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Statement of Work
For Environmental Management System Development
U.S. Merchant Marine Academy

INTRODUCTION

Gannett Fleming (GF) will provide assistance to the United States Merchant Marine Academy
(USMMA) with environmental management system (EMS) implementation at its Kings Point,
NY campus. The GF Team, led by Chuck Mason will be using its EMS software and the
ISO 14001 standard as a guide in implementing this statement of work. @ The USMMA is
currently using GF's WebEMS software tool.

PROJECT COSTS

Total fixed fee cost for the entire EMS implementation, including expenses, is $27,250, which is
broken down on Table 1.

TASK 1: PLANNING AND TRAINING

GF understands that USMMA’s EMS Core team has completed the initial EMS software training
and is very aware of the requirements of EMS. To become more familiar with USMMA's
operations and progress made to date, Mr. Mason will be onsite for three days with the USMMA
EMS management representative. Specifically, Mr. Mason will review progress against the
Agency’s EMS requirements and review what tasks remain to be accomplished. Mr. Mason will
also tour USMMA and review the existing list of aspects against USMMA’s operations.

Gap Analysis

GF proposes to perform a gap analysis, comparing USMMA'’s current program against EMS
requirements. This information will be gathered primarily through interviews with the
management representative. Results of the gap analysis will be discussed during the outbrief
for the EMS team and other interested USMMA personnel. The results of the gap analysis will
help in preparing the EMS documentation in Task 2.

Aspects Identification

While onsite, GF will review all environmental aspects identified across the campus. GF will
also discuss the aspects ranking to understand how it was developed.

TASK 2: EMS DOCUMENTATION

GF will help USMMA develop the EMS documentation necessary to fully implement its EMS.

1



This task will not require a site visit.

Draft Level I and Level II Documentation

GF will prepare a draft environmental manual (also known as Level I document) and the draft
Level II management level procedures from either the Maritime Administration’s or its own
template. This documentation will be customized to meet USMMA'’s operations and will be
easily integrated with any documentation program currently in use. It will be important for this
documentation to be thoroughly reviewed by USMMA to ensure practicality and usefulness.
GF will also complete the forms that accompany this documentation, such as a list of EMS
training requirements, documents, and records.

TASK 3: EMS DOCUMENTATION AND EMPLOYEE TRAINING

GF will review and finalize all EMS-related documentation after receiving USMMA comments,
ensuring that all Level I and Level II documents meet USMMA and EMS requirements.

Campus-wide awareness training should also begin for all faculty, staff, and students.
Awareness training is an ongoing process that can be completed using a variety of means,
including posters, newsletters, and videos, in addition to conducting training sessions.
Awareness training for personnel must include the following;:

* General understanding of the EMS.

* The commitments outlined in the environmental policy.

* The significant aspects associated with each employee’s work activities and the
environmental impacts of those aspects. These significant aspects will vary depending on
the employee’s job function.

* Specific SOPs related to those significant environmental aspects.

* Roles and responsibilities related to meeting objectives and targets.

* Emergency response procedures.

* Communicating environmental concerns or issues internally.

GF will prepare a “train-the-trainer” PowerPoint file to be presented by USMMA to all of its
personnel and others included within the scope of the EMS. USMMA should also consider the
development of posters and other means of regular communication (such as departmental
meetings) to ensure maximum awareness of the EMS. GF assumes that USMMA personnel will
perform and document all training required for the EMS. This includes training on SOPs
developed as part of the EMS.

TASK 4: INTERNAL EMS AUDIT AND CORRECTIVE ACTIONS

The EMS will include a procedure to periodically audit the EMS to ensure its effectiveness and
conformance. These audits will be performed using GF and USMMA staff over four days. This

2



will include an EMS auditor training course, which will cover the following;:

* General EMS concepts.

* USMMA EMS requirements.

* Audit techniques and protocols.
* Grading an audit finding.

* Preparing the audit report.

* Closing out non-conformances.

The auditor training will immediately transition into completing the EMS audit, which GF will
complete with USMMA personnel. GF will also identify and document corrective actions that
result from the audit. GF assumes that USMMA will actually close out any non-conformances
identified during the audit through the corrective action process.

TASK 5: MANAGEMENT REVIEW

GF will prepare the materials needed for a management review presentation. This information
will include the results of the EMS, including status of objectives and targets, audits, corrective
actions, training, and other EMS requirements. GF assumes that USMMA personnel will close
out any corrective actions that result from the management review.

EMS SELF-DECLARATION
After corrective actions from the management review have been closed out, USMMA can self-
declare its EMS and consider it implemented.



TABLE 1

USMMA EMS IMPLEMENTATION COST ESTIMATE

Chuck Mason

Steve Rowley

TOTAL COST
$130/hour $150/hour TOTAL LABOR EXI‘;‘QL‘;ES
TASK TASK DESCRIPTION Hours Cost Hours Cost Hours Cost
1 Project kickoff/ material review 16 $2,080 2 $300 10 $2,380 $2,380
1 Travel to site 4 $520 0 $0 4 $520 $695
1 Site visit 24 $3,120 0 $0 24 $3,120 $3,915
2 Prepare draft and final Level | and 1l Docs 24 $3,120 4 $600 28 $3,720 $3,720
3 Finalize training, documentation, records matrices 16 $2,080 0 $0 16 $2,080 $2,080
3 Final documentation review 8 $1,040 0 $0 8 $1,040 $1,040
3 Prepare employee training materials $520 0 $0 $520 $520
4 EMS audit preparation 12 $1,560 2 $300 14 $1,860 $1,860
4 Travel to site 4 $520 4 $600 8 $1,120 $1,470
4 Perform EMS training and audit 32 $4,160 16 $2,400 48 $6,560 $8,010
4 Document corrective actions 4 $520 0 $0 4 $520 $520
5 Management review materials prep 8 $1,040 $0 8 $1,040 $1,040
TOTALS: 148 $19,240 28 $4,200 176 $23,440

$27,250

GRAND

TOTAL




TABLE 1 CONTINUED

USMMA EXPENSE CATEGORY & RATES

Travel (air fare) Per diem ($195/day) Rental car ($70/day)
TASK TASK DESCRIPTION

1 Project kickoff/ material review $0 $0 $0 $0
1 Travel to site $175 $0 $0 $175
1 Site visit $0 $585 $210 $795
2 Prepare draft and final Level | and Il Docs $0 $0 $0 $0
3 Finalize training, documentation, records matrices $0 $0 $0 $0
3 Final documentation review $0 $0 $0 $0
3 Prepare employee training materials $0 $0 $0 $0
4 Audit preparation $0 $0 $0 $0
4 Travel to site $350 $0 $0 $350
4 Perform EMS training and audit $0 $1,170 $280 $1,450
4 Document corrective actions $0 $0 $0 $0
5 Management review materials prep $0 $0 $0 $0

SUBTOTALS: $525 $1,755 $490 $2,770
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