Request for Proposal No. 283-04-0092

Attachment 1:  Statement of Work


A.  Background Information
The Office of Applied Studies (OAS) was established in October 1992, when the Alcohol, Drug Abuse and Mental Health Administration was reorganized as the Substance Abuse and Mental Health Services Administration (SAMHSA).  OAS serves as SAMHSA’s focal point for data collection analysis and dissemination activities.  Data are collected on the incidence and prevalence of substance abuse, as well as on the adverse health consequences associated with substance abuse.  OAS also collects data on the nation’s substance abuse treatment system and on the characteristics of individuals receiving substance abuse treatment.  These data are intended to serve as statistical indicators of progress in the field and to enable a better understanding of the nature and extent of substance abuse, in order to improve prevention and treatment services and to reduce substance abuse and mental illness.

In addition to discrete studies, OAS maintains several major data systems:

National Survey On Drug Use and Health (NSDUH)

Drug Abuse Warning Network (DAWN)

Drug and Alcohol Services Information System (DASIS) -

· National Survey of Substance Abuse Treatment Services (N-SSATS)

· Treatment Episode Data System (TEDS)

Each of these data systems routinely generates new data sets; however, internal SAMHSA resources devoted to analytic work are sufficiently scarce that external assistance in analysis and dissemination must be sought.  For example, the National Survey on Drug Use and Health (funded under a separate contract) produces routine estimates of drug use nationwide, at the state level and for various sub-populations.  Nevertheless, the vast array of data collected during this survey cannot all be analyzed under the primary contract; nor are there sufficient in-house resources available to mine the data sets assembled under this activity.  Therefore, external assistance to produce reports highlighting more focused concerns (e.g., drug use by women or adolescent females) is highly desirable.

Within the Office of Applied Studies, the Division of Analysis is responsible both for initiating independent analytic work and for ensuring that topics of critical policy interest which can be addressed by existing analytic data files are researched and findings disseminated.   The staff of the Division develop analytic schema in areas of interest to the Office and to SAMHSA.  These areas are prioritized through a consensus process and resources allocated accordingly.  Management of this contract will be vested in a Government Project Office drawn from the staff of the Division; however, service research fellows within the Division or other OAS staff may monitor work processes and products.

The central purpose of this contract is to increase the utilization of SAMHSA databases both internally by SAMHSA staff and externally by university-based and other researchers and policy makers, thereby increasing the knowledge and understanding of alcohol, drug abuse and mental health disorder and the nature and impact of these disorders throughout the country.  The support services provided under this contract will enable OAS to increase its dissemination of analytic data and other products and promote knowledge about the fields of substance abuse and mental health.  

B.  Objectives
To provide the statistical, logistical, administrative support, and consultant services to support the scientific and technical mission of the Office of Applied Studies, Substance Abuse and Mental Health Services Administration.  Specifically, the objectives of this contract are to provide:

· Analytic support -- provide OAS staff with a full range of analytic support including, statistical programming assistance, statistical analysis, the preparation of analytic data reports for both internal and public use, and consultation on statistical

and analytic methods such as regression analyses, hierarchical linear modeling (HLM), variance estimation and other statistical and methodological tools.

· Analytic Data Preparation -- provide OAS staff with a full range of support including programming assistance, clean-up, the preparation of analytic data files for both internal and public use, and consultation on statistical and analytic methods such as regression analyses, hierarchical linear modeling (HLM), variance estimation and other statistical and methodological tools.

· Literature Searches, Technical Writing and Editing -- support the scientific literature requirements of OAS with reviews, annotated bibliographies, technical writing and technical editing assistance on such document projects as original analytic data reports and papers, reprints, etc.  Provide searches of governmental and non-governmental databases available on the Internet, from universities and other public sources, and from commercial data base vendors for scientific and technical information.  Develop written products for dissemination to policy makers, special interest groups, and the general public.

· Logistics Support -- provide travel, lodging and meeting support for approximately six (6) expert panels to guide analytic activities as well as for workshops, conferences or other meetings scheduled by OAS, or attended by OAS staff or designated individuals; obtaining topical experts for 1-day meetings, etc. 

· Presentations -- support OAS speakers with slide/overhead/computer graphic presentations of analytic data and other charts and graphs and graphics support pertinent to the Office mission.

C.  General Requirements
1. Independently, and not as an agent of the Government, the Contractor shall furnish all the necessary services, qualified personnel, material, equipment, and facilities (not otherwise provided by the Government under the terms of this contract) to perform the tasks set forth.

2. All work under this contract shall be monitored by the Government’s Project Officer (PO).

3. Tasks applicable to the three (3) base years of this contract shall continue for the two (2) option year periods, if exercised.

