Task Order Management

Upon contract award, the Program Manager and Project Manager will assemble the task order team and begin meeting with the COR, Task Monitor and NMIMC representatives to work out the details of delivering the proposed support. The Project Manager is responsible for the execution of the project. The Project Manager will schedule the work, supervises all task activities, interface on a day-to-day basis with the customer, insure the quality of all products and services delivered, provide periodic cost and technical progress reports to the Program Manager and the Government, and proactively identify any potential issues that may require Program Manager or senior management attention. The Project Manager is responsible for delivering consistent high-quality performance and providing timely, accurate, and responsive products to the customer. The Bay Tech Team’s Project Manager will work closely with NMIMC to clearly define task objectives, schedules and products, fully convey resulting actions to the performing professional information technology staff, and supervise task performance and results. Empowered, fully engaged, and supported by the Program Manager and higher management, the Project Manager can quickly revise or restructure task plans to meet revised or accelerated customer requirements, always within the direction of the government contracts officer.

The Project Manager also monitors the task order for technical cost and schedule performance, and produces the required monthly technical, financial and management reports.  The Project Manager will balance resources among the various task orders to insure that all requirements are met effectively. For example, the Project Manager will coordinate the schedule and availability of personnel with key skills that are required only at specific times on the task order. The Program Manager will also assist in dealing with new requirements, system upgrades and resource issues. The Bay Technologies Corporate office personnel will provide budget, administrative and acquisition support.
Service Quality Assurance (QA)

Bay Technologies’ Management Plan provides procedures for Quality Control, beginning with individuals accepting the responsibility to produce the best product possible. Bay Technologies’ task leaders will perform formal reviews to ensure standards are met.  

The Bay Technologies’ Team Quality Assurance system is implemented through a number of practices. One is the use of regular, weekly staff meetings. At these meetings, one of the agenda items is “opportunities for quality improvement”, which solicits suggestions for those incremental and continuous improvements that yield superior quality. Other actions that maintain and improve quality are peer and program manager review so that all potential technical, programmatic, management and logistical issues are properly addressed.

Bay Technologies’ plan encompasses the essential elements to be effective: organization, responsibilities, resources, and standards for measuring the effectiveness of our activities. The plan also includes the activities, schedules, and procedures associated with quality control, including technical reviews, audits, structured walkthroughs, and editorial reviews.  

Issue Resolution

The Bay Technologies Team has been structured in such a way as to afford  management an opportunity to get involved and provide the resources and/or guidance necessary to resolve all issues.  The Bay Technologies Team has a process to resolve any issue at the lowest possible level while providing for senior corporate attention if required. The Project Manager will be the first person to address a potential issue. The Project Manager is empowered to resolve technical, deliverable, cost and schedule issues within the scope of the task order. The Program Manager will address any issues with in the scope of the contract if the Project Manager is unable resolve the issue satisfactorily. The Bay Technologies Program Manager has immediate access to the senior management within each subcontractor organization and can convene issue resolution meetings.  These meetings will be used to work with government representatives to resolve the issue. If the Program Manager cannot resolve an issue to the satisfaction of the government, Ms. Rice, Bay Technologies Chief Executive Officer, can be called upon to provide yet higher-level management resolution.  

Deliverables Procedures

Bay Technologies will systematically employ two levels of routine product review: peer and Project Manager. A typical peer review involves another information technology professional, working the same task or in similar disciplines, to review a draft product for quality, accuracy and completeness. A skilled technical writer may also be used to review and edit key documents. The Project Manager will then review the product, direct any appropriate modifications, and sign-off for delivery. A unique delivery letter associated with each deliverable document will confirm completion of the review process, delivery to the customer, and support subsequent tracking and archiving. 

To supplement peer and Project Manager’s reviews, the Program Manager will perform periodic spot checks on delivered products to confirm that quality standards are being met. If any changes are required, the Project Manager will implement changes for individual products and will initiate proper measures in the deliverable development processes to correct any systematic deficiencies. This comprehensive, multi-level review process assures that all products are complete, meet or surpass customer expectations, and are delivered in a responsive and timely manner.

Standardization and Productivity

Bay Technologies will prepare and deliver documentation in a timely manner and in the required format. The Team will store, retrieve, and reproduce materials to ensure comprehensive analyses of Government documentation.  Bay Technologies has standardized and streamlined its administrative procedures wherever possible to reduce the impact of administrative burdens on productivity. Bay Technologies will apply these processes to the DSS project in concert with the Government’s overall requirements.

Cost and Labor Controls

Proven, tested and accepted quality and cost control programs are in place to ensure delivery of high quality, on time support within budgetary constraints.  Bay Technologies has a formal, efficient, government-approved cost control and reporting system.  The Bay Technologies system provides detailed hour, cost, and work status information to the Program Manager and Project Manager.  (See Figure 3)
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Figure 3 Example of Status Information

A detailed schedule will prepared, delineating planned expenditure by government-specified labor categories on a task-by-task basis.  Actual hours worked by individuals will be entered into the work order system from time cards filled out daily by each employee.  The work order system generates monthly reports, broken down by task (or subtask) and personnel labor category.  This system also provides detailed hour and cost summaries reported directly to the Bay Technologies Program Manager. This system allows the Bay Technologies management team to identify adverse hour and cost trends before they become a problem so the program manager can rapidly formulate and implement a solution. 

