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Introduction

Northrop Grumman Mission Systems, (NGMS) E-Gov Travel Service (ETS) solution (GovTrip) has been providing a web-based travel management service to consolidate federal travel, minimize travel costs, and produce end-to-end federal travel. The NGMS Master Contract under ETS will expire on November 11, 2013. In 2011, the General Services Administration (GSA) added three (3) Contract Line Item Numbers (CLINS) to the NGMS Master Contract to provide supported agencies with seamless transition support services from ETS to ETS2.  

It is important for agencies to remember that transition support service CLINS are not intended for ETS2 implementation service support. The scope of transition services is centered upon the transfer of agency set up data from the ETS contractor to the ETS2 contractor. The scope of transition services can also include consultation and management support, as needed. 
[bookmark: _Toc159213935][bookmark: _Toc159215853]
Background

The “ETS1 Transition-out Task Ordering Guide” is part of the “ETS2 Transition Tools” package provided by the E-Gov Travel PMO. The purpose of this package is to provide agencies with a comprehensive list of utilities that will assist agencies with the planning and execution of transition services from ETS1 to ETS2.

Purpose

This guide has been created to assist ETS transition managers, transition teams, and agency contracting officers to understand the definitions and the pricing bases for the new transition CLINS awarded at the Master Contract level. The guide will also help agencies modify their existing Task Orders (TO) include these ETS transition CLINS. If for some reason an agency cannot find the necessary information in this guide as it relates to ETS Transition Support Services, please contact the Federal Acquisition Service (FAS) by email at ets@gsa.gov; ATTN: ETS Contracting Officer or you may contact your agency’s GSA E-Gov Travel Customer Service Representative (E-CSR):
Luis Mattos
Phone: (703) 605-3499
Email: luis.mattos@gsa.gov

NOTE:  While this document provides specific guidance on ordering transition services under current ETS Task Orders, it does not replace existing procurement regulations. For additional information please refer to the NGMS Master Contract, any applicable Federal Acquisition Regulation (FAR) provisions, and agency-specific ordering policies in conjunction with the guidelines in this document.  In the event of a conflict between this guide and the Master Contract, the Master Contract will prevail.
[bookmark: _Toc300302108]What This Guide CAN DO For Your Agency

· Provide comprehensive ETS to ETS2 transition planning and support services
· Provide a flexible mechanism for agency and organization data transition, existing interface consultation services, and other additional transition support services to ETS2
· Provide CLINS at the ETS Master Contract level that are re-negotiable at the agency Task Order level

What This Guide IS NOT Meant To Accomplish

· Provide ETS or ETS2 Implementation services for your agency
· Provide travel management services beyond the expiration date of the ETS Master Contract (to include ETS Extension Services) 
· Replace ETS travel transactional or and labor hour services already negotiated in the NGMS ETS Master Contract
· Provide a vehicle for the development/enhancement of new ETS interfaces
· Provide ETS Transaction Data Archiving services


Understanding NGMS ETS Transition Services

NGMS Points of Contact:   

	Northrop Grumman Mission Systems (NGMS)
	Project Manager:  Mr. Dan Gildea 
Phone:  (703) 803-5752
Email:  Daniel.Gildea@ngc.com

Contract Administrator:  Ms. Nancy Robinson-Witt 
Phone:  (703) 968-1169
Email:  Nancy.Robinsonwitt@ngc.com


 
Services Available:   

The following is an overview of the Transition services offered under the NGMS contract modification and their corresponding CLIN (found in the ETS Pricing Guide and in Section B of the Master Contract). Under the NGMS Transition clause, a wide range of CLINS are offered that effectively capture the range of skill levels and hourly rates offered by NGMS under each CLIN. Each labor category is linked to minimum educational and experience levels under the NGMS IT Schedule GS-35F-4506G. NGMS transition services may be acquired at various levels for various services as needed. Transition Services can be ordered at the organizational level all the way up to the agency level depending on the deployment strategy employed by each agency. Each agency should develop their Transition Plan to outline their conversion strategy and use this as the foundation when ordering transition support services. 

Under the NGMS Transition modification, services reimbursed by labor hour rates fall under one (1) of three (3) CLINS; 0073, 0074 and/or 0075.  Embedded and Accommodated Travel Management Center (TMC) transition services are provided in accordance standard commercial practices and procedures. Related services and appropriate CLINS are listed below. Please refer to the ETS Master Contract for additional information regarding ETS Transition Services.  

· Agency Set-Up Data Transition Files (CLIN 0073AA – 0073AY)
· Existing Interface Consultation Services (CLIN 0074AA – 0074AY)
· Additional Transition Support Services (CLIN 0075AA – 0075AY) 
· Transition of Embedded Travel Management Center (TMC) Services (No CLIN provided for this service)
· Transition of Accommodated TMC Services (No CLIN provided for this service) 

NOTE: Existing ETS services will be provided with no interruption during the transition period.  

