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2. SCOPE OF WORK

Task Order Objectives: 

The purpose of this project is to develop a technical document that provides guidance and recommended practice to managers, planners, and operators of Transportation Management Centers (TMCs) in making decisions related to outsourcing portions, or in entirety, of their operation to a private contractor(s).  Included with this task order are the requirements to produce a primer, project related presentations, fact sheet, tri-fold brochure, communications plan and supporting outreach material (e.g., distribution letter, notice, groups to receive products).  

This technical document to be developed for this task order is intended to provide a comprehensive review and a process that TMC practitioners can use as guidance to:

· Analyze, evaluate, and determine TMC operations and maintenance outsourcing needs

· Evaluate methodologies being utilized to outsource the operation and maintenance of transportation management systems, including pros, cons, and lessons learned.

· Provide compendium of best practices for the outsourcing of transportation maintenance and operations functions

· Provide a comparative summary of the various components in the form of quick reference matrices

A TMC operation’s manager, through evaluating the above listed research, will be able to make a sound decision relating to operating a TMC and a transportation management system utilizing the appropriate fusion of contracted services and/or personnel.

This document is intended to serve as a detailed reference that addresses the details and tasks related to the procurement, management, and evaluation of the performance of contracted services for a TMC or a transportation management system.  The intended audience of this document includes a myriad of individuals and agencies involved in the development of business plans for TMCs and transportation management systems and in the development of support contracts for TMC and transportation management system components or operations.

Background:

In recent years, several public sector organizations who operate and maintain transportation management systems have outsourced their TMC operations and maintenance activities to private contractors.  This outsourcing may due to the result of the generally accepted objective of downsizing government or lack of expertise within public sector.  Many public sector organizations that own and operate TMCs and their associated field infrastructure are outsourcing various portions of their operations and maintenance and have widely varying models for the accomplishment of this outsourcing.  Costs for outsourcing vary widely based upon the contracting methods, variation in the items covered in the contracts, response and reporting requirements, geographic coverage area, availability of repair and replacement parts, qualified labor, and existing documentation of the systems to be supported.  Efforts associated with developing a collection of best practices for outsourcing systems support specifically for TMCs have been limited.  A comparison of various methodologies being utilized for outsourcing of support and maintenance services would be beneficial to system operators when making decisions regarding outsourcing support for their systems.  Reasons for outsourcing and the methodologies behind the existing trend is further described in the document entitled Outsourcing of State DOT Capital Program Delivery Functions and can be accessed online at http://trb.org/publications/nchrp/nchrp_w59.pdf.

The technical document to be developed for this task order will provide an analysis of three critical areas to consider when initially contracting out portions of a TMC operation, procurement, and the continued management and evaluation of such an operation.

1) Procurement of contracted TMC services

Outsourcing is a major decision in any operation and should only be taken on once all the appropriate research has been compiled, analyzed, and disseminated based on its relevance to the operation at hand.  To do this, several methodical steps should be adhered to determine if a TMC should or should not contract out its operation.  Criteria for each of the steps should be established to assist agencies with making outsource decisions.

(A) Operation’s research is always going to be the initial planning step prior to delving into the intricacies of designing, and ultimately implementing, any contracted services and/or staff.  The objective of this initial step is to define operation’s goals, desired return on investment, and operational capability. Several informational components should be evaluated during this step in the process:

· Identification of current, like operations that utilize outsourcing as a viable solution to supplement its prime systems and staff.  While an old adage, it still holds true, “identify a mentor and aspire to mimic.”

· Identify specific equipment and/or services that meet the operation’s needs by supplier and how this procurement can be integrated into the existing operation.

· Define operation’s desired return-on-investment.  Operationally and financially, what desired level of achievement is driving the initiative to outsource?

· Evaluate existing equipment resources and/or personnel strengths.  When deciding upon the rationale to outsource equipment or services, it is imperative to assess your existing resources as to not duplicate existing resources with newly acquired expertise or equipment.  An outsource designed to “supplement” existing resources is an effective way of retaining the operation’s current strengths, while developing a scope of service that builds upon the operation’s existing assets.

(B) Self evaluation research should be completed identifying what components of the operation are not performing to the best of their designed capability and reasons for an existing operation.  For a new operation, identify what areas of expertise are lacking within the organization and could benefit from external experience.  Some areas to consider include:

· Information Technology Systems Hardware (servers, desktop hardware, projection equipment, switching equipment, network equipment) 

· System software support (enterprise software support such as database, firewall, compilers, inter-process communications, etc.) 

· System software applications (web applications, user interfaces, libraries, data acquisition applications, etc.)

· Communications systems (call distribution, automated answering systems, desktop hardware, field infrastructure, switches, etc.) 

· Field infrastructure (changeable message signs, cameras, detector systems, environmental sensor stations, signal equipment, ramp meters, etc)

· Operations support (console operators, telephone operators, shift supervisors, emergency responders, etc.).
(C) Procurement research can be accomplished by identifying the various methods of procurement that are available to the agency and which one(s) may provide the most efficient process by which to gain the services being sought, keeping in mind the overall objectives of the desired contract.  Procurement examples would include:

· Low bid

· Qualifications based bid

· Combination cost and qualifications based bid

During the procurement process, provisions that will affect the overall selection of an outsourcing contractor should also be determined and included in the agencies official Request for Information (RFI) or Request for Qualifications (RFQ).  Some items that should be present, include:

· Warranty (performance) agreements – With any outsourced component, a predetermined and mutually agreed upon set of operational standards should be included in the original contract guaranteeing a level of reliability and service quality. 

