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1.  Scope of Work

Objectives

The primary objective of this effort is to:

· Develop an interactive software tool to assist practitioners in developing TMC operator requirements, KSA’s, and position descriptions.

Additional objectives are:

· Identify critical gaps in TMC operator requirements phase 1 effort documents (e.g., KSA’s, and position descriptions);

· In conjunction with the tool development, perform revisions, technical editing, and other changes required to the Phase 1 documentation so that it appropriately supplements the interactive tool;

· Develop a brief user reference guide; and

· Develop a summary report on this effort.

Background

The need to identify TMC operator requirements in a manner that would lead to appropriate job classifications and might also provide guidance in TMC design, was identified as one of the highest priority transportation issues by the TMC Pooled Fund Study (PFS) members in June 2000.   Consequently, funding was dedicated to the “Development of a TMC Operator Requirements Matrix” Project for the TMC PFS in 2002.  The purpose of the project was to produce guidelines that (1) document operator knowledge, skill, and ability requirements as a function of TMC functions and automation levels; (2) document relationships between the TMC operator requirements and requirements for comparable job classifications in other industries; (3) document how knowledge and skill requirements are related to education and training requirements; and (4) map typical training requirements to the specific job requirements.  In general, the Phase 1 documents met these objectives.  Specifically, matrices were used to show the relationships between TMC functions, operations personnel tasks, and the knowledge, skills, and abilities a person must possess to accomplish the required tasks.  Detailed project information and products are available at the TMC PFS maintained project web site at http://tmcpfs.ops.fhwa.dot.gov/cfprojects/new_detail.cfm?id=26&new=0.

However, the Phase 1 documentation and the embedded matrices are not formatted in an interactive, easily accessible, and readily usable format.  Although the information within the Phase 1 Guidelines can be extracted to help create a job description, the volume of information available makes the use of the materials very time consuming and unwieldy.

The aim of this phase 2 effort is to make the information more accessible through the development of a software tool and supplementary documentation that will be free for distribution and use by FHWA, TMC PFS members, and other public agencies and practitioners who are involved in developing TMC operator requirements and position descriptions.

Technical Approach

Task 1: Project Initiation

Within 14 calendar days of contract initiation, the Contractor shall attend a kickoff meeting with the Task Order Manager (TOM) and the TMC PFS Operator Requirements and Position Descriptions phase 1 project team members to review the project approach, key milestones and deliverables to develop definitions of the end products of this project.  At the kick-off meeting, the Contractor shall be prepared to present and discuss the Contractor’s approach to the task order effort as indicated in the Task Order Proposal.  The presentation (PowerPoint format) of the approach shall include staffing plan, identification of key milestones, schedule, stakeholder involvement, outreach, and other project activities that are on the critical path of the project.  

The kickoff meeting will take place either at FHWA headquarters or at the Turner-Fairbank Highway Research Center. The TOM and other key personnel will attend the kickoff in person or via teleconference.

Task 2: Review and Determination of the Disposition of Phase 1 Documentation

The Contractor shall review the Phase 1 documentation in an effort to determine what types of information included in the documentation would be most beneficial and pertinent to the objectives of this effort.  Within 45 days of contract initiation the Contractor shall submit a report on the review findings.  The report shall include (1) recommendations on what parts of the phase 1 documentation will be made accessible using the software tool; (2) identification of critical information gaps as related to process,  and other factors associated with developing KSA's, requirements, or a position description for an operator; (3) a recommended approach to closing the identified gaps; (4) recommendations on the structure, content, and format of the interactive tool (included will be several examples of potential interface screens); (5) identification of the role of the Phase 1 documents in conjunction with the interactive tool; and (6) suggestions and recommendations on revising and updating the phase 1 documentation.

The TOM will review the document and provide feedback within 14 calendar days of receipt from the Contractor.  If requested, the Contractor shall make changes to the document that are responsive to the TOM’s comments and submit a revised document with 14 calendar days of receipt of written feedback from the TOM. 

Task 3: Functional Requirements Development

The Contractor shall develop and document functional requirements for the interactive tool.  The purpose of the development of functional requirements is to define key features and functions that the software must perform.  