Task Order Price Negotiation and Fixed Levels of Effort

Agencies are strongly encouraged to seek price reductions for CLINS.  Any price reductions on these CLINS will be carried out at the Task Order level.  However, any modification to the ETS Master Contract, with respect to a price reduction or a price increase, shall automatically be effective on all subsequent Task Orders as of the effective date of the modification to the ETS Master Contract.  

It is also important to remember that under the NGMS transition CLINS, a firm fixed price for the agency transition based upon a firm fixed level of effort is possible, given the agency’s level of specificity and clear definition surrounding their transition requirements. This also needs to be defined and negotiated at the Task Order level.

Transition Task Order Period of Performance

The Period of Performance (PoP) for the transition CLINS must fall within the Task Order PoP which aligns with the PoP of the NGMS ETS Master Contract.

Roles and Responsibilities

The success of ETS transition requires a collaborative effort on the part of GSA, federal agencies and the ETS vendors.  Following is a description of some of the key leadership roles in the ETS transition effort:

· E-Gov Travel PMO – The GSA E-Gov Travel PMO will play an active role in assisting agency transition to the ETS2. The E-Gov Travel PMO has assembled a package of ETS2 Transition Tools and established vendor specific E-CSRs to support agency planning and execution of ETS1-to ETS2 transition services.

· GSA ETS Contracting Officer –The ETS Contracting Officer will administer the ETS Master Contract and monitor vendor performance against it, including ETS Master Contract-level performance metrics and incentives, as well as assist agencies in placing ETS Task Orders.

· Agency Executive Sponsor – The Executive Sponsor is the champion for E-Gov Travel within their agency. He/she will identify the resources on the agency Transition Team and guide the agency transition strategy and transition plan. The Executive Sponsor will continue to play an integral role in reviewing the ETS vendor offerings and establishing the evaluation criteria for selecting the ETS vendor offering the solution that best fits the agency’s needs.

· Agency Transition Manager – The Transition Manager leads the functional execution of the Transition Plan and manages the Agency Transition Team. The Transition Manager will manage and track the progress of the agency plans, ensuring each step in the process is aligned with the agency ETS transition strategy.

· Agency Contracting Officer – The Agency Contracting Officer will assist the Transition Manager in translating agency objectives into an appropriate transition  strategy, administer and modify the Task Orders, and assist in monitoring vendor performance against the Task Order, and managing any agency-level incentives that have been put in place.

· NGMS – NGMS shall support agency transition needs negotiated in the Agency Task Order. 


Getting Started

Defining Agency Transition Objectives

Agency objectives for transitioning its travel processes are captured in its Transition Plan, which defines the agency’s transition strategy, timeline, and other factors that guide its ETS transition. The Transition Plan should be used in conjunction with other utilities in the “ETS2 Transition Tools” package to ensure proper execution of agency ETS transition tasks.


Developing a Transition Task Order Statement of Work 

After defining the agency’s transition requirements, resources, strategy (Phased or “Big Bang”), and determine transition milestones and timeline(s), the Transition Manager should work with the agency Contracting Officer to develop a transition Task Order Statement of Work (SOW) that supports the agency’s ETS transition strategy. It is important to remember that under the NGMS transition CLINS, a firm fixed price for the agency transition based upon a firm fixed level of effort (hours) is possible, given the agency’s level of specificity and clear definition surrounding their transition requirements.  At a minimum, the transition SOW should consider:   

· Will the Agency Transition at the Agency, Component/Bureau or Organizational Level? – Each agency’s Chief Financial Officer (CFO), Chief Administrative Officer (CAO) and/or Procurement Executive (PE), or their designees, is responsible for determining how the agency will affect its ETS transition. Agency officials are encouraged to place an enterprise-level ETS Task Order for the entire department or agency to support agency-wide transition.  This strategy is consistent with industry best practices and affords agencies the greatest opportunity to optimize transition savings. 

· Transition Schedule – The Transition Plan should specify the agency’s overall transition schedule, including when transition should begin. The Transition Manager must work with their Contracting Officer to allow sufficient lead time to ensure that the Task Order modification is in place to maintain the agency’s transition schedule.
  
Any changes to a Task Order must be by mutual agreement (between the issuing agency and NGMS) and must be issued in writing by the Agency Contracting Officer. Only the Agency Contracting Officer may modify the terms and conditions of the Task Order.    


