Solicitation No: NNX07204233R

Attachment 1


STATEMENT OF WORK

NASA

Employee Relocation Program
BACKGROUND
National Aeronautics and Space Administration (NASA) requires relocation services that provide full spectrum support as delineated in the Special Item Numbers (SINs’) included in the GSA Schedule 48 as cited below for the period addressed in the schedule.  To be responsive an offeror shall have all NASA required SINs’ in their General Services Administration (GSA) Federal Supply Schedule Contract.  Only one Blanket Purchase Agreement (BPA) will be issued as a result of this request for offer.  
SCOPE

Offerors shall provide employee relocation and movement of household goods services with the highest possible level of quality and customer satisfaction throughout the performance period.  Services shall be provided to support multiple organizational levels and geographic locations nationwide and/or worldwide as required to support the agency mission.   
OBJECTIVE:

The following GSA Schedule description provides the basic guidance for the tasks required under this request for quote.  An award of a contract that may result from this solicitation will include the successful Offerors services approach and procedures as governing the actual performance as well as the price schedule offered.  The services approach and procedures shall be addressed in a “Management Plan” (Required content addressed in Attachment 4) and shall be submitted to the contracting officer for review and inclusion in the resultant Blanket Purchase Agreement (BPA).
Employee Relocation, Schedule 48

GSA's Employee Relocation Services are available under Schedule 48, Transportation, Delivery and Relocation Solutions (TDRS), for employees and their families being transferred to new duty stations anywhere within the United States with some services available overseas. 
Employees choosing to use the home sale and or move management services  covered under this agreement will be required to use one of the contractors preferred agent/brokers or have their agent/broker approved as a preferred agent/broker prior to entering into any agreement to using that employee relocation service.  Government employees relocating to another duty station may use the TDRS Schedule to reduce the stress related to relocating.  Relocation Services include but are not limited to helping employees and their families market and sell homes, find new homes, and ship possessions. 

TASKS

Contractor shall use the schedule provided as guidance and clearly identify the SIN’s under which the services will be provided, priced, and invoiced under this agreement.  The following is a general description of services NASA requires and may help associating the SIN with the services requested. 

Services to be provided include:
· Home Sales Services; (i.e. Appraised Value Offer,  Amended Value Sale)
· Home Marketing Assistance
· Destination Area Services
· Reports
· Property Management

· Additional Services

· Agency Customization Services

· Household Goods Move Management Services
Home Sale Services:   Within five (5) business days of notification, the Contractor shall provide the employee information pertaining to the relocation program services applicable to that employee.  NASA desires "user friendly" brochures and literature that provide accurate guidance and instructions to agency, employees, and Contracting Officers Technical Representative (COTR).  Initial copies of these publications shall be provided, at no additional cost, as part of the initial submittal identified on the Data Requirements List (Item Number 5).  
NASA has a Home Marketing Incentive (HMI) award available to employees who qualify for the Home Sales Services under this agreement.  The award was designed to encourage employees to find a qualified buyer for their home while participating in the Guaranteed Home Sale (GHS) program.  The amount of the award is limited to 3% of the selling price of the residence, not to exceed $15,000.  The award will be paid to the employee, by NASA, from the monetary savings in fees which the agency would have incurred when comparing the Amended Value Sale fee vs. Appraised Value Offer fee.  Normally, the employees new duty station will fund the award to qualifying employees.  Unless specified otherwise Contractor shall submit a notification of an amended sale to the (COTR).  This notification is required to support NASA’s Home Marketing Incentive award program.  The notification will include, at a minimum, the employee’s name, Travel Authorization Number, property listing date, property closing date, net sale price, and a copy of the HUD form and/or other supporting documentation.  NASA will review the results of the Home Marketing Incentive award annually to determine if the program continues to result in cost avoidance to the Agency.  NASA may discontinue the program at anytime.  NASA will provide notice of at least three months prior to discontinuing the award program, if it is determined not to be cost effective to the Agency.
An award made under the Home Marketing Incentive Awards Program constitutes taxable income to the employee and taxes will be withheld from the monetary award.  The contractor shall advise the employee as to how it is applicable to a Relocation Income Tax Allowance (RITA). 
Contractors must advise employees that to be eligible for the Home Marketing Incentive award their home shall have been marketed through a preferred agent/broker.  Employees who choose not to use a preferred agent/broker are ineligible for any home marketing incentives provided by the agency.  In addition, employees who participate in the Guaranteed Home Sale program must agree to market their home at a price which does not exceed 5% of a current market analysis as provided by any licensed agent/broker, or the current appraised value of their home, as provided by the contractor’s licensed agent/broker. 