· Invoicing terms – Clearly state the capability of the agency to reimburse the primary contractor for the service provided

· Service terms – Define the duration of the desired agreement and any possible future renewable opportunities.

(D) Develop a Comparative Analysis in the form of decision matrix that can be used to compare model examples currently in use, meeting the criterion that has been previously defined as essential to the operation.   These matrices should include a comparison of:

· Levels of outsourcing, a full systems outsource or one that supplements the agencies existing staff and equipment.

· Components that specific vendors have to offer based on the responses from the RFQ/FRI’s.

· Cost of each model and its subsequent return-on-investment

· Comparison of terms associated with each vendor, in relation to warranty, invoicing terms, and service durations.

This matrix should include sufficient information to make a sound decision by the Operation’s Manager as to the desired model approach that best meets the objectives of the outsourcing solution.  

2) Management of TMC contracted services
With a myriad of TMC operations nationally already incorporating the use of contracted services, many various methodologies for managing these operations will be available for research.  When researching these entities (a list of case study TMCs can be found in the online article published by ITS Decision (http://www.calccit.org/itsdecision/serv_and_tech/Traffic_management/TMC/tmc_report.html), it will be necessary to:

(A) Identify contracted operations that have a commonality with the operation at hand.  This will depend greatly on:

· The extent of the operation that has been contracted – whether it be a partial outsourcing or extensive, will mitigate the extent of management that is required

· The components of the operation that has been contracted – the oversight of equipment is going to vary from that of personnel, equipment or a mix thereof

· The scope and range of the operations being investigated.  Obviously, an operation in a major city will not relate well to that of a suburban or rural area.

(B) Once a list of similar operations has been identified, a series of information collection should be conducted to identify the best practices and policies that have been put in place to manage them.  Areas to focus on could include:

· Technology – equipment and software use and management

· Personnel – the use and extent of managing a contracted employee work force

· Operations Management – the management structure employed to manage the spectrum of services contracted.

· Financial Investment and Oversight – the cost of the services and by what measure the contracted services have affected the operations return on investment.

(C) Design a matrix that compares the synergies of the various operations interviewed in comparison to the operation at hand and summarizes each one on the key issues of what is working, what is not working, and what could be improved.

3) Evaluating the performance of contracted TMC services
In any TMC operation, its success should be measured and routinely evaluated to assure the allocated resources are serving their intended purpose.  This becomes especially important for stakeholders when an entire or portion of a TMC operation is contracted.  The importance in monitoring TMC performance is described in Chapter 6 of the Guidelines for Transportation Management Systems Maintenance Concept and Plans (FHWA-OP-04-011).  Methods to monitor performance can include:

(A) Routine performance metrics designed to provide the managing agency a detailed, quantifiable analysis of the operation’s level of success.  Areas of the operation to measure are dependent on the makeup of the TMC and its assigned responsibilities; however, the following three broad, general areas of measurement can be applied to just about all TMC operations, contracted or not:

· Operational

· System availability – over the course of a period of time, how long is the system not accessible.

· Production – how often are the components being relied on to garner information

· Financial

· Budget – is the cost of the operation, including the contracted services, meeting financial forecasts and return on investment goals determined during procurement

· Administratively – are the contracted resources being accounted for accurately and routinely in records relating to invoices and budget analyses.

· Personnel/Equipment

· Personnel / equipment requirements – in order to function efficiently, the level of employees / equipment required and the subsequent number fulfilled.

(B) Quality assurance auditing is a process of monitoring the operations performance for random moments in time, providing a “Time Series” approach to evaluating an operations capability over a designated period.  These results are then capable of being utilized in the aforementioned performance metrics in order to provide a quantifiable analysis of the operations trends, be it positive or negative. 

(C) On a routine basis, defined by the operations manager and the contracting agency, the results of the performance measures and quality assurance audits should be incorporated into a matrix that will provide both the TMC operator and contractor a basis for measuring future initiatives and/or corrective actions.

An initial list of key topics and technical issues has been identified in Section 6 of this task order to provide an initial organization of this technical document for the Contractor.  This technical document will be similar in focus, detail, and scope to the existing Freeway Management and Operations Handbook that can be accessed at: http://www.ops.fhwa.dot.gov/Travel/traffic/freeway_management.htm.

The Contractor will be responsible for addressing all of the feedback that is received from various interests with each of the deliverables to be produced in this task order.  The TMC Pooled Fund Study (PFS) members, or their designated representatives, will serve as the key group that will be involved with and provide feedback throughout this task order.  Other practitioners will be added to this team based on their level of interest.  On behalf of FHWA and the TMC PFS, the Contractor will be responsible for coordinating with the TMC PFS Support Contractor in sending electronic requests to practitioners asking to review and provide comments on the draft products to be produced at key milestones in this project.

