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1.  Scope of Work

The Office of the JSC Chief Information Officer (CIO) includes a variety of functions including IT security monitoring and analysis, technical meeting support, records management, configuration management, and other information management functions.  Information is primarily stored, retrieved, and distributed using web based systems (on the JSC intranet, usually on the CIO server.)  This subtask order is intended to provide technical and meeting support for the CIO IT security functions, chaired boards, internal CIO meetings, and action tracking support.

2.
Performance Standards

· The Contractor shall comply with JSC policy regarding use of JSC IT systems, particularly the JSC intranet.

· The Contractor shall ensure that the designated Board chair approves all information to be disseminated external to Office of the CIO.

· The Contractor shall ensure that information is provided within schedule guidelines. Schedules will be coordinated and negotiated with the JSC Subtask Manager.

The contractor shall have substantial knowledge of, and aptitude for, IT security monitoring and analysis, computer technology, especially microcomputers, inter- and intra-net (Web based) functions and applications, and networks.  The contractor shall also have demonstrated effective oral, written, and interpersonal communication skills.

3.
Task Descriptions

The contractor will work directly with members of the Office of the CIO.  

Duties:

· Assess current processes and applications in order to make recommendations for more efficient methods of managing Office information.  Upon approval, the contractor is to facilitate the implementation of the recommendations.

· Provide meeting support for CIO Boards (chaired meetings) (ITSC, NACB, IT Plan Reviews), and CIO internal meetings.  This support includes, but is not limited to, email notification of the meetings or meeting cancellation, establishing and maintaining
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distribution lists, Web based posting of agenda and presentation items to the JSC intranet on the CIO server at least one day prior to the meeting, preparing the meeting facilities (e.g., setting up the computer and projector), support during meetings, taking attendance, taking notes for minutes, assisting with projecting presentations, documenting actions, preparing minutes for distribution, and posting actions and minutes to the CIO server within three days of the meeting.
· Provide technical support for IT security functions.  This includes utilizing and executing security scanning tools, analyzing results, and producing reports.  Also included is reviewing and analyzing IT security plans. 
· Provide technical support in the development and upgrading of IT security tools.  This function requires an extensive knowledge in networking, Unix, Windows, SQL, and Access.
· Provide materials for pre-review of meeting agenda items.  Provide CR's, SR's, PR's, IT Plans and updates, waivers, presentations, and other materials for review by appropriate CIO personnel prior to the scheduled meetings.  Attend working sessions to review this material.

· Receive and post CR's, SR's, PR's, IT Plans and updates, and waivers to the appropriate CIO meeting action item files or databases.

· Maintain the CIO action files.  This includes Office action item tracking, and meeting action item tracking.  Activity includes creating Working and Record Folders for each action on the CIO server, maintaining status of actions, notifying appropriate personnel when waivers are about to expire, and closing actions, including electronic filing, when so directed by the CIO responsible person.

· Develop preliminary/draft management plans for each board supported.  Such management plans shall include:

· Process flow and logistics requirements, including specific functions and schedules, for both the CIO chair and the other organization attendees.

· Operational and logistics support plans for the contractor CIO Board support. 

· Provide technical assistance to personnel using Office applications (i.e., web publishing and database manipulation.) 

· Develop and maintain documentation on Office systems configurations.

· Provide information to Office personnel on current technology trends and how new technology can be applied to improve services.
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· Provide monthly reports of CIO Board and contractor activity, including metrics, for all processes supported.  Include number of CR's, SR's, PR's, IT Plans and updates, waiver requests, actions opened and closed, and contactor adherence to schedules.

4.
Allocated Costs  

Direct Labor Cost:
$256,447.15 NTE


Other Direct Costs (ODC)
see attached
Task Order Attachment

Security Subtasks – Other Direct Costs (ODCs) Pool

Security Subtasks

2.3  
JSC Firewall Technologies, LANS, & Remote Communications Systems Support

2.5
JSC Public Key Infrastructure (PKI) Registration Authority (RA)

2.6  
Office of the Chief Information Officer

ODC includes, but is not limited to, pagers, cell phones, training, and travel for non-routine applications, projects, and tools.  Each ODC will be approved by the Subtask Manager and the Contracting Officer’s Technical Representative (COTR) prior to expenditure.
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