Performance Based Statement of Work
Background


In 1978, the Office of Policy Development and Research (PD&R) established HUD USER, a research information service and clearinghouse responsible for assuring awareness and timely access to the results of the U.S. Department of Housing and Urban Development (HUD) sponsored research.  At that time, PD&R selected a contractor through its Research Utilization Division, to design and implement HUD USER as the premier source for housing and urban policy research—a source that thousands of researchers, policymakers, practitioners, and others have come to depend upon each year for acquiring state-of-the art current, reliable, and comprehensive information.  


The purpose of this Task Order is to outline the necessary requirements for a contractor to continue the operation and refinement of HUD USER, as a research information service and clearinghouse for all HUD constituents.  A new requirement in this Task Order will be the establishment and operation of a Regulatory Barriers Clearinghouse called for in Section 103 of the American Homeownership and Economic Act of 2000

  
HUD USER provides information support to other HUD offices.  These requirements will be covered by separately issued task orders.  HUD USER Task Order will be for (36) month duration. 

Task 1.0  Information Control and Access


The contractor must identify and maintain a complete accurate bibliographic database with abstracts.  The current database contains over 9,000 documents and is estimated to increase at a rate of 1,700 documents per year, 200 of which are expected to be the result of the new established barriers clearinghouse activities.  The database must contain information on every research report produced by the Office of Policy Development and Research staff, grantees, and contractors.  Any non-PD&R produced materials identified for inclusion in the database must be approved by the GTR before processing.  Non-PD&R materials that would be considered for processing include information from other Department divisions, information related to the Departmental priorities, and information acquired to support the development of any HUD USeR information product.


The contractor must enhance searches of the database in response to search requests received electronically, as calls to the HUD USER toll-free 800 number, and in response to mail requests for such services.  The contractor must evaluate the use of CD ROM with necessary search software as a correct and cost-effective means of increasing access to HUD research data.

Task 2.0 Information Dissemination


Subtask 2.1 Reference and Referral Services


The contractor will report and respond to approximately 3,500 information requests per month which may be received electronically, by mail or telephone/fax, some 500 of them are expected to result from the barriers regulatory clearinghouse activities.


All information requests must be filled within 3 working days with the exception of priority requests—members of Congress, the White House staff, and others identified by the GTR—which must be filled in the time specified by the GTR.


Contractor staff performing this function must have experience and/or education in the subjects related to HUD’s research and program operations; understand the organization of PD&R and its current research agenda and priorities; know the mission of HUD and how its programs are organized to deal with a wide range of people and institutions that represent HUD’s broad constituency.  The contractor must provide evidence that staff are technically capable of transforming user needs for information into tangible information products and services which will meet these needs.


Subtask 2.2 Distribution Services


The contractor must track and process the document orders as specified in Subtask 2.1 (Reference and Referral Services); must provide a distribution center for warehouse space for approximately 1,000 copies of 700 titles; provide daily messenger service between HUD Headquarters and HUD USER, provide mailing forms and statistics to fully meet the Department’s requirements and U.S. Postal Service regulations for contractor processed mail; provide copies of out-of-stock documents or copies of non-copyrighted documents not printed by HUD, enhance electronic access and file transfer knowledge for all information materials announced during a calendar quarter, and support and upgrade Web site development to allow communication between PD&R staff, grantees, contractors, and outside constituents.


To enhance any and all dissemination and distribution activities, the contractor must have the expertise and/or develop, manage, manipulate, update and in general maintain a variety of mailing lists.  The contractor must fully utilize the capabilities of the Internet to facilitate all dissemination and outreach activities.

Task 3.0 Information Products and Services


The contractor must have the capability and capacity to conceptualize, design, develop, and produce a wide variety of information products and services of the highest quality using appropriate resources.  The contractor must have state-of-the art graphic technology to produce and prepare publications for Web dissemination through the Internet.


The contractor must produce (including printing) a quarterly guide to HUD USER which describes its products and services and contains a registration form; an abbreviated version of the guide (limited to one page); produce a Recent Research Results ten times per year which keep subscribers up-to-date about Departmental research products and programs; 30 other current awareness information pieces, Fieldworks, and Urban Research Monitor, (brochures, flyers, etc) and other electronic products such as GIS CD ROMS and GIS electronic newletters.  The above products must be approved by the GTR.


The contractor must produce two reviews of the literature on topics recommended by the contractor and approved by the GTR with input from experts in the research field.  These are to be authoritative and detailed examinations of significant research topics which are of current importance to the Department.  The contractor must write and develop a marketing plan for the research topics with GTR approval.


The contractor must have the capability to participate in or exhibit at 10 major national meetings annually and be responsible for the exhibit design and production of appropriate displays and/or information materials to support the meetings.  The contractor must have the expertise to produce, manage, direct and/or logistically support 2 major conferences, 4 round-tables and 4 seminars annually in support of the program priorities of the Assistant Secretary for PD&R and other offices within PD&R


The contractor must provide the support for the technical review of proposals and grant applications received by the Office of Policy Development and Research.  The contractor must provide logistic support for the review process and must identify and maintain a roster of technically qualified reviewers.

Task 4.0 Regulatory Barriers Clearinghouse Activities


HUD USER will implement and operate a Regulatory Barriers Clearinghouse as called for in Section 103 of the American Homeownership and Economic Opportunity Act of 2000.  Costs for these clearinghouse activities will be accounted for separately from the HUD USER activities and should be presented separately in the proposal for this Task Order.


One week after of this Task Order, the contractor must submit a proposed management  work plan outlining the Regulatory Barriers Clearinghouse for approval by the GTR.

Task 5.0 General Requirements


All HUD USER products prepared for dissemination (e.g. Recent Research Results, Urban Research Monitor, and Fieldworks, and other publications developed for the Regulatory Barriers Clearinghouse) must be prepared in camera-ready laser/electronic format for approval by the GTR.  The above products must be prepared in HTML format for HUD and HUD USER Web distribution on the Internet.


The contractor must maintain written operating procedures for all HUD USER functions.  These procedures must reflect current operating conditions and must be submitted to the GTR within six months after the Task Order effective date and updated annually.


The contractor is authorized to charge for products and services in advance by the GTR  Any income generated must be accounted for separately in each monthly financial report to the GTR. The income must be forwarded to the U.S. Treasury.


Task 6.0  Kick-Off Meeting and Management Plan

Within one week of the notice of award, the contractor shall confer with the GTR to schedule a kick-off-meeting.  The purpose of this meeting will be to clarify any remaining questions, finalize the project schedule based on the new start date, and begin project activity.


The contractor shall prepare a Management Plan as a deliverable for this task, which will consist of a detailed allocation of contract resources (labor and money) and a time schedule for the accomplishment of the entire work within one month after the Task Order is awarded for approval by the GTR.  The Management Plan must list the specific tasks and subtasks in this Task Order, including the start date, completion date, and major milestones for each task and subtask and a general narrative for each.  The contractor must submit in tabular or Gantt chart forms that clearly states task titles, descriptions, durations, deliverables, and budget information.


This Management Plan will continue throughout the duration of this Task Order in the form of monthly narrative progress reports and quarterly financial and management progress reports to the GTR.  This monthly narrative progress report must include all deliverables in the schedule of deliverables.


The contractor must maintain frequent and responsive contact with the GTR.  Every month the contractor must have a progress review meeting at HUD with the GTR to go over the progress and direction of the Task Order. The contractor shall be required to attend meetings at HUD to discuss work to be performed under this Task Order.

