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STATEMENT OF WORK FOR TASK ORDER 3 - OPTION YEAR #3

PRCJECT MANAGEMENT METHODOLOGY AND SUPPORTING TOOLS

Background

The Infrastructure and Computer Operations Division (ICOD), within the Office of
Information Services (OIS) at the Nuclear Regulatory Commission (NRC) has initiated
an effort to develop, manage, and maintain project plans and complex integrated project
schedules, through process management, project management, project governance,
project configuration management, and technology improvement. The integrated project
schedules are comprised of numerous sub-projects. The precise coordination of all
project activities is of the utmost importance.

Objective

The main objective is to effectively and efficiently manage ICOD and OIS work activities
through project scheduling with a vision of having the capability to quickly and accurately
assess the potential impacts of any -newly proposed task. In addition, project
management assistance is needed for the‘ICQD IT Governance Board efforts.

The Contractor shall provide qualifi ed professwnals to support the development and
maintenance of project plans, project schedules, various regular and ad hoc reports
using software, but not limited to, which is described under 6.0 Scope of Work. These
efforts include working in the Enterprise Project Management (EPM) environment, and
subsequent support for any EPM related components. The Contractor shall develop
project documents, reports, and artifacts i in support of project efforts, including project
budgeting and acquisition activities. :

Technical Qualifications Reguired

Expertise and proficiency is required in many areas, including: (1) Microsoft
Project/Project Professional, (2) Microsoft Enterprise Project Management (EPM)
component technologies (includes SharePoint, Project Server, Project Web Access,
Portfolio Server, and Data Analyzer), (3) WBS Chart Pro, (4) MS Excel, (5) Visio
Professional, (6) MS PowerPoint, (7) MS Word, (8) general broad-based project
management; (9) software development lifecycle, and (10) industry software
development best practices. Contractor personnel are to be knowledgeable with NRC
Information Technology and Security Management Directives, such as MD 2.8 - Project
Management Methodology.
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6.0

Level of Effort

The estimated level of effort for this task is:
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Support services coverage for one contract staff person is required from 7:15 AM to 4:30
PM Monday through Thursday (includes a 45 minute lunch break), and on Fridays from
7:15 AM to 1:15 PM. A second contractor staff person is required on Mondays and
Tuesdays from 7:15 AM until 4:00 PM‘and includes a 45 minute lunch break. Charged
hours are to be during normal NRC business hours and-conform to NRC practices for
onsite employees. Any deviation from this schedule defined here must be pre-approved
by the PTM/Task Order Manager/Task Order COR (Richard Ousley).

Period of Performance

March 1, 2013 through February 28, 2014.

Scope of Work

6.1 Task Descriptions

The Contractor shall provide qualified personnel to fulfill the scope of the requirements
which include project coordination, project analyses, documentation, IT technical
implementation of software components, training, and communication support for
integrated project planning and Enterprise Project Management. This involves
assistance in the development, integration, and maintenance of project schedules for
ICOD and OIS activities. The integrated master project schedule and derived reports
shall reflect current resource commitment and utilization, and the capability to readily
assess the potential impact against prioritized work activities by proposed new tasks.
TR ER I S R

This effort will require the: proficient-use-ofwarious software components, applications,
systems, and tools. These will include, but is not limited to, Microsoft (MS) Project
Professional, MS Project Server, Project Web Access, MS Portfolio Server, MS SQL
Server, MS SharePoint, MS Excel, WBS Chart Pro, Visio Professional, and MS Data
Analyzer. Contractor staff will be expected to use audio-visual equipment for
presentations.

Tasks will also require support for the EPM environment. For example, it will be required
to participate in any pre-production testing of software upgrades and assist with
oversight regarding EPM. The Contractor will also be expected to develop and
document business processes. |n addition, the identification of best practices, trade-off
analyses, business recommendations, risk management, technical trouble resolution,
and the development of specialized reports will be required. Identification of best

o




practices and recommendations surrounding project management with an emphasis on
project scheduling considering the NRC Project Management Methodology is expected.

Provide functional support for quality:assj

nce regar_dir_l_.__gl project scheduling and EPM.

The development of documentation for various purposes will be expected. The
repository of such documentation will be maintained through SharePoint and/or Project
Server. In some cases, it may be necessary to store documents in ADAMS/PS.

6.2 Types of Assignments

Examples of types of assignments may in_c%lude, but are not limited to, the following:

Participate in periodic testing of EPM. Work with other NRC organizations to meet
goals of testing, and perform validation, verification, and performance testing.