The FHWA Contract Officers Task Order Manager (COTM) will provide an initial list of these practitioners to the Contractor.  This list will include, but not be limited to, the ITE TMC Committee, ITE Traffic Incident Management Committee, TRB Freeway Operations Committee, TRB Traffic Signal Systems Committee, and TRB HOV Systems Committee.  The outreach and interaction with these different groups is assumed to occur electronically either through e-mail correspondence or teleconferences.  

Technical Approach:

Task A.
Annotated Outline, References and Work Plan

The annotated outline (as described in subtask A.3) is central to the development of an approach as it will provide a framework for the final technical document and will identify key topics and issues to be addressed.  The products of this task will include the kickoff meeting, list of technical references, work plan, and annotated outline. The primary products of this task will be:

· A list of references that may be used in producing the technical document; and

· An annotated outline that provides the foundation, context and framework for subject matter, key technical topics and associated issues, and describes the major concepts to be included in each chapter of the document.

A.1.
Kickoff Meeting

Within 21 calendar days of contract initiation, attend a kickoff meeting with the Contract Office’s Task Manager (COTM), Raj Ghaman.  At the kick-off meeting, the Contractor shall be prepared to present and discuss the proposed approach to performing the activities and producing the products identified in this task order.  The Contractor’s presentation (PowerPoint format) at the kick-off meeting shall also cover work plan, staffing plan, and key issues and critical path for each deliverable identified in this task order (e.g., key milestones, schedule, stakeholder involvement, outreach).  This shall include but not be limited to the approach for completing the literature review, assessment of current practices, annotated outline, development of the technical document and primer, and distribution plan and outreach material.

An initial draft two-page project fact sheet shall be submitted prior to the kick-off meeting.  This fact sheet shall be updated at key milestones during the project.  The information on the fact sheet shall include, but not limited to, the purpose of the project, need for the document, expected influence it is expected to have on practice, key technical topics and cross-cutting issues to be covered in the document, key milestones, project deliverables, and contact information.  Subtask C.1 contains additional information on the project fact sheet.  Based on the comments received, a revised version of this project fact sheet may need to be submitted following the kick-off meeting.

The kick-off meeting will take place at either the FHWA Headquarters Office or Turner-Fairbank Highway Research Center.  The Contractors Task Order Lead (TOL) should attend the kick-off meeting.  The COTM may determine that the TOL could participate in this meeting via teleconference.  Other key personnel shall participate via teleconference.

A.2.
List of References and Work Plan

The Contractor shall provide a list of references to all literature that the Contractor may use in producing the technical document, or references related to procuring, managing, and evaluating the performance of contracted TMC services that go above and beyond current practices.  Each reference shall be accompanied by a brief (three to four sentences) description of the contents of the reference, assessment of applicability, and usefulness to this project. 

The Contractor shall also prepare a detailed work plan illustrating the means and strategies for collecting and compiling additional information that is required for the project that may not be documented in literature.  The Contractor shall identify the technical topics and issues, submit the rationale, description, potential case studies or examples, estimated level of effort, schedule, itinerary, and receive COTM approval prior to initiating any work on collecting this information.  Within the work plan, the Contractor shall recommend tools, steps, and strategies for collecting specific information, lessons learned, or obtaining examples related to procuring, managing, and evaluating the performance of contracted TMC services.  The work plan shall also include an approach for developing an understanding of the institutional, technical, and procedural issues to consider, challenges, and other factors that may influence local practices with outsourcing TMC operation and maintenance.

The Contractor shall submit to the COTM the work plan and initial list of references within 21 calendar days of the initiation of this task order.  The COTM will review the list of references and work plan and provide feedback within 14 calendar days of receipt from the Contractor.  Within 45 calendar days of contract initiation, a conference call may be held with the Contractor to discuss the comments that are submitted by the COTM for both the list of references and the work plan.  If requested, the Contractor shall submit a revised work plan with 14 calendar days of receipt of written feedback from the COTM.

A.3.
Annotated Outline 

The Contractor shall prepare an annotated outline that will serve as the basis from which the technical document will be developed in Task B.  This annotated outline is intended to provide the foundation, context and framework for the subject matter, key technical topics and associated issues, and major concepts that will be included in the document.  The annotated outline shall clearly describe and indicate the intended structure, key topics, and supporting issues to be presented in each chapter (e.g., objectives; section topics, description, key issues and supporting information to be covered, state-of-practice summary, trends, profile of successful practices), figures (e.g., charts, photos, diagrams) and other items to be included in the draft document (e.g., appendix).

The preparation of this annotated outline will evolve through the development and submittal of 3 versions of this outline that will vary in detail and information provided.  These three versions will allow the Contractor and the COTM to focus and agree on the key messages, themes, organization, content, and how to format or present the subject matter prior to initiating the development of the draft document.  These annotated outlines are intended to serve as working documents and they are not intended for publication as a separate report.  

