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I.  INTRODUCTION

	
	The Office of Personnel Management (OPM), Training and Management Assistance Branch (TMA) supports OPM’s mission by helping Federal agencies maximize the performance of their human capital assets which, in turn better enables them to accomplish their critical missions.  TMA awards firm-fixed price task orders to companies awarded a master ID/IQ.  Every TMA task order award is a project and is carried out under terms of an interagency agreement between TMA and Government agencies.  A project is a body of work, awarded by OPM to one or more of its competitively selected contractors, the parameters of which are established by a Statement of Objective (SOO) and, as needed, one or more Statement of Requirements (SOR).  Every TMA project is guided by a minimum of one comprehensive Management Plan or Letter Management Plan.  
A Management Plan is a document, prepared and maintained by the OPM-designated contractor for all or part of a project.  The Management Plan serves as the “road map” or “blueprint” for the project.  It is a flexible and dynamic document that provides a description of the work to be accomplished and the firm-fixed price / costs of the project.  The Plan also provides supporting documentation in an audit.  The Management Plan needs to correspond with work orders, invoices, and balance with OPM’s Financial Systems.  When authorized by the OPM project manager, an abbreviated or Letter Management Plan can be developed and submitted in lieu of, prior to, or in addition to a comprehensive Management Plan.  
Companies must use these Standards and Guidelines for Preparing Project Management Plans (Letter Management Plan) to prepare and maintain Management Plans (Letter Management Plans) for Training and Learning Solutions and Customized Human Capital Solutions projects.



II. MANAGEMENT PLAN – Letter Management Plan 
	Purpose

	The comprehensive Management Plan (MP) and Letter Management Plan (LMP) are similar to a project management plan.  They describe how the contractor proposes to proceed in carrying out a project, from initial assessment of the client agency’s needs, to acceptance of the final project deliverable. The Management Plan outlines the processes followed and the strategy for completing a project on time and within budget. They specify exactly what work will be done, who will do it, how and when work activities will be completed, and at what level of effort/cost. The Management Plan provides the client agency and OPM a complete and accurate picture of the project.
The MP and LMP are based on information obtained from the following sources:

· Statement of Objective (SOO)

· Statement of Requirements (SOR)

· Government Furnished Materials (GFM)

· Project start-up (kickoff) meeting

· Other meetings and discussions among the contractor, OPM project manager, and OPM client agency

The MP and LMP set the tone for the rest of the project.  It must be a quality product that provides concise, clearly written information in sufficient detail to allow the reviewer(s) to comfortably visualize and understand the development process and final outcomes.  The Plan outlines and/or reiterates the deliverables that are necessary to meet the Government’s specific requirements.  
Within this section, the contract should restate any agency specific requirements such as security clearances.


	Size and Scope


	The size and scope of a Management Plan depends on several factors which are determined at the start-up and other preliminary meetings and discussions, including:

· whether the whole or a portion of the SOO is to be addressed;

· the size and complexity of the effort and the time frame involved; and

· whether the Management Plan will be written in phases or all at once


	Approval of the Plan and Work Authorization


	OPM and the client agency must approve the contractor’s Management Plan.  “Approval” of a Management Plan by OPM and the client agency signifies that the Plan’s direction, methodology, assumptions, timelines, and costs are accepted. It is not an authorization to begin work on any task, nor is it an indication that all tasks in the plan will be required.  For work to begin, OPM’s project manager prepares a work order for each task at the client’s request.  Then, OPM’s Contracting Officer Representative (COR) must sign the work order.  OPM sends, by Federal Express, the signed work order to the contractor’s TMA point of contact.  Signed work orders are required to begin a task and/or travel.  However, in very limited situations, the COR may provide verbal approval to begin a task before written orders are issued.


	Maintenance of the Plan
	The contractor is responsible to maintain the MP and LMP and  to ensure it is current and accurate.  The MP and LMP must be updated to contain all approved tasks and costs including travel and Specially Priced Items (SPI’s).  Every plan revision must be approved by the client agency and TMA.


	Letter Management Plan Guidance

	In certain instances, when authorized by the OPM project manager, an abbreviated or Letter Management Plan can be developed and submitted in lieu of, prior to, or in addition to a comprehensive management plan.  Letter Management Plans do not have a Task 0.  There is not cost for a Letter Management Plan.  

Letter Management Plans are typically used for the following purposes:

· An up-front analysis that is needed for developing a comprehensive Management Plan. 

· A unique, stand-alone task that is of relatively low cost and complexity, is not an appropriate addition to an existing Management Plan, and does not warrant the development of a comprehensive Management Plan.

· A small project of very limited scope, complexity and duration, generally requiring three or fewer tasks.
· Addressing immediate, critical project-related needs prior to development of a comprehensive Management Plan.

Appendix 6 shows the format for Letter Management Plans.




	III. MANAGEMENT PLAN COMPONENTS
A. Comprehensive Management Plan
1. Cover Page
2. Introduction and Background Information
3. Project Overview
a. Project Assumptions

b. Project Summary Chart

c. Overall Technical Approach and Methodology

d. Performance-Base Contracting Requirements

4. Tasks
a. Task Number, Title, Period of Performance (Start Date and End Date)

b. Final Deliverable and Delivery Date (different from End Date)

c. Assumptions

d. Subtask (if appropriate) and Activities
e. Labor Requirements
f. Cost
5. Project Summary

a. Project Cost Breakdown

b. Time Schedule

c. Administrative Information

d. Labor Category Definitions

e. Resumes of Key Staff

6. Appendices

a. Travel Cost Proposals

b. Separately Priced Items
c. Other supporting documentation such s Nationally Recognized Expert and Video Cost Proposal
B. Letter Management Plan
1. Cover Page – Formal letter format to include the following elements:

a. Point of contact information

b. Project title and OPM project code

c. Date of original plan and date of revisions

d. Short background information to provide the context of the plan 

e. Project assumptions
2. Body of the Letter Plan

a. Task Number, Title, Period of Performance (Start Date and End Date)
b. Final Deliverable and Delivery Date (different from End Date)

c. Assumptions
d. Subtask (if appropriate) and Activities
e. Labor Requirements
f. Cost

3. Administrative Information

4. Labor Category Definitions

5. Appendices as described above

IV.  Management Plan Details


	Headers and Footers 
(MP only)
	Every page of the Management Plan, whether it’s the original Plan or a revision, must include a header and footer with the elements listed below.