4.  ADP/IT Plan:  The Contractor shall prepare an ADP/IT Plan that includes the Design, Development, Implementation, and Maintenance for all ADP/IT Applications.  The ADP/IT Plan should include functional requirements (e.g., data, workloads, user interface, reliability, security, and maintenance), technical requirements (e.g., hardware, software, and telecommunications) and operational and other requirements.  It should also include major ADP/IT milestones and implementation dates of the project.  The draft and final ADP/IT Plan shall be submitted as a deliverable to the PO and the DMS-IT for review and approval.
5.  ADP/IT Security Plan:  In compliance with SAMHSA POLICY DMS-IT 02-01--Establishment of the SAMHSA Automated Information Security Program (AISP), the Contractor shall prepare an ADP/IT Security Plan that includes a control process to ensure that appropriate administrative, physical and technical safeguards are incorporated to all new ADP/IT Applications and significant modifications.  The Contractor shall comply with the ADP/IT Application(s) security requirements needed for the project as set forth in the SOW and applicable portions of the DHHS Automated Information Systems Security Program (AISSP) Handbook.  The Contractor further agrees to include this provision in any subcontract awarded pursuant to the prime contract.  The draft and final ADP/IT Security Plan shall be submitted as a deliverable to the PO and the DMS-IT for review and approval.

6.  ADHERENCE to SAMHSA INTERNET/WEB POLICY:  The Contractor shall follow all SAMHSA Internet/Web Site Policy.  Any development and production of Internet/Web applications, including Intranets and Extranets, shall comply with SAMHSA policy and procedures.  These policies and procedures cover web sites, web page linkages, and web development; and agency programmatic, concept, and technical clearances.  All new contracts, or modifications to existing contracts, involving Internet/Web sites shall require Programmatic and Concept Clearance from the Office of Communications (OC) and ADP/IT Clearance from the DMS-IT.  The SAMHSA Web Site is the only authorized web site.  No new web sites shall be created without prior written approval of the TOO, in collaboration with appropriate agency web site officials.  Any new web sites created by the Contractor shall become part of the SAMHSA Web Site.  Applications development may be accomplished on the Contractor's server.  Productions versions must reside on the SAMHSA/DMS-IT server.
D.  Specific Requirements
Task 1.  Management Plan, Management Meetings and Progress Reports
A. Initial Meeting: Within one (1) week following the contract effective date (CED), the contractor shall schedule a desk-side (i.e., face-to-face) briefing with the PO, Alternate PO and other OAS staff as designated by the PO.  The purpose of this meeting shall be to finalize the overall management plan for the initial 12 months of the contract and to acquaint the PO, alternate PO and other appropriate OAS staff with the principal contractor staff.  A final management plan shall be submitted to the PO for approval within two (2) weeks of this initial meeting.  The PO will either approve the final management plan or require further refinements within one (1) week.  No work on this contract may proceed until the final management plan is in place.

Specifically, the management plan must describe:

- The implementation and oversight for all proposed activities outlined in Tasks 2-6, including staffing plans and timetables where applicable; each task will be identified separately with a discrete staff loading chart and associated budget items

- The system by which contract tasks will be coordinated with each other and with other OAS contractors who collect, analyze or archive substance abuse and mental health data sets or who provide statistical design and consultative services to OAS.  The size, scope, and complexity of the management system shall be commensurate with the size scope, and complexity of the project and the information to be collected, managed, and reported.

B. Monthly Management Meetings: Approximately every 30 days after finalization of the management plan for the first contract year, a monthly management meeting shall be held either at the central offices of the contractor or in Government space.  The contractor shall ensure that key staff responsible for each of the tasks of this contract is available for the duration of each such monthly meeting.  Scheduling, duration, and contents of management meetings shall be reviewed at the end of the first contract year, but shall occur, at a minimum, bi-monthly thereafter.

C. Monthly Status and Progress Report:  By the tenth working day of each month, the contractor shall provide the PO with two (2) copies of a report in matrix form that identifies: each of the projects or products that is currently in production; the contractor staff coordinating the project or product; discrete, measurable steps in the production cycle; timelines that have been set for completion of the steps; a final due date for the project or product; status report, including budget expended and projected; and issues needing resolution. A succinct narrative discussion of the status of all incomplete (including plans for completion) and ongoing activities in each of the contract task areas, including any problem areas shall be included.  One (1) copy of the report shaill also be provided to the Contracting Officer.

D. Annual and Final Reports:  The contractor shall develop and deliver three (3) copies of a draft annual report to the PO for approval by the end of months 11 and 23, and a draft final report by the end of month 35.  The PO will respond to the draft within one (1) week.  Final editions of these reports, incorporating the comments and suggestions of the PO, shall be submitted to the PO no later than two (2) weeks before the end of the 12th, 24th, and 36th months of the contract, respectively.  The annual reports, due in months 12 and 24, shall describe contract activities during the previous year in the contract task areas and provide plans for contract activities in the ensuing year.  The final report, due at the end of the 36th month, shall: (a) briefly describe the contract activities during the third year in the contract task areas; and (b) provide a separate summary of: (1) what was planned and accomplished by this contract to support the OAS scientific and technical and analytical mission; (2) an analysis and evaluation of the contractor’s success in meeting its goals; and (3) recommendations to OAS on how it can improve operations and activities to better serve our mission.  The contractor shall provide five (5) copies of each of the revised or approved annual reports and the revised or approved final report.  One of each shall also be sent to the Contracting Officer. 