Ordering Procedures 

Once agencies understand and define their ETS transition requirements and needs, the next step is to determine which CLINS or combination of CLINS should be ordered to satisfy those requirements. Below, is a comprehensive list of the transition CLINS and sub-CLINS available from the NGMS ETS Master Contract:

Agency Set Up Data Transition Support Services (CLIN 0073):

An agency can order this CLIN in one of three ways, or any combination thereof, as follows: 
· Entire Agency, one set of data fields that contain all described data for the agency
· Sub-set Agency: Data fields that contain data for one or several individual agency sub organization(s) 
· Sub-set Data: One or more sets of data files that contain definable portions of set up data, such as:
· Traveler/User Profiles
· Organizational Structure
· Approval Routing
· Business Rules and Other Agency Configurable Functionality
· Lines of Accounting
· Group Structures 

Table 1 CLIN 0073 and Sub-CLINS
	Agency Set Up Data Transition Support Services

	CLIN  0073
	Agency Set Up Data Transition Support Services
	Unit
	Ceiling Hourly Rate

	0073AA
	Technical 4
	Hour
	$80.62

	0073AB
	Management 2
	Hour
	$95.68

	0073AC
	Technical 5
	Hour
	$96.67

	0073AD
	Management 3
	Hour
	$116.65

	0073AE
	Technical 6
	Hour
	$121.26

	0073AF
	Management 4
	Hour
	$126.40

	0073AG
	Technical 7
	Hour
	$139.37

	0073AH
	Management 5
	Hour
	$139.80

	0073AI
	Consultant 1
	Hour
	$160.32

	0073AJ
	Professional 7
	Hour
	$163.72

	0073AK
	Management 6
	Hour
	$168.00

	0073AL
	Technical 8
	Hour
	$178.06

	0073AM
	Management 7
	Hour
	$182.20

	0073AN
	Professional 8
	Hour
	$192.64

	0073AO
	Consultant 2
	Hour
	$200.66

	0073AP
	Management 8
	Hour
	$205.53

	0073AQ
	Consultant 3
	Hour
	$216.67

	0073AR
	Management 9
	Hour
	$221.59

	0073AS
	Professional 9
	Hour
	$226.59

	0073AT
	Consultant 4
	Hour
	$234.12

	0073AU
	Consultant 5
	Hour
	$284.30

	0073AV
	Consultant 6
	Hour
	$285.18

	0073AW
	Consultant 7
	Hour
	$317.79

	0073AX
	Consultant 8
	Hour
	$390.81

	0073AY
	Other Direct Costs (Travel, Material, etc.)
	Lot 
	Defined in Task Order





Existing Interface Consultation Transition Services (CLIN 0074):

This CLIN can be ordered for existing interface consultation services. This CLIN cannot be used to develop new interfaces, enhance existing ones, or for consultation services between NGMS and the agency’s ETS2 vendor. This CLIN can be ordered for consultation services regarding existing agency ETS interfaces. 




Table 2 CLIN 0074 and Sub-CLINS
	Existing Interface Consultation Transition Services  

	CLIN  0074
	Agency Set Up Data Transition Support Services
	Unit
	Ceiling Hourly Rate

	0074AA
	Technical 4
	Hour
	$80.62

	0074AB
	Management 2
	Hour
	$95.68

	0074AC
	Technical 5
	Hour
	$96.67

	0074AD
	Management 3
	Hour
	$116.65

	0074AE
	Technical 6
	Hour
	$121.26

	0074AF
	Management 4
	Hour
	$126.40

	0074AG
	Technical 7
	Hour
	$139.37

	0074AH
	Management 5
	Hour
	$139.80

	0074AI
	Consultant 1
	Hour
	$160.32

	0074AJ
	Professional 7
	Hour
	$163.72

	0074AK
	Management 6
	Hour
	$168.00

	0074AL
	Technical 8
	Hour
	$178.06

	0074AM
	Management 7
	Hour
	$182.20

	0074AN
	Professional 8
	Hour
	$192.64

	0074AO
	Consultant 2
	Hour
	$200.66

	0074AP
	Management 8
	Hour
	$205.53

	0074AQ
	Consultant 3
	Hour
	$216.67

	0074AR
	Management 9
	Hour
	$221.59

	0074AS
	Professional 9
	Hour
	$226.59

	0074AT
	Consultant 4
	Hour
	$234.12

	0074AU
	Consultant 5
	Hour
	$284.30

	0074AV
	Consultant 6
	Hour
	$285.18

	0074AW
	Consultant 7
	Hour
	$317.79

	0074AX
	Consultant 8
	Hour
	$390.81

	0074AY
	Other Direct Costs (Travel, Material, etc.)
	Lot 
	Defined in Task Order




Transition Support Services (CLIN 0075):

This CLIN can be ordered for services such as project management and planning, creation and delivery of the Transition Deliverable Items such as Data Dictionary and Transition Report(s), as well as other transition services not otherwise specified by CLIN 0073 or CLIN 0074 but which are required by the Transition Task Order or Transition Plan.