The functional requirements document shall define each functional requirement with regard to the following elements:

· Purpose – What the function is intended to accomplish;

· Input – What inputs will be required, input format, sources for the inputs, and other input characteristics;

· Process – The steps to be performed and the algorithms, formulas, or techniques to be used, (software implementation details are not to be included);

· System Interfaces – identification of system-user interfaces; and

· Output –the output form (e.g. report layout).

Usability shall also be addressed in the functional requirements documents. These are features that ensure user friendliness of the software, such as the value of the tool in assisting practitioners in understanding the staffing needs and developing position descriptions for a TMC, ease of use of the software program, and usefulness of the user documentation.  Usability functional requirements will also include clear error messages, input range checking as soon as entries are made, and order of choices and screens corresponding to user preferences.  (Turbo architecture provides an example of the general procedure for the system-user interface.)

Within 75 calendar days of contract initiation, the Contractor shall submit to the TOM a draft copy of the Functional Requirements Document.  The TOM and the TMC PFS project team will review the document and provide feedback within 14 calendar days of receipt from the Contractor.  The Contractor shall submit a final draft Functional Requirements Document that is responsive to the TOM’s comments within 14 calendar days of the receipt of these comments.  

The Contractor shall submit to the TOM a final copy of the Functional Requirements Document within 400 calendar days of contract initiation.  This final document shall reflect all decisions and agreements made for the final design and production of the software.  The Contractor may be required to perform minor editorial revisions to the final documentation that is submitted to the TOM.  The final Functional Requirements Document shall conform to the FHWA publication guidelines and the requirements specified in Section 4 for deliverables to be developed and submitted in this task order.

Task 4: Software Architecture and Requirements
The Contractor shall define a desired architecture which outlines the organization and provides high level design of the software to be developed in this task order.  The software architecture should describe in detail the following items:

· Software platform requirements – environment and operating systems supported, including platform requirements for delivery (web based, PC based, etc); 
· Software system structure – components, dependencies, interfaces, etc.;
· Software standards to be used – including language, code development and commenting requirements, etc.);
· Database platform/requirements and data standards to be applied; and, 
· Software configuration management.
The Contractor shall evaluate and recommend alternatives for platform and delivery systems requirements.   Recommendation will include selection of an operating system or systems, method of delivery (downloadable via the Internet, or delivered on CD-ROM) and hardware requirements.  The primary goal in selecting alternatives is to strike a balance between making the software tool available and accessible to the greatest number of potential users and controlling development costs.  

The Contractor shall also develop and document appropriate software requirements that define features and functions of the software product and other attributes the software must have.  The software requirements document shall:

· Expand upon the initial requirements outlined in and/or developed for this task order. 

· Define the planned features and functions of the software product. 

· Describe other qualities that the software must have, such as usability attributes or regulatory compliance. 

· Clearly define and prioritizes the user requirements and software capabilities and features that the Contractor must deliver in the final software product. 

· As appropriate, identify long-term plans for future releases and features. 

· As appropriate, identify maintenance and support costs. 

The Contractor shall submit to the TOM draft copies of the Software Architecture Document and the Software Requirements Document within 120 calendar days of contract initiation.  The TOM will review the architecture and requirements and provide feedback within 14 calendar days of receipt from the Contractor.  The Contractor shall submit final draft copies of the Software Architecture and Software Requirements Documents that are responsive to the TOM comments within 14 calendar days of the receipt of these comments.

The Contractor shall submit to the TOM final copies of the Software Architecture Document and the Software Requirements Document within 400 calendar days of contract initiation.  The final documents shall reflect all decisions and agreements made for the final design and production of the software.  The Contractor may be required to perform minor editorial revisions to the final documentation that is submitted to the TOM.  These final documents shall conform to the FHWA publication guidelines and the requirements specified in Section 4 for deliverables to be developed and submitted in this task order.

Task 5: Software Design, Development and Testing

Task 5.A - Prototypes/Preliminary Design

The Contractor shall prepare prototypes or preliminary design of the tool based on the initial functional and architecture requirements. The software development process will include unit testing, code reviews, integration tests, and requirements tracking.  The Contractor shall submit to the TOM the preliminary design of the tool within 150 calendar days of contract initiation.  The TOM and project members will review and evaluate the preliminary design and provide feedback within 21 calendar days of receipt from the Contractor.  The Contractor shall incorporate changes to the design as appropriate. 