Task 2.  Analytic Support for OAS Activities
The contractor shall provide a range of analytic support services for OAS staff.  Briefly, these activities can be grouped under the following categories:

1. Ad hoc requests

2. Short-Term analyses and/or reports

3. Long-Term analyses and/or reports

Since no new data will be collected under this contract, all data analytic activities shall be performed on existing data. The contractor must have access to most publicly available data sets in the substance abuse and mental health fields and provide staff familiar with all those data sets that are supported directly by the OAS. 

In order to accomplish the analytic tasks outlined below, the contractor shall design, test and run programs to edit existing data, resolve any logical inconsistencies, and perform imputation to account for missing data.  The contractor may be required to develop an approach for creating appropriate sample weights and variance estimates and will be required to perform quality control checks on the final version of all created files. 

The contractor shall create and document new variables and edited versions of existing variables, including updating files when appropriate and documenting updates, maintaining histories of variables created or edited, and keeping track of the latest versions of variables that have been revised.

The contractor shall be responsible for full documentation of all analytic data files and work performed related to analytic data editing and analysis.  This shall include cataloging analytic data files and software, complete description of their contents and histories, and maintaining a back-up system for all analytic data files with appropriate documentation of file contents and histories.

The contractor must be competent in the major statistical software packages, including SAS, SPSS, SUDAAN, WesVar, GAUSS and STATA.  Either Federal or contractor staff may propose other packages for the conduct of specific analyses.  The PO will make a determination on appropriateness on a case-by-case basis.

All written deliverables shall be sent in both electronic and paper format, with the electronic format corresponding to Federal government requirements and being compatible with current SAMHSA standards (i.e., Windows environment, using Microsoft Office Suite, PowerBuilder, etc.—see Section H.10 of the contract).

Process: With the exception of the Ad Hoc Analysis, a common process shall be used for all analytic deliverables.

Topics and timelines for Ad Hoc Analyses shall typically be handled informally either over the telephone, facsimile, or e-mail.  As detailed below, a cost-to-complete plan shall be required before work is begun on all other analytic tasks (i.e., rapid turn-arounds, short-term and long-term analyses).  The cost-to-complete plan shall include: analytic approach, staffing, timeline, a management plan and a discrete budget.  Specifically:

1. PO initiates request with a written outline of what is required, including approximate analytic data files to be used, preferred statistical package, suggested analytic approach, preferred types of analyses and write-up.

2. Contractor presents a written cost-to-complete plan within one (1) week, including proposed analytic approach, proposed staffing, reporting times, time frame, production schedule for written products and budget.  At this point, the Contractor is expected to raise any foreseeable analytic problems, including, but not limited to:  (1) a request to use an inappropriate analytic data file; (2) a sample size too small to accommodate the proposed analysis; and (3) a proposed analytic approach which is inappropriate, etc.

3. PO either approves the cost-to-complete plan or requires further revision within three (3) days of receipt of proposed plan.  

4. With PO review and acceptance, work commences in accordance with approved cost-to-complete plan. 

The PO and/or designee will continuously monitor quality and timeliness of products and adherence to budget.  It will be the responsibility of the contractor to advise the PO of problems in any of these areas and to present a proposed corrective action plan for review and acceptance by the PO.  The PO or designee will be the final arbiter of the quality and acceptability of the finished product.

Types of Required Analyses:

2.1. Ad hoc Requests:  The contractor shall provide all necessary equipment, hardware and software and staff to provide OAS with an analytic capability to meet the requirement of approximately of five (5) ad hoc requests per month.  Ad hoc requests are defined as those requests which require no more than five (5) straightforward analytic data runs (e.g., cross-tabs, Chi-squares, etc.) and which OAS staff typically needs within a one (1) to five (5)-day period.  Although five (5) such requests per month are posited as typical, the contractor shall be prepared to properly assign staff to handle peak periods (e.g., the Congressional budget development cycle; data for Reauthorization and other hearings) as well as “down times” when no such requests are pending.  Ad Hoc Requests are typically not accompanied by contractor-developed text beyond that which is necessary to document either the data set used and/or the analytic technique employed.

2.2. Short Term Analytic Requests/Reports:  The contractor shall provide a maximum of 25 Short Term Analytic Requests/Reports per year.  Short Term Requests/Reports are more complex than Rapid Turn Around Requests and typically require more extensive and/or more complex analytic work, documentation of the work done, and a final report.  Anticipated time frames for Short Term activities range from two (2) to 13 weeks.  Typical reports generated under this task shall be from 10 to 25 pages, single-spaced and must include documentation of work done as well as a final report.