Header includes:

· Project code

· Management Plan title

· Plan status (e.g. “1st Draft” dated “mo/day/year”, “Final Original” dated “month/day/year”)
· Latest revision (e.g. “Revision 1” dated “mo/day/year”)

· Latest update (e.g. “Update 1” dated “mo/day/year”) 

Footer includes:

· OPM Training and Management Assistance

· Page number

	Title Page 
(MP only)
	The title page must contain the following information as shown in 

Appendix I:

· Management Plan Title 
· “Developed for: ______” (client agency name)

· “Developed by: “______(contractor name)”

· “Under Contract  OPM - ______”

· “U.S. Office of Personnel Management”

· “Training and Management Assistance Branch”

· Project Title (provided by OPM)

· “Project Code: _____” (provided by OPM)

· “Management Plan Work Order Number: _____” (if a task order for Plan development was provided by OPM.  (This is usually Task 0)

· Status: 

· If the Plan is a draft, indicate draft number and date (e.g. 1st Draft – May 1, 2007).  Once the Plan is accepted by OPM and the client, indicate “Final Original” and the date

· If the Plan is a revision, add the revision number and date (e.g. Revision 1 – June 1, 2007)

· If the Plan is an update, add the update number and date (e.g. Update 1 – July 1, 2007)

Note:  Do not track draft versions of the plan.  Once a plan is approved delete the draft information and replace it with the revision number and date.

OPM, client agency, and contractor logos of approximately the same size may be displayed on the title page.




	Introduction and Background 


	The Introduction and Background Information must provide sufficient detail to readily identify and understand the context of the project.  This is generally provided in the SOO or SOR but may be adjusted to reflect agency discussions from the start up meeting and other information provided by the client agency.  This section should include the following information: 

· For whom the project is carried out

· The agency’s problem(s) and need(s) relative to the project and how these       relate to the agency’s mission

· The agency’s objectives as they relate to the project, and to the agency’s Strategic Plan

· Project impact

· How project deliverables/products accomplish agency project objectives

· What organizations and user groups are impacted

· Critical issues and/or requirements

· Other factors affecting the nature and scope of the project

Letter Management Plan must provide a short description of the above information.  

	Project Assumptions
	Project assumptions are understandings between the contractor, OPM, and the client agency that impact project deliverables, costs, and timelines, and are critical to success.  They must be clearly stated, and in measurable terms where appropriate, to minimize misunderstandings.  Assumptions that are specific to a task should be shown in the appropriate Task section of the Plan.

The following list provides examples of project assumptions:

· Anticipated starting date of the project 

· Designation of one client agency point-of-contact (POC) and alternate 

· Roles and responsibilities including the client agency POC project responsibilities, such as securing clearances, arranging access to subject matter experts (SMEs), scheduling meetings, consolidating deliverable reviews and responses, and providing Government furnished materials. 

· 80% requirement:  final drafts must meet 80% of the specific requirements       of the final deliverable 

· Number and length of deliverable review cycles 

· Impact of review cycle delays or additional review cycles

· Impact of task modifications on project costs and time schedule

· Site location(s) for design, development, and other project work

· Hardware and software requirements
· Copyright and data right issues
· Format and number of deliverable copies

· Use, size and number of samples and focus groups

· Use, size, and number of tests and quizzes

· Availability and use of subject matter and nationally recognized experts

· Application of Government-wide and agency-specific regulations, policies, formats, etc. 

· Inclusion of Section 508 and SCORM compliance

· Effect of OPM contract year change on not-yet-issued tasks

· Explanation of To-Be-Determined” (TBD) costs and/or due dates

· Deliverable acceptance process and invoicing
· Level of security clearance of project staff (if required)

	Project Summary Chart (MP only)
	The Project Summary Chart summarizes all Management Plan tasks, subtasks, deliverables, travel proposals, dates, and costs including SPI costs.   Include activities that have actual, estimated, or TBD information.  The elements must be followed:  
· Task 0 is used to develop the Management Plan.
· Entries must be consistent with the “Tasks, Subtasks, and Activities” section of the plan.
· The OPM project management fee which varies from project to project is included in the “Total Cost”.  (See Appendix 7 for TMA Fee Schedule.)
· Delivery Date” is when the client will receive the deliverable.  
· “End Date” includes time for client agency review of the final deliverable prior to invoicing.


PROJECT SUMMARY CHART (example for initial tasks & subtasks in a project)

	Task Number
	Task  Title
	Deliverable
	Start Date
	Delivery Date
	Work Order  Cost*
	*Total Cost with OPM Fee

	0
	Develop Management Plan
	Management Plan
	mo/day/yr
	mo/day/yr
	$5,325
	$5,964

	1
	Course Analysis
	Analysis Report
	“
	“
	$17,170
	$19,230

	1.1
	Collect & Review Current Materials
	Written Synopsis
	“
	“
	$9,618
	$10,772

	1.2
	Subject Matter Experts Meeting
	Recommendations Report
	“
	“
	$7,552
	$8,458

	2
	Course Outline
	Draft and Final Outline
	“
	“
	$12,412
	$13,901

	3
	Develop Module 1
	Draft and Final Module
	“
	“
	$62,995
	$70,554

	3.1
	Develop Module 1 Content
	Module 1 Content
	“
	“
	$22,018
	$24,660

	3.2
	Develop Module 1 Exercises and Quizzes
	Draft and Final Exercises and Quizzes
	“
	“
	$18,433
	$20,645

	3.3
	Develop Module 1 Storyboards 
	Draft and Final Storyboards
	“
	“
	$22,544
	$25,249

	*Includes OPM Project Management Fee of 12 %
	$97,902
	$109,649

	Technical Approach and Methodology (MP and a shorter version for LMP)

	This section of the Plan summarizes the design concept, technical approach, and methodology used to develop project deliverables.  It explains how and why the Plan was prepared. It connects the requirements outlined in the SOO and/or SOR to the instructional systems design, research, or analytical model that provides the framework for development of effective performance-based analyses, products, or solutions.  It describes the analysis, research, or technical basis that led to the choice of a particular media, model, method, or approach.

The logic and rationale of why one option was selected over the others should be presented to provide the client agency and OPM with a clear understanding of what makes the contractor’s choices superior to the other options (e.g., cost-effectiveness, time considerations, product quality/usefulness, tie-in to and compatibility with existing systems, etc).