Initial Annotated Outline.  This outline shall focus on the high-level issues, key components, themes, messages, chapters, sections and subsections, and supporting issues to be covered in the document.  This outline should also present in the appropriate locations the justification and focus for the document (e.g., purpose, objective, summary of current practices and gaps being addressed, intended audience, expected influence it will have on practice) and each chapter (e.g., purpose, objectives, context for subject matter, relationship and relevance to other chapters).  The initial annotated outline for the TMC Business Planning and Plans Handbook is an example of the minimum acceptable level of detail that should be provided in this deliverable for the annotated outline.  Note that this example does not contain all of the information that the Contractor will be required to provide for this document.  This example can be obtained from the TMC PFS web site at http://tmcpfs.ops.fhwa.dot.gov/cfprojects/new_detail.cfm?id=60&new=0.

The Contractor shall submit this initial annotated outline to the COTM within 60 calendar days of contract initiation.  The COTM will provide comments on the Initial Annotated Outline within 14 calendar days of receipt.  A special meeting may be held via teleconference to discuss the comments that are submitted by the COTM.  

Draft Annotated Outline.  At a minimum, this outline shall address all of the issues and detail for the final annotated outline that has been previously identified in this subtask.  The draft annotated outline for the Ramp Management and Control Handbook is an example of the minimum acceptable level of detail that should be provided in this deliverable for the annotated outline.  This example can be obtained from the TMC PFS web site at http://tmcpfs.ops.fhwa.dot.gov/cfprojects/new_detail.cfm?id=60&new=0.

Within 105 calendar days of contract initiation, the Contractor shall submit to the COTM the draft annotated outline that is responsive to the COTM comments that were submitted on the initial annotated outline.  The COTM will provide comments on the draft outline within 21 calendar days of receipt of the draft.  A special meeting may be held via teleconference to discuss the comments

Final Annotated Outline.  Within 150 calendar days of contract initiation, the Contractor shall submit to the COTM a revised annotated outline that is responsive to the COTM’s comments that were submitted on the draft annotated outline.  The COTM will provide comments on the revised outline within 21 calendar days of receipt of the document.  The Contractor shall incorporate the comments received from the COTM into the development of the Draft Technical Document specific in Task B.  A special meeting may be held via teleconference to discuss the comments that are submitted by the COTM.  The Contractor cannot proceed with any work toward producing the Technical Document specified in Task B without the approval from the COTM.  

Task B.
Produce Technical Document

B.1.
Technical Document Mockups
The purpose of developing these mockups are to identify and demonstrate alternative methods of presenting the information that will be contained in this reference for use by the target audience.  These alternative formats may include, but not be limited to, addressing different page layout, reference and cross-reference methods and styles, indexing, use of color, presentation of key information (e.g., check lists, highlight successful or recommended practices, emphasize key points), layout and access issues appropriate for both printed and electronic versions of the technical document.  This subtask and these mockups are expected to be a very minor activity and are not expected to require a significant effort by the Contractor.  

The Contractor shall submit to the COTM at least two mockups of a sample of the proposed format and layout that will be used for a typical chapter to be included in the technical document within 210 calendar days of contract initiation.  The COTM will provide comments on the proposed mockups of the technical document within 21 calendar days of their receipt.  The Contractor shall incorporate the comments received from the COTM into the development of the draft technical document that is submitted in Task B.2. 

B.2.
Draft Technical Document
The technical document to be developed for this task order shall be responsive to the task order objectives, key technical topics and supporting issues that are presented in Section 6, annotated outline developed in Task A, and additional direction provided by the COTM.  The Contractor is strongly encouraged to submit chapters of the initial draft technical document incrementally for the COTM’s review.  The Contractor should indicate in the work plan the proposed schedule for submitting both the initial and revised draft chapters if incremental delivery of the draft technical document is desired.  The incremental submittal and review of the initial and draft chapters will allow the COTM to provide the Contractor with comments earlier in the process of developing the draft technical document.

The COTM will provide comments within 28 calendar days of the receipt of the initial and revised drafts that are submitted for each chapter.  The Contractor shall submit the revised draft of each chapter in the technical document that is responsive to the COTM’s comments within 60 calendar days of receipt of those comments.  The Contractor shall complete the incremental submittal of the initial draft chapters of the technical document within 270 calendar days of contract initiation.  The Contractor shall complete the incremental submittal of the revised draft chapters of the technical document within 360 calendar days of contract initiation.   The Contractor shall receive approval from the COTM prior to initiating any work on the Final Technical Document (subtask B.3).

One meeting will be held with the Contractors TOL to discuss the review comments that are submitted by the COTM for both the initial and the revised draft of this technical reference document.  Only one of these two meetings may take place in the greater District of Columbia metropolitan region with the other being a teleconference.  Only the Contractors TOL will be required to attend this in-person meeting with other key personnel participating as needed via teleconference.

B.3.
Final Technical Document
Within 400 calendar days of contract initiation, the Contractor shall submit the final version of the Procuring, Managing, and Evaluating the Performance of Contracted TMC Services Handbook.  The COTM will provide comments within 21 calendar days of receipt of this final document.  The Contractor shall submit the final technical document that is responsive to the COTM’s comments within 28 calendar days of receipt of these comments.  The Contractor may be required to perform minor editorial and technical revisions on issues not addressed in the final technical document that is submitted to the COTM.

The final technical document shall conform to the FHWA publication guidelines and the requirement 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 C.
Outreach Material, Primer, and Distribution Plan

This task includes the development and update of different outreach material throughout the project.  The Contractor will submit to the COTM for review and approval a project fact sheet, presentation on subject matter, tri-fold brochure, primer, and distribution plan.

