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Scope of Work

Federal Lands Highway Project Development and Design Manual and

Federal Lands Highway A/E Contracting Procedures Manual

Electronic Reformatting and Technical Editing 

Background Information

The Federal Highway Administration (FHWA) Office of Federal Lands Highway (FLH) is making a comprehensive revision and electronic publication of its Project Development and Design Manual (PDDM).  The PDDM provides technical and policy guidance for the interdisciplinary project development and design-related activities performed by the three field Divisions of the FLH and its consultants.  The PDDM last underwent a comprehensive revision in 1996; however, no major update has been done since then.  

The PDDM currently exists in MS Word format and on the web in Adobe PDF format at http://www.wfl.fha.dot.gov/design/manual/.  The existing document is approximately 730 pages including exhibits, tables and appendices.  

FLH is also developing an electronic publication of its A/E Contract Procedures Manual.  The manual will document the A/E procurement, administration and evaluation processes performed by the three field Divisions of the FLH.  It will provide administrative, technical and policy guidance to contract mangers.   Data to be provided will be a three-page outline in MS Word format, and a CD with each Division’s documents to date.  The completed manual may range between 300 and 500 pages including narratives explaining duties/processes, sample forms, generic contracts, checklists, and example letters and memorandums.  

This Statement of Work (SOW) is to research, evaluate, implement and document the best practices for publishing and maintaining the PDDM, and for publishing an A/E Manual, in electronic media format, including MS Word, Adobe PDF, and HTML web-based formats.  Best practices for preparation of the manuals will be identified through research of available web-based highway design and technical manuals published by State Departments of Transportation and other state or federal agencies.  The work includes technical editing of the existing PDDM to include dual units of measurement (SI units followed by US Customary units in parenthesis), updating the PDDM with incorporation of latest references to related documents and policies as identified by the FHWA, removal of designated content, and incorporation of new content as furnished by the FHWA. 

The work also includes combining government provided data into an A/E Manual that will benefit the contract manager, technical editing of the manual, updating the manual with incorporation of latest references to related documents and policies as identified by the FHWA, and incorporation of new content as furnished by the FHWA

The work includes modification of the existing manual format to include best available web-based document management tools for user-friendly navigation and organization, such as hyperlink text for electronic references (both to external reference documents and internally within the manuals), highly functional search and help tools, printing tools, and other useful enhancements.  The work also includes documenting all formatting parameters that are used as an electronic style guide, and developing an operational manual for maintaining the document with future revisions using the established format. 

Deliver the material in a format that is accessible to individuals with disabilities, per Section 508 of the Rehabilitation Act.  The Word documents will be the master document and must be developed so that it will be highly Section 508 compliant when it is converted to a PDF or HTML document.  The Word documents are to be created using Microsoft Word 2000 or a newer version.  Information and guidance on Section 508 compliance is available at www.Section508.gov, www.w3c.org, www.adobe.com, and www.microsoft.com.  The HTML version should be in compliance with the W3C Web Content Accessibility Guidelines.  All non-Department of Transportation external links on web pages will feature exit doors (http://wwwcf.fhwa.dot.gov/exit.cfm?link=http://yourlinkhere).
Description of Work

The following tasks generally describe the work:

A.  Project Development and Design Manual

1. Research and Recommend Best Practices.  Assess the current PDDM and identify format improvements that would be of value to FLH.  Research best practices for publishing and maintaining the PDDM in electronic media format, including MS Word, Adobe PDF, and HTML web-based formats.  Review and evaluate existing web-based highway design manuals and related technical manuals that are available, including at least 25 of the State Departments of Transportation and other state or federal agencies.  

Evaluate the materials, organization, and navigation tools of these manuals; screen and shortlist 3 to 5 such manuals that represent the industry best practices; and report these findings and recommendations.  Prepare a summary of the recommended features to be used for publication of the PDDM and present recommendations to the FHWA at the Western Federal Lands Highway Division in Vancouver, WA.  Following this presentation, the FHWA will choose from these recommendations, to establish the format and features that will be used to publish the PDDM, and that the Contractor will implement.  The intent of this task is to establish the format which the PDDM will emulate, considering state-of-the-art web-based user manuals, to include the best available web-based document management tools for user-friendly navigation and organization, such as hyperlink text for electronic references (both to external reference documents and internally within PDDM), highly functional search and help tools, printing tools, and other useful enhancements.  

