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Introduction
Operations & Technology, Incorporated (OTI) is pleased to submit this Sources Sought response to Solicitation Number NIHOD2008044 for the National Institutes of Health (NIH) Conference and Administrative Travel Services.  The Sources Sought calls for all necessary labor, materials, and facilities to provide domestic and international travel, meetings and conference management services, and administrative support.  Support will include:  arranging for domestic and foreign travel, escort services, logistical support for meetings, the writing and production of reports/documents, distribution of conference materials, translation and preparation of program documents, varied assistance at workshops and conferences, allowances for participants, and administrative support.

Related events include, but are not limited to:
· Conferences

· Workshops

· Symposiums

· Focus Groups

· Special Handling of Research Materials

We understand that some more detailed quantification of these tasks may be determined at the time of the solicitation/RFP.

OTI and our teaming partner Data Solutions & Technology Incorporated (DST) offer a depth and breadth of knowledge, background, and experience to meet NIH requirements and exceed performance expectations.  We bring best-in-class core-competencies in Administrative and Travel, Conference Management, and Language Support areas to the NIH requirement. These skill-sets, supported by highly efficient program management and personnel management systems and staff, will enable NIH to focus on meeting core mission objectives.  We understand the demanding conference and meeting environment and are currently performing on conferencing management and administrative support contracts with the Department of Transportation, Office of Naval Research, Defense Information Agency, and the Department of Energy; a language translation services contract for the Defense Institute of International Legal Studies; travel services for the Federal Highway Administration; and formerly performed travel services for the Centers for Disease Control.

We view NIH as a key business partner in our continued success and growth, and look forward to growing an extraordinary, collaborative working relationship with NIH staff that will greatly enhance the ability to meet operational goals.  NIH can be assured of the highest levels of quality and security in the performance of task requirements from Team OTI.
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Operations & Technology, Incorporated (OTI) is a Service-Disabled, Veteran-Owned Small Business (SDVOSB) with primary operations in the Washington, DC metropolitan area and secondary operations near Maxwell AFB, AL. At OTI we take the time to understand our customers and their needs. Our well qualified and experienced personnel incorporate this understanding, and match the right person with the customer task to ensure their success. OTI will leverage the knowledge base of the founder and employees to provide the best services and customer support possible. We are committed to attracting the best and brightest to our team in order to provide for our customers’ satisfaction. OTI has the ability to provide professional and management support services to include:

· Program Management

· Management Support Services

· Administrative and Financial Services

· Configuration/Data Management

· Change Management

· IT Services

· Logistics and Operations Support Services

· Suspense Tracking

· Language Support Services

· Professional Facilitation Services

[image: image3.png]Innovative Technolo, <
at your Fingertips



Data Solutions & Technology Incorporated (DST) is a woman-owned, veteran-owned, minority-owned business offering 13 years of Federal experience providing Management, Logistics, Administrative, Information Technology, and Program Management support services to numerous Federal Agencies including the Health and Human Services Centers for Disease Control, General Services Administration, Department of Defense, US Army, US Navy, US Marine Corps, Defense Logistics Agency, Defense Intelligence Agency, Department of Energy, Department of Transportation, Department of Commerce NOAA, Social Security Administration, Department of Education, and the Environmental Protection Agency.  Our repeatable processes and experienced staff, Quality Management System, ISO 9001:2000 certified procedures, and dedication to customer satisfaction have allowed us to perform with the highest rate of success.  DST’s superior reputation for completing Federal contracts with the utmost quality and effectiveness has resulted in 100% repeat Agency business over our lifetime.  Our facility is Top Secret Cleared.  Our in-house FSO will maintain all NIH security policies and procedures for the life of the contract.

We believe our employees are the best and they deliver.  Team OTI delivers for them as well, leading to a 93% retention rate, which is among the best in the business.

We achieve our goals through understanding and achieving the goals of the customer.  We accomplish this by studying and understanding the customer task environment and designing an approach and corporate business model that promotes a challenging, professional environment to deliver emerging solutions on the vanguard of the task-related communities of interest.  Our commitment to our customers’ success is our success.  The best marketing tool for our new business growth is the work we do and have done for our customers.

