Statement of Work

For Functionality Assessment (FA) Study 

Of (Function/s)

At (Activity)

(FAMIS #)
Organization

This task order is to support (Activity) in the accomplishment of their functionality assessment.  Through the FA, the activity will identify opportunities and other alternatives to reduce infrastructure costs. These techniques will include, but not necessarily limited to: eliminating obsolete practices; consolidating functions or activities; reengineering and restructuring organizations, functions, or activities; and adopting best business practices.

Claimant POC: Primary and Secondary (name, phone/fax number and email address)

Activity POC: Primary and Secondary (name, phone/fax number and email address)
Background

The number of FTE’s for the Functionality Assessment (FA) study is ___ civilian and ___ military personnel (for multiple activities/sites, show FTE breakout for each one).  Due to the possible redefining of these FTE counts, as part of the business unit definition, these estimated FTE counts may vary.  An activity Functionality Assessment Study Team (“Study Team”) has been organized, falling under the general supervision of the Functionality Assessment Study Team Leader (“Team Leader”), to execute this study. This statement of work identifies the contractor requirements to support the team’s FA study effort.  The contractor will function as part of the overall activity Study Team and report directly with the Team Leader on a daily basis to provide study progress updates and discuss study-related information on his progress of these efforts. The contractor will routinely meet with the Study Team to provide study progress updates and discuss study-related information.  

Optional [The successful contractor will have specialized _____________ management experience defined by "One or more members of the contractor's team must have a minimum of XX years management experience …...”.]

[Provide the breakdown of function codes and FTE’s using the following table format as an example.  This should coincide with the CAMIS data base functions]

Function Code


Description



No. FTE’s

S000D



Admin Support


10

T801C



Shipping



22

Z992K



Plumbing



16

W826



Programming Service


2

Requirements

The activity is in the process of conducting a Functionality Assessment (FA) Study in accordance with Navy guidance.  The contractor shall provide technical and analytical support to the FA team to complete the required FA products and milestones.  The contractor shall utilize the Strategic Sourcing Support Office, “A Guide to Conducting Functionality Assessments” process for completing all tasks at the activity.  All the studies will be done in keeping with the general guidelines of the SSSO and CSSO Guidebooks and timelines.  The contractor will also utilize the guidance developed by the Navy Integrated Process Team (IPT) teams as they relate to the functions under study.   The needs of each study will cause variation but will be estimated based on the completion of the FA Study milestones within (XX) months of award of this delivery. The team assigned to each study will interface daily with the Study Team and Study Team Leader.  The following guides, directives, and instructions apply to the performance of all tasks under this delivery order.

Dept of the Navy - Strategic Sourcing Support Office

“A Guide to Conducting Functionality Assessments” (DRAFT)

OPNAVINST 4860.7C, Navy Commercial Activities (CA) Program.

Various activity cost and other source documents.

The contractor will coordinate daily with the FA Study Team and Team Leader, as well as assisting in coordination of requirements with the Contracting Office.  The contractor is expected to perform as part of the FA Study Team.   The following FA study activity tasks require support:
Task 1 – Task Order Management.  Provide Task Order Management as outlined in Task 1 of the contract Statement of Work.  Progress toward completion of this study will be tracked on a monthly basis.  Monthly expenditure reports, detailed by hours expended and other costs, will be provided to the activity POC’s and to the COR.  

Task 2 – The contractor shall provide the following technical support for the completion of each functionality assessment:

A. Planning Effort for FA Study – The purpose of this step is to develop a plan for conducting the FA study.  The plan defines the scope of the study and key actions required. The first step of the FA is to establish a strategic vision of the (Activity).  This ensures that senior (Activity) management has an understanding of the project and can set the direction for the (Activity’s) “To Be” Vision.  As necessary, the contractor shall facilitate meetings, evaluate information, discuss alternatives and provide advice.  The briefs will walk senior management, project leaders, and subject matter experts, through the FA process highlighting responsibility, identifying key events and interfaces with HRO, union, contracts and functional organizations under study.  As a result of this meeting, the contractor shall prepare a Plan of Action and Milestones (POA&M) for each study. The contractor will provide incremental training to project leaders on task responsibilities required throughout each phase of the project as necessary.

