Market Research Questionnaire

Commander, Naval Air Forces

Fleet Air Reconnaissance Squadron Seven (VQ-7)

Administrative Services


Introduction.  
The Department of Navy (DoN) Competitive Sourcing Acquisition Center of Excellence (CSACOE) is conducting market research for the Commander, Naval Air Forces (CNAF) as part of a commercial activities streamlined competition and in accordance with Office of Management and Budget (OMB) Circular A-76 (29 May 2003) and Federal Acquisition Regulation (FAR) Part 10.  Public announcement was made for administrative support services currently being performed by six (6) military personnel at Fleet Air Reconnaissance Squadron Seven, also known as VQ-7 Fleet Replacement Squadron (FRS),  at  Commander, Strategic Communications Wing One (CSCW-1) located at Tinker Air Force Base, Oklahoma City, OK.
The current workforce performing administrative and/or clerical functions is comprised of six (6) military personnel and zero (0) civilian personnel.  Market research is being conducted to determine potential commercial sources and estimated cost of providing administrative (general administrative) services to military FRS as mentioned above.
Firms are requested to complete and forward pages 7-11 of this market survey via email, to the point of contact (POC) identified below NOT LATER THAN (NLT) 05 Jun 2009
IMPORTANT NOTE:  This is NOT a Request for Proposal.  This is a request for information (RFI) only and information received will be used to assist the Government to determine, pursuant to OMB Circular A-76, if there are private industry sources capable of performing the required Administrative support services to military FRS or whether the functions will continue to be performed by Government forces.  Participation in this market research effort is voluntary; respondents will not be paid for participation.  Firms, responding to this market research effort, are responsible for clearly identifying any proprietary information submitted in response.
Small business sources will be considered in this research.
A contract will not result from this market research, but a separate solicitation for the services described herein may be issued in the future.  The result of the Navy’s evaluation of competitively sourcing the CNAF VQ-7 FRS Administrative support services described herein may result in a solicitation for a service contract.
RFI Methodology.  
The method of conducting market research for this requirement includes this survey and other such means as informal Internet searches, telephone interviews, and discussions with potential commercial sources and industry experts.  This questionnaire has been specifically designed to focus on the scope of this research and will be used to record market information obtained from each commercial source included in the research.  Note: This is to advise any commercial source providing information as part of this market research process that your information will not be used later as part of the evaluation process should you choose to submit a  proposal in response to any solicitation that may result in the future.
Instructions.  
Please read the information provided below and complete pages 7-11 of the attached survey form.  Return completed survey via email NLT 05 Jun 2009.  Refer any questions to: Mr. Jim Ellison, Contracting Officer, Phone: (619) 532-1754, FAX (619) 532-1778.
Contracting Office Address.  
NAVFAC Southeast, Department of the Navy Competitive Sourcing Acquisition Center of Excellence, 1220 Pacific Highway, Building 110, 1st Floor, San Diego, CA 92132 –or (preferred) - Email: jim.ellison@navy.mil.
1.0 General Description of Work:  Commander, Strategic Communications Wing One provides operational control and administrative support for Fleet Air Reconnaissance Squadrons Three (VQ-3), Four (VQ-4), Seven (VQ-7) and various training units.  The mission of VQ-7 FRS is to:

1.1.  indoctrinate and train all Fleet Replacement E-6A/B aircrews for VQ-3 and VQ-4, utilizing operational flight training aircraft and squadron E-6B aircraft; 
1.2. provide recurrent and upgrade training for the E-6 aircrews; 
1.3. maintain fleet readiness requirements for VQ-7 instructor personnel; 
1.4. provide operational support during higher readiness states; and

1.5. provide airborne communications officer and aircrew (mission systems operator, in-flight technician, and reel operator) ground training.
This document identifies requirements for general administrative duties within the Administrative and Training Departments for VQ-7 FRS.  These duties are performed on a daily basis in support of flight schedules and operations, which is a part of a Navy Air Wing fully integrated on an Air Force base, carrying out a Navy mission in joint operations.  Administrative support services function includes performing general administrative and clerical tasks.  This administrative work is currently being performed by six (6) military enlisted personnel.  The quality of all work rendered shall conform to the highest standards in the relevant profession, trade, or field of endeavor.
2.0 Location of Work:  Tinker AFB, Oklahoma City, Oklahoma 
3.0 Hours of Operation:  Normal working hours are Monday through Friday from 0730 – 1630 for the Administrative Department and Training Departments.
4.0 Requirements:  The Service Provider shall be responsible for all labor, management and supervision required to perform the following services to support the CNAF VQ-7 FRS within the Administrative Department and Training Department
, Tinker AFB, Oklahoma City, OK.