When the client agency specifies the technical approach they want used, this section should explain that approach and the client’s rationale for it.



	Performance-Based Contracting Requirements


	To the extent feasible, major deliverables should be addressed in the Management Plan in terms of performance-based contracting.  Specifically, include the following elements:

· Explain the nature and purpose of the deliverable 

· Describe the performance standards used, e.g., quality and timeliness

· Include a quality assurance plan

Any additional performance elements may be addressed as appropriate.  The following are examples:

· Procedures for reducing the price of a deliverable when standards have not been met

· Incentives, such as public recognition of exceptional performance or follow-on awards of work consistent with the originating SOO.


	Tasks, Subtasks, and Activities 

Tasks, Subtasks, and Activities – continued
	This section provides an in-depth description of every task, subtask, and activity in the Management Plan. Each task represents a body of work associated with producing one or more specific deliverables.  The section is used by OPM and the client agency to analyze the fairness, completeness, and reasonableness of the Plan, and provides essential information for Plan management.

Size, complexity, and number and variety of deliverables determine whether or not a task should be broken into subtasks, and subtasks broken into activities to provide sufficient specificity. 

Tasks, subtasks, and activities within a task, must be listed in order of their projected start date. 

Tasks are identified by number. Generally, a Management Plan begins with ‘0’ for development of the Management Plan, followed by ‘1’ for the first 
work effort in the Plan itself.  The initial subtask under task would appear as ‘1.1’, and the first activity under subtask 1.1 would be ‘1.1.1’.




	Task Elements

	Each task (see Appendix 2) contains the following elements in the order shown and described below:

· Number, Title and period of performance including delivery date, and task end date*
· Final Deliverable and Delivery Date
· Task Description

· Task-Specific Assumptions, if any
· Subtasks, if any, with  Description, Deliverables and Delivery Dates**
· Activities, with Description, Deliverables and Delivery Dates**
· Performance Work Statement (PWS)

· Labor Requirements* 
· Costs*
*Required for  subtasks when invoicing will be on a subtask by subtask basis
**Required whether or not subtask will be invoiced separately 


	Number, Title, and Period of Performance 
	This element provides key information about each task (or subtask) for use throughout the project. 
The task numbering generally begins with Task 0  for the development of a comprehensive management plan.  A LMP does not have a Task 0.  

The task title should be no more than several words, and should begin with a verb such as

· Develop…….
· Conduct…….
· Write……….
· Analyze…….
The Period of Performance includes the following information:

· Start Date – when the task will begin

· Delivery Date – this is when the client will receive the deliverable

· End Date - includes time for client agency review and acceptance of the final deliverable prior to invoicing


	Final Deliverable and Delivery Date
	This element tells OPM and the client agency, in several words or less, what the final deliverable is, and when to expect it.



	 Task Description
	The Task Description must tell enough about the nature of the task, including any subtasks and activities, to communicate what is expected, roles and responsibilities, what will be done and how, what input will be provided and by whom, what reviews will take place, what will be produced, etc.



	Task-Specific Assumptions
	These are assumptions that only apply to the task, and differ from or are not addressed in the “Project Assumptions” section of the Plan.  



	Subtasks and Activities 


	When a task has two or more distinct components (subtasks), they should be shown individually following the general Task Description, identified by number (e.g. 1.1) and title, and subtask delivery date, completion end date (if being invoiced as a subtask), subtask description and activity, and final deliverable. 
Subtasks may be invoiced on an individual or group basis if corresponding labor requirements and cost breakdowns are included. This “partial payment” information is in addition to the consolidated labor requirements and cost breakdown for the entire task. 
Labor requirements and a cost breakdown are not normally included in subtask activity descriptors and invoicing for activities is not normally anticipated.


	Labor Requirements


	Every task must contain a breakdown of labor requirements.  If separate invoicing will be done for subtasks, these must have a breakdown of labor requirements as well.  The breakdown must be by labor code (e.g. TLA2, HCA1), labor category (e.g. Senior Analyst/Principal Investigator), and labor days (days may be rounded to tenths), and costs (rounded up or down to the nearest dollar).
· Labor categories must be appropriate to the work being performed, not the job title or salary of the individual(s) doing the work.

· Labor days must reflect the contractor’s expectation of actual days to be spent on a task. The number of labor days may not be increased to accommodate a subcontractor’s higher daily rates.  Labor days may be rounded to only one decimal place.
· Labor rates in the Management Plan must correspond to the appropriate base year or option year rates in the contract.  Projects that begin in one contract year and conclude in another must use the appropriate labor codes and rates for each year.  Labor rates must be rounded up or down to the nearest dollar.



	Costs – including costs other than labor
	All costs must be rounded up or down to the nearest dollar.

This element lists total labor costs, plus costs for separately priced items (SPI), video production, Nationally Recognized Expert, and travel.  Appendices 2 and 3 show how these should appear in each task or subtask.  The OPM project management fee is applied after contractor costs are subtotaled, and included in the total cost.  Show both the subtotal and the total cost with OPM’s fee.
Supplementary supporting materials such as video production cost proposals, travel cost proposals, SPI cost comparisons/justifications, and justifications for use of nationally-recognized experts should be referenced under Costs and included in the Plan as appendices.  


	Estimates and “To Be Determined” (TBD)
	In some instances, at the time the Management Plan is prepared, accurate costs cannot be determined for some later tasks and subtasks.  In these situations, a cost estimate or range, should be shown and clearly labeled as such. If this is not feasible, the cost should be shown as “To Be Determined” (TBD).  Although there are legitimate reasons to use TBD, it should not be used extensively in a Management Plan. 


	Costs, other than labor
	

	OPM Project Management Fee 


	The OPM project management fee is applied to all cost categories. The fee percentage is based on project funding, size, and other factors, and is communicated to the project contractor at the time a Management Plan is requested. The Project Summary must indicate what the management fee is at the time the Management Plan is activated.  Any adjustment to the management fee by OPM requires that costs in the Management Plan be recalculated for open tasks and tasks not started.  (See Appendix 7)



	Separately Priced Item
	Separately Priced Item (SPI)  such as Web-site hosting and other commercially available input-output media; duplication and binding of materials in sufficient quantities for pilot testing, field testing, or training; short-term lease of or rental of training equipment, materials and space; purchase of textbooks and binders; purchase of licenses or other materials for the development, demonstration, testing or implementation of training/learning or human capital solution products; marketing materials such as displays or give-aways) may be purchased, leased, or rented.  An SPI proposal must be submitted with the cost request.  The proposal must contain the following elements:

· A description of materials to be purchased, rented, leased, or printed.

