


FLC NORFOLK NAVFAC MATERIAL OPERATIONS NORFOLK VA.
PERFORMANCE WORK STATEMENT
01 OCTOBER 2016 - 30 SEP 2017

This is a draft document.

1. DESCRIPTION/SCOPE/OBJECTIVE 

1.1. The purpose of this order is to provide the necessary level of administrative, professional, and technical support required to facilitate the overall objectives of the FLC Norfolk NAVFAC Material Operations Division, Norfolk, VA and its members/detachments/units. The objective of this task is to provide the necessary level of professional and technical support required satisfying the overall operational objectives of the FLC Norfolk. The contractor shall provide those services, personnel, materials, and related equipment to perform the work delineated herein. 

2. STATEMENT OF WORK 

2.1. The Contractor shall provide professional, administrative, or technical services in support of each member’s initiatives and assigned missions. The work effort is to provide the support required to achieve the desired degree of responsiveness essential to accommodate workload demands. 

2.1.1 Warehouse Specialist duties: 
2.1.1.1 Specific work shall include, but not be limited to the following: 
· Receiving/Issuing material, Loading/Unloading trucks, Processing/Issuing receipts, assisting with inventories, assisting with maintaining shop stores inventory, and performing general shop store cleanup. 

· Shall perform a variety of warehousing duties, which require an understanding of the establishment's storage plan. Work involves most of the following: Verifying materials (or merchandised against receiving documents, noting and reporting discrepancies and obvious damages); routing materials to prescribed storage locations; storing, stacking, or palletizing materials in accordance with prescribed storage methods; managing and taking inventory of stored materials; examining stored materials and reporting deterioration and damage; removing material from storage and preparing it for shipment. May operate hand or power trucks and forklifts in performing warehousing duties. 

· Inspects received material to verify NSN/part number, nomenclature, type, correct quantity, to ascertain compliance with contract, purchase agreement and stock catalogs. Determines when and how items are to be consolidated in holding areas for inspection, transfer, or placement in proper storage areas. Checks material for damage and material discrepancies, such as overages/shortages, wrong material, etc. Reports discrepancies when required. Determines appropriate area for holding material and ensures that the material is placed in the designed location. Certifies accuracy of material received and issue validation. Coordinates the material receipt process to verify system accuracy before items are stored for issue. 

· Properly stores/stages material to assigned locations, and updates the location designator, if required. Stores items for maximum convenience of location, ease of issue, as well as protection from damage, deterioration and pilferage. Selects and assembles items for issue. Identifies specific items from the trade and ship names used by requestors; recommends appropriate substitutions to meet user’s needs. Coordinates the delivery of staged material when the job is ready for issue. 

· Ensures over the counter forms are filled in correctly and signed by the customer. Processes these over the counter issues, and ensures that job order numbers, reference numbers, and stock numbers are correct and accurate. Inputs data to the computer and reports any problems to the supervisor. 

· Provides a wide range of customer service functions including assisting customers in locating appropriate material and determining stock status. Assists branch employees with customer assistance, routine follow-up, relocating/storing of materials, and cleaning up of the work area. 


· Tracks turnover items on hand and recommends increases and decreases of stock as appropriate. Coordinates with shop store inventory manager for items in need of replenishment in the warehouse area. Pulls, stages, and returns excess and obsolete material to FISC/DRMO. 

· Participates in the conduct and reconciliation of location surveys/physical inventories. Counts type and quantities of items during inventories and maintains tallies during the count. Recounts or searches other storage locations to determine the basis for overages, shortages, or misplaced items by checking stock status information in issue request, receiving, shipping reports, and locator records. 

· Operates Material Handling Equipment (MHE) and may be required to operate motor forklifts up to 10,000 Lbs. Lift Capacity.

· The primary function of this position is to provide on-site processing of material requisition, receipt, storage, issue, and inventory management as required to support operation and maintenance of government owned transportation equipment. 

· Assist in sound and efficient management of all material functions and its inter-relationship within the Public Works Department. Incumbent provides technical data necessary to identify equipment/material requested on incomplete requisitions when data is unavailable in reference manuals and catalogs. These functions result in the timely and accurate processing of material request and updating material records. 

· Manages and maintains accountability of physical and financial inventories for shop stores in accordance with established procedures. Participates in the conduct and reconciliation of annual location surveys/physical inventories of site shop store. Identifies and initiates action to dispose of excess or obsolete material and/or major components. 
· May receive, inspect, store (bin, bulk and open storage), and stage material from stock, outside vendors and the Federal Supply System. Makes issues and assist customers in the material storage area. 

