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ATTACHMENT A

STATEMENT OF WORK 
II.  STATEMENT OF WORK
The Contractor shall furnish the necessary management, supervision, qualified personnel, materials, supplies, equipment (except as indicated as provided as government furnished property), expertise, and services required to provide the Golden Field Office (GO) with the support services delineated herein.  The Contractor shall provide a wide range of technical, administrative, and clerical support services.  Services to be provided include, but are not necessarily limited to: computer operations, records management, office receptionist, mail, facsimile and filing support, personnel support, financial support, public affairs support, paralegal support, project management, and procurement support.  The Contractor shall also provide a full range of clerical support.

Clerical support functions span all divisions, and hence, are explained in a separate section below.  All remaining administrative and technical support functions are described in their respective offices in subsections III.A through III.E of this statement of work.

A.
Clerical Support Functions
Clerical support requirements include but are not limited to:

· maintain time and attendance records for division employees; 

· schedule travel with travel agency and handle all aspects of travel authorization, reservations, airline tickets, data entry into Travel Manager software, completion of travel voucher upon return; 

· prepare, consolidate, proof read and/or finalize letters/correspondence;

· arrange/coordinate/schedule meetings;

· maintain division calendar; 

· answer phone, take messages, transfer calls; 

· coordinate conference calls; 

· distribute correspondence; 
· complete/maintain forms; 

· complete training and purchase request forms; 

· copy, fax, obtain supplies as necessary; and

· attend recurring meetings and prepare meeting notes as necessary.  

The required minimum administrative support coverage is Monday through Friday, 7:30a.m. - 4:30p.m.  One administrative assistant serves as team lead among the other administrative assistants to aid in the coordination and dissemination of policy/procedures/guidance.  PowerPoint presentation/modification/finalization expertise is required on an intermittent basis.

B.
Critical Functions
Critical functions requiring back-ups within Contractor staff include but may not be limited to:

· personnel processing; 

· distribution of human resources documents; 

· data entry into the Corporate Human Resources Information System (CHRIS -- DOE's personnel database system); 

· completion of personnel forms; 

· foreign travel back-up functions including, for example, coordination of approval/concurrence for foreign travel requests, coordination of country-clearance with the State Department, data entry into the Department's Foreign Travel Management System; 

· logging-in incoming mail and twice daily mail distribution;

· daily preparation of Federal Express packages; 

· front desk receptionist faxing and phone duties; and

· clerical support requirements as described above. 

C.
Non-Recurring Functions
Special functions requiring periodic support and/or expertise within Contractor staff are: 

· efficiency studies; 

· statistical analyses; 

· surveys; 

· primary user testing on updates to Departmental administrative systems (e.g., Travel Manager); 

· engineering support for conceptual design reports, site development planning, design reviews, cost estimating, and inspection for construction and infrastructure projects;

· environmental engineering support for environmental assessments, environmental impact statements, site characterization, sample gathering and analysis, waste management assessments, traffic studies, and chemical inventory assessments; and

· safety and health technical support for review of laboratory safety and health program documentation and implementation.


III.  SUPPORT SERVICES REQUIRED BY THE OFFICES
A.
Office of the Manager
Mission
The mission of the Manager's Office is to execute the DOE's Energy Efficiency and Renewable Energy program field responsibilities (which include the development and deployment of renewable energy, energy efficiency, and other DOE-developed technologies) through four divisions.  The Manager's Office and GO's four divisions work in close partnership with the National Renewable Energy Laboratory (NREL), the six (6) DOE Regional Offices (Central, Northeast, Western, Mid-Atlantic, Southeast, and Midwest), and the headquarters program and support offices to accomplish their field responsibilities.  The Office of the Manager includes staff functions such as legal and external affairs.

