[image: image1.png]


Department of Commerce (DOC)
National Oceanic and Atmospheric Administration (NOAA)

National Marine Sanctuary Program (NMSP)

Fiscal and Administrative Management Services 

	RFQ #105485
	Reference #NCND6000500061
	September 12, 2005



[image: image2.jpg]=§ ¢
e
NATIONAL MARINE
SANCTUARIES .,



[image: image3.jpg]Data Solutions & Technology
Incorporated



[image: image5.jpg]



Proposal 

Section I – Approach & Past Performance 
Section II – Business & Pricing
Fiscal & administrative Management Services

For

National Marine Sanctuary Program (NMSP)
RFQ105485
Submitted To:

Robert M. McNamara, Contract Specialist
National Oceanic & Atmospheric Administration
1305 East West Highway, Suite 7607

 Silver Spring, MD  20910
Submitted By:

Deborah Scott Thomas

Data Solutions & Technology Incorporated

9901 Business Parkway

Suite R

Lanham, Maryland 20706-1887

Phone: 301-583-3500

Fax: 301-583-3509

www.dstincorporated.com
[image: image6.emf]VP of Business 

Development

Executive

VP of

Corporate 

Administration

VP of

Business 

Development

VP of

Human 

Resources

VP of 

Operations

VP of

Finance

CFO

President

&

CEO

Phyllis Tyndell

NOAA

Program

Manager

VP of Business 

Development

Executive

VP of

Corporate 

Administration

VP of

Business 

Development

VP of

Human 

Resources

VP of 

Operations

VP of

Finance

CFO

President

&

CEO

Phyllis Tyndell

NOAA

Program

Manager


	CONTENTS
	PAGE

	
	


41.0
SECTION I – APPROACH & PAST PERFORMANCE

2.0
SECTION II – BUSINESS AND PRICING
13


	EXHIBITS
	PAGE


5Exhibit 1.1.  DST Organizational Chart

Exhibit 1.1.1.  DST Business Summary
5
Exhibit 1.2.  Proposed Program Manager Resume
6
Exhibit 1.3.  DST Program Management Plan
9


1.0 SECTION I – APPROACH & PAST PERFORMANCE
Data Solutions & Technology Incorporated (DST) is pleased to submit this proposal in response to Request for Quote (RFQ) number 105485 for the National Oceanic and Atmospheric Administration (NOAA) in support of the National Marine Sanctuaries Program (NMSP).       The RFP calls for Fiscal and Administrative Management Services to provide support to the NMSP in alignment with NOAA’s environmental mission goals.  Our personnel are career professionals in fiscal and administrative support activities, with a depth and breadth of knowledge, background, and experience to meet RFQ requirements and exceed NMSP service expectations.  Under a resultant contract our seasoned Program Manager, Ms. Phyllis Tyndell, will guide our best-in-class support talent using a performance-based management methodology tailored to NMSP needs.  DST will ensure that we deliver the NMSP, and in turn, NOAA, unparalleled customer service and the best-value in price.  In selecting DST, NOAA chooses an adept partner with the capability, corporate experience and past performance to lead, manage, and maintain top-notch fiscal and administrative support services for NMSP.  
1.1 Nature of the Firm
DST is a small disadvantaged, woman-owned, veteran-owned business offering over ten (10) years of Federal experience providing Administrative, Information Technology and Program Management support services to numerous Federal Agencies including the Department of Commerce (DoC), Department of Defense (DoD), Department of Energy (DoE), Department of Transportation (DoT), and the Department of Education (DoED).  Owing 100% of the stock, Ms. Deborah Scott-Thomas, President and Chief Executive Officer (CEO) is the primary shareholder.  DST is a Subchapter-S corporation. DST’s superior reputation for completing Federal contracts with the utmost quality and effectiveness has resulted in 100% repeat Agency business.  DST views NOAA as a key partner in its success and growth and looks forward to continuing this tradition.