· Processes all issues in accordance with applicable regulations/instructions. This includes all manual and data entry input via local area network and mainframe computer terminals. 

· Will be required to utilize SPM/MAXIMO 7.1 Supply automated System and to Maintain NMCI Access. 


2.1.2 General Clerk III Duties: 
· Specific work shall include, but not limited to the following: Shall provide a wide range of Administrative and Supply Support duties, Daily Muster Submissions, Administrative Assistant and other supply related responsibilities as required by management. 


2.1.3  Material Expediter Duties: Specific work shall include, but not be limited to the following: 
         Assist with Expediting of Priority Requisitions Daily.
· Receiving/Issuing material, Loading/Unloading trucks, Processing/Issuing receipts, assisting with inventories, assisting with maintaining shop stores inventory, and performing general shop store cleanup. 

· Shall perform a variety of warehousing duties, which require an understanding of the establishment's storage plan. Work involves most of the following: Verifying materials (or merchandised against receiving documents, noting and reporting discrepancies and obvious damages); routing materials to prescribed storage locations; storing, stacking, or palletizing materials in accordance with prescribed storage methods; managing and taking inventory of stored materials; examining stored materials and reporting deterioration and damage; removing material from storage and preparing it for shipment. May operate hand or power trucks and forklifts in performing warehousing duties. 

· Inspects received material to verify NSN/part number, nomenclature, type, correct quantity, to ascertain compliance with contract, purchase agreement and stock catalogs. Determines when and how items are to be consolidated in holding areas for inspection, transfer, or placement in proper storage areas. Checks material for damage and material discrepancies, such as overages/shortages, wrong material, etc. Reports discrepancies when required. Determines appropriate area for holding material and ensures that the material is placed in the designed location. Certifies accuracy of material received and issue validation. Coordinates the material receipt process to verify system accuracy before items are stored for issue. 

· Properly stores/stages material to assigned locations, and updates the location designator, if required. Stores items for maximum convenience of location, ease of issue, as well as protection from damage, deterioration and pilferage. Selects and assembles items for issue. Identifies specific items from the trade and ship names used by requestors; recommends appropriate substitutions to meet user’s needs. Coordinates the delivery of staged material when the job is ready for issue. 

· Ensures over the counter forms are filled in correctly and signed by the customer. Processes these over the counter issues, and ensures that job order numbers, reference numbers, and stock numbers are correct and accurate. Inputs data to the computer and reports any problems to the supervisor. 

· Provides a wide range of customer service functions including assisting customers in locating appropriate material and determining stock status. Assists branch employees with customer assistance, routine follow-up, relocating/storing of materials, and cleaning up of the work area. 

· Tracks turnover items on hand and recommends increases and decreases of stock as appropriate. Coordinates with shop store inventory manager for items in need of replenishment in the warehouse area. Pulls, stages, and returns excess and obsolete material to FISC/DRMO. 

· Participates in the conduct and reconciliation of location surveys/physical inventories. Counts type and quantities of items during inventories and maintains tallies during the count. Recounts or searches other storage locations to determine the basis for overages, shortages, or misplaced items by checking stock status information in issue request, receiving, shipping reports, and locator records. 

· Operates Material Handling Equipment (MHE) and may be required to operate motor forklifts up to 10,000 Lbs. Lift Capacity. 

· The primary function of this position is to provide on-site processing of material requisition, receipt, storage, issue, and inventory management as required to support operation and maintenance of government owned transportation equipment. 

· Assist in sound and efficient management of all material functions and its inter-relationship within the Public Works Department. Incumbent provides technical data necessary to identify equipment/material requested on incomplete requisitions when data is unavailable in reference manuals and catalogs. These functions result in the timely and accurate processing of material request and updating material records. 

· Manages and maintains accountability of physical and financial inventories for shop stores in accordance with established procedures. Participates in the conduct and reconciliation of annual location surveys/physical inventories of site shop store. Identifies and initiates action to dispose of excess or obsolete material and/or major components. 

· May receive, inspect, store (bin, bulk and open storage), and stage material from stock, outside vendors and the Federal Supply System. Makes issues and assist customers in the material storage area. 

· Processes all issues in accordance with applicable regulations/instructions. This includes all manual and data entry input via local area network and mainframe computer terminals. 

· Will be required to utilize MAXIMO and Supply Automated Systems, and to maintain NMCI Access.

May be required to work at any Local Base on a temporary basis based on workload requirements.

3. PERIOD OF PERFORMANCE 

3.1. The period of performance shall be from 01 October 2016 through 30 September 2017 with four (4) one year option periods thru 2021. 
 

