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PART 1

General Information
1.1 Description of Services / Introduction 
Naval Air Warfare Center Training Systems Division (NAWCTSD) 7.2.4  and U.S. Army Program Executive Office for Simulation, Training and Instrumentation (PEO STRI) require dedicated personnel  resources for the operation of the Visual Information Support Services and Equipment for the occupants of NAWCTSD, PEO STRI, Partnership I, II and III buildings, and any other Federal agencies located on board NSA Orlando and within  the University of Central Florida Research Park, Orlando, Florida (henceforth known as the customer).  Visual Information Support Services (VISS) include: support photography, graphics, presentation services, library services, operation of the Video Information Support Center (VISC) video teleconferencing, equipment troubleshooting, operation of the Command's Closed Circuit Television (CCTV),  major conference rooms and support of off site events including conference’s and command events.  The Contractor shall provide the personnel to manage and perform the duties and responsibilities’ necessary to perform the tasks as defined in this Performance Work Statement (PWS), except as specified in Part 3, Government-Furnished Resources.  No item in this PWS shall be used to procure any services that are inherently Governmental services or personal services.
1.2 Background
The overall effort in Orlando is part of the Naval Air Systems Command (NAVAIR) Video Teleconferencing System (NAVTCS), the Headquarters Department of Army Video (HQDA) Teleconferencing Network, the NAVAIR Visual Information (VI) organization, and the Headquarters Department of Army VI organization.  NAVTCS is a national telecommunications system that communicates with NAVAIR field activities.  NAVTCS and HQDA are part of the Defense Information Systems Network (DISN), and have the capability to link to over 300 Department of Defense (DoD) sites, and to the worldwide commercial Integrated Services Digital Network (ISDN) video teleconferencing community.  All VTC equipment installation and maintenance costs will be provided by the Government. Basic Training for NAVTCS and HQDA specific operations and a general overview of each system will be provided to the Contractor by the NAVAIR and HQDA Headquarters activity.  The NAVAIR VI organization sets policy and controls the use of VI technology.  This work is primarily involved with specialized operation and use of visual technology equipment such as cameras, CCTV, audiovisual aids, and image scanners, as well as computers that produce multimedia visuals.  Operation of digital computer systems and peripheral equipment is limited to equipment used directly in support of this contract.  
In order to achieve Government objectives, NAWCTSD 7.2.4 requires the services of a highly qualified service provider with the skills and experience to provide support across two distinct services areas:

1. Audio, Video and Photography Technologies
The Audio Video Technologies Team (AVTT) designs, implements, installs, operates and maintains audio video and photography services for NAWCTSD and PEO STRI and other Government agencies in the research park.  This includes fixed special purpose Video Teleconference (VTC) facilities, Low Bit Rate Video (LBRV) systems installed in multi-purpose conference rooms, mobile systems on carts and personal office systems.  Additionally, this team provides support for command conference rooms.  The Team is responsible for research, design, planning, development, implementation, installation, modification, and maintenance of these systems, as well as the procurement of incidental equipment/material as required.  Support includes telephone assistance for customers who self-dial VTC operation and on-site assistance of equipment in the NAWCTSD and PEO STRI command board rooms along with command leadership systems.   Video conference bridge coordination management is also provided as part of the AVTT. 
Government owned infrastructure requiring support includes:

· Audio/Video teleconferencing multi-site bridging infrastructure

· Audio and Video systems, including auxiliary equipment and advanced touch control systems

· Communications Security (COMSEC) equipment used in support of classified telecommunications

· Hardware and software tools, utilities, and other supporting infrastructure used to manage the resources and services

2. Graphics production
The graphics production group is responsible for conception, design and production of charts, graphs, diagrams, cartoons, computer generated graphic files, view-graphs/slides (simple, average and complex), publication pages, illustrations, status/wall charts, nameplates/certificates, signs/posters, mounting/laminating, custom displays/exhibits, structural display/exhibit design, interactive screens/pages for web sites or multimedia projects, animation, 3D modeling, video digitization, monitor display screens, electronic data transfer/file format conversion, multimedia productions, murals, and other managerial, operational, educational and administrative artwork.

1.3 Scope
The Contractor shall provide services management across the two primary service areas and corresponding sub-service areas identified in Table 1.3-1. The Contractor shall perform all of its Service Area delivery activities in close cooperation and coordination with the Government and all other relevant service providers. This cohesive working relationship shall ensure successful ongoing day-to-day service delivery for all Contractor Service Area and corresponding Sub-Service Areas.

The Contractor shall be responsible for total lifecycle systems and services management, and associated tasking as defined in Part 5.

Table 1.3-1 –Service Areas

	Service Areas
	Sub-Service Areas

	 Audio/Video
/Photography

	Conferencing Support

	
	VTC Support


Conference room equipment setup and support.

Major command events such as Change of Commands, All Hands meetings (both on and off site) and retirements.
Official Portraits

Passport Photographs

Special-duty assignment

VIP/Command portraits

	Graphics
	Graphics support 

	
	Graphics design and support

Digital signage design

	
	

	
	


1.4 General Information

1.4.1 Hours of Operation / Principal Place of Performance

The principal place of performance is onboard NSA Orlando and leased spaces within the research park.  The Contractor shall provide support to areas within 50 miles of NSA Orlando as approved by the Contracting Officer’s Representative (COR). Normal daily operational coverage for Contractor support services consists of coverage for Core Business Hours; hours of support are as follows: 
	Service Area
	Core Hours
	
	

	Audio Video services 
	7:30 A.M. - 5:00 P.M., M-F
	
	

	Graphics
	7:30 A.M. - 4:30 P.M., M-F
	
	


1.4.2 Outside Normal Hours

For special events the Contractor may be required to work hours outside the normal operational hours specified in paragraph 1.4.1 and would be considered overtime.  All overtime will be approved in advance by the COR.

1.4.3 Contract Type

The Government anticipates award of a Firm Fixed price Contract with Contract Line Items (CLINs) for Labor and Cost Reimbursement CLINs for Travel, Material, and Other Direct Costs (ODCs).
1.4.4 Holidays   The Government observes the following holidays:   

New Year’s Day, January 1
Martin Luther King’s Birthday, the third Monday in January 

President’s Birthday, the third Monday in February
Memorial Day, the last Monday in May
Independence Day, July 4
Labor Day, the first Monday in September
Columbus Day, the second Monday in October
Veteran’s Day, November 11
Thanksgiving Day, the fourth Thursday in November
Christmas Day, December 25
1.4.5 Installation Closure
The purpose of this section is to make expressly clear that the Government shall not reimburse the Contractor the costs of salaries or wages of Contractor personnel performing under this contract for the period during which Contractor personnel are dismissed from, or do not have access to, the Government workplace/installation due to emergency situations including inclement weather conditions or other unforeseen reasons.  In such cases where the Contractor personnel are already present on the installation they shall be dismissed. If services were provided to the Government for portions of the day until the Contractor personnel were dismissed, then the Contractor shall charge for these services during this time-frame.  Authorized delays in delivery of services covered under this contract will be allowed for work that would have been performed during these periods. 
1.4.6 Government Directed Travel, Material, and Other Direct Costs
In support of this contract, some CONUS travel may be required.  The Contractor shall coordinate travel with the COR, and obtain authorization for travel from the COR prior to incurring any travel costs.   A proposal showing complete breakdown of all estimated travel charges shall be provided to the COR at no additional cost to the Government.  If accepted, the COR will provide a written authorization to the Contractor to proceed with travel provided travel funds exist for the task.  Authorized travel costs incurred by the Contractor personnel in support of tasks issued hereunder are allowable and reimbursable in accordance with FAR 31.205-46.  A Not to Exceed (NTE) amount will be included as a line item to be used on a cost-reimbursable basis.  Other Direct Costs necessary for performance of this contract shall be reimbursed in accordance with NAVAIR clauses 5252.232-9509, Reimbursement of Travel, Per Diem, and Special Material Costs, and 5252.242-9515, Restriction on the Direct Charging of Material in Section H.  