· A cost breakdown.

· Documentation that shows a competition among a minimum of 3 suppliers if the total cost exceeds $2,500, the current limit as of March 2007.  
· Justification supporting a selection when the lowest bidder is not selected. 
A pricing proposal for each SPI must be submitted to and approved by OPM before a work order for that SPI can be issued. The OPM contract provides instructions on what to include in a SPI pricing proposal.  SPI proposals exceeding the current limitation of $2,500 must be accompanied by a pricing matrix showing competition among a minimum of three firms.  Justification when selection other than the lowest bid must be included in the proposal.  
As applicable, integrated Information Technology services, systems, and hardware or software components may be purchased, rented, or leased when it is part of the analysis, design, development, implementation and evaluation of solutions as provided under OPM’s contract.  When appropriate, a particular hardware platform, specific type of software, or operating system may be required for development or testing of products.  
Teleconferencing or videoconferencing in lieu of other than local travel is encouraged.  Documentation showing an advantage to the Government is required.

	Printing


	Printing of materials must conform to the SPI requirements and to Government Printing Office (GPO) regulations.  

GPO Printing Regulations 



Subpart 8.8—Acquisition of Printing and Related Supplies 
8.800  Scope of subpart. 
This subpart provides policy for the acquisition of Government printing and related supplies. 
8.801  Definitions. 
As used in this subpart— 
“Government printing” means printing, binding, and blankbook work for the use of an executive department, independent agency, or establishment of the Government. 
“Related supplies” means supplies that are used and equipment that is usable in printing and binding operations. 
8.802  Policy. 
(a) Government printing must be done by or through the Government Printing Office (GPO) (44 U.S.C. 501), unless— 
(1) The GPO cannot provide the printing service (44 U.S.C. 504); 
(2) The printing is done in field printing plants operated by an executive agency (44 U.S.C. 501(2)); 
(3) The printing is acquired by an executive agency from allotments for contract field printing (44 U.S.C. 501(2)); or 
(4) The printing is specifically authorized by statute to be done other than by the GPO. 
(b) The head of each agency shall designate a central printing authority; that central printing authority may serve as the liaison with the Congressional Joint Committee on Printing (JCP) and the Public Printer on matters related to printing. Contracting officers shall obtain approval from their designated central printing authority before contracting in any manner, whether directly or through contracts for supplies or services, for the items defined in 8.801 and for composition, platemaking, presswork, binding, and micrographics (when used as a substitute for printing). 
(c)(1) Further, 44 U.S.C. 1121 provides that the Public Printer may acquire and furnish paper and envelopes (excluding envelopes printed in the course of manufacture) in common use by two or more Government departments, establishments, or services within the District of Columbia, and provides for reimbursement of the Public Printer from available appropriations or funds. Paper and envelopes that are furnished by the Public Printer may not be acquired in any other manner. 
(2) Paper and envelopes for use by Executive agencies outside the District of Columbia and stocked by GSA shall be requisitioned from GSA in accordance with the procedures listed in Federal Property Management Regulations (FPMR) Subpart 101-26.3. 



	Video-Based Instructional Products


	Providing a firm-fixed price for video production generally is not feasible until completion of scripting. When the client has approved the script, a revision to the Management Plan that includes a Video Production Cost Proposal needs to be submitted (see Appendix 4).

Travel costs for the video production crew, from the point of a finished script forward, is part of the video production cost and must be included in the Video Production Cost Proposal. Such travel is part of a fixed-price item and is not reimbursed on an actual-cost-incurred basis. Detailed information on number of trips, days, transport costs, etc., must be included in the cost proposal.  Associated contractor travel should be submitted separately on a Travel Cost Proposal (see Appendix 5).



	Nationally Recognized Experts


	The use of highly-specialized or Nationally Recognized Experts (NREs) may be acquired as needed for specific performance on an individual task.  The daily rate associated with such experts will be indicated as a Separately Priced Item (SPI) in the Management Plan task description.  Each SPI needs to include a justification that supports the use of expertise outside the normal labor categories, information to support a determination of price reasonableness and a copy of the resume for each proposed highly specialized or nationally recognized expert. The proposed price will be subject to review by the Contracting Officer’s Representative (COR) to determine that it is fair and reasonable. Labor for subcontractors is not included in this category.



	Travel
	Any non local travel necessary to complete work on a task will be reimbursed for contractor and subcontractor employees only.  However, if the contractor uses non-local individuals for project tasks, e.g., using someone based in New York to work on a project in the Washington, DC metropolitan area, the contractor will be responsible for the cost of travel. Exceptions will be made on a case by case basis. In addition, the client agency and/or OPM Project Manager may direct the contractor to use an alternative to non-local travel, depending on the purpose for the travel and whether an activity may be satisfactorily accomplished through a distance medium such as a teleconference or videoconference.

Travel costs must be authorized in writing by the Contracting Officer or COR prior to commencement of any trips.  Travel cost proposals submitted in conjunction with a Management Plan task are subject to a fair and reasonable price determination by the COR.
Prevailing rates (per diem, mileage, use of common carrier, allowances, miscellaneous expenses, etc.) are prescribed in the Federal Travel Regulations, which authorize reimbursement for travel costs. Contractors are expected to be familiar with these regulations as they apply to project travel.

Whenever possible, Travel should be requested at least one week in advance by submitting a Travel Cost Proposal (see Appendix 5) to the OPM Project Manager. Travel that is not authorized by an OPM firm, fixed-price work order prior to completion, may be disallowed.  Travel proposals submitted less than a week prior to travel may not be authorized by TMA and may not be reimbursed by TMA.

Travel estimates in the Management Plan must be based on the best information available when the plan is prepared. 

The travel estimates and proposals should include G&A at the approved contract rate.  

Travel proposals may include more than one traveler.  When summarizing more than one travel request, you must attach individual cost proposals when the travel details are different.

Local travel will not be reimbursed.  


	Time Schedule
(MP only)    
	The Time Schedule provides a task-by-task graphic view of project timelines that identifies concurrency among tasks, and highlights project milestones and review points.  The Schedule should be in weeks and months (indicate “work” or “calendar” days).  Microsoft Project is suggested for preparing the Time Schedule.  