Task 5.B - Final Design

The Contractor shall develop and submit to the TOM a draft version of the design within 210 calendar days of contractor initiation.  The TOM will review the draft version of the design and provide feedback within 14 calendar days of receipt from the Contractor.  The Contractor shall submit a final version of the design that is responsive to the TOM’s comments within 21 calendar days of the receipt of these comments.  

Task 5.C – Software Development

Based on decisions made in the preceding tasks, the Contractor will develop the  interactive tool.  

It is inevitable that changes occur during the software development process.  When changes occur, the Contractor shall be required to submit software change requests for the TOM’s review and approval.  The Contractor shall submit to the TOM a complete software product and ready for testing within 280 calendar days of contract initiation.

Task 5.D – Software Testing

The Contractor shall develop a software test plan that describes a detailed approach for testing each of the project objectives and software components.  The test plan shall identify, at a minimum, the following aspects to complete the test:

· Overview of the software system, the objectives of the test, , and an overview of the quality assurance strategy. 

· Scope and objectives: approach, testing scope (functional testing, interface testing, system testing, and final acceptance testing), testing process, and system test entrance/exit criteria.

· Testing schedules

· Resources: human, software, and hardware resources required.

· Roles and responsibility: management team, testing team, testing support team, and external support.

· Error management

· Reviewing and status reporting

· Approvals

The Contractor shall submit to the TOM a draft Software Test Plan within 180 calendar days of contract initiation. The TOM will provide feedback within 21 calendar days of the receipt of this draft.  Within 240 calendar days of contractor initiation, the Contractor shall submit a final draft Software Test Plan that is responsive to the TOM’s comments.  The TOM will provide feedback within 14 calendar days of the receipt of the final draft.  The Contractor shall submit to the TOM a final copy of the Software Test Plan within 280 calendar days of contract initiation.  Software test cannot commence until the TOM has granted approval on the final Software Test Plan.

Upon granting approval to proceed by the TOM, the Contractor shall conduct software testing in accordance with the final Software Test Plan.  It is anticipated that software testing will commence within 300 calendar days of contractor initiation.  The Contractor shall propose an adequate length of testing period to be agreed and approved by the TOM and the project team.  At the conclusion of the test, the Contractor shall provide a report along with a checklist to summarize the testing results.  The report should summarize tests performed, problems encountered and possible causes, resolutions to the problems, and a complete testing result.  The checklist accompanies the report shall indicate components, features and functions tested and the results of such tests in terms of pass or fail.

Task 6: Usability Testing of  Interactive Tool

Task 6.A – Usability Test Plan

The Contractor shall develop a usability test plan that describes a detailed approach for testing the users ability to understand and use tool functions and produce tool outputs easily.  The test plan shall identify, at a minimum, the following aspects to complete the test: testing objectives, testing sites, participant selection strategy, schedule, procedure protocols, “help” messages, and evaluation procedures.  It is anticipated the effort required for developing this test plan will be minimal.  In terms of the participant selection, individuals who are directly involved in TMC management and planning will participate in the testing.  The Contractor, under the guidance of the TOM, will select 3 to 5 TMCs to be involved in the testing.  It is preferred that the selected TMCs are or will soon be in the process of creating position descriptions.

The Contractor shall submit to the TOM a draft Usability Test Plan within 120 calendar days of contract initiation. The TOM will provide feedback within 21 calendar days of the receipt of this draft.  Within 240 calendar days of contractor initiation, the Contractor shall submit a final draft Test Plan that is responsive to the TOM’s comments.  The TOM will provide feedback within 14 calendar days of the receipt of the final draft.  The Contractor shall submit to the TOM a final copy of the Test Plan within 280 calendar days of contract initiation. Test cannot commence until the TOM has granted approval on the final Test Plan.

Task 6.B – Usability Testing

Upon granting approval to proceed by the TOM, the Contractor shall conduct tool testing in accordance with the final Usability Test Plan.  The Contractor shall provide a brief weekly progress/status report during the usability testing period.  The report should address current status of testing, problems encountered and possible causes, and tasks planned for next week.  