Deliverables

· Written summary of findings and recommendation

· Word document (1 e-copy, 10 hard copies)

· PowerPoint presentation (1 e-copy)

2. Convert and Update.  Convert the existing PDDM to the approved format, with update of content listed below.  The intent of this task is to create a more concise and functional version of the 1996 PDDM, with only minor changes in the overall guidance that is provided.

a. Include dual units of measurement (SI units followed by US Customary units in parenthesis).  Follow established FHWA conventions for conversion and display of dimensions, ratios, significant figures, etc.

b. For figures and other graphics used in the document include a hyperlink to enable the user to see a larger version of the figure or graphic.  

c. For any documentation that is specified in the manual to be created by the user, such as special forms, form letters, checklists, etc. provide example documents in a user-friendly menu-driven format such that the specified documentation can be easily generated and the necessary information filled in electronically by the user.   

d. Incorporate the latest references to related documents and policies as identified by the FHWA.  Verify that all referenced materials are currently available and format the PDDM to link to all such materials.  Add hypertext links to reference electronic documents and other sections of the PDDM wherever appropriate and useful.  Follow FHWA requirements for transfer of the user to non-FHWA public web sites.  Where the Contractor’s own research identifies potentially useful reference material for inclusion in the project development and design process, make appropriate recommendations to the FHWA for determination if the additional material should be referenced in the PDDM, and include any such references. 

e. Provide a separate document that lists all hyperlinks used in the manual.  The document will include the hyperlink, a text description of the link, and the Chapter and Section containing the link.

f. Remove portions of the existing PDDM content as identified by the FHWA.  This will generally consist of deleting outdated material that is no longer relevant or has become superceded by other material that is easily referenced.  Maintain the existing document structure and tables of contents and when necessary substitute a reference or explanation that the previous content has been deleted.  

Periodically, as the subtasks above are completed, post updates to a web site accessible by FHWA reviewers.  The purpose of this posting will be to facilitate progress reviews and to demonstrate new features.  As the subtasks above are completed and updates posted for review, incorporate the comments received.  At the completion of Task 2, post the revised PDDM.  A wider review and approval of the revised PDDM will be performed under Task 3.   

Deliverables

· Converted PDDM with updates specified

· Word document (1 e-copy)

· PDDM posted to web (including interim updates)

· List of Hyperlinks

· Word document (1 e-copy)

3. Review and Format.  Facilitate the review and approval of the revised PDDM and incorporate final comments provided by the FHWA.

Deliverables

· Converted PDDM

· Word document (1 e-copy)

· Adobe PDF document (1 e-copy)

· HTML document (1 e-copy)

4. Prepare Operational and Style Guide.  Prepare an operational procedures manual for maintaining the PDDM with future revisions consistently using the established format.  Include documentation of all formatting parameters that are used as an electronic style guide for the PDDM.  

Deliverables

· Operating Procedures Manual

· Word document (1 e-copy)

5. Incorporate New Content.  Coincident with Tasks 1-4, the FHWA will be in the process of developing new content for inclusion in the PDDM, in addition to the above revisions.  Approximately May 1, 2005, the FHWA will provide the Contractor with revised content in MS Word format for the 2005 edition PDDM.  Assume that 50% of the PDDM content will be revised during this task.  Incorporate the revised content as furnished by the FHWA and perform a comprehensive technical edit of the 2005 PDDM, to ensure consistency of organization and format, proper use of grammar, technical conventions, and overall presentation following the established best practices.  Incorporate necessary descriptive information/tags for figures, tables, etc. and convert the PDDM into format accessible to individuals with disabilities, per Section 508 of the Rehabilitation Act.

Deliverables

· Draft 2005 PDDM  (Section 508 compliant)

· Word document (1 e-copy)

· Updated posting to web

6. Final Review and Format.  Facilitate the final review and approval of the Draft 2005 PDDM and incorporate all comments provided by the FHWA.  

Deliverables

· Final 2005 PDDM  (Section 508 compliant)

· Word document (1 e-copy)

· Adobe PDF document (1 e-copy)

· HTML document (1 e-copy)

B.  A/E Procedures Manual

1. Research and Recommend Best Practices.  Assess the current government provided data and identify format improvements that would be of value to FLH.  This should include recommendations for consistent document formatting and showing generic examples throughout the manual.  Compare Division documents and make recommendations for improvement.  Research best practices for publishing and maintaining the manual in electronic media format, including MS Word, Adobe PDF, and HTML web-based formats.  Review and evaluate existing web-based manuals that are available commercially or through local, state, and federal agencies.  Evaluate the materials, organization, and navigation tools of these manuals; screen and shortlist 3 to 5 such manuals that represent the industry best practices; and report these findings and recommendations.  Prepare a summary of the recommended features to be used for publication of the A/E Manual and present recommendations to the FHWA at the Eastern Federal Lands Highway Division office in Sterling, VA.  Following this presentation, the FHWA will choose the format and features that the contractor will implement for the development and publication of the A/E Manual.  The intent of this task is to establish the format which the manual will emulate, considering state-of-the-art web-based user manuals, to include the best available web-based document management tools for user-friendly navigation and organization, such as hyperlink text for electronic references (both to external reference documents and internally within the manual), highly functional search and help tools, printing tools, and other useful enhancements.  

