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BACKGROlJ •. Al 

FAA training center was originally established as the Management Training School (MTS) in Lawton, 
Oklahoma, and has been in existence since 1971. MTS relocated in 1987 to Palm Coast, Florida and wasrenamed 
tbe Center for Management Development (CMD) and then cbanged to FAA Center for Management and Executive 
Leadership (CMEL) in 2005. Currently, CMEL operates as a unit of the FAA Academy in Oklahoma City. 
Additional information about the Center can be found at http://www.cmel.faa.gov/. 

The Center's principal mission is to support the FAA's continuing efforts to ensure a safe; more efficiently 
managed National Airspace System. Toward this end, it provides a quality-learning environment in which 
managers, executives, and other personnel develop a better understanding of their leadership responsibilities and 
the skills needed to achieve the agency's operational and organizational goals. CMEL annually provides over 
93,000 hours of instructor-led training to more than 2000 FAA managers and hosts a range of team building 
sessions, conferences, and meetings. In addition to its core program, CMBL also works with FAA organizations 
and other government agencies under fee-for-service arrangements to develop customized training and 
development. 

The FAA leases the Palm Coast facility from Embry-Riddle Aeronautical University (BRAU), who also provides 
facility support services including lodging, front-desk registration, housekeeping, maintenance, security, and food 
services. These services will continue to be provided by ERAU and are not within the scope of work:. 

CMEL CURRICULUM 

CMEL's core curriculum supporting FAA Office of Human Resource Development consists of a range of deliveries 
from comprehensive training for newly appointed managers to courses focusing on a single subject area. Ihe 
curriculum is keyed to the agency's Managerial Success Profile (MSP), which is provided as Appendix F. Courses 
vary in length from one to ten days and may be scheduled on a regular basis or offered based on FAA agency 
demands. Given the range and diversity of FAA's management population, CMEL's curriculum must include the 
span of basic supervisory training to senior management training. Although CMEL's curriculum has traditionally 
emphasized interpersonal relations and leadership skills, increasing attention is being paid to management science 
and business management SUbjects. Over lhe performance pedod, some core curriculum requirements may be 
tasked for conversion to Computer Based Instruction (CBI) and instructor mediated distance learning (e.g., 
webinars) deliveries. The core curriculum will require course updates and maintenance to reflect changing policies 
and currency of information. Management systems and strategic priorities identified for FAA human resource 
development may result in redesign, design or development requirements. However, additions to the core 
curriculum are generally not more than 2-3 per year. The full CMEL Comse Catalog with course descriptions is 
posted at http://www.cmel.faa.gov/COURSEDElCI-crs.htm. 

CMEL's curriculum and training support is also available to other organizations within the agency, and all public 
sector and aviation related entities. The curriculum is often customized using current course materials to meet 
specific training objectives, although curriculum design/development may be required. 

Paragraph 1.1 Scope of Work. 
FAA requires the contract services to provide instructional design, instructional deliveries, and related support for 
management and leadership training. This includes supporting CMEL conferences, meetings, and related activities. 
The Performance Work Statement Appendices describe typical tasks (Appendix A), and provide position 
descrIptions (Appendix B), projected workload (Appendix C), quality deficiency report (AppendiX D), the sample 
task request (Appendix E) and the Managerial Success Profile (AppendiK F). These Appendices are based on 
operational history. The FAA shall not be bound by, nor does it assume any obligation to order based 011 Appendix 
C, workload projections. The workload provided in Appendix C of this PWS give the estimated deliveries for 
instructional services, and related level of operational support including conferences and workshops. 
Note: Actual requirements for performance described herein will be tasked bosed upon agency funding, demand, 
and training priorities. The FAA reserves the right to design, develop, and conduct courses, seminars, conferences, 
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and meetings with goverm,. .{ personnel or through Ihird parties unde, .parale contract. Therefore, the 
Contractor will not have exclusive rights 10 provide all services required /0 support CMEL 

Paragraph 1.2 General Requirements. 
The services to be acquired under this contract fall into 3 main categories: 

1.2.1 Program Management, Admhli.tradon and Operational Support: This performance includes 
program management and contract administration, supervision of contract personnel, training registration, 
evaluation assessment, health awareness and welIness consultation, publications, information technology 
(IT) support, library services, logistic services, conference support and clerical support as necessary to 
meet performance and delivery requirements. The Operational services shall include support for all CMEL 
training, development and conferences, which may include third party course deliveries, and field locations. 

1.2.2 Instrnetional Serviees: This performance includes but·is not limited to course update and 
maintenance, preparation, instructional or facilitator delivery. Examples of courseware updates and 
maintenance include: replacing outdated policy with current policy; adding another skill practice similar to 
an existing one; switching out a job aid, altering language in reRponse to a court case like the Ryan 
decisiou. Course update and maintenance is specifically defined in the PWS definitions. Instructor 
proficiencies are required for subject matter that is unique to the customer. 

1.2.3 Instrnctional Design, Development, or Redesign: Requires performance of services to develop 
design/redesign new products which flow from customer requirements that identifY new objectives or 
substantial change to existing instructional objectives. The changes have affect at the main (Highest level) 
of instructional objectives as they appear on the course description. Course design, development and 
redesign are defIned in the PWS definitions. The FAA request for tasked services will require specific 
COllfse content nnd due dates to meet tmining reqlliremenl~. When the contract proposed solution to a task 
request is fulfilled by onsile/remote service, the FAA will consider ~le assignment on a case by case basis 
(temporal·Y e·xception). The offuite/remote service will be considered as a telework assignment. Note: 
A Contractor proposed Tele-work assignment is not considered to be in the best interest of the fAA. 
However, CMEL considers assignment of qualified personnel essential to product quality. TIterefol"e, a 
telework solution may be proposed in response to CMEL task requests. 111e FAA will consider the 
proposed solution, and if approved by the fAA the task ordered shall include specific qualifications/skills 
gained from the offsite support assigned, the specific product/service to be delivered, and the specific homs 
and cost to accomplisll each task. The quality of the product will be reviewed by FAA CMEL for 
acceptance/non-acceptance JAW with FAA standards described herein, and payment is subject to the 
defined hOllrs/cost for each task. The employee shall be accessible to Contract employee supervision and 
to the FAA COTR for task status when a remote site assignment is approved. 

Paragraph 1.3 Abbreviations. 
The abbreviations and definitions in this section shall apply wherever addressed in this performance work 
statement. 

9/25/06 

AITS 
CAl 
CBI 
CDRL 
CMEL 
CO 
caTR 
DOT 
FAA 
HRPM 
ISD 
MLS 

Automated hlventory Tracking System 
Computer-Assisted Instruction . 
computer-Based Instructioll 
Contract Data Requirements List 
Center for Management and Executive Leadership 
Contracting Officer 
Contracting Officer's Technical Representative 
U.S. Department of Transportation 
Federal Aviation Administration 
Human Resource Policy Manual 
Instructional System Design 
Modem Language Association 
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MARC Mac/. Readable Cataloging 
NCACS North Central Association of Colleges and Schools 
PMR Program Management Review 
PWS Performance Work Statement 
QDR Quality Deficiency Report 
SAM Stand Alone Module 

Paragraph 1.4 Tasked Services. 
During the period of performance, CMEL will define specific requirements through Contract Orders issued under 
the general provisions and pricing arrangements of the Contract. Contract Delivery Orders shall set forth in writing 
identifYing the services to be performed and payment arrangements. Tasks will be coordinated between the COTR 
and the Contractor to provide specific training deliverables, and/or related support services, performance milestones 
to meet the operational schedule, and funding arrangements. Within 7 calendar days the contractor shall respond to 
the tasking with the approach to satisfactorily perform the requirement and establish the Not-to-Exceed (NTE) price 
(when applicable to the pricing arrangement for the Contract Line Item Numb.r). However, as workload elements 
are subject to change, AMA-3 may require new tasks andlor subtasks, or modifications to existing tasks. When 
tasks are outside the general scope of the PWS descriptions, negotiations and mutual agreement will be required 
between the contractor and the FAA CO to address the change in requirements with the corresponding 
docwnentation and agreement evidenced by contract modification. 

Paragraph 1.5 Supervision of Contract Employees. 
This acquisition is not developed to be administered or performed'as a personal services contract. Accordingly, the 
contractor shall designate appropriate and sufficient supervisory personnel to meet peliormance requirements as 
tasked. Contract supervisors will provide day-to.day on-site supervision of all contract personnel including, but not 
limited to, labor distribution, security screening, work assigrunents, conduc4 performance/delivery, quality and 
professional development. At no time will contractor personnel be supervised or tasked by FAA managers, or any 
FAA personnel. The FAA through the assigned COTR, may provide to the contractor limited assistance when 
associated with FAA policy and CMEL practices. 

TIME AND LOCATION OF WORK 

Paragraph 2.1 Location of Work. 
All work performed under this contract shall be performed at the following location, with exception of field 
delivery specifically tasked when required. 