Team OTI maintains a pool of career professionals who are subject matter experts in all phases of conference management and logistics, and administrative support services.  Team OTI offers the NIH uniquely qualified personnel with a depth and breadth of corporate knowledge, background, and experience to meet NIH requirements and exceed the conference and administrative service expectations.

Team OTI is capable of accomplishing the tasks described in the Sources Sought on-time and at a realistic cost, assuring the best value to the NIH.  Our combined knowledge base and the experience of our professional staff and leadership, gained through extensive government contracting experience, will be leveraged to meet and exceed NIH requirements.  We understand that the successful accomplishment of NIH public health and research objectives is a complex and vitally important endeavor.  Effective support of conferences, meetings, symposiums, and focus groups is integral to the transfer and development of knowledge throughout the scientific community and for the success of the NIH mission.
2
Statement of Capability
Team OTI experience and capability in Conference Management and Logistics, Administrative, Travel, Language, and Operations is clearly presented by our current and past performance in Section 3 Example Performance Experience.  NIH may be assured of our ability to provide service excellence and capability to the NIH.  
Our approach incorporates our understanding that demands upon the NIH are growing and that the required Conference, Administrative, and Travel support functions must operate seamlessly with the overall operations of the NIH.  Additionally, new processes, and methodologies must be continuously identified to offer greater efficiency and more flexible response capability to allow the NIH to meet this increase demand.
  
Team OTI must be able to operate creatively, assisting NIH in meeting the collaborative requirements to share research and knowledge both domestically and internationally.  Our ability to understand where to identify efficiencies in operational support functions and how to apply them will stem from our experience developing similar programs at the Centers for Disease Control, Office of Naval Research, Defense Institute of International Legal Studies, Department of Transportation Federal Highway Administration, and the Department of Energy.  Functions performed in these examples are conference management and logistics, administrative and secretarial; travel scheduling and management, records and file management, translation of documents and presentation materials, financial analysis; publications development; report generation and database management.

2.1 Approach

Team OTI focuses on a customer-centric approach when planning and implementing the details of conferences and meetings for our clients. We incorporate standard proven processes and tailor them to meet the special needs of each conference or travel requirement.
Team OTI brings solid corporate and personnel talent to compete for this requirement.  Based on our extensive Federal experience, we know the importance of employing the right people, along with the right knowledge and skills, to surpass NIH service expectations.  We will develop a customized approach based upon current NIH scientific conference and administrative support operations and the techniques that our best practices can contribute to our solution.  Team OTI offers NIH the best conference management and logistics, administrative and operational support, travel services experience, and language support at the highest managerial and operational levels.  This will enable NIH management to focus on meeting core mission objectives.  We understand the vital role that domestic and international scientific knowledge sharing plays within the overall scope of the NIH, and the criticality and importance of ensuring that all aspects of conferencing and travel requirements are carried out with accuracy, organization, and finesse.
Our Team OTI approach will provide comprehensive support benefits to the NIH as summarized in Exhibit 1. 

	Approach
	Benefit to NIH

	Single Point of Contact: Team OTI Program Manager is the Single Point of Contact for all NIH issues, regardless of the task
	· No question for NIH as to who to contact for support issues

· PM has ownership of support services and is responsive to NIH

	High Corporate Visibility of NIH Support: The NIH Support organization reports directly to the Program Manager who reports directly to the OTI President & CEO
	· Access to corporate resources

· Immediate rapid executive management response to project needs

· Rapid support from corporate operations staff

	Flat Project Organization: Reduced layers of management and staff
	· No bureaucracy

· No ‘Red Tape”

· Technical, cost, and scheduling efficiencies

	Senior Management Reviews: Team OTI will review NIH Support status quarterly, the PM being responsible. The PM will review NIH support status quarterly with OTI President & CEO
	· Accurate Project Status Reporting

· Increased corporate responsiveness

· External review by management ensures client satisfaction and technical quality


Exhibit 1:  Team OTI approach to task completion is flexible and agile
2.2 Management and Organization
Team OTI utilizes a customer-centric, flat program management and communication structure which guarantees our clients will receive responsive management and support, corporate flexibility, and agile decision-making for their support requirement.  Our structure takes into account the importance of the NIH mission and its fast-paced ever-changing environment.  Our extensive experience managing and reporting on a wide variety of Federal Agencies and installations has allowed us to identify and integrate best industry practices, processes, and management structures into the way we do business.  Our Team experience in applying repeatable and documented business processes and techniques to over 100 contract engagements ensures achievement of NIH conferencing, travel and administrative performance objectives in a timely and cost effective manner.
The principal features of our approach are described below:

Program Manager and Workforce. Team OTI support capabilities are grounded upon providing a highly-qualified and experienced Program Manager operating in a structure that authorizes and enables him or her to take all actions necessary to act on behalf of Team OTI.  This ensures Team OTI contract compliance, responsiveness, and timely execution.  Our staff will be led by Mr. Oatice Thomas, President & CEO of OTI, who has experience as a military officer, senior business executive, and has over 30 years of experience in overseeing the successful execution of government contracts.  Mr. Thomas will ensure we respond promptly to the NIH with the best qualified and most cost-effective resources from Team OTI.

A forward leaning, proactive approach to contract execution.  Team OTI begins identifying current employees and recruiting, screening, and evaluating potential employees ahead of the contract award.  We put in place a preliminary startup plan; and are ready with our standard employees and contract management processes the moment a new contract starts.
A lean, flat, and flexible organizational structure for program management and administration.  Team OTI will use an organizational structure tailored to the responsive needs of NIH.  The approach offered is based on successful approaches used by Team OTI in support of our current customers.  Team OTI will continue to utilize this flat organizational structure to allow speedy reach-back to corporate resources as necessary to support the contract effort and allowing the Program Manager to address emerging NIH needs.

Effective organization for communications and coordination. The Team OTI approach to managing NIH requirements will be based upon clear lines of communication between all critical points of NIH and Team OTI organizational structures.  This approach ensures that the Program Manager and on-site conference, administrative, and travel personnel can draw on corporate resources for support while maintaining a day-to-day relationship with the appropriate counterparts at NIH.  This has proven to be the key to success in a variety of contracts where Team OTI members have provided support to customers and were required to respond quickly with the right mix of skills and experience.

Use of standardized practices. Team OTI adheres to well-recognized industry standard practices such as: lean management structure; thorough planning; on-going customer communications; attention to detail in execution; effective management controls and accountability; on-going processes for risk management and mitigation; continuous feedback; and process improvement.  Our approach has consistently resulted in securing for our customers highly qualified and motivated personnel with the specific sets of skills and abilities within the time standards set by our customers, and supported with mature, process-oriented management.

Team OTI is the low risk solution to NIH needs.  Our management approach assures successful contract performance with the lowest possible risk because the broad-based experience of our staff enables us to anticipate and mitigate risks normally associated with hectic travel, meeting, administrative operations, and conference schedules.  Team OTI is ready to ramp-up quickly, plan for, and be prepared to provide back up resources on short notice to deal with unscheduled absences and potential staffing shortages.  Additionally, we are ready to leverage the depth and breadth of all Team OTI staff members to provide the best resources to address NIH requirements.
2.3 Personnel Qualifications

Team OTI regularly maintains a pool of personnel of the highest professional caliber who know how to lead, manage, and execute rigorous programs directly relevant to the NIH Conferencing, Administrative, and Travel requirements.  We maintain in-house recruiters and a vigorous Human Resources staff to ensure our ability to rapidly identify and on-board the appropriately qualified staff as required.  Our employees are industry subject matter experts in the entire scope of work outlined in the Sources Sought notice.  Team OTI will ensure that NIH internal scientific, operational, travel, and conference related information and materials are managed, appropriately distributed, and protected with the best level of technique and methodology that the industry has to offer.  The primary focus of our personnel will be on fulfillment of the conferencing, administrative, and travel requirements to exceed service expectations.  NIH can be confident that, through Team OTI personnel wealth of Federal knowledge and bottom-up experience in all the requested areas, tasks will be managed and executed based on ISO 9001:2000 industry practices.  We will act as a finely-honed operation to provide support services that will blend seamlessly within the NIH organizational environment.  Known for our “big business capability with small business customer service,” Team OTI is also poised to meet and exceed NIH service expectations for future contracts.  Exhibit 2 below illustrates some typical core strengths of Team OTI staff in conferencing, administrative, and travel practice areas.
	Team OTI Typical Staff Core Strengths Related to NIH Requirements