4.1. Service Provider shall perform administrative and clerical duties in support of an estimated 75 staff and an estimated 63 students, on an annual basis.  These duties included, but not limited to:
4.1.1. Providing squadron level administrative duties such as receiving and distributing inbound mail; managing appointment calendars;  answering phone calls; preparing and distributing correspondence, in accordance with Navy instructions and local guidance; arranging travel itineraries for executive level personnel and distinguished visitors preparing and maintaining fitness reports/evaluations; downloading, maintaining and verifying Officer Distribution Control Reports and Enlisted Distribution Verification Reports; preparing award packages and student completion packages, for FRS staff and students.

4.1.2. Providing administrative and/or clerical support for special command events (e.g., change of command ceremonies, to include preparation of letters, requests, invitations, maps and message traffic).
4.1.3. Providing educational administrative support services such as scheduling and monitoring classes; scheduling of required schools (e.g., Survival Escape Rescue and Evade Schools), evaluating eligibility of personnel for testing cycles, coordinating testing, maintaining student training records, in accordance with management guidance, compiling and sending out student welcome aboard packages, and completing reporting requirements for designated personnel.
4.1.4. Providing travel administrative support services such as preparing travel orders, tracking travel expenses, preparing no-fee passport applications, scheduling follow-on schools for students, coordinating and processing Government Travel card applications and assisting personnel in the use of Defense Travel System, and completing input and tracking of start and stop events in the Individual Personnel TEMPO (ITEMPO) Offline Reporting System.
4.1.5. Providing library administrative support services, to include but not limited to scheduling the use of classrooms, checking in/out of publications, maintaining the Naval Warfare Publications Library, and submitting documents to Customer Service Detachment via the Transaction Online Processing System.
4.2. Any other administrative support to be performed must be approved by the Contracting Officer’s Representative and either the squadron Administrative Officer (AO) or the senior member of the squadron (military or civilian).
4.3. Workload data for the most recent twelve months is provided in 

Table 1.
5.0 Applicable Regulations and Guidance:  The Service Provider shall perform all work in accordance with applicable Department of Defense technical manuals and publications, directives and commercial manuals, military standards, and OPNAV Instruction 4790.2 series (http://logistics.navair.navy.mil/4790/). 
6.0 Security Requirements:  Some of the work to be performed may require access to and handling of classified information up to and including SECRET.  Access to the work site requires a SECRET security clearance.   The Service Provider shall have or have the ability to obtain facility security clearance upon work start date, and provide classified storage capability.  Service Provider personnel shall be subject to random drug testing to comply with Department of Defense regulations regarding personnel security clearances and handling classified information.  Service Provider shall be responsible for conducting random drug testing of their personnel.
7.0 Government Furnished Property (GFP) – Property, Equipment, Materials and Travel:
7.1. Service Provider shall use existing Government furnished facilities, spaces, equipment, tools, material, parts, and consumables (including fuels) to perform typical squadron level efforts; and

7.2. No travel will be required of administrative or clerical personnel.
8.0 Quality Control Management System:  The Service Provider shall develop and maintain a Quality Control Plan.  The Service Provider’s quality control inspection procedures shall provide a clear audit trail for all work accomplished.  
9.0 Service Provider Requirements:  
9.1. The government will supply all common administrative materials and office supplies (e.g., binders, pens, notebooks, training materials, miscellaneous office supplies, etc.). The Service Provider shall provide its own required miscellaneous administrative materials and office supplies over and above government furnished administrative materials and office supplies, as needed at no cost to the government.
9.2. The Service Provider shall provide administrative control and supervision for its own personnel in the performance of tasks prescribed herein; select, supervise, and exercise control and direction over its own employees; furnish trained and qualified personnel to perform duties specified herein with the specific aircraft type being maintained; be accountable to the Government for the action of its personnel; and comply with all host base regulations, instructions, directives, orders, and special procedures as promulgated by the Base Commander.
9.3. The Service Provider shall not supervise, direct, or control the activities of Government employees or the employees of any other contract; and shall not perform typical squadron level oversight functions such as Commanding Officer, Executive Officer, or Contracting Officer’s Representative.  The Government will not exercise any supervision or control over the Service Provider’s employees in their performance of contractual services with the exception of prioritizing overall workload.
Table #1:
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                                                     Pages 7-11
                              COMPANY INFORMATION

1. Name of company:

2. Parent company name (if different than above):

3. Primary North American Industrial Classification System (NAICS) codes(s):

4. Commercial and Government Entity (CAGE) Code:
5. What is the size and preference of your company?

a.
Small Business

b.
Small Disadvantaged Business

c.
Woman Owned Small business

d.
Veteran-Owned Small Business

e.
Service-Disable Veteran-Owned Small Business

f.
HubZone Small Business

(1)  Provide at lease one – your firm’s address, Town, County or 

Congressional District:

g.
Large Business

5. Number of full time employees:

6. Number of part time employees:

7. Annual gross sales/revenue:

Please provide the following point of contact information:


Name:  ___________________________________________________


Title:
 ____________________________________________________


Contact Phone:  ____________________________________________


Email Address:  ____________________________________________

CAPABILITY
1.  Are the services required by this scope of work consistent with the type of services currently offered by your company?