Center for M8IIagement and Executive Leadership (CMEL) 
4500 Palm Coast Parkway, S.E. 

Palm Coast, Florida 32137 

Paragraph 2.2 Normal Hours of Operntions. 
Normal operations will generally occur between the hours of 8:00 a.m. and 5:00 p.m. local time, during regular 
workdays of the week, Monday through Friday. However, availability may be required outside ofthese dayslhours 
and are subject to change based on the FAA's operational needs. 

Paragraph 2.3 After Hours Access to CMEL Buildings. 
With the exception of scheduled evening shift instructional operations, which lDay occur during the life of this 
contract, contract personnel shall need authorization from the CO, or the COTR in advance and will be required to 
sign·in at the front desk, to gain access to CMEL buildings outside the normal hours of operations. This 
requirement applies to the hours between 6:00 p.m. and 6:00 a.m. each day, all hours 00 week.nds or holidays, and 
anytime CMEL is otherwise closed. 
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Paragraph 2.4 Parking, Safety and Traffic Regulations. 
The contractor will ensure all contract employees are advised of and adhere to published parking, safety and traffic 
regulations applicable to the CMEL. 

Paragraph 2.5 Reserved Parking Spaces. 
Reserved parking spaces may be requested through the CO, or the COTR, for employees with either temporary Or 
permanent disabling conditions. No other requests for reserved parking spaces will be accepted. 

Paragraph 2.6 Observance of Holidays. 
No activity is anticipated under this contract on holidays recognized by the FAA. In the event such activity is 
required, the contractor will be notified by the CO, or the COTR, and will be provided as much advance notice of 
the requirement as practicable. Absent such requirements, holiday activities will not be permitted without prior 
authorization from the CO, or the COTR. 

Paragraph 2.7 Designated U.S. Federal Holidays. 
A list ofthe designated U.S. Federal holidays as of the date oftrus document is as follows: 

New Year's Day 
Martin Luther King, Jr. Birthday 
George Washington's Birthday 
MemoriaiDay 
Independence nay 
Labor Day 
Columbus Day 
Veterans Day 
Thanksgiving Day 
Christmas Day 

Paragraph 2.8 CMEL ClosurelEarly Dismissal. 
Adverse weather conditions or other emergencies may require the closure of the Center for Management and 
Executive Leadership. Circumstances may also arise which wiU require the early dismissal of CMEL personnel. In 
most cases, no activity is expected under this contract during periods of CMEL closure and/or early dismissal, nor 
will any such activity be permitted during these periods without prior authorization from the CO, or the COTR. 

Paragraph 2.9 Evening Shift Activity. 
Some tasks may require periodic evening shift instructor support for workshops. In those cases, the estimated 
amount of activity occurring during these hours will be included in the description of the task and is anticipated that 
the work week schedule would provide flexibility in the time to accommodate this work schedule. Other than those 
specific requirements identified by the FAA, no evening shift performance/activity will be permitted without prior 
authorization from the CO or the COTR. 

GOVERNMENT PROPERTY AND PROPRIETARY RIGHTS 

Paragraph 3.1 FAA Proprietary Rights. 
The FAA acquires title to all products reSUlting from performance under this contract, and all the rights and 
privileges derived there from, as these products are produced. This right is not dependent upon the completion of 
the product, the formal or written acceptance of the product, or receipt of payment for the services from which the 
product results. 

Paragraph 3.2 Forfeiture of Rights. 
The rights and privileges described in the preceding paragraph cannot be involuntarily surrendered, transferred, 
forfeited, or ceded. Any such forfeiture can only be accomplished by the CO, or the COTR, and must be in writing. 
Further, no precedent shall be established by any such forfeiture, and each request shall be considered separate and 
distinct from all other requests. 
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Paragraph 3.3 UselDissemination of Government Property. 
Unless specifically authorized in writing by the CO or the COTR, the contractor shall not use, modify or 
disseminate any item of Government property for any purpose other than those specifically outlined in this 
document, the contract and other related contract documents. This prohibition includes. but is not limited to. the 
use of FAA equipment for work nol directly in support of this contract, and the usc andlor dissemination of any 
FAA training materials. including materials developed under this contract. 

Paragraph 3.4 Removing Government Property from CMEL. 
Unless specifically authorized in writing by the CO or the COTR, the contractor shall not remove. nor permit its 
employees to remove. Government property from thc CMEL for any purpose otller than those specifically outlined 
in this document, the contract and other related contract documents. This prohibition applies to property furnished 
to the contractor by the FAA, property acquired by.the contractor using contract funds. and property produced 
through performance under this contract. Further. this prohibition covers both the physical removal and the 
clectronic transmission of property. and applies equally to both original item.~ and all reproductions ofthose items, 
regardless of the reproduction format. 

GOVERNMENT FURNISHED ITEMS 

Paragraph 4.1 Facilities and Utilities. 
AMA-3 shall provide space and facilities plus as.~ociated utilities and housekeeping, cquivalent to that provided to 
FAA personnel, for the contractor to perform the work defined in this document. Space provided shall be 
maintained to the same standards as !ike areas occupied by FAA personnel. Facilities provided are to be used 
eXClusively in support of this contract. Keys will be Issued and the Contractor will be responsible for the cost 
associated with a lost key or keycard by its employees. The contractor shall not make any alterations to 
Government furnished space or facilities except as approved in writing by the CO or COTR. Whenever the 
contractor vaCates Government space, such space and facilities shall be restored to its original condition, 
considering any approved alterations plus normal wear and tear, at no direct cost to this contract. 

Paragraph 4.2 FAA Access to Provided Space. 
The contractor is hereby advised that a limited number of FAA personnel will have unrestricted access to space 
provided for their use in accordance with the provisions of the preceding paragrapb. As a result of CMEL policies 
regarding the utilization and distribution of Government keys or keycards, certain FAA employees wilJ be provided 
master (or sub-master) keys which will open all doors utilizing a key nllmber within their allocated group (or sub' 
group). The contractor should consider this when developing their proposal in order that it includes adequate 
provisions for safeguarding sensitive personnel infonnation. proprietary data, and any other sensitive data that the 
contractor wishes to retain in the space provided. Program management by the Contractor must optimize space 
provided by. the FAA. 

Paragraph 4.3 Conservation of Utilities. 
The contractor shall ensure all contract employees are aware of acceptable utilities conservation practices, and shall 
be responsible for operating so as to minimize the waste of utilities. 

Paragraph 4.4 Government Furnished Property. 
The items described in the following paragraphs shall be considered Government furnished property. The 
contractor will be required to ensure the optimum utilizati(1n and security. The FAA retains full control of and 
property management responsibility for all items provided, as well as sole discretion in the placement, movement 
and removal of all property provided to the contractor. The contractor must not remove, relocate. or re-assign 
Government furnished property without prior approval of the COTR. Program Management by the Contractor 
management mllst optimize their use of Government fumished properly provided. 

Paragraph 4.5 Office Furniture. 
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AMA-3 shall provide w, .Jtations, desks, chairs, filing cabinetry .d other office furnishings for contract 
personnel comparable to those provided to Government personnel. Any furnishings provided are at the sole 
discretion oftbe Government (i.e., type, model, style, etc.) 

Paragraph 4.6 Supplies. 
Ellcept for such company-specific supplies and materials as may be required by the contractor, such as pre-printed 
stationery, and those supplies which are required by the contractor based on such factors as brand preference, the 
FAA will maintain and distribute all supplies and material typically required in the course of nonnal performance 
under this contract, subject to availability. In the event supplies are not available, the contractor may submit 
requests to the FAA, but the FAA reserves the right to disapprove the request. The contractor may elect to provide 
supplies not available through the AMA-3 supply room, and which the FAA declines to purchase. However, no 
direct charge to this contract shall result from such an election unless the charge is expressly approved by the CO or 
COTR prior to the costs being incurred. 

Paragraph 4.7 Computer Hardware and Software. 
With the exception of computer hardware and software furnished by the contractor as described in Appendix A Task 
I, the FAA will provide all computer equipment and software typically required in the course of normal 
performance under this contract. The distribution of computer equipment and software to contract personnel in 
other tasks will be determined by AMA-3 management, subject to availability, and based on AMA-3's workload 
priorities. Contract personnel shall not install, uninstall, move, or make modifications to, any hardware or software 
on any computer located at the CMEL without prior approval from the com. The COTR shall be responsible for 
obtaining the clearances necessary through AMA-3 management and other FAA offices. 

Paragraph 4.8 FAA-Computer Network. 
The FAA maintains a computer network connecting work areas throughout CMEL. AMA-3 will furnish contract 
personnel with access to the FAA's compllter network in their normal work area. Contract personnel shall not 
connect any computer equipment to the FAA network without prior authorization from the COTR Contractor 
personnel shall not install any software without specific tasking and/or authorization from the COTR. The COTR 
shall be responsible for obtaining the clearances necessary through the AMA-3 management and other FAA offices. 