Task 6.C – Usability Test Report

Within 360 calendar days of contract initiation, the Contractor shall submit a report to the TOM concerning an overall assessment of the tool, a description of the test environment, the results of the tool testing, and recommendations for changes to the tool. Within 21 days the TOM, project members, and contractor will meet to discuss the final changes to the interactive tool.  

Task 6.D – Finalize the Interactive Tool

Based on the decisions reached at the meeting mentioned in Task 6.C, the contractor will finalize the tool.  Within 400 calendar days the finalized tool shall be delivered in a format that is previously agreed upon by the TOM, the project team, and the Contractor.  

Task 7: Documentation

Task 7.A – User Quick Reference Guide

This user quick reference guide is a brief 1-2 page sheet that is intended as a quick reference to assist users in navigating and using the software tool.  It is intended for users that are already familiar with the software tool but may occasionally need assistance in using certain functions and features of the tool.

The Contractor shall submit to the TOM a draft copy of the reference guide within 250 calendar days of contract initiation.  The TOM will provide feedback within 14 calendar days of receipt from the Contractor.  The Contractor shall submit a final draft reference guide that is responsive to the TOM’s comments and ready for evaluation in the usability test in Task 6.B within 14 calendar days of the receipt of these comments.

Within 400 calendar days of contract initiation, the Contractor shall submit a final version of the reference guide that is responsive to the TOM’s comments on the final draft and reflects changes made during software development and testing phases.

Task 7.B - Revisions of Phase 1 Documentation

Based on the recommendations in the Task 2 report on the role of the phase 1 documentation, the Contractor shall revise the documentation to supplement the interactive tool.  The Contractor shall submit to the TOM a draft copy of the revised TOM Guidelines within 320 days of contract initiation.  The TOM will provide feedback within 21 calendar days of receipt.  The Contractor shall submit a final draft copy that is responsive to the TOM’s comments within 21 calendar days of the receipt of these comments.  The TOM will provide feedback within 14 calendar days of the receipt of the final draft. The Contractor shall submit the final document that is responsive to the TOM’s comments and ready for publication and distribution within 21 days of receipt of those comments.

The final document shall conform to the FHWA publication guidelines and the requirements specified in Section 4 for deliverables to be developed and submitted in this task order.  FHWA will be responsible for publication and distribution of this document.

Task 7.C - Summary Project Report

This report (20-30 pages in length) is to summarize the activities, results, and products of this effort.  This report is intended for the TOM, TMC PFS members, and transportation professionals who have interested in learning how this project is conducted and what products are available for applications.  This report shall be submitted, review, and revised on the same schedule that is specified for the revision of Phase 1 document in Subtask 7.A.

The final report shall conform to the FHWA publication guidelines and the requirements specified in Section 4 for deliverables to be developed and submitted in this task order.  FHWA will be responsible for publication and distribution of this document.

Task 8: Outreach Material

The Contractor shall develop, submit, maintain, and distribute different outreach related items to support the needs of the TOM and TMC PFS members throughout the project.  The following is a list of the items that the Contractor will submit to the TOM for review and approval:

Project Presentation.  This product will involve the development of a presentation that will provide an overview of the subject matter that is contained in the document and tool (e.g., issues/challenges in current practice, purpose of project, outcome and findings, products developed, intended audiences, etc.).  The intended audience of this presentation is executives, senior, and mid-level managers that may be involved in or responsible for setting policies, allocating resources, planning, establishing direction for programs, creating policies and procedures, or training related to transportation management systems and traffic operations programs.  The format of this presentation will be in Microsoft Power Point and will include the detailed speaker’s notes to accompany the presentation.  

This presentation is assumed to be 20-30 minutes in length.  The final version of the presentation that is developed shall conform to the FHWA publication guidelines and the requirements specified in Section 4 of this task order.  FHWA will be responsible for publication and distribution of this presentation.  

The Contractor shall submit a draft copy of this presentation within 320 calendar days of contract initiation.  The TOM will provide comments to the Contractor within 21 calendar days.  The Contractor shall submit a final presentation that is responsive to the TOM’s comments within 21 calendar days of the receipt of these comments.  The Contractor may be required to perform minor editorial revisions to the final presentation that is submitted to the TOM.