B. The contractor shall conduct an “As Is” assessment of (Activity).  The assessment shall result in a report that describes how the organization currently operates, outlines process flows, and depicts current capabilities, including findings from a comprehensive task and business process analysis and workload and as well as manning projections.  Task analysis and business process analysis will demonstrate an understanding of inputs (task times, resources, and demand) as well as outputs (cost, throughput, cycle time, and bottlenecks). As a result of this input and output analysis, the report will also identify core (Activity) functions and non-core (Activity) functions.  The contractor shall study the core and non-core functions under the FA guidelines that follow.

C. [The contractor shall develop an Activity Based Costing (ABC) model (following any guidance already in existence at (Activity) and report for each non-core (Activity) function.  The models shall determine what activities consume the resources of each department.  The contractor shall also outline the results of each model in a written report.  The report shall describe the activities that drive each department and their associated costs.  The report shall also include recommendations for process improvement and future cost savings.] (Optional Paragraph)

D. The contractor shall design a “To Be” process (following guidance from IPTs) for those functions recommended for process improvement.  The “To Be” process shall explain how each improved process will operate.  This explanation shall additionally cover levels of service, reporting procedures, the use of automation, and how the process supports the (Activity’s) strategic vision.  It will also depict resource savings (personnel, facilities, supplies, equipment) as compared to the “As Is” process designs.  In addition, the contractor shall develop performance measures that will measure the effectiveness of each process once implemented.  

E. The contractor shall develop a business case analysis that supports each improved process.  The business case analysis shall compare costs (personnel, facilities, supplies, equipment) between the current process and the improved process.  The analysis should clearly identify savings that will justify approval of each proposed “To Be” process.

F. The contractor shall develop an implementation plan that describes how the (Activity) should transition from its “As Is” posture to its “To Be” posture.  The plan should include steps to acquire new resources, establish new position descriptions, reclassify positions, or implement new operating procedures.  The implementation plan shall include a plan of action and milestones (POA&M) that describes the key dates and steps of the implementation process. 

                                                                                                                                                                                      Deliverables

Documents shall be delivered as hard copy (one original – four copies) and one soft copy on disk in Microsoft (Office 95/97/or 2000) format.  Deliverables are to be provided to the Commanding Officer or his/her designated representative at the activity under study.  In addition, the monthly status report will also be forwarded to the claimant POC and contract COR.  

Due dates for the above may vary due to the time schedule and complexity.  All documents should be submitted for final review no later than two weeks before the final delivery date.  The government will identify deficiencies in a timely manner to allow the contractor to finalize these draft documents.  The timing and scheduling of due dates will be completed as the result of the kick-off meeting and ensuing POA&M development at each study sight.  Due to the procurement sensitive nature of the documents being reviewed the contractor shall safeguard all documents and be required to sign a non-disclosure statement.   

The following are required:

Deliverables Matrix

	FA Study Activity Tasks
	Deliverables

	POA&M and Schedule

Development


	Meet at a kick-off meeting for the study, POA&M/Deliverable Schedule.  Responsibility matrix, Communications Plan, 

	Management Study 
	As-Is Assessment Report, As-Is Process Map, 

	ABC Models and Analysis
	ABC Model, ABC Analysis Report 

	Management Study
	To-Be Assessment Report, To-Be Process Map

	Business Case Analysis Development
	Business Case Analysis Report

	Implementation Plan Development
	Implementation Plan

	Weekly Meeting


	Contact with each Team Leader to provide status and review upcoming work.  (May be by phone or other means acceptable to the activity under study).



	Monthly Status Report
	Provide a monthly status report for hours expended and status of contract accomplishment. 

	