 (1) Appraised Value Offer – The appraisal leads to a guaranteed offer.  The employee sells their home to the contractor after marketing the home according to contract guidelines.  The contractor places the home back on the market for resale.  NASA requires the employee market their home through a preferred agent/broker for 75 calendar days prior to accepting an appraised value sale.  The contractor shall request appraisals within 2 business days of receipt of the employees list of independent appraisers numbered in order of preference, and shall provide the employee with an appraised value guaranteed offer not later than 30 business days.  This appraised value guaranteed offer shall remain valid for a minimum period of 60 calendar days to include at least 15 calendar days after the required home marketing period.  After the required home marketing period the employee has at least 15 calendar days to either accept or reject the appraised guaranteed value offer.   
(2) Amended Value Sale - A valid offer from a qualified outside buyer leads to the contractor purchasing the home from the employee and closing with the independent buyer.  Within 5 business days of receipt of an outside offer and all required documentation, notify the employee of the determination of whether the outside offer is bona fide and the buyer is reasonably qualified.  If the offer does not result in a completed sale at no fault to the contractor, the transaction will revert to appraised value sale for purposes of payment to the contractor, subject to approval of the COTR.  
Home Marketing Assistance: 

Within 5 business days of notification the contractor contacts employee to determine if marketing assistance is required.  Marketing assistance includes but is not limited to developing a marketing strategy, identifying and recommending needed repairs or improvements, and evaluating offers and negotiating with potential outside buyers. This is provided either in conjunction with or independent of the Guaranteed Home Sale program.  If provided in conjunction with the Guaranteed Home Sale program the use of a preferred agent/broker is required.   
Destination Area Services: 

When Destination Area Services are requested, contact employee within 5 business days.  The contractor shall provide the employee with information to assist them in becoming familiar with their new duty location area. The contractor can provide the employee with assistance in obtaining temporary housing, renter assistance, buyer assistance, and mortgage counseling.

Reports: 

The Contractor shall provide reliable, automated management reports to each participating NASA center as well as a consolidated report to the NASA Shared Services Center.  Monthly/Quarterly reports shall be submitted with Monthly Invoices or not later than 10 calendar days after the end of the billing cycle if no invoice is submitted.  These reports may be used to support billing to the agency and must present detailed transaction data to include as a minimum, name of employee, Travel Authorization Number, length of time the property is in inventory, itemized services provided, current activity status, and costs incurred to date.  The proposed format and content of these reports shall be submitted to the Contracting Officer as required in the Data Requirements List (Attachment 2, Item Number 1).  