Paragraph 4.9 Misuse of FAA Comput~r Network. 
The contractor must adhere to all FAA intranet, internet, network policies and orders. Misuse of FAA provided 
computer equipment andlor computer network by contract personnel will not be tolerated, and will result in a 
determination by AMA-3 management as to appropriate corrective action for each infraction. All contract 
personnel using FAA computer resources or accessing the FAA network shall agree to and sign the "Rules of 
Behavior" prior to receiving requested access (reference contract Section H provisions entitled FAA FACILITY 
REGULATIONS, for the website). Depending upon the nature and severity ofthe infraction, corrective actions can 
range from loss of privileges (i.e., loss of access to the Internet and FAA email) to removal from support under this 
contract. Further, these determinations are not subject to appeal. And, these prOVisions do not preclude the 
imposition of any applicable civil or criminal penalty resultant from an infraction. 

CONTRACTOR FURNISHED ITEMS 

Paragraph 5.1 Copier. 
The contractor shall furnish a copier for document reproduction (CMEL estimates 130,000 copies required per 
month). The copier must be capable of the following, as a minimum: 

a. Reproducing approximately 75-l00 copies per minute, defect free, black and white. 
b. Double sided copying, enlargements, 11 X 17 print options, collating, stapling, and three (3) hole punch features 
are required. 
c. Quality equal to or better than a Savin 2575 or Xerox C90 model. 
d. The copier shall be capable of creating booklets. 

Paragraph 5.2 Contractor Furnished Computer Equipment. 
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It is likely the FAA may nc. Je able to provide a computer system for c. _,1 contract employee, lind some sharing of 
equipment is anticipated during the life of this contract. All computer hardware and software provided by the 
contractor to b"Upplemen! equipment, if intended to be connected to the FAA compllter network, shall comply with 
FAA minimum specifications as of the date of its connection. Further, this eqUipment shall either be updated as 
needed to maintain compliance with subsequent specifications and remain compatible with other FAA offices or be 
disconnected from the network, as directed by the CO or COTR. 

Paragraph 5.3 Contractor Provided Supplies. 
The contractor shall be responsible for providing, without direct cost to this contract, any supplies it requires due to 
preference. Examples of the above include, but are not limited to, company-specific supplies (i.e., letterhead and 
pre-printed stationery), brand-name supply items, etc. 

Paragraph 5.4 Suitability/Safety of Contractor Supplied Items. 
The FAA reserves the right to determine the suitability and safety of any furniture, equipment, or supplies provided 
by the contractor. Suitability, as applied to computer equipment and software, shall also mean full compatibility 
with existing FAA network equipment and software, and full compliance with any FAA network specifications 
pertaining to such items. Items deemed unsuitable or unsafe shall be removed from the Center for Management and 
Executive Leadership, or moved to a suitable location, as directed by the CO or COTR, at no direct cost to this 
contract. 

Paragraph 5.5 Non-reimbursed Property-Related Costs. 
It is possible the contractor may elect to provide any furniture, equipment, or supplies beyond those required under 
the provisions of the preceding paragraphs. Should this occur, this contract shall not incur any direct charges as a 
result of such election unless the charge has been expressly approved by either the CO or COTR prior to the cost's 
being incurred. This prohibition against such charges applies not only to easily Identifiable costs such as the 
purchase price of furniture or equipment, but also to the associated costs, such as the cost of transporting the 
furniture or equipment to (or from) the CMEL. 

EMPLOYMENTANDSTAFmNG 

Paragraph 6.1 Operational Support Requirements. 
Support personnel who make up the workforce provided under this contract represent a key resource to the FAA in 
the management of an essential training program. Appendix C - represents projections only and actual workload 
may vary significantly. Operational Support described in Appendix A- Task 1 may be required to support third 
porty events (seminars, conferences, meetings etc.). The requirements to support these events will be provided 
during weekly scheduling meetings by the CO or COTR when required. 

Paragraph 6.2 Minimum ExperiencelEducation Requirements. 
All personnel employed in support ofthis contract are expected to meet any specified minimum experience andlor 
education requirements for their respective position, as of the date of their appOintment. Such minimums are 
specified in Appendix B - Contract Support Position Descriptions and Qualifications. The FAA reserves the right 
to request replacement of Instructors who provide unacceptable training delivery. Quality delivery is a priority to 
the agency; therefore unacceptable Instructional delivery shall be remedied by the program management of contract 
personnel. The priority to ensure quality deliveries also applies to qualifications of each proposed hourly service. 
The FAA reserves the right to review qualifications for services charged as hourly support and those that are 
designated in the ta.~k. The review shall be conducted to ensure all stated minimum qualifications are met. 
Therefore when submitting the proposed approach to the tasked requirement, the contractor must provide employee 
experience (e.g., application, reswne, etc.) for all personnel that may perform services on an hourly basis. The CO 
or COTR will identifY to the program manager any qualifications requiring verification or questioned for action or 
resubmission. The FAA CO further reserves the right to deny the appointment of any proposed hourly candidate 
found to be lacking any of the stated minimums for the task. 

Paragraph 6.3 Position Descriptions. 
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Descriptions of the vario_ .aboT categories required under this COl. ;t are contained in Appendix B entitled 
Contract Support Position DeSCriptions (CSPD). The CSPD document describes the general duties of each labor 
categOly; the minimum education and experience required for consideration for a position in the labor category 
under this contract. 

Paragraph 6.4 Waiver of ExperiencelEducation Requirements. 
The stated minimum qualifications for positions are intended to ensure candidates have sufficient knowledge, 
experience and technical skills to be reco gnized as an expert in the area being considered for assignment. This does 
not, however, ensure the individual will be suitable to perform in a manner consistent with FAA standards. Unique 
experience, professional reputation, publications or similar credentials may be accepted in lieu of the minimum 
educstion and experience required for each position. Determinations as to equivalency shall be evaluated for labor 
categories when tasked for hourly services. 

Paragraph 6.5 Instructor Certification 

AMA-J may require specific FAA certification based on the Quality Plan of each instructor providing delivery of 
courses. The certification will normally be on a course-by-course basis. Instructors should be certified for duties 
supporting mUltiple courses, as needed by AMA-3 to ensure mastery of the subject material and ability to comply 
with applicable FAA policies and practices. Specific certification procedures vary from task to task, and from 
course to course within a single task and will be based on certification plan approved by the Quality Plan. 
Deferral or Waiver of Certification Requirements: The management of AMA-3 reserves the right, on a case-by-case 
basis, to defer and/or waive any portion or portions of the instructor certification process in consideration of any 
special circumstances which may arise. 

Effective Date of Certification: Contract instructors shall nonnally be considered certified as of the date they 
successfully complete all portions oflbe applicable certification process. 

Decertification: Contractor management will periodically review the instructional performance of each certified 
instructor. Instructors will be expected to continue to demonstrate their mastery of the s\lbject material and 
satisfactory instructional abilities, and their ability to comply with applicable FAA policies, orders, practices, and 
procedures in order to retain their certification. Failure to maintain an acceptable level of competency in these areas 
will result in a loss of certification. AMA-3 program managers may bring perfonnance or conduct issues to the 
attention of contractor management that may affect certification status. 

Recertification: Whenever AMA-3 or contractor management identities an instructor as decertified, the program 
manager or designee shall coordinate the actions required for the instructor to regain certification and present an 
action plan to the COTR. 

Paragraph 6.6 Instructor and Instructional Designers Professional Development. 
The contractor shall design and implement an ongoing development program for instructors and instructional 
designers as approved in the Quality Plan. This program will ensure the certification, currency and accuracy of 
FAA knowledge required to perform Task 2. The FAA CO or COTR designee responSIble for curriculum will 
approve this program. 

The contractor shall design and implement an ongoing development program for instructors and instructional 
designers. The purpose of the program shall be: 

a. To provide appropriate tTaining and growth experiences that will ensure instructor-demonstrated 
competency in the tools and teChniques necessary to continuously improve and currency of designs. develop and 
delivery of programs for managers, executives, employees and work teams for the FAA and other public sector 
workforces. 

b. To make available ongoing opportunities such as Rcademia graduate programs and alternative learning 
experiences for the purposes of acquiring new and evolving training techniques and technologies as they emerge. 
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The contractor shall desigh .• d implcment a developmental instructor \-. "ram that will result in newly hired 
instructors becoming certified to teach CMEL courses. This program shall include the following learning activities: 

I. FAA Orientation - The contractor shall be responsible for coordinating and ensuring that all instructors 
receive an orientation to the FAA. The orientation sball include the mission, goals, objectives, plans, 
pOlicies, and principal programs of the FAA, its place within the Government, as well as the 
organizational structure and culture of the agency. The intent ofthis requirement is to ensure: 

• Knowledge and attitudes which will contribute to successful instructional interaction with an extremely 
diverse student population. 