2.3. Long Term Analyses/Report.  The contractor shall provide a maximum of 15 Long Term Analyses/Reports per year.  Long Term analyses are not necessarily more complex than Short Term analyses; however, the level of detail required, the use of multiple analytic data sets, or the requirement to consult with one (1) or more external experts may make these analyses typically longer in length and result in more in-depth written products.  A Long Term Analytic project may extend from two (2) to more than 12 months and may require as much as one (1) half-time full time equivalent (FTE) staff person dedicated to the project.  This type of project typically results in data analyses suitable to support a written product that is of journal-length and suitable for publication or in a report of similar length and quality.  Occasionally, OAS may require a lengthier and more comprehensive stand-alone report focused on a single topic.  OAS typically publishes such reports as part of its various publications series.

2.4. Statistical Consultation.  The contractor shall provide an on-staff cadre of senior statisticians, methodologists, and other appropriate professionals, as well as a process to provide external consultants who will provide sophisticated statistical consultation to OAS staff.  Topics for consultation are expected to range from statistical and methodological tools and their appropriate uses, to variance estimation, to analytic designs. 

[Note: For proposal purposes, offerors should assume 1,240 consultant hours per year to provide such support.] 

Topics for all analyses and reports will be either initiated by the PO or approved by the PO prior to the commencement of any work.  These topics will typically have been agreed upon and prioritized by OAS staff, although some topics may originate within other components of OAS.  Topics may range from the incidence and prevalence of substance abuse and mental health, to the distribution and characteristics of substance abuse treatment facilities and services, to the costs and outcomes of substance abuse and mental health treatment programs.  Typical questions may be framed as: (1) What is the prevalence of tobacco smoking among adolescents aged 11 to 13? 

(2) What substances constitute the majority of mentions during emergency department visits?  Do these mentions vary from one region of the country to another?  (3) What are the distinguishing corporate characteristics of outpatient substance abuse treatment programs?  (4) What proportion of minority women admitted to substance abuse treatment has a primary diagnosis of alcohol abuse?   

[Note: The above list of topics is given for the purpose of illustration only, and should not necessarily be construed as topics with high priority for OAS.] 

While OAS may consider, and ultimately approve, a contractor-initiated analysis, all such activities shall be contingent on prior review and acceptance from the PO.  Contractor staff may not under any circumstances conduct independent analyses or disseminate any work product based on data received by them -- directly or indirectly -- through this contract.  Any such independent work that is conducted by the contractor without prior written approval from OAS, or any dissemination of any work product derived from or associated with the data provided either by OAS or acquired for OAS under this contract is prohibited.

Task 3.  Data Files
Task 3(a) - Preparation of Analytic data Files – In-House Use

 Two (2) types of analytic data files, requiring different strategies for development, shall be required under this contract.  The first type of analytic data file shall be produced for in-house analysts at OAS.  These analytic data files are typically sub-setted analytic data from public use data sets originating at agencies other than SAMHSA, although some specially created analytic data files from SAMHSA-sponsored analytic data may be included.  Such analytic data files may include:  Healthcare Cost and Utilization Project (HCUP) Nationwide Inpatient Sample from the Agency for Health Research and Quality (AHRQ); the Bureau of the Census’ Current Population Survey; Medical Expenditure Panel Survey (MEPS), from AHRQ; and any public‑use analytic data sets from the National Center for Health Statistics, such as the National Hospital Discharge Survey, National Ambulatory Care Survey, National Health Interview Survey, and files from the Center for Medicare and Medicaid Services (CMS).  In the context of this task, the required deliverable is a usable analytic data file meeting OAS pre-determined specifications.  Although multiple file merges may be needed to produce a single deliverable, only an analytic data file meeting the specifications of the OAS work request and all accompanying documentation shall be considered acceptable.

The following strategy shall apply to all such requests:

1. PO initiates request with a written outline of what is required, including approximate analytic data files to be used, preferred statistical package, suggested analytic approach, preferred types of analyses and write-up.

2. Contractor presents a written cost-to-complete plan within one (1) week, including proposed analytic approach, proposed staffing, reporting times, time frame, production schedule for written products and budget.  At this point, the Contractor shall raise any foreseeable analytic problems, including, but not limited to:  (1) a request to use an inappropriate analytic data file; (2) a sample size too small to accommodate the proposed analysis; and (3) a proposed analytic approach which is inappropriate, etc.

3. PO either approves the cost-to-complete plan or requires further revision within three (3) days of receipt of proposed plan.  

4. With PO review and acceptance, work commences in accordance with approved cost-to-complete plan. 

[Note:  For proposal purposes, offerors should assume 25 such analytic data files will be requested per year.]

Task 3(b) - Analytic Data “Library”
Each data set created as a final deliverable under Task 2(a), along with its documentation, source file, codebook and other relevant materials, shall be maintained in an analytic data library.  Thus, the library must contain primary source analytic files (e.g., those data files created under other OAS contracts as well as those data files procured from other sources), which have not necessarily been prepared for public use, as well as all analytic data files created for use, throughout the duration of the contract.  The library must have the following characteristics:

1. Access to all materials in the library shall be strictly controlled to ensure that only authorized users are permitted to use materials contained in the library.  The PO will identify and/or certify authorized users, and the contractor shall maintain an up-to-date list of these individuals throughout the duration of the contract.