Project Fact Sheet.  The purpose of this project fact sheet is to identify key aspects, profile successful practices, identify the benefits or value, and identify other related issues.  The information contained in the project fact sheet shall highlight the same aspects identified in the final guidance document.  The intended audience of this fact sheet is any individual who is engaged with or responsible for the planning, design, implementation, management, operation or maintenance of transportation management systems.

Similar fact sheets that are considered acceptable examples of what the Contractor will develop for this task order include the Work Zone Safety Awareness or Customer Driven Satisfaction in Illinois that are accessible at:  http://ops.fhwa.dot.gov/wz/factshet.htm.  The final version of this fact sheet to be developed shall conform to the FHWA publication guidelines and the requirements specified in Section 4 of this task order.  FHWA will be responsible for publication and distribution of this fact sheet.  

The Contractor shall submit an initial draft copy of this two-page project fact sheet prior to the kick-off meeting and updated when appropriate at key milestones during the project.  The Contractor shall submit a revised draft copy of this project fact sheet within 320 calendar days of the initiation of this task order.  The TOM will provide comments to the Contractor within 21 calendar days.  The Contractor shall submit a final project fact sheet that is responsive to the TOM’s comments within 21 calendar days of the receipt of these comments.  The Contractor may be required to perform minor editorial revisions to the final project fact sheet that is submitted to the TOM.

2.  Level of  Effort and Period of Performance

The total budget available for the work to be performed for this task order is $250,000. This is a relatively small scale software development project, and the software tool to be developed will not be very complicated.  It is anticipated that the required effort and resources for this software development will be relatively insignificant.  The proposal to be submitted by the Contractor shall be based on the total estimated cost, including the direct costs and fixed fee for performing all of the tasks and related activities identified and associated with this task order.  It is expected that the Contractor will begin work on this task order within 14 calendar days of the contractor and/or subcontractors receiving the official start notice for this task order.  All work and services required hereunder shall be completed within 14 months after the effective date of this task order.

TMC PFS members, or their designated representatives, will serve as the project team that will be involved with and responsible for providing feedback throughout this task order.  The TMC PFS Support Contractor will provide technical and administrative support to the TOM in review of technical deliverables, facilitation of the review of members, and resolution of comments with contractors.  The Contractor will be responsible for involving and obtaining feedback from the project team on all of the deliverables produced for this task order.  The Contractor shall coordinate with the TMC PFS Support Contractor in planning, scheduling, developing material, and facilitating the meetings of the project teams throughout the length of the project.

The Contractor will also be responsible for performing outreach to other stakeholder groups and individuals to review and provide feedback on the project deliverables.  Stakeholder groups will include but not be limited to the ITE TMC Committee, ITE Traffic Incident Management Committee, TRB Freeway Operations Committee, and appropriate AASHTO Subcommittee’s.  In addition to soliciting input, the Contractor will be responsible for integrating feedback into one set of comments that will be submitted to the TOM for each of the deliverables.  The Contractor will be responsible for a methodology to dispose of the comments on deliverables and track the disposition.  The outreach and interaction with these different groups is assumed to occur electronically through e-mail correspondence, web, or teleconferences.

3.  Technical, Staffing, and Cost Proposal 

The Contractor shall propose a team of individuals with experience in computer programming, software development, as well as planning, management, and operation of transportation management systems.  The team that is proposed should include the staff from the appropriate subcontractors that are a part of the firm’s present indefinite quantities contract team.  These individuals should possess the following knowledge, skills, and first hand experience associated with:

· All facets of the software development process, including but not limited to software architecture development, functional requirements development, software design and testing, and management of the overall development process.

· Human resource management, task analysis, and job classifications and development for the Federal Job Classification System and other agencies.

· Planning, management, and operations of modern transportation management centers.

· Development of technical references, recommended practices, or resources guides for public agencies related to the management of travel, control of traffic, or operation of the surface transportation system.  

· Analyzing the state-of-the-practice, developing recommended procedures, and practices related to the management of travel, control of traffic, or operation of the surface transportation system.  This requires an understanding of the role, relationship, and how technical references, recommended practices and lessons learned, industry standards, agency policies and procedures, regulations, training, and other technology transfer initiatives can collectively influence the state-of-the-practice.

· FHWA publishing requirements and Section 508 of the Rehabilitation Act and the Access Board Standards.

