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C.1 GENERAL INFORMATION

C.1.1 INTRODUCTION

The SP (SP) shall provide all services, materials, supplies, supervision of SP employees,
labor, and equipment, except that specified herein as Government-furnished, to provide a
Comprehensive Health Communications and Implementation Program (CHCIP) for the
Agency for Healthcare Research and Quality (AHRQ). The SP shall provide services in
accordance with the terms, conditions, and specifications of this Contract. The SP shall
assume total responsibility for all requirements stated herein on the commencement date of
the period of full performance.

C.1.2 BACKGROUND

C.1.2.1 Mission Statement

The mission of AHRQ is to support research designed to improve the quality, safety,
efficiency, and effectiveness of health care for all Americans. The research sponsored,
conducted, and disseminated by AHRQ provides information that helps people make better
decisions about health care.

C.1.2.2 Overall Organization

AHRQ is the lead Federal Agency charged with improving the quality, safety, efficiency, and
effectiveness of health care for all Americans. As one of twelve agencies within the
Department of Health and Human Services (HHS), AHRQ supports health services
research to improve the quality of health care and promote evidence-based
decisionmaking. AHRQ's broad programs of research bring practical and science-based
information to medical practitioners, consumers, health system leaders, purchasers, and
policymakers.

The Agency is comprised of the Office of the Director and eight major functional
components consisting of three Offices and five Centers. The Office of the Director directs
the activities of the Agency to ensure that strategic objectives are achieved. The Office of
Performance Accountability, Resources, and Technology directs and coordinates Agency-
wide program planning and evaluation activities and administrative operations. The Office
of Extramural Research, Education, and Priority Populations directs the scientific review
process for grants and Small Business Innovation Research (SBIR) contracts; manages
Agency research training programs; evaluates the scientific contribution of proposed and
ongoing research, demonstrations, and evaluations; and supports and conducts health
services research on priority populations. The Office of Communications and Knowledge
Transfer (OCKT) designs, develops, implements, and manages programs for disseminating
the results of Agency activities with the goal of changing audience behavior.

The Center for Outcomes and Evidence conducts and supports research and assessment
of health care practices, technologies, processes, and systems. The Center for Primary
Care, Prevention, and Clinical Partnerships expands the knowledge base for clinical
providers and patients, and assures the translation of new knowledge and systems
improvement into primary care practice. The Center for Delivery, Organization, and
Markets provides a locus of leadership and expertise for advances in health care delivery,
organization, and markets through research. The Center for Financing, Access, and Cost
Trends (CFACT) conducts, supports, and manages studies on the cost and financing of
health care, access to health care services, and other related trends. CFACT also
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develops data to support policy and behavioral research and analyses. The Center for
Quality Improvement and Patient Safety works to improve the quality and safety of the
health care system to prevent medical errors, and supports research on the measurement
and improvement of the quality of health care. Additional information can be found at

www.ahrg.gov.

AHRQ has strategic goals that reflect the needs of its stakeholders and align with HHS
strategic goals through 10 portfolios of work (see table below). In short, the AHRQ goals
are to:

o Reduce the risk of harm from health care services by using evidence-based
research to promote the delivery of the best possible care;

o Transform research into practice to achieve wider access of effective health care
services and reduce unnecessary health care costs;

o Improve health care outcomes by encouraging providers, consumers, and patients
to use evidence-based information to make informed treatment choices/decisions;
and

o Develop efficient and responsive business processes.

CHCIP PWS C.1-2 Agency for Healthcare Research and Quality
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HHS STRATEGIC GOALS

1. Reduce Major Threats to the Health and Well-Being
of Americans.

2. Enhance the Ability of the Nation’s Public Health
System to Effectively Respond to Bioterrorism and Other
Public Health Challenges.

3. Increase the Percentage of the Nation’s Children and
Adults Who Have Access to Regular Health Care and
Expand Consumer Choices.

4. Enhance the Capacity and Productivity of the Nation’s
Health Science Research Enterprise.

5. Improve the Quality of Health Care Services.

6. Improve the Economic and Social Well-Being of
Individuals, Families, and Communities, Especially
Those Most in Need.

7. Improve the Stability and Health Development of Our
Nation’s Children and Youth.

8. Achieve Excellence in Management Practices.

AHRQ PORTFOLIOS OF WORK

System Capacity and Bioterrorism.

Data Development.

Care Management.

Cost, Organization, and Socio-Economics.

Health Information Technology.

Long-Term Care.

Pharmaceutical Outcomes.

Prevention.

Training.

Quality/Safety of Patient Care.

X[ X X[ X| X| X| X| X| X| X

X[ X| X| X| X| X| X| X| X| X
X[ X| X| X| X| X| X| X| X| X

Organizational Support.
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C.1.2.3 Stakeholders and Partners
C.1.2.3.1 AHRQ Stakeholders

e Clinical decisionmakers: The evidence developed through AHRQ-sponsored
research and analysis helps clinicians, consumers, patients, and health care
institutions make informed choices about what treatments work, for whom, when,
and at what cost.

o Health care system decisionmakers: Health plan and delivery system
administrators use the findings and tools developed through AHRQ-sponsored
research to make choices on how to improve the health care system's ability to
provide access and deliver high-quality, high-value care. Purchasers use the tools
and products of AHRQ-sponsored research to improve the quality of their health care
services.

e Public policy decisionmakers: Public policymakers use the information produced
by AHRQ to expand their capability to monitor and evaluate changes in the health
care system and to devise policies designed to improve its performance. Federal,
State, and local policymakers, as well as private-sector policy advisory groups such
as the Institute of Medicine (IOM), professional societies, patient advocacy groups,
and health care associations, make decisions based on AHRQ information.

C.1.232 AHRQ Partners

In an attempt to better support its stakeholder and partner base, AHRQ has launched
several partnerships. These partnerships cover the target audience groups as previously
delineated in C.1.2.3.1 and a broad range of intermediaries, including health providers,
health insurers, health services researchers, public health and emergency preparedness
organizations and response teams, health information technology leaders, employers,
educators, librarians, publishers, and interactive media producers.

C.1.3 GENERAL REQUIREMENTS

C.1.3.1 Lay-Out of Section C
C.1.311 Section C Contents
Section C of this document is structured as follows:
C.1: General Information
C.2: Acronyms and Definitions
C.3: Government-Furnished Property and Services
C.4: SP-Furnished Property and Services
C.5: CHCIP Requirements
C.6: Publications and Forms

Paragraphs in Section C.1 all begin with the number “1,” paragraphs in Section C.2 all
begin with the number “2,” and the pattern continues for the other sections.

C.1.3.1.2 Technical Exhibits

Technical exhibits are used to provide supplementary information and may be referenced
from any part of the Contract. Technical exhibits for Section C have a 3-digit number that
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links them to a designated Performance Work Statement (PWS) Section; e.g., Technical
Exhibit 1-002 is the second technical exhibit referenced from Section C.1.

C.13.13 Pagination

Pagination for all parts of Section C begins with the letter “C.” Examples are C.1-10 or
C.4-1. Technical exhibits will have a page number that looks like TE 5-002-2, which
would designate the second page of Technical Exhibit 5-002 referenced from Section C.5
of this PWS.

C.1.3.2 Data
C.1.3.21 Data Definition

Data means all recorded non-technical information (e.g., administrative, financial,
management) and all recorded technical information (e.g., formulas, statistics,
measurements, evaluations) regardless of the form (e.g., records, reports, files,
documents, correspondence, drawings, graphs, software, and other forms of
documentation) or the media (e.g., paper, computer disks, audio/video disks, tapes,
microfische, and other media) on which it may be recorded.

C.13.2.2 Data Preparation, Recording, and Storage

Unless otherwise specified in the Contract, the SP shall prepare, record, and store all
data using generally accepted commercial standards (i.e., best practices). If not
acceptable to the Government based on the intended use of the data, the Government
reserves the right to require the SP to change the method of preparation, recording, and
storage of data.

C.1.3.2.3 Creation and Maintenance of Files

The SP shall create and maintain files to generally accepted commercial standards (i.e.,
best practices). If not acceptable to the Government based on the intended use of the
files, the Government reserves the right to require the SP to change the method of
creation and maintenance of files.

C.1.3.24 Submittal of Data

The SP shall submit data as specified by the Contract Data Requirements List (CDRL) in
this contract. The CDRL entries applicable to Section C have a 3-digit number that links
them to a designated Contract section; for example, CDRL entry 104R001 is the first
CDRL referenced in Section C.1.4. A listing of all CDRLs is located in Technical Exhibit
1-002.

C.1.3.25 Access to Data

The SP shall make all data created, acquired, or used in the performance of this contract
available for review by the Contracting Officer (CO) and other CO-authorized
Government representatives. Before releasing any SP data applicable to the
performance of this contract to any entity (e.g., the SP’s corporate or other off-site offices,
other Government agencies or activities, other SPs, or private parties) other than those
previously authorized by the CO to receive such data, the SP shall obtain the CO’s
approval or, as delegated by the CO, Project Officer’'s (PO) approval.

C.1.3.2.6 Marking Proprietary Data

The SP shall clearly mark all data deemed proprietary by the SP. However, the CO will
make the final determination as to whether the data is proprietary or non-proprietary.
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C.1.3.2.7 Data as Records

Unless otherwise determined by the CO, all data created, acquired, or used by the SP
during the performance of this contract which is created by or for Government use and
subsequently delivered to, or falling under the legal control of the Government, are
considered to be Federal records. Federal records shall be managed in accordance with
the records management legislation as codified at 44 United States Code (USC)
Chapters 21, 29, 31, and 33, the FOIA Act (5 USC 552), and the Privacy Act (5 USC
552a), and shall be scheduled for deposition in accordance with 36 Code of Federal
Regulations (CFR) 1228.

C.1.3.2.8 Destruction and Retirement

The SP shall not destroy or retire records, documents, or media created by or for the
Government in the performance of this contract without prior written approval of the
Designated Government Representative (DGR). Records, documents, or media
approved for destruction or retirement shall be destroyed or retired in accordance with
the appropriate current National Archives and Records Administration (NARA) General
Records Schedule for retention or disposal of the class of records, documents, or media
per 36 CFR 1220.12 and 44 USC 3301.

C.1.3.2.9 Ownership of Data

All data created, acquired, or used in the performance of this contract, except the SP’s
internal business files, are Government property and shall be provided to the
Government upon completion or termination of the work with no limiting provisions or
expiration dates.

C.1.3.2.10 Ownership of CHCIP Materials

CHCIP materials submitted to the Government under this Contract, such as exhibits,
publications, presentations, mailing lists, videos, promotional materials (electronic or
otherwise), Web sites, and all other deliverables/outputs described in this Contract shall
remain the property of the Government.

c.13.211 Freedom of Information Act and Privacy Act Programs

The SP shall comply with all aspects of the FOIA and Privacy Act programs. The SP
shall not forward FOIA data or files to a requestor without approval of the CO or, if
delegated by the CO, approval of the PO.

C.1.3.2.12 Workload Data

Projected CHCIP workload data is presented in Technical Exhibit 5-001. This workload
data is based on historical and anticipated information, where available, or estimates of
the workload.

C.1.4 MANAGEMENT AND ADMINISTRATION

C.1.4.1 Contracting Officer

The term CO, which is used throughout this document, refers to the only person with the
authority to obligate Government funds and enter into, administer, and terminate contracts.
The CO will designate specific technical representatives, henceforth designated as POs.
The individual POs, Assistant Project Officers (APOs), and DGR at each location may
delegate contract oversight and technical work approval authorities to specific Government
personnel as approved by the CO.
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C.1.4.2 Phase-In Period
Cl14.21 Phase-In Plan

The SP shall develop comprehensive procedures for phasing in performance to the level
prescribed, and within the time allowed under the terms of this Contract. The SP shall
submit a Phase-In Plan for evaluation and approval by the Government as part of the
proposal. Changes to the Phase-In Plan after award shall be submitted for evaluation by
the PO and approval by the CO prior to any changes being implemented. (CDRL
104R001)

C.1.4.2.2 Phase-In Tasks

The period between the Contract award date and the start of the period of full
performance will constitute the Phase-In period. During the Phase-In period, the SP shall
partially perform and prepare itself to assume full responsibility by the end of the Phase-
In period for all areas of operation in accordance with the terms and conditions of this
Contract. The SP shall take all actions necessary for a smooth transition of the CHCIP
operations. This period will not exceed 6 months in duration. During the Phase-In
period, the SP shall, at a minimum:

e Establish a Program Management Office in the Washington, DC area;
e Recruit employees (including those covered under the Rights of First Refusal clause)
¢ Provide workforce management and supervision of SP personnel;

e Lease/acquire SP equipment, as necessary, to successfully perform the required
tasks;

¢ Interface with the Government during Phase-In, to include meetings or status reports
as considered necessary;

e Conduct and/or attend initial systems training, and perform indoctrination and
orientation of new employees;

o Develop and disseminate SP operating instructions, procedures, and control
directives;

e Participate in joint inventories for the transfer of Government-Furnished Property
(GFP) and develop procedures to control GFP; and

o Establish and administer proposed subcontracts.

By the end of the third month of the Phase-In period, the SP shall assume responsibility
for and be performing at least 50 percent of the tasks in the PWS, and by the end of the
Phase-In period be fully staffed and assume full responsibility for and be performing the
entire PWS effort.

C.1.4.3 Phase-Out Period

C.143.1 Phase-Out Plan

The SP shall also establish and implement plans for an orderly Phase-Out of the OCKT
support services operations to a successor entity. The SP’s Phase-Out procedures shall
not disrupt or adversely impact the day-to-day conduct of Government business. The
Phase-Out plan shall demonstrate how the SP will ensure a smooth and orderly transfer
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of Contract responsibility to a successor and, at a minimum, shall fully describe how the
SP will approach the following issues: retention of key personnel; turn-over of work-in-
progress, inventories, and Government property (if applicable); removal of SP property (if
applicable); data and information transfer; and any other actions required to ensure
continuity of operations. The plan shall, at a minimum, state the SP’s plans and
procedures to perform:

¢ An inventory of Government-Furnished Equipment (GFE) by the incumbent and the
Government before conduct of a joint inventory between the incumbent and the
successor (if applicable);

e Reconciliation of all property accounts, requisitions, and work-in-progress;
e Turn-in of excess property;
e Clean-up of SP work areas;

e Training of the successor’s personnel on Government-furnished software packages
and automated systems used in the performance of this Contract, specialized
equipment, and ongoing work that the successor would be required to complete; and

¢ Migration of any data in systems proprietary to the SP to a non-proprietary,
manipulatible format approved by the DGR.

The plan shall be submitted to the CO for review and approval no later than 180 calendar
days prior to predecessor Contract expiration date. After approval, the SP shall provide
to the CO any proposed changes and revisions to the Phase-Out plan for review and
approval prior to implementation. (CDRL 104R002)

C.1.4.4 Service Provider Administration
C.l441 Responsiveness

The SP’s Program Manager (or alternate) shall return all calls from the CO or PO in a
time specified by the CO or PO.

C.l144.2 Agency Interest

The SP’s Program Manager (or alternate) shall personally contact the CO or PO
concerning events or occurrences within the scope of this Contract which negatively
affect satisfactory performance of this Contract. The more serious the event or
occurrence, the more quickly the SP shall contact the CO or PO. In addition, the SP shall
follow-up with a detailed written report within 2 workdays of the discovery of the events or
occurrence. (CDRL 104R003)

C.1.4.43 Federal Holidays and Designated Days Off

All Government offices will be closed, except for minimum essential personnel required
for in-house operations, during Federal holidays. Except as otherwise specified, the SP
shall not schedule or conduct routine work that requires Government personnel to
participate on Federal holidays. When such holidays fall on a Saturday, the preceding
Friday will be considered the holiday. When such holidays fall on a Sunday, the
succeeding Monday will be considered the holiday. The 10 Federal holidays per year are
as follows:
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Holiday

Date

New Years Day

1% day of January (or observed)

Martin Luther King, Jr. Birthday

3" Monday of January

Presidents Day

3" Monday of February

Memorial Day

Last Monday of May

Independence Day

4™ day of July (or observed)

Labor Day

1% Monday of September

Columbus Day

2" Monday of October

Veterans Day 11™ day of November (or observed)

Thanksgiving Day 4™ Thursday of November

Christmas Day 25" day of December (or observed)

When specified by higher authority, additional days (e.g., snow days, inaugurations, and
emergencies) may be designated as days off for Federal personnel. The SP shall not
schedule or conduct routine work that requires Government personnel to participate on
such designated days off.