1.4.7 Points of Contact
The COR and Alternate Contracting Officers Representative (ACOR) for this effort shall be identified at the time of award.
1.4.8 Use or Sale of VI products

All products produced by the Contractor in support of this PWS are the property of the Government and shall not be used, released or sold by the Contractor for any purpose without permission of the appropriate Public Affairs Officer (PAO) and the Procuring Contracting Officer (PCO).

1.5 Personnel
1.5.1 Site Management

The Contractor shall provide an on-site, full-time Site Manager or designated alternate physically present throughout the normal duty day, Monday through Friday (except Federal holidays).  The Site Manager shall be responsible for managing performance of contractual requirements and daily supervision of Contractor personnel.  

When conditions preclude the site manager from being on-site a designated alternate shall be available during normal duty hours to meet on the Orlando installation with Government personnel.
The Site Manager and designated alternate(s) must be able to read, write, and speak English proficiently.

1.5.2 Team Management
The Contractor shall appoint one person each from the Audio/Visual and Graphics teams to perform Lead duties to assist in the performance of this Contract.  This person shall be familiar with all aspects of their area of concern.
1.5.3 Other Employees

The Contractor shall furnish adequate full-time on-site supervisory, technical and other personnel to accomplish all work required in Part 5 of this PWS and personnel trained on the use of the software listed in sub-para 5.0.4.   The Contractor's staff must be adequate to meet short-notice requirements, without delay, in any or all areas of responsibility, including building emergencies.  Graphics personnel must be competent on various computer-based graphic design software and systems.  Audio Visual (A/V) personnel must be competent to operate equipment associated with A/V and VTC systems including Polycom, AMX, Crestron, Extron, both still and motion digital camera systems and other standard conference room equipment.  Audio Visual personnel shall also be able to operate Photo and Video editing software such as Photoshop, iPhoto, Picasa, Vegas Pro. 
Contractor personnel shall present a neat appearance and be easily recognized.  This may be accomplished by wearing distinctive clothing bearing the name of the company or by wearing appropriate badges provided by the Government which contain the employee’s name and designation as a Contractor.  Contractor employees must comply with reasonable dress and grooming standards based upon comfort, productivity, health, safety and type of position occupied.

The Contractor shall not employ any person who is an employee of the United States Government if the employment of that person would create a conflict of interest.  In addition, the Contractor shall not employ any person who is an employee of the DoD, either military or civilian, unless such employment conforms to the policies contained in Joint Ethics Regulation DOD-5500.7.  In all cases, Government Legal Counsel interprets and adjudicates all such employee/employer relationships.

The Contractor is cautioned that off-duty military personnel hired under this contract may be subject to Permanent Change of Station (PCS), change of duty hours, or deployment.  Military reservists and National Guard members may be subject to active duty.  The abrupt absence of these personnel could adversely affect the Contractor's ability to perform.  Their absence at any time shall not constitute an excuse for nonperformance under this contract. 

Outside of scheduled off-site events all products and services for this PWS shall be performed at Government provided facilities.  

1.5.4 Disclosure of Information

Contractor employees shall not discuss nor disclose any information to which they are exposed during the execution of contract tasking to parties other than the originator of the information, authorized Government investigative personnel, the Contracting Officer, or COR personnel.  Improper disclosure of sensitive information may be grounds for removal of Contractor personnel.  The Contractor shall provide COR a signed Non-Disclosure Agreement (NDA) for each individual Contractor employee before the employee begins performance.

1.6 Quality Control 
The Contractor shall establish and maintain a complete Quality Control Plan.  This plan shall include expected services delivered, Contractor procedures for review of delivered services and the items that may have impact on the performance of this contract.  Primary quality control should be the responsibility of the product or service delivery person as part of the plan.  
The Government will evaluate the Contractor's performance via the Quality Assurance Surveillance Plan (QASP) Attachment (9); and, its pertinent Enclosures—which are for the performance and data standards and surveillance methods for the Contractor and COR.  The QASP’s Enclosure (3) “Surveillance Activity Checklist” provides the means for the COR to document the results of the surveillance, and shall be provided to the Contracting Officer on a quarterly basis.

The COR will perform an annual assessment of Quality, Cost Control, Business Relations, Management, and Other Areas as applicable utilizing the Contractor Performance Assessment Reporting System (CPARS) evaluation rating definitions listed in Enclosure 3.
1.7 Information Assurance and Personnel Security Requirements
Information Assurance and Personnel Security Requirements for Accessing Government Information Technology (IT) Systems 

The Contractor shall comply with the Information Assurance (IA) and personnel security for accessing Government IT systems requirements specified in the contract.  Each individual must take annual IA Awareness Training (provided by the Government) and have a System Authorization Access Request – Navy (SAAR-N) on file with the NAWCTSD Information Assurance (IA) Manager.  

NAVAIR’s Information Assurance (IA) Program is a unified approach to protect unclassified, sensitive or classified information, and is established to consolidate and focus efforts in securing that information, including its associated systems and resources.  IA is required operationally throughout the Department of the Navy (DON). The  DON Chief Information Officer (DON CIO) is responsible for IT within the Navy, as mandated by the Clinger-Cohen Act, and is the lead for departmental compliance with the Federal Information Security Management Act of 2002.

“All IA shall be in compliance with the following listed instructions to include those referenced within the below listing:

a. ASD (NII) Directive-Type Memorandum (DTM) 08-027 – Security of Unclassified DoD Information on Non-DoD Information Systems, July 31, 2009

b. (Chairman of the Joint Chiefs of Staff Instruction)  CJCSI 3170.01G (series), “Joint Capabilities Integration and Development System”, 1 March 2009

c. CJCSI 6211.02C (series) – “Defense Information System Network (DISN): Policy and Responsibilities,” 9 July 2008

d. CJCSI 6212.01E (series) – “Interoperability and Supportability of Information Technology and National Security Systems,”15 December 2008

e. CJCSI 6250.01C (series) – “Satellite Communications,” 30 April 2007

f. CJCSI 6510.01E, “Information Assurance (IA) and Computer Network Defense (CND),” 15 August 2007

g. (Chairman of the Joint Chiefs of Staff Manual) CJCSM 6510.01A – “Information Assurance (IA) and Computer Network Defense (CND) Volume I (Incident Handling Program”, 24 June 2009

h. [Chief of Naval Operations/Headquarters, United States Marine Corps] CNO N614/HQMC C4 – “Navy-Marine Corps Unclassified Trusted Network Protection (UTN-Protect) Policy, Version 1.0,” 31 October 2002

i. Defense Acquisition Guidebook – Chapter 7 “Acquiring Information Technology, Including National Security Systems,”; Section 7.5 “Information Assurance (IA)”

j. DoD 5220.22-M, “National Industrial Security Program Operating Manual,” February 28, 2006 (NISPOM)

k. DoD 8570.01-M, “Information Assurance Workforce Improvement Program”, 19 Dec 2005 (Incorporating Change 2, Feb 25, 2010)

l. DoDD 8000.01 “Management of the Department of Defense Information Enterprise,” February 10, 2009

m. DoDD 8100.02, “Use of Commercial Wireless Devices, Services, and Technologies in the Department of Defense (DoD) Global Information Grid (GIG), 14 April 2004, Certified Current as of 23 April 2007

n. DoDD 8500.01E (series), “Information Assurance (IA),” October 24, 2002, Certified Current as of April 23, 2007

o. DoDD 8570.01 “Information Assurance Training, Certification, and Workforce Management,” August 15, 2004, Certified Current as of April 23, 2007

p. DoDI 4630.8, “Procedures for Interoperability and Supportability of Information Technology (IT) and National Security Systems (NSS),” June 30, 2004

q. DoDI 8500.2, “Information Assurance Implementation,” February 6, 2003

r. DoDI 8510.01, “DoD Information Assurance Certification and Accreditation Process (DIACAP),” November 28, 2007