As a small disadvantaged business, DST maintains a flat organizational structure, with the company’s five (5) Vice-Presidents (VPs) reporting directly to Ms. Thomas.  The Program Manager will act as the “single face” to NOAA, providing superior management and day-to-day oversight of NMSP fiscal and administrative services support.  Ms. Tyndell reports directly to the DST’s VP of Operations.  DST Corporate management will serve Ms. Tyndell in a reach-back capacity to ensure the excellence and timeliness of all services delivered under this contract.  A management-level organizational chart illustrating the reporting chain of command is shown in Exhibit 1.1.
Exhibit 1.1.  DST Organizational Chart


DST’s Headquarters are located at 9901 Business Parkway, Lanham, MD 20706-1887.  All corporate activities occur at Headquarters, and there are no other DST offices.  We maintain a fluid pool of top-notch fiscal, administrative, and technical personnel who are available on an immediate basis to service our customers in the Silver Spring, Maryland area.  We always look first to our existing staff in filling open positions, as our current employees are proven, well-qualified, and available at the projected start date of October 1, 2005.  Should workload warrant a significant increase in staff, DST’s reach-back capability enables us to draw on a network of carefully selected consultants who augment in-house staff to meet NMSP requirements. 
Business Summary

Exhibit 1.1.1 details DST’s business summary information.

Exhibit 1.1.1.  DST Business Summary

	
	2002 ($)
	2003 ($)
	2004 ($)

	Revenue
	6,661,843
	9,350,195
	22,285,641

	Net Income
	571,967
	1,321,844
	3,686,885

	Employees
	136
	153
	262

	Bank Name 
	Chevy Chase Bank
7501 Wisconsin Avenue, 12th Floor

Bethesda, MD  20814



	Bank POC 
	Debra R. Owen, Vice-President
Government Contractor Banking Group

240-497-7742



	Line of Credit
	$3,000,000 revolving line based on eligible government and commercial accounts receivable aged less than 90 days



	There have been absolutely no suspension or debarment actions, claims against the DoC, agency level protests with the DoC, GAO protests, or any bankruptcy actions in the last five (5) years.


1.2 Personnel
Our solution leads with career personnel in the fiscal and administrative services industry known for on-the-job excellence, bottom-up knowledge, and practical experience. Fully capable of performing at the managerial and operational levels, our personnel understand the core elements and subtle nuances of operating within the Federal Agency environment.  At the DST Corporate level, Mr. Russell Henderson, VP of Operations, is the POC with the corporate authority to commit DST.  Ms. Phyllis Tyndell, our proposed Program Manager, has over seventeen (17) years of hands-on experience in the complete spectrum of fiscal, administrative, and information technology services with Federal Agency clients.  Ms. Tyndell’s resume follows in Exhibit 1.2.  

Exhibit 1.2.  Proposed Program Manager Resume

	POSITION TITLE: Program Manager

	Name: Phyllis Tyndell
	Technical Experience:  

MS Office Suite; Master Certified Novell NetWare Engineer; Independent Certified NetWare Instructor; Microsoft Certified Trainer.

	Years of Experience:  17
	

	Core Competency Areas:
	Experience Relevant to NGB-LL RFQ:

	· Management & Coordination

· Fiscal & Administrative Support

· Automated Data Processing (ADP)
· Report Preparation

· Client Relations

· Budget Management
· Special Projects
	· Performance-focused Management 

· ISO 9001:2000 Quality-driven Processes and Procedures

· Customer Satisfaction-driven 

· Federal Experience 
· Financial Expertise
· Technical Proficiency

	Deputy Project Manager, NOAA-NESDIS,  U.S. Department of Commerce
August 2005 to Present

	Ms. Tyndell provides program management support for three NOAA sites: NOAA Headquarters, NOAA Integrated Program Office, and NOAA NESDIS Suitland.  This includes overseeing the fiscal and managerial operations for the following task areas: Network and Helpdesk support, Information Security Support, Records Management Support, VTC Support, Lab and Outreach Support, Property and Configuration Management Support, Audio Visual Support, and  CITS transition support.

