
TASK 13: GMAO Project Management, Office and Business Support

ATR: Michele Rienecker
Period of Performance: January 1, 2011 – September 30, 2011
This task is to provide project management and general business and office support to the Global Modeling and Assimilation Office.

Subtask a:  Project Management
(1) Advise in resource planning to achieve the GMAO work priorities identified by the GMAO Strategic Management Team.

(2) Assist the government in project scheduling and status tracking. Oversee the timely delivery of all project deliverables by SAIC staff.  Use project tracking procedures to keep schedules up-to-date.
(3) Assist the government in organizing office resources for technical staff.

(4) Oversee the administration of task planning and reporting, acting as liaison between the Customer, Task Leads, and the SAIC or subcontractor Corporate Staff.

(5) Facilitate training of SAIC project staff in the areas of software, MPI, CM Tools, Unix, and specific operating systems.

Subtask b:  GMAO Office and Business Support

1) Financial Tracking and Procurement Support

a. Budget - Maintain and track Project budget using Goddard on-line systems, and support the government financial analysts in maintaining the GMAO projected and actual budget.

b. Procurement - Provide GMAO procurement support to include:  generation and tracking of orders, and communication with vendors, customers, and local systems staff. Reconcile travel expenditures with SAP records.

2) Travel Management

Support GMAO civil service staff in preparing travel arrangements, preparing and submitting travel authorizations and travel vouchers under the Travel Manager used by NASA.

3) GMAO Technical and Office Management Support

Provide support to the GMAO in maintaining files and office records; maintaining office supplies; producing and distributing deliverable reports; coordinating meetings and seminars; supporting travel for SAIC technical staff; preparing paperwork for visitors and staff badges;  preparing and submitting the appropriate security paperwork (and e-paperwork) for foreign national staff;  communicating  general  information to technical staff;  shipping documents; maintaining spread sheets, databases and other information systems as specified by the ATR; ensuring that web-based information on GMAO organizational issues, procedures, publications, and structures are current.
TASK DOCUMENTATION REQUIREMENTS/DELIVERABLE ITEMS:

The following deliverable schedule has been identified for the activities in this task.

Subtask a:  Project Management

· Monthly progress reports

· Task Plans as needed (within 15 days of Issuance of Task Orders)

· Position opening announcements as needed 

· Office work station plans as needed

· Task annual self-evaluations

Subtask b:  GMAO Office and Business Support

1) Financial Tracking and Procurement Support

Budget:

· Monthly BW reports, or as requested,  for Government Resource Analyst

· Monthly updates of budget status for each WBS in the GMAO to be delivered to the GMAO Head

· Monthly updates of Office Operating Expenditures to be delivered to the GMAO Head

· End-of-Year Budget Reconciliation and carryover balances, and summary of Office Operating Expenditures, to be presented to GMAO Head within one month of the end of the FY.

Procurement:

· Ongoing  records of order tracking, delivery, and payment information, including reconciliation of travel expenditures under SAP.

Miscellaneous: 

· Assemble information on funding support for all GMAO personnel, as requested by GMAO Head

· Maintenance Tracking – Track GMAO computer equipment maintenance purchases/renewals.

2) Travel Management

·  Prepare travel orders for GMAO civil service staff  in a timely manner (schedule requirements defined by Goddard Management)

· Prepare travel vouchers in a timely manner (within 3 days of receiving receipts and travel voucher information)

· Prepare travel reports – trips undertaken and costed, trips planned.  Provide summary to GMAO Head monthly.

· Request information on a monthly basis of travel anticipated by GMAO civil service staff to help with timely preparation of travel orders

· Maintain online guide of travel procedures for GSFC civil service staff.  Update within 5 days of any new published procedure or requirement.

· Provide a fiscal year summary to the GMAO Head within one month of the end of the FY.

3) Technical and Office Support

· GMAO Personnel Directory kept current

· Prepare and submit the appropriate security e-paperwork for foreign national staff as required

· Prepare and submit the required documentation (e-DAA forms, popular summary and other information required by the Earth Sciences Division) for scientific and technical publications and presentations

· Maintain a current list of publications submitted and published, maintained on the web and updated as disposition is changed.  Provide a calendar year summary of publications to the GMAO Head within one month of the end of the CY.

· Support Office moves, key requests, telephone requests as needed.

· Prepare and submit Visitor Forms as required

· Prepare shipping documents as needed

· Support GMAO seminar series as needed, including scheduling of new seminars as they arise.