2. Each analytic data file shall be fully documented, labeled and catalogued with the major catalogue available in electronic format.  Analytic data files which are either among OAS current holdings or which may be acquired under this contract and are not accompanied by appropriate documentation shall be fully documented under this contract.  Catalogue specifications include, but are not limited to: analytic file name; program/project name; principal investigator’s or original data holder’s identifying information (if appropriate); date of creation; file format; and file size.

3. Analytic data files which are periodically updated (e.g., the Treatment Episode Data System) shall be maintained in all forms; that is, original, annual (or more frequent) update and “frozen” file from which public reports are generated.

4. Two (2) copies of each analytic data file and its documentation shall be held in two (2) geographically distinct, but equally secure, locations, preferably in two (2) distinct media (see below).

The current holdings of the OAS Analytic Data Library include approximately 50 analytic data files and documentation.  Of these, all data sets are in electronic form (either disk or CD-ROM).  Some documentation, however, exists only in hard copy.  The contractor shall catalogue and maintain the current library holdings and plan for an expansion of up to 50 analytic data files and appropriate documentation per year.  The contractor may elect to keep one (1) set of electronic files on a separate stand-alone personal computer or file server.  

The contractor is cautioned that although physical custody of these analytic data files will reside with the contractor, use or distribution of non-public use analytic data files by contractor staff without written authorization from the PO is strictly prohibited.  Similarly, all data, work, and products, including, but not limited to, interim and final papers, notes, data files, programs, software, reports and materials produced under this contract, are the property of and shall revert to the government.  The contractor shall assume full responsibility for privacy and confidentiality of all data.  No interim or final data, products, or reports prepared under this contract shall be released to any party without written approval of the PO.

Task 3(c) - Preparation of Analytic Data Files - Public Use
The preparation of public use data files from SAMHSA and other sources shall require a strategy encompassing, at a minimum, the following steps:

3(c)(i). PO Initiates Identification of Data File - Identification of appropriate pre-existing data files.  In the event that the contractor becomes aware of an appropriate data file, the PO shall be informed of the existence of the data file, the name, address, etc., of the current data-holder, and the approximate contents and size of the data file.  Acquisition of any data file under this contract is at the sole discretion of the PO.

3(c)(ii). Securing Release of the Data File from the Owner - After the PO has determined that an appropriate data file exists, the contractor, working with the PO and other SAMHSA staff, as appropriate, shall secure the proper releases from the data-holder(s) and obtain a copy of the data file, any documentation, and other relevant materials.

3(c)(iii). Data File Preparation - The contractor shall process the data files received into coherent, well-documented easy-to-use electronic files, ensuring that the data are as clean as possible.  Each data file must conform to SAMHSA/DHHS specifications.  The contractor shall supply all necessary documentation to accompany the files and, if necessary, develop appropriate documentation.  

3(c)(iv). Disclosure Analysis and other Confidentiality Concerns - All data files prepared for public use must have all identification codes, locator information, and other variables which could lead to a breach of individual confidentiality removed or re-coded into categories broad enough to mask identifies of individuals.  For data files that contain highly sensitive personal information, the contractor shall perform disclosure analyses (and potentially a re-coding of data) to ensure that no single individual (person, program, facility or other organizational entity) can be identified through the analysis of the data file.  Documentation of this procedure, including methods used and data types suppressed, shall accompany the submission of each data set to the PO.  At least one (1) workgroup of experts (see Task 5 below) in statistics, bio-ethics, legal issues and substance abuse

treatment provision, data and research shall be assembled to develop written guidelines to be used in disclosure analysis for OAS.

3(c)(v). Dissemination of Data Files - It is anticipated that the most common method of dissemination of data files produced under this contract shall be through the Substance Abuse and Mental Health Data Archive (SAMHDA).  Therefore, the contractor shall work with the archive staff to ensure that all data files and documentation are transmitted to the archive in a timely fashion and in format(s) useful to the archive. 

OAS estimates that approximately 10 such data files shall be identified in each contract year.  After the identification of an appropriate data set, the contractor shall prepare for PO approval a cost-to-complete plan for all steps from acquisition to mounting in the SAMHDA.  This work plan must contain staffing, budget and other resource needs, a timeline, and annotation of predictable problems and proposed solutions.  The cost-to-complete plan is due to the PO within two (2) weeks of identification of the data file.  No work shall commence prior to PO review and acceptance of the cost-to-complete plan.   

Task 3(d) - Special Public Use Data Files
In accordance with the Freedom of Information Act (FOIA) and consistent with Public Law 105-277 and other more recent and relevant legislation, with prior PO approval, the contractor shall produce special estimates from OAS-supplied data or merge multiple data files together to produce special public use tapes containing merged data, in response to requests from outside researchers.  The contractor shall develop appropriate arrangements to charge the outside organization or user making the request for the cost associated with such special estimates or merged data tapes.  This cost must be consistent with charges for similar activities billed to the Government under this contract and be accounted for on the monthly contract vouchers.  Final arrangements shall be reported to the Government within 90 days after the CED.