	Consultant, U.S. Census Bureau and Maryland Department of Transportation
April 2004 to August 2005

	Present Position Description:

Ms. Tyndell provides fiscal and administrative support at the managerial and operational level.  She created reports, presentations, briefings and proposals.  Ms. Tyndell created meeting minutes, collecting and tracking follow-up activities as required; coordinated travel; processed expense reports; and maintained an up-to-date member/sponsor database.  

	Executive Director, Covenant Full Potential Development Center


June 2002 to March 2004

	Position Description:

Ms. Tyndell’s responsibilities included daily operations, fiscal planning and oversight, grants management, fund development, proposal writing, strategic planning, client relations and marketing for a community-based organization with a staff of fifteen (15) employees and an annual budget of $800,000.

	Consultant, June 2001 to May 2002

	Position Description:

Ms. Tyndell provided funds development, administrative, technical and marketing support and proposal writing for various clients.

	Special Projects Manager, OAO Corporation
January 2000 to May 2001

	Position Description:

As Special Projects Manager, Ms. Tyndell was responsible for project management, technical support and proposal support for existing and potential OAO clients. Her responsibilities included proposal management, technical/proposal writing, senior technical support, executive briefings, contract management, client relations, on-going process improvement, and the monitoring of performance metrics.  Engagements included The World Bank, International Monetary Fund, Prince George’s County Maryland Government, District of Columbia Office of the Chief Technology Officer, Metropolitan Police Department, and the U.S. Army (Pentagon).

	Network Services Manager, SAIC/ABSS 

September 1999 to November 1999

	Position Description:

Ms. Tyndell developed and implemented the SAIC Y2K network and telecommunications inventory/compliance assessment for the Maryland State Department of Health and Mental Hygiene (DHMH).  This included a field assessment of Y2K readiness, written inventory and compliance measures for over eighty (80) DHMH sites in the State of Maryland.

	Project Manager, OAO Corporation

January 1998 to August 1999

	Position Description:

Ms. Tyndell was responsible for project management, budgeting and personnel supervision for the data processing/facilities maintenance contract for Prince George’s County, Maryland.  This included Group management for the following five (5) technical service groups: User Support Services (Help Desk), PC and LAN Technical Support, End-user Training, Field Engineering, and Cable Installation.  Ms. Tyndell successfully managed a staff of thirty-two (32) technicians and four (4) managers supporting numerous concurrent projects throughout the County.

	Senior Network Management Consultant, OAO Corporation

June 1988 to December 1997

	Position Description:

Ms. Tyndell was responsible for new business development, proposal writing, project management, budgeting and personnel. Clients include US Telephone Association; Department of Defense, US Army; FBI; Howard County Community College; 1992 Democratic National Convention; and the DC Dept of Public Works.

	Education:  

Certified Project Manager, (OAO University), November 2000

B.A. Industrial Psychology, George Washington University, 1986

	Rationale for choosing the individual as Project Manager:

	Ms. Tyndell is a performance-oriented Project Manager with a consistent history in leading fiscal, administrative, and technical services for the Federal government.  She possesses strong planning and coordination skills, and her practical experience enables her to understand the nuances related to performing Agency services.  Ms. Tyndell is goal and process-oriented in the full scope of aligning quality work with an organization’s core mission. She is a superb communicator who knows how to handle staff payroll and is budget-aware. Her level of experience and expertise will free the NMSP to focus on meeting core mission objectives.