C.l444

The SP shall render all CHCIP services described in Section C.5 between the hours of
8:30 AM to 5:00 PM local time, Monday through Friday, excluding Federal holidays and
Federally designated off days. In addition, the SP shall have a minimum of at least two
staff available between the hours of 8:00 AM and 8:30 AM and 5:00 PM and 6:30 PM,
local time, to provide services as dictated by ongoing activities and/or to respond to
immediate, unanticipated needs. The SP's Program Manager (or alternates) shall be
available during the core hours of 8:30 AM to 5:00 PM local time, and the SP's Program
Manager, or one or more of the alternates, shall be available whenever the SP is
providing CHCIP services in the performance of this contract. The SP shall ensure
adequate staffing during these hours. Work outside these hours may be required to meet
the performance standards specified in the Performance Requirements Summary (PRS),
provided in Technical Exhibit 1-001, and to perform functions such as event-related

Hours of Operation

support.
C.1.45 Interfaces
C.1.451 Other Service Providers

Other SPs may be performing services in areas associated with the requirements of this
Contract. Examples may include SPs who support the AHRQ Publications
Clearinghouse and Information Technology Support Center, as well as those who
perform custodial services, equipment maintenance/repair, or other Government-
provided services. The Government will facilitate initial contact between the SP and
other SPs. The SP shall provide all further required coordination with other SP personnel
for any task specified in this Contract that relates to or impacts any other contracted
work.
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C.1.45.2 Disputes with Other Service Providers

The SP shall notify the PO in writing of disputes in receiving support from or providing
support to other SPs. If the SP is not able to resolve the dispute with another SP, the
issue shall be forwarded to the CO and PO for resolution. The SP shall provide written
notice of dispute resolution(s) to the PO no later than 2 workdays after resolution.

C.1.4.6 Personnel
C.l146.1 Management Employee Roster

No less than 10 workdays after the start of the Phase-In period and 10 workdays prior to
the start of the period of full performance, the SP shall provide the PO with a roster listing
all management employees and their job titles. The SP shall provide an updated roster
to the PO no later than 10 workdays after changes occur. (CDRL 104R004)

C.1.46.2 Key Personnel Requirements

The SP shall submit resumes for key personnel in the Technical Proposal. Key
personnel may not be replaced by the SP without the review of the PO and approval of
the CO. Key personnel include the Program Manager and alternates.

C.1.4.6.2.1 Program Manager. The SP shall provide a Program Manager to conduct
overall management coordination and serve as the central Point of Contact
(POC) with the Government for overall performance of work under this
Contract. This position shall be full-time and shall be located at the
Government-provided AHRQ headquarters.

C.l46.2.11 Duties. Duties shall include serving as the SP’s principal POC
with the CO and PO regarding all contract management matters, providing
overall supervision and direction of all SP activities and personnel, ensuring
the successful and timely performance of all contract tasks in accordance
with Government requirements and standards and Section C of the contract,
meeting with customers and partners of AHRQ to investigate and resolve
difficulties and to explain procedures and requirements, and providing oral
and written status reports to the PO.

C.14.6.2.1.2 Required Education and Experience. The Program Manager shall
have professional experience in the integration of health services research,
dissemination, and implementation for a diverse line of health services
research findings. The Program Manager shall also hold an advanced
clinical, technical, or other degree, at the Masters, Ph.D., or M.D. level, or the
equivalent experience, with a minimum of 10 year's experience in managing
a comprehensive program similar to CHCIP in research or a related field.

C.1.4.6.2.2 Alternate Program Manager. The SP shall designate an Alternate
Program Manager during periods when the Program Manager is unavailable,
such as vacation and sick leave periods. The alternate shall meet the
education and experience requirements as specified above for the Program
Manager.

C.1.4.6.3 Other Personnel Requirements

All personnel proposed by the SP shall have experience and be skilled in their proposed
positions. All staff, at a minimum, shall have experience with or be knowledgeable of the
AHRQ mission, research areas for which they are providing support, the history and
current activities of the CHCIP, and software used.
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C.1.464 Language Requirement

The SP shall employ persons able to read, write, and understand English fluently for
those positions interacting with Government personnel in the performance of this
Contract, and additionally where English is necessary to provide a service under this
Contract. As required in Section C-5, the SP shall also employ persons with Spanish
language capabilities who can translate English documents into Spanish, speak with
Spanish language media, and facilitate focus groups in Spanish.

C.1.4.6.5 Residency Requirement

The SP shall only provide U.S. citizens or permanent legal resident citizens of the U.S.
for performance of work under this Contract.

C.1.4.6.6 Training

C.1.4.6.6.1 Automated Systems and Procedural Training. The SP shall provide
trained SP employees in the use of applicable commercial automated systems
and procedures prior to the start of the period of full performance. See
Technical Exhibit 3-004 for a list of current automated systems and software
used for CHCIP support services. During the Phase-In period, one-time
training for AHRQ proprietary, new, or upgraded automated systems will be
provided by the Government for up to 10 SP personnel, who shall then train
other SP employees. Training at Government expense will not be authorized
for replacement of SP personnel. SP employees shall maintain current
knowledge of the AHRQ services for which they are providing support and shall
participate in any training required by AHRQ. Training for new and upgraded
systems will be provided by the Government as necessatry.

C.1.4.6.6.2 Annual Information Technology Security Awareness Training. All SP
employees using Government-furnished computers shall complete Annual
Information Technology (IT) Security Awareness training. The initial training
shall be completed during the Phase-In period. This training will be provided by
the Government.

C.1.4.6.7 Subcontractors

The SP shall enter subcontracting report data into the Government Electronic
Subcontracting Reporting System (eSRS) Web site. Access to the eSRS Web site will be
provided to the SP at time of contract award. If eSRS is not available, the SP shall
submit the report in hard copy.

C.1.4.6.8 Conduct of Personnel

The SP shall be responsible for the performance and conduct of SP personnel at all
times. Personnel employed by the SP in the performance of this Contract, or any
representative of the SP entering AHRQ facilities, shall abide by established rules,
policies, regulations, and procedures (e.g., smoking policies, general housekeeping
requirements, safety requirements, and waste disposal requirements), and shall be
subject to physical checks by the Government as may be deemed necessary. The SP
personnel shall only conduct business covered by this Contract during periods paid for by
the Government, and shall not conduct any other business (commercial or personal) on
Government premises or using Government supplies, information, and equipment.
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C.1.4.6.9 Removal

C.1.4.6.9.1 Personnel Removal. Government rules, regulations, laws, directives, and
requirements that are in place or issued during the Contract term relating to law
and order and security in the CHCIP locations shall be applicable to all SP
employees, representatives, or subcontractor employees who enter
Government-provided CHCIP locations or perform CHCIP functions. Violation
of such rules, regulations, laws, directives, or requirements shall be grounds for
removal (permanently or temporarily as the Government determines) from the
work site. Such removal of employees does not relieve the SP from the
requirement to perform Contract tasks in accordance with the specified
performance standards.

C.1.4.6.9.2 Removal by the Contracting Officer. The CO may require the SP to
remove from this contract any employee working under this Contract for reason
of misconduct or security. SP personnel shall be subject to removal upon
determination by the CO that such action is necessary in the interest of the
Government.

C.1.4.6.10 Strikes

In accordance with Federal Acquisition Regulation (FAR) 52.222-1, Notice to the
Government of Labor Disputes, the SP shall notify the Government of actual or potential
labor disputes which may delay timely performance of this Contract.

C.15 SECURITY

C.1.5.1 Identification Badges

When performing work under this contract in Government facilities, SP personnel shall
display AHRQ identification at all times in accordance with local protocol. Identification
badges will be furnished by the Government.

C.1.5.2 Keys, Key Cards, and Security Codes

The Government will issue keys, key cards, or door codes to SP personnel as necessary
for each facility. All keys and key cards will be issued to individual employees and are not
transferable. The SP shall maintain records to ensure accountability of keys. The SP shall
ensure that keys issued to the SP by the Government are not lost, misplaced, or used by
unauthorized persons. The SP shall not duplicate Government keys unless authorized by
the Government.

C.1.5.3 Termination of Service Provider Personnel

SP personnel shall return identification badges, keys, and key cards to the PO or DGR
immediately upon termination of employment.

C.1.6 PERFORMANCE

C.1.6.1 Performance Standards

The SP shall ensure that all work meets the standards in the Performance Requirements
Summary (PRS), Technical Exhibit 1-001.
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C.1.6.2 Quality Control

The SP shall be responsible for the quality of products and services provided under this
Contract in accordance with acceptable quality performance levels, to include those
provided by subcontractors. The SP shall re-perform work that does not meet Contract
requirements, unless otherwise directed by the PO. Re-performance of work shall not
constitute an excusable cause to miss any timeliness standards or deadlines.

c.1.6.2.1 Service Provider Quality Control Plan

The SP shall develop and implement a proactive Quality Control Plan (QCP) that
describes the internal staffing, procedures, and programs that the SP shall use to ensure
that the services/products being provided are meeting the quality, quantity, timeliness,
responsiveness, customer satisfaction, and other requirements of the PWS. The QCP
shall describe how continuous quality improvement shall be attained, with an emphasis
on deficiency prevention over deficiency detection. It shall contain procedures to ensure
that unsatisfactory performance is not repeated and shall be addressed and corrected in
a time period not to exceed 7 workdays. (This shall include steps for implementing
changes resulting from deficiencies reported in Contract Discrepancy Reports [CDRS]).
The initial QCP shall be submitted as part of the proposal. Any proposed changes to the
QCP shall be submitted to the CO and PO for review and approval before implementation
of these changes can occur. The CO will review any proposed changes and respond
back to the SP with approval/rejection/comments no later than 5 workdays after receipt.
See Technical Exhibit 1-003 for minimum requirements of the QCP. (CDRL 106R001)

C.1.6.2.2 Government Quality Assurance

C.1.6.2.2.1 Inspections by the Government. The CO and Government Quality
Assurance Evaluators (QAESs) will inspect for compliance with contract terms
throughout the performance period. Evaluation will be based on the SP’s
compliance with the requirements set forth in the PRS (Technical Exhibit 1-
001). The Government will monitor the SP’s performance under this Contract
by performing checks as contained in the Quality Assurance Surveillance Plan
(QASP). Typical procedures include random sampling, planned sampling,
incidental inspections, customer satisfaction surveys, and validated customer
complaints.

C.1.6.2.2.2 Contract Discrepancy Reports. The Government will record surveillance
inspections and issue a CDR when the SP’s performance is unsatisfactory in
accordance with the PRS. The SP shall reply in writing to the PO within 5
workdays from the date the CDR was received, giving the reasons for the
unsatisfactory performance, corrective action taken, and procedures to
preclude recurrence. (CDRL 106R002)

C.1.6.2.2.3 Participation in Government Quality Assurance. The SP shall participate
in the Government’s quality assurance program. Patrticipation may include:

¢ Providing access to specific databases, logs, etc.;

e Providing complete listings of various tasks performed in the last month,
guarter, etc. (e.qg., listing of all requests processed);

e Providing needed documentation for items randomly selected by the
Government (i.e., specific requests); and
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e Responding to Government questions and initial judgments concerning
specific items.

C.1.6.2.2.4 Performance Evaluation Meetings. The SP’s Program Manager shall
meet with the PO and Government QAEs to review Contract performance
monthly. These meetings will be held in Rockville, MD. Performance
evaluation meeting topics shall include review and analyses of key process
indicators, analyses of process deficiencies, problem discussion and resolution,
and reinforcement of quality and timely performance of Contract requirements.
At these meetings, the Government and the SP will discuss the SP’s
performance as viewed by the Government and any problems being
experienced. The SP shall take appropriate actions to resolve outstanding
issues. The SP shall take minutes during performance evaluation meetings,
and shall provide a copy to the PO within 2 workdays. (CDRL 106R003)

C.1.7 COMPLIANCE

The SP shall comply with all applicable Federal, State, and local laws and regulations while
engaged in the performance of this Contract.

C.1.7.1 Copyright and Permissions

When delivering any materials in print or electronic formats to the Government, customers,
and/or partners, the SP shall provide products that conform with the provisions of Title 17 of
the U. S. Code. (Also see specific instructions in Technical Exhibit 5-012: AHRQ Publishing
and Communications Guidelines, referenced in Section C-5.)

C.1.7.2 Section 508 Compliance for Electronic and Information Technology

When delivering any electronic information or other electronic and IT products to the
Government, customers, and/or partners, the SP shall provide products that conform with
provisions from Subpart B of Section 508 of the Rehabilitation Act of 1973, as amended in
1998. (Also see specific instructions in Technical Exhibit 5-012: AHRQ Publishing and
Communications Guidelines, referenced in Section C-5.)

C.1.7.3 IT Security

The SP shall ensure that IT equipment is operated in accordance with the AHRQ Local
Area Network (LAN), WAN, and Network Connectivity Policy, AHRQ Workstation and
Personal Computer Policy, AHRQ IT Security Policy, AHRQ Rules of Behavior Policy,
AHRQ Acceptable Use Policy, AHRQ Privacy Policy, and AHRQ Communications Security
Policy.

C.1.7.4 Safety Inspections

The SP shall comply with Federal, Occupational Safety and Health Administration (OSHA),
and local safety regulations and standards. In addition, the SP shall inspect and survey SP
work areas for potential safety hazards. Safety discrepancies that are caused by the
Government will be corrected by the Government. Safety discrepancies that are caused by
the SP shall be corrected by the SP. The SP shall provide a copy of the inspection report
to the PO quarterly. (CDRL 107R001)
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C.1.7.5 Conservation of Utilities and Resources

The SP shall participate in Government utility conservation and abide by building policies
regarding resource recycling programs. The SP shall instruct all SP personnel in energy
and resource conservation practices and require them to operate utilities under conditions
that preclude wasteful use of energy. Current recycling programs may include cans, paper,
and printer ink cartridges.

C.1.7.6 Accident Reporting

The SP shall comply with accident reporting requirements in accordance with OSHA,
AHRQ, and other regulatory agency policies for all accidents in the course of SP work
resulting in death, trauma, occupational disease, property damage, or environmental
damage. The SP shall comply with all workers’ compensation forms, notices, and reporting
requirements of the jurisdiction in which the work is located. Whenever an accident
involving personal injury occurs, the SP shall provide a written report that delineates all
aspects of the accident and personal injury to the PO within 24 hours of the accident’s
occurrence. (CDRL 107R002)
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C.2 ACRONYMS AND DEFINITIONS

C.2.1 GENERAL

As used throughout this Contract, the following acronyms and definitions shall have the
meaning set forth below.

C.2.2 ACRONYMS

Acronyms shown in the table below are those stated throughout this Contract, and do not
necessarily reflect all CHCIP-related acronyms.

Acronym Complete Name

AHRQ Agency for Healthcare Research and Quality

ANR Audio News Releases

AP Associated Press

APO Assistant Project Officer

AQL Acceptable Quality Level

ASCI American Customer Satisfaction Index

AV Audio/Visual

AVI Audio Video Interleave

CDC Centers for Disease Control and Prevention

CDR Contract Discrepancy Report

CDRL Contract Data Requirements Lists

CFACT Center for Financing, Access and Cost Trends

CFR Code of Federal Regulations
Comprehensive Health Communications and

CHCIP Implementation Program

CLIN Contract Line Item Number

CMS Centers for Medicare and Medicaid Services

CO Contracting Officer

COB Close of Business

COOP Continuity of Operations Plan

COTS Commercial Off The Shelf

CRM Customer Relationship Management

DGR Designated Government Representative

DPA Division of Public Affairs

DPEP Division of Print and Electronic Publishing

DULRT Division of User Liaison and Research Translation

DVCAM Digital Video Camera

EN Electronic Newsletter

EPC Evidence-based Practice Center

EPR Evidence-based Practice Report

eSRS Electronic Subcontracting Reporting System

FAQ Frequently Asked Questions

FAR Federal Acquisition Regulation

FDA Food and Drug Administration

FOIA Freedom of Information Act

FTE Full-Time Equivalents
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Acronym Complete Name
FTP File Transfer Protocol
FY Fiscal Year
GFE Government-Furnished Equipment
GFF Government-Furnished Facilities
GFP Government-Furnished Property
GPO Government Printing Office
GPRA Government Performance and Results Act
HHS Department of Health and Human Services
HTML Hyper Text Markup Language
IA Information Architecture
IOM Institute of Medicine
IPR In-Process Briefing
IRC Information Resources Center
ISBN International Standard Book Number
ISSN International Standard Serial Number
IT Information Technology
ITSC Information Technology Service Center
KT Knowledge Translation
LAN Local Area Network
LOC Library of Congress
LTC Long-Term Care
MEO Most Efficient Organization
MS Manuscript
NAC National Advisory Council
NARA National Archives and Records Administration
NLM National Library of Medicine
NTIS National Technical Information Service
OCKT Office of Communications and Knowledge Transfer
OoDC Other Direct Cost
OMB Office of Management and Budget
OSHA Occupational Safety and Health Administration
PBCH AHRQ Publications Clearinghouse
PID Project Initiation Document
PO Project Officer
POC Point of Contact
PRS Performance Requirements Summary
PSA Public Service Announcement
PSC Parklawn Service Center
PSEN Patient Safety Electronic Newsletter
PWS Performance Work Statement
QA Quality Assurance
QAE Quality Assurance Evaluator
QASP Quality Assurance Surveillance Plan
QC Quality Control
QCP Quality Control Plan
RFP Request for Proposals
RGO Residual Government Organization
SBIR Small Business Innovation Research
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Acronym Complete Name
SC Service Center
SDI Selective Dissemination of Information
SF Standard Form
SOP Standard Operating Procedures
SOW Statement of Work
SP Service Provider
TRIP Translation of Research Into Practice Program
URL Universal Resource Locator
VNR Video News Release

C.2.3 DEFINITIONS

Definitions listed below are for CHCIP-related terminology used throughout this Contract.