	Administrative Information
	The Administrative Information section at a minimum provides the following information:

· Contractor’s project management and technical points of contacts’ names, phone and fax numbers, mailing addresses, and e-mail addresses.
· Client agency project manager’s name, phone and fax number, mailing address and e-mail address.
· OPM project manager’s name, phone and fax number, mailing address, and e-mail address.
· Partnering and subcontractor firms that will be used in carrying out the project.



	Labor Category Definitions
	Provide definitions for all labor categories used in the Management Plan.


	Resumes

(MP only)
	The names and resumes of key members of the project team, including subcontractor staff, must accompany the Management Plan as an attachment. Resumes are not required for lower-priced labor categories, or individuals who are not part of the project team but will participate in the project on a very limited basis. Any change in key personnel must be made known to the client agency, along with submittal of new resumes.  The client agency has the right to reject proposed personnel based on the merits of the resumes. 



	V.  General Information

	Management Plan
	· Management Plans must be submitted electronically.  Hard copies may be requested by the OPM project manager.

· Management Plans must be formatted to print single-sided on 8 ½ x 11 paper, using 12 point type and an easily readable font such as Times New Roman.  Other font types and sizes may be used on the front cover and for various charts in the Plan.

· Plans must be clear, concise, well-written, and free of grammatical, math, and spelling errors. All charts and tables should be titled and information clearly identified.

· Plans must be prepared using the current or recent version of Microsoft Word.

· Each page of the Management Plan and attachments, except the title page, must include a header and footer.

· MP and LMP must be maintained by the contractor throughout the project.



	Modifications to Management Plan
	All modifications to the Management Plan must be submitted electronically and include an explanation of what the modifications are and why they are being made.  The OPM project manager may also require hard copies.  
There are two types of modifications:
· Updates are minor modifications to a Management Plan.  Updates include  limited changes in due dates and timelines, key staff resume changes, a change in scope to a single task, addition of a single task, deliverable changes not impacting cost, and deletion or addition of planned travel or SPIs.  

When updates are made, the Plan title page and headers or footers should be changed to show “Update # _ mo/day/year”.

Plan charts should be updated whenever a change impacts them.

· Revisions are more significant modifications.  Revisions include the addition of new project phases and/or several tasks, changes in scope to several tasks, significant timeline changes, or cost changes affecting more than one task.  When revisions are made, the Plan title page and headers/footers should indicate “Revision # _ mo/day/year”.
Management Plans should be revised at the start of each contract year to 
show the new contract year’s labor codes and rates for each task without a work order.


	Invoicing

	Invoicing should only occur after the client agency has received the specified deliverable(s), the agency review period has passed or is close to passing, and a deliverable acceptance form is signed by the client agency POC and received by the vendor.


	Conformity

	Management Plans must conform to these Standards and Guidelines.  Plans that are non-conforming, poorly written or prepared, omit important information, or contain significant errors will be returned to the contractor for correction at no additional cost to the Government.



	Questions?
	Questions about Management Plans, letter Management Plans, or these Standards and Guidelines should be directed to the OPM project manager.




Appendices

APPENDIX 1
SAMPLE Title page
TECHNICAL COURSE DEVELOPMENT

MANAGEMENT PLAN
Developed for:

STAFF TRAINING AND DEVELOPMENT PROGRAM

OFFICE OF HUMAN RESOURCES

DEPARTMENT OF INTERGOVERNMENTAL RELATIONS
Developed by:

XYZ Corporation

Anycity, Virginia

Under Contract OPM-xx-xxxx

U.S. OFFICE OF PERSONNEL MANAGEMENT

TRAINING & MANAGEMENT ASSISTANCE BRANCH
TRAINING ANALYSIS AND DEVELOPMENT PROJECT

Project Code:  xxxxxxxx
Management Plan Work Order:  xxxxxxx
Final Original - July 7, 2006
Revision 2 - January 6, 2007
   Update 1 - March 11, 2007
APPENDIX 2

SAMPLE TASK
PRICING AT THE TASK LEVEL

Task:  3 
Title:  Develop Instructor Guide

Period of Performance:  Start Date mo/day/year     End Date mo/day/year     




(End date includes time for client review of final deliverable)
Final Deliverable & Delivery Date:  Final Instructor Guide   mo/day/year
Task Description:  Develop an Instructor Guide based on the approved course design document and following the approved course format design.  (More specificity is encouraged)
Task-Specific Assumptions:  None

Subtasks and Deliverables:  (More specificity is encouraged)
3.1
Meet with subject-matter experts to generate scenarios, examples and exercises.



Deliverable: Activity Report


Delivery Date:  mo/day/year

3.2
Draft the Instructor Guide

Deliverable: Draft Instructor Guide

Delivery Date:  mo/day/year



3.3
Review consolidated written Agency comments and finalize Instructor Guide.

Deliverable: Final Instructor Guide

Delivery Date:  mo/day/year
Labor Requirements:





Labor Days
Cost
TLA2    SR ANALYST/PRINCIPAL INVESTIGATOR

xx DAYS
$ xxxx
TLA8    SYSTEMS ANALYST




xx DAYS
$ xxxx
TLAA   TECHNICAL EDITOR




xx DAYS
$ xxxx
TLAB   GRAPHIC ARTIST





xx DAYS
$ xxxx
TLAD   CLERK TYPIST/WORD PROCESSOR OPR

xx DAYS
$ xxxx
TLAG   INSTRUCTIONAL TECHNOLOGIST


xx DAYS
$ xxxx
TLAH   JR INSTRUCTIONAL TECHNOLOGIST


xx DAYS
$ xxxx
________________________________________________________________________

Total Labor Days and Labor Cost without OPM Fee


No. of Days
$ xxxx
(The third letter in the code designates the contract year in effect at the time of the task’s starting date.  Days may be rounded to the nearest tenth.  Cost must be rounded up or down to the nearest dollar)

Non Labor Costs:
Separately Priced Items    (List by category and provide estimated cost or actual cost if known)
        ------                                                                  $ xxxx

        ------                                                                  $ xxxx

        ------                                                                  $ xxxx

Total SPI 









$ xxxx
Travel 
(Use TBD, estimate, or actual if known)





$ xxxx
Video Production (Use TBD, estimate, or actual if known)