Required Services
The Contractor shall provide support services to the Office of the Manager in the following areas:

1.0
Public Affairs Support.

1.1
Provide media relations support for such events as the American Solar Challenge and Solar Decathlon, subject to DOE review and approval;

1.2
Manage GO’s exhibits and displays, subject to DOE’s review and approval;

1.3
Prepare preliminary draft news releases and articles for Public Affairs approval for projects managed by GO for DOE's review, approval, and finalization;

1.4
Prepare preliminary drafts of presentations or other information materials, as necessary, for DOE's review, approval, and finalization; and

1.5
Serve as a member of GO’s web site committee, providing public affairs advice and developing content, as necessary.

2.0
Paralegal Support
2.1
Consult all applicable and relevant sources of information for facts and authorities relating to matters of legal significance to GO and provide GO counsel with written or oral synopses of those materials as required;

2.2
Review documents to extract selected data and information relating to specified items and advise the counsel of results;

2.3
Review and summarize information in prescribed format on case precedents and decisions and, when necessary, assist in preparation of charts, visual information, and other demonstrative exhibits;

2.4
Utilize, Search for and extract legal information from all applicable sources including law libraries and computer databases and the Internet;

2.5
Attend meetings, conferences, or hearings to become informed on agency procedures and the status of cases, or other matters of legal importance to GO and report on those matters;

2.6
Prepare, compile, organize and maintain files on pending legal matters as required;

2.7
Draft and edit non-legal memoranda and prepare preliminary drafts of letters and correspondence for GO counsel review as required;

2.8
Prepare summaries of pending matters of the GO counsel for status reports;

2.9
Provide guidance and direction to legal administrative support staff;

2.10
Organize and maintain law library resources including acquiring new materials and services; ensuring legal materials are updated periodically and kept current; filing updates to existing materials; and indexing library holdings;

2.11
Prepare and draft required Office of Chief Counsel reports such as a monthly Federal Register Report and Quarterly Litigation Reports; and

2.12
Coordinate various administrative requirements with DOE Headquarters Office of General Counsel.


B.  OFFICE OF MANAGEMENT AND ADMINISTRATION
Mission
The mission of the Office of Management and Administration is to provide administrative management and oversight for the National Renewable Energy Laboratory (NREL) contractor activities and to administer a broad program of management, business and administrative support for GO, NREL, and the Regional Offices.  This Office establishes programs, systems, policies, and procedures designed to assure that its internal and external customers have the resources necessary to conduct business, maintain and safeguard records, and otherwise comply with applicable Federal statutes and regulations.  Representative areas of service and support include budget and finance, human resource management, information systems and technology, real and personal property and occupational safety and health.

Required Services
The Contractor shall provide support services to the Office of Management and Administration in the following areas:

1.0
Computer Operations Support
The Contractor shall be responsible for the overall management and administration of the GO Local Area Network (LAN) and Wide Area Network (WAN) operations.

1.0.1 Computer Environment

	Description
	Currently Contractor or Government Use?
	Count
	Square Footage
	Facility Use
	Location
	Notes

	Server Room – 1st Floor LAN Room - 177
	3 Contractors reside in walled offices.  There are two Chatsworth racks with servers, and other equipment. Used by both Contractors & Government 
	1
	900 Total Sq. Feet

(each walled office is approximately 8 x 10)
	House Servers, Switches, Patch Panels, UPS’s, telecomm cables, Power Conditioning Unit, 10 ton Air Conditioner
	Golden Field Office, 1617 Cole Blvd., Golden, CO 80401

 Room 177
	Locked, Raised Computer Floor with 20 plus power sources, numerous phone lines.

	Data Closet – 1st Floor – Room 109-02
	Locked Data Closet with Patch Panels, switches and UPSs.  Used by both Contractors & Government
	1
	Approx. 

(13 x 8)  
	IT storage, Telecomm cables, network Patch Panels, UPS, switches
	Golden Field Office, 1617 Cole Blvd., Golden, CO 80401

 Room 177
	Locked Data Closet

	Data Closet – 2nd Floor – Room 287-02
	Locked Data Closet with Patch Panels, switches and UPSs, and Backup Tape Library. Used by both Contractors & Government
	1
	Approx.

(12 x 4)
	Telecomm cables, network Patch Panels, UPS, switches, Backup Tape Library
	Golden Field Office, 1617 Cole Blvd., Golden, CO 80401

 Room 177
	Locked Data Closet

	Data Closet – 3rd Floor – Room 360
	Locked Data Closet with Patch Panels, switches and UPSs.  Used by both Contractors & Government
	1
	Approx.

(9 x 6)
	Telecomm cables, network Patch Panels, UPS, switches
	Golden Field Office, 1617 Cole Blvd., Golden, CO 80401

 Room 177
	Locked Data Closet


1.0.2 Government Supplied Materials

The following materials and supplies will be supplied by government:

· Vacuum Cleaner for printers

· Tool Kit

· Label Maker

· Equipment Cleaning supplies (disinfectant wipes, canned air, tissues, etc.)