Table 3 CLIN 0075 and Sub-CLINS
	Transition Support Services

	CLIN  0075
	Agency Set Up Data Transition Support Services
	Unit
	Ceiling Hourly Rate

	0075AA
	Technical 4
	Hour
	$80.62

	0075AB
	Management 2
	Hour
	$95.68

	0075AC
	Technical 5
	Hour
	$96.67

	0075AD
	Management 3
	Hour
	$116.65

	0075AE
	Technical 6
	Hour
	$121.26

	0075AF
	Management 4
	Hour
	$126.40

	0075AG
	Technical 7
	Hour
	$139.37

	0075AH
	Management 5
	Hour
	$139.80

	0075AI
	Consultant 1
	Hour
	$160.32

	0075AJ
	Professional 7
	Hour
	$163.72

	0075AK
	Management 6
	Hour
	$168.00

	0075AL
	Technical 8
	Hour
	$178.06

	0075AM
	Management 7
	Hour
	$182.20

	0075AN
	Professional 8
	Hour
	$192.64

	0075AO
	Consultant 2
	Hour
	$200.66

	0075AP
	Management 8
	Hour
	$205.53

	0075AQ
	Consultant 3
	Hour
	$216.67

	0075AR
	Management 9
	Hour
	$221.59

	0075AS
	Professional 9
	Hour
	$226.59

	0075AT
	Consultant 4
	Hour
	$234.12

	0075AU
	Consultant 5
	Hour
	$284.30

	0075AV
	Consultant 6
	Hour
	$285.18

	0075AW
	Consultant 7
	Hour
	$317.79

	0075AX
	Consultant 8
	Hour
	$390.81

	0075AY
	Other Direct Costs (Travel, Material, etc.)
	Lot 
	Defined in Task Order



As can be seen, labor categories that encompass Technical, Management, Consultant and Professional Labor Categories are included in each CLIN. Skill levels and years of experience for each sub category may be found in the NGMS IT Schedule GS-35F-4506G.

Deliverables

Transition Task Order administration is the responsibility of the ordering agency; however, GSA is available for guidance and information at any time. NGMS has agreed to provide the following deliverable items under the transition Task Order(s):

1. Transition Plan and requested modifications thereto: As stated, the agency is responsible for the development of the Transition Plan, but NGMS is available to assist for the relevant labor hour rate(s).  
2. Agency Set-Up Data Files: Agency set up data is defined as one or more, or any combination thereof of  traveler/ user profiles, organizational structure, approval routing list(s), business rules and other agency configurable functionality, lines of accounting, and group structures that determine and influence agency specific implementation requirements.  NGMS is to provide all transition set-up data files as described in the Transition Plan.   
3. Data Dictionary: An agency specific Data Dictionary to assist the agency in use of static data in the successor travel management service environment will be provided. 
4. Transition Report: Contents of the Transition Report will be defined in the Task Order and/or the Agency Transition Plan.

Government Access to the ETS Master Contracts (Through the Digital Library)

Access to the GSA Master Contracts is restricted to agency personnel on a “need to know” basis via a secure website in order to protect restricted or proprietary information.  This secure website contains the conformed copies of the contract including any modifications made at the Master Contract level. Appendix C of the “ETS Master Contract Ordering Guide” provides specific instructions regarding access to the secure web site or you may contact the ETS Contracting Officer directly for more information.



Appendix A: Information for Ordering Offices

Below are some important details in regard to the NGMS ETS Master Contract to assist agencies when ordering transition services. Please be sure to review the NGMS ETS Master Contract located on the E-Gov Travel website at http://www.gsa.gov/egovtravel for additional details and up-to-date information.  In the event of a conflict between this guide and the NGMS ETS Master Contract, the NGMS ETS Master Contract shall prevail.

	Contract Name
	E-Gov Travel  Service (ETS)


	Contract Numbers
	GS-33F-N0018


	Contract / Task Order Type

	NGMS ETS transition services are Time & Materials or Firm Fixed Price. Please refer to CLINS 0073, 0074, and 0075 in the NGMS ETS Master Contract for details. 


	Transition CLIN List
	CLIN lists and pricing for NGMS transition support services are included in this guide and in the E-Gov Travel Service Pricing Guide. Please be aware that the prices stated in these sheets are for informational purposes only and may not reflect the most current pricing available. It is essential; therefore, that you consult the NGMS ETS Master Contract for the most up-to-date CLIN list and pricing prior to placing an order.

For additional information about the services provided under the ETS contracts, please contact your agency’s Customer service Representative (E-CSR).


	Period of Performance 

	The Period of Performance (PoP) for the transition CLINS must fall within the Task Order PoP which aligns with the PoP of the NGMS ETS Master Contract.


	Travel
	Contractor travel for transition services are authorized under CLINS 0073AY, 0074AY, and 0075AY. The rates will be negotiated at the Task Order level.
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