Property Management Services: 
Upon receipt of the employee authorization entitlement the contractor shall contact the eligible employee to determine their need for Property Management Services.  If the services are requested the contractor shall provide the employee with detailed description of the property management services available within 5 business days from receipt of authorization.  The contractor manages the employee's property at the old duty station in accordance with the Federal Travel Regulations (FTR’s).  Services include establishing rental value, screening tenants, managing rent, and property maintenance.  (Note:  Any required maintenance shall be coordinated with the property owner for approval of required maintenance and any related costs.  Property Maintenance expense shall not be paid by NASA.) NASA requires user friendly brochures and literature that provide accurate guidance and instructions to employees.  Property Management shall be provided to the employee for a period not to exceed either the Federal Travel Regulations (FTR) or NASA’s Policy.  Property Management shall only be used in situations where the employee is eligible for real estate reimbursement under the FTR and the employee is reasonably expected to return to the old duty station.  If the employee elects to use the property management program, the employee may not use the home sale services program.  
Additional Services: 
Cost of Living Analysis:  Information to be provided shall include but is not limited to a general overview of the housing cost, closing costs, rental cost, utility costs, local taxes, and property taxes.  If requested provide, within 5 business days of the request, a current cost of living analysis for an area within a 50 mile radius from the newly assigned duty location or a specific location designated by the employee.  The information will be used by the employee to assist them in making an educated decision for selecting a location for their future residence.  
Entitlement Counseling:  Entitlement counseling includes, but is not limited to discussion of personal property authorizations/entitlements and commercial practices affecting the move, options for personally procured moves, mobile homes and boats (if applicable), unpacking requirement, debris removal, professional books, papers and equipment (if applicable), Privately Owned Vehicle (POV) entitlement, claims process, full replacement value protection, carrier/employee responsibilities and any unique agency requirements.  The counselor shall ensure that any requested service not eligible for reimbursement by NASA remains the employee’s responsibility, and shall be charged directly to the employee.  
Counselors shall offer assistance to the employee in preparing all required documents related to the employees move.  After the initial counseling session, agency approved materials shall be sent to the employee with the appropriate forms, descriptions of the services offered and instructions on the submittal process.  If the Contractor is unable to reach the employee after three attempts or 5 business days, they are to contact the Contracting Officers Technical Representative and/or designated point of contact for assistance.    
International Services:  The contractor shall within 5 business days of the request, provide international services to acclimate and facilitate employees and their families in transitioning to their new duty area.  This includes moves Outside the Continental United States (OCONUS) to OCONUS moves from within the Continental United States (CONUS) to OCONUS and moves from OCONUS to CONUS. 
Agency Customization Services:
Training and Travel:  If requested by the agency the contactor shall provide training customized to fit the needs of the agency.  When requested, the contractor shall provide training within 30 calendar days.  Travel expense for instructors in accordance with the Federal Travel Regulations, can be used in support of training.
Move Management Services: 
The Contractor shall provide all labor, materials, supervision and resources to provide management of household goods shipment (domestic and international), transportation services for POV, boats and mobile home services from initial notification of move through completion of all move-related transactions in accordance with the FTR.  Services include, but are not limited to: entitlement counseling; pre-move planning; written estimates; carrier selection; transportation, shipment management including status updates, storage (temporary and permanent) and special service arrangement and coordination; administration, monitoring and inspection; assisting employees with understanding the household goods shipment process and associated responsibilities; performing service performance audits and prepayment audits; report generation and distribution; customer service; claims preparation assistance; and onsite quality control along with a variety of other related services as set forth herein.  The Contractor shall provide all services specified herein in a timely manner.  The contractor must notify the employee 30 calendar days prior to expiration of any Household Goods entitlements.  The contractor shall make every effort to schedule the pickup as close to the requested move date as possible  and in no instance shall it exceed 30 calendar days without approval of the COTR.  If circumstances prevent the contractor from meeting the 30 calendar day requirement, the contractor shall notify the employee and the COTR and/or designated point of contact to arrange for an acceptable shipping date.  Multiple origins and/or destinations may be involved for both Continental United States (CONUS) and Outside the Continental United States (OCONUS) shipments.  Within 7 calendar days of delivery to Storage in Transit the contractor shall notify the employee in writing, provide a toll free number and an electronic address to communicate the location and status of their Household Goods Shipment. Upon delivery the contractor shall remove or cause to have removed, within 7 calendar days, all accumulated debris related to the household goods shipment.
A cost comparison shall be prepared prior to any shipment of a POV in connection with the transfer of an employee within the (CONUS).  This is required in order to compare the cost of travel by POV (including mileage, per diem, and productivity costs) to the cost of shipping the POV (including shipping, air travel, and productivity costs).  The most cost advantageous mode of transportation shall be used.  A separate comparison is done for each vehicle that has been authorized.  Regulations do not allow NASA to reimburse the cost of a rental car at either the old or new duty station.  
When an employee is authorized shipment of household goods the authorized weight limit will be identified on their Travel Authorization Form 1450.  NASA authorizes certain selected employees to utilize the services under this agreement for Extended Temporary Duty.  NASA limits the amount of household goods to a Maximum of 18000 lbs.  The weight limit for Extended Temporary Duty is 350 lbs, but in no instance will billing to NASA exceed the tariff minimum allowable rate consistent with the Federal Travel Regulations.  The counselor shall ensure that any service not covered under NASA’s financial responsibility are the employee’s responsibility, and shall be charged directly to the employee.  
The use of commercial arrangements under approved agreements such as the 400N and 415G Tariff are preferred.  Under a commercial arrangement, the Contractor shall provide discounts, act as billing agent and bill the agency for all charges related to the move in accordance with the appropriate tariff, and make payment to the carrier.  Moves not falling under any pre-priced agreements must be approved by the Contracting Officer in advance of performance.  These alternative approaches shall require evidence of a best value decision with competitive quotes and provide supporting documentation prior to approval.  Any IFF fee shall be taken into consideration and built into the Move Management Services fee proposed. 