1.3 Technical and Management Approach

Our proposed Program Manager, Ms. Tyndell, will be the single point of contact to NOAA daily, providing day-to-day oversight of fiscal and administrative services in support of the NMSP.  Ms. Tyndell’s proven knowledge of project management for fiscal, administrative, and technical services for both federal and local government, as well as private non-profit foundations, offers NOAA a solid source of expertise.  As a certified project manager, Ms. Tyndell’s approach to tasks is highly organized, methodical and process oriented.  Her technical skills in Microsoft Word, Excel, Access, Project 2000, and PowerPoint enable preparation of complex diagrams, tables, charts, flowcharts, reports, and presentations that will accurately depict the unique NMSP environment.  Ms. Tyndell, having over ten (10) years experience as a technical trainer, is an effective communicator in conveying her observations and recommendations in a variety of forums.  Having also served as the Executive Director of a local non-profit organization, Ms. Tyndell possesses both the skill and passion to understand NOAA’s organizational mission and the importance of developing the right resources in support of that mission. 
Ms. Tyndell offers the NMSP a wealth of fiscal and administrative industry expertise in areas such as budget administration, employee staffing, targeted training on the handling of sensitive information, employing quality standards, performance measurement.  She will provide hands-on superior contract management, a high-productivity Team, and excellence in customer relations to meet or exceed NOAA expectations.  DST, from our vast pool of best-in-class fiscal and administrative professionals, will select and allocate the necessary resources to fulfill the staffing needs of the NMSP.  Ms. Tyndell primary responsibility is to ensure the quality and on-time delivery of all services delivered under this contract.  The Project Management Institute’s (PMI) framework for the management of projects, a process-driven performance methodology based upon ISO-9001:2000 quality management, MS Project for project scheduling and MS Word for documentation will be the key tools used by the Program Manager to manage the contract.  
Exhibit 1.3.  DST Program Management Plan
	Service Element
	DST 

Management Objective
	Action Items

	Seamless Start-Up 
	Achieve complete staffing before Start-Up
	Review proposed staffing with COTR prior to Start-Up

	DST Management 
	Develop specific SOPs in alignment  with NMSP mission objectives
	Discuss and review of SOPs with COTR

	Reporting
	Delivery of accurate and timely project reports as required 
	Review all reports with COTR 

	Experienced Staff
	Guarantee of full staffing daily
	Monitor staff attendance and performance

	Performance Measurement
	Timely, accurate, outstanding deliverables 
	Submit and review all status and monthly progress reports by the 15th of each month to COTR 

	Quality Assurance
	Quality Control (QC) Plan Implementation
	Employ preventive and corrective QC actions

	Continuous Risk Management Plan
	Risk Management Plan is in place at Start-Up and program risks are adequately identified, assessed, and mitigated
	Review Continuous Risk Management plan with COTR at Start-Up

	Accuracy
	Ensure accuracy across specific work and adherence to the QCP Self-Inspection process
	Periodic, random quality  checks by Program Manager

	Proactiveness
	Becomes familiarized with NMSP workload peaks and lows
	Program Manager routinely monitors monthly trends

	Detail-Orientation
	Continuous cross-training
	Reduces errors and prevents stagnation

	Customer Service
	Tasks are performed in a polite, helpful spirit of cooperation and service
	Ensure responsiveness to customer inquiries


1.4 Past Performance

As premier providers of Federal fiscal and administrative support services, DST is poised to provide top-notch talent, backed by a depth and breadth of corporate experience that will meet or exceed NOAA’s performance requirements.  As required by the RFQ, DST sent Past Performance Questionnaires to five of our points-of-contact (POCs) for contracts within the last three (3) years that best illustrate our capabilities.  Our POCs were instructed to forward the Past Performance Questionnaires directly to NOAA.  Please contact us in the event they are not received. Past Performance profiles for the five (5) requested projects are shown on the following pages. 
	United States National Oceanic and Atmospheric Administration  (NOAA)

NESDIS – Help Desk Operations

	Address


	DOC/NOAA/NESDIS

E/OSD3, FOB04, Room 3301-J
5200 Auth Road

Suitland, MD 20746-4304
	Phone Number
	(301) 457-5185  

	
	
	Fax Number
	(301) 457-5722            

	
	
	POC
	Gary Knebel

	
	
	E-mail
	Gary.Knebel @noaa.gov

	Period of Performance
	9/16/04 to 9/15/09
	Total Value/
SIN-Related 
	$10 million/$10 million 

	Contract #   
	GS35F0008L

	DST provides computer hardware, software and user support as a Help Desk Operation for the Integrated Program Office of NESDIS.  We support the IT needs of desktop PC’s, servers, printers, and other ADP related devices.  DST sustains NOAA-specific applications and standard Microsoft application suites.  We provide LAN maintenance, network support and systems analyses.  DST manages the IPO’s interfaces with the outside servers, switches, and hubs.  Network support activities include network administration, network engineering, network connectivity, technology assessments, performance monitoring, hardware support, software support, communications equipment, programming, documentation, analysis, and end-user training.  DST has a working relationship with the NOAA Network Operations Center (NOC).  Our responsibility is to report and update the NOC engineers on IPO IT infrastructure (physical and logical) changes, updates, and problems. DST provides telecommunications network engineering analysis, recommendations, installations, and configurations for network devices connected to the NOAA FDDI backbone. 