s. DoDI 8520.2, “Public Key Infrastructure (PKI) and Public Key (PK) Enabling, April 1, 2004

t. DoDI 8551.1, “Ports, Protocols, and Services Management (PPSM),” August 13, 2004

u. DoDI 8580.1, “Information Assurance in the Defense Acquisition System,” July 9, 2004

v. DoDI 8581.01, “Information Assurance (IA) Policy for Space Systems Used by the Department of Defense,” June 8, 2010

w. DON CIO Memo 02-10, “Department of the Navy Chief Information Officer Memorandum 02-10 Information Assurance Policy Update for Platform Information Technology,” 26 April 2010

x. DON ltr 5239 NAVAIR 726/2322 of 18 Feb 09, “NAVAIR Data at Rest Policy”

y. Federal Information Processing Standards Publications (FIPS PUB) [http://www.itl.nist.gov/fipspubs/by-num.htm]

z. (National Security Telecommunications and Information Systems Security Policy) NSTISSP No. 11, “Revised Fact Sheet National Information Assurance Acquisition Policy,” July 2003

aa. (Office of the Chief of Naval Operations) OPNAV INST 5239.1C, “Navy Information Assurance (IA) Program,” 20 Aug 08

ab. SECNAV M-5239.1, “Department of the Navy Information Assurance Program; Information Assurance Manual,” November 2005 

ac. SECNAVINST 5230.15, “Information Management/Information Technology Policy for Fielding of Commercial Off the Shelf Software,” 10 April 2009

ad. SECNAVINST 5239.3B, “Department of the Navy Information Assurance Policy,” June 17, 2009

ae. SECNAVINST 5239.19, “Department of the Navy Computer Network Incident Response and Reporting Requirements,” 18 March 2008

af. The National Security Act of 1947

ag. Title 40/Clinger-Cohen Act

All IT procured on behalf of NAWCTSD shall meet all DoD/DON and NAVAIR IA policies.  Failure to follow these policies will result in denied access to NMCI, One Net, Integrated Shipboard Network System (ISNS) and other DON, DoD and Joint Networks.  These IA policies are standard across the Department and ensure IA compatibility and interoperability.  The above documents are available on the web.  IT systems and/or networks operated by Contractors subsequent to a NAWCTSD contract, regardless of the level of data processed shall be operated and in accordance with the National Industrial Security Program Operating Manual (NISPOM).

1.8 Training
The Contractor shall provide qualified personnel who are capable of assuming their duties at contract inception.  Training for Contractor personnel shall be at the Contractor’s expense.  All training requirements must be coordinated with the COR to ensure compliance with contract requirements and schedules.  The Contractor shall provide verification to the Government that all employees receive necessary training via the monthly status report as required. 
PART 2 
Definitions & Acronyms
	ACOR
	Alternate Contracting Officer’s Representative

	ADL
	Advanced Distributed Learning Lab

	AFAMS
	Air Force Agency for Modeling and Simulation

	CAC
	Common Access Card

	CCTV
	Closed Circuit Television

	CD-ROM
	Compact Disc – Read Only Memory

	CFC
	Combined Federal Campaign

	CLIN
	Contract Line Item Number

	CMS
	Communications Security Material System

	COMSEC
	Communications Security

	COR
	Contracting Officer's Representative

	CPR
	Cardiopulmonary Resuscitation

	DA
	Department of the Army

	DISN
	Defense Information Systems Network

	DoD
	Department of Defense

	DoDD
	Department of Defense Directive

	DSN
	Defense Switched Network

	DTVC
	Desktop Video Conferencing

	DVD
	Digital Versatile Disk

	FTS
	Federal Telecommunications Systems

	GFP
	Government Furnished Property

	HQDA
	Headquarters Department of the Army

	HTML
	Hyper Text Markup Language

	IAW
	In Accordance With

	ID
	Identification

	IG
	Inspector General

	ISDN
	Integrated Switched Digital Network

	LBRV
	Low Bit Rate Video Conferencing

	MCUs
	Multipoint Conferencing Units

	MMTC
	Multi-Media Teleconferencing Center  - PEO STRI Annex

	NAVAIR
	Naval Air Systems Command

	NAWCTSD
	Naval Air Warfare Center Training Systems Division 

	NAVTCS
	Naval Air Video Teleconferencing System

	NTSC
	National Transmission Standards Committee

	OPNAV
	Naval Operations

	OSHA
	Occupational Safety and Health Act

	PCO
	Procuring Contracting Officer

	PCS
	Permanent Change of Station

	PEO STRI
	U.S. Army Program Executive Office for Simulation Training and Instrumentation 

	SECNAV
	Secretary of the Navy

	SVHS
	Super VHS

	SLC
	Satellite Learning Center

	SOW
	Statement of Work

	SP
	Standard Play

	TCP/IP
	Transmission Control Protocol/Internet Protocol

	VHS
	Video Home System

	VI
	Visual Information

	VIP
	Very Important Person

	VISC
	Visual Information Support Center

	VISS
	Visual Information Support Services

	VTC
	Video Teleconferencing Center

	¾ SP
	¾ Standard Play

	2D
	Two Dimensional

	3D
	Three Dimensional


PART 3 
Government Furnished Property, Equipment, and Services
3.1 Facilities, Supplies and Services
The Government will supply office space, computer equipment (e.g., NMCI/CoSC/NGEN seat), telephone, scanners, and reproduction resources for the Contractor to the extent permitted by the Government and Contractor. General Office supplies such as pens, paper and other incidental items not used in direct support of this contract shall be provided by the Contractor for all Contractor personnel.  Attachment 1 contains a current listing of Government supplied equipment that the Contractor will assume custody of upon contract award for inventory and accounting purposes.  The contractor shall provide equipment inventory reports semi-annaully IAW CDRL B005.  This listing does not include computer equipment that is maintained by the Navy or Army’s information technology groups.
3.2 Information
The Government will provide the Contractor copies of, or access to, all required directives, publications, and documents, as available. The Government will also provide necessary, available and reasonable access to personnel. 

3.3 Materials
The Government will be responsible for furnishing the types of supplies, materials and equipment to support this effort, and will continue to provide such materials for the duration of the contract, including option periods.  This material may be procured by the Government directly, or using the material CLIN on the contract.  The Contractor shall be responsible for maintaining inventory logs for material used IAW CDRL B006.  This listing is an example of materials provided in the past and is not considered all inclusive.

Any material remaining after completion of the contract, the costs of which has been reimbursed by the Government, will remain Government property and disposition instructions will be sought from the Procuring Contracting Officer (PCO).

RESTRICTIONS ON THE DIRECT CHARGING OF MATERIAL 

Special Approval Requirements:

All material requirements will be approved as follows:

The COR shall approve all purchases in advance.

The contractor shall provide 3 price estimates for all items being purchased with a cost in excess of $300.00.

It will be necessary for the Contractor to have a material funding allocation (CLIN) to immediately respond to system development requirements, system failures, and system operation requirements.

List of Anticipated Materials:

Electronic Components and Materials:

Amplifiers, Batteries, Cable, Cable Assemblies, Charging Devices, Connectors, Connector Accessories, Converters, Fuses, Hubs, Infrared Remotes, Lamps/Bulbs, Microphones, Multimedia Equipment, Power Supplies, Switches, Switchers, Twisted Pair Cable, and Wires.  

Hardware/Raw Manufacturing Material:

Tools, Bolts, Boxes, Brackets, Brads, Nuts, Rack Assembly, Screws, Washers, Wood, Fiberglass, Shelters, and Plastics.  

Miscellaneous Material:

Data Storage Medium, Binders, Dividers, Electronic Component Cleaning Materials, Deliverable/Documentation Consumables, and other materials in accordance with this solicitation.  

(1) With respect to NAVAIR clause 5252.242-9515, the following amplifying guidance is provided:  All purchases require prior approval from the COR or Contracting Officer prior to purchase.  In the event of an absence of the COR, the ACOR may approve.  In addition, no investment item material (unit cost of $100,000.00 or more) may be procured under this contract.  