C.1. 
Project Fact Sheet and Presentations

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

-Project Fact Sheet: The purpose of the project fact sheet is to identify the purpose, benefits or value, key aspects, and successful practices associated with procuring, managing, and evaluating the performance of contracted TMC services.  The information contained in the project fact sheet shall highlight the same aspects identified in the final handbook. The intended audience of this fact sheet is individuals who are engaged with or responsible for the planning, design, operation or maintenance of TMC’s and 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://www.ops.fhwa.dot.gov/wz/practices/factsheets/factsheets.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 of this two-page project fact sheet prior to the kick-off meeting and be updated when appropriate at key milestones during the project. The Contractor shall submit a revised draft copy of this project fact sheet within 400 calendar days of contract initiation. The COTM will provide comments to the Contractor within 21 calendar days. The Contractor shall submit a final project fact sheet that is responsive to the COTM’s comments within 21 calendar days of these comments. The Contractor may be required to perform minor editorial revisions to the final project fact sheet that is submitted to the COTM.

-Project Presentation: This presentation would provide the overview of the project (e.g., issues/challenges in current practice, purpose of the project, expected outcome, findings to date, products to be developed, intended audiences, schedule, etc.). The presentation will include speaker notes and will be periodically updated by the Contractor at key milestones during the project. The format of this presentation shall be in Microsoft PowerPoint. This presentation shall be submitted prior to the kick-off meeting and update when appropriate at key milestones during the project.

-Subject Presentation.  This product will involve the development of a presentation that will provide an overview of the subject matter that is contained in the handbook.  This presentation will cover overview of subject, key issues, issues/challenges in current practice, state of practice, gaps in practice, trends, recommended practices, lessons learned, resources available (e.g., technical guidance, training, technical support), and a brief overview of handbook (including purpose, intended audience, outcome and findings, list of chapters, other products developed, where to access copies, etc.).  The intended audience of this presentation is executives, senior, mid-level managers, and technical staff 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.

Note this is intended to be a presentation on the subject matter and is not a summary or overview of the handbook being developed.  This presentation is assumed to be 30-40 minutes in length.  The format of this presentation will be in Microsoft PowerPoint and will include the detailed speaker’s notes to accompany the presentation.  

The Contractor shall submit draft copies of the project and subject presentations within 400 calendar days of contract initiation. The COTM will provide comments to the Contractor within 21 calendar days.  The Contractor shall submit final presentations that are responsive to the COTM’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 presentations that are submitted to the COTM.  The final presentations shall conform to the FHWA publication guidelines and requirements specified in Section 4.  FHWA will be responsible for publication and distribution of the presentations.

C.2.
Tri-Fold Brochure

The purpose of this brochure is to identify key aspects, profile successful practices, identify the pros and cons of outsourcing TMC services, and describe why and how agencies and organizations should consider procuring, managing, and evaluating the performance of contracted services for their TMCs and transportation management systems.  The information contained in the brochure shall highlight similar concepts and results that are identified in the technical presentation and fact sheet.  The intended audience of this brochure will be directed at community leaders, executive managers, and other key interests that have the potential to allocate resources, influence local practices, or the participation of their agency or staff on transportation management or traffic operations related issues. This will require the Contractor to work with the TMC PFS members to obtain the necessary testimonials determined appropriate to include in the brochure.

Similar examples of the type of brochure to be developed for this work include the “Using ITS in Work Zones” and “It’s About Time: Traffic Signal Management” brochures.  This Work Zone brochure can be accessed as Document #13584 through the ITS Electronic Document Library at: http://www.its.dot.gov/itsweb/welcome.htm

.  The final brochure shall conform to the FHWA publication guidelines and requirements specified in Section 4 of this task order.  FHWA will be responsible for printing and distributing this final brochure.

Within 400 calendar days of contract initiation, the Contractor shall submit to the COTM a draft of a tri-fold brochure that is defined in this sub-task.  The COTM will provide feedback within 21 calendar days of the receipt on this draft brochure.  The Contractor shall submit a revised brochure that is responsive to the COTM’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 brochure that is submitted to the COTM.

C.3.  
Primer

The purpose of this primer is to identify for a non-technical audience the key aspects and issues for their agencies to consider, the benefits and/or value of outsourcing TMC operation and maintenance, recommended practices and lessons learned, and to profile successful practices.  The information contained in the primer shall highlight the key concepts, lessons learned, and recommended best practices identified in the technical document, presentations, fact sheet, and brochure.  The intended audience of this primer will be directed at community leaders, executive managers, and other key interests that have the potential to allocate resources, change local practices, and make decisions or manage programs that will directly or indirectly influence TMC’s.

The length of this primer is assumed to be 16-22 pages in length.  A similar example of the type of document to be developed for this task order is the “Incident Management Successful Practices: A Cross-Cutting Study” that can be accessed through the electronic document library on the USDOT ITS Program web site at http://www.its.dot.gov/itsweb/welcome.htm

 as document #11484.  The final version of the primer 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 the final primer.  