$ xxxx
Nationally Recognized Expert






$ xxxx
________________________________________________________________________
Subtotal before OPM Project Management Fee (include labor and non labor costs)

$ xxxx
OPM Project Management Fee                                                                                  $ xxxx
Total Task Cost 







           $ xxxx
APPENDIX 3
SAMPLE TASK 

WITH PRICING AT THE SUBTASK LEVEL
(Note:  Used when a task has two or more components that are unique and large enough to warrant their own title, description, deliverable(s), delivery date(s) and cost breakout.  Each subtask can be turned on separately or in combination, as appropriate. When subtasks include cost breakouts, the Management Plan must also include a total labor and cost table.)
Task:  3 
Title:  Develop Instructor Guide

Period of Performance:  Start Date mo/day/year     End Date mo/day/year     




(End date includes time for client review of final deliverable)
Final Deliverable & Delivery Date:  Final Instructor Guide   mo/day/year
Task Description:  Develop an Instructor Guide based on the approved course design document and following the approved course format design.  (More specificity is encouraged)
Task-Specific Assumptions:  None

Labor Requirements:





Labor Days
Cost

TLA2    SR ANALYST/PRINCIPAL INVESTIGATOR

xx DAYS
$ xxxx

TLA8    SYSTEMS ANALYST




xx DAYS
$ xxxx

TLAA   TECHNICAL EDITOR




xx DAYS
$ xxxx

TLAB   GRAPHIC ARTIST





xx DAYS
$ xxxx

TLAD   CLERK TYPIST/WORD PROCESSOR OPR

xx DAYS
$ xxxx

TLAG   INSTRUCTIONAL TECHNOLOGIST


xx DAYS
$ xxxx

TLAH   JR INSTRUCTIONAL TECHNOLOGIST


xx DAYS
$ xxxx

________________________________________________________________________

Total Labor Days and Labor Cost without OPM Fee


No. of Days
$ xxxx
(The third letter in the code designates the contract year in effect at the time of the task’s starting date.  Days may be rounded to the nearest tenth.  Cost must be rounded up or down to the nearest dollar)

Non Labor Costs:
Separately Priced Items    (List by category and provide estimated cost or actual cost if known)
        ------                                                                  $ xxxx

        ------                                                                  $ xxxx

        ------                                                                  $ xxxx

Total SPI 









$ xxxx
Travel 
(Use TBD, estimate, or actual if known)





$ xxxx
Video Production (Use TBD, estimate, or actual if known)




$ xxxx
Nationally Recognized Expert






$ xxxx
________________________________________________________________________

Subtotal before OPM Project Management Fee (include labor and non labor costs)

$ xxxx
OPM Project Management Fee                                                                                  $ xxxx
Total Task Cost 







           $ xxxx
Subtasks and Deliverables (repeat this format for each subtask)
Subtask:  3.1 
Title:  Generate Scenarios, Examples & Exercises


Subtask Period of Performance:  Start Date mo/day/year     End Date mo/day/year     




(End date includes time for client review of final deliverable)
Final Deliverable/Delivery Date:  Draft scenarios, examples and exercises   mo/day/year
Subtask Description:  Meet with subject-matter experts to develop scenarios, examples and exercises to incorporate into the Course lessons (More specificity is encouraged)
Subtask-Specific Assumptions:  Each lesson will include a minimum of one scenario and one exercise for students to work on as a group activity

Activities and Deliverables/Delivery Dates:

3.1.1
Meet with subject-matter experts to generate scenarios, examples and exercises for lessons 1 - 3



Deliverable: Meeting Report


Delivery Date:  mo/day/year

3.1.2
Meet with subject-matter experts to generate scenarios, examples and exercises for lessons 4 - 6

Deliverable: Meeting Report


Delivery Date:  mo/day/year



Subtask Labor Requirements:




Labor Days
Cost

TLA2    SR ANALYST/PRINCIPAL INVESTIGATOR

xx DAYS
$ xxxx

TLA8    SYSTEMS ANALYST




xx DAYS
$ xxxx

TLAA   TECHNICAL EDITOR




xx DAYS
$ xxxx

TLAB   GRAPHIC ARTIST




xx DAYS
$ xxxx

TLAD   CLERK TYPIST/WORD PROCESSOR OPR

xx DAYS
$ xxxx

TLAG   INSTRUCTIONAL TECHNOLOGIST


xx DAYS
$ xxxx

TLAH   JR INSTRUCTIONAL TECHNOLOGIST


xx DAYS
$ xxxx

________________________________________________________________________

Total Labor Days and Labor Cost without OPM Fee


No. of Days
$ xxxx

(The third letter in the code designates the contract year in effect at the time of the task’s starting date.  Days may be rounded to the nearest tenth.  Cost must be rounded up or down to the nearest dollar)

Non Labor Costs:

Separately Priced Items    (List by category and provide estimated cost or actual cost if known)

        ------                                                                  $ xxxx

        ------                                                                  $ xxxx

        ------                                                                  $ xxxx

Total SPI 









$ xxxx
Travel 
(Use TBD, estimate, or actual if known)





$ xxxx
Video Production (Use TBD, estimate, or actual if known)




$ xxxx

Nationally Recognized Expert







$ xxxx
________________________________________________________________________

Subtotal before OPM Project Management Fee (include labor and non labor costs)

$ xxxx
OPM Project Management Fee                                                                               


$ xxxx
Total Task Cost 







    

$ xxxx
APPENdix 4
video production cost proposal
Contractor:                                                                                           Date:

Project Title:                                                                                        Code:

Production Title:                                                                                  Length (Minutes):

ITEM
  PER:*
COST/RATE
          TOTAL COST









Tape Stock 
Betacam





Beta SP                  

One-Inch Tape            

VHS                                                    

Black and Coded D2                          

Audio Tape 1/4”                                 

Audio Tape 1”

Digital Audio Tape

U-Matic ¾” Tape

Other (list)












Cost Subtotal:

Duplication and Transfers


Time Coded Window Burns

VHS Duplication

Film to Tape transfers

1” Type C Duplication

U-Matic 3/4" Duplication

Beta Duplication

Beta duplication for Stock

35MM Slides 

Stock Footage 

Other (list)












Cost Subtotal:

Graphics and Animation 

Digital Effects

Wavefront

Storyboards

Computer Graphics

Other (list)












Cost Subtotal:

*PER:  Indicate how item is measured (e.g., hours, days, units, inches, feet, number, etc.)
ITEM
  PER:*
COST/RATE
          TOTAL COST

Production Equipment

Camera/Recorder

Beta Deck

Lights

Dolly/Grip

Set/Props

Audio Equipment

Radios (specify)

Teleprompter

Other (list)












Cost Subtotal:

Music/Audio

Sound Effects

Needle/Drops/Per Show

Music/SFX Selection

Opus Audio with Video

Audio w/o Video

Video Layback

Audio Transfer

Narration Recording

Music to DAT

Audio Sweetening

Other (list)












Cost Subtotal:

Post Production Purchases/Services

(Specify On-Line or Off-Line)

Digital Edit Suite

Audio Edit Suite

VHS Edit Suite

Special Camera Mount

Digital Effects

Digital Frame Store

Additional 1 inch

Color Correction Process

Electronic Graphics

Other (list)                                                                                                                      












Cost Subtotal:

*PER:  Indicate how item is measured (e.g., hours, days, units, inches, feet, number, etc.)

ITEM
  PER:*
COST/RATE
          TOTAL COST

Technical Crew

Editor

Producer

Production Assistant

Director

Assistant Director

Videographer

Lighting Director

Make-up Artist

Teleprompter Operator

Audio Technician

Gaffer

Casting Director

Video Recordist

Scriptwriter

Technical Editor

Transcriptionist

Other (list)








 












Cost Subtotal:

Talent (indicate Union/Non-Union)

Talent

On-Camera Talent (Speaking)

Actors or Voice-over Narrator

Roughcut Narrator

Extras

Wardrobe Charge

On-Camera Spokesperson

Other (list)












Cost Subtotal:

Videodisc Mastering

Mastering 

Check Disc

Relication

Other (list)

*PER:  Indicate how item is measured (e.g., hours, days, units, inches, feet, number, etc.)
ITEM
  PER:*
COST/RATE
          TOTAL COST

Support Services

Van and Driver Rental

Travel (local)

Travel (non-local)

Courier/Delivery Charges

Food for Crew/Talent

Per Diem

Other (list)












Cost Subtotal:

Proposal Cost:

$

Contractor G & A:

$

Contractor Profit/Fee:
$

OPM Fee:


$

Total Cost:


$

*PER:  Indicate how item is measured (e.g., hours, days, units, inches, feet, number, etc.)

APPendix 5
Travel cost proposal

Contractor _______________________________________    Date ____________
Project Code ___________   Management Plan Title _____________________________
Task Number __________    Task Title _______________________________________
Travel Dates_________________________   Individual Proposal ⁭ Composite Proposal ⁭ 
	Traveler

Name
	From
	To
	Days
	Lodging 

Rate
	M&IE

Rate
	Total

Per Diem

	
	
	
	
	
	
	

	Air Fare (itemize if different locations/costs)
	

	Train/Bus Fare
	

	Rental Car (see note)
	

	POV Cost (show miles and rate)
	

	Other Expenses (specify and itemize)
	

	
	

	Travel Sub-Total
	

	G & A Rate______% (OPM approved rate)                                                                                     
	

	Total Travel Cost (excluding OPM fee)
	


* Explain if other than initial “To” location
Notes:
· Submit a composite and individual Travel Cost Proposals when there are multiple travelers
· Lodging and M&IE rates are determined by final destination--not airport location--and are determined by GSA Per Diem rates.

· Meals and Incidental Expenses (M&IE) is computed at three-fourths of the authorized daily rate for first and last days of travel.

· Air Fare is the ticket cost plus travel agent fees, if any.  
· Use of a medium size or smaller vehicle is encouraged. Larger or unique vehicles must be described and justified.

· POV cost is computed at the approved GSA mileage rate.

· “Other expenses” include airport shuttles, taxis, airport parking, and hotel taxes and parking, based on previous experience, phone calls, or provider web sites as much as possible.  Miscellaneous project-related expenses not to exceed $10.00 per traveler per travel day may be included.  
· Travel Cost Proposals must be submitted at least one week in advance of actual travel to allow sufficient time for a travel work order to be issued.

APPENDIX 6
LETTER MANAGEMENT PLAN FORMAT

 “Plan Title”

Letter Management Plan
 for 

“Client Agency”

“Draft” or “Final” mo/day/year

Rev # and mo/day/year (if applicable)

Project Code:

Project Title:

Background/Synopsis:

General Assumptions:

Summary Chart:

Tasks:

Task Number:



Due Date:                             


Task Title:




Final Deliverable:
Task Description:
Task Assumptions:
Subtasks (For each subtask, include subtask number, title, deliverable, due date, description and activities. If invoicing by subtask, include subtask Resource Requirements and Costs)
Resource Requirements:

Labor (example):

TLA1
Program Manager…………………………………………….1 day

TLA9
Computer Programmer……………………………………….3 days

TLAA
Technical Editor……………………………………………...2 days

Costs:

Labor:








$

Separately Priced Items (list)
:





                                           $
Travel Estimate:                                                                                  $

Video Production: 






$

Cost Subtotal:






$

OPM Project Management Fee:




$

Total Task Cost:






$
APPENDIX 7
OPM PROJECT Management Fee

training and management Assistance (TMA) fee policy for TRAINING and Learning Solutions and Customized Human Capital Solutions Projects

May 2005
U.S. OPM/Division for Human Resources Products & Services/Center for Talent Services
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APPENDIX 8
Glossary

Assumption

A statement in the Management Plan that defines or sets parameters around 
specific aspects of a project such as number and length of client reviews, single point-of-contact, number of storyboards, software used, etc
Activity
A defined, stand-alone piece or segment of a subtask with a specific deliverable and due date

Client Agency
A Government organization for which a TMA project is being conducted by one or more TMA contractors, under terms of an interagency agreement
Contractor
A private sector firm that has been competitively selected by the Office of Personnel Management to conduct projects for agencies under the Training and Management Assistance program

COR
An OPM Contracting Officer Representative in the TMA program who can issue work orders, approve invoices and interpret and explain contract policies and procedures, as authorized by the OPM Contracting Officer
Deliverable
A draft, interim or final product that is produced by a TMA contractor in accord with tasks, subtasks, and activities in a project Management Plan, and provided to the client agency

Delivery Date
The date the deliverable will be received by the client agency.  This date is different than the End Date.
End Date
The task End Date follows the delivery date by approximately 10 work days.  The End Date provide time for the client agency to review and accept the deliverable prior to invoicing.  This date is different than the Delivery Date.

