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Science Systems and Applications, Inc.
NNG12HPQ6C
Task Order Statement of Work

Task Order Number: CY4_11 Mod0
Task Order Title: GMAO Business Support

1.0 Task Monitor (TM):

Name: Steven Pawson
Organization: GMAO:GMAO

Email Address: steven,pawson-1{@nasa.gov

2,0 Description of Work to be Performed

The changes from Mod 0 to Mod 1 for this task are as follows:

1. Subtask ¢ is climinated, so subtask d becomes subtask ¢, and theie is a new subtask d.
2. Subtask ¢ (Mod 1) is revised to include additional wurk.

3. Deliverables/Reporting Requirements change accordingly.,

4. The TM changes from Michele Rienccker to Ron Gelaro.,

Changes from Mod 1 CY2 to Mod 0 CY3:
1. Removed ¢lement 5 from subtask c.

Changes from Mod ¢ CY3 to Mod 1 CY3:

1. Added new Subtask c fo provide scientific outreach and conierence support.
2. Relabeled existing Subtask ¢ as Subtask d,das¢,and e as £

3. Deliverables modified accordingly.

Changes from (Mod 1) CY3 to CY4, Subtusks C and E have been apdated signifivantly, s
indicated in red

This task is to provide project management, web communications, and general business and
administrative support to the Global Modeling and Assimilation Office.

Subtask a: Project Management - General
The contractor shall:

(1) Undertake contract resource planning to achieve the GMAQ’s work priorities as identified
by the GMAO Chief and the Chief’s Strategic Management Team.

@) Wincluding assisting new
technical staff to gain access to web services as well as local and NCCS/NAS computing

resources, as appropriate.



(3) Oversee the administration of contract task planning and reporting, acting as liaison
between the Government's Task Monitors and SSAI Corporate Staff,

(4) Facilitate training of SSAI project staff in the areas appropriate to the GMAOQ’s work.
Specific areas include: (i) software for High End Computing (HEC) platforms, including the
Earth System Modeling Framework and the MAPL (Modeling Analysis and Prediction
Program Layer) module, Configuration Management Tools, and Unix shell scripting, (i)
programming languages used for plotting and data manipulation, as identified by the
Government Task Monitors, and (iii) statistical tools to support scientific analysis.

(5} Meet with the GMAOQO Chief regularly to.provide a status report on the contract
management, including a review of problems and issues that will impact delivery schedules
and of staffing or coordination issues across tasks.

Subtask b: Web Communications

The Contractor shall provide technical support to maintain the GMAO home page, the GMAO
internal Web page known as the GMAOQ Intranet, and the GMAO exiranet. Specifically, the
contractor shall;

(1) Maintain the GMAO Web pages in accordance with NASA/GSFC Web policy and
standards and the Science and Exploration Directorate requirements.

(2) Provide technical assistance to GMAO Web authors to ensure that format, organization,
and content comply with the GMAO-approved Web policy and standards, This support
shall include development of Web templates to maintain consistency and support
standardization,

(3) Initiate new pages for GMAO staff, as requested. The GMAOQ Chief will prioritize requests
for this support.

(4) Assess the relevancy of existing Web material periodically and coordinate with GMAQ
Web authors to update obsolete information and to add/delete information.

(5) Post the latest version of the GMAQ’s external and internal documents on the GMAQ
Intranet in a timely manner, including regular updates of information on the GMAQ home
page, of publication citations and of personnel lists,

(6) Keep abreast of the latest Web technology and make recommendations to improve the
performance and usability of the GMAO Web and Intranet pages, as needed.

Subtask ¢: Scientific Outreach and Conference Support

The Contractor shall provide technical support to piovide compadt sumnpariex of GMAQ
activities, as outlined below:



{1) Developing and disseminating one-page highlights from recent rascarsh resulis, In
cootdingtion with thw GMAQ Chiel, contractor stalt will produce one-page "Seience

Saapshots” that cuncisely describe recont technical and scientific advances in GMAQ's research,
suitable for dissemination 10 38FC ond NASA masapemert to hightight recem
accomplishmonts. These Seience Snapshots will toke the Torm of one-page powerpuint stides,
along with techinical details in the "notes” seciion, which are distributed to Code 610
mauagement. Furtber Jevelopment wili trunstorm thess & fermatied highlights for the