· Floppy disks, CD’s, paper, etc.

· Computers, printers, network equipment

1.0.3 Network Environment

The existing network Environment consists of:

· Domain Controllers

· File Servers

· Email Server

· Web Applications Servers

· Systems Management Servers

· World Wide Web Servers

· Print Server

· Remote Access Servers

· Firewalls

· Gateway Server

· SQL Servers

1.0.4  Major Software and Applications used by the Golden Field Office are listed below and the contractor must be able to provide support in all the areas listed below:
· Microsoft Windows 2000 Server / Microsoft Windows 2003 Server in an


      Active Directory Domain

· Microsoft Exchange 2003 email services

· Active Directory integrated file and print services

· Microsoft Internet Information Services for web sites and web applications

· Microsoft Systems Management Server for software installation, removal, systems reporting, security patches

· Ecora Enterprise Configuration Management services

· Blackberry Enterprise Server and 60+ Blackberry Handheld devices

· Symantec Corporate Edition Anti Virus services

· Vericept, Symantec, and SNORT network security sensors and reporting software

· Cisco networking devices. Routers, Switches, PIX Firewall and reporting and logging software

· SHIVA Remote Access Servers

· Symantec Ghost software imaging server \ services for creating standard software load packages

· Microsoft SQL 2000 Database Server for web applications and software development

· Microsoft Internet Security and Acceleration Server (ISA) used in firewall mode

· Symantec Email Security and Filtering Software

· Symantec SMTP Gateway services and Anti SPAM\ Anti Virus Filtering
· Amber Cat Helpdesk Software

· Support for various DOE created proprietary software packages for finance, project and procurement reporting and data collection requirements.
1.1 Network Server Administration Support 

Provide Network Server Administration services to ensure correct operation of all GO LAN server resources (including all major software and applications listed in 1.0.4).  Provide Computer Network Software Analysis support to evaluate, recommend or specify software for the GO LAN enterprise, based on business needs outlined by Federal CIO. Support also includes troubleshooting as well as day to day operations on the GO Local Area Network and Wide Area Network. 
1.2 Help Desk Support
Contractor shall provide oversight for the help desk, as well as other IT functions supported under this contract. The following skills are considered the minimum technical skills necessary to support the function.

1. Windows operating systems and Microsoft Office suite software. 

a. Strong knowledge of Microsoft Outlook email client setup with Exchange 2003 email system used by the GO.

b. Intermediate to advanced skills with Microsoft Word, Excel, PowerPoint and be willing to assist users with basic functionality.

2. Basic skill level required for working in a TCP\IP networking environment. 

a. Must know how to setup client workstations with LAN printers.

b. Must be familiar with network drive mappings or how to troubleshoot basic drive mapping failures.

c. Must be capable of or have an understanding of client failures to reach web sites located on the Internet or Intranet.  DNS lookup failures, incorrect URLs, sites blocked by firewall rules, etc.
d. Good working knowledge of video conferencing technology including setting up   videos and troubleshooting as necessary.

e. Strong working knowledge of CISCO functions and features in general, i.e., switches, routers, and firewalls is required.
Help Desk support shall include but is not limited to the following:

a. Respond to Help Desk requests documenting all work in the Help Desk program.
b. Run analysis reports of the Help Desk functions as requested by management.
c. Monitor Help Desk traffic and assign tasks as necessary based on the level of request (1st tier, 2nd tier, 3rd tier).

d. Perform Disk Maintenance as required on workstations.

e. Perform routine maintenance on printers.

f. Check in/out of laptops, cell phones, digital cameras, etc. as requested.

g. Manage video conferencing calendar and set up video conferences as needed.

1.3
HelpDesk/LAN Administration Support 

Contractor shall respond to user Help Desk requests documenting all work in the Help Desk program.

Primary Help Desk support to configure workstations and laptops for new users, roll out new workstations for individual users, and ensure that proper network protocols are installed and operational.  Each workstation is configured using a pre-made image of standard software and then adding any additional software that is required by the user.  This also includes implementing all cyber security requirements.

Provides Primary Help Desk support for Disaster Recovery, evaluating, specifying and implementing procedures for GO offsite disaster recovery network to include:
· Specify necessary equipment and software for disaster recovery

· Restore vital data at the disaster recovery facility

· Perform daily backup and restoration of all GO data as required.  

· Provide detailed documentation for all aspects of daily, weekly and monthly backup procedures.