	United States National Oceanic and Atmospheric Administration  (NOAA)

Technical, Training, and Travel Support

	Address


	DOC/NOAA

Office of National Geodetic Survey

1315 East-West HWY.,

SSMC-3 RM 8657

Silver Spring, MD 20910
	Phone Number
	(301)713-0820 ext 131

	
	
	Fax Number
	(301)713-0806             

	
	
	POC
	Linda Brainard

	
	
	E-mail
	Linda.D.Brainard @noaa.gov

	Period of Performance
	10/1/01 to 9/30/06
	Total Value/
SIN-Related 
	$1.5 million/$1.5 million 

	Contract #   
	40-AANC-1-A8150

	Provide administrative services support including telephone answering services; correspondence preparation; travel arrangements; report preparation; presentations; data entry; photocopy; and faxing.  Schedule meetings, conferences and related events for office staff.  Achieved a 100% error rate due to performance-based processing controls.  Quality methodology was based on ISO 9001:2000 industry best practices.  DST performed within projected costs and the project schedule.  There were no problems encountered.  The size and scope are similar to NOAA, as we provided payroll services for a similar Agency in DOE.


	United States Department of Energy (DOE)



Payroll Services

	Address


	U.S. Department of Energy

Office of Headquarters Procurement Services

1000 Independence Ave., SW

Washington, DC 20585
	Phone Number
	(202)287-1463

	
	
	Fax Number
	(202)287-1457

	
	
	POC
	Craig Frame

	
	
	E-mail
	Craig.Frame@hq.doe.gov

	Period of Performance
	12/28/97 to 12/27/05
	Total Value/
SIN-Related 
	$2.3 million/$2.3 million

	Contract #   
	DE-AC01-02ME02100

	Perform total payroll services focusing on accurate and timely issuance of paychecks.  Payroll functions include interpretation and application of regulations on withholdings and other salary related matters; tax reporting; issuance of W-2 forms; development and delivery of training programs for system rollouts and ongoing training.  Achieve a 100% error rate due to performance-based processing controls.  Quality methodology is based on ISO 9001:2000 industry best practices.  DST performs within budget parameters and meets project schedule milestones.  There are no problems encountered.  The size and scope are similar to NOAA, as we provide payroll services for a similar Agency in DOE.


	United States Department of Energy (DOE)

Administrative & Technical Support Services

	Address


	U.S. Department of Energy

Office of Headquarters Procurement Services

1000 Independence Ave., SW

Washington, DC 20585
	Phone Number
	(202)287-1463

	
	
	Fax Number
	(202)287-1457

	
	
	POC
	Craig Frame

	
	
	E-mail
	Craig.Frame@hq.doe.gov

	Period of Performance
	3/1/02 to 2/28/05
	Total Value/
SIN-Related 
	$1.4 million/$1.4 million 

	Contract #   
	DE-AC01-02AD00188

	DST provided a full range of adminstrative support services, at both managerial and operational levels, for the DOE from answering phones and filing through correspondence, travel administration, and schedule coordination.  Achieved a 100% error rate due to performance-based processing controls.  Quality methodology was based on ISO 9001:2000 industry best practices.  DST performed within projected costs and the project schedule.  There were no problems encountered.  The size and scope are similar to NOAA, as we provided payroll services for a similar Agency in DOE.