(2) Prior to procurement of any Information Technology (IT) related items (as defined below), the Contractor shall prepare an IT approval request via the Navy Information Dominance Approval System (NAV-IDAS), which ensures IT procurements comply with the DoD and DON statutory and regulatory requirements. 

(3) Definition of IT related items.  Any equipment or interconnected system and/or subsystem of equipment used in the automatic acquisition, storage, manipulation, management, movement, control, display, switching, interchange, transmission, or reception of data information.  Includes personal computers, laptops, printers, software, servers, hubs, routers, phones, facsimile machines and any related maintenance, telecommunications, training or other support services.

PART 4 
Contractor Furnished Items and Security

4.1 General
Except for those items specifically stated to be Government-furnished property, the Contractor shall furnish everything required to perform individual contract requirements. 

4.2 Personnel Security
The Contractor shall maintain security management control over operations in accordance with (IAW) the terms of this contract, DoD 5200.1R (Information Security Program), and DoD 5220.22M (NISPOM). The Contractor shall safeguard all classified information and meet all Security requirements identified in the DD Form 254 Attachment (11).  The Contractor shall enforce these safeguards throughout the life of the contract.  The Contractor shall prepare and follow a written Security Procedure beginning after the first 30 days of the contract.  In addition, the Contractor shall provide separate Information Technology Personnel Security Reports to the COR and to NAVAIR Security in accordance with CDRLs F001 and F002 (reference is made to Section H. 5252.204-9505 INFORMATION ASSURANCE AND PERSONNEL SECURITY REQUIREMENTS…) Contractor personnel shall be required to have access to UNCLASSIFIED and CLASSIFIED material up to Secret level.  All information or data that the Contractor accesses shall be handled as proprietary and in accordance with applicable security classification guidelines and procedures regarding access to classified material and storage areas.  Distribution is authorized to Requiring Office’s Organization and supported Activity only.  
4.3 Physical Security

The Contractor shall be responsible for safeguarding all Government property provided for the Contractor's use.  At the close of each work period, all Government facilities, equipment and materials shall be secured.

4.3.1 Lock Combinations

The Contractor shall establish and implement methods of ensuring that lock combinations are not revealed to unauthorized persons.  
4.4 Investigations
All Contractor employees shall cooperate with Government investigative agencies conducting criminal or administrative investigations.  
4.5 Security Provisions/Security Clearances
4.5.1 Only United States citizens may perform under this contract.  The Contractor shall conform to the provisions of DOD-D-5220.22, ‘National Industrial Security Program,’ and shall obtain and maintain security clearances for Contractor employees requiring access to classified information and/or entry to controlled areas.  All Contractor personnel shall have the ability to obtain a SECRET clearance.  The Contractor shall educate and brief employees concerning the handling and protection of classified material, and other security measures as described herein in accordance with DOD-D-5220.22, National Industrial Security Program.  The Contractor shall comply with mandates for annual security training. Interim clearances will be accepted for the first six months of employment unless otherwise specified; thereafter, full clearance levels will be required and maintained, unless otherwise agreed upon by the COR and Command Security and an-Officer.   The Contractor shall safeguard all classified information and meet all Security requirements identified in the DD Form 254 Attachment (11).  The Contractor shall enforce these safeguards throughout the life of the contract.  The Contractor shall prepare and follow a written Security Procedure beginning after the first 30 days of the contract.  In addition, ) The Contractor shall provide separate Information Technology Personnel Security Reports to the COR and to NAWCTSD Security in accordance with CDRLs F001 and F002 (reference is made to Section H. 5252.204-9505 INFORMATION ASSURANCE AND PERSONNEL SECURITY REQUIREMENTS…)
Policy Adherence
The DON Automated Data Processing (ADP) Security Program outlined in SECNAVINST 5239.3B, ‘DON Information Assurance Policy’ and SECNAV M-5239.1, ‘DON Information Assurance Manual,’ applies to efforts under this task order.  Contractor personnel providing services under this task order shall comply with all federal, DOD, and DON IA policies.  

4.6 Contractor Identification

Corporation affiliations shall be referenced on all written documentation that refers to Contractor personnel.  This is required for both internal and external communications.  Similarly, the Contractor’s corporate affiliation shall be identified when answering phone calls and at the beginning of any meeting or conference held by the Government where Contractor personnel are in attendance.  
4.7 Contractor Access, Badges, Non-Disclosure Agreements, and Conflicts of Interest
Contractor identification badges shall be issued by the Government to on-site Contractor personnel and shall be visible at all times while personnel are at the Government site.  The Government will provide the Contractor access to Government facilities, as required, for performance of tasks under this contract when feasible and possible.  Contractor personnel shall comply with the IT/IM Department check in procedures.  The Contractor is responsible for ensuring that all identification badges issued to their employees are returned to the Government, following completion of the contract, relocation or termination of an employee Organizational Conflict of Interest
The Contractor and Contractor employees shall obtain the Common Access Card (CAC) IAW local Command policies and procedures.  

All Contractor personnel working this contract must receive company sponsored OCI training within fourteen (14) calendar days after contract award.  NDA requirements are stated in the “Disclosure of Information” section. 

Consistent with the terms and conditions of NAVAIR 5252.209-9510(e)(5) Organizational Conflicts of Interest (Services), with respect to proprietary data of third parties, and DFARS 252.227-7025 Limitations or the use or Disclosure of Government-Furnished Information Marked with Restrictive Legends, with respect to technical data, the Contractor shall not use, modify, reproduce, release, perform, display, and disclose any non-public information provided to or obtained by the Contractor in the course of performing the contract for other than Government purposes, and shall not do so for any commercial or personal purpose.

In the event that the Contractor knows of or identifies that it has a commercial interest in the subject matter of any proposed or on-going agreement with regard to the services to be performed, the Contractor shall consider such interest a potential conflict of interest under NAVAIR 5252.209-9510(g) Organizational Conflicts of Interest (Services), and promptly disclose it to the Contracting Officer.

4.8 Limitations of Contractor’s Responsibilities
The Contracting Officer will exercise all signatory making authority for this contract.  The COR is responsible for decision making authority relative to the assigned workload. The COR shall monitor all work in progress to ensure correctness and completeness. Contractor personnel will be provided Contractor support guidelines consistent with prohibitions on personal services contracting and inherent Governmental functions. Specifically, the Contractor shall not:

· Approve, decide or sign as a Contracting Officer
· Negotiate and Obligate the Government with suppliers
· Accept or reject supplies or services
· Determine disposal of Government property
· Direct other Contractor or Government personnel
· Determine cost reasonableness, allow ability or allocability
· Vote on a source selection board
· Supervise Government personnel
· Approve Government requirements, procedures or plans
· Determine policy
Under the guidelines of non-personal services contracts, the Contracting Officer shall have technical, not supervisory, oversight responsibilities of Contractor personnel.

4.9 Regulatory Documents.
A comprehensive list of Navy regulatory documents can be found at the DON Chief Information Officer (CIO) IT Policy and Guidance website, http://www.doncio.navy.mil/.  Throughout the life of this task order, if any policy, instruction, or regulation is replaced or superseded, the replacement or superseding version shall apply.  The Contractor is responsible for researching and complying with any additional regulations applicable to the task areas in which they are involved.