GMAOD web page, which will be distributed along with o "pdt” version of the slid=s on the
UMAS" Research web site,

{2 Devcloping and disseminating briet’ "Rescasch Tlighligits” for the GMAD's Rescarch Wel
site. These highiights will typically sumnarize recem publicetions or confurence

presentations. They will inciude u emal] nummber £ 1-4) ligures or animations of resvarch
zesults, and a text that desvribes the main findings aod puts the restilts into cortex). primaility
serving intercsted roscarchers and program managers, Friotitization will be muds in
collaburution with the GMACQ Chict, and the document will he prodiced in collaboration with
OMAQ SMT members and the original researchar. Once comuieted. the docunients will be
vonveried io & sultable web format aud incloded on the GMAQ's web site for broad disteibution.

(3) The Contractor shall also provide administrative support for a scrivs of CMAC workshops,
held an;rro!mmkls ansiadly. Forthcoming fopics may iociude ihe Natoee Run (Spring

2315) and the MERRA -2 a;utcm {late 2015). This will include sending out invitations, gathering
artendance lists and presentations, coordinating visitor badges, and other details related to the
conferences.

Subtask d: Business Support - Financial Tracking and Procurement
The Contractor shall:

(1) Maintain and track the financial reports for GMAQ’s Principal Investigators (PIs) using
Goddard on-line systems, and support the Government financial analysts in maintaining the
GMAOQ PI's projected and actual budgets.

(2) Maintain an accounting of the budget and detailed expenditures for the GMAQ’s
Assessments pool of funds. Provide a monthly accounting report to the GMAOQ Chief,

(3) Maintain a record of accounting of how the cost of each non-federal GMAQ staff member
1s covered each fiscal year.

(4) Provide GMAO procurement support to include: generation and tracking of orders, and
communication with vendors, customers, and local systems staff, and reconciliation of travel
expenditures with SAP records,

Subtask e: Business Support — Travel Management

The Contractor shall;



(1) Research, collect, analyze, maintain, and track requirements for civil service travel, as
requested by the TM. Thix will occar primanly using the GMiACYs travel tool,

{2} Frovide front-end supron for travel by GMAQ ¢ivil servanis. This includes gathering
infurmarion about travel goals and idates, submitring the NCUS awthurization 1oquests
(including, if necessary, conference determinution requests), and when necessary. passing all
1ufermaion to 610 siail who are responsible for meking dight rescnvattons in "Conour.” |

t3) Collect and/or prepure information nceded for eDAA submission of presentation abstracts,
when tieeessary, and 10 prepar and review other documentaiion that is gssociated with Civii
Servant travel. including requests to travel with govemment-owned laptop computers,

Subtask f: Administrative Support
The Contractor shall:

(1) Perform general office management duties, as requested by the GMAO Chief, such as
document preparation, filing, meeting scheduling, telephone switchboard activities, and
office supply maintenance.

(2) Maintain office records.

(3) Prepare work requests as needed.

(4) Act as liaison for new hires and visitors to ensure all badge requests and on-boarding
paperwork is completed in a timely fashion; support includes assisting new technical staff to
gain access to web services as well as local and NCCS8/NAS computing resources, as
appropriate.

(5) Order supplies through the Advanced Materials Management System (AMMS) and track
associated costs.

(6) Support GMAO seminars, including scheduling rooms and posting announcements;

(7) Act as telephone coordinator for the organization. Create and track telephone requests, and
maintain tracking databases.

(8) Prepare shipping documents.

(9) Maintain spreadsheets, databases and other information systems as specified by the GMAO
Chief. '

(10) Collect and format submissions for weekly highlight reports to Code 600 management;

(11) Ensure that information on GMAQ personnel, procedures, and publications are current on
the GMAO web pages. ‘

(12) Provide meeting planning services for conferences, workshops and working groups.

(13) Graphics: Format charts for GMAO management presentations and reports, as requested by
the GMAOQ Chief. '

(14) Produce and distribute deliverable reports, as requested by the Contract Project Manager.
(15) Provide technical support in preparing the GMAQ Annual Report of Science Highlights, or
similar documents, in particular editing submissions into a common format in Word and

preparing a list of papers published in the previous calendar year.