Task 4.  Technical Writing/Editing Support for OAS Publications
General: Under the guidance of the PO, the Contractor shall support the literature requirements of OAS with literature reviews, technical writing and technical editing assistance on document projects requested by the PO.  These may include, but are not limited to, original data reports and papers authored by consultants, preparation of copy for OAS publication series, and editing existing publications for reprinting.

4(a)  Literature Searches, Literature Reviews and Annotated Bibliographies:  In order to ensure that OAS and SAMHSA staff are current with the literature in the fields of substance abuse and mental health, health services research, and financing and cost of health care, periodic literature reviews and/or annotated bibliographies shall be required.  Topics may include, but are not limited to: (1) current epidemiology of substance abuse by age group/ethnic group; (2) changes in reimbursement for services that materially effect access to care; and (3) the effect of media campaigns on teenage smoking.  Literature searches, reviews and annotated bibliographies shall typically be performed on readily-available materials (i.e., peer review journals, other periodicals, etc.); however, no more than once per year, the contractor should plan on a search requiring the use of “grey (or “fugitive”) literature” (e.g., Federal or State government publications, media brochures, etc.). 

[Note:  For proposal purposes, offerors should assume five (5) literature reviews and three (3) annotated bibliographies per contract year.]  

For each document, the following procedures shall be used:

1. The PO writes, detailing by topic, possible sources, keywords, type of product required and estimated level of effort.

2. Contractor responds with a cost-to-complete plan detailing staffing, time lines for draft and final documents, budget and other necessary resources, including a statement of potential problem areas within one (1) week.

3. PO approves the work plan or requests further negotiations within three (3) days.

4. After approval, work commences in accordance with approved cost-to-complete plan.

For both literature reviews and annotated bibliographies, the written product shall be a final report, including documentation of all work done.  For literature searches, the final product shall be a final list of literature and documentation of all work done.

4(b) Technical Documents:  In each contract year, the contractor shall prepare an estimated 60 technical reports, technical assistance manuals, or other documents of a technical nature.  Such documents may vary in length from an estimated four (4) to 125 pages in length each. About two (2) shall be of the longer length.  When necessary, the Contractor shall aid in identifying qualified consultant writers and preparing suitable agreements with them to perform OAS writing assignments in collaboration with the PO or other OAS staff, and as directed by the PO.  Topics may include, but are not limited to: (1) consensus deliberations of an expert panel; (2) a manual of statistical techniques for using the Data Analysis System of the SAMHDA; (3) a “cost-benefit” analysis comparing retrospective, prospective, and administrative outcome studies; and (4) short reports on a variety of topics.  At the PO’s direction, the contractor shall prepare draft versions of reports for approval by OAS.  Final drafts of these reports shall incorporate revisions suggested by OAS and other field reviewers, at PO direction.  The contractor shall collaborate with the PO or other OAS staff, as approved by the PO, to assist in the review process for documents, facilitate the SAMHSA Public Affairs clearance process, and produce desk-top publishing quality, camera-ready copy.  The contractor shall also produce sufficiently attractive computer graphics, artist's graphics designs, and/or paste-up quality covers for report documents.  All publications produced under this contract shall be written, to the extent practical, following the Government Printing Office Style Manual.  Copies of all materials shall be submitted in hard copy and in approved electronic format in Microsoft Word format, or a compatible format for PO review and

acceptance.  Electronic copy may be delivered on 3.25” diskettes, CDs, or with PO approval by e-mail when transmission of diskettes proves inefficient, inconvenient or otherwise problematic.

For each document, the following procedures shall be used:

1. A written request is developed by the PO detailing topic, possible sources, type of product required and estimated level of effort.

2. Contractor responds with a cost-to-complete plan detailing staffing, time lines for draft and final documents, budget and other necessary resources, including a statement of potential problem areas within one (1) week.

3. PO approves the cost-to-complete plan or requests further negotiations within three (3) days.

4. After review and acceptance by the PO, work commences according to the approved cost-to-complete plan.

4(c) Ad Hoc Editorial Services:  From time to time, the contractor shall provide OAS with general editorial services to edit staff-authored and other reports and to prepare reports for reprinting; provide graphics design services for reports, brief papers, and flyers; and format reports and charts into camera-ready copy.  It is anticipated that only minimal original writing (an estimated five (5) percent or less) will be required in any manuscript prepared under this subtask.  The contractor should plan on a workload of approximately 400 staff hours, or 10 documents, per contract year.

4(d) Reproduction Requirements:

Paper Copies:  The Contractor shall xerographically reproduce an estimated 1,000,000 impressions. These impressions shall cover review and similar copies of papers and documents produced by OAS and under this contract. The Contractor is cautioned that there is a legal limit of 25,000 impressions for a reproduction job (e.g., 10 copies of a 250-page document).

Electronic Media:  The Contractor shall rapidly reproduce 3.25” computer diskettes and compact discs (CDs) to provide electronic copies of various documents to OAS users and reviewers. 