Within 360 calendar days of contract initiation, the Contractor shall submit to the COTM a detailed annotated outline for this primer.  The COTM will provide comments within 14 calendar days of the receipt of this annotated outline.  The Contractor shall submit a draft Primer that is responsive to the COTM’s comments on the annotated outline within 400 days of contract initiation.  The COTM will provide feedback within 21 calendar days of receiving the draft primer.  The Contractor shall submit the final primer that is responsive to the COTM’s comments within calendar 21 days of receiving these comments.  The Contractor may be required to perform minor editorial revisions to the final primer that is submitted to the COTM.

C.4.
Distribution Plan

The purpose of this plan is to raise the awareness of the availability of this document, identify the audiences that should receive copies, and items to support their distribution. Examples of a Distribution Plan, Distribution Letter, and Electronic Notice of the availability of the products produced by this task order can be accessed on the TMC PFS web site (http://tmcpfs.ops.fhwa.dot.gov) and will be provided to the Contractor.  The focus of the Contractor’s effort with this subtask will be to modify the examples that are provided to accommodate the subject and audience for the products produced.  The following are descriptions of these items:

-Distribution letter to FHWA Resource Centers and Division Offices; 

-Electronic notice identifying the availability of document and where to obtain a copy; and

-Distribution list of agencies, organizations, web sites, listserv, and other interests should be notified of the availability of the products produced by this task order.

Within 400 calendar days of contract initiation, the Contractor shall submit to the COTM a draft Distribution Plan, distribution letter, electronic notice, and questions and answers.  The COTM will provide feedback within 21 calendar days of receipt.  The Contractor shall submit a final Distribution Plan, distribution letter, electronic notice, and questions and answers that are responsive to the COTM’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 versions of the items that are submitted to the COTM.

3. LEVEL OF EFFORT AND PERIOD OF PERFORMANCE

The total budget available for the work to be performed for this task order is $200,000. The proposal to be submitted by the Contractor shall be based on this 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 this task order within 14 calendar days of receiving the official start notice for the Contractor and/or subcontractors to initiate work on this task order. All work and services required hereunder shall be completed on or before 16 months after the effective date of this task order.

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

The Contractor shall work closely with the TMC PFS Support Consultant 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 COTM for each of the deliverables and then tracking the disposition of the comments. The outreach and interaction with these different groups is assumed to occur electronically through e-mail correspondence, web, or teleconferences.

4. STAFFING AND COST PROPOSAL

The Contractor should propose a team of individuals with experience in planning, designing, managing, and operating TMC’s and 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. The Contractor should propose a team with qualifications in the following areas:

· Planning, design, management, and operation of TMCs and transportation management systems;

· Development of technical references, recommended practices, or resource guides for public agencies related to the management and control of traffic or operation of transportation management systems;

· Experience with analyzing the state-of-the-practice, developing recommended procedures, and practices related to the planning, design, and operation of TMCs and transportation management systems.  This requires an understanding of the roles, relationships, and how technical references, recommended practices and lessons learned, industry standards, agency policies, procedures, regulations, training, and other technology transfer initiatives that can collectively influence the state-of-the-practice;

· Understanding and experience with developing procedures and requirements for performance measures, monitoring, evaluation, data collection, and reporting on TMCs and transportation management systems;

· Experience with using performance measures in planning, design, procurement, implementation, or operation and maintenance of TMCs and transportation management systems; and

· Planning and coordinating the activities, and facilitating the interaction of public agencies related to the development of the policies, operational strategies and procedures, and integrating TMCs and other ITS service functions (e.g., traveler information service providers, transit management systems, emergency management, etc.) in support of a proactive transportation management system in a region.

It is possible for Contractor, Subcontractor, or specific individuals to have acquired relevant experience, expertise, and qualifications related to managing, leading, supporting, and performing various transportation management and operations studies, developing performance measures and evaluation procedures, developing or directing various management processes, transportation programs, or freeway management initiatives for public agencies in several ways, including:

· Work performed directly by the firm.  Please do not include work performed by individuals in the firm that are not expected to contribute in a meaningfully way or perform specific activities in this task order.  With each reference, indicate if the firm was serving as a subcontractor to another firm or organization (and if so, provide the name of the organization and contact information), identify the specific role, and tasks that were performed.  Do not include work for which the firm was a prime contractor but the actual project tasks were performed by a subcontractor.     

· Work performed by individuals of the firm, before the firm employed them, i.e. “John Doe of our firm, led the development of the XXXXXX for the Northern Virginia Region.”  Please indicate the specific role, responsibilities, and tasks that were performed, under the direct management, or supervision of the individual.  For each activity identified please provide the title of the project, agency name, point of contact, and contact information.

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 planning, design, management, operation, and maintenance of TMCs and transportation management systems. The information that is provided for the key technical personnel that are identified in this proposal should include a brief summary of their relevant TMC experiences and qualifications in planning, managing, and specifically with developing procedures for performance monitoring and evaluation of TMCs and transportation management systems; 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 commitment; 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 the knowledge and a minimum of 15 years of experience in TMC related projects and studies, traffic management, ITS, and transportation management systems.  First hand experience in working for public agencies in the development of technical references, recommended practices and lessons learned, industry standards, agency policies and procedures is also desired.