· Plan and coordinate off-site storage delivery and pick-ups with off-site storage facility.
· Provides primary help desk support for property inventory and control.

Provides primary Help Desk support for the design and implementation of SQL queries via Microsoft Systems Management Server (SMS) to determine the following:
· Existing installed software versions on all computers network wide

· Available free space on all computers prior to software upgrades

· Installations of possible unauthorized software on user workstations

· Deployment of software upgrades (i.e., service packs)

· Design SQL queries specifically to address configuration management concerns on all workstations

· Design specialize SQL queries that respond to cyber security reporting requirements as requested by GO Federal Chief Information Officer.
Provides primary Help Desk support for GO Desktop Integration to include the following:
· Evaluate, specify, and implement strategies for software and hardware upgrades.

· Design and verify standard software core loads for all GO LAN desktops and laptops via imaging software
· Test images for compliance with cyber security requirements and for all updated service packs and latest software and hardware updates.
· Test compatibility of new software/hardware with existing software and hardware systems.

1.4 Web Design and Development Support
Contractor shall provide support for all web based applications development.  The following skills are considered the minimum technical skills necessary to support the function.  
1.  Must have an expert knowledge in developing web applications ASP and ASP.NET and in developing scripting modules in HTML web pages used in web based applications.

2.  Must have an expert knowledge in integrating comprehensive security controls as web based applications are developed.

3.  Must maintain Access Control Lists (ACLs) for all developed web based applications which currently include federal and contractor personnel, private industry personnel and congressional members.
· HTML web page design and implementation expertise
· Must have an expert knowledge and the ability to edit/design graphics for web page implementation and the ability to layout logical work flow patterns in web based application implementation.

· Strong working knowledge of ASP and ASP .NET scripting is desirable as well as Dynamic HTML and currently popular web languages.

4.  A strong working knowledge and experience using MacroMedia Dreamweaver MX software and basic graphic design tools such as Adobe Photoshop or MacroMedia Fireworks is required.
5.  Thorough understanding of basic networking and network related services.
· Must thoroughly understand DNS and/or UNC paths as used in programming.

· Basic knowledge of TCP\IP and related services.  SSL or “Secure Socket Layer” protocol implementation is a must.

6. Must have a working knowledge of file and user access based on ACL’s or security.  A     thorough working knowledge of Windows 2000 and Active Directory is required.
· Web based applications use server side or domain level authentication. Contractor personnel must be familiar with how authentication methods are employed and possess a basic knowledge of file or folder access using network or domain permissions.

7. Must have a thorough understanding of how Microsoft Windows operating systems and Microsoft Internet Information Services function in order to implement web development accurately as well as security.  
· Must understand the use of web sites and virtual directories within Internet Information Services and SMTP mail functions as well.
2.0
Records Management Support
2.1
Organize and maintain GO records.  Assure disposition instructions are in compliance with DOE and the National Archives and Records Administration (NARA) records schedules.  Schedule records disposition within the General Records Schedule in accordance with established retention/destruction procedures/guidelines;

2.2
Coordinate new records disposition schedules, ensuring NARA requirements are met;

2.3
Maintain and update as necessary the GO file numbers and file listing;

2.4
Inventory and maintain files, controlled manuals, and document control systems to ensure accuracy, availability, legibility, and accessibility;

2.5
Advise and support GO employees at all levels regarding records management activities; and

2.6
Serve as the GO point of contact for coordination of draft Directive reviews via GO and the National Renewable Energy Laboratory.  Maintain GO Directives manuals, ensuring proper coordination of new directives, informing responsible individuals of issuance, coordinating distribution as appropriate to NREL.

3.0
Front Desk Receptionist Support
3.1
Accept telephone calls for GO personnel and forward or take messages;

3.2
Welcome visitors to GO and direct them to the appropriate staff;

3.3
Provide coverage of GO's receptionist desk from 7:00am to 5:00pm, Monday through Friday;

3.4
Maintain central calendar for GO conference rooms.  Additionally, schedule conference room use for video conferences;

3.5
Maintain and update, as necessary, the GO personnel telephone list and distribute to GO personnel and other appropriate staff;