· Document and material preparation for web publishing.

The proposal that is submitted in response to this task order should include the relevant experience, expertise, and qualifications that the Contractor, Subcontractor, and key individuals have related to TMC management, human resource management, task analysis, development and assignment of job classifications, and software programming and development.  The information that is provided for the key technical personnel that are identified in this proposal should include: a brief summary of their experiences and qualifications specific to TMC management, human resource management, computer programming, and software development; identification of current and planned work commitments for the length of this task order; level of effort (% FTE) for each work commitment; time available for new work commitments; and title, agency, point of contact, and telephone number associated with each current work commitment.  

The Contractor shall provide a nationally recognized expert to serve as the Task Order Lead (TOL) to manage, provide technical direction, and successfully complete the requirements of this task order.  The TOL should have a minimum of 10 years of experience in managing software development projects.  Knowledge of TMC operation and management, transportation management systems, and human resource management as related to the development of staffing requirements and job classification for operation and management of TMCs is also desirable.  

It is not a requirement that the TOL, or any technical staff identified to perform the work identified in this task order, must be from the prime contractor on the current indefinite quantities contract.  It is acceptable for the TOL and key technical staff identified in the proposal to be submitted, to consist of only individuals from the subcontractors that may be associated with the prime contractor on the current indefinite quantities contract.  It is expected that the TOL identified in the proposal will be directly involved with all of the activities of the task order, intimately involved in the development of the required products, and day-to-day writing of the technical reference.

The individuals identified in the proposal that is submitted must be available to complete the identified tasks and activities within associated time periods that are identified in the task order.  This portion of the proposal also needs to include a statement that indicates the Contractor and subcontractor’s commitment that they will not switch the TOL or key technical staff identified in the proposal for the duration of the task order.  Changes in the TOL or technical staff on the project at the request of the Contractor or due to inability to maintain the established schedule, must be approved by the TOM, and require the Contractor to accommodate for the loss in productivity due to such a change. 

The proposal submitted by the Contractor shall contain an estimated number of hours, rate or loaded rate, and cost for all of the individuals, grouped by the prime and each subcontractor, that will be involved with each task.  The total estimate of hours and cost should also be provided for each sub-task, task, and all of the work to be performed on the contract.  The proposal should also contain a summary of the total estimate of the hours to be completed by sub-task and task for each month of the contract. 

4  Deliverables

The expected dates for the completion of the milestones and deliverables identified in this task order are identified in Table 1.  These identified dates are keyed to the date that the official start notice is issued for the Contractor to begin work on this task order.  It is expected that the Contractor will begin work within 14 calendar days of receiving the start notice to initiate work.  Upon initiation of this start notice, the Contractor shall submit a revised deliverable schedule that reflects the actual calendar days that correspond to these delivery dates.

Table 1. Deliverables Schedule.

Deliverable
Due*

Task 1.  Project Initiation


- Kickoff Meeting Presentation
14 days

Task 2.  Review and Determination of Disposition of Phase 1 Documentation

- Phase 1 Documentation Review Summary
45 days

Task 3.  Functional Requirements Development


- Functional Requirements Document (Draft / Final Draft / Final)
75/105/400 days

Task 4.  Software Architecture and Requirements

- Software Architecture (Draft / Final Draft / Final)
120/150/400 days

- Software Requirements Document (Draft / Final Draft / Final)
120/150/400 days

Task 5.  Software Design and Development


5.A  Preliminary Design
150 days

5.B  Final Design (Draft / Final)
210/245 days

5.C  Complete Software Product
280 days

5.D  -  Software Test Plan (Draft / Final Draft / Final)
180/240/280 days

        -  Software Test Report / Checklist
300 days

Task 6.  Usability Testing of Interactive Tool


   6.A  Usability Test Plan (Draft / Final Draft / Final)
180/240/280 days

6.B Weekly Testing Status/Progress Report

6.C Usability Test Report
Multiple days

360 days

   6.D  Final Software Tool
400 days

Task 7.  Documentation


7.A  User Quick Reference Guide (Draft / Final Draft / Final)
250/280/400 days

7.B  Revisions of Phase 1 Documentation (Draft / Final Draft / Final)
320/365/400 days

7.C  Summary Project Report (Draft / Final Draft / Final)
320/365/400 days

Task 8. Outreach Material


- Project Presentation (Draft / Final)
320/365 days

- Project Fact Sheet (Draft / Final)
320/365 days

*Number of calendar days since contract initiation.