Term

Definition

Acceptable Quality (AQL)

Represents the minimum percent acceptable (on-time or
correct) for purposes of a sampling inspection.

Contract

A mutually binding legal relationship obligating the seller to
furnish the supplies or services (including construction) and
the buyer to pay for them. It includes all types of
commitments that obligate the Government to an
expenditure of funds and that, except as otherwise
authorized, are in writing. In addition to bilateral
instruments, contracts include awards and notices of
awards; job orders or task letters issued under basic
ordering agreements; let contracts; orders, such as
purchase orders, under which the contract becomes
effective by written acceptance or performance; and
bilateral modifications. Contracts do not include grants and
cooperative agreements covered by 31 United States Code
(USC) 6301 et seqg. A contract may be initiated through
use of a contract award, letter of obligation, or a fee-for-
service agreement.

Contract Discrepancy Report
(CDR)

A report notifying a SP that his performance does not
comply with the standards in the PWS.

Contracting Officer (CO)

An agent of the Government with the authority to enter into,
administer, and terminate contracts and make related
determinations and findings. Only the PO can enter into a
contract and modification agreement binding on the
Government.

Customer An entity external or internal to AHRQ who procures AHRQ
products and/or services. See also requestor.

Design Using principles of composition, color, and art theory to
create high quality graphic images and layouts that convey
specific Agency messages.
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Term

Definition

Designated Government
Representative (DGR)

Government employee responsible for interacting with the
SP primarily involving the review of technical
documentation and information to ensure compliance to
contractual requirements. The DGR has no authority to
approve contractual changes.

Government-Furnished Property
(GFP)

Facilities, equipment, and supplies in the possession of the
Government or acquired by the Government and
subsequently made available to the SP for performance of
work under this Contract.

Impact Case Study

Relatively short reports describing AHRQ research or
products in current use in real-life situations by States,
health plans, clinical associations and groups, etc.

Inspect

To examine thoroughly; to view closely in critical appraisal.

Performance Work Statement
(PWS)

The document that describes the work to be performed,
including results or outputs and required performance
standards. The PWS is the basis for the resulting
solicitation and the Government’s proposal for performing
the required work.

Performance Requirements
Summary (PRS)

A summary chart that identifies the required services of the
Contract that will be evaluated by the Government to
ensure that the SP meets Contract performance standards.
See Technical Exhibit 1-001.

Performance Standard

The results-oriented measure that describes the level of
performance expected for a particular job element. It
prescribes what the SP is expected to produce in such
dimensions as quality and timeliness.

Phase-In Period

The period between Contract award and the beginning of
the period of full performance.

Points of Intersection

Specific activities or programs in which elements of each
program or activity meet.

Portfolio Leads

Within AHRQ, the appointed leader in each of 10 key areas
of research emphasis, called portfolios of work (see table in
Section 1.2.2)

Program Manager

The SP representative who acts as the Point of Contact
(POC) with the Government and coordinates contract
management with the authority and responsibility to commit
and make decisions on behalf of the SP. The Program
Manager is responsible for the SP’s work at all CHCIP
locations.

Program Staff

Staff within each Office or Center in the AHRQ—generally
excludes Office and Center Directors.

Project Officer

The individual appointed by the Contracting Officer (CO) to
act as the authorized Government representative and to
monitor overall SP performance. In addition to the primary
PO, Assistant Project Officers (APOs) may also be used.
Neither the PO nor APO have authority to approve
contractual changes.
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Term

Definition

Quality Assurance (QA)

Functions, including inspection, performed to determine
whether a SP has fulfilled the contract obligations
pertaining to quality and quantity. QA is performed by the
Government.

Quality Assurance Evaluator

(QAE)

An individual responsible for quality assurance surveillance
and evaluation of the work performed under the PWS.
QAEs are not SP employees.

Quality Assurance Surveillance
Plan (QASP)

A document used by the Government for quality assurance.
The QASP is used to ensure that the performance of the
SP meets the requirements of the PWS.

Quality Control (QC)

The process used by the SP to ensure that its performance
meets the requirements specified in the PWS, to including
meeting all performance standards.

Quiality Control Program

The SP’s system to control services so that they meet the
requirements of the Contract.

Releasing Events

Any event, such as a press conference, meeting, press
release, public forum, etc., that is a mechanism or venue
through which to announce the availability of information
that is the direct result of AHRQ research. Releasing
events may well be coordinated with other HHS
components and/or stakeholders and partners.

Requestor

An entity internal to AHRQ who is authorized to request
work from the CHCIP.

Service Provider

An entity, public or private, providing the services specified
by the Government and described in this solicitation or in
the subsequent award document administered by the
Government.

SP Personnel

The term “SP personnel” as used herein refers to
employees of both the prime SP and any subcontractors.

Shall Indicates a mandatory, contractual requirement on the SP.
Whenever the word “shall” is used, the term “the SP” is
understood, whether or not explicitly stated. (Used in
phrases such as “shall perform” and “shall repair.”)

Standard An acknowledged measure of comparison.

Surveillance The process of monitoring SP performance, either by direct
evaluation, observation, or other information sources.

Syntheses Any product or activity that processes or provides a forum

to process a body of information in a cogent analysis of the
information and helps to draw inferences, identify gaps, or
propose future direction of research, implementation, or
other activities.

Technical Exhibit

A part of the PWS that provides supplementary information.
Technical exhibits can be in the form of text, tables, graphs,
or maps.

Will

Indicates the intent of the Government to perform an action.
Whenever the word “will” is used, the term “the
Government” is understood, whether or not explicitly stated.
(Used in phrases such as “will provide” and “will be
provided.”)
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Term Definition
Workday Throughout this document, workday is defined as Monday
through Friday, except Federal holidays.
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C.3 GOVERNMENT-FURNISHED PROPERTY AND SERVICES

C.3.1 GENERAL

The Government will furnish or make available to the SP the facilities, utilities, equipment,
supplies, and services described in this Section as GFP if the SP performs the CHCIP
services at the Government-provided sites in accordance with FAR Subpart 45.3 and 45.5.
GFP consists of Government-Furnished Facilities (GFF), Government-Furnished Equipment
(GFE), and Government-Furnished supplies, utilities, and services that are made available by
the Government or other Government SPs for the SP’s use in the performance of Contract
requirements. The SP shall not use GFP for any other purpose than execution of work under
this Contract.

If the SP proposes alternate work sites, the Government will not provide any property or
services unless otherwise specified herein. The Government will also not relocate property
from one GFF building to another. The SP shall not propose alternate work sites for any
tasks identified for on-site performance.

Note that the Government will supply the services of the AHRQ Publications Clearinghouse
contract (Technical Exhibit 3-001: Statement of Work for AHRQ Publications Clearinghouse).
Current/existing contracts for CHCIP-related services will be terminated, renegotiated, and/or
allowed to expire no later than the end of the Phase-In period.

C.3.2 GOVERNMENT-FURNISHED FACILITIES

The Government will provide or make available to the SP facilities or space as specified in
Technical Exhibit 3-002: Government-Furnished Facilities. Some facilities and spaces may
be occupied jointly with the Government.

The SP shall occupy GFF in accordance with local AHRQ facility management policies and
procedures. These policies and procedures will be provided after Contract award. The SP
shall maintain Government-furnished workspaces to the same standards as similar areas
occupied by the Government. The Government will provide maintenance and repair
associated with normal wear and tear of Government-furnished spaces.

Upon termination of this Contract, the facilities the SP occupied shall be returned to the
Government in the same or better condition as received, except for reasonable wear. The
initial condition of these facilities shall be established during the initial inventory.

c.3.21 Facilities Maintenance, Repair, and Alteration
c.3.21.1 Maintenance and Repair of GFF

The Government will provide maintenance and repair of GFF. This shall include painting;
lighting and other electrical maintenance and repair; heating, ventilation, and air
conditioning maintenance and repair; and other facility maintenance and repair services.
The SP shall submit a request for maintenance and repair services to the DGR. In an
emergency, the SP shall immediately notify the CO by telephone of the need for
emergency maintenance or repair of GFF.

The SP shall be liable for the cost of any repairs caused by the SP’s negligence.
C.3.21.2 Alteration

The SP shall not alter the space except with written permission from the DGR and CO.
Any such alterations or improvements become the property of the Government; however,
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the CO may require the SP to remove or dismantle such alterations or improvements and
restore the facilities to their original condition upon expiration or termination of the
Contract. This dismantling and restoration shall be performed at the SP’s expense.

C.3.2.2 Access
C.3.221 Service Provider Access to Other Facilities

The Government will provide for SP access to local facilities or space not assigned to the
CHCIP such as the Parklawn Building, HHS headquarters located in Washington, DC,
dining rooms, break areas, training and conference rooms, and areas where equipment is
co-located.

c.3.2.2.2 Service Provider Access to Parking

The cost of monthly parking for all SP staff who are required to work on-site may be an
allowable expense.

C.3.2.2.3 Government Access to GFF

The SP shall permit visits by authorized Government personnel to SP-occupied facilities.
Government personnel may perform unscheduled official business visits to any facility or
work area at any time. The Government will adhere to any policies or procedures
mandated at SP-occupied facilities.

C.3.2.24 Government Access to Service Provider Facilities

The SP shall permit visits by authorized Government personnel to SP facilities.
Government personnel may, at any time, perform unscheduled official business visits to
any SP facility or work area where CHCIP-related work is being performed.

C.3.3 GOVERNMENT-FURNISHED EQUIPMENT

C.3.3.1 General

As necessary to accomplish the work or services required to be performed on-site as
described in this Contract, the Government will provide standard office equipment (e.g.,
printers, facsimile machines, copiers, shredders, computers, telephones) as GFE to the SP.
The GFE provided may be jointly shared with Federal employees and other SPs collocated
in the same GFF. In the event of conflicts with regard to access to standard office
equipment that cannot be satisfactorily resolved by the SP, the matter shall be referred to
the CO for resolution. See Technical Exhibit 3-003: Government-Furnished Equipment for
GFE information.

C.3.3.1.1 Work Stations

The Government will provide up to 55 workstations, including a telephone and a personal
computer, for each SP employee that the PO, in consultation with the Project Manager,
determines is needed on-site.

C33.1.2 Access to Automated Systems and Software

The Government will provide access to the AHRQ electronic mail system. In addition, the
Government will provide access to automated systems and software (e.g., MS Office
2003, Adobe 7.0 Professional, and TMS for Windows 98). See Technical Exhibit 3-004:
Automated Systems and Software for a list of systems and software. Software and
system updates will be provided and installed by the Government according to the
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Government’s use and schedule. The SP shall use the automated systems and software
for “official business” only.

C.3.3.2 Maintenance and Repair of GFE

The Government will provide all maintenance and repair of GFE. The SP shall coordinate
through the DGR for all equipment maintenance and repairs for GFE. In an emergency, the
SP shall immediately notify the CO by telephone of the need for emergency maintenance or
repair of GFE.

The SP shall be liable for the cost of any repairs caused by the SP’s negligence.

C.3.3.3 Replacement of GFE

If the SP determines that the useful life of GFE has expired or that the equipment is beyond
economical repair, the SP shall notify the DGR in writing. The DGR will review the request
and make a final determination, and the Government at its option may elect to replace the
equipment. The SP shall coordinate with the DGR for replacement of GFE to ensure that
adequate quantities of equipment are available for uninterrupted accomplishment of the
work and services specified in this Contract.

The SP shall replace, at no expense to the Government, GFE that is damaged beyond
economical repair due to SP misuse or negligence, as determined by the CO. Replaced
equipment title will be vested in the Government.

C.3.3.4 Moving of GFE

The SP shall not move GFE within GFF buildings without prior written approval of the DGR.
Approved moves will be ordered by the Government using an approved moving contractor
where applicable. Moving costs, if any, shall be paid by the SP.

C.3.3.5 Return of GFE

At the completion of the Contract, the SP shall return all GFE equal in type, kind, quality,
and quantity of items as originally furnished by the Government and accepted by the SP
(excluding those items of equipment turned over to the Government for disposal during the
course of performing the Contract). At Contract termination, the SP shall also return all
equipment for which title was vested in the Government. Such property shall be in the
same or better condition as when originally furnished, except for normal wear and tear.

C.3.4 GOVERNMENT-FURNISHED SUPPLIES

The Government will furnish common office supplies (e.g., paper, pens, pencils, paper clips,
staples, marking pens, notepads, and disks) used to accomplish the requirements delineated
in this PWS for on-site personnel only. If the SP elects to acquire common office or
audio/video supplies from other than the Government, the cost of such supplies shall be the
sole responsibility of the SP. The SP shall be responsible for submitting timely requests to
the Government for supplies in order to maintain an adequate stock. (SP-provided supply
requirements are identified in Section C-4.)
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C.3.5 INVENTORIES

C.3.5.1 Initial Inventory

Within 15 workdays prior to the start date of the period of full performance, a 100 percent
inventory shall be conducted by the SP. The inventory of all on-site facilities, equipment,
and material to be made available to the SP will be conducted jointly with the Government.
The SP shall be responsible for providing its own off-site facilities/equipment/material, at its
own cost, to ensure contractual requirements are satisfied. Condition, serviceability, and
value of GFE will be jointly decided between the Government and the SP. Items not
desired for use by the SP shall be identified on the joint inventory and shall be staged by
the SP at a location indicated by the PO. The SP shall prepare and certify a detailed final
computer-generated inventory (jointly approved by the Government and the SP) and shall
maintain the inventory of GFF and GFE in a current status during the performance period.
The SP shall provide one electronic copy of the joint inventory to the PO by the start date of
the period of full performance. (CDRL 305R001)

C.3.5.2 Periodic Inventory

No later than 15 workdays before the end of each performance period, a joint inventory and
inspection of all GFF and GFE provided to the SP shall be conducted. The SP shall submit
to the PO an electronic copy of the updated inventory within 5 workdays after inventory
completion. (CDRL 305R002)

C.3.5.3 Final Inventory

No later than 30 calendar days prior to the completion of the term of this contract, the SP
and Government shall conduct a joint final inventory of all GFF and GFE. The SP shall
submit to the PO an electronic copy of the final inventory within 5 workdays after inventory
completion. (CDRL 305R003)

C.3.6 GOVERNMENT-FURNISHED SERVICES

C.3.6.1 Utilities

The Government will furnish utility services as currently installed in GFF, such as telephone
lines (local and long distance), electricity, water, sewage, and seasonal heat and air
conditioning. The SP shall use utilities effectively and efficiently to conserve energy and
financial resources. The SP shall not make any changes to utilities in Government-
provided spaces, unless approved by the DGR.

C.3.6.2 Administrative and Secretarial Services

The Government will provide the SP with administrative and secretarial support services up
to a maximum of three personnel at 1,776 hours each per year, as assigned by the PO and
based on mutually agreed upon SP administrative and secretarial requirements.

C.3.6.3 Visual and Graphic Arts Services

The Government will provide the SP with visual and graphic arts services up to a maximum
of two personnel at 1,776 hours each per year, as assigned by the PO and based on
mutually agreed upon SP visual and graphic arts requirements.
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C.3.6.4 Custodial Services

The Government will provide custodial services at GFF, such as cleaning and vacuuming
floors, cleaning bathrooms, and removing trash.

C.3.6.5 Emergency Medical Service

Medical services for the SP’s personnel are the responsibility of the SP. However, if
available, the Government will provide emergency medical services for injuries incurred
while an employee is performing under the Contract. The emergency medical services that
the Government will provide are initial first aid only. The SP shall reimburse any resultant
third-party medical costs borne by the Government.

C.3.6.6 Relocation Service

The Government will provide GFE relocation services (moving, but not packing/unpacking)
for the SP if the GFF are reassigned during the course of the performance period.

C.3.6.7 Postal Distribution

Official Government mail that is generated as a result of performance of this Contract will
be handled via the U.S. Postal Service, approved Government expedited or express
delivery contracts, or inter-office mail handling service at Government expense. The inter-
office mail handling section will not handle non-Government mail to or from the SP. The
AHRQ Publications Clearinghouse handles the Agency’s direct mailing campaigns and
other related mailings.