• Recognition that actions of all personnel at CMEL must be consistent with the goals of the FAA, and 

2. Special Techniques Training or verificatioll of skills and credentials - The contractor shall design, 
submit to the FAA for approval, and implement an instructor certification program as part of the Quality 
Plan that will ensure: 

a. A high level of instructional competency, and 
b. The degree of standardization and consistency required at CMEL, and 
c. Specific expertise in subject matter areas, including credentials, if appropriate. 
d. Comply with FAA Standard 028-C 

3. Developmental Instructor Practicum to achieve certification in specific courses - Certification of 
instructors shall be completed during the transition period following award sod prior to startup of the 
contract. Instructors deemed qualified by successful completion of the developmental instructor program, 
or qualified by equivalent training or work experience, must be certified competent to teach identified units 
of instruction by a currently certified instructor or appropriate supervisor. No less than fifty percent of the 
instructional staff assigned to any specific class shall be fully certified instructors. These requirements 
shall be waived for a reasonable time to accommodate initial instructor certification for newly developed 
courses. Instructors fully certified in a specific course undergoing Ii major revision shall be given thirty 
(30) days to become re-certified in the portions of the course wbich have been revised once the course 
returns to the schedule. 

4. Advanced content eKpertise equivalent to 2 CEU's every 2 years per instructor in course content in 
which instructor has been certified 

5. Advanced content expertise equivalent to 2 CEU's every 2 years per instructional designer in the area of 
specialty 

6. Shadowing - The FAA recognizes the value of exposing CMEL instructors to working environments at 
the field, Service Area, ood Washington headquarters levels. The contractor is required to schedule visits 
by contract instructors to FAA approved work sites for up to five days per year for the purpose of 
shadowing FAA managers and supervisors in their work environments, provided that such visits do not 
conflict with instructor teaching workload. For cost effectiveness, shadowing assignment~ will be attached 
to other required travel whenever possible. The FAA shall consider shadowing assignments as part of the 
developmental process. . 

KEY PERSONNEL 

Paragraph 7.1 General. 
Detailcdjob descriptions and required qualitications for contractor personnel are provided in Appendix B. 

Paragraph 7.2 Program Management 
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The Program Manager an~ .1temate Program Manager must be dedi .... d full-time on-site to the management of 
the PWS requirements. The Program Manager is responsible for the management and supervision of all personnel 
assigned to the tasked services. The Program manager shall ensure that optimal performance will produce 
objectives defined for CMEL Training requirements. All CMEL tasked requirements and performance milestones 
shall be coordinated tbrough the Program Manager or Alternate Program Manager. Course delivery schedules, 
updates, and specific support required to deliver training at CMEL will be coordinated by written correspondence 
from the CO or COTR, with interchange of information through weekly Program Management Reviews (PMRs), 
and status documentation via Contract Data Requirements List (CDRL) reports. 

Paragraph 7.3 Operational Support. 
The Operational Support personnel will perfonn (he necessary program management of registrar, evaluation 
specialist and network administrator are required to support the CMEL worldoad projections as represented in 
AppendixC. 

Paragraph 7.4 Instructional Services. 
CMEL courses require instructors and developers proficient in a broad range of core managementIJeadership topics 
(e.g., interpersonal relations, leading teams, giving feedback, communicating expectations, problem solving, 
decision making). The instructors are also expected to possess expertise in the theoretical and practical aspects of 
one or more specific topic area~ (e.g. Myers/Briggs, Situational Leadership, Critical Thinking, Team Building, 
Change Management, Conflict Management and Coaching). Perfonnance may also require subject matter expertise 
in areas such as Financial Management, Business Communication, Labor Relations, Strategy, Marketing, Ethics, 
Media Relations, Quantitative Analysis and Negotiation. In addition to instructional staff, when tasked the 
contractor will provide Instructional Systems Specialist perform course design, development, or redesign. 

ADDfiaONALDEL~LES 

Paragraph 8.1 Transition Requirements. 
It is critical that the period of transition be accomplished in a well planned, orderly, and efficient manner. 
Accordingly, the contractor shall provide a 30-day phase-in performance period prior to the annual perfonnance 
period. This will require working relationships with other vendors currently performing services at CMEL. At the 
conclusion of any performance period, including option periods or extensions, the services provided under this 
contract may revert to an in-house Government operation or may be awarded to another contractor. The contractor 
shall be required, as an integral element of the tasking under this contract, to assist in whatever transition activities 
the FAA deems necessary. The services during the last 30 days of the performance period may be conducted as 
Phase-out. The CO will notify the Program Manger in writing when Phase-Out performance is requested. 

Paragraph 8.2 Overtime (Reserved) 

Paragraph 8.3 Travel. 
Support under this contract may require contract persomlel (0 travel as part ofthcir normal assigned duties. Such 
travel, when required, will almost exclusively be restricted to, but need nol be limited to, the territories and 
possessions of the United States. Any such travel, in connection with performance of tasked activities, requires 
pre-trip travel approval by the CO or the COTR, if not so approved by a specific ta~k order. 

Paragraph 8.4 Reports. 
The contractor shall coordinate with AMA-3, the COTR or CO in writing as part of normal administrative activities 
required to support the PWS requirements. All required reports are described by the Contract Data Requirements 
List (CDRL) and contract deliverable items. Each report, content, required submittal frequency, quantities, 
address(es), and format are identified in the CDRL. 

CMEL TRAINING PRACTICE 
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Paragraph 9, I Provisions FAA Training. 
The FAA may provide training to contract personnel if the training Is determined to be technically complex and 
unavailable from commercial sources. This exception covers all FAA-specific courses employing the development 
of instructional materials in accordance with FAA standards and practices, which have been determined to be 
unique training offered only by the FAA. However, the FAA is not obligated to provide training and may do so if in 
the best interest ofthe Government. 

Paragraph 9.2 Instructional Services Methodology 
CMEL employs a blended learning strategy that addresses performance objectives derived from the FAA 
Managerial Success Profile (Appendix F). Instructor delivered training incorporates lectures, job aids, simulations, 
skill practice, case studies, and action planning. While classroom training is currently the nonn, we expect the use 
of live web-casts and interactive video tele-training to increase during the period of performance. All CMEL 
tmining, regardless of delivery medium, must conform to the Congressional guidelines and methodology guidance 
provided in FAA Standard 028·C, This document is available at 
http://www.faa.gov/ahl./pQlicy/hrpmlldlldref/028e.cOO 

Paragraph 9.3 Instructional Systems DesignlDevelopment, Redesign 
The contractor shall use the Instructional Systems Design (ISD) approach, as applied within AMA-3, for the 
presentation, development, and revision of all training materials. This requirement appUes to all training delivery 
systems, including but not limited to written materials, computer-based instruction (CBI), web based e-leaming and 
video based Instruction, FAA Standard 028 C describes this ISD approach which can be found at 
http:/{www.faa.gov!ahrfpolk;y/hrpmlld/ldJeff028C.cftn. 

QUALITY 

Paragraph 10.1 Quality Control. 
The contractor shall ensure quality by systematically monitoring and evaluating .products and services provided 
under this contract and correcting deficiencies as needed. The contractor shall submit (annually), implement, and 
maintain a Quality Control Plan to ensure compliance with all requirements of this work statement, as well as 
applicable provisions of the contract. The quality plan will be implemented to ensure the highest quality of 
management and leadership training, This does not establish, nor should the contractor assnme, any responsibilities 
other than those specified in the contract, for monitoring the quality of FAA programs, or FAA products. The 
Quality Control Plan shall include certification criteria and professional development plans for 
InstructorslDesigners to ensure: 

a, A high level of instructional competency, and 
b, The degree of standardization and consistency required at CMEL, and 
c, Specific expertise in subject matter areas, including credentials, if appropriate, 

Paragraph 10.2 Quality Assurance. 
CMEL strives to be the management training provider of choice within the FAA and a cost-effective resource to 
government clients. The FAA shall administer a quality sutveiilance program encompassing all training services 
and learning activities addressed in this Statement of Work, including classroom monitoring, instructor observation, 
and formative and summative evaluation. This program will be administered independently of any contractor 
evaluation and measurement activities. The FAA Quality Surveillance Program shall not be considered a 
replacement or substitute for contractor accomplishment or monitoring for quality perfonnance of all activities. 
The FAA will coordinate the quality concerns (when identified) to the Program Manager via Quality Deficienoy 
Report (QDR) (Sample QDR in Appendix D). 