	World-Class Corporate Conference Management, Administrative, Travel Acumen

	Extensive Experience with appropriate software and practices

	Leverage Current Conference Management, Administrative, and Travel Contracts Best Practice Expertise

	ISO 9001:2000 Industry Best Practices and Processes

	Comprehensive OTI  and DST Policy, Procedures and Quality Management System Education and Training

	Customer Recognized Courteous, Effective Conference, Administrative, Travel, and Logistics  Management personnel on staff

	Ten (10) years Average Experience for Managerial Roles

	Five (5) years Average Experience for Operational Roles

	Three (3) years Average Experience for Support Roles


Exhibit 2:  Team OTI Core Strengths in Conference Management, Administration, Travel, and Logistics allow for quick contract start-up and operation
2.4 Performance Evaluation and Quality Control

Team OTI will follow a Customer Relationship Management policy that is based on continually overseeing customer satisfaction and ensuring outstanding performance.  Our references and contacts in Section 3 Example Performance Experience of this response can attest to our quality focus and constant evaluation and monitoring of performance indicators.
Our approach to contract execution incorporates performance measurement, evaluation, continuous feedback, and performance improvement.  During the contract startup phase, we will establish goals with the NIH CO, COR, or assigned NIH contract representative to measure the performance of our on-site staff and of our overall contract performance.  We will base these goals on our understanding that the Government will evaluate our performance on a random basis for items such as:  completeness, accuracy, effectiveness, timeliness, and communication.  To ensure NIH satisfaction and efficient contract execution, Team OTI also adheres to a formal corporate Quality Management System, ISO9001:2000 measured practices and other well-recognized industry best management processes.
3
Example Performance Experience
Team OTI has the right experience and people needed to support conferencing, administrative, travel and language tasks with 100% success for the NIH.  Our deep resume of support experience for Federal agencies, very similar to that anticipated by this Sources Sought notice, validates our ability to successfully support the NIH effort.

Critical deliverables on any contract are qualified staff performance and effective management of this staff.  Our clients seek an industry partner who can provide conference, administrative, and travel program support in a cost and time effective manner.  Specifically, individuals (backed by a strong organization) who can creatively solve project execution challenges while ensuring compliance with contractual and budget strictures; and who have the resources, processes and culture to identify, recruit, and retain specialized talent, as needed, to meet any current or future requirements.  These requirements can only be met with operational concepts based on a formal quality methodology and successful employee and program management.  We have these characteristics imbedded within our corporate structure and employee performance mandates.
Our customer references and the citations included below provide examples of contracts Team OTI has successfully executed using the same support approach we will apply to NIH requirements. 

We recognize there may be changing customer priorities and requirements for flexibility.  Because of our experience executing programs of similar scope, requirements and complexity, we will be able to address the requirements and priorities of the NIH.  The following pages reference examples of our conferencing, travel, administrative, and language work to include:

· Centers for Disease Control
· Defense Institute of International Legal Studies
· Defense Intelligence Agency

· Department of Transportation Federal Highway Administration
· Department of Energy
· Office of Naval Research
We are poised to provide top-notch talent, backed by a depth and breadth of corporate experience to meet and exceed NIH expectations.

3.1
Centers for Disease Control and Prevention, Travel
	Data Solutions & Technology Incorporated

Health and Human Services

	Organization
	Centers for Disease Control and Prevention (CDC)