3.6
Assist in processing new employees, for example, arrange badging at the National Renewable Energy Laboratory;

3.7
Set-up and coordinate conference calls using the DOE/Headquarters audio bridge or other DOE conference bridges;

3.8
Maintain GO Standard Operating Procedures, including the annual review process; and

3.9
Log-in incoming faxes.

4.0
Mail, Facsimile and Filing Support
4.1
Receive, open, date stamp, and log into database all incoming correspondence.  Distribute incoming mail, ensuring proper distribution.  Log in incoming faxes;

4.2
Distribute contracts, financial assistance agreements, and other procurement documents in accordance with prescribed procedures;

4.3
File records and material (and retrieval) pertaining to GO activities in coordination with the Records Management support;

4.4
Monitor office supplies, including paper, printer, and fax machine toner cartridges and supplies for copiers.  Coordinate orders with the DOE/GO Purchasing Agent;

4.5
Serve as key operator for the office fax machines and copiers; and

4.6
Handle all necessary arrangements for overnight mail services for GO, including maintaining an adequate supply of shipping materials.  Operate Federal Express Power Ship computer for creating and tracking all Federal Express packages.

5.0
Human Resource Support
5.1
Document Processing
5.1.1
Process all paperwork associated with benefits, i.e., health insurance, life insurance, retirements, and thrift savings;

5.1.2
Track all actions such as within-grade-increases, temporary promotions, and tenure conversions, processes these actions as appropriate;

5.1.3
Prepare all necessary appointment actions and separation documents submitted by employees or human resource (HR) specialists;

5.1.4
Maintain necessary files and records which are contained in all GO and Regional Office Official Personnel Folders (OPFs) and serve as OPF point of contact;

5.1.5
Transmit all HR-related paperwork to DOE/HQ; and

5.1.6
Ensure protection of information and personal data as prescribed by the Privacy Act and Freedom of Information Act.

5.2
Automated System Operations
5.2.1
Process training requests using the computerized Workflow component of the Corporate Human Resource Information System (CHRIS);

5.2.2
Prepare and distribute reports from the DOE CHRIS and DOE INFO systems; and

5.2.3
Perform data gathering and analysis using data from the DOE CHRIS and DOE INFO systems, and present the results in a usable format;

5.2.4 
Provide support to users of CHRIS Workflow, Employee Self Service, and other HR systems such as the New Employee Orientation.

5.3
General Support
Provide additional general support including, but not necessarily limited to the following:

5.3.1
Provide limited advisory services on routine HR matters, such as pay issues and benefits;

5.3.2
Check accuracy of pay setting;

5.3.3
Distribute reports; and

5.3.4
Provide retirement forms, estimates, and assistance in completing the forms as requested.

5.4
Staffing and Recruiting.

5.4.1
Using DOEJobs on-line (Quick Hire) prepare vacancy announcements based on formats and information provided by DOE Human Resource Specialists;

5.4.2
Maintain staffing files;

5.4.3
Respond to applicant inquiries;

5.4.4
Compile Certificates of Eligibles based on results of Subject Matter Expert  panels; and

5.4.5
Make recommendations regarding qualification determinations on routine jobs.
5.4.6
Compose correspondence to applicants, selectees, and non-selectees.

5.5
Performance Management and Awards
5.5.1
Maintain performance management files;
5.5.2
Prepare memorandum to initiate performance management mid-year 


reviews and annual performance appraisals;

5.5.3
Prepare spreadsheets to calculate and track performance and special act awards;

5.5.4
Arrange for and/or prepare plaques and/or certificates for recognition.
6.0
Finance Support
6.1
Support GO in implementing financial procedures for:  Funds Control, Accounting, Budget Formulation and Validation, and NREL Liaison.  

6.2
Support GO in the operation of DOE automated financial systems such as Departmental Integrated Standardized Core Accounting System (DISCAS) and various DISCAS modules, including input, report generation, retrieval, report distribution to GO and the Regional Offices, and reconciliation of financial transactions;

6.3
Support GO in the operation of other automated Federal financial systems such as labor distribution, project financial tracking, and Travel Manager system;

6.4
Support GO Finance in the implementation of DOE orders and Office of Management and Budget (OMB) circulars as they specifically relate to GO;

6.5
Provide ADP support to include all facets of spreadsheets, databases, and word processing to present financial data;

6.6
Support GO's financial control implementation through preparing documentation of financial activities such as management of financial records, reconciliation of transactions, and tracking of funds and costs; and

6.7
Support GO in the formulation and execution of its budget including preparation of forecasts and projections for GO management.