C.3.6.8 Local Area Network

The Government will furnish the SP with access to the existing LAN. The SP shall notify
the DGR for approval when maintenance, repair, or change in service is required and then
coordinate with the applicable Help Desk. SP personnel shall not relocate Government-
furnished access points to the LAN or in any way alter the LAN lines without Government
authorization. The SP shall be responsible for all costs associated with SP-initiated
upgrades, changes in service, or the addition or relocation of an access point to the LAN.

C.3.6.9 Computer Help Desk

The Government will provide Help Desk services, to on-site personnel, for the
troubleshooting, maintenance, and repair of Government-provided computers and
peripherals. The Government will also provide Help Desk services for the troubleshooting,
maintenance, and repair of Government-provided software where such services are
currently available.

C.3.6.10 Government Printing Office Services

The Government will provide and require use of the GPO for all printing jobs unless
otherwise approved by the CO or specified in Section C-5. GPO services will be provided
and required regardless of whether GFF are used. (Payment for and ordering of printing of
giveaway promotional items, such as mouse pads, pens, and shopping bags will not be
Government-provided.)

CHCIP PWS C.3-5 Agency for Healthcare Research and Quality



C.3.7 TRAVEL

Any travel costs and per diem expenses associated with required meetings, conferences,
briefings, and events related to this Contract and the tasks required herein must be
reasonable and necessary for the work to be performed and may be considered an allowable
cost under this contract in accordance with the Federal Travel Regulations. Travel related to
day-to-day internal SP operations and monthly Performance Evaluation meetings will not be
separately reimbursed by the Government. All proposed travel must be approved in advance
by the DGR. Registration fees for all DGR approved conferences/seminars/events will be
reimbursed by the Government.
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C.4 SP-FURNISHED PROPERTY AND SERVICES

C4.1 GENERAL

The SP shall provide all property and services not specifically identified as Government-
furnished in Section C.3 of this Contract that the SP considers necessary to comply with the
requirements of this Contract.

CA4.2 SERVICE PROVIDER-FURNISHED EQUIPMENT

Equipment acquired by the SP, at the SP’s discretion, to supplement that provided as
Government-furnished shall remain the property of the SP upon termination or completion of
the Contract. Equipment to which the SP has title shall be marked with a label that reflects the
SP’s commercial name or logo and clearly identifies the SP’s identity and ownership.

C.4.2.1 Hardware and Software

All SP-furnished hardware and software shall be in accordance with AHRQ Information
Technology (IT) Standards, provided in Technical Exhibit 4-001: AHRQ IT Standards. In
addition, hardware and software shall be operated in accordance with the AHRQ LAN,
WAN, and Network Connectivity Policy, AHRQ Workstation and Personal Computer Policy,
AHRQ IT Security Policy, AHRQ Rules of Behavior Policy, AHRQ Acceptable Use Policy,
AHRQ Privacy Policy, and AHRQ Communications Security Policy.

Remote access to the LAN, security, and interconnectivity will be reviewed and approved
by AHRQ IT personnel based on documented need.

C.4.3 SERVICE PROVIDER-FURNISHED FACILITIES

If SP-furnished facilities are used to perform CHCIP services, the SP shall not commingle
work performed under this Contract with other work.

C.4.3.1 Collocation of Government Employees

When the QAEs and DGR are on-site at the SP-furnished facilities, the SP shall provide on-
site space for the QAE and DGR. During those periods, the SP shall provide a standard
office environment for these Government employees, to include furniture, telephone (local),
data connectivity, utilities, and access to restrooms and meeting rooms. The Government
will provide computer equipment and software for these collocated personnel.

C.4.4 SERVICE PROVIDER-FURNISHED SUPPLIES AND MATERIALS

The SP shall furnish all supplies and materials necessary to meet the requirements of the
Contract when such supplies and materials are not furnished by the Government. Supplies
and materials provided by the SP shall be of equal or better quality than those approved by
the DGR.

C.4.5 REMOVAL OF PROPERTY

Within 5 workdays after expiration or termination of this Contract, the SP shall remove all SP-
furnished property from the CHCIP operations. The Government will not be responsible for
any SP-furnished property left in Government facilities after Contract expiration or termination.
If the SP does not remove said property within the stated time, the Government will dispose of
the property at the SP’s expense.
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C.5 SPECIFIC REQUIREMENTS
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C.5.8.5.3 Implement the Approved Evaluation Plan. ..., 91
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C.5.1 OVERVIEW

The SP shall provide a comprehensive health communications and implementation program to
the Agency for Healthcare Research and Quality (AHRQ).

C511 GENERAL REQUIREMENTS

The following sections of the PWS provide descriptions of the specific requirements the SP
shall perform in providing a comprehensive health communications and implementation
program. The SP shall provide all services, supervision, and labor to perform these specific
requirements.
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Cb5.1.2 WORKLOAD AND PERFORMANCE

Technical Exhibit 5-001: Workload Data, provides information on the workload indicators
related to the various requirements and projected annual frequencies for the level of work
involved. Technical Exhibit 1-001: Performance Requirements Summary consolidates
information on the performance standards the Government will use to assess SP
performance in providing the requirements described in the following sections.

C.5.13 BACKGROUND

AHRQ’s mission is to support research to improve the quality, safety, efficiency, and
effectiveness of health care for all Americans. To make that mission a reality, AHRQ shares
the results of its research with its stakeholders--clinicians, health system leaders, purchasers,
health plan executives, policymakers, consumers, and others--in a way that they can apply it
to improve current practices or policies. Improving practice and policy is contingent on getting
the research results into the hands of the people who can put it to work in their own health
care environment. Through its publishing, public affairs, research dissemination, and
knowledge translation activities, OCKT ensures communication between AHRQ-supported
researchers and AHRQ stakeholders.

C.5.1.3.1 Producer-Push Issues: Assessing Knowledge Ready for Action and
Priority Setting

In determining priorities to disseminate research findings that hold the greatest prospect for
affecting change, OCKT in concert with AHRQ leadership, ascertains which findings,
products, and tools are ready for action now. OCKT advises AHRQ Office and Center
Directors and their staffs on allocating limited dissemination resources by helping to
evaluate AHRQ research findings and tools using, in part, the following criteria:

» Science: How does a finding, product, or tool rate in terms of advances in the science of
health care improvement? Does it confirm existing knowledge, refute previously held
beliefs, or examine areas not previously studied? Is it uniqgue because of the size,
range, or newness to the field? Is the study methodologically sound?

» Impact: What is the impact in number of patient lives affected, potential for improvement
(i.e., the scope and magnitude of the improvement possible), cost savings that can be
achieved, reductions in disability and lost productivity, and/or other factors?

» Adoptability: To what extent has the finding, product, or tool already been shown to be
effective in changing practice or policy? Is there already a track record demonstrating its
effectiveness? Is it compatible with existing beliefs, values, and practices? Is adoption
simple or complex?

» Readiness: Is the finding, product, or tool in its current form ready to be acted on, does
it require packaging with documentation, user manuals, helplines, or technical
assistance or other refinements? Does it need to be grouped with other similar findings
to be acted on, or does it represent an early, basic stage of research that requires
additional study before any action can be taken? If acted on, how long will it take to
implement? Are networks, partnerships, and other channels already in place to move on
the finding?

Once the AHRQ senior management team generates a prioritized list of the findings,
products, and tools, OCKT resources can then be brought to bear as the process moves
toward the strategies, methods, tactics, and discrete activities to transfer knowledge to the
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appropriate audience(s). OCKT scans activities in the area of health care services and
related research, works with its organizational partners in the Centers and Offices across
the various portfolios of work (Quality/Safety of Patient Care, Prevention, Long-Term Care,
Pharmaceutical Outcomes, Health Information Technology, etc.) to develop effective
knowledge translation, social marketing, and diffusion approaches within the Rogers
derived framework.

OCKT develops and executes a comprehensive program integrated between public affairs,
publishing, and knowledge translation services to effectively communicate, gain acceptance
of, and support implementation strategies for underutilized and breakthrough health care
practices at the industry and end-user levels of society. Most of OCKT’s traditional projects
have had the following components in common:

o Broad Awareness Building

Activities that are intended to raise awareness among a broad range of audiences
about individual findings, products, tools, or groups of findings.

e Targeted Dissemination (Persuasion)

Targeted dissemination based on identifying likely users of AHRQ’s research
findings, products, and tools and developing customized information that capitalizes
on the channels of communication that these groups access. The goal is to move
beyond general awareness building to inform potential users of the value of particular
findings.

e Decision

Activities that facilitate action on the part of users. AHRQ/OCKT provides users with
“models” or examples of how others have been successful in acting on findings,
products, or tools. This may involve identifying “champions” who can act on behalf of
the Agency and provide peer-to-peer assistance.

e Implementation

Presentation of “how to” advice or training that allows the receiver to understand
what they need to do in their own organizations or institutions to make a program
work.  This step involves providing any necessary procedures, guidelines,
information materials, training, and other similar aids. These tools have to be
adaptable to local needs, perhaps in several iterations, to ensure a fit between the
finding, product, or tool and the organizational contexts of the users.

e Confirmation

Support activities so that it is institutionalized in official policies and procedures.
Evaluation of the practice or policy is also a critical part of the process of making
sure that practices and policies become part of the regular routine organizations
follow.
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Diffusion Stages and Tactics (Derived from Rogers, 1995)
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Once research results have been identified and assessed, OCKT in consultation and
coordination with program experts, can begin to develop initial plans that include
dissemination of information and steps that will support the implementation of specific
findings, products, or tools. Those decisions should be inextricably linked to how findings
are rated using the criteria established for doing so (Technical Exhibit 5-050: Criteria for
Identifying Newsworthy Topics) and through a process of sharing information across the
portfolios so that maximum value is achieved with the Agency resources available. OCKT
is an important player in working with Center and Office Directors and Portfolio Managers to
objectively assess the types of tactics and activities that are both efficient and effective in
promoting diffusion. In its knowledge broker role and its understanding of the larger field of
knowledge transfer, OCKT can help develop options that researchers and program
specialists may never have considered.
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C.5.13.2 User-Pull Issues: Assessing the Need and Demand for Information
and Products

OCKT considers the demand side of the equation as well as the science and readiness
“supply” aspect of AHRQ's research. If the research is ready for action, but the targeted
audience is unaware or disinterested in a particular area or specific finding, the potential for
application and change will be limited. OCKT informs the producers of findings (i.e.,
federally supported researchers) about what the Agency’s customers really need, want, and
are prepared to adopt.

OCKT applies its capabilities to assist AHRQ leadership and Portfolio Managers to gain a
better understanding regarding target audiences (customers). This often occurs
concurrently but independently of producer-push activities. It is critical that the push-pull
phases interact and that OCKT synthesizes information gleaned from both phases to
develop knowledge transfer plans, approaches, and activities.

As AHRQ identifies the knowledge that is ready for transfer, OCKT understands the needs
and wants of various segments of patient, provider, and other target markets. The OCKT
team assists AHRQ Center and Office Directors and Portfolio Managers through scanning
the external environment, analyzing AHRQ databases, and then assessing the needs and
wants of the various markets for timely, actionable research and the most viable means for
delivery. To develop the appropriate approaches, it is essential to gain a thorough
understanding of the scope and complexity of the different groups of customers and the
specific informational needs of each. How do they receive information? What dictates
whether they act upon it or not? In which areas are they seeking increased guidance?
What are the best methods for distribution? How will they act on it, and what might be the
ultimate impact of these actions?

In assessing customers’ needs and demands, OCKT assists the Agency in making the best
use of resources, developing a set of goods and services that resonate across desirable
markets and further solidify the AHRQ design while supporting the specific products from
the Centers and Offices.

Cb5.13.21 Bridging the Interests of Producers (Researchers) and Users (Customers)

Knowledge translation can be appreciated as a process to arrive at a solution that aligns
the needs of various stakeholders. The major challenge is merging the divergent needs,
interests, and cultures of researchers with the diverse interests of the various audiences
with whom the research can have an impact. Therefore, for the producers and users in
turn, OCKT must reframe and refine issues from the perspective of the “other side” in
order to reach common ground. OCKT facilitates two-way communication between users
and producers and nurtures relationships with local, regional, State, and national
networks that are positioned to promote uptake of AHRQ research. OCKT develops
creative approaches that improve the relationships between researchers and their target
audiences. These include, but are not limited to, developing specific programs to train
users (providers, purchasers, decision-makers, and others) in the merits and value of
evidence-based research and to train researchers to think about their customers and how
to most effectively communicate with them about their research findings.

C.5.1.3.2.2  Supporting and Sustaining Stakeholder Networks

Improved knowledge transfer can be attained through strengthening alliances and
coalitions with people and organizations that are influential and can effectively spread the
word about better incorporating evidence-based research into practice and policy. Viable
networks can further stimulate the demand for evidence-based research products. These
networks can also be an important means for closing the gap between researchers and
their target audiences as networks provide feedback on the types of research products
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they need and the forms in which these products would be most useful. OCKT focuses
on strengthening relationships with networks that are positioned to assist AHRQ
researchers in how to design research to be maximally useful (e.g., keeping the needs of
the target audience in mind at the outset). In this way, researchers gain insight and
become cognizant of the many factors that affect how their target audiences make
practice, purchasing, and policymaking decisions.

C.5.1.3.2.3  Synthesis, Analysis, Environmental Scanning, and Expert Consulting

OCKT performs synthesis and analytic services to support AHRQ Centers/Offices and
Portfolio Managers. In this way, OCKT also makes research accessible to the Agency’s
target audiences that have difficulty keeping up with the explosion of information. This
function is performed with a keen eye and understanding of the overall current state of
the art in knowledge transfer and an overall acute awareness of the delivery, purchasing,
and policymaking environment in today’'s health care. This research and analysis
function may identify and uncover potential topic areas/themes where AHRQ research
results could be effectively synthesized and transferred to specific target audiences
interested in a given area, such as the case of diabetes care.

C.5.1.3.2.4  Capturing Knowledge, Data Mining, and Evaluation

In order for AHRQ to fulfill its mission and make its research accessible to both broad and
distinct audiences across a range of both general and specific topic areas for its
Centers/Offices and portfolios, OCKT must develop and maintain data systems that can
organize and ensure timely access to the latest information. In this way, OCKT not only
serves the Agency in reaching out to its target audiences, but also serves the senior
leadership of the Agency in having ready access to all of the Agency’s research in a just-
in-time environment.

C.5.2WORK MANAGEMENT AND CONTROL

Cbh.21 WORK REQUEST SYSTEM

The SP shall create a Web-based work request system for use by the Government in
submitting work requests. (CDRL 502R001)The system shall meet all AHRQ IT standards as
specified in Technical Exhibit 4-001: AHRQ IT Standards. As part of this system, the SP shall
develop an on-line work request form for use in requesting work. This system and form shall
utilize account key as the customer/organizational code and be capable of reporting by
account key. See Technical Exhibit 5-002: Work Request System - Minimum Requirements
and Technical Exhibit 5-003: Work Request System - Sample Form.

Cb5.211 System Development Timing

The SP shall develop and refine the Web-based work request system during the Phase-In
period and the first six months of the initial Performance Period.

C.5.21.1.1 Phase-In. During the Phase-in period, the SP submit to the PO for review
and approval an initial design of the work request system, develop the system
based on feedback from the PO and begin to populate and test the system. The
SP shall upload to the system: 1) carry over projects from the current SP, and 2)
projects in functional areas where the SP assumes responsibility during the
Phase-in period.

Cb5211.2 First Six Months of Initial Performance Period. During the first six months
of the initial Performance Period, the SP shall work with the Government to refine
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the Web-based work request system to capture and present all required
information. The SP shall implement a fully operational and compliant work
request system by the end of the first six months of the initial Performance
Period.

Cb5.21.2 System Accessibility

C5.21.2.1 Read-Only Access. The work request system shall provide read-only
access of live data (i.e., real-time) to authorized Government representatives.
The system shall provide read-only access to all fields in the work request form.

C.5.21.22 Copy of Database. The SP shall, by the fifth workday of the month,
submit via File Transfer Protocol (FTP) to a Government-designated Web site a
read-only copy of the work request system'’s database through the last workday
of the previous month. (CDRL 502R002)

C.5.2.1.2.2.1 System Reporting Capabilities

C.5.2.1.2.2.1.1 Workload Report. The SP shall provide a Workload Report to the
PO on a monthly basis showing the number of services and tasks performed.
In addition, a cumulative report shall be provided to the PO on a quarterly and
annual basis. Each report shall be in a spreadsheet format, include workload
for all tasks listed in Technical Exhibit 5-001, and show workload by
requesting office. (CDRL 502R003)

C.5.2.1.2.2.1.2 Ad-Hoc Report. The SP shall prepare ad-hoc reports within 5
workdays of request using various system codes as requested by the PO.
(CDRL 502R004)

C.5.2.13 Receipt of Work Requests

The SP shall receive work requests from authorized Government representatives, who will
have reviewed and approved requests submitted by requestors. The SP shall respond to
each request in the timeframe specified in the PRS (see Technical Exhibit 1-001) or as
coordinated with the requestor. Upon receipt of each approved work request, the SP shall
coordinate with the requestor regarding requestor requirements, options, time
requirements, and cost limitations, as necessary. The SP shall not process work requests
that have not been properly coordinated or approved by the PO.