	Contract Name
	Direct Travel Assistance

	Address
	 2920 Brandywine Road

 Atlanta, GA 30341

	Contract Number
	200-2003-F-03271

	Contract Type
	Firm Fixed / Time & Materials

	Contract Value
	$252,000.00

	Period of Performance
	September 15, 2003 – September 14, 2005

	Primary Point of Contact
	Carla Harper, Contracting Officer

(770) 488-2439, charper1@cdc.gov

	Relevant Experience
	For CDC, DST provided travel support to include system-level administration for the CDC travel system. We administered CDC’s Travel System (TS) for more than 1,500 user accounts. Our work included three travel processes: 1) authorization, 2) reservation and 3) voucher filing. The system was web-based, paperless, and used PKI certificates to digitally sign documents. We managed and performed all process for the travel desk. This included generating travel authorizations, making reservations, and routing requests for approval. When the trip was complete, we assisted travelers with creating their voucher from the data already stored in the system. We were responsible for electronically routing final vouchers for approval. In addition, we monitored electronic funds transferred from Treasury to the traveler's bank account. DST developed performance metrics for a travel event life cycle (request, authorization, reservation, voucher, repayment). We developed travel statistics for financial analyses of travel budgets and expenditures. DST was also responsible for performing financial analyses of travel budgets and expenditures, and reporting on metrics monthly. DST used MS Project to develop electronic logs and checklists for work schedules, cross-training, work assignments, and task status. We maintained the CDC Travel Desk Procedures Manual and the CDC travel policy documents and trained personnel on CDC travel regulations. We provided general front office type support to include administrative, filing, and clerical. The PM developed performance metrics and provided reports to the COTR.

	Problem Areas and Mitigation
	There were no problem areas identified during the contract period.  


3.2
Defense Institute of International Legal Studies, Language Translation
	Operations & Technology Incorporated

Department of Defense

	Organization
	Defense Institute of International Legal Studies (DIILS)

	Contract Name
	Language Translation Services

	Address
	Defense Institute of International Legal Studies
441 Elliot Avenue
Newport , Rhode Island 02841-1531

	Contract Number
	HQ0013-08-A-0001

	Contract Type
	Blanket Purchase Agreement

	Contract Value
	$ 300,000

	Period of Performance
	11/01/2007 – 10/31/2010

	Primary Point of Contact
	Janet Szatmary, Contracting Officer
(703) 601-3728, janet.szatmary@dsca.mil

	Relevant Experience
	Description of Work:  For the Defense Institute of International Studies (DIILS), OTI provides language translation services from English to over 27 specified languages and from those languages to English.  Supported languages include:  Albanian, Amharic, Arabic, Armenian, Azeri, Bosnian, Bulgarian, Croatian, Czech, Estonian, French, Georgian, Hungarian, Khmer, Latvian, Lithuanian, Macedonian, Mongolian, Polish, Portuguese, Romanian, Russian, Slovak, Slovenian, Spanish, Thai, and Ukrainian.  Translation requirements to/from languages not specifically identified are also accomplished as required.

We are responsible for the translation of teaching and discussion materials into the language of countries for which training is being conducted on a per-item call basis through a blanket purchase agreement. Translations must accurately reflect legal and military terminology, as well as, any regional differences or dialects in a country's language.
Translation requirements can consist of any type of discussion materials, civilian and military presentations, documents, research, and letters.  Other items used in the teaching process may include foreign quotes, news, popular culture references, and other various media.  Materials to be translated are in MS Word, PowerPoint, and other popular software formats.  We receive materials electronically or in hard copy and assign them to the language expert with extensive knowledge of the appropriate language and culture.  The materials are then translated within 45 days of the teaching session or as specifically required by DIILS.  Once the translation is complete, we edit outgoing translations to ensure that the formatting, spelling, and grammatical content is correct and consistent to the original document style, appearance, and appropriate language and culture.  Documents are then transmitted to DIILS for use in the classroom environment.  Quality and accuracy of translation are determined when the discussion materials are presented in the designated country and utilized by students and interpreters.  We are required to be 98% accurate with 100% on-time delivery.

	Problem Areas and Mitigation
	There have been no problem areas identified during the contract period.


3.3 Defense Intelligence Agency, Training and Conference Facilitation

	Operations & Technology Incorporated

Department of Defense

	Organization
	Defense Intelligence Agency

	Contract Name
	Consultant, Facilitation, Instructional Design and Delivery Services

	Address
	Defense Intelligence Agency – DIA

200 MacDill Boulevard Attn:HCL-2

Washington, DC 20340-5100

	Contract Number
	W912CL-07-C-0031

	Contract Type
	Firm Fixed Price

	Contract Value
	$99,481.60

	Period of Performance
	September 29, 2007 – September 28, 2010

	Primary Point of Contact
	Jannel Gray, Contract Specialist

210-295-6834, jannel.k.gray@us.army.mil


	Relevant Experience
	Description of Work:  For the DIA Human Capital Directorate Center for Leadership and Professional Development (HC/CLPD), OTI provides two expert Doctoral–Level Facilitators who provide Consulting, Facilitation, Instructional Design and Delivery services around the National Capital Region to develop the professional and supervisory skills of selected personnel.  We consult weekly in areas pertaining to change management, leadership, organization, and performance development initiatives, as well as identified Agency improvement initiatives.  Our Facilitators are expert in the areas of managing organizational change; have an understanding of long range planning, extensive experience facilitating employee leadership development and a wide range of experience in employee development and operational effectiveness.
We provide services in the following task areas:

Team Assistance

· Assist teams and/or groups as identified by HCL-2, in problem solving, defining and refining the agenda, resolving disputes or divergent views, and convening and leading group briefings and discussions

Facilitation Services

· Prepare written feedback and\or reports after each facilitation and training section

Training Design and Delivery

· Assist in the design and/or delivery of training on selected agency topics concerning leadership and career development, which include managing change, conflict resolution, communication skills for supervisors and team leaders, management skills, interpersonal communications, group facilitation techniques, team building, and basic project management

· Deliver four to six iterations of leadership and professional development training for approximately 20 participants per iteration on an annual basis. Each course is approximately 3 days in length.

Feedback Documentation

· Provide written and verbal end of course critiques to attendees and Contract Officer Representative (COR).
· Teambuilding

· Provide teambuilding facilitation services as needed to identified Agency employees and/or Agency groups

Goal Setting/Design Meetings

Assist with goal setting and design meetings with identified DIA HC personnel

	Problem Areas and Mitigation
	There have been no problem areas identified during the contract period.


3.4
Department of Transportation, Federal Highway Administration, Administrative and Conferencing
	Data Solutions & Technology Incorporated

Department of Transportation

	Organization
	Federal Highway Administration

	Contract Name
	Non-personal, Technical, & Administrative Services

	Address
	U.S. Department of Transportation, FHWA

1200 New Jersey S.E.

Washington, DC 20590

	Contract Number
	DTFH61-03-C-00111 / DTFH61-05-D-00004

	Contract Type
	Time & Materials Level of Effort (Task Order)

	Contract Value
	$8,721,010.00

	Period of Performance
	April 1, 2003 - Present

	Primary Point of Contact
	Rick Murray, Contracting Officer
(202) 366-4250, rickmurray@dot.gov

	Relevant Experience
	For the Department of Transportation’s Federal Highway Administration, DST provides services on over 29 task areas.  Relevant task areas include conferencing support services, administrative services, travel support, systems and database management services, and graphics support.
Administrative support services include:

· Drafting, editing, and proofreading correspondence, documents and memoranda

· Scheduling appointments
· Preparation of reports, tables, charts, graphs and presentations

· Utilizing the Internet to assist in research 

· Arranging necessary travel and schedule arrangements and providing assistance in reconciling expense statements

· Greeting visitors, screening telephone calls, taking messages, and responding to inquiries via email, in person, and over the phone.

· Ordering office supplies as required

· Organizing and maintaining files and records

· Reviewing all incoming correspondence to determine proper routing or action

· Development of marketing and outreach products
Conferencing services include:
· Developing information for large meetings and conferences 

· Completing arrangements for meetings, briefings and for large conferences including room reservations and equipment needs. 

· Provide logistical support for meetings and conferences

· Provide support for annual State Trail Administrator, OHV Program Manager, State Bicycle and Pedestrian Coordinator, and biannual Transporta​tion Enhancement Program Manager and Scenic Byway Program Coordinator meetings.

· Arranging with conference organizers for meeting locations, space, meeting materials, and equipment

· Helping to develop meeting formats and agendas; assisting with logistical details during the meeting; preparing and providing handouts, taking and providing meeting notes; and performing follow-up tasks.
Travel support services include:
· Implementing travel orders on Gov. FedTrip electronic system
· Providing assistance with making travel arrangements for the ITS/JPO leadership, including: 

· preparing travel orders

· making transportation and lodging reservations

· preparing necessary travel vouchers and reports after travel is completed

· Preparing annual travel budget for DTF staff

· Make all necessary travel and schedule arrangements and assist in reconciling expense statements

Systems and database management services include:
· Maintaining and updating technical documentations and project tracking data.

· Maintaining, updating, interpreting, and disseminating budget spreadsheets.

· Developing and analyzing various tracking and monitoring spreadsheets.

· Developing and maintaining task and project tracking databases.

· Assisting in developing and preparing ITS project presentations such as graphic materials, power point presentations, overhead transparencies, handout materials, charts, and graphs.