4.10 Enterprise-wide Contractor Manpower Reporting

In accordance with NMCARS 5237.102(90), the Contractor shall report all Contractor labor hours (including subContractor labor hours) required for performance of services provided under this contract for the IT/IM Department via a secure data collection site.  The Contractor is required to completely fill in all required data fields using the following web address:  https://doncmra.nmci.navy.mil.  Reporting inputs will be for the labor executed during the period of performance during each Government fiscal year (FY), which runs October 1 through September 30.  While inputs may be reported any time during the FY, all data shall be reported no later than October 31 of each calendar year.  Contractors may direct questions to the help desk, linked at https://doncmra.nmci.navy.mil.
4.11 Privacy Act Data
When the DON contracts for operations or maintenance of a system of records or a portion of a system of records, the record system or portion of the record shall be protected by the Contractor in accordance with SECNAVINST 5211.5E, “Department of the Navy Privacy Program”, 28 December 2005. Furthermore, the Contractor is required to train all employees having access to Privacy Act Information in accordance with SECNAVINST 5211.5E. The Contractor shall also inform its employees that Federal Acquisition Regulation Subpart 24.102(d) addresses civil liability should individuals be injured as a consequence of any failure to maintain Privacy Act records in accordance with SECNAVINST 5211.5E.
4.14 Control of Contractor Personnel

The Contractor shall comply with Navy Security Regulations.  All persons engaged in work while on Government property shall be subject to search of their person and vehicle at any time by the Government, and shall report any known or suspected security violations to the Security Department.  The Contractor shall remove from performance any person who endangers life, property, or national security through improper conduct.  The Department of Defense Joint Ethics Regulation, DOD 5500.7-R, Standards of Conduct, applies.  

PART 5 
Performance Work Statement
5.1 Performance Requirements / Overarching Strategy
a) The Contractor shall perform Audio, Video and Photography Technologies.  The Contractor shall establish and execute a well-coordinated, collaborative,  integrated and cross-disciplined Audio Visual information Technology Team (AVITT) service provider team in order to effectively and efficiently optimize delivery and performance of services and establish a reliable, resilient, and flexible, AVITT environment to support the Government in achieving and sustaining the related mission.
b) The Contractor shall provide a working-level Task Lead, or equivalent, for each of the two service areas. These individuals will serve as the point of contact for Government task leads in the resolution of all technical and personnel issues within each service area.
c) The Contractor shall provide a Program Manager who shall be responsible for the overall management and oversight of work performance, serve as the point of contact for customer relations and be responsible for resolving all quality, timeliness, and accuracy issues.  The Contractor shall provide a means of contacting the program manager or alternate in the event of an emergency. The Program Manager shall attend any meetings determined necessary by the COR or the Contracting Officer to discuss performance of this effort or resolution of any perceived performance problems. The Program Manager shall be familiar with the United States Navy (USN) policies and procedures governing fraud, waste, and abuse. The Program Manager shall monitor Contractor employee activities for such actions or behaviors and take necessary actions to prevent or correct such occurrences. The program manager shall notify the COR immediately upon observance of behavior constituting fraud, waste, or abuse by Contractor employees. The Contractor shall ensure that adequate programmatic controls are applied in each task area, including scheduling, resources, direction, and quality control. The Program Manager is required to review all monthly deliverables prior to submitting to the Government.  
d) The Contractor shall ensure stability and continuity of the workforce, maintaining an adequate workforce for the uninterrupted performance of all tasks defined within this contract.  All services for this effort shall be performed in Government spaces, except when authorized by the COR or during Command designated off site events.
e) The Contractor shall remain current on technological advances relevant to the requirements and capabilities supported and provide documented recommendations on strategic planning for future initiatives that offer cost savings and efficiencies. The Contractor shall provide recommendations to sustain and improve existing and new Audio, Visual and VTC systems. 
f) All systems shall be sustained such that they satisfy organizational requirements for timely, effective and efficient collection, processing and storing of data, system application and data availability to customers. Systems shall be inherently capable of producing information required by managers and working level personnel when required.
g) The Contractor shall utilize the hardware and software provided by the Government to manage delivery of products and services for this contract action.  The Government shall provide and retain ownership of all IT hardware and software assets required for support of the Government’s mission.
h) The Contractor shall recommend, through a standardized process such as the Value Engineering Change Process (VECP), hardware and software acquisitions to improve the Government’s environment.  The Government will evaluate Contractor recommendations and determine if such additional tools or systems will provide reasonable economic and mission benefit to acquire and implement.
i) The Contractor may be called on to provide technical design details, plans, studies and expertise in developing new or upgraded VISS plans and programs.  This may include assisting in developing a Statement of Work (SOW) for upgraded room capabilities or other upgrades to Government spaces.

j) The Contractor shall be responsible for providing VI products and services, including those described herein.  All products produced by the Contractor are the property of the Government and shall not be used or sold by the Contractor for any purpose without permission of the PCO.
k) The Contractor shall allow the Government to operate any equipment without Contractor personnel if the situation warrants as determined by the COR.

l) Each service area under this contract shall maintain a separate digital library of products delivered.  This library shall be accessible by the COR or his/her designated representative.  
m) The Contractor shall have procedures in place for the Government to checkout equipment in support of official Government functions.  
n) The Contractor shall support NAWCTSD 7.2 to conform to section 508 of the Rehabilitation Act of 1973, as amended (29 U.S.C. 794d) for delivered products and services.
o) Actual costs incurred for outsourced products shall be reimbursed by the Government only if approved by the COR and the PCO in advance.  All outsourcing shall first be approved by the COR and PCO.  Depending on the type of purchase, the PCO shall specify certain conditions of the purchase; i.e., competition, Buy American Act, specification within product category (following research and approval), etc. Quality problems due to the Contractor-selected vendors will not be an excuse for late performance or poor quality products.

5.1.1 Contractor Coordination Requirement
The Contractor shall successfully integrate and coordinate all activity needed to execute the tasking, the timeliness, completeness and quality within this task order, as well as the integration with all other potential vendors (task orders) supporting the Government.
5.1.2 Desktop Guides

The Contractor shall provide Desk Guides defining roles, responsibilities, and “how-to’s” for each applicable service area in this PWS. 
5.1.3 Assignment of Priorities

Priority A

Assigned to work of an urgent nature in direct support of Government's mission.  Priority A shall be completed ahead of all other work in the VISC.  This shall include photographic/graphic coverage for time sensitive or perishable information and photography required for media releases, as well as location photography.  Priority A may require action by all personnel assigned to the VISC.  Completion time is 24 hours or less.  Approximately 30 percent of photographic/graphics work requests will require this type of support.

Priority B

Assigned to those work requests justified under existing directives and programs that are essential in direct support of the Government's mission.  This shall include non-emergency photographic/graphic work requests with fixed suspense or deadlines, publications or urgent time compliance technical orders.  Completion time is 72 hours.  Approximately 30 percent of photographic/graphics work requests will require this type of support.

Priority C (Routine)

Assigned to work supporting mission and training requirements and programs of tenant commands that are handled on a scheduled basis.  Training requirements, orientation programs, general information, mission briefings, and public relations programs shall be included in this category.  Completion time shall be based on project requirements and as approved by the COR.  Approximately 30 percent to 40 percent of photographic/graphics work requests will require this type of support.

Priority D (Graphics only)

Shall include all authorized work of a routine nature that does not qualify for any priority listed above.  This shall include status boards, organizational charts, and other routine mission support.  Work in this priority shall be accomplished on a first‑in, first‑out basis.  Completion time shall be approximately 10 working days.  Less than 10 percent of photographic/graphics work requests will be of this type.