Develop/maintain a procedural document for migrating and managing NRC project
schedules in the EPM environment. Update project schedules when necessary.

Develop/maintain procedural documents, e.g. workflows, etc., for project initiating,
planning, executing, monitoring and controlling, and closing.

Develop best practices and solutions guides for maintaining and updating project

schedules and overall project management in EPM.
O YA~ 1 T XY T e ) A W

Develop and maintain ICQD ShéréPbir‘it”s'ites. Create rélated documentation.

Create and produce custom and standard project reports using EPM, MS Project
Professional, WBS Chart Pro, or other software as appropriate.

Maintain an OIS resource pool implemented in both MS Project Professional 2007
and EPM. _

Fulfill an EPM administration and brbjégt scheduling coordination function.
Maintain and refine any project reléted templates.

Conduct periodic informational meetings for staff on ICOD project management
efforts.

Conduct in-house 2 hour (approximate) training sessions/workshops, about 1-2 days
bimonthly, on project management related software tools and best practices for OIS
or NRC staff.

Work/collaborate with-NRC staff and contractors in the effort to transition to the EPM
environment or any other project, management related matters.

Conduct or participate in testing of any software or procedures updates.

3



7.0

Develop all written standard operating orocedures and other documentation
determined necessary by the Project 1?ask Manager.

Create and maintain simple databases spreadsheets, or other tracking systems to
manage tasks or other information.

Perform testing as needed on any project management related software or system
component.

Maintain a repository of project artifacts and update as necessary.
Research and analyze new and emerging project management related technologies.

Attend change control board meetlngs or any other meetings deemed necessary by
the Project Task Manager

Coordinate/facilitate ICOD IT Governance Board (ITGB) meetings.

Attend ICOD 2.0 related meetings as specified by the Project Task Order Manager.
Record minutes and decisions, prepare agendas.

Record ITGB minutes, decisions, and actlon items. Archive ITGB official records into
ADAMS/PS.

Support ICOD developmental or operational project efforts.
Maintain Service Level Agreements between ICOD and NRC System Owners.

Develop and maintain security, training, project configuration, change control
documentation.

Develop and maintain various process workflow charts with supporting detail
narratives.

Deliverables and Schedule (subject to change)

. Activity. -, : ' Schedule

Provide support to ICOD project management by assnstmg users,
responding to questions, training users, maintaining the EPM site,
responding to and helping troubleshoot problems.

Daily: 7:15 AM -
4:30 PM (until 1
PM on Fridays)

Assist users in migrating project plans, documents, or other As needed
information from client workstations info Microsoft EPM.
Assist ICOD personnel by designing, developing, and maintaining | As needed
automated reporting tools, and provide status reports on all ICOD | (approximately 6
projects reports per

. week)
Coordinate and collaborate with other Agency FTE and contractor | As needed

staff
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9.0

10.0

11.0

Track appropriate software licenses and user accounts As needed

Coordinate, plan and assist in any project management or As needed
SharePoint software upgrades

Maintain ICOD Project Management and other ICOD SharePoint Daily
Sites

Perform Administration functlons for ICOD meetmgs As needed

Maintain Daily Activity Report consisting of open, closed, on-hold, | Daily
and ongoing activities. Maintain archive of such reports.

Meetings and Travel

The contractor shall travel to NRC Headquarters in Rockville, Maryland, to work onsite to
perform the above work which requires a physical presence at the NRC. Travel to and
from the NRC Headquarters in Rockville by Contractor personnel in the performance of
this contract shall not be reimbursed. Any approved travel to NRC facilities outside the
Washington DC metro area for the performance of this Contract will be reimbursed for
actual expenses incurred per Federal Travel regulations. There will be no foreign travel
associated with this work.

NRC Furnished Materials

For Contractor personnel performing work at the NRC headquarters site, the NRC will
provide up to 3 basic workstation and administrative software necessary for the contractor
to work effectively in NRC's network enwronment which includes appropriate Microsoft
Project Management software

Technical Direction

All work products must be reviewed and approved by the OIS PTM/Task Order
Manager/Task Order COR (Richard Ousley) before they are submitted for consideration
as final documents. All technical direction given to the performing organization must be
consistent with the work scope and schedule. The OIS PTM/Task Order Manager/Task
Order COR (Richard Ousley) is not-authorized to unilaterally make changes to the
approved work scope or schedule, or.give the performing organization any direction that
would increase costs over approved levels for this task.

Applicable Special Provisions

None.