C5.21.4 Tracking of Work Requests

The SP shall electronically track all work requests for the tasks described herein and in
coordination with the AHRQ Publications Clearinghouse (PBCH) database. The tracking
shall include date of receipt, timeframe coordinated with requestor, requestor information
(name, department, branch, or group requesting service), and date completed. Tracking
shall also include status (e.g., active, closed, on hold, or cancelled).

C.5.2.2 BUDGET TRACKING

The SP shall track all expenditures versus authorized budgets for all OCKT support service
activities, to include events and collateral materials. The SP shall notify the PO when
discrepancies in these areas are identified.

Cb5.221 Monthly Budget Report

The SP shall provide a monthly Budget Report to the PO showing budget versus
expenditures during the previous month (CDRL 502R005). The submission shall be in
both electronic and hardcopy format not later than the seventh working day of the new
month.
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C.5.2.2.2 Quarterly and Annual Budget Reports

The SP shall submit a cumulative report to the PO on a quarterly (CDRL 502R006) and
annual basis (CDRL 502R007). Each report shall be in a spreadsheet format created in
Microsoft Excel. The submission shall be in both electronic and hardcopy format not later
than the 10th working day of the new quarter and not later than the 20th working day of
the new fiscal year.

C.5.2.3 DESIGN REQUIREMENTS

In the course of performing the tasks and services described herein, the SP shall ensure that
all designing is in accordance with the AHRQ Publishing and Communications Guidelines.
See Technical Exhibit 5-012. In addition, see other Technical Exhibits cited in this Section
that identify documents that contain background information about the current AHRQ design
specifications.

C.b5.24 OMB REVIEW AND APPROVAL

In the course of performing the tasks and services described herein, the SP shall ensure that
OMB review and approval is performed for all activities and products (e.g., use of focus
groups to test products, KT evaluation plans) that require OMB review and approval. The SP
shall work with the PO to determine if a clearance from the OMB is required associated with a
specific task. If AHRQ determines that such a clearance is required, the SP shall prepare all
required documentation for the OMB request for submission by AHRQ.

C.5.3COORDINATION AND INTEGRATION OF HEALTH
COMMUNICATIONS AND IMPLEMENTATION SERVICES

C.53.1 BASELINE INTEGRATION ANALYSIS

Based on the AHRQ's strategic goals and plans (see description in Section C.1.2 above), the
SP shall perform an analysis of the current level of coordination and integration of
communications and implementation activities, support services, and materials across AHRQ
and its portfolios of work. The objectives are to: (1) provide a roadmap to follow over the
entire period of performance; (2) track and improve how these activities are connected to one
another; (3) support reaching the outcome goals for the portfolios and for the Agency as a
whole; and (4) provide a plan for tracking and relating the activities of the existing AHRQ
coordinating centers in operation, such as the Patient Safety Research Coordinating Center,
the National Resource Center for Health Information Technology, and the coordinating center
for the Agency’s Centers for Education and Research on Therapeutics program, with the
communications strategy of the Agency.

The scope of the integration analysis shall include a review of recent and current OCKT
strategies, plans, research, and resulting marketing initiatives (i.e., materials, tools, events,
and campaigns) used by existing AHRQ Centers. OCKT materials, plans, and external
research activities shall be reviewed by the SP during the study.

The study tasks are to:

(1) Document past attempts to integrate OCKT services, messages, and products within
AHRQ and identify success and failures;

(2) Document the current business models and resulting OCKT strategies and activities;

(38) Assess the level of intra-AHRQ organization communications and implementation
activities;
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(4) Identify opportunities for integration of OCKT messages and materials to improve cross-
selling and reduce redundancies;

(5) Rank order recommendations for future integration based on a balance of implementation
cost, potential for operations savings to AHRQ, and for customer service optimization;
and

(6) Present a timeline for increased integration based on the rank ordering of opportunities.

C.5.3.2 OCKT POSITIONING PLAN

The SP shall submit the results of the tasks (numbered 1-5 above) in a draft OCKT
Positioning Plan to the PO within 120 calendar days of the start date of the first period of full
performance, covering the remainder of the first Performance Period and the Second
Performance Period. The SP shall submit a final Plan to the PO within 15 calendar days after
receipt of Government comments. Task six shall be provided in the final Positioning Plan,
after the Government has reviewed the identified opportunities and accompanying rank order
recommendations for implementation. (CDRL 503R001) The SP shall participate in one on-
site In-Process Review (IPR) meeting at the study’s mid-point and present a briefing on the
study’s progress, activities, upcoming actions, and any roadblocks or issues affecting the
analysis. The SP shall provide a briefing to the AHRQ senior management at the time of
delivery of the draft Positioning Plan and final Positioning Plan, and shall receive and
incorporate the Government’s comments on the draft Positioning Plan.

The OCKT Positioning Plan shall address the SP’s recommendations for increasing the
integration of all components of the OCKT services categories including the following and
further defined in Section 5.4 through 5.8.

e Publishing Program

e Public Affairs Program

o Web Resources Management
¢ Information Resources Center

o Knowledge Translation Program

C.5.33 QUARTERLY PROGRESS REPORTS

The SP shall submit to the PO a quarterly report of its assessment of the level of
operational integration of OCKT’s program tasks requested over the past 3 months by the
Government. The Quarterly Progress Reports shall also provide an assessment of the
progress being made toward the approved integration goals as described in the OCKT
Positioning Plan. (CDRL 503R002) The SP shall submit the first Quarterly Progress
Report following the first full quarter after the Positioning Plan is finalized and approved.
This report and subsequent Quarterly Progress Reports shall be submitted electronically
not later than the 10™ working day of the new quarter and shall include:

e An assessment of operational integration of OCKT services within and across the
five service categories;

o I|dentification of functional or programmatic areas where requests appear to be
outliers from the approved OCKT Positioning Plan;

e Highlights and examples of the successful integration of products, messages, or
services provided to customers within AHRQ); and
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e Recommendations for policies and practices to be reviewed by AHRQ senior
management during deliberations for the next release of the annual OCKT
Positioning Plan.

C.5.34 WORK MANAGEMENT REPORTS
Cb534.1 Semi-Annual Work Management Report

The SP shall submit to the PO semi-annually an updated report on how the SP plans to
manage the components of OCKT services and make progress on current year program
goals. The plan shall document how the SP plans to organize, manage, and expend
personnel, subcontract personnel (if any), and financial resources to accomplish its next 6
months of work within the framework of meeting (1) AHRQ's strategic mission and goals,
(2) OCKT’s communications integration goals (as described in the OCKT Positioning Plan
and most recent Quarterly Progress Report), (3) the SP’s own quality control goals, and (4)
the workload requirements of this PWS herein and as further defined in Section 5.4 through
5.8. A full version of this report containing parts 1-4 shall be submitted electronically to the
PO not later than the 15" working day of the 3™ and 1% fiscal quarters starting in
Performance Period 2. (CDRL 503R003)

C.5.34.2 Initial Work Management Report

A simplified version of the Semi-Annual Work Management Report shall be submitted
electronically to the PO not later than 10 working days prior to the end of the Phase-in
Period. The initial report shall include, but not be limited to, describing its work
management plans within the frame work of (1) AHRQ’s strategic mission and goals, (2) the
SP’s own quality control goals, and (3) the workload requirements of this PWS herein and
as further defined in Section 5.4 through 5.8. The Initial Work Management Report shall be
based on and provide an update of the approved aspects of the SP’s Technical Approach
Section (from its Technical Proposal), PO-approved project requests submitted by OCKT
customers and stakeholders during the Phase-in Period, carry-over projects from the
current SP, and the actual management and staffing of the SP’s new organization at that
time. (CDRL 503R004)

C.5.3.5 ADMINISTRATIVE SUPPORT

In assisting with the coordination and integration of OCKT activities, the SP shall provide
administrative support for OCKT, which includes but is not limited to the following functions:

C.5.35.1 Expenditure Records

Maintain records on expenditures against budget allocations to ensure that funds expended
do not exceed amount authorized. Maintain records for both Operational and Management
Budgets.

C.5.35.2 Reconciliation

Develop recommendations for DGR review and approval to reconcile all administrative
issues (e.g., budgets, personnel) with appropriate AHRQ administrative offices: financial
management, personnel management.

C.5.353 Accounts
Review expenditures and develop recommendations for DGR review and approval to settle
accounts.
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Cb5.354 Administrative Processes

Track processing of all administrative paperwork through appropriate channels to make
certain that rules are adhered to and that "red tape" does not prevent accomplishing
important tasks.

C.5.355 Procurements

Assist in the management of procurements for the CHICP including the interface with
AHRQ and HHS administrative electronic systems.

C.5.3.5.6 Administrative Issues

Assist in the management and process of all AHRQ and HHS administrative forms and
issues related to CHCIP operations including, but not limited to, budgets, personnel,
contracts, inter-agency agreements, evaluations, performance plans for staff, and training.

C.5.4 PUBLISHING PROGRAM
Cb54.1 INTRODUCTION

AHRQ’s Publishing Program provides comprehensive publishing services (publication
planning, writing, editing, proofreading, art direction, production), and is responsible for
developing, testing, translating, and distributing AHRQ's many and varied information
products in both print and electronic formats (Web, DVD, CD-ROM, PDA, and other emerging
technologies). The Publishing Program, working with other OCKT programs, ensures that
findings and information from research conducted or funded by AHRQ are translated in forms
useful for both the intended purpose (advertising, promotional, scientific, technical,
informational) and recipients (patients, policymakers, researchers, providers, and the general
public) in both English and foreign languages, and at an appropriate grade and language level
for the audiences.

The Publishing Program also manages a variety of distribution outlets—the AHRQ Web
pipeline of information products; provides management and oversight to the AHRQ
Publications Clearinghouse (which incorporates the Publications Clearinghouse product
database infrastructure, electronic inventory, and on-line ordering system); manages the
AHRQ exhibits program and presentation support program; and interfaces with other Federal
distribution outlets, such as the NTIS and the National Library of Medicine (NLM). The
Publishing Program has responsibility for AHRQ printing management, works directly with
HHS/GPO/PSC printing offices and manages HHS clearance of all published products within
AHRQ. The Publishing Program also has the responsibility for overseeing and granting
copyright requests for AHRQ products, and overseeing and providing direction to
contractors/grantees that produce products to ensure that they are in compliance with AHRQ
requirements and Federal regulations.

C.54.2 PLAN, CONSULT, AND MANAGE THE PUBLISHING PROCESS
The SP shall assist in planning, consultation, and coordination of publishing activities.
C54.21 Print and Electronic Publishing Plan

The SP shall annually draft for PO approval AHRQ's Print and Electronic Publishing Plan in
consultation with program leaders in each of AHRQ'’s Offices and Centers. This involves
proactive projection of need for specific products based on program requirements, AHRQ
strategic goals, legislative mandates, and dissemination goals. (See Technical Exhibit: 5-
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004: AHRQ’s Print and Electronic Publishing Plan) In developing the annual Print and
Electronic Publishing Plan, the SP shall:

C.5.4.2.1.1 Annually, not later than the last working day in October, meet with
respective Agency program leaders (i.e., portfolio managers, Office and Center
Directors, project officers on major Agency contracts and deliverables) and the
project manager for the AHRQ Publications Clearinghouse (for administrative
printing and reprints) to plan parameters of new or existing products and series,
(specifications, new series or part of existing series, style, content, schedule, and
clearance). The SP shall compile and submit the printing plan to the designated
PO by the last working day of the first quarter of the fiscal year. (CDRL 504R001)
In addition, the SP shall:

C.5.4.21.1.1 Prepare a spreadsheet of the printing plan by program, including
administrative printing of supplies for AHRQ Publications Clearinghouse, such as
envelopes, letterhead, labels, etc.).

C.5.4.2.1.1.2 Develop forecasts for quantities, costs, and timelines using previous
actual printing costs for similar products and as a result of discussions with public
affairs staff and Agency program staff, and then populate the Printing Plan
spreadsheet.

C.5.4.2.1.1.3 Update the Publishing Plan during the last business week of each
quarter. The updated Plan shall reflect changes in priorities and other factors,
including end-of-year printing deadlines. Submit plan to the PO for approval no
later than the fifth working day of the new quarter (CDRL 504R002). Distribute
the approved Plan to SP and AHRQ staff (including to a publications POC in
each AHRQ Center and Office).

C.5.4.2.1.1.4 Prior to the end of the fiscal year, submit a draft first fiscal quarter plan for
the next fiscal year to the PO by the end of the fourth quarter of the current fiscal
year. Update the plan to reflect the PO’s comments and the availability of funds
after the first of the new fiscal year.

C54.21.2 New and Spin-Off Materials

The SP shall consult with AHRQ program and public affairs staff, AHRQ’s external
contractors, and other Federal staff (internal and external to AHRQ) to coordinate and
evaluate the need for new and spin-off materials to support AHRQ distribution
activities, such as conferences, press events, Web seminars and other electronic
broadcasts, and public and private demand. This is an ongoing process that evolves as
need in the Agency arises. It includes planning for consumer materials, foreign
language translations, low literacy, promotional materials, etc. In addition, the SP shall
attend bi-weekly meetings and report minutes of the meetings, as stated in section
C.5.43.1.1.

C54.213 Reprints

The SP shall evaluate the need for reprints of existing publications based on current
AHRQ Publications Clearinghouse inventory and projection of future marketing and
other distribution plans, such as conferences, press events, Web seminars and other
electronic broadcasts, and public and private demand. The SP shall develop and
submit to the PO for review and action, recommendations for reprinting existing
publications. (See Technical Exhibit 5-005: AHRQ Publications Clearinghouse
Inventory)
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C.5.4.2.1.4 Inventory of Administrative Materials

The SP shall evaluate existing inventory of administrative materials necessary to ensure
the continued operation of distribution efforts (i.e., envelopes, labels, kit folders,
marketing flyers, and other materials) based on current AHRQ Publications
Clearinghouse inventory and projection of future marketing distribution plans. The SP
shall develop and submit to the PO for review and action, recommendations for
purchases of administrative materials.

C54215 Clearances

For each item to be published, the SP shall develop a recommendation for the PO’s
approval whether the product requires HHS clearance, and write departmental
clearances (HHS Form 615 and others) based on the product specifications, including all
required justification criteria and submit required documentation to the PO for approval
and signature. (See Technical Exhibit 5-006: HHS Form 615). In addition, the SP shall:

C.5.4.2.1.5.1 Maintain on-site an electronic listing on the publishing program’s Web-
accessible shared directory and update the status of the clearance requests
weekly.

C.5.4.2.1.5.2 Maintain on-site and update a central backup hard copy file of all
clearance requests and dispositions.

C.5.4.2.1.5.3 Distribute dispositions of clearance requests when received through the
PO in hard copy and by e-mail.

C.5.4.2.1.5.4 Notify Agency program staff of any problems with clearances.

C.54.3 PROVIDE PROJECT MANAGEMENT AND EDITORIAL GUIDANCE
FOR PRINT AND ELECTRONIC PRODUCTS

C543.1 Project Management

The SP shall perform the continuum of work for all Agency publishing projects, as
described herein. Project management involves the planning and scheduling of a range
of products and activities related to a specific program (i.e., Bioterrorism, Health IT,
Prevention Programs, etc.) or a project. A program typically has multiple projects and a
project may have multiple products. For example, there are multiple projects within the
prevention program, and each project has multiple products, as well as potential
derivative products. Both the entire program’s publishing continuum and the products
within each project must be managed. Products shall be developed and produced to
ensure convergence with agreed-upon target publication dates. (See Technical Exhibit
5-007: Publications Process)

C5431.1 Consultation

C.5.4.3.1.1.1 The SP shall consult with authors (e.g., staff from AHRQ Offices, program
staff from Centers, AHRQ-sponsored researchers, other stakeholders) and
designated AHRQ directors of programs and projects at least weekly, or more
often as necessary, in order to expedite workflow and meet production
schedules. Based on work volume, at least 20 authors or points of contact are
made on a weekly basis.

C.5.4.3.1.2 Workgroups

C.5.4.3.1.2.1 The SP shall participate, on an ad hoc basis, in workgroups to discuss
agreed-upon and finalized editorial and content changes to specific products
written by managing editors (See Writing Section).
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C543.13 Production Meetings

C.5.4.3.1.3.1 The SP shall attend a weekly or bi-weekly production meeting related to
each project, as appropriate to the phase of the product’s lifecycle, to keep
abreast of new developments.