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 document. The TOL is expected to represent a sizeable portion of the work that is to be completed on this project.

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 COTM, and require the Contractor to accommodate for the loss in productivity due to such a change. 

The Contractor’s proposal shall contain an estimate of the number of hours, rate or loaded rate, and cost for all individuals, grouped by the prime and each subcontractor, 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.

Government Cost estimate

	 
	 
	Hours

	1.
	Direct Labor:
	 

	 
	Program Manager
	0

	 
	Principal Investigator(s)
	0

	 
	Senior Systems Engineer(s)
	80

	 
	Senior Transportation Planner/Engineer(s)
	220

	 
	Senior Public Transportation Planner/Engineer(s)
	0

	 
	Senior Freight Logistician(s)
	0

	 
	Senior Economists(s)
	0

	 
	Senior Legislative/Policy Analyst(s)
	0

	 
	Senior Communication/Marketing Specialist(s)
	0

	 
	Senior Statistician/ Data Analyst:  (s)
	0

	 
	Mid-level Professional/Technical Staff(s)
	1000

	 
	Junior Level Staff(s)
	0

	 
	Researchers/Technical Writers(s)
	0

	 
	Computer Support(s)
	80

	 
	General Support Staff
	0

	 
	Total Direct Labor (DL)
	1380

	 
	
	

	2
	Other Direct Costs
	 

	 
	  Travel estimate
	$1,300

	 
	  Equipment/Materials 
	$0

	 
	  Other Additional Cost -- 
	$0

	 
	  Total Other Direct Costs (ODC)
	$1,300


5. DELIVERABLES

The expected dates for the completion of the milestone 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 the start notice the Contractor shall submit a revised deliverable schedule that reflects the actual calendar days that correspond to these delivery dates.

All documents (e.g., draft reports, final reports, primer) that will be developed in this project 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 contractor shall include in the submittal letter, a statement certifying that all submitted deliverables comply with or satisfy the 508 compliant standards.  The standards define the types of technology covered and set forth provisions that establish a minimum level of accessibility. The application section (1194.2) outlines the scope and coverage of the standards.  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 publication guidelines that are available at http://www.tfhrc.gov/qkref/qrgmain.htm unless otherwise indicated 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 COTM once the task order has been initiated.

Section 508 Rehabilitation Act Compliance: “All electronic and information technology (EIT) procured through this Contract must meet the applicable accessibility standards at 36 CFR 1194, unless an agency exception to this requirement exists. 36 CFR 1194 implements Section 508 of the Rehabilitation Act of 1973, as amended, and is viewable at http://www.access-board.gov/sec508/508standards.htm - PART 1194.  EIT is defined as any equipment or interconnected system or subsystem of equipment, that is used in the creation, conversion, or duplication of data or information, or used in the automatic acquisition, storage, manipulation, management, movement, control, display, switching, interchange, transmission, or reception of data or information. EIT includes, but is not limited to, telecommunications products (such as telephones), information kiosks and transaction machines, World Wide Web sites, multimedia, office equipment such as copiers and fax machines.  It includes computers, ancillary equipment, software, firmware and similar procedures, services (including support services), and related resources.”

 “All EIT 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 on this contract that all deliverables will comply with the Access Board Standards.”

Table 1. Deliverables Schedule.

	Deliverable
	Due*

	Task A.  Annotated Outline, References, and Work Plan
	

	A.1.  Kickoff Meeting:

-Draft Project Presentation

-Draft Project Fact Sheet 
	21 days

21 days

21 days

	A.2.  List of References and Detailed Work Plan:
	

	-Work Plan (Draft/Final) 
	21/49 days

	-List of References (Draft/Final)
	21/49 days

	A.3.  Annotated Outline:

-Initial Annotated Outline

-Draft Annotated Outline

-Final Annotated Outline
	60 days

105 days

150 days

	Task B.  Produce Technical Document
	

	B.1.  Document Mockups
	210 days

	B.2.  Draft Document (Initial/Revised)
	270/360 days

	B.3.  Final Document:
	

	-Final Draft
	400 days

	-Final Document for Printing
	450 days

	Task C.  Outreach Material, Primer, and Distribution Plan
	

	      C.1.  Project Fact Sheet and Presentation (Draft/Final)
	400/450 days

	      C.2.  Tri-Fold Brochure
	400/450 days

	      C.3.  Primer (Outline/Draft/Final)
	360/400/450 days

	      C.4.  Distribution Plan (Draft/Final)
	400/450 days

	Progress Reports
	Monthly

	Teleconferences
	Key Milestones

	Presentation at TMC Pooled Fund Annual Meeting
	Spring/Summer 2006

	National Videoconference/webcast
	Following 

Approval of Final 

Document

	*Number of calendar days since contract initiation.
	


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 be created in HTML, PDF, and Microsoft Word 2000 formats.  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 converted 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 references, visit the GPO E-Pub’s web site at: http://www.gpo.gov/procurement/ditsg
6. REPORTING REQUIREMENTS

In addition to the deliverables stipulated above, the contractor shall submit monthly progress reports.  Progress reports should be submitted electronically to the COTM within two weeks of the end of the reporting period, but shall be submitted no later than three weeks of the end of the reporting period.  The progress reports shall identify any substantial deviations in hours or costs from the labor and cost proposal.