Deliverables

· Written summary of findings and recommendation

· Word document (1 e-copy, 10 hard copies)

· PowerPoint presentation (1 e-copy)

2. Initial Development.   Develop the Task Order Initiation section of the manual in the approved format, with update of content listed below.  The intent of this task is to provide a sample of the Task Order Initiation section of the manual and post it to the web.

a. Follow established FHWA conventions for conversion and display of dimensions, ratios, significant figures, etc.

b. For figures and other graphics used in the document include a hyperlink to enable the user to see a larger version of the figure or graphic.

c. For any documentation that is specified in the manual to be created by the user, such as special forms, form letters, checklists, etc. provide example documents in a user-friendly menu-driven format such that the specified documentation can be easily generated and the necessary information filled in electronically by the user.   

d. Verify that all referenced materials are currently available and format the manual to link to all such materials.  Add hypertext links to reference electronic documents and other sections of the manual wherever appropriate and useful.  Follow FHWA requirements for transfer of the user to non-FHWA public web sites.  Where the Contractor’s own research identifies potentially useful reference material for inclusion in the contracting procedures, make appropriate recommendations to the FHWA for determination if the additional material should be referenced in the manual, and include any such references. 

e. Provide a separate document that lists all hyperlinks used in the manual.  The document will include the hyperlink, a text description of the link, and the Chapter and Section containing the link.  

When this manual section is complete post to a web site accessible by FHWA A/E team member reviewers.  The purpose of this posting will be to facilitate reviews and to demonstrate new features.  As the task is completed and posted for review, FHWA team members will summarize comments to be incorporated.  At the completion of Task 2, post the revised section of the manual.  A wider review and approval of the manual will be performed under Task 4.   

Deliverables

· Sample Section of Manual

· Word document (1 e-copy)

· Manual posted to web (including interim updates)

· List of Hyperlinks

· Word document (1 e-copy)

3. Final Development.   Develop the final version of the manual by completing the other four sections.  Incorporate narratives on procedures and processes provided by the three field Divisions.  Facilitate the review of the manual and incorporate final comments provided by the reviewers.  Perform a comprehensive technical edit to ensure consistency of organization and format, proper use of grammar, technical conventions, and overall presentation following the established best practices.

Deliverables

· A/E Contracting Procedures Manual

· Word document (1 e-copy)

· Adobe PDF document (1 e-copy)

· HTML document (1 e-copy)

· Manual posted to web

4. Final Review and Format.  Provide a formal presentation of the manual to FLH leadership.  Facilitate the final review and approval of the manual and incorporate all additional comments provided by the FHWA.  Provide the manual in final format that is accessible to individuals with disabilities, per Section 508 of the Rehabilitation Act.

Deliverables

· Final A/E Contracting Procedures Manual  (Section 508 compliant)

· Word document (1 e-copy)

· Adobe PDF document (1 e-copy)

· HTML document (1 e-copy)
· PowerPoint Presentation (1 e-copy)

5. Prepare Operational and Style Guide.  Prepare an operational procedures manual for maintaining the A/E Manual with future revisions consistently using the established format.  Include documentation of all formatting parameters that are used as an electronic style guide for the manual.  

Deliverables

· Operating Procedures Manual

· Word document (1 e-copy)

6. 
FLH training. After Task 5 is completed the contractor will provide training for manual users in each of the three FLH Division offices located in Vancouver, WA, Lakewood, CO, and Sterling, VA.  It is anticipated that the training will last one day in addition to travel time.  The contractor will be required to provide one person to conduct the training with assistance during the presentation by Acquisitions staff in each FLH office.

Except as noted herein, the contractor shall furnish all of the personnel, equipment, travel, per diem, and related management support to conduct the above items of work for the FHWA.  The contractor shall arrange and hold an initial kickoff meeting, and progress meetings every 2 months following the meeting in Task 1.  The location of progress meetings will be rotated between the three FLH Division offices located in Vancouver, WA, Lakewood, CO, and Sterling, VA.  Provide monthly reports to the Contracting Officer’s Technical Representative (COTR) that include the percent of each task complete and a description of the work performed during the month.  The report is to be provided in Microsoft Word or a combination of Microsoft Word and Microsoft Excel.