Paragraph 10J Quality Control Plan, 

AMA-3 will review contractor pelformance in accordance with the FAA approved Quality Control Plan, A draft 
Quality Control Plan must be submitted with the proposal and will be evaluated as a technical factor. The award' 
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will have 15 calendar.days or award to submit the fmal Quality Cant. .llan for FAA approval. The Quality 
Control Plan must address but is not limited to the contents below: 

I . Quality PhiiosopllY 
2. Coordination with the FAA, subcontractors or consultants 
3. Staff Development 
4. Instructor Development 
5. Instructor Certification and Evaluation 
6. PerformancelProduct Evaluation 
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DELIVERABLES AND ACCEPTANCE 

DELIVERABLE INVOICE PERFORMAN~EI STANDARD A~CEPTABLE LEVEL 
(See AnnenWx A for further detall8l OFOUALITY 

MANAGEMENT monthly for -Schedule Fully Resourced All deliverables in 
AND services -Qualified Resources accordance with tasked 

ADMlNISTRA TION performed --Attendance of weekly status meetings delivery schedule, completed 
-Tasked Requirements Completed OD time and within 
-Contract Requirements Met requirements of contract. 
-Monthly invoices, labor distribution Qualified personnel provided 
system reporting, cost proposals and all contractual 
CompliaDce with FAA . requirements met. 
Standard 028 C Compliance with FAA 

approved Quality Control 
Plan. 

REGISTRAR monthly for -Coordination and tracking of class Rosters monitored daily. 
services schedules and enrollments changes using Reports are timely and 
performed e-LMS accurate. 

-Reports of enrollments and quota All students receive pre-
-Produce rosters, certificates, transcripts course materials two weeks 
-Coordination of pre-course mllterials to prior to start of class 
students Ineligible enrollees will be 
Monitoring of enrollees to ensure identified and corrective 
elilribilitv . actions taken. 

TECHNICAL monthly for -Hardware, Software and Network Tech support available during 
SUPPORT services maintained, installed and functional. 7:30 - 4:30 workdays. All 

performed Establish a work order system for equipment problems causing 
reporting aU equipment, hardware & classroom interruptions 
software outages, disruptions and corrected on the spot repairs 
problems. or exchanged within 30 

minutes. All other corrective 
actions causing interruptions 
to administration will be 
corrected Of identified within 
one hour of notification. 
Weekly status of work orders. 

LOGISTICS monthly for -Timely ordering, accurale recording of All purchase requests and 
services procurements supporting documents 
performed -Inventory control comply with FAA acquisition 

-Timely distribution and receipt of items Management System CAMS) 
-Stocking of all supplies and materials Procurement Policy. 

All materials and supplies are 
available when needed to 
support operations. All 
inventory recorded in 
accord~ce with FAA 

- Academy property procedures 
and reviewed weeklv __ ... 0 

'--- ---
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LIBRARY mo .. _,y for -Accessible at designated times. _ library Library materials are 
services services cataloged in accordance with 
performed -Submit sllmmary of resources provided Library of Congress MARC 
monthly and resources obtained records. Positive customer 

service is provided during 
established hOllrs. Provide 8 
weekly log of user activity. 

-
EVALUATIONS Monthly for -Conformance to Academy reqllirements DIlI8, assessments, and 

services for on-line critiques reports are clearly defined, 
performed -Timely data analyses and reports to validated, well-written, and 

identify needs assessment trends using a comply with FAA Academy 
wide variety of F AA and external inputs Protocol. Protocol to be 
-Semi-annual Level 3 reports defined in status meetings. 
-Student reaction and achievement data Reports submitted timely to .. 
and reports following each course the proper addresses. 
delivery 
-360 degree and other assessments 
collected and processed in time for 
debriefs 

---
e--

HEALTH Monthly for -Tasked Requirements Completed - Classroom briefings when 
AWARENESS services -Contract Requirement~ Met required 

performed • Conduct health screening services, - Timely distribution of 
health information and wellnes. activities information on health issues 
to CMEL employees and resident students - Certify CMEL instruotors in 

Cardiovasoular Pulmonary 
Resuscitation (CPR) 
- CMEL wellness facility and 
equipment is maintained in 
working order 

PUBLICATIONS Monthly for -Tasked Requirements Completed - All course materials will be 
services -Contract Requirements Met ready for CO or designee 
perfonned - Edit, review and create training and review at least one (1) week 

other documents when required prior to final submittal. 
- Design, develop, troubleshoot, debug, Document will use plain 
update, maintain and implement software language as per FA Order; no 
code for components of the website that more than 2 minor errors per 
supports CMEL. document. 

- Data on CMEL website 
shall be maintained for 
accuracy, currenoy, and 
compliance with FAA 

I Dolleies. 
REPORTING Submitted As defined in CDRL Valid information and 

monthly complete data submitted as a 
report at the specified time 

I (ref, CDRLs). 
INSTRUCTOR Delivery as Will be documented in specific task Will be specified in specific 

SERVICES specified in orders, in compliance with FAA Standard task orders and confirmed by 
tas ked orders 028-C course evaluations. 
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DEFINITIONS: 

Agency: Federal Aviation Administration. 

BehaYio.r M.odeling: A rigorous system for practicing specific skills on the job, observing a model implementing 
these skills In an exemplary manner, breaking out into skill practices using highly relevant scenarios to bnprove 
skills, and videotaping and debriefing the practice sessions In order to apply the techniques in a climate of 
supportive yet corrective feedback known as alternative, positive behaviors (APBs). This method uses extensive 
coaching techniques. 

CMEL Operational Schedule: The scheduled eventq of class delivery, development/design work, conferences, 
professional development, instruclor availability and all other tasking as required. 

Compet~ncy Based Curriculum: A learner-centered curriculum desigued around precise learning objectives that are 
defined In behavioral and assessable terms, whiCh emphasizes learner accountability, and is personalized, criterion 
referenced, and measurable. 

Computer-Assisted Instruction (CAJ): An application of Computer-Based Instruction (CBI) in which students 
receive some of their lesson material at a training terminal through student/computer interaction carefully designed 
by an instructor. CAl maybe used as a classroom aid or as an aid in computer-managed instruction. 

Combuter-Based Instruc!ion (CBD: An overall term referring to any generalized use of computers in the training 
process. The terms computer-based training (CBl) and computer-based education (CBB) are sometimes used by 
other Federal agencies and are very similar in meaning. 

Course Book: A binder issued to students prior to or at the beginning of resident classes. - The contents include a 
class agenda, pre-reading assignments, if any, and course exercise materials. 

Course Materials: Course materials include the following course design guides: Instructor notes (i.e. lesson plans, 
course outlines), visual-aids (i.e. slides, transparencies, videotapes, charts, etc.), studeatcoutse books and 
handouts; job aids; and student course evaluation materials. Lastly, an up to date reference list containing at least 3 
Items- no more than two years old is included following a uniform style manual such as Modern Language 
Association (MLA). . 

Course Design, DevelOPment or Redesjgn: Major course modification or creation of new courses when it is not 
feasible or cost effective to use existing courseware. Modification may involve transformation from one medium 
into another, new objectives arising from changing requirements or necessitating an entirely new approach. 

~ourse_Qpdate and Maintenance: Routine upkeep of courses to assure accuracy, currency and effectiveness, and 
which do not affect the main instructional objectives (highest level objectives, stated on the course descriptions). 

Developmental Instructor: A person employed by the contractor who has met the educational and experience 
criteria required of CMEL instructors but has not yet successfully been certified in any CMEL courses, in order to 
be considered qualified, the developmental instructor must complete the Developmental Instructor Program as 
described in paragraph C.l.4.l. 

Distance Learning: Any formal approach to learning in which a majority of the instruction occurs while educator 
and learner are at a distance from each other. Distance learning may utilize satellite video, compressed video, 
computer based instruction (CBD, the web, correspondence study, Of similar vehicles. This approach is also 
referred to as Distance Education. 

Exp\l.riential Learning: An educative process in which participants share a common group experience usually 
through skill practice, role-plays or simulations. With the support of a facilitator, the group then extrapolates from 
the shared experience to build individual concepts, principles, or skills for use in the workplace. 

Field Training (On-Site): Field training (commonly referred to as on-site training) consists ofCMEL courses that 
are taught at the field site, i.e., regional or Washington headquarters, Or other field locations. 

fUll Time Equivalents (FTE): As used in this contract, the tenn full-time equivalents (FTB) shall be considered to 
represent the productive hour base of 1840 hours per year. The contractor sball be expected to explain any 
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proposed productive hour L " differing from this, and be prepared 10 Cl, • .lnstral. whatever benefit may be 
realized by the FAA from this base. 

E\.llly-~ertified Instructor: An instructor who is eligible for certification because helshe has fully demonstrated: (1) 
!he sktlls, knowledge, and abilities of the instructional techniques required, as well as (2) mastery of the 
Instructional materials sufficient to ensure that training outcomes and instructional objectives are achieved. 
Certification will be granted after performance has been rated fully satisfactory in all four Instructional areas of a 
glVen course. 

Handout: Printed material, either CMEL developed or purchased, passed out to students at specific times in courses 
in support of specific blocks of instruction or specific subject matter being taught. By contrast, course book items 
are of a more general or survey nature and are given to students ill advance of or at the beginning of courses. 