Task 5.  Logistical Support to OAS Activities:  At the request of the PO, the Contractor shall plan and develop an agenda for each workshop, conference or meeting, with direction or input and final review and approval from the PO.  The Contractor shall provide logistical and administrative support, including travel for approximately three (3) workshops, conferences or meetings per year.  Workshops, conferences and meetings may be held in Government and non‑Government buildings within the Washington, D.C., metropolitan area.  In addition, some participants may receive consulting fees (honoraria), as determined by the PO.  The PO will provide the Contractor with an approved list of participants for each workshop, conference or meeting including specific instructions for each event.

[Note: For proposal purposes, offerors should assume eight (8) people -- traveling from St. Louis, MI -- will attend a three (3)-day meeting on each of the six (6) annual events outlined above, with an estimated honorarium rate of $400.00 per day.]  

For each such meeting, the following procedures shall be followed:

1. Meeting Pre-Planning:  Eight (8) weeks prior to each workshop, conference or meeting, the contractor and PO shall meet to discuss meeting strategy in detail. The PO will submit a list of approved participants at this time.  This time frame shall be followed unless there is an urgent or unforeseen need to conduct a workshop or meeting that calls for a compressed schedule.  In that event, a reasonable schedule shall be negotiated at the initial strategy meeting.

2. Meeting Plan: Within one (1) week following this meeting, the contractor shall prepare and submit to the PO a meeting plan for the workshop, meeting, or other event that includes preparation of meeting announcements, invitation letters, mailing of same, scheduling of all events, including the following:

(a) Hotel/Motel Arrangement:  Arrange the least expensive accommodations with 

minimal inconvenience to the travelers.  The contractor shall arrange for 

conference rates with the airlines and hotels and, upon request, block rooms for 

Federal employees and other attendees.  Maximum effort must be given to 

arranging accommodations that are within the limitation on the Federal lodging 

allowance.   NOTE:  NO TRAVEL, LODGING, OR PERSONAL COSTS 

SHALL BE PAID FOR FEDERAL EMPLOYEES UNDER THIS CONTRACT.
The contractor shall make travel arrangements as early as possible, but not later than 21 days prior to the actual travel date, and shall make every effort to utilize super saver and other discount fares where possible, including arranging for a rental van, when necessary.  Where economically advantageous to the Government, and with the consent of the non-Federal participants, the contractor is also encouraged to use “Saturday Night Stay-Overs.”  Not later than 21 days prior to travel, the contractor shall provide the non-Federal participants with airline tickets, hotel confirmations, reimbursement forms and authorization forms.

(b) Name Plates:  Prepare name plates for each participant who will be seated at 

meeting tables (including Federal participants).

     

(c) Registration Desk:  Staff registration desk and distribute registration materials 

according to time frame established by the contractor for this requirement.

(d) Registration Packets:  The contractor shall prepare a registration packet for each 

participant (including Federal employees attending).  These packets must contain the 

agenda and other informational items, name badge, pen, pad, and list of all participants, 

including their addresses, telephone numbers and organizational affiliation.

(e) The contractor shall arrange for audio visual and other equipment needs at meetings, 

to include the following, as needed:  Professional tape recordings and transcriptions, as 

required by the PO; slide projector(s), video cassette machine(s), film projector(s), and 

computer-based projection equipment suitable for audio-enhanced presentations such as 

those made in PowerPoint or stored on CD-ROMs; overhead projector(s); chalk boards 

and paper flip chart presentations; and on-site FAX service for participants.

(f) The contractor shall provide for the following services at meetings:  On-site copying of materials; resolving on-site logistical problems that may arise; breaks as required.

(g) The contractor shall, if requested by the PO, provide technical direction to each of the meetings using up to two (2) suitably qualified consultants who are approved by the PO.  Each consultant shall work up to two (2) days on-site and four (4) days off-site, and shall require an estimated number of three (3) per diem days.

(h) As requested by the PO, the contractor shall retain consultants specified by the PO to prepare reports, papers or other documents to be used in conjunction with the conferences or meetings.  The PO will specify the topics and other requirements for these materials.

3. Reimbursement of Non-Federal Meeting Participants and Consultants
a. The contractor shall reimburse all approved, non-​Federal meeting participants and consultants for their allowable expenses and honoraria (if applicable) or consulting fees by no later than 30 days from the time of receipt of the completed reimbursement voucher.

b. Reimbursement shall be based on the following guidelines:

(1) Air travel and train tickets ‑ Equivalent to or less than a coach‑class, round‑trip fare.  The contractor shall determine the least expensive travel arrangements with minimal inconvenience to the travelers.

(2) Ground transportation ‑ Limousine service, taxi, or other appropriate public transportation shall be used when feasible for travel between home/office and airport, airport and hotel/motel, and return and parking fees.

(3) Travel by privately‑owned vehicle - Participants who drive their own vehicle shall be reimbursed at the current Government‑paid rate per mile not in excess of the cost of applicable air/train travel.