The TMC Pooled Fund Study members have considerable interest in the project of this study, which they are funding. Therefore, the TOL shall be available for one-hour teleconferences and briefings that will be arranged by the COTM at key project milestones. At this briefing the 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.  In addition, the Contractor’s TOL shall attend the TMC Pooled Fund Committee Annual Meeting will be held in the spring or summer 2006 and report on the findings of the study.

The Contractor’s TOL shall also participate in a national videoconference and/or webcast to present the findings and recommendations identified in this document.  The COTM will make all of the arrangements, perform the necessary outreach, and facilitate this videoconference or webcast.  The final project and/or subject presentation for this document will provide the basis for the Contractor’s presentation.  This videoconference or webcast will occur after the final document has been submitted and approved by the COTM.

7. Procuring, Managing, and Evaluating the Performance of Contracted TMC Services: Key Topics and Issues to be Addressed in the Technical Document

The following is an initial list of issues and topics that have been identified to be addressed in the technical document developed for this project:

I. Introduction

a. Identify the purpose, goals, and vision of this document

b. Identify the intended audience of the document

c. Provide a high level discussion of the importance, benefits, and challenges that agencies face with contracting our in entirety or partially, the components of their TMC.

d. Provide an overview and description of how this document was developed.

e. Describe how TMC practitioners may be able to use this document to base on the iniquities of their particular operation. 

f. Describe the organization of the document.  Identify and provide a brief overview of each chapter and key topics covered.

II.
Overview: The Practice of Contracting out TMC Services

a. Why are TMCs contracting out services 

b. What results have been recognized

i. Positive results

ii. Results that have surfaced that cause concern for TMC Operators

III.
Procurement of Contracted Services for a TMC Operation

a. Define procurement and what should be considered before initiating this step

i. Agency support

ii. Available funding

iii. Scope of desired contracting scenario

iv. Desired results

b. Research that needs to take place prior to the procurement process taking place

i. Identification of current, like operations

ii. Identify specific equipment and/or services that meet the operation’s requirements

iii. Desired return on investment

iv. Evaluate existing resources

c. Self Evaluation research

i. Information technology systems hardware

ii. System software support

iii. System software applications

iv. Communications systems

v. Field infrastructure

vi. Operations support

d. Procurement Research

i. Processes by which to gain services (i.e. Low bid, qualifications based bid, combination of the two)

ii. Provisioning terms in the RFP/RFQ

1. Warranty agreements and guarantees

2. Invoicing terms

3. Service terms

c. Develop a comparative analysis of the options available based on the procurement parameters defined in this section

IV.
Managing a TMC’s Contracted Services

a. Describe the various management styles and what influences their application

i. Portion of entire operation that is outsourced

ii. Equipment versus personnel

iii. Response and reporting requirements

iv. Geographic coverage area

v. Maintenance requirements

vi. Contract terms

b. Recap of identical, like operators operating under the same conditions of the Ops Center at hand

c. Aspects of the operation that need to be managed and the methodologies used

i. Technology

ii. Personnel

iii. Operations Management

iv. Financial Investment and Oversight

d. Synergy matrix of the management options currently in use and available

i. What is working well within each management scenario

ii. What needs improvement within each management scenario

iii. What is absolutely not working well

V.
Evaluating the Performance of a TMC’s Contracted Services

a. Why performance metrics are an integral part of any operation and determining if the operation is being soundly maintained and efficiently producing results.

b. Types of performance metrics

i. Operational

ii. Financial

iii. Personnel and Equipment

c. Quality Assurance Auditing

d. Presenting results to audits and subsequent performance measures in the form of a matrix that over time can be used to track the progress of the contracted services 

VI.
Case Studies – This section would include a comparative analysis of several case studies researched in sections III and IV of this outline.  Discussing:

a. Their management methodology

b. The process used in procurement

c. Samples of the way their performance is evaluated

d. Short and long term benefits recognized by each TMC Operator

e. Short and long term deficiencies recognized by each TMC Operator

EVALUATION FACTORS

The following evaluation criteria will be used to evaluate the technical proposal.  Criteria are listed in descending order.  Following technical evaluation, cost will be considered prior to final selection.

Relevant Understanding of the Government's Requirements and the Nature of the Work to Be Performed 



The Government will evaluate the Offeror’s understanding of the Government's requirements including: its relative understanding of the nature of the work to be performed under each prospective task the contractor is submitting for consideration; its proposed approach; key personnel’s perspective concerning the specific task they are assigned; the relevance of non-key staff; and their understanding of the Task Order Management Process.

Qualifications of Key Personnel.  


The Government will evaluate the qualifications of the Offeror’s proposed Principal Investigator and Key Personnel on the basis of the relevancy and relative depth and breadth of their experience.

Team Staffing Capabilities.  


Relevant background and related previous experience of Other Staff for this project.

Management Approach  


The Government will evaluate the qualifications of the Offeror’s proposed management process.

Experience.  


The Government will evaluate each Offeror's experience on the basis of the relevance of that experience to the work to be performed under the prospective contract and on its depth and breadth.
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