Independent Study: Special learning agreements using any methods or media designed to meet individual needs of 
agency employees. 

Instructional Technologist: Synonymous with Instructional Systems Specialist as used in this Performance Work 
Statement Instructional Systems Specialists are personnel with training and experience in Instructional System 
Design (ISD) and other training design systems and demonstrated abilities with state-of-the-art instructional and 
evaluative technologies such as experiential training, competency-based instrLlction, ability and achievement 
testing, and behavior modeling. . 

Instructor Notes (INs): Comprehensive lesson plans for CMEL courses. INs are organized into blocks, subject­
matter areas ofInstruction, which include an outline of the block, student/Instructor references, a list of teaching 
aids, evaluation of student learning, supplies required, handouts and course book items, an audit trail showing how 
outcomes and objectives are related to training materials, outcomes and InslTuctional objectives, and detailed 
lecture notes. Notes must include enrichment and remediation options, FAA-specific examples, and work-relevant 
anchors for learning. 

Instructor-Developer: A fully certified Instructor, generally with one or more years of experience in Instruction at 
CMEL, who has received formal training and may be experienced in curriculum development. This includes 
instructors who have had experience in developing resident andlor non-resident training programs. 

Program Management Review: Meeting facilitated by the FAA, for interchange between the FAA and the Contract 
Program Manager. FAA coordinates information regarding customer requirement, training center status, and event 
planning schedule. 

OUalified instructor A person employed by the contractor who has demonstrated mastery of the skills, knowledge, 
and abilities expected orCMEL instructors eithe .. by completion of the Developmental Program as described in 
paragraph C. t .4.1 or by qualification on the basis of equivalent training or work experience. A Qualified Instructor 
is in the process of becoming fully certified to instruct in all segments of one or more CMEL courses, as described 
in-the instructor Certification Program. 

Resid011t Training: Formal classroom training conducted and administered in rClSidence at the CMEL. 

Revision: The process of effeoting changes to CMEL resident and non-resident course materials. Such changes may 
involve rewriting one or mOre blocks of Instructional material and producing new course book items and course 
handouts. Course revision i. generally a direct result of Federal, Departmental, or agency policies and directives, 
ratification of a labor agreement, etc. Revisions do not substantively affect course objectives. 

Tasked Order: The mutually agreed upon performance tasl< (evidenced by date and signature oflhe COTR) the 
requested task (ref. Sample- Appendix E). 

Training Plan: A communication and coordination document, including training planning data, submitted in 
response to a training proposal originating from an FM policy office. When approved by the policy office, the 
document becomes a training development plan that serves as the specification for the proposed training. 

Wellness: A slate of mind and body, which enables one to participate fully in work life activity. A wellness 
program could consist of traIning in areas such as nutrition, smoking cessation, stress reduction, and exercise. It 
could also include blood chemistry, body composition, and strength testing. 

A complete listing of FAA acronyms can be found at:http://www.awp.faa.gov/acronymsidefaultJl1m 
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T8IIk 1 - Program ManagGlIlent and Administration 

Scope ofthe Task 
The contractor shall furnish a Project Manager and AlternBte Project Manager, who will be responsible 
for providing oversight and management of all contract personnel employed in perfonnance of this 
contract. The oontractor shall also furnish any additional clerical. administrative, and technical 
support, logistics services. and instructor oversight positions required for the management and 
administration of these requirements, which are proposed as direct cost. Performance requirements 
include: 

Labor DllItrlbntion TraCking System 
CMEL utilizes a management information system comprised of. in part, a labor distribution reporting 
(LDR) system established by FAA Order 2700.37, 'Labor Distribution Reporting.' The primary 
objective ofLDR is to provide accurate visibility of FAA personnel coslS so that organizational 
resources can be applied effectively to enable increased efficiency in achieving FAA's mission and 
accomplishing organizational performance goals. 

Contract personnel, as part oftbeir normal duties under this contract, Iwill be required to enter LOR 
data directly into tbe FAA CASTLE LDR system, httos:llcastie.foa.gov/taldr/. or current applicable 
FAA activity data tracking system (ADTS) or provide the required infonnation to the COR. CMEL 
will determine what method, format of data, and dots collection to be used and advise the contractor. 

Program Management- Fnlltime Position(s) 
The CMEL contract requires a filII-time Program Manager and Alternate Program Manager(s) to 
provide oversight and scheduling of resources. Full time personnel are also required to execute the 
CMEL Operational Schedule and Tasking, maintain the integrated scheduling database and daily 
operation of contract personnel and to ensure the tasks assigned to contract personnel are completed in 
accordance with the terms of the contract. Program Management will be responsible for the instructor 
assigmnents and coordinate with FAA Training Coordinators to ensure quota for core courses. The 
Program Manager shall have the authority to represent the contractor in dealing with on-site FAA 
CarRs. The Program Management staff will coordinate the Operational Schedule and Tasking willl 
FAA CO or designee. attend weekly status and scheduling meetings and teleconferences as required. 
They will also provide oversight of the content and integrity of course materials and methods; provide 
guidance to instructors and developers and coordinate with FAA Program Management on 
development requirements and quality assurance of all delivery, design. development and update and 
maintenance of course materials. 

Registrar - Fnlltlme Position 
The CMEL contract requires a Registrar as administrative support for the ""ecution of the CMEL 
Operational Scbedule and Tasking. The Registrar will also provide time-accounting of contractor 
personnel using tbe FAA CASTLE or current applicable FAA labor distribution report (LDR) system; 
schedule/coordinate tbe ATN and assist in the coordination of student enrollments in support oftne 
CMEL Operationnl Schedule and Tasking. The registrar will coordinate the tracking of distance 
learning cours.staken through CMEL and serve as the CMEL site administrator for tbe AMC web, 
permitting access to the distance learning database. The registrar will assist in the compilation of 
documents required for ACE andlor SACS (Southern Association of Colleges and Schools) visits. 
The registrar will access the FAA human resource information management computer system, 
currently e-LMS, to monitor class enrollments and provide updates to aid in monitoring enrollments 
and disenrollments and tile need to add or cancel classes. Personnel providing services will be the 
focal point for all training record computer opemtions. scheduling courses or cancelling thern, 
enrolling or disenrolling stodents for all resident and field classes. and for all closses for which 
training credits and certification go into participants training histories. 
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The registrar will: 
L coordinate the following with FAA Training personnel: adjustments, class roster changes, new 

classes, nnd cnneeled classes; 
2. track Dnd report all classes for enrollment totals and unused quota, enter course completions 

and grades into student training records; 
3. produce attendance/completion rosters BlId graduation certificates for each class, extract 

student transcripts nnd mail to student BlId10r university or college with a certification letter, 
upon request of student; 

4. assist Program Manager(s) with fiscal year class requirements 
5. generate reports as required 
6. send out pre-course notices and assignments to enrollees and ensure that materinls are 

accessible. 
7. enroll FAA staff members into training upon request, and record completions of same. c· 
8. coordinate enrollment information and changes with the front desk. 
9. ensure enrolled students are directed to the Academy Student Information System CASTS) to 

receive pre-course information BlId Welcome letters. 
10. maintain a waiting list and assist field training staff to do the same. 
11. other administrative duties as assigned 

TECHNICAL SUPPORT - FuDtime Positions 
The contractor sball furnish personnel 10 assist in the software, hardware support and bench repairs of 
equipment and furniture. The technical support services include the following requirements: 

• Computer Specialist 
TIlis task will require software technical support and training for all CMEL software applications and 
installation of automated data processing (ADP) software. The software support person will also 
check ADP systems and correct user introduced malfunctions; configure user software to meet specific 
user needs, tesearch and tecommend new software applications to the FAA, structure and maintain 
individual computer workstations and ensure accessibility to the LAN. Currently the primlll}' software 
package used by CMEL is Microsoft Office Professional. Other software packages used are Adobe, 
Citri", Corel, Micro Worlds, Ventana Group Systems, Verilas, Micro 2000, Elron, Macromedia, 20/20 
Insight, PrinCipia Prod and various publications software. Duties will include teaching and training of 
software used at CMEL. 

This task requires automation and network support for approximately ~ desktop workstations and 
notebooks. Processor speeds range from Pentium ill 933 MHz to 3.4 K Microsoft operation systems 
and Office Professional are installed on ail systems. Tllere is a Lab with 25 workstations with special 
meeting management software installed (Ventana Group Systems) and also requires the technical 
support of this Lab for noy group sessions scheduled. The CMEL Library has workstations for staff 
and guest use during and after nonnal business hours nod weekends. There are thirty-eight (38) 
printers and copiers; all are networked. There are eight classrooms that bave overhead projectors, 
VCR's and workstations. that require set-up prior to class and conference usage. CMEL transitioned to 
an online evaluation system and support i. required in administration of the evaluations. To support 
this effort, there is a lab in B202 with approximately 16 desktops. The contractor will maintain, 
upgrade, adapt or expWld the equipment as required by the CO or designee. This task will require 
inventory and issuWlce of all software in the CMEL facility. The contractor will learn and maintain 
applicable FAA Academy applications for use at CMEL. This includes the Academy Student 
Infonnation System CASIS), and the Academy Evaluation System, among others. 
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The contractor will recomluend and implement software solutions to in .... ove efficiency of operations 
in all aspects of CMEL. This may include development of database applications. spreadsheets, and 
data repositories. 

