



Federal Strategic Sourcing Initiative 
Print Management Services

TASK ORDER TEMPLATE


Functional Area I: Multifunction Device and Network Printer
Fleet Assessment


TEMPLATE 2: Organizational Gap Analysis 

Template 2 is designed for the purpose of conducting an organizational gap analysis. An organizational gap analysis is an assessment of technology, business processes, and user behavior and a description of current inefficiencies in the utilization of existing MFD and/or NP imaging fleet. 

Deliverables for an Organizational Gap Analysis may include recommendations on how to improve the current utilization of an imaging fleet, how to improve business processes with Document Management strategies, and how to improve user behavior. The contractor may recommend hardware and software to meet the business needs of the organization. 


(Enter Ordering Activity Agency Name) 

(The following is an example of a Performance Work Statement)

  
DATE: (Enter date)


Background:  Describe background information about your agency’s requirements. The definition of an “imaging fleet” is the sum of all devices that print, copy, scan, or fax a hard copy document within a defined environment. Describe your agency’s “imaging fleet”.

Include the size of the organization, current knowledge about the state of the MFD and NP environment, and operational responsibility for the MFD and NP fleet. 

1.0  Statement of Objectives  
An Organizational Gap Analysis may be conducted using a Statement of Objectives approach that states the agency’s needs requests a contractor  propose a Performance Work Statement in response to the business needs that have been described. 



All recommendations for new devices should be manufacturer-neutral. The recommendations for new devices shall be identified based on machine functionality as opposed to brand name make and model. If the ordering activity requests that a brand name make and model be identified, the Contractor also shall identify all equivalent makes and models available. 

The organization should organize its Statement of Objectives by describing the business environment and processes as they currently exist and by describing the end state that the organization is attempting to achieve. 

The following are examples of how objectives may be hypothetically laid out: 

1.1 Objective 1: Analyze the following organizations and locations, x, y, z and provide a report with the current utilization rate of each piece of imaging equipment. Provide a description of the capabilities of the equipment and describe the organization’s utilization of devices by function.
1.2 Objective 2: Interview key organizational leaders stakeholders to determine the business needs of the units under study
1.3 Objective 3: Provide the following deliverables in the form of reports, maps, and a presentation to key stakeholders. 
Contract Type:  State the type of order i.e. Firm Fixed Price, Time and Materials etc. that is applicable for this contract action.  For information on contract types refer to FAR Part 16. 

Geographical Location/Place of Performance:  Indicate all locations in which the contractor is being asked to perform or state that it will be at the contractor’s facilities. If necessary, identify the main location, and approximately how far away any secondary locations are.   Identify normal working hours and how you wish to address overtime or extra hours.

Period of Performance:  Indicate the length of this project by using one of the following methods:  

Method 1: Work to be performed in a specific time period with a period of performance of five years or less.  The base period for this order is from (insert the date and  year) through (insert the date and year) or one year from date of delivery and/or installation, with four available twelve month option periods to be exercised at the discretion of the government. Total of base period and option periods shall not exceed 5 years.  The exercising of the options should begin 60 to 90 days prior to expiration date.

Method 2: Multi-year period of performance - Used when the need for supplies or services is non-severable and continuing over a period greater than one year.  The period of performance shall not exceed 5 years.

Site Visit:  If applicable – provide site visit information.  If a site visit is not required please mark this section N/A or Reserved. 


	Performance Requirement 
	Method of Surveillance
	Standards 
	Assessment 

	The contractor shall deliver a comprehensive and easily understandable report entitled, “Understanding of the Business Problem and Assessment of Current Technology Utilization”
	The COTR shall note when the report has been delivered.
	The quality of the assessment shall represent thorough, current, sophisticated market knowledge. In addition to representing the most sophisticated market research available, the report shall be formatted and presented at an excellent level of professional quality. 
	The COTR will note any quality problems and request revisions. Deliverables shall be acceptable with no more than two revisions. 

	The contractor shall deliver report entitled, “Recommendations to Improve Existing Asset Utilization”
	The COTR shall note when the report has been delivered.
	The report shall represent a comprehensive assessment of the existing fleet. Recommendations for improvements shall be based on the existing asset fleet.  
	The COTR will note any quality problems and request revisions. Deliverables shall be acceptable with no more than two revisions.

	The contractor shall deliver report entitled “Recommendations for Business Processes Improvements”
	The COTR shall note when the report has been delivered.
	The report shall combine recommendations to utilize technology to monitor and/or alter user print behaviors and recommendations to utilize technology to optimize business processes. 
	The COTR will note any quality problems and request revisions. Deliverables shall be acceptable with no more than two revisions.





RFQ Considerations:

Carefully consider whether the Task Order will be procured using a Performance Based Services approach. If the Contracting Officer intends to use Performance Based Contracting methods the Contracting Officer must consider how to implement and use a Quality Assurance Surveillance Plan. A sample QASP is provided below. The Ordering Activity may utilize a system of incentives and disincentives rather than a pass/fail approach given their preferences. 

The Ordering Activity Contracting Officer is responsible for developing the methodology for evaluating order quotations. Some options to consider are:
· Acceptable/Unacceptable Technical Offers that are the lowest price and meet or exceed salient performance characteristics 
· Other technical factors are more highly valued by the government than price
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