· Respond to ad hoc assignments and other related work as needed relative to project tracking, graphic presentation and budgetary issues.

· Preparing monthly financial statement for senior management

· Inputting and monitoring the Financial data in the Research Financial Management Database (RFMD)

· Generating reports from the RFMD

· Reviewing and sort program/program related information

· Establishing financial information retrieval methods (spreadsheets using Excel)

· Collecting, selecting, classifying, and compiling data from several sources and making summary reports as required. This involves statistical calculations and tabulations in accordance with established formulas, equations, and technical data
Graphics and Publication services include:

· Developing and preparing ITS project presentations such as graphic materials, PowerPoint presentations, overhead transparencies, handout materials, charts, and graphs.

· Development of marketing and outreach products.
· Designing and updating website content for 7 DOT websites
· Designing and developing graphical displays of data for reports and websites

· Providing technical support for reports, brochures, and displays

	Problem Areas and Mitigation
	There have been no problem areas identified during the contract period.  


3.5
Department of Energy, Conferencing
	Data Solutions & Technology Incorporated

Department of Energy

	Organization
	Department of Energy, Headquarters

	Contract Name
	Conference Management Support Services

	Address
	U.S. Department of Energy

Office of Headquarters Procurement Services

1000 Independence Ave., SW

Washington, DC 20585-1615

	Contract Number
	DE-AC-05ME17330

	Contract Type
	T&M / Level of Effort

	Contract Value
	$3,100,262.00

	Period of Performance
	April 13, 2003 – April 12, 2008

	Primary Point of Contact
	Craig Frame, Contracting Officer

(202) 287-1463, craig.frame@hq.doe.gov

	Relevant Experience
	DST provides Conference Management Support Services to the Department of Energy Headquarters facilities throughout the Washington, DC Metropolitan Area. We are accountable for the planning and management of all conference activities associated with the preparation of on- and off-site conference rooms, and for the delivery, set-up, and maintenance of audio and visual equipment. We also provide all provisions and requirements needed to operate the Program Review Centers, and preparation of the acquisition of print media. Additionally, DST assumes responsibility for the coordination of catering and event assembly/disassembly activities. We are responsible for tracking equipment, supplies, and furniture through an automated tracking system, and maintaining all event schedules accordingly. 

We also inspect every room for cleanliness and to ensure that equipment is operating satisfactorily. DST provides the preliminary amenities, sets up audiovisual equipment, and prepares conference rooms to the expectations of the user. We inspect each conference room daily to assure that all Government property is in place and operating satisfactory.  We report damaged or stolen property immediately.  On a weekly basis we vacuum carpets and chairs, clean tables and tighten table lets, and adjust and align chairs. As needed, we arrange furniture, tables, chairs, and audiovisual equipment. Prior to functions, we inspect the event locations to ensure all required systems are operational and that social requirements have been met. In addition, DST inspects facilities after functions and ensures the location is properly configured before and after events. DST coordinates building maintenance requests and preventative maintenance requests, tracks operation and maintenance services, and receives and records building utility meter readings.     

As part of our value-added service, DST performs needs assessments to determine what   inventory levels must be for each conference activity, and offer recommendations to the Program Manager and Contracting Officer. At the conclusion of conference activities, DST is responsible for packing supplies and equipment in a safe and protected manner, and storing the items in on-site storage facilities that are accessible only by Conference Management staff. In addition, no supplies or equipment enter or exit the facilities without first going through the automated tracking system. We continually update the database as inventory levels change.

	Problem Areas and Mitigation
	There have been no problem areas identified during the contract period.  


3.6 Office of Naval Research, Conferencing and Events

	Data Solutions & Technology Incorporated

Department of Defense

	Organization
	Department of Navy, Office of Naval Research (ONR)

	Contract Name
	Conference and Event Support Services

	Address
	Office of Naval Research 

Ballston Tower One

800 North Quincy Street

Arlington, VA 22217

	Contract Number
	N00014-04-D-0332

	Contract Type
	Firm Fixed Price/IDIQ

	Contract Value
	$86,102.00

	Period of Performance
	September 15, 2004 – December 30, 2004

	Primary Point of Contact
	Laura Worcester, COTR

(703) 696-9539, worcesl@onr.navy.mil

	Relevant Experience
	DST provided conference support services for the Adversary Cultural Knowledge and National Security Conference scheduled for the 16-18 of November. In addition, we provided post-meeting services until December 2004.  This contract for conference and event support services for the Office of Naval Research afforded DST the opportunity to demonstrate our ability to work closely with Department of Navy personnel to conduct a successful conference event.  We attended to each and every detail required for this event from the set up and scheduling of spaces, arranging meeting rooms, collecting attendee information, and handling incoming and outgoing correspondence.  DST worked with the Office of Naval Research staff to pre-plan, staff, organize and conduct this successful international event.  