3.0 Special Requirements

None



4,0 Performance/Milestone Schedule
The GMAO Contract Year 4 POP is February 01, 2015 - January 31, 2016
5.0 Deliverables/Reporting Requirements

Subtask a: Project Management - General

Monthly progress reports

Submit results from performance surveillance activities, as specified in the contract
agreement.

&

Submit new computer account requests within two working days of notification by the
GMAOQ sponsor.

Weekly reviews with GMAOQO Chief,

Metrics:

i) The pumber of new GMAOQ personnel brought onboard, including the number
of computer accounts successfully activated;

il) The number of training opportunities pursued.
iiif) A list of major task issues identified and the resolution status,
Subtask b: Web Communications
e Post new materials on the web within 2 business days of submission.
o Summarize each web update request and confirm completion.

@ Provide monthly summary of web development requests by GMAQ scientists for
prioritization by the ATR.

® Metrics:
i)  The number of new or updated web pages implemented on the WWW:
ify The number of closed requests for web support.

Subtask ¢: Scientific Qutreach and Conference Support



Summarize deleted, refreshed, and especially new research highlights and other material
added to the website, on a monthly basis.

Summarize one-slide science snapshots developed, on a monthly basis.
Summarize conference support provided, on a monthly basis.

Subtask d;: Business Support - Financial Tracking and Procurement
Budget:
e Monthly BW reports, or as requested, for Government Resource Analyst.

¢ Monthly updates of budget status for each WBS in the GMAO to be delivered to the
GMAO Chief.

e Monthly updates of Office Operating Expenditures to be delivered to the GMAOQ Chief,
Procurement:

« Ongoing records of order tracking, delivery, and payment information, including
reconciliation of travel expenditures under SAP,

Miscellaneous.

¢  Assemble information on funding support for all GMAQ personnel, as requested by
GMAQO Chief.

¢ Maintenance Tracking — Track GMAO computer equipment malntenance
purchases/renewals.

e  Metrics:
i) The number of PRs submitted,;
ii) The number of funding status reports submitted to GMAO Pls;
iif) The number of reports prepared for the Government Resource Analyst.
Subtask ¢; Business Support - Travel management

» Prepare and submit NCTS requests for GMAQ civil service staff in an accurate and timely
manner (within 5 business days of receipt of complete travel request)



* Prepare and maintain a list of CS travel scheduled, sharing this monthly with the
GMAO Chief and with the Front-Desk administrative support, in order to track travel plans
and staff whereabouts,

* Maintain online guide of travel procedures for GSFC civil service staff. Update within 5
days of any new published procedure or requirement.

* Provide a fiscal year summary to the GMAQO Chief within one month of the end of the FY.
= Maintain documents according to the Code 610.1 Records Management Plan
Subtask f: Administrative Support

¢  GMADO Personnel Directory updated on the web within two business days of personnel
changes.

¢ Prepare and submit the required documentation (e-DAA forms, popular summary and

other information required by the Earth Sciences Division) for scientific and technical
publications and presentations.

e Support GMAO seminar scries as needed, including scheduling of new seminars as they
arise.

e Provide a calendar year summary of publications to the GMAQ Chief within one month
of the end of the CY.

Metrics:

i) The number of DAA submissions
ify The number of visitor requests made;

iii) The number of support services provided (e.g., key requests, office moves, telephone
requests, badge requests, seminars and meetings supported, charts prepared, etc.)

iv) The number of science highlight submissions prepared for the Annual Report,
6.0 Other Information Needed for Performance of Task
Travel Authorized: None
7.0 Data Rights
N/A

8.0 Safety



Staff on this task will comply with federal, state, local, and center safety regulations. This will be
accomplished through management emphasis, technical training, and personal responsibility.
Staff will participate in safety orientation and training in accordance with the contract Safety and
Health Plan, and work within the requirements of that plan.

9.0 Risk

Contractor shall provide ongoing risk assessment and mitigation in performance of the Task
Order, Priorities shall be re-evaluated as appropriate with the TM. Cost and schedule
performance shall be assessed on a regular basis (no less frequently than monthly) and
significant variations discussed and acted on in consultation with the TM and COTR.

10.0 Proposed Cost and Fixed Fee

In accordance with Paragraph B.5, of the contract, propose the Cost and Fixed Fee amount,