4. PLACE OF PERFORMANCE 

4.1 Warehouse Specialist 
· Portsmouth Naval Hospital (1)
· Naval Air Station Oceana: (2)
· Joint Expeditionary Base Fort Story (Little Creek) (2)
· Naval Weapons Station Yorktown:(2)
· Philadelphia Naval Business Center, PNBC, Philadelphia, PA: (2)
· Naval Support Activity, NSA, Philadelphia, PA: (1)
· Naval Support Activity, NSA, Mechanicsburg, PA: (1)
· Naval Station Norfolk: (6)

4.2 General Clerk III 
· Naval Station Norfolk: (2)

4.3 Material Expediter 
· Naval Station Norfolk: (1)
· Norfolk Naval Shipyard: (1)


5. CONFIDENTIALITY 

5.1. This project and all materials provided to the Contractor by the Government and results, conclusions and recommendations obtained thereof should be considered confidential in nature and treated with the same level of care that the Contractor treats its own confidential business information. The information shall not be disclosed, copied, modified, used (except in the completion of this project) or otherwise disseminated to any other person or entity at any time to include, but not limited to inclusion in any database external to the Government without the Government’s express consent. 


6. SECURITY/SECURITY CLEARANCES 

6.1 Contractor employees must have a trustworthiness determination made by the FLC Norfolk Security Office, applying the security criteria and adjudication policy in SECNAVINST 5510.30A, prior to start of the contract. A favorable security determination must be made that the employees are eligible for assignment to a noncritical sensitive duties and for access to sensitive information or areas and the contractor must maintain that eligibility until completion of the contract. The contractor is required to notify FLC Norfolk of any potentially disqualifying information that could affect the continued security eligibility of the employee to perform sensitive duties under this contract. If the contractor does not have a NAC or NACI favorably adjudicated the employee will be required to complete a SF-85P, Questionnaire for Public Trust Positions. The SF-85P will be reviewed and approved by the FLC Norfolk Security Office, who will initiate the investigation. The employee is required to provide proof of U.S. Citizenship. 
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7. SPECIAL REQUIREMENTS/INSTRUCTIONS/CONSIDERATIONS 

7.1. No data provided to, or developed by, the contractor shall be used for any purpose other than this delivery order. All information (data files and hard copy) become the property of the government and the contractor shall return them to FLC Norfolk VA at the completion of the task. 
7.2. Equipment (i.e., computers, furniture, etc.) purchased as “other direct costs” under this contract are the property of the Government and shall be transferred to FLC Norfolk VA at the completion of the task. 

7.3. Travel is not anticipated. 


8. GOVERNMENT POINTS OF CONTACT 

8.1. The point of contact is: The point of contact is: Tierra Watson, (757)443-1395, email: tierra.watson@navy.mil or Fannie Richardson, (757)443-1398, email: fannie.richardson@navy.mil. 


9. NON-PERSONAL SERVICE STATEMENT 

9.1. Contractor employees performing services under this order will be controlled, directed, and supervised at all times by management personnel of the contractor. Contractor management will ensure that employees properly comply with the performance work standards outlined in the statement of work. Contractor employees will perform their duties independent of, and without the supervision of, any Government official. The tasks, duties, and responsibilities set forth in the task order may not be interpreted or implemented in any manner that results in any contractor employee creating or modifying Federal policy, obligating the appropriated funds of the United States Government, overseeing the work of Federal employees, providing direct personal services to any Federal employee, or otherwise violating the prohibitions set forth in Parts 7.5 and 37.1 of the Federal Acquisition Regulation (FAR). The Government will control access to the facility and will perform the inspection and acceptance of the completed work. 


10. PERSONNEL QUALIFICATIONS 
 
10.1. The contractor shall be responsible for employing technically qualified personnel to perform the work specified in this statement of work. The contractor shall maintain the personnel, organization, and administrative control necessary to ensure that the work delivered meets the contract specifications and requirements. The work history of each contractor employee must contain experience directly related to the task and functions he/she is intended to perform under this contract. 

The Government reserves the right, during the life of the resulting contract, to request work histories on any contractor employee for the purposes of verifying compliance with the above requirements; additionally, the government reserves the right to review resumes of contractor personnel proposed to be assigned. Personnel assigned to, or utilized by, the contractor in performance of work shall be fully capable of performing the contemplated functions of the respective labor categories in an efficient, reliable, and professional manner. 
10.2 Specific Personnel Qualifications Requirements – Personnel required to perform the services set forth within this Statement of Work shall meet the minimum qualifications for the respective labor categories identified herein. 





