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Background

The U.S. Department of Housing and Urban Development (HUD) has a tremendous group of employees with talent.  Currently, the Department has employees at the GS-11 level and below that are in need of developmental opportunities to enhance their career progression.  HUD’s Training and Employee Development Division (TEDD) has been tasked with providing an Emerging Professionals Program (EPP) that will support the development and career advancement of staff members at the GS-11 level and below.  The key task under this initiative is to develop and deliver courses using a blended training strategy.

Project Purpose

HUD is seeking contractor support through the U.S. Office of Personnel Management’s (OPM) Vendor Management Branch to provide training identified for 60 participants in the Emerging Professionals Program to begin in fiscal year (FY) 2011.

Vendor Management Branch (VMB) shall provide Project Management Office (PMO) support for this project. 

Project Scope

The training shall be delivered through a blended approach of instructor-led and distance learning solutions for all employees selected for the program.  There shall be one version of the training delivered.  Through this training, employees should leave with a better understanding of how to improve their career progression from administrative support positions to program staff non-supervisory positions. 

a) The initial EPP shall take place over a 12 month period
b) Participants can expect to spend a total of 4 weeks in training over that 12 month span
c) Training shall take place in blocks of one-week intervals
d) The program will include 60 total participants
e) The last week of the program should include a graduation for participants
f) The training should include a blended learning approach (e.g. classroom instruction, role plays, case studies, book reviews, cross functional teams, team exercises, etc.)
g) Assuming funds are available, another 12-month cycle shall follow for the next year
Deliverables

Task 1: Develop Training Plan

The vendor shall develop a Training Plan (Plan) that describes their strategy to provide a blended training approach for delivering the training identified in the Emerging Professions Program.  At a minimum, the Plan shall include dates, times, and milestones for successfully completing this project.  The vendor shall manage all facets of this project with direction from the Government.  The vendor shall advise the Government of the status of this project through weekly updates and upon request.  The vendor shall also provide the Government with periodic presentations, analysis, and talking points about this project also upon request.  The vendor must obtain approval from the Government prior to executing the Plan and for any potential slippages in the approved training schedule.

	Deliverable:
1. Government-approved Training Plan for training 60 HUD employees in Headquarters and Field Office Locations as part of the Emerging Professionals Program.  

Task 2: Prepare and Distribute Training Curriculum and Course Materials

The vendor shall develop and distribute the training curriculum and course materials. 

The course content shall include the following competencies:

· Analytical Ability/Reasoning
· Career Building Skills (i.e. interviewing tips, resume writing, etc.)
· Change Management
· Conflict Management
· Customer Service
· Interpersonal Skills
· IT Skills
· HUD Facts & History (current programs, services, accomplishments, new goals/objectives; budget,…) 
· Oral Communication
· Problem Solving
· Project Management
· Self Management
· Teamwork
· Work/life balance (including stress management)
· Workplace Etiquette
· Written Communication

Deliverables:
1. Training Curriculum: Design a custom course that HUD will approve and own.  
2. Training materials regarding the competencies and topics listed above for HUD employees.  This will include the participant training guides, the instructor training guides, PowerPoint slides for the training presentations, and any other course materials and handouts.
 
Task 3: Deliver Training for all HUD Employees selected for the EPP

The vendor shall provide experienced trainers to train Headquarters and Field employees selected for the EPP.  The vendor shall use a blended training approach to deliver this training.  The training must be interactive and engaging.  HUD staff will work with the vendor to develop the training schedule and HUD will make arrangements for the required logistics (training rooms, equipment, scheduling, etc.) 

	Deliverables:
1. Conduct instructor-led and distance learning training for HUD employees selected for the EPP.  
2. Prepare and distribute all necessary training materials.

Task 4: Conduct Skills Assessment, Gap Analysis, and Career Counseling for HUD Employees selected for the EPP 

The vendor shall assess the skills of all Headquarters and Field employees selected for the EPP.  The vendor shall use the skills assessment to conduct a gap analysis and provide career counseling for HUD employees.  HUD staff will work with the vendor to determine when the skills assessment and career counseling will take place.

	Deliverables:
1. Conduct a skills assessment for HUD employees selected for the EPP.
2. Conduct a gap analysis using the results of the skills assessment for HUD employees selected for the EPP.
3. Submit the gap analysis within two weeks of the skills assessment.
4. Provide career counseling to HUD employees selected for the EPP.

Task 5: Evaluate Training 

The vendor shall evaluate the impact training has had on Headquarters and Field employees selected for the EPP.  At a minimum, the evaluation should include all four levels of Kirkpatrick’s Evaluation Model.

	Deliverables:
1. Submit a detailed training evaluation summary report within two weeks of training completion.  