7.0
Administrative Support
7.1
Maintain time and attendance records for employees within the Office of Management and Administration and Office of Acquisition and Financial Assistance;

7.2
Schedule travel with travel agency and handle all aspects of travel authorization, reservations, airline tickets, data entry into Travel Manager software, completion of travel voucher upon return;

7.3
Prepare, consolidate, proof read and/or finalize letters/correspondence;

7.4
Arrange/coordinate/schedule meetings;

7.5
Maintain division calendar;

7.6
Answer phone, take messages, transfer calls;

7.7
Coordinate conference calls;

7.8
Distribute correspondence;

7.9
Complete/maintain forms;

7.10
Complete training and purchase request forms;

7.11
Copy, Fax, obtain supplies as necessary;

7.12
Attend recurring meetings and prepare meeting notes as necessary;

7.13
Provide support to GO in the processing of foreign travel requests for NREL and GO to include entry into the Foreign Travel Management system, coordinating country cables, and follow up with DOE Headquarters on outstanding approvals; and

7.14
Using the Corporate Human Resource Information System (CHRIS), enter training nomination forms, and follow up as necessary in other CHRIS training data input.

8.0
NEPA Support
Support the National Environmental Policy Act (NEPA) Compliance Officer (NCO) in assuring that NEPA procedures and documentation are in compliance with NEPA and DOE’s implementing regulations.

8.1 Facilitate NEPA workflow using e-NEPA database system

8.2 Support NCO and document managers with coordination, writing, and review of NEPA documents.
8.3 Coordinate NEPA documentation internal to DOE and wit public/private parties.  

8.4 Support Pollution Prevention and Waste Management/Minimization program implementation

8.5 Prepare documents to supplement status reports and required permit reports.

The following skills are considered the minimum technical skills necessary to support the function:
· Bachelor’s degree in environmental/natural resource science/management or related disciplines

· Relevant experience in NEPA review and documentation

· Knowledge of Federal, State, and Department regulatory requirements

· Writing and oral communications skills.


C.  OFFICE OF PROJECT MANAGEMENT
Mission
The mission of the Office of Project Management (OPM) is to assist in soliciting for and recommending research and development proposals that will result in accelerating the development and use of renewable energy and energy efficient technologies, and then managing the selected and awarded projects.  The projects relate primarily to Industrial, Renewable Energy, and Hydrogen research and development, are sponsored by the Office of Energy Efficiency and Renewable Energy (EERE).  The projects are implemented largely through the use of financial assistance instruments.

Required Services
The Contractor shall provide technical services to the OPM in the following areas:

1.0
Solicitation Support
Provide support to GO project managers in preparing solicitations for R&D applications for financial assistance.  This support will include assisting project managers in defining evaluation criteria, developing internal evaluation plans, and drafting the electronic announcements to be posted on IIPS or other web sites.

2.0
Merit Review Committee and Post-Selection Support
Provide support to GO chairpersons in conducting merit reviews and project managers in preparing materials supporting DOE negotiations and awards.

2.1
The merit review support will include identifying and recommending reviewers, drafting solicitation and planning documents, arranging and supporting meetings, consolidating reviewers' inputs, and drafting chairpersons' reports to the DOE Selection Official.

2.2
The award process support will include reviewing and analyzing applicants' proposed budgets, preparing technical evaluations of applicants' proposed costs, and aiding in debriefings.

3.0
Project Monitoring and Evaluation Support
Provide support to GO project managers in monitoring and evaluating projects.  This support will include preparing and submitting to project managers written status reports and updates as required, including recommendations for DOE action for specific projects; reviewing reports submitted by recipients and compiling data from them and/or summarizing general or project information for the use of DOE decision-makers; and maintaining file information. Support will also be required to update the GO and HQ Project Management data bases and project financial spread sheets for specific projects. 
 Projects are nearly always technical in nature requiring technical skills and experience (engineer or physical scientist).  The size and complexity of these projects as measured by annual budgets range from $40,000 to several $ million, averaging approximately $300,000.  Approximately 750 projects require monitoring.

Occasional travel is required to visit sites of the financial recipients, attend project or peer reviews, or support merit review meetings.

4.0 Administrative Support
4.1 Provide administrative support to the Office of Project Management (OPM).

4.2 Perform all clerical duties for the Office, receive in-coming calls, greet visitors, organize and assist with workshops, and maintain the division calendar. 