	United States Department of Energy (DOE)

MASS II – Administrative Office Support

	Address


	U.S. Department of Energy

Office of Headquarters Procurement Services

1000 Independence Ave., SW

Washington, DC 20585
	Phone Number
	(301)903-0263

	
	
	Fax Number
	(301)903-3140

	
	
	POC
	Barbara Griffin

	
	
	E-mail
	Barbara.Griffin@hq.doe.gov

	Period of Performance
	3/1/99 to 2/29/07
	Total Value/
SIN-Related 
	$1.4 million/$1.4 million 

	Contract #   
	DE-AC01-02AD00188

	Provide administrative services support including telephone answering services; correspondence preparation; travel arrangements; report preparation; presentations; data entry; photocopy; and faxing.  Schedule meetings, conferences and related events for office staff.  Achieved a 100% error rate due to performance-based processing controls.  Quality methodology was based on ISO 9001:2000 industry best practices.  DST performed within projected costs and the project schedule.  There were no problems encountered.  The size and scope are similar to NOAA, as we provided payroll services for a similar Agency in DOE.


2.0 SECTION II – BUSINESS AND PRICING
2.1 Business

DST has the capability and intention, both technically and financially, to be fully responsive to the requirements as detailed in the Performance Statement of Work (SOW). We priced this proposal in a responsible manner by recognizing that the lowest price does not always provide the best value to the government and can be full of performance risk for both parties. As such, DST is utilizing labor rates that are realistic and representative of the current labor market rates.  Our costs are based on using highly qualified staff to perform the work under the contract and retaining these individuals throughout the life of the contract to ensure that the experience and knowledge gained in the performance of work remains with the project team. 

Data Solutions & Technology provides its employees with a comprehensive and competitive range of fringe benefits.  In addition to the required standard payroll taxes and workers compensation insurance, DST provides 10 holidays, matching those of the Federal Government.  In addition to holiday leave, DST provides annual leave, ranging from two to four weeks based on longevity; and sick leave, accrued at the rate of one week each year.  Additional components of the Fringe Benefits Pool include health, vision and dental insurance, of which the employees contribute a portion; life, accidental death and dismemberment, and short and long term disability insurance, which are employer-paid; 401(k) plan matching contributions, with the ability to make discretionary employer profit sharing contributions; and a tuition reimbursement program.  Fringe Benefit costs are allocated on Labor costs other than Fringe labor (vacation, holiday and sick leave).

DST supports its business operations, and performs its financial and government contracts accounting, using the PROCAS government contracting accounting software package on a local server network.  This Windows-based package provides detailed contract cost accounting for all forms of contracts, as well as indirect cost pool expenses and rate measurement.    Additionally, it supports government contract cost identification and segregation in accordance with Federal Procurement Regulations.  DST is audited each fiscal year, which runs January 1 through December 31, by an independent CPA firm.  

DST is confident that the addition of this contract will have neither a detrimental impact on its ability to perform as required on this contract, nor on its highly professional performance on the balance of its existing contracts. 

2.2 Price

DST’s  MAS MOBIS Schedule 874-1 Contract Number is GS-10F-0352L.  The prices and labor categories provided are taken directly from our rate schedule.  Our proposed labor rates are discounted at a rate ranging from five to seven percent. 

	LABOR CATEGORIES
	PROPOSED LABOR CATEGORIES

	Staff
	Administrative Specialist IV

	Manager
	Program Manager III

	Senior Staff 
	Project Manager I

	Administrative
	Administrative Specialist III


	PRICING

	Category
	Hours
	Rate/Hour
	Total

	Administrative Specialist IV
	151,340
	$37.49
	$5,673,736.60

	Program Manager III
	940
	$98.84
	$92,909.60

	Project Manager I
	9400
	$42.61
	$400,534.00

	Administrative Specialist III
	940
	$34.08
	$32,035.20

	Subtotal
	162,620
	
	$6,199,215.40

	Travel
	
	
	$600,000

	G&A on Travel
	
	
	$73,500

	Total
	
	
	$6,872,715.40


DST will use a markup fee of 12.25 percent on other direct costs.








































































�








�











�















































	Page: 10
Use or disclosure of the information on this page is subject to the restriction on the title page of this document.