(4) Per Diem ‑ In accordance with Government travel regulations in effect at the time of travel.  Per diem is intended to cover meals and hotel/motel expenses.

(5) Rental car ‑ Participants are discouraged from using rental cars.  The Contracting Officer must approve all requests in writing prior to using a rental car.  Such approval shall be made only when it is technically advantageous to the Government or in unusual circumstances, such as the accommodation of physical handicaps.

(6) Honoraria and Other Costs Approved by the Government Project Officer ‑ Will be reimbursed consistent with the provisions of this contract.  Approved non‑Federal meeting participants may be paid honoraria as authorized by the PO.  The PO will specify the recipients’ names and honoraria rates as well as the number of paid days at the time that the list of invitees is provided.  For the

purpose of income tax preparation, the contractor shall issue a separate check for honorarium payment.  

c. When an incomplete or incorrect claim is submitted, the contractor shall contact the participant to obtain the necessary information.

d.  The contractor shall have procedures and policies in place to enable the Contractor to retain consultants on short notice and to pay the consultants in accordance with the schedule of deliverables specified by the PO.  The contractor shall negotiate a daily rate with proposed consultants on a per-assignment basis.  This rate shall not exceed $400 per day without the prior written approval of the Contracting Officer.  The contractor shall be responsible for ensuring that consultants submit requested material in accordance with the specified schedule of deliverables.  The PO will be responsible for reviewing deliverables, providing substantive feedback to the consultants and for approving final documents.

e. The above task is applicable to each year of the contract period.

Task 6.  General Graphics Support and Support for OAS A-V Presentations  

a.  The contractor shall support OAS speakers with slide/overhead/computer graphic presentations of data and other charts and graphs, as requested by the PO.  The Contractor shall provide such graphics support for publication cover design, logos, data charts and graphs for publications, and other graphics services that pertain to the OAS mission.  An estimated 25 presentations, consisting of up to 12 slides or overheads, shall be required annually.  An estimated 250 pages of other graphics materials, as described herein, shall also be required annually.

b.  The Contractor shall provide drafts of slide/overhead/computer graphic presentations within two (2) days after copy is received from the PO or other OAS requestor, as directed by the PO.  OAS will provide comments and/or approval within 24 hours.  The contractor shall provide the final product within 24 hours of receipt of comments/approval.  Occasionally, significant edits may become necessary after a final product is delivered.  In such cases, the contractor shall provide the corrected copy as soon as practicable, but no later than four (4) hours after notification.  The contractor shall expect to provide URGENT TURNAROUND within 24 hours in approximately 10 percent of requests.  For other graphics tasks, the contractor shall expect to provide a four (4)-working day production cycle – from draft to final – allowing one (1) day for OAS approval.

Task 7.  Transfer of Activities
Startup at Beginning of Contract:

The contractor shall coordinate an orderly transition of the project from the previous contractor during the time between award of this contract and expiration of the previous contract (if applicable), for which the final option period is anticipated to end on November 28, 2004.  The contractor shall:

(a) at the Contracting Officer’s discretion, participate in five (5) or more meetings with the previous contractor to effect a smooth transition and to receive detailed information on the operation of the NAC.

(b) ensure receipt from the previous contractor or SAMHSA of complete documentation and all government furnished property, hardware, software, materials and data necessary to support continuation of full services, capabilities and outstanding technical and related work inherited from the previous contractor and promptly notify the PO of any omissions or deficiencies; and

(c) ensure that, during a three (3)-week transition period, the new contractor’s personnel receive training from the previous contractor’s senior personnel in all system operation and maintenance functions.

Turnover at End of Contract:

(1) The contractor shall provide, by no later than the eighth month of the final performance period, three (3) copies of plans for transfer of the project to either the government or a new contractor (as applicable).  If necessary, the contractor shall initiate transition activities sixty (60) calendar days prior to the expiration of the contract.  These activities include:

(a) continued full service to the customers of the NAC;

(b) at the Contracting Officer’s discretion, participating in five (5) or more meetings with the new contractor to effect a smooth transition and to receive detailed information on the operation of the NAC.

(c) providing complete documentation and all hardware, software, materials and data produced or acquired with contract funds, or under the contractor’s control as Government Furnished Property or Materials, and turn them over to SAMHSA or the new contractor in good condition, and, during a three (3)-week transition period, assure that the contractor’s senior personnel train the new personnel (contractor or government) in all system operation and maintenance functions; and

(d) performing appropriate close-out of all outstanding technical and related work.

(2) Unless the underlying data used in the selected study analysis are leased or proprietary, analytic files (where source files are reduced in volume and tailored to specific analyses), data analytic programs and the results produced under the auspices of this project will be property of the federal government.  If State data are used, the federal government shall collaborate with the participating States in planning, carrying out and disseminating the results of such analyses.

All information and materials, including data developed under this contract, are the property of the government and shall be delivered as part of the turnover at the end of the contract.  No information developed under this contract shall be released by the contractor without the written permission of the government.
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