The contractor shall ensure that nil software developed or installed upon CMEL workstations and 
networks complies with all FAA Information Security System formats and directives. 

All troubleshooting, repairs, support will be documented by a work order and kept on file to ensure 
continuation of operations. 

TrOUbleshoot television reception/service issues throughout facility. Coordinate with the local cable 
provider (Bright House) for repairs to existing cables and equipment Cable service is provided by 
Lessor and they are responsible to ensure service is provide to the building. Distribution and tbe 
equipment to distribute the service in the facility is tile responsibility of the FAA. Ensure in house 
channels 2 and 33 are operational and functional. 

Set-up and break-down and support the customers with the video conferencing equipmeut for 
classroom/conference use. The equipment will be Tandberg Maestro MXP or similar unit and is 
supplied by the FAA. This position is designated as "essential" and additional coverage is required to 
provide back-up in the event of any absences. Increased tasks include: 
• IT support for the web-broadcasting (A1N, AN) studio equipment to maintain capability for 
broadcasting information via the World Wide Web. 
• providing IT support for scheduling software hosted by CMEL Lan and utili:ted fur 
Registration at the Front Desk. 
• providing IT support for the PN identification eqUipment at CMBL wldch will consist ofn 
desktop computer, laptop, camera and bioelectric reader. 

• Network Adminlstratnr 
This task will require personnel to maintain, upgrnde. adapt or expand tbe local area network (LAN) of 
AMA-3 CMEL. Personnel will provide back-up to tbe servers. coordinate with Academy, MMAC, 
ARC and FAA officials regarding IT inspections and upgrades. CMEL currently has a LAN that 
consists of over 550 Ethernet ports located through out the facility and the backbone is a Cabletron 
6000 switched system. There is a Cabletron 9000, switched system, 96 ports, 10/100 MHz, and 
approximately seventeen (17), 24 and 48 port hubs and the hubs are a mix of 10 MHz and 1011 00 
M:Hz capability. There are currently five (5) servers in use. CMEL LAN is implementing wireless 
connection to provide access to the FAA network. This equipment must be supported by the Network 
Administrator with tbe applicable maintenance. The operating systems 00 all servers are Microsoft 
NT4 or later. ·Personnel will provide recommendations andlor vendor quotes to the CO or designee for 
the procurement of new hardware and hardware to support the LAN. Personnel will be required to 
receive, unpack, inspect, test and prepare all new IT and AV equipment for installation at CMEL; 
prepare, review, update and implemeot the Security, Recovery and Contingency plans as required by 
FAA order; prepare excess and outdated equipment for removal from the property system and manage 
equipment maintenance contracts and new eqUipment warranties. _Personnel will support sateDite 
broadcast, web casts and any computer based training. This includes ensuring integrity of the network 
nnd coordinating with the Academy AntivirUS Replacement Project Team as required. 

This position is designated as "essential" and additional coverage is required to provide back-up in the 
event of any absences. 
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LffiRARY SUPPORT 
Th~ contractor shall furnish personnel to provide library services during hours of operation, including 
but not limited to managing the library collection and circulation, providing reference and research 
services, automation support, maintaining interlibrary loan services and reviewing the CMEL webpage 
to ensure up-to-date information and FAA web page standards are met. The hours of operation of the 
library will be 3:00 p.m. to 9:00 p.m. Monday - Friday. 

Duties required for this task are: 
I. Maintain library collections of books, serial publications, documents. audiovisual and other 

materials. 
2. Manage the library's serial holdings by maintaining records of receipt and by developing a 

serials holdings list. 
3. Prepare and arrange audiovisual programs for presentation to groups and possibly lead 

discussions ofter film showings. Advise those planning audiovisual programs on technical 
problems, such as acoustics, lighting and program content. 

4. Maintain the library collection by shelving materials os they are returned, filing changes to 
loose leaf documents and FAA directives. making sure book ends provide support to 
materials, repairing worn books. and recommending disposal of obsolete materials. 

5. Provide general ready reference assistance and directional information service to library users, 
including interlibrary loan as needed. 

6. Oversee copyright compliance. 
7. Evaluate materials, considering their technical, informational, ond aesthetic qualities and make 

recommendations for procurement of items, including veudors and quotes; arrange for 
previews of new offerings. 

8. Provide and prepare displays of materials to support FAA's model BEO program BJld special 
~mphasis month displn.",. 

9. Opeu and close CMEL library. 
10. Interface with the librarian at the FAA Aeronautical Center to share holdings, cooperate on 

materials acquisition, etc. 
\ I. Manage lending library to students and other custQroer request 

LOGISTIC SERVICES- Fnlltime Positton(s): 
The contractor shall furnish personnel to assist in the procurement of training supplies and materials 
necessary for the operation of CMEL, monitor aod maintain established inventory levels of supplies, 
materials BJld property management, shipping and receiving of materials, distribution and stocking of 
training materials and document reproduction. These logistics services include the following 
requirements: 

• Procurement and Property Management 
This requires personnel to research best-value for required materials and supplies, acquire 

pricing quotes and create purchase requlsitiolls using the FAA procurement system. The Logistics 
staff will maintain a database of qualified suppliers based on FAA procurement regu lations and a 
tracking system of each procurement request generated. A monthly report of all procured items, 
vendor 1nd cost will be provided to the FAA. Personnel will be required to create bulk print request 
for c los5fOom booles and other bulk printing request. Personnel will be required to coordinate with 
instructors and FAA personnel on the materials required for course offerings and to eusure all supplies 
and lIla(,rials are available when required. 

This requires personnel [0 mouitor and maintain es[ablished inventory levels of required 
supplies and materials. Personnel will be required to update the FAA property management system 
and h. r,-quired to prepare on n quarterly basis BJI inventory report of in-use Government property 
incl\llling furniture. All acquisitions, losses, damages and disposals shall be documented by the 
contractor in accordance with FAA orders. The contractor shall be required to inventory all 
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Government-owned property on an annual basis scheduled by the CO or designee. The contractor 
shall maintain all property records in the prescribed FAA inventory tracking system. currently 
Automated Inventory Tracking System (ArTS). 

• Materlols Haodllog nnd Repairs 
This requires personnel to ship, receive, distribute and stock training materials. supplies, mail 

and correspondence required in the operation ofCMEL. This will require the loading and unloading 
of materials and'supplies, collection of required receiving reports with an estimated 4,000 items per 
month. Supplies and materials required for field delivery of course will be coordinated with 
instructors and sent to prescribe destination(s). Requirements include on-site reproduction for low 
volumes of documents, which require quick turnaround to support CMEL training, conferences, and 
briefings. Personnel will be required to 855emble the moterials, rosters end books for each course and 
have them in the classroom one day prior to start of resident deliveries and to the field location three 
days prior to start of class. 

This task requires the performance check, repair and maintenance of various types of 
adm inistrative and training eqUipment and furniture. See Attachment I, "Government Property nnd 
Equipment List", for a listing of furniture types that will require repair service. This Jist will be 
modified as new items are purchased and old items are excessed. The contractor shall be required to 
replace any classroom equipment problems on the list ariSing during scheduled classroom activities 
occurring between 7:30 B.m. and 4:30 p.m., Monday through Friday. All equipment problems causing 
classroom interruptions shall be corrected by replacing equipment or exchange with operating spares, 
within 30 minutes of notification of the problem. The contrBctor shall be required to provide corrective 
actions On all equipment problems causing interruptions to an administrotive activity within one hour 
of notification. The government will provide the replacement/spare parts when required to correct tbe 
deficiencies. TIle contractor will provide all common tools required to replace/maintain equipment 
listed. Whenever possible, the service Bnd repair worle sholl be performed at a time and location that 
will not interfere with CMEL classroom activities. 
Factory Repair and Warranty: The contractor shall coordinate all repair and warronty service work to 
be performed by the equipment manufacturer OT an authorized repair shop, as determined by the CO or 
designee. 