Estimate
A dollar amount, as determined by the contractor and shown in the Management Plan, that provides OPM and the client agency with a rough idea of costs for travel, SPI’s and video production, prior to actual determination of costs later on in a project
Final Original
That version of a Management Plan which has been accepted, in whole or in part, by OPM and the client agency

G & A
A fixed percentage, as provided on the GSA Schedule that each contractor can apply to “indirect costs” such as video production, separately priced items and travel.  
Government
Items, such as regulations, policies, procedures, and current courseware that 
Furnished
the client agency agrees to furnish to the project contractor, prior to or during 
Materials
the development of project deliverables
Interagency
A signed agreement between OPM and another Government agency that, when

Agreement
accompanied by a Statement Work, forms the basis for a TMA program project.
Letter
An abbreviated Management Plan used for:  up-front analysis prior to
Management
preparing a Management Plan, a unique stand-alone task, a very small project

Plan
or addressing immediate client agency needs where timing is critical
Management          A document based on these Standards and Guidelines…that is prepared by a 

Plan 
TMA contractor, and guides a project from start to finish
Modification
A revision or update to a Management Plan requiring it’s re-submittal to OPM and the client agency for review and approval
Nationally              An individual who, because of their extremely high level of knowledge and
Recognized             credibility in their area of expertise, is brought into a project in an advisory

Expert                     role for a limited period of time 
Project Code
A unique number assigned by OPM to each interagency agreement under the TMA program

Project                    An OPM service charge for project administration, the rate for which is

Management         shown in the Management Plan and applied to each task at the time it is

Fee                         invoiced

Point-of-Contact   The OPM/TMA, client agency, or contractor representative on project-related
(POC)                     matters
Project
A body of work, guided by one or more Management Plans, stemming from an interagency agreement under OPM’s TMA program, between OPM and another Government agency 
Revision
A Management Plan that has been significantly modified and resubmitted for review and approval by OPM and the client agency
Statement of           A document, prepared by a client agency, that describes in greater detail, a  
Requirements        specific need within a Statement of Objective that the client wants addressed
(SOR)
Start-Up                 A meeting among the OPM, client agency and contractor points-of-contact
Meeting                  which is held after the project contractor is selected, to discuss roles, responsibilities, and project details in preparation for development of a Management Plan
Statement of           A document prepared by a client agency that provides essential 
Objectives (SOO)   information about that agency’s training and/or strategic human resource management needs and expectations, forms the basis for an interagency agreement with OPM/TMA, and is the framework upon which a Management Plan is developed
Subject Matter   
An individual with a high level of relevant expertise and experience

Expert                     who works on the development or review of project deliverables
Subtask
A defined segment of work within a task, possibly with its own associated costs and activities, resulting in one or more deliverables
Task
A defined, work effort within a Management Plan that includes pertinent costs, is possibly comprised of several subtasks, requires specific actions, and results in one or more deliverables

Task Order
A formal process wherein two or more invited TMA contractors make oral or 
Competition           written presentations to a client agency, are rated according to predetermined 
(TOC)                     criteria, and one or more are selected to prepare a Management Plan for all or a portion of a project
To Be                     A term used in place of firm-fixed prices or cost estimates when it is not
Determined           feasible to use either in a Management Plan
(TBD)
Update
A minor addition or modification to a current Management Plan 
Work Order
Authorizes work and obligates funds for a task described in the Management Plan at a firm-fixed price
May 2007





TMA Fee Policy


OPM/TMA assesses a fee for providing project management, contract administration, and financial services conducted through the program.  The assessed fee is initially determined at the time an Inter- or Intra-Agency Agreement is established.  This fee is collected only after a contractor invoice for the project task has been approved for payment by the customer.


Updated Fee Schedule


The following fee structure is effective May 23, 2005 for new projects with funding balances of:





Less than $200,000 = 12%


$200,000 to $749,999 = 9%


$750,000 to $1.49 million = 8%


$1.5 to $2.49 million = 7%


$2.5 to $3.49 million = 6%


$3.5 million or more = negotiable down to 5%


  















































Repeat the process for each page that will contain side-by-side columns in your document and then return to the first text box you created. Click the text box on the left once to select it. Click your right mouse button and then click Create Text Box Link. The pointer becomes a pitcher. Click the text box on the left side of the second page to create a link. Create links for all text boxes within the same article on the left side of the document. Repeat the process for every text box in the right chain or article.


Pressing Enter twice at the top of each page will create an extra empty paragraph. This blank paragraph is useful if you want to insert text or graphics outside of the text boxes. You can delete the extra blank paragraph if you don't need it.


Copying linked text boxes


You can copy an article or a chain of text boxes that are linked together, to another document or to another location in the same document. To copy linked text boxes and the text they contain, you must copy all the linked text boxes in an article. Select the first text box in an article. Hold down Shift, and click each additional text boxes you want to copy. On the Edit menu, click Copy. Click where you want to copy the text boxes and then click Paste.


To copy some of the text from an article, select the text you want to copy from the article and then copy it. Do not select the text box. You can paste text you’ve copied directly into your document, into another location within the same article, or into another article.


Notes on Linked Text Boxes


The text boxes that you link to must be empty—they cannot contain text.


Linked text boxes must be contained in a single document. You cannot create text box links from one subdocument within a master document to another subdocument. You also cannot split subdocuments that contain linked text boxes belonging to the same article.


If you click Create Text Box Link and then decide you don’t want to link to another text box, press Esc to cancel.


To move between text boxes in an article, select one of the text boxes and then click either the Next Text Box or Previous Text Box on the Text Box Toolbar. (





Impact on Current and New Projects


The updated fee structure will not result in changes to current projects.


New projects will receive an assessed fee based upon the amount of the initial Inter- or Intra-Agency Agreement funding authority.


The fee assessed on current and new projects will be reduced in accordance with the stated fee schedule if the project balance increases appropriately.


Closeout Fees


OPM/TMA will charge up to $1,000 to close out and de-obligate funds for dormant projects (no activity for more than one year), including those for which no work has been performed by a contractor.


















































 


How Are Agencies Using ILAs?
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For more information about TMA, visit:





http://www.opm.gov/hrd/tma
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