C.5.4.3.1.3.2 The SP shall report the minutes of the meetings (including project status
listings and decision outcomes) to the PO and meeting participants in writing
within 2 working days.

C.5.4.3.1.3.3 The SP shall track production activities on a bi-weekly basis, using a
spreadsheet (See Technical Exhibit 5-008: Bi-weekly Production Report), and
post the spreadsheet on the Publishing Program Web-accessible shared
directory, and report the status of various aspects of the project to the
Office/Center client at the weekly or bi-weekly meeting to resolve issues and
keep on schedule. (CDRL 504R003)

C54314 Bi-weekly Client Meetings

C.5.4.3.1.4.1 Attend bi-weekly meetings with PO and Offices and Centers’ POCs on
planning for new major programs, publications, etc.

C543.15 Project Activities

The SP shall serve as the Managing Editor for an estimated 100 projects per year. Each
project may result in multiple products. In functioning as the Managing Editor for the
OCKT’s publishing program day-to-day operations and long-term strategic processes, the
SP shall:

C.5.4.3.1.5.1 Develop project management schedule including milestone target dates.
(See Technical Exhibit 5-009: Project Management Schedule and Updates)
Provide bi-weekly updates of the schedule to designated program POC with
status of deliverables to meet established deadlines and coordinate with
releasing events. Examples of target dates include, but are not limited to: first
manuscript draft, peer review, clearances, briefing schedule, timing and
development of derivative projects, establishment of production schedule(s), final
target date, dates of specific events, deliveries, and timing, posting of Web-based
products in appropriate formats. (See also Technical Exhibit 5-007: Publications
Process - listed earlier)

C.5.4.3.1.5.2 Serve as liaison and POC with the public affairs staff to keep abreast of
new developments that may require adjustments to schedule due to changes in
marketing strategies or other considerations.

C.5.4.3.1.5.3 Maintain current and up-to-date knowledge of departmental and Agency
initiatives and policies to ensure that their proper significance is reflected in the
final product.

C.5.4.3.1.5.4 Meet with program staff and contractors with sufficient frequency so as to
effectively discuss parameters, expectations, and timelines with regard to their
role in the process.

C.543.154.1 Make formal presentations at meetings on key issues affecting
programs from the print and publishing perspective. Submit outline of
presentation to PO for approval not later than 2 working days prior to the
presentation, or within 1 working day if the request for a presentation is
issued on short notice.

C.5.4.3.1.5.4.2 Work with internal and external staff to determine the need for and
development of ancillary and derivative products. Related activities include:
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C543154.21 Meet with the designated program points of contact to
proactively determine the need for ancillary materials, such as flyers,
posters, advertisements, kits, and exhibit displays.

C.543.154.22 Within 1 week of meeting with Program staff on a specific
project, draft a preliminary plan and cost estimate for updating the
publishing plan for derivative products such as quick reference guides;
extranet materials; summary reports; consumer materials; tool kits; and
DVDs, CDs, and other media. (See Technical Exhibit 5-010: Product
Plan)

C.54.3.154.23 Propose a schedule for both ancillary and derivative
products, determine and propose formats and other specifications.
Proposed products and schedules shall take into account the requirement
for the Managing Editor to maintain project control and achieve all key
milestones.

C543.154.24 The SP shall convey to the Web Manager completed PO-
approved products for posting to the Web site in the appropriate format,
complete with all AHRQ Web Manager-required information regarding
landing pages and directory sections. The SP shall convey products no
later than 48 hours prior the scheduled release date.

C.5.4.3.1.5.5 Provide timely expert analyses and resolution of publishing issues and
problems and respond to program staff using e-mail, telephone, and written
communication to convey information.

C.5.4.3.1.5.6 Provide information to the Government's desktop publishing staff to
maintain and update printing distribution lists (See Technical Exhibit: 5-011:
Printing Distribution) for programs with large contractor deliverables, such as
Evidence-based Practice Reports.

C.5.43.2 Editorial Guidelines and Guidance

Upon request of PO, the SP shall compile, write, and submit for PO approval, editorial
guidance documents for AHRQ staff and external contractors and provide ongoing
assistance. (See Technical Exhibit: 5-012: AHRQ Publishing and Communications
Guidelines.) The SP shall:

C.5.4.3.21 Compile and write a draft for PO approval new guidance documents that
provide instructions regarding style, format, copyright, design, Web requirements,
and so forth, as needed. This task requires the collection and arbitration of input
from other arms of the publishing and communications group. (CDRL 504R004)

C.5.4.3.2.1.1 During the second and fourth fiscal quarters, solicit comments from
program POCs on the current version of the AHRQ Publications and
Communications Guidelines.

C.5.4.3.2.1.2 Monitor changes in the publishing and communications field and Federal
regulations, and recommend updates to the AHRQ Publishing and
Communications Guidelines, and other guidance documents to the PO.

C.5.4.3.2.1.3 Identify other guidance documents for possible incorporation into the
AHRQ Publishing and Communications Guidelines and identify requirements for
additional instructions where problems have been discovered.

C.5.4.3.2.1.4 In the third and first fiscal quarters, write or revise the AHRQ Publishing
and Communications Guideline sections and submit the proposed updates to the
PO for comment and approval.
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C.5.4.3.2.1.5 Issue updates to the Publishing Guidelines via a PO-approved distribution
format, including via PDF files, Intranet documents, print products, and CDs.

C.5.4.3.2.1.5.1 Establish and maintain an up-to-date list of appropriate project
directors, procurement staff, and contractors who should receive revised
specification guidance requirements and any additional updates. The list of
recipients shall be updated by the SP when notified by the PO that new
contracts are awarded by AHRQ and new programs are initiated.

C5432151.1 Print hard copy and generate CD updates of final products
of the guidance documents through approved AHRQ processes.
C.543.2.151.2 Notify the PO of availability of updates for e-mail

notification to all AHRQ staff.

C543.215.13 Submit files to Government Intranet Manager for posting to
AHRQ Intranet. Provide link to PO for all AHRQ e-mail notification.

C.543.22 Hand-deliver hard copies and CDs to program points of contact for
distribution to contractors. Distribute the final approved, printed, and updated
Publishing Guidelines within 10 working days of receipt.

C.5.4.3.2.3 Serve as point of contact for questions from Agency contractors and other
editorial staff assigned to the project, recommend resolutions to conflicts or other
issues and problems, and verify compliance with guidance documents. Notify the
PO on non-compliance and unresolved issues.

C.54.4 WRITE, EDIT, AND PUBLISH A VARIETY OF PRODUCTS
DESCRIBING AHRQ RESEARCH FINDINGS AND PROGRAM INITIATIVES

The SP shall write, edit, and publish a variety of products describing AHRQ research findings
and program initiatives. Technical Exhibit: 5-013: AHRQ Publications Series and Examples
provides a detailed description of most of the various types of documents the SP shall be
resopnsible for producing. The Publications Series is not exhaustive.

Cb5441 Original Writing

The SP shall analyze, synthesize, and translate highly technical, statistical, and scientific
health information to develop a variety of outputs for Agency stakeholders including
policymakers, clinicians, researchers, health officials, consumers, and professional
organizations. The SP shall draft original written products.

C.54.411  Syntheses

In accordance with the approved Publications Plan and, occasionally on an ad-hoc basis,
at the direction of the PO, the SP shall develop syntheses.

C.5.4.4.1.1.1 Utilizing its existing understanding of research methodology and
familiarity with the research literature within specific areas of importance to
AHRQ and its stakeholders, develop research syntheses that, at a minimum,
include identifying potential topic areas within current AHRQ research portfolios
that can be translated into useful clinical practices as well as areas of AHRQ
research with the capacity to inform policy debates. Syntheses shall also, at a
minimum, include appropriate emphasis on non-AHRQ-funded research.
Syntheses must include a description of the program or policy that achieved the
result as well as how the program/policy was implemented. (See Technical
Exhibit: 5-014: Research Synthesis Development Process)
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C.5.4.4.1.1.2 Draft and then produce a final PO-approved version of research
syntheses of a body of evidence that examines how a particular problem or issue
affects various aspects of the health care system and shows how AHRQ
research addresses the problem or issue (e.g., prescribing errors, advance-care
planning for end-of-life care, employer-sponsored health insurance, cost and
access trends). (See Technical Exhibit: 5-015: Research Synthesis document -
format and sample) The SP shall produce final research syntheses in
accordance with the Publishing Plan.

C.54.4.1.2  Other Original Documents

In accordance with the approved Publishing Plan and, occasionally on an ad-hoc basis,
at the direction of the PO, the SP shall write products to include, but not be limited to, the
types of items described below. These projects require the following stages of
development: research of topic area, draft development, revisions, program approvals,
and production management. (See Technical Exhibit: 5-013: AHRQ Publications Series
and Examples for a list of other documents and their approximate quantity and page
count. Examples of various documents are available on the AHRQ Web site.) The SP
shall:

C.5.44.1.2.1 Develop reports, program briefs, fact sheets, research findings,
conference summaries.

C.5.4.4.1.2.2 Develop other products describing program initiatives that include
AHRQ’s annual accomplishments and cross-Agency research highlights (i.e.,
patient safety; health IT; effective health care; health care costs, access, and
use; clinical preventive services; and other key Agency programs).

C54.41.3 Research Activities

The SP shall prepare a monthly publication of AHRQ'’s Research Activities, averaging
24-32 typeset pages, in accordance with a dated periodical schedule. (See Technical
Exhibit 5-016: Example of Research Activities; Technical Exhibit 5-017. Research
Activities Schedule; and Technical Exhibit 5-018: Research Activities Features.) The
SP shall perform the following tasks in producing each monthly issue of Research
Activities::
C.5.4.4.1.3.1 Obtain information from IRC resources and contacts with other AHRQ
staff on new periodicals, journals, books, etc. to identify, collect, and copy AHRQ-
staff authored or funded research articles in peer-reviewed journal publications.

C.5.4.4.1.3.2 Identify and forward AHRQ-staff authored articles for reprographics and
distribution through the AHRQ Publications Clearinghouse. Copies of articles
must be available by the time each monthly issue of Research Activities is
released in print and on the Web to the public.

C.5.4.4.1.3.3 Compile a listing of articles identified with project grant numbers.

C.5.4.4.1.3.4 Identify articles and determine which will have complete summaries
written and which articles are more suitable for writing research briefs (abstracts)
for electronic monthly issue.

C.5.4.4.1.3.5 Establish a Research Activities production schedule to meet the
milestones for the next issue.

C.5.4.4.1.3.6 Identify lead article for approval by PO.

C.5.4.4.1.3.7 Write syntheses and summaries of articles based on their categorization.
On average, there are 32 article summaries and 10 briefs (abstracts) for each
monthly edition.
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C.5.4.4.1.3.8 Identify appropriate Agency announcements and “overmatter” for
inclusion as space allows in each issue. Submit for PO approval.

C.5.4.4.1.3.9 Distribute summaries to principal investigators, POs, and Center/Office
Directors for approval according to the dated periodical schedule.

C.54.4.13.10 Review and edit syntheses and summaries for accuracy and
compliance with Department and Agency publishing guidelines and GPO style.

C54.41.3.11 Proofread summaries and briefs for final review for errors, GPO
style, and consistency.

C.54.4.13.12 Follow appropriate steps as detailed in section on editing,
production, and production management.

C.54413.13 Prepare annual author and subject indexes. This must be done
and published in the January issue for the previous calendar year, January
through December. (See Technical Exhibit 5-019: Research Activities Author
and Subject Index)

C54.4.13.14 Convey AHRQ-authored journal articles to the AHRQ Publications
Clearinghouse for article reprint program.

Ch54.41.4 Other Newsletters

On an Ad-hoc basis, and at the request of the PO, the SP shall write brief topic or
program-specific newsletters that convey AHRQ research findings to constituency
groups. The SP shall prepare a draft of the proposed newsletter for PO review and
approval within 2 weeks of the request. The SP shall complete revisions as determined
by the PO. The SP shall publish the final newsletter on the AHRQ Web site. Up to 3
Web-based newsletters may be written monthly and each may be published 12 times
annually.

C54415 Consumer Materials and Tools.

The SP shall prepare AHRQ consumer materials and tools written specifically for
patients, health consumers, and caregivers on topics related to AHRQ research to inform,
empower, and promote behavior change (i.e., quitting smoking, being an active health
care consumer, choosing health insurance, acquiring appropriate clinical preventive
services). The SP shall propose the topic-appropriate format for the materials and tools,
such as booklets; kits; check lists; posters; and interactive tools, such as PDAs, DVDs,
CDs, pathfinder/splash pages, and other Web-based materials. (See Technical Exhibit:
5-020: Examples of Consumer Materials and Tools.) These products shall be initiated,
developed, produced, and distributed in accordance with the approved Publishing Plan
and client needs, and, occasionally, at the direction of the PO when new breakthroughs
are announced. As many as 10 consumer products and 6 clinician tools may be
developed in 1 year. In developing consumer materials and tools, the SP shall function
as the Managing Editor and shall:

C.5.4.4.15.1 Based on direction from AHRQ management, initiate meetings with
internal and external staff, including partner organizations and other Federal
agencies, to determine parameters of requested product.

C.5.4.4.1.5.2 Undertake research using appropriate sources to inform the content of
the product.

C.5.4.4.1.5.3 Write and translate materials for a variety of audiences to reflect
educational levels and cultural and dialectic nuances of special populations,
(e.g., Spanish and Asian languages; low reading levels below 7" grade; low
literacy in accordance with Department guidance). Note: AHRQ translates
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consumer materials primarily into Spanish. This is based on demand through the
AHRQ Publications Clearinghouse statistics.

C.5.4.4.1.5.4 Write first draft of product for review by partners and internal stakeholders
according to production schedule.

C.5.4.4.1.5.5 Revise draft based on input. This task may require multiple revisions.

C.5.4.4.1.5.6 Provide guidance to designer to generate options for cover and internal
art (three designs and color options are required on average).

C.5.4.4.15.7 Plan and conduct focus groups (English and Spanish) for testing of
products. Plans shall include consideration of geographic dispersion. Conduct a
minimum of two focus groups for each target audience. Submit plans to the PO
for review and approval. (CDRL 504R005) Implement approved plans to include
recruitment, all logistics, preparation of screeners guide CDRL 504R006, post
report CDRL 504R007, and all other related services. (See Technical Exhibit 5-
021: Screener’'s Guide and Technical Exhibit 5-022: Focus Group Final Report.
Note: The PO may request a preliminary report of focus group findings prior to
submitting the final report.

C.5.4.4.1.5.8 Revise content and design according to focus group feedback.

C.5.4.4.16  Write materials in a format appropriate for the Web and other non-print
media (i.e., Web context statements, PDAs, closed captioning, and information
mapping). Note: Also see Web Repurposing.

C.5.4.4.1.7  Write text for advertising, marketing, and promotional materials that
stimulate interest and convey key features and attributes of AHRQ products to
target audiences. Products should encourage audiences to use, order, and/or
purchase AHRQ products and resources or visit AHRQ'’s Web site. These
materials are developed in conjunction with various AHRQ marketing,
communications campaigns, and dissemination strategies. Products include order
forms; flyers; print and electronic advertisements for journals, and conference
programs; publications catalogs; and more. (See Technical Exhibit: 5-023:
Sample Flyers, Catalogs, and Other Promotional Products.)

C.54.4.1.38 Transcribe and synthesize notes and audiotapes of meetings and
conferences.

The SP shall attend meetings; take notes; record, as needed; synthesize notes; provide
electronic files of resulting minutes approximately six times per year, at the direction of
the PO. The SP shall provide drafts of transcriptions for PO review within 15 working
days of the end of the meeting.

C.5.44.2 Editing of Documents and Publications
C544.2.1 Determine Editing Requirements

The SP shall evaluate AHRQ written products (print and electronic) to determine the
appropriate level of editorial intervention required. Technical Exhibit: 5-024: Levels of
Editing provides descriptions of intervention required. Preliminary projections for the
level of SP editing required will be made by the PO at the project planning stage.
However, it is the task of the SP Managing Editor to recommend the appropriate level of
edit based on actual review of the deliverable. The SP’s review shall also use the AHRQ
Publishing and Communications Guidelines (See Technical Exhibit: 5-012) and accepted
standards in the publishing field.
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Ch5.4.4.2.2 Edit Documents

The SP shall perform editing, meeting the minimum standards required. The level of
editing is provided in three categories of complexity. The level of editing to be performed
shall be executed based on the PQO’s direction after receipt of the SP’s initial product
review and assessment of editing needs. Each level of edit mandates the degree of
scrutiny and resource allocation that a document receives. Note: At each level of
editing, the SP managing editor shall review and evaluate the SP copy editor’'s work to
verify that it complies with requirements. The SP must resolve any outstanding issues
prior to consulting with the author or Project Director. The SP (Managing Editor) shall
negotiate and resolve problems at all levels of the publishing continuum. Issues that
cannot be resolved within 4 working hours shall be referred to the PO with a summary of
the issue and the attempts to resolve it. (See Technical Exhibit: 5-001: Workload Data —
for the number of products requiring various levels of editing.)