5.1.4 Software used in performace of contract

The Contractor shall ensure personnel are trained in the use of the below software in the performance of this contract: 

	Manufacturer/Software
	Used For

	Adobe Acrobat Pro 
	Audiovisual, Graphics, Photography

	Adobe After Effects
	Audiovisual, Graphics

	Adobe After Effects - Trapcode Shine (plugin)
	Audiovisual, Graphics

	Adobe Audition
	Audiovisual

	Adobe Bridge
	Graphics

	Adobe Director
	Graphics

	Adobe Encore
	Audiovisual

	Adobe Flash
	Graphics

	Adobe Illustrator
	Graphics

	Adobe In Design
	Graphics

	Adobe Media Encoder
	Graphics

	Adobe Photoshop
	Audiovisual, Graphics, Photography

	Adobe Premiere
	Audiovisual, Graphics

	Apple Compressor
	Audiovisual

	Apple Final Cut Studio
	Audiovisual

	Apple Final Cut Studio - Apple Motion (plugin)
	Audiovisual

	Apple Final Cut Studio - Trapcode Shine (plugin)
	Audiovisual

	Apple Live Type
	Audiovisual

	Autodesk 3DS Max
	Graphics

	Autodesk 3DS Max - Autodesk Afterburn (plugin)
	Graphics

	Autodesk 3DS Max - V-Ray Adv  (plugin)
	Graphics

	Autodesk 3DS Max - V-Ray RT  (plugin)
	Graphics

	Digital Juice BackTraxx - Audio
	Audiovisual

	Digital Juice Juice Drops Boundless Edge - Video
	Audiovisual

	E Frontier Poser
	Graphics

	Extensis Suitcase Fusion & Font Doctor
	Graphics

	Google Sketchup Pro
	Graphics

	Microsoft Excel
	Audiovisual, Graphics, Photography

	Microsoft Powerpoint
	Audiovisual, Graphics, Photography

	Microsoft Word
	Audiovisual, Graphics, Photography

	Okino NuGraf
	Graphics

	Roxio Creator
	Audiovisual, Graphics

	Sonic Toast Titanium - Mac
	Audiovisual

	Sony Vegas Pro
	Audiovisual

	Wonder Youch Particle Illusion
	Graphics

	Zbrush
	Graphics


5.2  Audio, Video and Photography Technologies 

Presentation and audio visual services shall be provided in support of all Command official functions in Government buildings and associated grounds, along with officially designated off-site locations, and includes the operation of cameras, video recording equipment, projectors, audio systems, and other special VI equipment (video projector, video playback units).  Some short-notice presentations may be required.  Presentation services shall be limited to high‑level purposes as approved by the COR/ACOR.
For the Audio, Video and Photography area the Contractor shall collect, compile and maintain local operating data listed in the Progress, Status and Management Report CDRL A001.  Work performed will be documented in the following CDRL’s:

Audio Visual Workorder and acceptance report CDRL B001

VTC Workorder and acceptance report CDRL B002

Photography Workorder and acceptance report CDRL B003
5.2.1 Presentation and Video Support 
Presentation and audio visual services shall be provided in support of all Command official functions in Government buildings and associated grounds, along with officially designated off-site locations, and includes the operation of cameras, video recording equipment, projectors, audio systems, and other special VI equipment (video projector, video playback units).  Some short-notice presentations may be required.  Presentation services shall be limited to high‑level purposes as approved by the COR/ACOR.  Some of the events supported are listed in sub-para 5.1.4; this is not an all-inclusive listing.

5.2.1.1 Unclassified Support

1. Interface with customers and answer questions regarding conference system capabilities and proper use.
2. Provide user training for new video conferencing systems and equipment with user guide... 
3. Coordinate customer custody transfers of video conferencing equipment and accessories utilizing DD1149 forms as required.
4. Perform troubleshooting, fault isolation and, as required, interface with bridge maintenance provider and Base Telephone Office on incident response and resolution
5. The Contractor shall operate the Command Closed Circuit Television system (CCTV) in the DeFlorez and Annex buildings.

6. The Contractor shall make digital recordings of conferences, meetings, briefings, ceremonies, lectures, and special events as requested by the customer. 

7. The Contractor shall edit digital products provided by the requester, or material shot by the Contractor, or a combination of both.  

8. The Contractor shall produce complete, broadcast quality video   As much as 100 percent of the material may be acquired (shot) specifically for the video production assignment (new material).  Subject matter experts shall be provided by the Government for content accuracy for all video productions. 

9. The Contractor shall be responsible for the operation of digital duplicating equipment and providing copies of material to a customer.

10. The Contractor is required to attend meetings regarding presentations/audio visual events for the purpose of assisting the Government with determining capabilities and requirements, as well as post-event reviews.

5.2.1.2 Classified Customer Support

Personnel supporting this task shall be required to possess a SECRET security clearance. All personnel supporting this task will be required to complete COMSEC user training, prior to handling key and providing facilitation services.
1. Each Facilitator must complete COMSEC Local Holder Training (computer based training) prior to handling Electronic Key Management System (EKMS).
2. Follow IT/IM COMSEC Standard Operating Procedure (SOP) 
3. Setup and Facilitate (when required) Secure VTC meetings.
4. Ensure proper Security guidelines are followed, such as:
a. Physical access
b. Assist customer POC validating personnel access
5.2.1.3 Meeting Facilitation

1. The Contractor shall provide support in local Government facilities for audio/video equipment utilized in conferences and meetings.  The Contractor shall be able to support up to 3 events simultaneously with a dedicated person to operate equipment.  Priority will be given to support in the NAWCTSD Command Board Room and PEOSTRI Marroletti Conference Room.  
2. The Contractor shall be responsible for providing operational support for a variety of presentations that may be scheduled concurrently in separate facilities on and off-site, within a 50-mile radius.  

3. The Contractor shall interface with the customer to determine conference/meeting requirements and identify required audio/video equipment
4. The Contractor shall be responsible for setup, operation, and tear-down of all equipment.
5. The Contractor shall arrange the facility for the presentation.  The Contractor shall furnish or provide subContractors to outfit or install ancillary structures such as tents, gallery stands, flooring, speaker platforms, and related facility structures when required.  Actual costs incurred for facility preparation shall be reimbursed by the Government only if approved by the COR/ACOR and the PCO in advance.  Depending on the type of purchase, the PCO shall specify certain conditions of the purchase; i.e., competition, Buy American Act, specification within product category (following research and approval).  Facility support may also include such support for events off-site and within a 50-mile radius. 

5.2.2 VTC Support 
The Contractor shall assist in the operation of large scale video telecommunications systems and Low Bit Rate Video (LBRV) systems for the NAWCTSD, PEO STRI, Partnership I, II and III, and any other Federal, State or Local agency located in the Research Park, including VTC room equipment in support of VTC operations.   
The Contractor shall provide full-time VTC supervision during normal duty hours.  The Contractor must ensure that at least two simultaneous VTC functional areas are manned during normal hours, including lunchtime and employee leave of absence/vacations.  Conference facilitation during conferences and reservation desk services, as well as troubleshooting help desk operations, must be performed simultaneously throughout normal operating hours.

The Contractor shall provide support for on-site Video conferences during normal operating hours.   This support includes primary assistance providing customer help via the telephone and at location assistance if initial telephone assistance does not repair problem.  The Contractor must be available to provide telephone troubleshooting support at all times during the hours specified in paragraph 1.4.1.

VTC counts are estimated in sub-papa 5.1.4 and are estimates only and the Government cannot guarantee that the rates will hold.
5.2.2.1 VTC Tasks, Maintenance and Documentation

1. Perform troubleshooting, fault isolation and corrective maintenance
2. Install and upgrade systems
3. Perform preventive maintenance twice yearly and maintain checklists. 

4. Provide security accreditation information to IA  Officers for video conferencing systems 
5. Utilize the Electronic Key Management System (EKMS) in accordance with local command regulations
6. Develop, update, maintain operation documentation with user guides for use with each identified VTC conferencing system and associated peripherals.  Provide this documentation to the customer operating the conferencing system.  
7. Develop, update and maintain VTC system configuration documentation and submit updates upon system configuration changes. 
8. Ensure proper working order of the VTC cable and distribution infrastructure
9. Accomplish VTC scheduling to ensure proper coordination between all levels of video conferencing systems supported.  Contractor personnel shall confirm VTC schedules with all sites and report conflicts to the COR for resolution. 