HEALTH AWARENESS 
The contractor Sholl furnish personnel on Tuesday, Wednesday and Thursday to conduct health 
screen ing services, health Information and wellness activities to CMEL employees and resident 
students. The performance req\lires the following services: 

I. Blood chemistry analysis to be taken one day a week between 7:00 am & B:OO am 
2. Debriefing of blood chemistry analysis on an individual basis 
3. Blood pressure measurement 
4. Body fat measurement 
5. Physical fitness evaluation 
6. Other health assessments as may be required 
7. Classroom briefings on health risks and healthy lifestyles to course requiring this information 
8. Classroom brietings on manager's responsibilities in promoting healthy lifestyles and the 

health awareness program as endorsed by the FAA. 
9. Distribution of information on health risks and healthy lifestyles 
10. Recommendation of related media available for purchase 
11. Promotion and encouragement of CMEL personnel, students and guest to participate in CMEL 

activities which contribute to individual health 
12. Certify CMEL instructors in Cardiovascular Pulmonary Resuscitation (CPR) and First Aid 
13. Coordinate maintenance ofCMEL weHness facility and equipment. 
14. Preparation and distribution of hea Ith awareness newsletters and materials. 
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15. Produce Health Awareness articles for FAA Publications such as "Managing the Skies" 
appro)(imately six times a year. The content would be approved by FAA Program Manager 
prior to submission for publication. 

RESEARCH AND EVALUATION - ruUtlme POSitiODB 

The contractor shall furnish personnel to collect evaluation data, enter evaluation data in the Academy 
Evaluation System, administer need assessments, condllct interviews, implement benchmarking 
studies, provide dota for ACE course reviews and for accreditation agencies, generate reports, provide 
assistance to the cadre ofF AA staff in designing or modilYing evaluation tools, and recommend 
leading edge techniques and instruments to SIIPPOrt content areas. This task is specified by H.R. 3058, 
Section 819, item 3 which requires the collection and entry ofovaluation data for each CMEL course 
and any Pee for Services (FFS) cOUl'se delivery. Evaluation will assess: participant satisfaction, 
achievement of learning objectives, transfer of learning to the workplace, return on customer 
e)(pectations, return on investment, and organizational results. Dato collection tools could include 
questionnaires, interviews, direct observations, critical incident analysis, actual work products, 
achievement tests and performance measures and review of records, etc. Contract Bvaluators will be 
required to conduct benchmarking studies and needs assessments and to provide Input to AMA·3 via 
the CO or designee. Systematic training evaluation processes shall be used for initiating, designing, 
and implementing needs assessment ond evaluation, for analyzing the findings, and for reporting the 
results. Administration of individual assessments (normally termed 360· feedback) may be required in 
support of a course. This data will be collected electronically and reports will be generated for 
submittal and provided to the FAA. Needs assessment includes researching, defining, and evaluating 
the training nnd conferencing needs ofeltisting customers, as well as identilYing potential custorners 
and their needs. 

Most assessments will be conducted using CMEL's license with 20/20 Insight or the FAA eLMS 
platform. CMEL employs Kirkpatrick's I", 2nd and 3n1 level evaluation strategies to improve quality 
and demonstrate return on investment. Levels 4 and 5 may be implemented dllling this contract ward 
period. End-of-course questionnaires provide Levell evaluation data, which is used f"Ol'systematic 
quality improvement. Level 2 evaluations include tests as well as pre/posl-assessments foollsed on 
specific course objectives. CMEL shares dala with stakeholders on an as-needed basis. 

PUBLICATIONS • FuUtlme PosltioDs 
The contractor shall furnish personnel to edit, review and create training and other docurnents. 
Personnel will provide word processing capability, graphic design and webpage design. These 
publications services include the following requirements: 

• Editorial Semees 
Editorial services require writing, proofreading, and editing of material for reports, manuals, 

bl'iefs, proposals, instruction boo liS, catalogs, marketing materials and related publications in support 
ofinstrllctor delivery/services. The editor will coordinate assignments with the instructional designer. 
All course materials will be ready for CO or designee review at least one (1) week prior to final 
submittal. 

The editor: 
I. Interviews Subject Matter E)(perts and readsjollrnals, reporls, and other material to become 

farniliar with teclmologies, methods, agency policies, and tools to integrale new Initiatives. 
2. Organizes material and completes writing assignment with clarity, conciseness, style and 

terminology. 
3. Reviews published materials and recommends revisions or changes in scope, format, content 

and media selection. 
4. Maintain records and files of work nnd revisions. 
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5. Select photographs, drawings, sketches, diagrams and charts to illustrate material. 
6. Assist in laying out material for publlcntion. May arrange for production and distribution of 

material. 
7. Other duties may require writing speeches, articles, and public or employee relations releases. 

May require edit, standardize, or make changes to material prepared by other writers. May 
specialize in writing material regarding work methods and procedmes. 

• DocumeDt PreparatioD 
This tosk requires the editing, word proceSSing ond graphic design of course books, Instructor 

guides, wall charts, transparencies, posters, charts, slides, door signs. marketing materials and any 
documents required to support the CMEL Operutional Schedule and Tasking. This sub-task will also 
require miscellaneous document creation to support FAA staff in the operation ofCMEL and the 
creation of documents to support the CMEL website. These individuals provide graphics development 
assistance in the preparation of instructional lessons, and perfonn clerical and typing duties associated 
with the preparation of InstTllctionallessons, and other related instructional material developed for the 
FAA's training program. Duties mny include, but need not be limited to, archiving course documents, 
typing memoranda, letters, scripts, 'Iesson plans, reports, and various types of training materials, as 
well as training publications and course control documentation, with duties frequently involving 
extensive use of macros and imbedded graphics. Duties may also include developing computer 
graphics designed by other specialists, conceptualizing computer graphics and creating designs with 
minimal instruction, incorporating graphics into training materials and other documents utilizing 
des~'1op publishing concepts and methods, and maintaining a graphics library. 

TlIslt 2 - IDlItructioDal Services 

Scope of the Task 
The contractor shall provide personnel to conduct resident, field and distance learning modes of 
training. This task includes the requirements described below: 

The contractor shall furnish instructors to conduct resident training, field based training and distance 
learning for FAA employees and other Govel11ment employees on leadership skills identified by task 
analyses and competency studies. Blended learning employing distance modules will often be an 
essential part oftlle program. Resident courses will normally be 3-10 days in length and field courses 
are nonnally 3-5 days in length, and shall employ experiential tools such as behavior modeling as well 
as current Itnowledge of agency directives nnd initiatives. Students sholl be assessed by using skill 
practices, projects and tests. 

The curriculum will include both established courses and other training activities. Some 
courses/activities in the curriculum will be scheduled on a relatively regular basis while others mllY be 
scheduled on a demand basis only. The curriculum will be flexible enough to accommodate 
modification as needed. 

Refer to http://www.cmel.faa.gov/COURSEDElCI-crs.htm for additional guidance concerning the 
courses, 

Instructors will be required to prepare for delivery, set-up classrooms, debrief FAA Program Manager 
. where necessary and mointaln and update the courses listed on Appendix C. 

Task 3 - IDstructioDal Desigo 

Scope oCtbe Task 
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The contraotor shall provide personnel to design, develop or redesign training courses, course 
materials, and support media for resident, field and independent study programs. The contractor may 
be required to develop Wid revise correspondence study, computer based, video based and other 
distance learning courses and support medin. This tnsk includes the requirements described below: 

Instructional Design 
Performance requires instructional design, development, mainteMnce, and research of training 
courses, course materials and support media for resident, field and disiance learning programs to 
execute the CMEL Operational Schedule and Tasking using the Instructionill Systems Design (ISO) 
model and FAA Standard 028-C. Personnel may be required to develop and oversee instmctor COUTSe 

content development/maintenance. Training program design may incorporate various approaches such 
as experiential, competency-based instruction, behavior modeling. action learning, and odler state-{)f­
the art instructional technologies. Duties may include, but need not be limited to, developing training 
proposals, conducting job task and/or needs analyses, maintaining course development templates, 
benchmarking, finding effective assessments and conducting instructional analysis and evaluation of 
various types of COllrse materials. Duties shall include coordination with editors and publications. 
Instructional Design personnel will be required to provide completed course materials which may 
include course design guides, instructor notes, handouts, course book items, video script treatments 
and support medin. All new designs require FAA com approval before proceeding to development 
of course nctivities and materials. The contraotor will meet timeframes specified in task responses 
and/or project management plans, which are approved by the FAA. 

Webbased Training 
Performance requires working with the instructional design team to design, develop, revise and 
validate interactive computer based courseware. This position uses specialized computer software 
and/or hardware to develop, integrate and edit instructional te}.1, audio, graphics, animation and 
video for interactive presentations. This person also uses appropriate programming/branching 
logic and screen layout and remediation/feedback techniques. The work will also require 
implementation of quality control and review and revision procedures throughout the cOllrseware 
development process. Duties shall inclUde coordination with editors and publications. Instructional 
Design personnel will be required to provide completed course materials which may include course 
design guides, instructor notes, handouts, course book items, video script treatments and support 
media. All new designs require FAA COTR approval before proceeding to development iif course 
activities and materials. The contractor will meet timefTames specified in task responses and/or 
project management plans, which are approved by the FAA. 
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