Yes__  or  No__ 
2. Based on the scope of services described within the requirements statement,

please check those specific functions which your company would be able to fulfill all these requirements.  

	
	
	
	
	

	
	Workload Indicator
	Yes
	No
	

	
	Receive and distribute inbound mail
	 
	 
	

	
	Prepare and distribute correspondence
	 
	 
	

	
	Prepare and maintain fitness reports and/or evaluations
	 
	 
	

	
	downloading, maintaining and verifying Officer Distribution Control Reports and Enlisted Distribution Verification Reports
	 
	 
	

	
	Prepare and maintain award packages
	 
	 
	

	
	Manage appointment calendars
	 
	 
	

	
	Arranging travel itineraries for executive level personnel and distinguished visitors
	 
	 
	

	
	Answer telephone calls
	 
	 
	

	
	Provide administrative/clerical support for Special Command Events
	 
	 
	

	
	Evaluate eligibility of personnel for test cycles
	 
	 
	

	
	Complete reporting requirements
	 
	 
	

	
	Maintain student training records
	 
	 
	

	
	Coordinate testing,
	 
	 
	

	
	Prepare travel orders and track travel expenses
	 
	 
	

	
	Prepare no-fee passport applications
	 
	 
	

	
	Coordinate and process Government Travel Card applications and assist personnel in the use of Defense Travel System
	 
	 
	

	
	Schedule follow-on schools for students
	 
	 
	

	
	Schedule use of classroom
	 
	 
	

	
	Check in/out process of publications
	 
	 
	

	
	Maintain the Naval Warfare Publications Library
	 
	 
	


TECHNICAL INFORMATION

1.  In the past three years has your company provided similar type services to other clients?

Yes__  or  No__ 

If yes, please briefly describe the extent and volume of your company’s support.

2.   How many years of experience does your company have providing administrative and clerical Services?          
3.  Is your company currently providing administrative and/or clerical support services to any DoD Service (Navy, Air Force, Army, Marine Corps, etc.)?

Yes__  or  No__ 

If yes, please list the Service and location:  ___________________________________

4.  Is your company an American-owned company or is the controlling ownership outside the United States?  _________________________________________.

ESTIMATED COSTS

Estimated costs shall be used to compare the cost of performance per OMB Circular A-76.  Please estimate the following major elements of cost to arrive at a Total Cost of Performance, assuming the first performance period is 1 Oct 2009 to 30 Sep 2010.  Include the Cost Summary at item 3 below.

1.  Labor.

a. What is your estimated unburdened annual labor cost for a properly qualified staff to provide the administrative and/or clerical services described in this RFI?
__________

b. What is the estimated staff (in full time equivalents), on an annual basis, included in this cost for the categories below?


Management/Supervision

_____


General/Administrative/Clerical
_____


Total Staffing



_____

2.  Material, Equipment, and Supplies.


a. What is your estimated annual cost to provide Contractor provided items described in paragraph 9.1 of the RFI?

__________

3.  Cost Summary (Provide three years of cost): _ Year 1
     Year 2
      Year 3
_

Total Labor (1.a)


 

   _______   _______    _______

Total Material, Equipment and Supplies (2.a)
   _______   _______    _______

G&A, Overhead and Profit

  

   _______   _______    _______

Total Annual Cost of Performance  

   _______   _______    _______

CONTRACTS INFORMATION

1.  What contract or contracts substantiate your company’s experience, skills, and capability to qualify as a bidder for services described in “scope of requirement” above?  For each contract, please provide the following information:

a. Contracting agency, contract number, and NAICS code

b. Title/general description of services relevant to this requirement

c. Contracting Officer (name, phone number or email address)

d. Type contract, period of performance, and total contract price

2.  Do you carry or are you required by contract to have special liability insurance (such as a performance bond or other insurance instrument) for safeguards against catastrophic performance risks?  If so, please describe.

3.  Has your company ever submitted a proposal or response to a commercial activities cost comparison solicitation or RFI under OMB Circular A-76?

Yes__  or  No__

4.  If this process should result in a solicitation, would your company consider submitting a proposal?

Yes__  or  No__ 

� Notional Performance Period 1:  10/1/09 – 9/30/10


� Notional Performance Period 2:  10/1/10 – 9/30/11


� Notional Performance Period 3:  10/1/11 – 9/30/12





1