5.2.2.2 New Video Technologies

1. Meet with customer to document requirements.  Prepare design specs and implementation plans for all new digital/video technologies, including documenting customer requirements, preparing cost estimates via customer agreement template and timelines within 15 days of receiving the requirement; then provide to the Government for review and approval prior to releasing to the customer. 
2. Perform physical receipt of all equipment/material purchases; maintain an inventory of what equipment/material has been received. 
3. Install and test VTC and associated hardware, software and peripheral equipment required for new or upgraded installations. Prepare Government approved custody transfer form and facilitate signing by the Government customer.
5.2.3 Photography Support
As part of the Audio, Visual and Photography services the Contractor shall provide photographic services as requested by the customer and approved by the COR/ACOR.   Requirements are listed below. Estimated frequencies listed in sub-para 5.1.4 are for information purposes only and the Government cannot guarantee that the rates will hold.  During normal operations, no more than one photographer should be required for photography services either in studio or for location services.  Major command events may require 2 still photographers; the estimated frequencies are listed in sub-para 5.1.4.  Still photographic services shall include location, studio, copy and other photography.  

5.2.3.1 Photography Tasks

1. The Contractor shall ensure a photographer is available for location photography appointments at the times requested by the customer.  The Government will normally notify the Contractor of requirements for location photography at least 24 hours in advance; however, the Government may have emergency requirements with as little as 15 minutes’ notice and will notify the Contractor by telephone immediately, following up with a written request as soon as possible.   The COR/ACOR shall be notified prior to the Contractor denying a request.  Photographers may be transported to and from locations by private or Government furnished transportation.  Typical requirements are for public affairs, awards and decorations, group photographs, simulator photography, product-type photography, accident photographs, and documentation of mechanical/structural and architectural subjects.  
2. The Contractor shall provide studio photographic service as required for Official portraits, passport photographs, Special‑Duty Assignment/VIP/Command Portraits and overseas travel requirement photos.  
3. The Contractor shall ensure that all official portraits are taken for U.S. Navy personnel IAW Naval Military Personnel Manual, section 1070-180, “Photographs of Officers” and for size, pose, and number of photos for U.S. Army and Reserve personnel IAW Army Regulation 640‑30, “Photographs for Military Human Resources Record.”   The Contractor shall grant one additional sitting.  Additional sittings may be granted by the COR/ACOR
4. The Contractor shall provide portraits of VIPs and military personnel utilizing display quality ilfochrome or equivalent for backlit mounted displays
4. The Contractor shall provide photography of exhibits for reports, investigations, defective equipment, and other materials not previously mentioned.  The Contractor shall allow for Government owned equipment checkout for official Government business self-help photography.

5. The Contractor shall be required to photographic each new incoming employee and employee’s traveling overseas for Isolated Personnel Report pictures.
6. The Contractor is responsible for all photographic processing and output.  Classified material shall be handled IAW DoD 5200.1R (Information Security Program), and DoD 5220.22M (National Industrial Security Program Operating Manual)

5.2.4 Audio, Video and Photography estimated workloads

	PRESENTATION AND AUDIOVISUAL SERVICES WORKLOAD

	Product
	Workload Estimate/Year

	Video
	Single camera – on-site
	90

	
	Multiple cameras (2 or 3) – on-site
	20

	
	Single camera – off-site
	20

	
	Multiple cameras (2 or 3) – off-site
	5

	
	Editing (hours editing)
	2,000

	
	Duplication – Digital (units)
	3,600

	Sound
	Sound reinforcement – on-site
	150

	
	Sound reinforcement – off-site
	10

	
	Audio support for Colors ceremony
	52

	
	Duplication – (units)
	30

	Video Production
	Finished length – less than 10 minutes
	100

	
	Finished length – 10 minutes or longer
	50

	Closed Circuit TV (CCTV) 
	
	

	
	
	

	
	CCTV feeds from videotape
	10

	
	CCTV on-site live event video feeds with interactive audio between rooms
	12

	Presentation Operations
	Meeting support – conference rooms not including VTC (hours)
	3,000

	
	Meeting support – off-site AV support (hours)
	80

	Overtime Hours
	
	50

	VTC WORKLOAD

	Area/Service
	Duration
	Quantity

	VTC Operations Center
	Reservations Availability
	0730–1700
	Workdays

	
	Troubleshooting/Help Desk Availability
	0730–1700
	Workdays

	
	Operations Availability
	0730–1700
	Workdays

	
	COMSEC Operations (two person integrity)
	
	5/Month

	Room 3050 Studio - de Florez Building
	Early Openings Estimate
	0630-0730
	3 yearly

	
	Late Closings Estimate
	1700-1930
	3 yearly

	
	Overtime Operations Estimate
	
	10 Hrs/Year

	Room 2035 MMTC - de Florez Annex Building


	Early Openings Estimate
	0630-0730
	3 yearly

	
	Late Closings Estimate
	1700-1930
	3 yearly

	
	Overtime Operations Estimate
	
	6 Hrs/Year

	
	This is an overflow room and is used for Flag presentations and urgent Army video teleconferencing meetings that cannot be scheduled in Room 3050.

	Low Bit Rate Video Conferencing (LBRV)
	Systems Supported – LBRV  (systems)
	0730-1700
	80

	
	Multipoint Conferencing Unit (MCU) system
	0730-1700
	1

	Utilization 
	Approximately 250 VTC’s monthly between all available rooms. 

	Training
	Training for customers to self-support VTC operation
	0900-1000
	as required

	PHOTOGRAPHIC PRODUCTS WORKLOAD

	Product
	Workload Estimate/Year

	Studio
	Official Portraits
	250

	
	Special Duty/VIP/Command Portraits
	440

	
	Passport/Citizenship/ID Badges
	50

	
	Product/Reproduction Photography
	50

	
	Portraits for Display Transparencies (8" x 10")
	60

	Location
	Regular (Non-alert) Pictures 
	8,000

	
	Isolated Personnel Report pictures, new employee arrivals.
	300

	Miscellaneous
	Reprints (4” x 6”)
	2000

	
	Reprints (to 8” x 10”)
	100

	
	Reprints (to 24” x 30”)
	5

	
	Self-help Photography Processing and Printing
	2000

	
	CD-ROMs/Digital media
	1000

	
	

	Overtime Hours
	10

	SPECIAL EVENTS WORKLOAD

	Special Event
	Frequency/Year
	Contractor Support

	Command Picnics/Events
	4
	Signs, posters, AV support, photography, graphics

	Equal Employment Opportunity events and programs
	12
	Signs, posters, AV support, photography, graphics

	Combined Federal Campaign
	1
	Signs, posters, AV support, photography, graphics

	Town Hall/All Hands Meeting
	8
	Video, photography, graphics, CCTV

	Organization Day/Team Building Events 
	2
	Signs, posters, video, photography

graphics

	I/ITSEC Conference
	1
	Signs, posters, AV support, photography, graphics

	VIP Visits
	60
	Graphics, video, signs, photography

	Change of Command/Charters
	4
	Signs, video, CCTV, photography, graphics

	Off Site local Training Events
	10
	Signs, posters, AV support, photography, graphics

	Off Site out of area Training Events
	3
	Signs, posters, AV support, photography, graphics

	Promotions/Retirement Cermonies
	10
	Signs, posters, AV support, photography, graphics


5.3 Graphic 
The Contractor shall provide graphic arts support for all authorized users as requested and approved by the COR/ACOR.  

5.3.1 Graphics Services
Graphics work includes several distinctly different types of artwork.  Graphics support may require contact with the requestor one or more times while in development (visualization service) as part of graphics services.  Products and estimated frequencies listed in sub-para 5.2.2 are for information purposes only and the Government cannot guarantee that the rates will hold.  All products shall meet the customer's requirements, satisfaction, and professional quality standards.

1. The Contractor shall provide visualization service to aid customers in conceptualizing graphics approaches to basic or abstract ideas and plans

2.  The Contractor shall be required to attend meetings with customers for input on design or artwork for briefings and events.