C.5.4.4.2.2.1 Journal Article Editing—The SP shall review and edit documents that are
not directly published by AHRQ, but may be authored by AHRQ staff for
submission to professional journals, for presentation at meetings, and so forth.
This review includes editing to ensure that the article complies with journal
submission instructions and style.

C.5.4.4.3 Proofread, Peer Review, Index, and Abstract Documents
The SP shall proofread, Peer Review, index and abstrct various documents. The SP shall::

C54.43.1 Proofread documents for Web-only posting and Web site materials that
are published by AHRQ but do not go through the full print production process.
Submit recommended changes to author upon completion of review. This
includes Web-only content submitted for all third-level domains sponsored by
AHRQ (i.e., health IT, CAHPS®, PSNET and electronic newsletters, Podcasts,
transcriptions, weekly reports, press releases, invitations, flyers, special
announcements, Web announcements, and documentation on Web-based tools,
etc.). Note: see also Presentation Support.

C.5.4.43.1.1 Review source products that have been HTML coded for the Web to
ensure that high quality standards in the publishing field are met (i.e., text has
been chunked appropriately, no text has been dropped, levels of heads are
correct, and descriptors of graphics and other visuals are comparable for
accessibility). Note: All Web-based products must conform to accessibility
standards under Section 508 of the Rehabilitation Act).

C.54.43.2 Evaluate contract deliverables (at peer review stage) to verify compliance
with product submission requirements, including editorial/formatting style and
conformance to programmatic standards. Provide written feedback to the
contract PO and contractor on necessary revisions to bring deliverable into
compliance within 10 business days of receipt of raw document.

C.5.4.4.3.3 Provide subject and author indexing and write abstracts of information
products to comply with standard library and publishing practices.

C54.4.4 Formatting

The SP shall properly format AHRQ documents prior to submission of drafts to the
designated approver and again prior to publication of the final product. The SP shall:

C54441 Format documents using Word processing program to generate camera-
ready pages according to specifications of series (large reports, such as
Evidence-based Practice Reports are not typeset). Criteria and selection of
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materials for typesetting will be determined by the PO. (See Technical Exhibit: 5-
012)

C.5.4.4.4.2 Convert electronic files for automated publishing activities, troubleshoot
problems assessing and using Word files; and make files usable in various
formats, such as PDF, HTML, and Word, that conform to Section 508
accessibility requirements.

C.545 PROVIDE PRODUCTION MANAGEMENT, ART DIRECTION, AND
QUALITY CONTROL FOR PRINT AND ELECTRONIC PRODUCTS

C545.1 Production Management

Production management involves the oversight of the actual output in print and electronic
form. Production management is handled on a per product basis. In performing production
management, the SP shall:

C54511 Develop and submit a draft production schedule (See Technical Exhibit 5-
007: Publications Process — listed earlier.) for each product to PO based on
agreed upon timelines to meet deadlines dictated by specific releasing events.
(CDRL 504R008)

C545.1.2 Consult with public affairs staff and Office/Center publication POCs or the
Office’s/Center’s designated Project Directors to determine final quantities,
formats and other specifications, and special marketing requirements for final
output and distribution.

C.545.1.3 Track jobs at various intervals using the AHRQ PBCH database. Within 1
working day of receipt or generation, enter new or updated data into fields in the
PBCH database that relate to publication production, e.g., generate publication
numbers for products and track all stages of publication production and desktop
publishing activities. (See Technical Exhibit: 5-025: Sample Tracking Report and
Screen Shots from PBCH Database.) In addition, the SP shall:

C.5.4.5.1.3.1 Enter information in the database to allow for assignment of appropriate
series and publication number, and provide information in other required fields.
(See Technical Exhibit: 5-026: PBCH Database Software User Manual.)

C.5.45.1.3.2 Generate a tracking form required to assign jobs to designers and
desktop publishers.

C.5.4.5.1.3.3 SP staff shall work with Government desktop publishers on key design
features and design parameters for projects to ensure that they comply with
various AHRQ series and design specifications.

C.5.45.1.3.3.1 At the request of the PO, the SP shall provide high-level graphic
design and layout services to augment Government furnished graphic design
services (see Section C.3.6.3).

C.5.45.1.3.3.2 Review, proofread, and propose revisions, as appropriate, for an
average of 3-5 versions of designed or desktop published products and
miscellaneous special projects to arrive at first final design. Note: See
Production Editing.

C.5.45.1.3.3.3 After PO approval, submit document for the Government’s
program staff review and approval at the following specific stages in the
production process:

e First final design
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¢ Final design
e Final page proofs

C.5.45.1.3.4 Submit final version to PO for approval for printing and distribution in
compliance with the deadlines of the approved Publishing Plan and the specific
project milestones.

C.545.134.1 Review all final products before they go to press or on the Web
site to verify quality and accuracy. (See also Technical Exhibit 5-024: Levels
of Editing; and sections Edit Documents and Proofread, Peer Review, Index,
and Abstract.)

C.5.45.1.3.4.2 Submit final camera-ready version to PO for approval to print.

C.5.45.1.3.4.3 Obtain PDF and text files to provide for Web pipeline and project
staff.

C.5.45.2 Art Direction and Presentation Support

The SP shall act as interface between the Government desktop publishing contractor and
AHRQ staff and other contractors for the design of a variety of products and for graphics
services. The SP shall:

C.5.45.2.1 Asinstructed by the PO, arrange for photography services (furnished by
the Government).

C.5.4.5.2.1.1 Determine the need for photo session and obtain PO authorization for
coordinating photographer and model release, where necessary.

C.5.4.5.2.1.2 Generate and maintain model releases, oversee photo shoots and
arrange for payment of model invoices through the PO, select photographs, and
provide electronic and print output.

C.5.4.5.2.1.3 Compile photographs for historic records and protect them in accordance
with archival procedures based on the expected length of requirement of the
photos.

C.545.2.2 Based on the PQO’s direction, provide quick turnaround (i.e., 24 hours to 5
business days) offset printing (under AHRQ's direct printing authority of limited
guantities, and color reprographics), binding, collating, and delivery.

C.545.23 Manage, oversee, and provide quality control of the Presentation Support
Program for the Agency.

C.5.4.5.2.3.1 Oversee and manage the AHRQ Slide Program and Slide Library on the
Intranet so that staff can access slides that reflect the Agency’s mission and
areas of special interest. (See Technical Exhibit: 5-027. Slide Library
Organization and Master Slide Template)

C.5.4523.1.1 Create and write new slides from source material (i.e., press
releases, impact case studies, journal articles, charts, and graphs); edit and
format slides.

C.5.45.23.1.2 Design and create slide templates for specific projects (e.g.,
patient safety, health IT, and other program areas); update and redesign
templates to reflect current Agency needs and graphics.

C.5.45.23.1.3 Merge existing slides into current templates, as needed.
C.5.45.23.1.4 Appropriately categorize and load slides into Slide Library.
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C.54523.15 Review AHRQ staff-submitted slide presentations in the Slide
Library to ensure that content is accurate, current, and easy to navigate.

C.5.45.2.3.1.6 Provide descriptors for slides to conform to Section 508
accessibility requirements and provide HTML coding for all text.

C.5.4.5.2.3.2 Manage production and produce high-quality posters, poster sessions,
exhibits (See also Exhibit and Conference Support Section C.5.4.10), and wall
displays.

C.5.45.23.2.1 Review all materials, consult with AHRQ program staff to verify
that current visual presentations are reflective of their programs, and review
materials, as needed. This includes writing and designing advertisements,
promotional posters, signs and banners, and exhibits.

C.5.45.23.2.2 Atleast semi-annually, conduct a building survey to determine the
need for and produce visuals throughout the John M. Eisenberg Building
(AHRQ site) common areas that reflect Agency goals, priorities, and program
activities, (e.g., National Advisory Council wall display, poster session
display, commemorative plaques, branding design identity, lobby display
cases, AHRQ Office/Center Director display boards, conference room art,
wall art, Office of the Director displays, and portraits of high-ranking public
officials).

C.5.45.2.3.2.3 Provide recommended updates to presentation and display
materials at least semi-annually, not later than April 15 and October 15.
(CDRL 504R009)

C.5.45.2.3.2.4 Based on the PO’s approval, design and develop poster sessions,
signs, banners, and exhibits (See also Exhibit and Conference Support
Section C.5.4.10); edit; arrange for layout; and send for final output to poster
size.

C.5.45.2.3.2.5 Produce final output.

C.5.45.23.2.6 Review final product for agreement with pre-production final,
approved version to verify that the product is complete and error-free.

C.5.4.5.2.3.3 Provide ongoing consultation and technical assistance to Agency staff
and contractors on design-related features of Agency design identity.

C.5.45.23.3.1 Review print, electronic, and Web products and Web sites to
ensure that they conform to guidelines. (See Technical Exhibit: 5-012: AHRQ
Publishing and Communications Guidelines.)

C.5.45.2.3.3.2 Develop options for integrating Agency design specifications into
programs and products.

C.5.45.2.3.3.3 Develop design elements and colors to identify products related to
specific programs (referred to as family of products).

C.5.45.2.3.3.4 Provide direction for and create three design options for templates
for Agency and Office/Center bulletins and reports, making sure to tie
together the AHRQ Web banner and the AHRQ design elements.

For Official Use Only C5-27



Draft PWS OCKT Procurement Sensitive

C.54.6 PROVIDE WEB SITE COORDINATION, CONTENT MANAGEMENT,
REPURPOSING AND CODING, AND QUALITY ASSURANCE FOR THE
WEB PIPELINE OF PRODUCTS

Cb546.1 Web Site Coordination and Content Management

C.5.4.6.1.1 The SP shall plan and coordinate work of the Web team to ensure timely
publication of information on the Web site as determined by Agency priorities and
production and project management schedules. The SP shall prepare
recommendations for the best way to accomplish this task taking into
consideration the complexities of the work, the deadline, resources, and other
priorities. (See Technical Exhibit: 5-028: Criteria for Determining Development
Priorities)

C.5.4.6.1.2 The SP shall manage the Web pipeline of information products generated
by the AHRQ publishing program and ensure that all other Web-only
communication products are posted to the Web site in appropriate formats, have
received necessary clearances, and have been edited prior to submission. The
SP shall:

C.5.4.6.1.2.1 Develop a weekly Web Pipeline Status report on the status of Web
projects, listing recently posted projects in pipeline by staff assignments, projects
in development, projects on the test site, etc. (CDRL 504R010) See Technical
Exhibit 5-029: Web Pipeline Status Report.

C.5.4.6.1.2.2 Maintain detailed records on a daily basis and generate a monthly report
of cost center accounting, listing products, center and portfolio, and point of
contact. (CDRL 504R011) (See Technical Exhibit: 5-030: Cost Center Report.)

C.54.6.1.2.21 Track the progress of work assignments and review and assess
the document at various stages of coding and uploading to ensure
appropriate placement on the site.

C.5.4.6.1.2.2.2 Provide directions and instructions to internal and external staff
regarding coding specifications and placement on the Web site, and provide
sample files as appropriate.

C.5.4.6.1.2.23 Verify that the AHRQ Web site pages are in compliance with
Office of Management and Budget policies, Federal laws, departmental
guidelines, AHRQ and GPO style, AHRQ requirements, and
recommendations and guidelines of the Web Content Management Working
Group. The SP shall utilize the guidance found at http://www.webcontent.gov
as a source for evaluating Web compliance. This includes conformance to
Section 508 and the Privacy Act requirements, following AHRQ external
linking criteria, and ensuring user-friendliness.

C.5.4.6.1.3 Repurpose, Code, and Upload Web Pages.

The SP shall work with AHRQ program staff; publishing and public affairs staff; and
others to develop, maintain, code, load, and continuously update AHRQ Web pages.
This includes the AHRQ home page, directory pages, subdirectory pages, browse pages,
pathfinder pages, etc.

C.5.4.6.1.3.1 Develop and apply AHRQ templates for various types of Web pages and
documents using Dreamweaver templates.

C.5.4.6.1.3.2 Update and/or change as necessary items on Web pages, such as
appropriate navigation bars, bread crumbs, headers, footers, skip navigation for
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visually disabled, and all elements required by HHS for Government Web sites.
(See Technical Exhibit: 5-028: Criteria for Determining Development Priorities)

C.5.4.6.1.3.3 Develop, maintain, and continuously update What's New page listing new
Web postings to the Web site in the past 30 days (See Technical Exhibit: 5-031:
Example of a What's New Page)

C.5.4.6.1.3.4 Develop, maintain, and continuously update various specialty pages,
such as A-Z menus, site maps, information in Spanish.

C.5.4.6.1.3.5 Repurpose printed documents so that they communicate effectively on
the Web.

C.5.4.6.1.3.5.1 Chunk documents in logical groupings to highlight important
information and make the text more readable for the Web.

C.5.46.1.3.52 Create .gif or .jpeg images by capturing and converting figures,
charts, or graphics from multiple file formats of origin.

C.5.4.6.1.3.5.3 Write context statements and interface pages to provide
background or summaries for readers. Note: See Original Writing Section.

C.5.4.6.1.3.6 Code documents and interface pages (containing context statements) in
HTML or other appropriate languages, including captioning of streaming
applications, Web-based production of text and tables, and conversion for tabular
material and documentation that meet publishing specifications as described in
Technical Exhibit 5-012 AHRQ Publishing and Communications Guidelines.

C.5.4.6.1.3.7 Prepare Podcasts and other multimedia files for upload to AHRQ-
maintained public Web sites, extranets, or the Agency Intranet in suitable and
accessible formats.

C.5.4.6.1.3.8 Upload all Web pages to test site for approval by managing editor, and
publish approved documents to live sites.

C.5.4.6.1.3.9 Assign a file name (URL) for each Web page according to Agency Web
site standards and naming conventions.

C.5.4.6.1.4  Quality Assurance

Quality assurance includes XHTML code validation; adherence to AHRQ and GPO style;
and other standards of the Agency, as well as linking criteria and implementation of
departmental formatting. (See Technical Exhibit 5-032: Web Pipeline 10-Step Process.)
In undertaking Web site quality assurance, the SP shall:

C.5.4.6.1.4.1 Monitor quality of work performed by the Web team to ensure that all
standards are met.

C.5.4.6.1.4.2 Provide feedback to ensure continuous improvement.

C.546.1.421 Arrange for proofreading of coded documents. See also
Proofreading of Web Documents and Production Editing Sections.

C.5.4.6.1.4.3 Make certain that the AHRQ Web site works correctly, including internal
and external hyperlinks, troubleshoot content problems, and report hardware
problems to the PO or other designated entity.

C.5.4.6.1.4.4 Review completed products that are on line at least quarterly to test for
broken links or rescinded information, and recommend updates to the content
owners at least annually (i.e., new prevention task force recommendations).
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C.5.4.6.1.4.5 Review products on test site for accuracy and functionality; and secure
appropriate sign offs from program and publishing staff.

C.5.4.6.1.4.6 Maintain electronic archive of Web pages.

C.5.4.6.1.4.7 Review content on an ongoing basis to ensure that information is current
and correct, and update documents and files accordingly.

C.5.4.7 COORDINATE WITH THE MANAGEMENT OF THE AHRQ
PUBLICATIONS CLEARINGHOUSE

The SP shall coordinate with the PO for the AHRQ Publications Clearinghouse and, as noted
in Section C.1.4.5.1, the Service Provider operating the Clearinghouse to distribute Agency
publications, respond to requests for materials, and maintain the database. In assisting the
AHRQ Clearinghouse PO, the SP shall:

C54.7.1 Perform Interface Actions

C547.11 Review all activities (e.g., requests, reports, correspondence, etc.)
between the AHRQ PO and AHRQ Publications Clearinghouse on a daily basis.

C54.7.1.2 Provide information to the Clearinghouse on distribution requirements and
work with the Clearinghouse to ensure distribution deadlines are met.

C.5471.3 Evaluate, recommend improvements, and assist in the implementation of
approved new and efficient strategies to disseminate Agency products.

C54.7.2 Coordinate Direct Mail with Publications Clearinghouse Service
Provider and Office/Center Requesters
The SP shall:

C54.7.21 Interface with public affairs and clearinghouse staff to maintain and
update the master mailing lists.

C54.7.2.2 Identify regular mailings and ensure that products are mailed in a timely
and efficient manner.

C.5.4.7.2.3 Oversee special mailings of AHRQ publications that may coincide with
exhibits, conferences, and special releases.