Pricing

All prices will be measured and paid for at the lump sum price, including all labor, equipment, travel, per diem, management support, and incidental expenses for delivery of the services listed above.  The offeror shall propose a price structure that is broken into categories for each of the tasks listed, as components of the lump sum price.  Show labor hours for information only.  Progress invoices shall be billed, and will be paid, in proportion to the individual tasks completed, regardless of the labor hours actually expended.

Period of Performance

This object of this work is to complete the above tasks according to the following schedule:

A.  Project Development and Design Manual

	Description
	Completion Date

	Task 1
	November 19, 2004 (approximately 2 months after contract award)

	Task 2
	February 4, 2005

	Task 3
	March 18, 2005

	Task 4
	March 18, 2005

	Task 5
	July 1, 2005

	Task 6
	August 15, 2005


B.  A/E Contracting Procedures Manual

	Description
	Completion Date

	Task 1 A/E Manual
	November 19, 2004  (approximately 2 months after contract award)

	Task 2 A/E Manual
	January 7, 2005

	Task 3 A/E Manual
	February 4, 2005 

	Task 4 A/E Manual
	March 18, 2005 

	Task 5 A/E Manual
	March 18, 2005

	Task 6 A/E Manual Training
	July 1, 2005


Evaluation Factors for Award

Submit a proposal not to exceed 30 pages in total length (including all resumes, attachments and references) that demonstrates your proposed method to accomplish each element of the SOW and also include details on the following evaluation factors.  Technical evaluation factors when combined will be significantly more important than price.  

1. Offeror’s understanding of the tasks and the technical requirements of SOW

A complete, thorough, and adequate understanding of each element, as outlined in the Statement of Work, must be presented in the proposal.  Show consistency in the proposal with the objectives and scope of work, including:  
· Applicability of the methods proposed to the requirements of the SOW. 

· Evaluation of known and unknown parameters, risks to success and possible difficulties that may be encountered and proposed techniques to deal with them.

· Alternative methods that could be used and process for determining an optimum solution or approach to accomplish the SOW.

· Technical approach to accomplish the SOW including state-of-the-art or innovative approaches.

2. Offeror’s technical capability to complete the contract requirements satisfactorily and on schedule

Provide experience and qualifications of the proposed staffing for the work in all of the areas needed to successfully complete each element of the SOW.

Provide a list of additional staff capable to complete the contract requirements in the event the proposed staff becomes unavailable.

Demonstrate technical capability and capacity to complete the contract requirements satisfactorily and on schedule, that distinguish the offeror in a quantifiable manner (e.g. number of staff, number of specialty resources, outside resources that are available, etc.). 

Provide examples of previous accomplishments that demonstrate the offeror’s level of technical knowledge and expertise that relate to this statement of work. 

3. Past performance

Demonstrate successful past experience on similar projects, in terms of meeting scope, schedule, budget, and quality objectives.

Provide four references for verification of successful past performance of similar type requirements.  Include the Company/Agency name, point of contact, and telephone number for each reference.

4. Price

In addition to the criteria listed above, the proposed price will be considered in the award decision.  Proposed prices shall be on a lump sum basis for each categorized task required to complete the SOW, comprising the lump sum price to include all elements necessary to complete each task (e.g. all labor, travel, per diem, equipment, materials, etc.).  As a separate document provide a list of proposed labor hours to perform each categorized task for information only.

SECTION B - SUPPLIES OR SERVICES AND PRICES / COSTS

Description







Amount



A.  Project Development and Design Manual

Task 1, Research and Recommend Best Practice



$______ 

Task 2, Convert and Update





$______


Task 3, Review and Format





$______


Task 4, Prepare Operational and Style Guide



$______


Task 5, Incorporate New Content




$______


Task 6, Final Review and Format




$______ 

Subtotal PDDM




           Subtotal $______  

B.  A/E Contracting Procedures Manual

Task 1, Research and Recommend Best Practices


$______ 

Task 2, Initial Development





$______


Task 3, Final Development  





$______


Task 4, Final Review and Format




$______ 

Task 5, Prepare Operational and Style Guide



$______


Task 6, FLH Training






$______


Subtotal A/E Manual




           Subtotal $______  


TOTAL





           TOTAL $______  

