a. We also provide additional areas of relevancy, which provide further evidence of our ability to perform this contract. 

	Table 5 - Contract Correlation to the GSA Administration Support Services Effort 

	Relevant Areas from RFP Part V, Paragraph a
	Reference Contract

	
	1
	2

	Similar in size, scope and/or complexity to the SOW
	• 
	• 

	Performed during the last 5 years
	•
	•

	Additional Areas of Relevancy

	Multiple-year contract
	•
	• 

	Federal Contract
	• 
	• 


B.1 Contract 1 – XXX
Table 6 below provides the required contract information along with an explanation of its similarity to the RFP requirements of the GSA contract.
Provide additional contract data as required.
B.2 Contract 2 – XXX
Table 7 below provides the required contract information along with an explanation of its similarity to the RFP requirements of the GSA contract.
Provide additional contract data as required.
This proposal includes data that shall not be disclosed outside the Government and shall not be duplicated, used, or disclosed – in whole or in part – for any purposes other than to evaluate this proposal. If, however, a contract is awarded to this offeror as a result of – or in connection with – the submission of this data, the Government shall have the right to duplicate, use or disclose the data to the extent provided in the resulting contract. This restriction does not limit the Government’s right to use information contained in the data if it is obtained from another source without restriction.  The data subject to this restriction are contained in sheets [ALL Volumes, ALL Sections, ALL Pages].
[Type text]
[Type text]
[Type text][Type text]
[Type text]
[Type text]

This proposal includes data that shall not be disclosed outside the Government and shall not be duplicated, used, or disclosed – in whole or in part – for any purposes other than to evaluate this proposal. If, however, a contract is awarded to this offeror as a result of – or in connection with – the submission of this data, the Government shall have the right to duplicate, use or disclose the data to the extent provided in the resulting contract. This restriction does not limit the Government’s right to use information contained in the data if it is obtained from another source without restriction.  The data subject to this restriction are contained in sheets [ALL Volumes, ALL Sections, ALL Pages].