3. The Contractor shall properly mark classified products with the level of classification and general downgrading instructions as required.  Classified materials shall be marked IAW DoD 5200.1R (Information Security Program)

4. The Contractor shall produce electronic or hardcopy viewgraphs and slides.

5. The Contractor shall produce camera-ready artwork including illustrations, typesetting and renderings.

6. The Contractor shall design and construct briefing charts for computer and hard copy presentations, wall charts and status boards including as required cover sheets.
7. The Contractor shall design and construct posters or electronic artwork including lettering, illustrations, cartoons, characterizations, calligraphy, and/or photographs.  Size, mounting and lamination shall be dictated by the intended use and application

8. The Contractor shall design and construct signs for interior or temporary exterior signs using standard graphics materials.

9. The Contractor shall design and oversee production of 2D and 3D displays and exhibits

10. The Contractor shall design and produce camera-ready artwork (consisting of complex illustrations, technical illustrations, cartoons, logos) for one- to four-color printed publications including, but not limited to, reports, technical publications, newsletters, brochures, flyers, fact sheets, etc.  The Contractor shall also produce computer generated page layouts and mechanicals (paste-up) of copy and artwork.

11. The Contractor shall produce other graphic products as required, including fusion transfer positive prints (stats), color positive prints, black and white positive prints, laser prints, thermal color prints, and computer graphics files/templates on disks.

12. The Contractor shall make minor or major revisions to pre-existing artwork

13. The Contractor shall produce computer animations including high-end, broadcast quality animations for use in digital, videotape and multimedia presentations.  The Contractor shall also produce the animations from complex still illustrations, 2D and 3D models.

14. The Contractor shall produce 3D models of objects for use in animations and slide artwork.  Creation of models does not include utilizing previously created models and applying textures and lighting effects; refers only to new 3D-model creation from photo or other reference materials.

15. The Contractor shall construct interactive pages for multimedia productions and digital systems.

16. The Contractor shall mount and laminate printed graphics products.

17. The Contractor shall transfer electronic data consisting of graphics products by means of local area computer network, magnetic storage, CD-ROM, or other appropriate means.

18. The Contractor shall produce complex multimedia projects and interactive productions using the following Government provided software: Macromedia Director, Softimage, Maya, 3D Studio Max, and other various software packages referenced in Enclosure (1).  Subject matter experts shall be provided by the Contractor for multimedia productions.  Multimedia productions are counted in the workload estimates in addition to the individual products from which they are created.

5.3.2 Estimated Graphics workloads

	GRAPHICS PRODUCTS WORKLOAD

	Product
	Workload Estimate/Year

	View-graph/Slide
	Simple
	150

	
	Average
	600

	
	Complex
	2500

	Reproductions
	5000

	Multimedia Productions
	15

	Interactive Screens/Pages for Web Sites or Multimedia Projects
	225

	Animation (hours of production)
	1500 Hours of production

	Three Dimensional Modeling (hours of production)
	300 Hours of production

	Digitize Video for Multimedia/Web Use (completed minutes)
	400

	Monitor Display Screens
	700

	Electronic Data Transfer/File Format Conversion
	4,000

	Publication Pages
	300

	Illustrations
	5,400

	Status/Wall Chart
	15

	Nameplates/Certificates
	300

	Signs/Posters
	300

	Mounting/Laminating
	400

	Custom Displays/Exhibits
	12

	Structural Display/Exhibit Design     
	2

	Murals (square feet)                        
	30 sq. ft.

	Overtime Hours
	25

	Retirement/Promotion programs
	10


PART 6 
Contract Deliverable Requirement List
6.1 Contract Deliverable Requirement List (CDRLs)
The following contract deliverables shall be provided under this task order. All deliverables must meet professional standards and meet the requirements set forth in contractual documentation. The Contractor shall be responsible for delivering all end items specified unless otherwise directed by the COR.

All CDRLs within this PWS shall be posted to the Government’s SharePoint Site within 15 days. Notice of posting shall be sent to relevant Government addressees. Government acceptance of CDRL will be accomplished within 15 working days unless otherwise agreed to by both parties.

Table 6.1-1 Contract Deliverables Requirements List (CDRLs)

	CDRL
	Title
	
	Date 1st Submission
	Frequency

	A001
	Progress, Status, and Management Report
	
	45DACA
	MNTHLY

	B001
	Monthly Audio Visual Work order Report 

· Project status, accomplishments and  and described in section 5.1.1
	
	45DACA
	MNTHLY

	B002
	Monthly Video Teleconferance Status Report  

· Project status, accomplishments and metrics as described in section 5.1.2
	
	45DACA
	MNTHLY

	B003
	Monthly Photography Status Report 

· Project status, accomplishments and metrics as described in section 5.1.3
	
	45DACA
	MNTHLY

	B004
	MonthlyGraphics Status Report 

· Project status, accomplishments and metrics as described in section 5.2.1
	
	45DACA
	MNTHLY

	B005

	Equipment inventory reports
	
	45DACA
	SEMI ANNUALLY

	B006
	Inventory and Materials used report
· Inventory and Materials used 
Provide inventory logs for material used in the performace of this PWS
	
	45DACA
	SEMI ANNUALLY

	F001
	· Information Assurance and Personnel Security – Status report
	
	ASREQ
	ASREQ

	F002
	· NAVAIR security  Information Assurance and Personnel Security – Status report
	
	ASREQ
	ASREQ


PART 7 
Performance Requirements
7.1
Performance Requirements Summary (PRS)  
The Contractor service requirements are summarized into performance objectives that relate directly to mission essential items as well as performance thresholds which briefly describe the minimum acceptable levels of service required for each requirement. A PRS is provided below and in Attachment 1, Quality Assurance Surveillance Plan, which outlines the performance objectives, performance thresholds, surveillance methods, and associated performance determinations/payments for this task order.  
	Table 7.1-1 Performance Requirements MetricsPerformance Objective
	Performance Standard and Acceptable Quality Level (AQL)
	Surveillance Method/Measure

	Photography Services
	Deliverables were delivered accurate, complete and with no or 1 minor changes, adjustments required

	Spot Checks by COR
Customer Feedback

Monthly reports

	Graphics Services
	Deliverables were delivered accurate, complete and with no changes or no more than 2 minor changes per page  required

	Spot Checks by COR
Customer Feedback

Monthly reports

	Presentation Services
	Deliverables were delivered accurate, complete and with no changes or adjustments required at time of presentation.

	Spot Checks by COR
Customer Feedback

Monthly reports

	Operation of Visual Information Support Center Video Teleconferencing
	Deliverables were delivered accurate, and as scheduled.  Telephone support is accurate and provided within 10 minutes of receiving call

	Spot Checks by COR
Customer Feedback

Monthly reports

	Equipment Troubleshooting
	Report Deficiency to COR within 1 working day
	Spot Checks by COR
Customer Feedback

Monthly reports 

	Operation of Command’s CCTV
	95% of CCTV events are successful
	Spot Checks by COR
Customer Feedback

Monthly reports 

	Operation of major conference rooms
	95% of conference room events are successful
	Spot Checks by COR
Customer Feedback

Monthly reports 


Transition Period 
7.1 Transition Strategy
The Contractor is required to execute a transition strategy that is built around maintaining the mission of the Commands serviced with minimal impact, not only in terms of the timeliness of the process but also to ensure that critical data and knowledge transfer occurs. 
7.2 Phase-Out

Upon termination or expiration of the contract, the Contractor shall ensure an orderly transition of responsibilities, while minimizing impact to the operation.  The Contractor shall submit an Exit Transition Plan, to include the minimum elements listed below as well as any additional elements deemed necessary.
Work Turnover.   The Contractor shall provide a plan of action to effectively transfer tasked work that is in process at the expiration of the contract to the successful offeror.   

Quality Assurance.  The Contractor shall provide a plan of action to ensure continuation of quality review processes during the transition period to the successful offeror. 

Risk Mitigation Strategies.  The Contractor shall provide a plan of action to mitigate contract performance risks (quality and schedule) encountered during the transition period.

Data/Information Transfer.  The Contractor shall provide a plan of action for the efficient inventory and transfer of program data to the successful offeror.

Government Furnished Materials:  The Contractor shall provide a plan of action for the efficient transfer of materials to the Government.
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