All documents (e.g., draft reports, final reports) that will be developed in this task order shall be submitted to the U.S. DOT in both a hard copies (as a reproducible) and electronic versions using Microsoft Word 2000 format and Adobe Acrobat pdf format.  The final deliverables produced by this task order must also meet the requirements and comply with Section 508 of the Americans with Disabilities Act.  The final electronic versions of the report submitted must be in Microsoft Word 2000, HTML, and PDF formats, and the appropriate software required by the Government Printing Office to print documents.  

Products that are delivered must follow the publications guidelines that are available at http://www.tfhrc.gov/qkref/qrgmain.htm unless otherwise indicate in this task order.  Additional details and requirements associated with the format, layout, number of copies to submit, obtaining publication numbers, obtaining government forms to include in the document, and other factors for the Contractor to consider with producing and submitting products will be provided by the TOM once the task order has been initiated.

Section 508 Rehabilitation Act Compliance:  "All electronic and information technology deliverables rendered under this task order must comply with Section 508 of the Rehabilitation Act and the Access Board Standards available for viewing at http://www.section508.gov.  Unless otherwise indicated, the Contractor represents by signature of this contract that all deliverables comply with the Access Board Standards."

Web Posting:  Web site publishing is FHWA’s principal means of publishing reports.  All of the products to be developed and ultimately distributed in this task order shall created in both HTML and Microsoft Word.  PDF documents created with the newest version of Adobe Acrobat can be substantially Section 508 compliant, if the documents are created and formatted to be 508-compliant.  Visit http://access.adobe.com/acrobatmain.html to learn more about the Adobe Acrobat accessibility features.

If the document is draft in Word, it will need to be convert to HTML for viewing on the Internet.  Conversion complications arise in documents with double-column pages, complex tables, and multiple graphics.  HTML ready format of the Microsoft Word document should only contain free flowing text.  If graphics are added to a document, then a brief description of those images should accompany the document.  All images, charts, and graphs must have a description to be Section 508 compliant.

Documents for Printing:  Documents developed for this task order shall be prepared in electronic GPO-required format for printing.  The following programs are used to create a majority of the print publishing work received by GPO:

· Page layout:  QuarkXPress, Adobe PageMaker, Adobe FrameMaker, Adobe In-Design, Corel Ventura, and Microsoft Publisher 2000.

· Drawings/Illustrations: Adobe Illustrator, Macromedia FreeHand, and Corel Draw.

· Image Manipulation:  Adobe Photoshop and Corel PhotoPaint.

These are also the preferred programs of the commercial printing industry.  The most recent versions of these software programs should be used.  Avoid using any software that is more than one major revision old, due in part to most vendors’ only support recent or near recent applications.  The Contractor should check the software vendors’ web site for current versions and upgrade patches. 

Files created using these software programs outputs have fewer problems than files created in programs not designed for print publishing.  Other programs may be used, but unless they support prepress functions (e.g., PANTONE colors. Trapping, bleeds, crop marks and color separation) problems will likely occur.  Contractor who uses programs other than those listed below should consider supplying high-resolution PDF files instead of native files.  For more information on creating appropriate PDF files reference The GPO E-Pub’s web site at: http://www.gpo.gov/procurement/ditsg.

5.  Reporting Requirements

The TMC PFS members have considerable interest in the progress of this study, which they are funding.  Therefore, the TOL shall be available for a one-hour teleconference and briefing that may be arranged by the TOM on a monthly basis.  At this briefing the Contractors TOL shall be prepared to discuss technical progress, problems, and products.  To facilitate review and discussion of progress, the Contractor shall be responsible for preparing electronic copies of material to support the discussion in conference calls.  The Contractor shall work closely with the TMC PFS Support Contractor to distribute such material to the project team members and post it on the TMC PFS web site in a timely fashion.

The Contractor’s TOL shall also attend the TMC PFS Annual Meeting that will be held in Washington, D.C. in May/June 2004 and report on the findings of the study to date.
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