The Contractor must conduct, or arrange to have conducted, a prepayment audit of each transportation billing for service performed as required under the GSA schedule.  Any auditor (other than a GSA Prepayment Audit Schedule contractor) who performs such an audit must be certified by the GSA Audit Division (FBA) to conduct such an audit.  

DELIVERY
The Contractor is required to have a web-site in addition to a toll free number which employees can access information, maintain communication, inquire on the shipment status, and to download forms which are necessary to complete the process.  Access shall be available to the agency and to the employee 24 hours a day, 7 days a week, and 365 days a year. 
No service shall be provided under this agreement until an approved order has been provided to the contractor by the Contracting Officer or their designated representative.   An approved order must contain an authorization number, clearly identify the benefits authorized, and contains the signature of an authorizing official.   NASA has experienced periods when unexpected surges in PCS moves have occurred.  These surges are typically driven by mission needs.  As the mission changes the need to relocate an employee or a certain group of employees also changes.  As changes occur the volume of this sort of move causes the annual estimated number of moves to increase.  Additionally, at the beginning of each Fiscal Year (October) and during the summer months, the number of moves is significantly higher than other times of the year.  The Contractor shall demonstrate its capability to provide services to meet increases in volume.  

The relocation contractor arranges for a house hunting trip as required by NASA, to include identifying and contacting real estate agents, providing area information and coordinating the issuance of an airline ticket with NASA’s travel coordinator.  The relocation contractor also arranges for the transportation of automobiles and/or mobile homes, and counsels the employee on relocation assistance for the sale of their current home and the purchase of their new home.  Additionally, contact by the relocation contractor, its affiliates, or its subsidiaries shall be limited to the services requested by the employee.  
When requested by NASA the relocation contractor shall secure moving and storage services, authorize property management (as appropriate for PCS moves), conduct home appraisals, and provide Guaranteed Home Sale services.
The contractor shall monitor the employee entitlements to ensure the benefits do not expire, and process any necessary requests for extensions of temporary quarters as well as any extensions of Real Estate entitlements consistent with the regulatory timeframe.  These requests for extension shall be submitted to the NSSC for processing and approval.  
NASA will determine if these extensions are allowable under law and regulation.  If the extensions are not allowable, a NASA representative will inform the employee and the Center HR Office.  If the extensions are allowable, amended orders will be processed and provided to the relocation contractor and the employee, on an amended NF-1450. 
The contractor shall conduct a Customer Satisfaction survey at various stages of the relocation process.  The Customer Satisfaction Survey shall encompass all services provided to the employee and a summary of the results shall be provided quarterly to both the Contracting Officers Technical Representative and the Contracting Officer by no later than 10 calendars days after closeout.   
Cancellation of Transaction:  The Government reserves the right to cancel an employee's relocation.  If the employee's relocation is canceled, direct costs incurred by the Contractor pursuant to this contract that are reimbursable under the Federal Acquisition Regulations and the FTR may be paid by the Government.  Upon notification from NASA of such cancellation, the Contractor shall submit, with their invoice, supporting documentation, including but not limited to paid receipts, or other evidence of incurred and allowable direct costs.   
APPLICABLE DOCUMENTS MADE AVAILABLE TO THE CONTRACTOR FOR SPECIFIC TO NASA REQUIREMENTS:

Relocation Services shall be made available to eligible NASA employees in accordance with the guidance provided in the following documents:

· NASA’s Guide to Successful Move within the Continental United States   

· Quick Reference Guide for Temporary Change of Station (TCS) Relocation  

· Quick Reference Guide for Permanent Change of Station (PCS) Relocation

· Quick Reference Guide for Extended Temporary Duty (ETDY) Relocation  

· GSA Contract covering affected Special Item Number’s (SIN’s)

· Statement of Work (Attachment 1)
· Deliverables and Data Requirements List (DRL) (Attachment 2) 
· Quality Assurance Surveillance Plan (Attachment 3)
· NASA Financial Management Manual

· NASA Financial Management Requirement

· NASA Procedural Regulation No: 35301A, Chapter 7 

· Federal Travel Regulation

· Joint Federal Travel Regulations (JFTR) apply for uniformed members on loan, assignment or detail to NASA, unless otherwise provided by law (5 USC 5536).
These Reference documents are current as posted on NASA Shared Services Center, Customer Service Web Portal Site, found under the Travel tab, and the Change of Station Sub tab, Located at the bottom of the page under References on the Web Site at the following address: https://www.nssc.nasa.gov/portal/site/customerservice
The NF-1449 and NF-1450 can be found within the “Guide to Successful Move within the Continental United States” identified on the site above (Note:  Contact the NSSC contact center at 1-877-677-2123 if you cannot access the information at the site referenced above.)
PLACE OF PERFORMANCE
The following NASA centers are hereby authorized to utilize this agreement.  

·  NASA Headquarters (HQ) in Washington, D.C.

· Ames Research Center (ARC) in Moffett Field, CA

· Dryden Flight Research Center (DFRC) in Edwards, CA

· Glenn Research Center (GRC) in Cleveland, OH

· Goddard Space Flight Center (GSFC) in Greenbelt, MD
· Jet Propulsion Laboratory (JPL) Pasadena, CA
· Johnson Space Center (JSC) in Houston, TX

· Kennedy Space Center (KSC) in Kennedy Space Center, FL

· Langley Research Center (LaRC) in Hampton, VA

· Marshall Space Flight Center (MSFC) in Huntsville, AL

· Stennis Space Center (SSC) in Stennis Space Center, MS

· NASA Shared Services Center (NSSC) in Stennis Space Center, MS
The locations where the work is to be performed is dependant on the employee who will be receiving the relocation services covered under this agreement.  It shall be noted that this could include providing services to an employee relocating to or from a location outside the continental United States.

The NASA Shared Service Center Contracting Officers Technical Representative will serve as the primary Coordinator for NASA in the delivery of services under this BPA.

PERIOD OF PERFORMANCE

This resultant master BPA will cover a Base Period of Two (2) Years, with three (3) One- Year Option periods.  The Government reserves the right to extend the agreement as needed.  If all options are exercised, the overall performance period will cover a five year period after the date of award.  Upon award of the Master BPA and upon exercising any option year for the services covered under the BPA, all NASA centers will be authorized to utilize the agreement.  
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