4.3 Foreign Travel 

4.3.1
Receive travel requests from NREL, log and print for GO Manager’s signature.

4.3.2 
Prepare SF 1512 (personnel action) and process the travel for DOE employees and prepare Country Cables for all foreign travel for GO employees.


4.4    Solicitation Support

4.4.1 
Participate in Solicitation Tools Review Meetings.

4.4.2 
Retrieve proposals from IPPS, (government on-line system for receiving proposals) print an original copy of each proposal for file.

4.4.3 
Log-in incoming proposals, into excel spreadsheet.


4.4.4 
Input reviewer’s comments (strengths & weaknesses) and scores into the spreadsheet for use by the Merit Review Committee.


4.4.5 
Verify with reviewers that they can retrieve proposals electronically; copy proposals and send them to those that cannot get electronic access.


4.4.6 
Assist with set-up of all review panels and be on-hand for any emergencies that may arrive.


4.4.7 
Provide Merit Review panel logistical support (travel, lunch, and admin support).


4.4.8 
Prepare final Merit Review Chairman’s Report in standard DOE format, font, etc.


4.4.9
Assist with notification and debriefing letters from the review.


D.  OFFICE OF ACQUISITION AND FINANCIAL ASSISTANCE
Mission
The mission of the Office of Acquisition and Financial Assistance (OAFA) is to solicit, issue and administer procurements for basic scientific and technical research, applied research and development projects, and demonstration activities. In addition, administer performance-based management contracts for government-owned contractor-operated facilities, Interagency agreements, support service contracts and contracts for such requirements as design, construction, operation, and maintenance of facilities. OAFA facilitates the administration of programs for financial assistance to universities, individuals, nonprofit organizations and commercial firms for the development and commercialization of advanced renewable energy and energy efficiency technologies.

Required Services
The Contractor shall provide support services to OAFA in the following areas:

1.0 Procurement Administration Support 
1.1 Maintain time and attendance records for OAFA employees ;

1.2 Oversee deliverables tracking system, to include performing periodic reviews for required deliverables; 

1.3 Process electronic notices for GO procurement actions;

1.4 Perform data entry, information retrieval, and data analysis of management information systems (e.g., Procurement and Assistance Data System); and  

1.5 Prepare, consolidate, proof read and/or finalize correspondence and presentations.

2.0
Financial Assistance Support 
2.1 Develop drafts of announcements, grants, cooperative agreements,  or other procurement documents as assigned;

2.2 Assist in the recording, tracking, expediting, and reporting status of purchase requisitions, acquisition and assistance instruments, and their associated supporting documentation; 

2.3 Assist in announcement process including preparing, assembling, and distributing announcements, and tracking applications; and

2.4 Work on ad hoc projects (payments systems, transfer activities, etc.) to assist OAFA in fulfilling its organizational goals.

3.0 Cost/Price Analysis Support 
3.1 Perform evaluations of contract and financial assistance cost/price proposals for reasonableness and allowability;

3.2 Review and reconcile indirect cost proposals; and

3.3 Work with businesses to develop accounting systems which meet the requirements of Federal Regulations.
4.0 
Closeout Support 
4.1 Provide overall coordination and facilitation for closeout of financial assistance instruments in conjunction with DOE Administrator;

4.2 Confirm closeout status and prepare initial correspondence for DOE Administrator;

4.3 Monitor receipt of required closeout deliverables;

4.4 Prepare required correspondence for follow-up by DOE ;
4.5 Prepare amendments and other closeout documentation for review by the DOE Administrator;
4.6 Prepare final closeout package for Contracting Officer signature; and

4.7 Finalize all reporting system data entry requirements


E.  OFFICE OF LABORATORY OPERATIONS
Mission
The mission of the Office of Laboratory Operations is to provide GO management oversight of environment, safety and health (ESH) and operational activities for all actions undertaken at the National Renewable Energy Laboratory (NREL) and the Golden Field Office.  The Office provides advisory and support services to NREL and GO in all matters including, but not limited to ESH, facilities management, construction, facilities operations, security and real property management.  In addition, the Office conducts numerous special projects requiring the use of specialized engineering, technical, and project assistance personnel.

Required Services
1.0
Support GO laboratory management personnel in the preparation, analysis, and implementation of documents and programs relating to the oversight of the National Renewable Energy Laboratory.  The support for the Office of Laboratory Management may be required on a full-time and/or intermittent basis.  
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