C.5.4.7.24  Serve as interface between public affairs staff and desktop publishing
with regard to public/private partnerships. In performing interface activities, the
SP shall:

C.5.4.7.2.4.1 Maintain a tracking system of requests for print files for partnerships,
including name, address, files requested, date of request, and date request is
filled. Enter this information on the publishing program shared directory in an
Excel spreadsheet.

C.5.4.7.2.4.2 Procure files in the appropriate format (either as PDF or MaclIntosh files)
from desktop publishing to provide to requestor.

C.54.73 Maintain AHRQ Publications Clearinghouse Database

The SP shall maintain and populate the PBCH database of over 4,000 records of current
and past Agency publications. The SP shall:

C54731 Record information daily in the PBCH database.
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C.54.73.2 Populate and continuously update data fields in the PBCH database such
as key words, Internet and catalog descriptions, bibliographic information,
location of PDF files and Web links, ordering information, and costs.

C.54.733 Run monthly reports from the PBCH data base as requested by the PO
and submit reports to the PO for review. (CDRL 504R012)

C54.7.3.4 Monitor on-line ordering systems to ensure that all orders have been
processed by the AHRQ Publications Clearinghouse. Resolve any customer
problems.

C54.735 Monitor on-line inventory systems.

C.5.4.7.3.6 Meet with technical staff monthly to update and enhance the
infrastructure of the PBCH system.

C54.74 Perform Quality Assurance Checks

The SP shall conduct quality assurance checks on AHRQ Publications Clearinghouse and
resolve any issues/problems arising during quality checks. Checks are done to verify
timeliness of mailings and to spot check customer service, responsiveness, and accuracy of
actions at the clearinghouse. Spot checks shall be done at various times during the year at
the PO request or proactively.

C54.75 Respond to Requests
The SP shall:

C54.75.1 Respond to and triage requests for publications that exceed established
limits as entered by the PO in the PBCH data base.

C.54.75.2 Respond to and triage special requests for unanticipated activities, (i.e.,
attaching labels to publication covers).

C54.753 Respond to and triage requests from the public that can not be answered
at the clearinghouse or that come directly through the AHRQ switchboard
regarding AHRQ, HHS, and other Federal programs.

C54.754 Manage the “publications request” mailbox.

C.5.4.7.5.4.1 Respond to the “publications request mailbox,” determine whether the
requests are to be handled in-house or at the clearinghouse, (based on adequate
in-house samples, complexity of request, need for labor, etc.), and ensure that
the requests are handled in a timely and efficient manner (usually within 1
working day).

C.5.4.7.6 Maintain On-site Publications Room

The SP shall maintain the inventory of the A. Judy Wilcox Publications Room to facilitate
easy access by staff. (See Technical Exhibit: 5-033: AHRQ Publications Room Category
List.) The SP shall:

C.5.4.7.6.1.1 Inform all Agency staff via e-mail of the arrival of new publications within 1
day of arrival and distribute all new publications to key Agency staff via AHRQ
mailboxes on first floor.

C.5.4.7.6.1.2 On a daily basis, maintain the on-site publications room by marking boxes
of new arrivals, shelving new publications, tracking inventory, and completing
receiving forms for new publications that arrive for the AHRQ Publications
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Clearinghouse. Room must be neat, clean, well organized, and free from
obstructions to shelves.

C.5.4.7.6.1.3 Within 90 days of contract award, map the location of products in the on-
site publications room to the specific location (by 2x2 lektriever, shelf, and
section) using a database system that is searchable.

C.5.4.7.6.1.4 Maintain inventory map and update daily.

C.5.4.7.6.1.5 Generate and regularly update (6 times per year), hard copy notebooks
(six each) and Web accessible shared directory listing of current AHRQ
publications in the AHRQ Publications Clearinghouse inventory.

C.54.8 DISTRIBUTE AND ARCHIVE AHRQ PUBLICATIONS THROUGH
OTHER FEDERAL OUTLETS

Cc.54.8.1 Distribute and Archive AHRQ Publications
In distributing and archiving AHRQ publications, the SP shall:
C.5.4.8.1.1  Accession print publications and final reports to NTIS.

C.5.4.8.1.1.1 Send original print copies of all AHRQ printed publications to NTIS within
1 week of receipt from printer, ensuring that appropriate documentation and
completed forms accompany accession.

C.5.4.8.1.1.2 Submit final reports of grants and contracts to NTIS in appropriate
formats (PDF files) with completed documentation for accession.

C548.1.2 Notify GPO sales program of upcoming publications of interest.

C.5.4.8.1.2.1 Make recommendations to AHRQ regarding publications potentially
appropriate for sale, submit appropriate forms, and coordinate with AHRQ
desktop publishing.

C.5.4.8.1.3  Work with NLM to identify appropriate series for inclusion in PubMed and
Medline.

C.5.4.8.1.3.1 Prepare products to meet requirements for NLM inclusion and provide
quality control.

C.5.4.8.1.3.2 Ensure products for NLM bookshelf meet template requirements and
document type definition formats for submission.

C.5.4.8.1.3.3 Resolve problems or issues on an ongoing basis.

C.5.4.8.1.4  Work with Library of Congress and Bowker to catalog AHRQ publication
series.

C.5.4.8.1.4.1 Identify appropriate series for cataloging with the Library of Congress’
International Standard Serial Number (ISSN).

C.5.4.8.1.4.2 Submit appropriate paperwork to secure ISSN numbers for publications
series.

C.5.4.8.1.4.3 Maintain account with Bowker for International Standard Book Number
(ISBN) numbers for Agency book series and submit appropriate information into
database to secure ISBN number.
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C549 COORDINATE COPYRIGHT PERMISSIONS, LICENSING, AND
CONTENT USE OF AHRQ-PUBLISHED MATERIALS

C.549.1 Develop Copyright Database

Within 180 days of contract award, the SP shall develop a proposal for a database of
information regarding terms of copyright, licensing, and permissions for all AHRQ-published
materials; and submit the proposal to the PO for review and approval.

C.5.49.2 Maintain Copyright Database

The SP shall establish and maintain a PO-approved database (See also requirements in
5.6.6). (CDRL 504R013). The SP shall:

C.5.49.21  As appropriate, coordinate with the Web publishing team to provide
information about special copyright and licensing conditions on the AHRQ Web
site.

C.549.22 Maintain a record of all materials the Agency includes in its published
products that are copyrighted by others.

C.5.49.2.3 Maintain a tracking system of outside requests for copyright, licensing,
and content use of AHRQ-published materials (See also Section C.5.6.6.3).

C.5.49.24  Maintain a record of all agreements the Agency has made regarding
copyright and licensing with its contractors and grantees.

C.54.9.25 Research requests for copyright and licensing permissions from outside
sources.

C549.26 Draft appropriate response for review and approval by the PO.
C.5.4.9.2.7 Maintain a hard copy backup file of all requests.
C.5.4.10 PROVIDE EXHIBIT AND CONFERENCE SUPPORT SERVICES

The SP shall provide planning and logistic support for AHRQ’s exhibit and conference
activities.

C.5.4.10.1 Annual Exhibit and Conference Plan

The SP shall develop a proposed annual schedule for AHRQ exhibits at major, national,
professional conferences and meetings as well as smaller venues taking into account
Agency priorities and initiatives and funding availability. The SP shall submit the proposed
annual schedule by the required due date to the PO for review and approval. The SP shall
update the schedule quarterly. (CDRL 504R014) (See Technical Exhibit: 5-034: Sample
AHRQ Exhibit Schedule.)

C.5.4.10.2 Exhibit Properties and Display Materials

The SP shall maintain and make accessible on the shared directory and in hard copy an
inventory of the exhibit booth properties and display materials and a calendar showing their
planned usage on a monthly basis. . (CDRL 504R015) (See Technical Exhibit: 5-035:
Exhibit Logistics and Expenses)

C.5.4.10.3 Logistical Support Activities

The SP shall provide total logistical support for the entire AHRQ exhibits program. The SP
shall plan and report the results of the various logistical support activities listed below to the
PO for review and final approval. The SP shall:

C.5.4.10.3.1 Negotiate with professional organizations concerning logistical
requirements and registration prior to each meeting, considering deadlines.
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C.5.4.10.3.2 Select exhibit space and determine what services, furniture, equipment
rentals, etc. are required for each meeting.

C.5.4.10.3.3 Communicate with target organizations to negotiate “complimentary”
booth space, if possible; special locations or additional space, time for seminars
and demonstrations; and other special needs.

C.5.4.10.3.4 Prepare a typed pre-meeting planning trip report that must include all
logistical details such as name, place, dates, and hours of meeting; number of
boxes/crates/cases shipped, and the shippers and shipping addresses;
descriptions of all on-site rentals and services and names of companies providing
such services; the names of persons staffing the exhibit, as well as phone
numbers and hotels where the exhibit staff can be reached; and name and
telephone number of the SP's contact who can be reached for emergencies
during set up, meeting, and dismantling. Set up and dismantle times are to be
noted as well as times for laborers to assist, if required. The SP shall submit the
trip report to the PO in accordance with the delivery schedule. Prepare a kit for
each exhibit staffer containing logistical information and instructions, including
return shipment information. (CDRL 504R016) (See Technical Exhibit: 5-036:
Pre-Meeting Planning Report)

C.5.4.10.3.5 Prepare and submit space application forms to the appropriate exhibit
coordinators of the organizations sponsoring the selected meetings. Each
application shall be typed and submitted in advance of the specified deadline.
The SP shall send copies of these applications to the PO.

C.5.4.10.3.6 The SP shall prepare documentation for prepayment of all space and
expenses for the exhibits and submit this information to the PO for approval and
action.

C.5.4.10.3.7 Determine exhibit staffing based on appropriateness of staff, availability,
and size of conference. Submit proposed staffing plan to the PO for review and

approval.

C.54.103.7.1 Provide knowledgeable professionals to staff exhibits during
meetings.

C.5.4.10.3.7.2 Train AHRQ staff to assemble and break down the exhibit

structure, set up the booth, display publications, and complete logistical
requirements.

C.5.4.10.3.7.3 Train staff on frequently asked questions, resources, and other
tips for successful interface with conference attendees.

C.5.4.10.3.8 Determine appropriate exhibit structure for each meeting or conference.

C.5.4.10.3.9 Develop a publications list for each conference and meeting determined
by subject, focus of meeting, Agency priorities, special initiatives, report from
previous year (if attended), and so forth, and coordinate with any Agency
program staff who are attending or presenting at the meeting or conference.
Submit final publications list to PO for approval. The SP shall provide an order
form and publications list 30 days prior to each meeting shipment date. (CDRL
504R017) See Technical Exhibit: 5-037: Order Form and Publications List

C.5.4.10.3.10 Coordinate with AHRQ Publications Clearinghouse for shipping of exhibit
structure and products.

C.5.4.10.3.10.1 Arrange shipping in accordance with any and all requirements of
the specific meeting, complying with stated labor and union rules for the region in
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which the meeting will take place. Note: All shipping must be done using
approved (licensed, bonded) carriers. The PO will approve any variations or
proposed changes in carriers.

C.5.4.10.3.10.2 Arrange and pay for shipping exhibit structure(s), art panels,
publications, and support materials to each meeting site in time to meet the
designated deadlines. Delivery of all outgoing and incoming shipments must be
verified and reported to the PO.

C.5.4.10.3.11 Assemble kit folders for conferences and meetings (includes as many as
25 on-site meetings).

C.5.4.10.3.12 Track all costs related to AHRQ exhibit program and include this
information in a monthly summary report submitted to the PO. (CDRL 504R018)
See Technical Exhibit: 5-035: Exhibit Logistics and Expenses

C.5.4.104 Staff AHRQ Exhibits
The SP shall:
C.5.4.10.4.1 Provide staff for AHRQ exhibits.
C.5.4.10.4.2 Setup and break down Agency booth at scientific meetings.

C.5.4.10.4.3 Resolve all logistical problems that may arise at exhibit booth to ensure
successful set up.

C54.1043.1 Track lost or misplaced shipments.

C.5.4.10.4.4 Represent and promote AHRQ and its goals and products at conferences
and respond to requests for information or provide appropriate resources or
referrals.

C.5.4.10.4.5 Collect subscriptions and orders for additional information at exhibit site
and convey to AHRQ Publications Clearinghouse for fulfillment.

C.5.4.10.4.6 Arrange shipment after each meeting to the next meeting or back to the
AHRQ Publications Clearinghouse.

C.5.4.10.4.7 Prepare a post-meeting report for the PO within 10 days following each
meeting (CDRL 504R019) (See Technical Exhibit 5-038: Post-Meeting Evaluation
Report) that includes:

C.5.4.104.7.1 Meeting name, location, dates, and persons attending.
C.5.4.104.7.2 Structure used.
C.5.4.104.7.3 All costs associated with the meeting (i.e., application fees,

services, labor, rentals, etc.).

C.5.4.104.7.4 An evaluation/analysis of the impact of each exhibit in terms of the
success of exhibit strategy in reaching target audiences and in generating
interest in AHRQ programs.

C.5.4.10.4.7.5 Suggestions about future attendance.
C.5.4.10.5 Maintain Exhibit Structures and Table Top Displays
The SP shall:

C.5.4.10.5.1 Maintain and update exhibit structures and table top display art as
appropriate.

C.5.4.105.1.1 The SP shall conceptualize, design, and prepare art for exhibits,
including table top displays, upon approval of the concept by the DGR and detail
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them as such to represent the AHRQ design and product or service being
promoted. Exhibits shall meet requesting office specifications such as size, ease
of assembly, and transport.

C.5.4.105.1.2 The SP shall keep abreast of new technologies and advances in
exhibit display and make recommendations for purchase of new exhibit
structures that AHRQ should acquire to keep pace with tradeshow exhibit trends
and take advantage of economies of scale and other efficiencies while providing
a consistent presence across all tradeshows and events at which AHRQ exhibits.
Exhibit properties obtained at the approval of the DGR shall be readily
configurable into various sizes and adaptable to appeal to a variety of different
audiences using easily replaceable graphics.

C.5.4.105.13 The SP shall make recommendations for the purchase of display
holders for promotional materials, as well as audiovisual and IT equipment.

C.5.4.105.14 Semi-annually examine  exhibit structures and make
recommendations to the PO regarding for the need to repair or replace whole or
parts, as needed. (CDRL 504R020)

C.5.5PUBLIC AFFAIRS PROGRAM
C551 BACKGROUND INFORMATION

AHRQ’s Public Affairs Program plays a critical role in helping the Agency meet its goal of
improving the quality and safety of health care services that all Americans receive. The
Public Affairs program is the focal point for much of the communication that AHRQ has with a
wide number of audiences, including members of the news media. Often, members of the
Public Affairs staff are the first and primary point of contact with the Agency. In addition,
members of the Public Affairs staff serve as liaisons between AHRQ'’s Offices and Centers,
OCKT Publishing and Knowledge Translation (KT) Programs, and external stakeholders.

The Public Affairs staff works closely with Agency Project Officers and their contractors that
serve as official coordinating bodies for AHRQ Portfolios to ensure that those activities are
integrated across the Agency. For example, the Public Affairs staff works closely with
AHRQ's Patient Safety Research Coordinating Center and the National Resource Center on
Health Information Technology.

The Public Affairs program develops and implements strategic communication plans that
publicize the results of AHRQ research findings and related tools, and lead to the use of those
findings and tools to change the way that health care is delivered. Public Affairs manages all
of the Agency’s media relations targeting a wide variety of news outlets; responding directly to
members of the media who contact AHRQ; and arranging interviews for other staff,
contractors, and grantees, as well as preparing them for interviews by providing information
and media training.

The Public Affairs Program is also responsible for conducting public information campaigns;
speech writing and message development; partnership outreach and development;
distribution of AHRQ’s electronic newsletters; writing commentaries for placement in leading
health care journals; tracking articles produced by AHRQ grantees; and maintaining the
Impact Case Study Program.

These activities require sophisticated analyses of the value and potential usefulness of
AHRQ-supported research from a news and more general informational standpoint, with an
emphasis on matching the most effective dissemination strategies with the goals for any
particular initiative or group of initiatives. And, in an increasingly diverse health care system
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in which patient care is provided, it requires that these analyses and subsequent activities be
conducted in a culturally appropriate and sensitive way.

Cbh51.1 Annual Plan

C.5.5.1.1.1 To assist in the coordination, management, and integration of public
affairs activities with other communications and implementation functions carried
out by the SP and through other components in the Agency, the SP shall produce
and submit an annual public affairs plan for review and approval by the PO. The
plan will be updated quarterly. It will include forecasts for each of the public
affairs functions described in the PWS, with listings of expected work products
and timetable for completion. (CDRL 505R001)

Cb55.1.2 Project Management

The Public Affairs program is responsible for the coordination, management, and
integration of the partnership, media relations, public information campaigns, speech
writing, Web and other functions described below. It is imperative that these functions and
any related activities mutually support one another and specifically track with AHRQ's
strategic goals. 