Acceptance Criteria

Final acceptance of all deliverables shall be subject to quality reviews performed and accepted by the GTM\GTR or COTR.  All documents shall be delivered in HUD standard software format, Microsoft Word, Excel, Power Point as directed by the Contracting Officer or designated representative.  All applicable deliverables must be Section 508 compliant.  

The contractor shall provide deliverables as outlined in the Management Plan in accordance to VMB’s specifications in draft format for review by the US Department of Housing and Urban Development.  All documents, including ad hoc reports, shall be considered drafts until formally accepted in writing by the appropriate Project Manager (PM). The contractor shall address all comments provided by the US Department of Housing and Urban Development on the draft deliverable.  Each deliverable will be subject to inspection and acceptance by the PM, and will conform to the requirements stated in the Project Management Plan. 

All documents produced under this Statement of Objectives (SOO) shall be created in Microsoft Word, Microsoft Project or Microsoft Excel, and other compatible Windows software as approved by the PM. The PM may request that documents be delivered in hard copy and/or electronic copy format. 

Non-Disclosure Agreements

All selected contractor personnel assigned to work on this project shall be required to sign a non-disclosure statement regarding key aspects of the project and project content. 

Contractor Personnel

Project Manager

The Contractor shall provide a Project Manager who shall be responsible for all Contractor work performed under this project.  The Project Manager is going to be designated as Key personnel for this project. 

The Project Manager shall be a single point of contact for the Contracting Officer and the Contracting Officer’s Technical Representative (COTR).  It is anticipated that the Project Manager shall be one of the senior level employees provided by the Contractor for this work effort.  The name of the Project Manager, and the name(s) of any alternate(s) who shall act for the Contractor in the absence of the Project Manager, shall be provided to the Government as part of the Contractor's proposal.  During any absence of the Project Manager, only one alternate shall have full authority to act for the Contractor on all matters relating to work performed under this task order.  The Project Manager and all designated alternates shall be able to read, write, speak and understand English.  Additionally, the Contractor shall not replace the Project Manager without prior approval from the Contracting Officer. 

The Project Manager shall be available to the COTR via telephone between the hours of 8:30 am through 4:30 pm EST, Monday through Friday, and shall respond to a request for discussion or resolution of technical problems within 48 hours of notification. 

Qualified Personnel

The Contractor shall provide qualified personnel to perform all requirements specified in this SOO.  

Employee Identification

Visiting Contractor employees shall comply with all Government escort rules and requirements.  All Contractor employees shall identify themselves as Contractors when their status is not readily apparent and display all identification and visitor badges in plain view above the waist at all times. 

Employee Conduct

Contractor employees shall present a professional appearance at all times and their conduct shall not discredit the United States Government.  

Removing Employees for Misconduct or Security Reasons

The Government may, at its sole discretion, direct the Contractor to remove any Contractor employee from the Government facilities for misconduct or security reasons.  Removal does not relieve the Contractor of the responsibility to continue providing the services required under any task order awarded. The Contracting Officer will provide the Contractor with a written explanation to support any request to remove an employee. 

Conflict of Interest

The Contractor shall not employ any person who is an employee of the United States Government, if that employment would or would appear to cause a conflict of interest.

Key Personnel

Before replacing any Key personnel, the Contractor shall notify the Contracting Officer at least 15 business days in advance, submit written justification for replacement, and provide the resumes of any proposed substitute(s).  All proposed substitutes shall possess qualifications equal to or superior to those of the Key personnel being replaced.  The Contractor shall not replace Key personnel without Contracting Officer's approval.  The Government may designate any additional positions as Key personnel at the time of award. 

Target Audience

This specifies what parties will receive services/be involved on behalf of the project.

Specifications

Best commercial practices shall be employed during the conduct of this project. 

Place of Performance
For the purpose of this contract, work by the contractor is to be performed either at their own facilities or at HUD Headquarters in Washington, DC.  Travel outside the Washington, D.C. area is not anticipated for training.  Travel expenses, if approved/required, will be reimbursed in accordance with Government Travel Regulations (GTR) and Federal Acquisition Regulations (FAR).

Period of Performance

The period of performance for this project is to have all participants trained by March 31, 2012.  The projected weeks for training are outlined below:

May 9, 2011 – May 13, 2011
August 1, 2011 – August 5, 2011
November 7, 2011 – November 11, 2011
March 26, 2011 – March 30, 2011
  

 The Government reserves the right to revise this period of performance at its sole discretion. 

Administrative Information

The primary OPM points-of-contact for this project are: 

	Technical
	Contractual

	Angela Sanford
(202) 246-8368
Angela.Sanford@opm.gov
	Boryana Boncheva
(202) 606-4850
Boryana.Boncheva@opm.gov
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