The Office of Naval Research (ONR) hosted the Adversary Cultural Knowledge and National Security Conference scheduled for 16-18 November 2004.  Anticipated attendance was approximately 100-150 people. This international conference was held to foster and obtain community agreement to plans and programs. The broad goal of this conference was to bring together qualitative social and behavioral science methodologies can contribute to defense and national security in the current threat environment, especially expeditionary and unconventional operations in non-western and undeveloped societies.

The objective of this effort was to provide conference support assistance for the Adversary Cultural Knowledge and National Security Conference. DST provided the required personnel to manage and provide a large array of pre-meeting services. One of the services DST provided was working with the hotel staff to arrange to have the appropriate number of rooms blocked off for conference attendees. We made the necessary arrangements to reserve sufficient meeting rooms, arrange for areas for displays, order copying an audio-visual capabilities, microphones, and furniture set-ups. DST worked with the Program Officer to establish the list of participants and addresses. We also prepared and distributed all pre-meeting information to all participants, including review drafts, agenda, and handouts. DST provided and conveyed all material to the meeting site.

DST also provided on-site meeting services. DST conducted inspections of the meeting site with site personnel to ensure that facilities, furniture, equipment, and signs were appropriate. We conducted registration and distributed materials. DST also provided typing, reproduction, and photocopying services.

DST provided post- meeting services to include the distribution of draft summaries for review and comment, and making final changes after consultation with the Program Officer. We also distributed notes and a summary of the conference electronically to meeting participants.

	Problem Areas and Mitigation
	There were no problem areas identified during the contract period.  


3.7
Office of Naval Research; Administrative, Conferencing, and Travel
	Data Solutions & Technology Incorporated

Department of Defense

	Organization
	Department of Navy, Office of Naval Research, Expeditionary Maneuver Warfare and Combating Terrorism Department

	Contract Name
	Administrative Support Services

	Address
	Office of Naval Research                                                                                               One Liberty Center                                                                                                             875 North Randolph Street, Suite 1425                                                               Arlington VA 22203-1995

	Contract Number
	N00014-04-D-0530

	Contract Type
	Cost-Plus- Fixed-Fee Level of Effort Task Order

	Contract Value
	$872,994.00

	Period of Performance
	January 17, 2006 – February 16, 2011

	                                                  Primary Point of Contact
	Laura Worcester, COTR

703-696-9539, worcesl@onr.navy.mil

	          Relevant Experience
	DST provides administrative support services to the Navy Expeditionary Maneuver Warfare and Combating Terrorism Department division directors, department head, thrust area manager, and technical support personnel.  We are responsible for greeting and escorting visitors, while managing the flow of visitors in the workspace.  DST also drafts correspondence and sends and receives mail, parcels and packages.  We manage the flow of military fitness reports and the telephone responsibilities for the official telephone line to the directorate. DST manages the Division Security Program, to include sending and receiving visit request and the control of classified materials.  We serve as the Department Defense Travel System Coordinator and arrange official travel for the military deputy.  For the Office of Naval Research Expeditionary Maneuver Warfare and Combating Terrorism Department, we schedule meetings and coordinate meeting room and conference locations.  We are responsible for record management, to include personnel records of the Division government employees. The physical property, of the department, that we manage includes computers, displays; telephones, high speed copiers, and fax machines.  DST monitors and reports the status of work accomplished within the department and coordinates internal and external responses to items assigned to the department.  We are responsible for preparing and staffing military and civilian awards.  DST prepares professional quality graphical presentations associated with all aspects of the department.  In addition we prepare video presentations for the activities and accomplishments of the department.

	Problem Areas and Mitigation
	There have been no problem areas identified during the contract period.  
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